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MONTROSE AREA 
SCHOOL DISTRICT 

No. 801 
 
 
SECTION: OPERATIONS  
 
TITLE: PUBLIC RECORDS  
 
ADOPTED: July 11, 2003 
 
REVISED: 
 
 

  
 801.  PUBLIC RECORDS 

 
1. Purpose  
 

The Board recognizes the importance of public records as the record of the district's 
actions and the repository of information about this district. The public has the right 
under law to inspect and to procure copies of public records, with certain exceptions, 
subject to Board policy. The Board also recognizes its obligation to maintain the 
confidentiality of student records and personnel records. 
 

2. Definition 
 65 P.S. 
 Sec. 66.1 
 

The public records of this district shall mean any account, voucher or contract 
dealing with the receipt or disbursement of funds; acquisition, use or disposal of 
services, supplies, materials, equipment or other property; or any minutes, orders or 
decisions fixing the personal or property rights, privileges, immunities, duties or 
obligations of any person or group. 
 

 Public records shall not include the following: 
 
1. Any report, communication or other paper whose publication would disclose the 

institution, progress or result of an investigation undertaken in the performance 
of official duties. 

 
2. Any record, document, material, exhibit, pleading, report, memorandum, or other 

paper to which access or publication is prohibited, restricted or forbidden by law, 
regulation, court order or decree of court; would operate to the prejudice or 
impairment of a person's reputation or personal security; or would result in the 
loss of federal funds, except the record of a conviction for any criminal act. 

 
 Pol. 216 
 
 
 Pol. 324, 424, 524 

3. Education records concerning individual students, in accordance with federal and 
state laws. 

 
4. Personnel files, in compliance with applicable laws. 
 

3. Authority 
 65 P.S. 
 Sec. 66.1 et seq 
 SC 408, 518 

The Board shall make the district's public records available for inspection and 
duplication to any state resident, in accordance with Board policy and district 
procedures, with the exception of records exempted by law. 
 
 



No.  800 
 
 
SECTION: OPERATIONS 
 
TITLE: RECORDS MANAGEMENT 
 
ADOPTED: December 3, 2007 
 
REVISED:  
 

 

 
MONTROSE AREA 
SCHOOL DISTRICT 

  
800.  RECORDS MANAGEMENT 

 
1. Purpose 
  
 

The Board recognizes the importance of establishing and maintaining a Records 
Management Plan that defines district staff responsibilities and complies with 
federal and state laws and regulations. 
 

2. Authority 
 SC 518 
 

The Board shall retain, as a permanent record of the district, Board minutes, annual 
auditor’s reports and annual financial reports. All other financial records, including 
financial account books, orders, bills, contracts, invoices, receipts and purchase 
orders, shall be retained by the district for a period of not less than six (6) years. 
 
All other district records shall be retained in accordance with state and federal law 
and regulations and the district Records Management Plan approved by the Board. 
 
The district shall make a good faith effort to comply with all proper requests for 
record production. 
 

3. Definitions 
 

Electronic Mail (E-mail) System – a system that enables users to compose, 
transmit, receive and manage text and/or graphic electronic messages and images 
across local area networks and through gateways connecting other networks. This 
information consists primarily of messages but may include attachments such as 
calendars, directories, distribution lists, word processing documents, spreadsheets, 
and other electronic documents. 
 
Litigation Hold – a communication ordering that all records and data relating to a 
subject of a dispute being addressed by current or impending litigation be preserved 
for possible production in the litigation. 
 
Records – any recorded information, regardless of form and including electronic 
records, that documents a transaction or activity that is created, received or retained 
in pursuance of law or in connection with the transaction of official business. 
 
Records Management Plan – the system implemented by the district for the 
retention, retrieval, and disposition of all records generated by district operations. 
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Records Retention Schedule – a comprehensive listing stating retention periods 
and proper disposition of records. 
 

4. Delegation of       
      Responsibility 
 SC 433 

Records Management Committee  
 
A committee responsible for the development and recommendation of the district’s 
Record Management Plan shall be established by the Board. The Records 
Management Committee shall give primary consideration to the most efficient and 
economical means of implementing the recommended Plan. Members of the 
Committee shall include the Superintendent, Board Secretary, district Solicitor, 
Technology Director, Business Manager, Special Education Director, Guidance 
Chairperson, School Nurse Practitioner and a member of the Board of Directors. 
 
The Records Management Committee shall meet annually to evaluate the 
effectiveness and implementation of the Records Management Plan and recommend 
changes as needed. 
 
Records Coordinator 
 
The Records Coordinator shall be responsible to: 
 
1. Ensure that training appropriate to the user’s position and level of responsibility 

is provided. Such training may include the operation, care and handling of the 
equipment and software; requirements of the records retention schedule; 
protocols for preserving and categorizing district records; identification of what 
is and what is not a record; and disposal of records. 

 
2. Review the Records Management Plan periodically to ensure that record 

descriptions and retention periods are updated as necessary. 
 
3. Identify, when the retention period expires, the specific records to be disposed of 

as needed. 
 

5. Guidelines 
 

Records Management Plan 
 
The district’s Records Management Plan shall be the principal means for the 
retention, retrieval, and disposition of manual and electronic records, including e-
mails. The Plan shall not rely primarily on backup systems to manage the retention 
and disposition of records. 
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 20 U.S.C. 
 Sec. 1232g 
 

The Records Management Plan shall include: 
 
1. Comprehensive listing of records and data of the district. 

 
2. Criteria to distinguish school district records from employee’s records. 
 
3. System(s) of records storage and retrieval to be used, including in what form the 

records will be stored, maintained, reproduced, and disposed. 
 
4. Preservation measures to protect the integrity of records and data. 
 
5. Data map or flow chart detailing the sources, routes, and destinations of 

electronic records. 
 
6. Procedures and employee designated for determining whether an item is a 

record. 
 
7. Procedures for adding, revising or deleting records and data, and any other 

details necessary to implement the Records Management Plan. 
 
8. Records retention schedule. 
 
9. Provisions for the storage and retrieval of records in the event of an emergency 

or disaster. 
 
10. Positions authorized to access district records. 
 
11. Procedures to be implemented in the event of a litigation hold that immediately 

suspends disposition of all records relevant to the current or potential claim. 
Such procedures shall specify who can initiate a litigation hold, how and to 
whom a litigation hold is communicated, who will determine which records are 
subject to the litigation hold, who will be responsible for collecting such records, 
and in what format the records will be collected. 

 
When possible, records and data shall be stored in their original form, including 
metadata, such as creation date, author, type of file, etc. 
 
For any record not covered by the retention schedule, the Records Management 
Committee shall determine how long the record shall be kept and recommend any 
necessary revisions to the retention schedule. 
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The district shall maintain and dispose of records in a manner that protects any 
sensitive, proprietary or confidential information or individual privacy rights, and 
helps conserve natural resources. 
 

  
 

Manual Records 
 
Manual records, which include all records not stored electronically, shall be retained 
and disposed of in accordance with the Records Management Plan. 
 
Manual records shall be indexed in an organized and consistent manner, reflecting 
the way the records will be retained and referenced for later retrieval. 
 
The district shall develop and maintain adequate and up-to-date documentation 
about each manual record system. Documentation may list system title and 
responsible employee(s) or office; define the contents of the system, including 
record formats; identify vital records and information; and determine restrictions on 
access and use. 
 

  
 

Electronic Records 
 
Electronic records shall be retained and disposed of in the same manner as records in 
other formats and in accordance with the Records Management Plan. 
 
Electronic records shall be indexed in an organized and consistent manner, reflecting 
the way the records will be retained and referenced for later retrieval. 
 
The district shall develop and maintain adequate and up-to-date documentation 
about each electronic record system. Documentation may list system title and 
responsible employee(s) or office; specify all technical characteristics necessary for 
reading or processing the records stored on the system; identify all defined inputs 
and outputs of the system; define the contents of the system, including records 
formats and database tables; identify vital contents and information; determine 
restrictions on access and use; and describe update cycles or conditions. 
 

 E-mail Records 
 
E-mail messages, in and of themselves, do not constitute records. Retention and 
disposition of e-mail messages depends on the function and content of the individual 
message. 
 
Records on an e-mail system, including messages and attachments, shall be retained 
and disposed of in accordance with the district’s Records Management Plan. 
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E-mail messages and attachments that do not meet the definition of records shall be 
deleted as required by the records retention schedule. 
 
E-mail records may be maintained as an electronic record or be printed and 
maintained as a manual record. 
 
For each e-mail considered to be a record, the following information shall be 
retained: 
 
1. Message content. 

 
2. Name of sender. 
 
3. Name of recipient. 
 
4. Date and time of transmission and/or receipt. 
 

 Contractors 
 
Records created or maintained by contractors employed by the Board shall be 
retained and disposed of in accordance with the Records Management Plan. 
 
 
 
References: 
 
School Code – 24 P.S. Sec. 433, 518 
 
Family Educational Rights and Privacy Act – 20 U.S.C. Sec. 1232g 
 
Federal Rules of Civil Procedure – 16, 26, 34, 37, 45 
 
Board Policy – 004, 006, 105.2, 114, 138, 203, 203.1, 209, 212, 216, 216.1, 233,  

314, 324, 326, 334, 414, 424, 426, 434, 514, 524, 526, 534, 601, 609, 610, 618, 
619, 702, 706, 716, 801, 810, 810.1, 830, 912 
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No. 808 
 
 
SECTION: OPERATIONS  
 
TITLE: FOOD SERVICES  
 
ADOPTED: July 11, 2003 
 
REVISED: February 6, 2006 

 

 
MONTROSE AREA 
SCHOOL DISTRICT 

  
808.  FOOD SERVICES 

 
1. Purpose 
 

The district's food service programs shall be directed at meeting the nutritional needs 
of the students. 
 

2. Authority 
 SC 504, 1335, 
   1337 
     42 U. S. C. 
     Sec. 1751 et seq,  
     1773 

The Board shall provide food service for breakfast and for lunch in all district 
schools. 
 
The Board shall provide food service for school breakfasts and school lunches that 
meet the nutritional standards required by state and federal school breakfast and 
lunch programs. 
 

 SC 504 
 

A statement of receipts and expenditures for cafeteria funds shall be presented 
monthly to the Board for its approval. 
 

 SC 504 
 

Food sold by the school may be purchased by students and district employees but 
only for consumption on school premises and at the greatest price charged a 
student plus an amount representing the portion of the cost paid from local, 
state and federal assistance.  The charge to the student must be set at a level so 
that the charge to the student, plus any local, state, and federal reimbursement, 
does not exceed the cost of operation. 
 

3. Delegation of 
 Responsibility 
 

Operation and supervision of the food services program shall be the responsibility of 
the Food Services Director. 
 

 SC 504, 1337 
 

Cafeterias shall be operated on a nonprofit basis. A periodic review of the cafeteria 
accounts shall be made by the Business Manager and auditor. 
 

 35 P.S. 
 Sec. 655.6 
 7 CFR 246.24 
      42 U. S. C.  
      Sec. 1758 (h) 
      7 CFR 
      Sec. 210.13 

The Superintendent shall comply with state and federal requirements for conducting 
cafeteria health and safety inspections and ensuring employee participation in 
appropriate inspection services and training programs made available by the 
department. 
 
To reinforce the district’s nutrition education program, foods served in school 
cafeterias shall be carefully selected to contribute to students’ nutritional well-being 
and health; meet nutritional standards specified in law and regulations; be prepared  
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by methods that will retain nutritional quality, appeal to students, and foster lifelong 
healthy eating habits, and; the district shall use food commodities for school menus 
available under the Federal Food Commodity Program. 
 

4. Guidelines 
 SC 504 
 

Surplus accounts shall be used only for the improvement and maintenance of the 
food service program. 
 

 All funds derived from the operation, maintenance or sponsorship of the food service 
program shall be deposited in the cafeteria fund, a special bank account, in the same 
manner as other district funds. Such funds shall be expended in the manner approved 
and directed by the Board, but no amount shall be transferred from the cafeteria fund 
to any other account or fund, except that district advances to the food service 
program may be returned to the district's general fund from any surplus resulting 
from its operation. 
 

 42 U.S.C. 
 Sec. 1751-1769, 
     1773 
 7 CFR 
 210.1-210.31 
 220.1-220.21 

The district shall participate in the Federal School Breakfast Program and Federal 
School Lunch Program. 
 
The district shall offer meals to all students without regard to race, color, age, 
creed, religion, sex, sexual orientation, ancestry, national origin, marital status, 
pregnancy, or handicap/disability. 
 

 
 
 7 CFR 
 245.1-245.13 
 
 
 
 
 
 
 
 
 
 
      42 U. S. C.  
      Sec. 1758 (h) 
      7 CFR 
      Sec. 210.13,  
      220.7   
 

Free/Reduced-Price Meals 
 
The district shall provide free and reduced-price meals and milk to students in 
accordance with terms of the National School Lunch and National Breakfast 
Programs. 
 
The district shall inform parents/guardians of the eligibility standards for free 
and reduced-price meals. 
 
Reasonable efforts shall be made to provide equal treatment for and protect the 
identity of students receiving free and reduced-price meals. 
A parent/guardian shall have the right to appeal a decision regarding his/her 
application for free or reduced-price food services to the Superintendent. 
 
School Food Safety Inspections 
  
The district shall obtain two (2) safety inspections per year in accordance with 
all local, state, and federal laws and regulations. 
 
The district shall post the most recent inspection report and release a copy of 
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       42 U. S. C. 
       Sec. 1758 (h) 
       7 CFR 
       Part 210, 220     
 
 
       7 CFR 
       Sec. 210.9, 
               210.13, 
               220.7   
 
                                      

the report to members of the public, upon request. 
 
School Food Safety Program 
 
The district shall comply with federal requirements in developing a food safety 
program that enables district schools to take systematic action to prevent or 
minimize the risk of foodborne illness among students. 
 
The district shall maintain proper sanitation and health standards in food 
storage, preparation and service, in accordance with all applicable state and 
local laws and regulations and federal food safety requirements. 
 
School Meal Accounts 
 
Individual accounts shall be assigned to each student for accounting purposes 
for the purchase of meals served in school cafeterias. 
 
The Superintendent shall develop and disseminate administrative regulations 
that establish procedures to control school meal accounts.  Administrative 
regulations should include the following: 
 

1. Procedures for collecting money for individual student accounts which 
ensure that the identity of each student is protected. 

2. Method in which students and parents/guardians are notified when the 
student’s account reaches a specified level.  At least one (1) advance 
written notice warning shall be given to the student and 
parent/guardian. 

3. Procedures for providing students with meals when the student forgets 
or loses his/her money or when his/her account has insufficient funds. 

 
Students and parents/guardians shall be notified annually concerning the 
contents of this policy and district procedures. 
 
References: 
 
School Code – 24 P.S. 504, 1335, 1337 
 
Child Nutrition and WIC Reauthorization Act of 2004 – 42 U. S. C. Sec. 1751 notes 
 
Title 42, United States Code – 42 U.S.C. Sec. 1751-1769, 1773 
 
Title 7, Code of Federal Regulations – 7 CFR Part 210, Part 220, Part 215, Part 245 
 
 Board Policy- 000, 103, 103.1, 246, 808.1 

 



No. 808.1 
 
 
SECTION: OPERATIONS  
 
TITLE: FREE/REDUCED-PRICED  
                        MEALS AND FREE MILK 
 
ADOPTED: May 10, 2010 
 
REVISED: 

 

 
MONTROSE AREA 
SCHOOL DISTRICT 

 808.1.  FREE/REDUCED-PRICE MEALS AND FREE MILK 
 

1. Authority  
      42. U. S. C. 
      Sec. 1758 
      7 CFR 
      Part 245 
 

The Board shall provide free and reduced-price meals and/or free milk to students in 
accordance with the terms and conditions of the National School Lunch Program and 
the School Breakfast Program. 
 

2.   Definition 
      7 CFR 
      Sec. 210.2 

Point of Service – the point in the food service operation where a determination can 
accurately be made that a reimbursable free, reduced-price or paid lunch has been 
served to any eligible student. 
 

3.  Delegation of  
     Responsibility 

The Food Service Director shall review applications for free or reduced-price meals 
and/or free milk and make determinations of eligibility 
 
The Superintendent shall develop and disseminate administrative regulations that 
establish procedures in accordance with the terms and conditions of the National 
School Lunch Program and the School Breakfast Program.  Administrative 
regulations should include the following: 
 

1. Application procedures, including procedures for approval, denial and 
verification of applications. 

2. An appeals process for parents/guardians to appeal a district’s decision 
regarding eligibility. 

3. Method of retaining records required by this policy. 
4. Procedures for disclosure information, including what information can be 

disclosed with or without consent from the parent/guardian. 
5. Procedures for compliance with nondiscrimination practices as well as 

procedures for receiving and processing discrimination complaints. 
6. Procedures for collecting money from students or parents/guardians eligible 

for reduced-price meals because of an outstanding balance in student’s 
accounts. 

7. Method by which the district will keep an accurate count of meals served in 
each building. 

 
4.  Guidelines 
 

General Requirements 
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     42 U. S. C. 
     Sec. 1758 
     7 CFR 
     Sec. 245.5 
 

The district shall publish and disseminate information about free and reduced-price 
meals and/or free milk and the income eligibility guidelines on or before the first day 
of school by sending a letter to parents/guardians and issuing a public media release 
to the local news media, local unemployment offices and major employers 
contemplating or experiencing large layoffs. 
 

      
 
      42 U. S. C. 
      Sec. 1758 

Application Procedures 
 
The district shall provide all parents/guardians with program application forms on or 
before the first day of school, upon enrollment, or whenever there is a change in 
eligibility criteria. 
 
The district shall approve, deny, and verify applications in accordance with state and 
federal laws and regulations. 
 
The district shall inform parents/guardians of their eligibility status. 
 

        
 
      42 U. S. C.  
      Sec. 1758 

Confidentiality Status 
 
The district shall only release a student’s name, eligibility status, and other 
information provided on the application, or obtained through direct certification or 
verification, if disclosure of such information is specifically authorized by law. 
 

  
 
      7 CFR 
      Sec. 245.7 

Appeals 
 
The district shall establish an appeals process under which a parent/guardian may 
appeal a decision regarding his/her initial application for benefits, or any subsequent 
reduction or termination of benefits. 
 

 
 
      42 U. S. C. 
      Sec. 1758 
 
 
      7 CFR 
      Sec. 210.10 
      Pol. 103.1 
 
 
      7 CFR 
      Sec. 210.7 
 
 
 

Meal Pricing 
  
The district shall set reduced-price charges for lunch and breakfast at or below the 
maximum reduced price allowed by federal regulations and below the full price of 
lunch or breakfast. 
 
The district shall make meal substitutions at no extra charge to eligible students who 
require such modifications because of a disability. 
 
Counting/Claiming 
 
The district shall be responsible for the establishment and maintenance of the free 
and reduced-price meals eligibility roster. 
 
The district shall implement an approved counting system that provides an accurate 
count at the point of service of free, reduced-price and paid meals in each building. 
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      Sec. 1337 
      7 CFR 
      Sec. 210.9, 
              210.20, 
              245.6a 
      Pol. 800 
 
      SC 1337 
      7 CFR 
      Sec. 210.9 
              210.10 
              210.20 
 
 
 
       42 U. S. C. 
       Sec. 1758 
       7 CFR 
       Sec. 245.8 
       Pol. 103, 103.1 

The district shall claim reimbursement only for reimbursable meals served to eligible 
students. 
 
Records Retention 
 
The district shall retain all free and reduced-price meal applications for a minimum 
of three (3) and not in excess of five (5) years after the final claim is submitted for 
the fiscal year to which they pertain.  If a federal audit is being conducted, records 
must be kept until the audit is completed. 
 
 
 
The district shall retain production and menu records for the meals they produce for 
a minimum of three (3) and not in excess of five (5) years. 
 
 
 
 
Nondiscrimination 
 
The district shall ensure that, in the operation of the free and reduced-price meals 
and/or free milk programs, no student shall be discriminated against because of race, 
color, age, creed, religion, sex, sexual orientation, ancestry, national origin, marital 
status, pregnancy, or handicap/disability. 
 
The district shall treat students who receive free or reduced-price meals and/or free 
milk in the same manner as those students who pay full price for their meals. 
 
The district shall take such actions as are necessary to ensure that the names of 
students eligible to receive free or reduced-price meals and/or milk shall not be 
published, posted, or announced in any manner and there shall be no overt 
identification by the use of special tokens or any other means. 
 
References: 
 
School Code – 24 P. S. Sec. 1335, 1337 
 
School Lunch and Breakfast Programs – 42 U. S. C. Sec. 1758 
 
National Food Service Programs, Title 7, Code of Federal Regulations – 7 CFR Part 
210, Part 215, Part 220, Part 245 
 
Board Policy – 000, 103, 103.1, 800, 808 

 



No.  810 
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MONTROSE AREA 
SCHOOL DISTRICT 

  
 810.  TRANSPORTATION 

 
1. Purpose 
 
 

Transportation for students shall be provided in accordance with law and Board 
policy. 
 

2. Authority 
 SC 1361, 1362 
 Title 22 
 Sec. 23.1, 23.2, 
    23.4 
 

The Board shall contract for school bus services for transportation of students to and 
from school at regularly scheduled hours and for field trips and extracurricular 
activities. 
 

 SC 1362 
 Title 67 
 Sec 447.1 et seq 
 

The Board shall provide transportation for students living within the prescribed 
limits when walking conditions to the school are found to be hazardous by the 
Department of Transportation. 
 

 SC 1374 
 Title 22 
 Sec. 23.3 
 Pol. 103 
 

The Board shall transport handicapped students without regard to distance or 
hazardous walking conditions. 
 

 SC 1361 
 

The Board shall transport eligible resident students who are enrolled in nonpublic 
schools within the distance prescribed by law. 
 

 SC 111 
 Title 22 
 Sec. 8.1 et seq 
 23 Pa. C.S.A.  
 Sec. 6301 et seq 
 

A school bus driver shall not be employed until s/he has complied with the 
mandatory background check requirements for criminal history and child abuse and 
the district has evaluated the results of that screening process. 
 

 35 P. S.  
 Sec. 4601 et seq 
 

The Board prohibits any diesel-powered motor vehicle weighing 10,001pounds or 
more to idle for more than five (5) minutes in any continuous sixty-minute period 
while parked, loading or unloading, except as allowed by law. 
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 Title 67 
 Sec. 212.101 

The Board shall ensure that permanent signs, notifying drivers of the idling 
restrictions, are maintained on district property at locations where diesel-powered 
motor vehicles weighing 10,001 pounds or more load or unload. Signs shall also be 
posted at locations that provide fifteen (15) or more parking spaces for such diesel-
powered motor vehicles. 
 

3. Delegation of 
 Responsibility 
 

The school bus driver shall be responsible for the discipline of students while they 
are being transported. 

 The following are to be followed when it becomes necessary to discipline a student 
for misconduct on a bus and/or violation of bus regulations: 
 

 1. The driver discusses the misconduct with the student before s/he leaves the bus, 
or at a later date, and preferably not in the presence of other students. 

 
 2. Report of misconduct forms are supplied to all bus contractors by the 

Transportation Supervisor. They may also be obtained from a building principal. 
 

 3. The driver files the misconduct report with either the student's principal or the 
Transportation Supervisor. The report may be filed if the driver simply wishes a 
record to be made of the misbehavior, or if s/he wishes the school authorities to 
take some action. 

 
 4. The first report on which the school takes action will involve the student and 

building principal and perhaps the Transportation Supervisor. A copy is then sent 
to the student's parents/guardians indicating the misbehavior. 

 
 The Superintendent or designee shall be responsible to: 

 
 Title 22 
 Sec. 23.4 

1. Promulgate rules governing the number of chaperones to accompany students in 
connection with school-related activities. 

 
 Title 22 
 Sec. 23.4 
 

2. Prepare a district map or schedule indicating each bus stop and bus route. 
 

 Title 22 
 Sec. 23.1, 23.4 
 

3. Maintain records and make required reports regarding school transportation. 
 

 Title 22 
 Sec 23.4 
 

4. Promulgate rules governing student conduct during transport; such rules shall be 
binding on all students transported by the district. 
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4. Guidelines 
 

Contracted Providers 
 

 SC 111 
 Title 22 
 Sec. 8.1 et seq 
 23 Pa. C.S.A. 
 Sec. 6301 et seq 
 Title 67 
 Chapter 71 
 Pol. 810.1 

Contractors shall be responsible for the selection and training of drivers. The 
contractor shall discipline and dismiss drivers when the need arises. Contractors 
shall be responsible to ensure that all drivers have submitted current criminal history 
and child abuse clearance statements and to ensure that all drivers are licensed in 
accordance with Title 67, Chapter 71 of the Vehicle Code. The Board will ensure 
that drug and alcohol testing of drivers is administered in accordance with the law. 
 

 The Board shall annually approve all school bus contracts; but drivers are employees 
of the bus contractors, not the school district. 
 

 All vehicles provided by contractors shall conform to the standards required by the 
Department of Transportation and state laws and shall be in good mechanical and 
sanitary condition. 
 

 All contractors shall provide evidence of liability insurance in the amounts as may 
be required by the Board. 
 

 The Board shall not tolerate any infractions of Board policy or a contract by a 
contractor or his/her employees. Infractions may include but not be limited to misuse 
of vehicle; unapproved route changes; unauthorized passengers; deviate behavior; 
abusive language; physical abuse; insubordination to the Board, Superintendent or 
administrative staff; unusual behavior, as determined by the Superintendent; 
tardiness; and any activity deemed improper by the Board. 
 

 Responsibility for vehicular accidents, as determined by enforcement agencies, shall 
be used to evaluate if the accident will be placed on record for future use in 
disciplinary actions. 
 

 Selection Of Contractors 
 

 It is the philosophy of the Montrose Area School District that its owners-contractors 
be residents of the Montrose Area School District and that no one (1) owner-
contractor monopolize routes to the point of being able to effect a financial 
stranglehold on the district’s transportation. At any time a bus or car route becomes 
open, either because it is newly created or because either the contractor or the district 
has declared it open, the Board shall choose the applicant best suited for the position. 
In choosing the applicant best suited for the position, the Board shall in its discretion 
consider, but not be limited to, the following factors: 
 

 1. Whether the applicant is and will continue to be an owner-operator. 
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2. Ability of the applicant to supervise the children and work collaboratively with 

parents/guardians and the general public. 
 
3. Financial stability of the applicant. 
 
4. Prior experience of the applicant with children, parents/guardians and the general 

public and, if any, with transporting children. 
 
5. History of the applicant in terms of his/her working relationship with the 

Montrose Area School District. 
 
6. Primary and secondary (back up) equipment of the applicant. 
 

 The successful applicant shall provide appropriate transportation on the route for the 
time period specified on the advertisement and thereafter, should the Board deem 
his/her service to be satisfactory. 
 

 Compensation will be based upon the state formula or the existing school district 
compensation policy. 
 

 In the event a bus or car route becomes open due to emergency reasons (death, 
disability, etc.), the Board may choose an interim contractor until time permits an 
advertisement process to be completed. 
 

 Should any bus contractor wish to terminate his/her contract, s/he must notify the 
Board of his/her intention to discontinue service sixty (60) days prior to September 
30 of the year in which the contract expires. No bus contract may be transferred or 
willed to any other individual. Each expired or discontinued contract will be 
readvertised. 
 

 The Board reserves the right to renew or readvertise contracts after evaluation of an 
individual contractor’s service and performance. Moreover, the Board reserves the 
right to eliminate or alter any bus or car run should there not be sufficient student 
passengers to justify continuation of said run. The Board will attempt to notify 
affected contractors at least sixty (60) days prior to September 30 of each fiscal year 
of the Board’s intention to readvertise or eliminate any route. Of course, there will 
be situations in which changes in student enrollment and population will not provide 
the Board with the opportunity to notify contractors within the suggested time frame 
of sixty (60) days prior to September 30.  
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 Reports Of Employee Crimes/Child Abuse 

 
 District bus drivers and/or the district’s transportation contract carriers shall be 

responsible to inform the district in writing at the beginning of each school year 
whether or not they or any of their employees: 
 

 1. Have been charged, subsequent to approval as a district bus driver, with a 
criminal offense that would bar their employment as bus drivers or contracted 
service providers. 

 
 SC 111 2. Were charged with a crime deemed serious under the criteria established by law. 

 
 3. Have been charged with or convicted of crimes that affect their suitability to 

have direct contact with students. 
 

 Pol. 504 This responsibility is in addition to the requirements for clearances that must be 
presented to the district when an individual is initially hired by the district or the 
contract carriers. 
 

 Pol. 517 The district and contract carriers shall have procedures in place to ensure they are 
notified by their employees when the employees are charged with crimes or child 
abuse. The procedures shall also include the provision that the failure on the part of 
employees to make such a timely notification shall subject them to disciplinary 
action, including termination. 
 

 If any bus drivers have been charged as stated in this policy, the transportation 
contract carriers shall, in their written, yearly notification, include the name of the 
employee, nature of the offense, and the status of the disposition. The district will 
review this information to determine if the employee shall continue to transport 
district students. 
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 References: 

 
School Code – 24 P.S. Sec. 111, 1331, 1361, 1362, 1365, 1366, 1374, 2541, 2542 
 
State Board of Education Regulations – 22 PA Code Sec. 8.1 et seq., 15.1 et seq., 
 23.1, 23.2, 23.3, 23.4, 23.6 
 
State Department of Transportation Regulations – 67 PA Code Sec. 212.101, 
 447.1 et seq. 
 
Child Protective Services Law – 23 Pa. C.S.A. Sec. 6301 et seq. 
 
Diesel-Powered Motor Vehicle Idling Act – 35 P.S. Sec. 4601 et seq. 
 
Transportation of Individuals with Disabilities, Title 49, Code of Federal 
 Regulations – 49 CFR Part 37, Part 38 
 
Board Policy – 103, 504, 517, 810.1 
 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

 



 No. 810.1 
 
 
SECTION: OPERATIONS 
 
TITLE: DRUG/ALCOHOL TESTING - 
 COVERED DRIVERS 
 
ADOPTED: July 11, 2003 
 
REVISED:  October 8, 2008 
 

 

 
MONTROSE AREA 
SCHOOL DISTRICT 

  
 810.1.  DRUG/ALCOHOL TESTING - COVERED DRIVERS 

 
1. Purpose 
 

The Board recognizes that the use and abuse of drugs and alcohol is a serious 
problem that may be present in the workplace. The Board also recognizes that a 
covered driver impaired by drugs or alcohol who operates school buses or vehicles 
or transports students poses significant risks to the safety of students and others. 
 

2. Definition 
 

A covered driver shall include any district employee who drives, operates or is in 
the actual physical control or movement of a school bus, school vehicle, or a 
commercial vehicle owned, leased or operated by the school district. The term 
includes drivers and mechanics who operate such vehicles, including full-time, 
regularly employed individuals; leased drivers; and independent owner-operator 
contractors who are directly employed by or under lease to the district or who 
operate a bus owned or leased by the district. 
 

3. Authority 
 

The Board establishes that all contracted transportation providers shall provide a 
program of drug and alcohol testing for covered drivers. A statement ensuring such 
program shall be included in the contracted agreement. 
 

  
 
References: 
 
School Code – 24 P.S. Sec. 510 
 
Department of Transportation Regulations – 67 PA Code Sec. 71.3 
 
Driving Under the Influence – 75 Pa. C.S.A. Sec. 3802 
 
Controlled Substance and Alcohol Testing, Title 49, Code of Federal Regulations – 
 49 CFR Part 382 
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MONTROSE AREA 
SCHOOL DISTRICT 

No. 811 
 
 
SECTION: OPERATIONS  
 
TITLE: BONDING  
 
ADOPTED: July 11, 2003 
 
REVISED: 
 

  
 811.  BONDING 

 
1. Purpose 
 

Prudent trusteeship of district resources dictates that employees responsible for the 
safekeeping of district funds be bonded. 
 

2. Authority 
 SC 409, 431, 436, 
  684 
 

The Board directs that the district be indemnified against loss of money by bonding 
each employee required to be bonded by policy or by statute. The Board shall bear 
the cost of bonds for designated employees. 
 

 Enumeration and valuation on such bonds shall be determined annually. 
 

3. Guidelines All other employees shall be covered under a blanket bond. 
 

 The amount of each bond shall be commensurate with the financial responsibility of 
the position. 
 

  
  
  
  
School Code 
409, 431, 436,  
511, 684, 2122 
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MONTROSE AREA 
SCHOOL DISTRICT 

No. 812 
 
 
SECTION: OPERATIONS  
 
TITLE: PROPERTY INSURANCE 
 
ADOPTED: July 11, 2003 
 
REVISED: 

  
 812.  PROPERTY INSURANCE 

 
1. Purpose 
 

The Board recognizes its responsibility under law to insure the property of this 
school district. 
 

2. Authority 
 SC 774 
 

The Board has the authority and responsibility to provide adequate insurance 
coverage to protect the district's interests in its buildings and properties. Such 
coverage shall ensure for actual cost value and/or replacement cost. 
 

 In placing insurance, the Board shall be guided by the service of an insurance agent, 
scope of coverage provided, price of desired coverage, and assurance of coverage. 
 

 The Board shall appoint an insurance advisor, who may be the agent of record. 
 

  
  
  
  
School Code 
774 
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MONTROSE AREA 
SCHOOL DISTRICT 

No. 813 
 
 
SECTION: OPERATIONS  
 
TITLE: OTHER INSURANCE  
 
ADOPTED: July 11, 2003 
 
REVISED: 

  
 813.  OTHER INSURANCE 

 
1. Purpose 
 

Proper school district operation requires that adequate, basic insurance programs be 
provided for the protection of the district and its employees. 
 

2. Authority 
 SC 513, 774 

The Board has the authority and responsibility to provide adequate insurance 
coverage to protect the district's interests. Such coverage shall be in accordance with 
established guidelines. 
 

 In placing insurance, the Board shall be guided by the service of an insurance agent, 
scope of coverage provided, price of desired coverage, and assurance of coverage. 
 

 The Board shall appoint an insurance advisor, who may be the agent of record. 
 

3. Guidelines 
 

Liability insurance for the district shall include coverage for liability as a result of: 
 

 1. General liability. 
 

 2. Errors and omission of Board members and administrators. 
 

 Travel accident insurance shall include coverage for administrators and employees 
while in the performance of their duties. 
 

 Health care insurance including dental and vision care, shall be provided for 
regularly employed staff members as provided by contract. 
 

 Group life insurance shall include coverage for administrators and regularly 
employed staff members as provided by contract. 
 

 COBRA 
 

 In the event of a qualifying event to the employee, the employer has thirty (30) days 
to notify the plan administrator of the termination, reduction in hours, or death of the 
employee. This terminates his/her insurance under the plan.  
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 The plan administrator has fourteen (14) days to notify the employee of the right to 

continue coverage under the Consolidated Omnibus Budget Reconciliation Act of 
1986 (COBRA).  
 

 In the event of a qualifying event to a dependent, the employer has fourteen (14) 
days to notify the dependent of his/her rights to continue coverage after being 
advised by the employee or dependent that the event has occurred. 
 

 Qualifying Event  Duration of Continuance 
    of Coverage 
 

 Termination of employment  Up to 18 months 
(except for gross misconduct) 
 

 Reduction of the employee’s  Up to 18 months 
hours which results in loss of coverage 
 

 Death of an employee   Up to 36 months 
 

 Divorce  Up to 36 months 
 

 Loss of dependent coverage    Up to 36 months 
because employee becomes  
entitled to Medicare benefits 
 

 Dependent child no longer meets  Up to 36 months 
definition of an eligible dependent 
 

 Terminated employees are responsible for the gross rate of premiums charged, with 
an additional two percent (2%) charged for additional corporate administrative cost. 
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MONTROSE AREA 
SCHOOL DISTRICT 

No. 814 
 
 
SECTION: OPERATIONS  
 
TITLE: COPYRIGHT MATERIAL 
 
ADOPTED: July 11, 2003 
 
REVISED: 
 

  
 814.  COPYRIGHT MATERIAL 

 
1. Authority 
 P.L. 94-553 
 Sec. 107 
 

The Board emphasizes that the United States Code makes it illegal for anyone to 
duplicate copyrighted materials without permission. The Board attests that severe 
penalties are provided for unauthorized copying of audio, visual, software or printed 
materials unless the copying falls within the bounds of the fair use doctrine. 
 

2. Definition 
 

Under the fair use doctrine, unauthorized reproduction of copyrighted materials is 
permissible for such purposes as criticism, comment, news reporting, teaching, 
scholarship or research. If duplicating or changing a product falls within the bounds 
of fair use, four (4) standards must be met: 
 

 1. THE PURPOSE AND CHARACTER OF THE USE. The use must be for such 
purposes as teaching or scholarship and must be nonprofit. 

 
 2. THE NATURE OF THE COPYRIGHTED WORK. Staff may make single 

copies of: book chapters for use in research, instruction or preparation for 
teaching; articles from periodicals or newspapers; short stories, essays or poems; 
and charts, graphs, diagrams, drawings, cartoons or pictures from books, 
periodicals or newspapers. 

 
 3. THE AMOUNT AND SUBSTANTIALITY OF THE PORTION USED. 

Copying the whole of a work cannot be considered fair use; copying a small 
portion may be if stated guidelines are followed. 

 
 4. THE EFFECT OF THE USE UPON THE POTENTIAL MARKET FOR OR 

VALUE OF THE COPYRIGHTED WORK. If resulting economic loss to the 
copyright holder can be shown, making even a single copy of certain materials 
may be an infringement; and making multiple copies presents the danger of 
greater penalties. 
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3. Delegation of 
 Responsibility 
 

Staff may make copies of copyrighted school district materials that fall within stated 
guidelines. Where there is reason to believe the material to be copied does not fall 
within guidelines, prior permission shall be obtained from the principal. Staff 
members who fail to follow this policy may be held personally liable for copyright 
infringement. 
 

4. Guidelines 
 

Permitted Copies 
 

 Multiple copies, not exceeding more than one per student, may be made for 
classroom use or discussion if the copying meets the tests of brevity, spontaneity and 
cumulative effect. Each copy must include a notice of copyright. 
 

 A library or archive may reproduce one copy or recording of a copyrighted work and 
distribute it if:  
 

 1. Reproduction or distribution is made without any purpose of direct or indirect 
commercial advantage. 

 
 2. Collection of the library or archives is open to the public or is available not only 

to researchers affiliated with the library or archives or with the institution of 
which it is a part, but also to other persons doing research in a specialized field. 

 
 3. Reproduction or distribution of a work includes a notice of copyright.  

 
 Copies of materials for face-to-face teaching activities involving performances or 

displays made by students or instructors, religious services, live performances 
without commercial advantage, and the use of instructional broadcasts are permitted. 
 

 Prohibited Copies 
 

 The law prohibits using copies to replace or substitute for anthologies, consumable 
works or compilations or collective works. Consumable works include: workbooks, 
exercises, standardized tests, test booklets and answer sheets. Teachers cannot 
substitute copies for the purchase of books, publishers' reprints or periodicals; nor 
can they repeatedly copy the same item from term to term. Copying cannot be 
directed by a "higher authority"; and students cannot be charged more than actual 
cost of photocopying. 
 

 Schools must be licensed to play copyrighted music where the performer is paid or 
admission is charged, even if the admission is used to cover refreshment costs. 
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 Off-air Recordings 

 
 Broadcast programs may be recorded off-air simultaneously with broadcast 

transmission and retained by the district for a period not to exceed forty-five (45) 
consecutive calendar days after the date of recording. After this period of time, all 
recordings must be erased or destroyed immediately. 
 

 Program recordings may be used once by individual teachers in the course of 
relevant teaching activities, and repeated once only when instructional reinforcement 
is necessary, during the first ten (10) consecutive school days in the forty-five (45) 
day calendar day retention period. 
 

 After the first ten (10) consecutive school days, off-air recordings may be used up to 
the end of the forty-five (45) calendar day retention period only for evaluation 
purposes by the teacher. 
 

 Off-air recordings may be made only at the request of and use by individual teachers 
and may not be regularly recorded in anticipation of requests. No broadcast program 
may be recorded off-air more than once at the request of the same teacher, regardless 
of the number of times the program may be broadcast. 
 

 Off-air recordings need not be used in their entirety; but they may not be altered 
from their original content and may not be physically or electronically combined or 
merged to constitute teaching anthologies or compilations. Such recording must 
include the copyright notice on the broadcast program as recorded. 
 

 Videotapes/Optical Discs/Distance Learning/Audio-Visual Delivery Devices 
 

 A library, archive, or media center may reproduce one copy of a recording of a 
copyrighted work and distribute it in accordance with provisions of law.  
Recorded copies of copyrighted programs owned by a staff member or another 
person or a copy of a rental program are considered illegally made and may not be 
used for instruction purposes unless its use meets the fair-use test. 
 

 Rental videocassettes, laser discs and other optical media with the "home use only" 
warning label may not be used in a classroom, school assembly, or club unless 
specifically covered in the rental agreement. 
 

 Multimedia use of copyrighted material falls under the guidelines of the medium 
being used (e.g. computer, video, audio). 
 

 Distance learning is subject to copyright guidelines if copyrighted material is copied 
or recorded during a transmitted lesson. 
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 Closed-circuit distribution of a copyrighted work to classrooms in a school or 

campus is legal, as long as the transmission is used for instructional activity and not 
entertainment.  
 

 Off-air taping of broadcast programs is permitted to educational institutions for 
programs broadcast to the general public. Pay cable TV services and satellite 
broadcasts available at an extra charge are not allowed without permission from the 
copyright owner. 
 

 Computer Software 
 

 Copies of software including those downloaded via modem, other than "public 
domain" software, cannot be made without the permission of the vendor or copyright 
owner. 
 

 Illegal copies of copyrighted programs may not be made or used on school 
equipment. 
 

 A computer program may be legally copied only for the following reasons: 
 

 1. It is created as an essential step in the use of the computer program, such as 
automatic copying into memory when a program is loaded. 

 
 2. It is created as a backup or archival copy only. All backup and archival copies 

must be destroyed in the event the original program is erased or removed from 
inventory. 

 
 Backup or archival copies may not be used simultaneously with the original 

program. 
 

 Copying a copyrighted program from a computer hard drive to a floppy disc, for use 
as an additional copy, is illegal. 
 

 Networking computer software is illegal if the legal multiple user or site licenses 
have not been acquired from the vendor or copyright owner. Networking is the use 
of a single program in a single computer that is connected to other computers, 
permitting the program to be used simultaneously in more than one computer. 
 

 Reproduction of original computer software manuals is illegal, and copying must 
abide by the fair use guidelines. 
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 The district will provide expenditures for software as a budgetary item. Priority will 

be given to software that supports and/or is critical to curriculum or operating needs. 
All other software will be purchased if reasonable need is established and/or 
financial resources allow such purchase. 
 

 Renting or leasing original copies of software by individuals without the express 
permission of the copyright owner is illegal. 
 

  
  
  
  
Federal 
Regulations 
P.L. 94-553  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



No.  815 
 
 
SECTION: OPERATIONS 
 
TITLE: ACCEPTABLE USE OF 
 INTERNET 
 
ADOPTED: July 11, 2003 
 
REVISED: October 13, 2008 
  November 9, 2009 
 

 

 
MONTROSE AREA 
SCHOOL DISTRICT 

  
 815.  ACCEPTABLE USE OF INTERNET 

 
1. Purpose 
 

The Board supports use of the Internet and other computer networks in the district's 
instructional and operational programs in order to facilitate learning, teaching and 
daily operations through interpersonal communications and access to information, 
research and collaboration. 
 

 This policy will apply to all employees and students of the Montrose Area School 
District. 
 

 For instructional purposes, the use of network facilities shall be consistent with the 
curriculum adopted by the school district as well as the varied instructional needs, 
learning styles, abilities, and developmental levels of students. 
 

2. Authority 
 

The electronic information available to students and staff does not imply 
endorsement by the district of the content, nor does the district guarantee the 
accuracy of information received. The district shall not be responsible for any 
information that may be lost, damaged or unavailable when using the network or for 
any information that is retrieved via the Internet. 
 

 The district shall not be responsible for any unauthorized charges or fees resulting 
from access to the Internet. 
 

 The district reserves the right to log network use and to monitor fileserver space 
utilization by district users. 
 

 The Board establishes that network use is a privilege, not a right; inappropriate, 
unauthorized and illegal use will result in cancellation of those privileges and 
appropriate disciplinary action. 
 

 47 U.S.C. 
 Sec. 254 
 

The Board shall establish a list of materials, in addition to those stated in law, that 
are inappropriate for access by minors. 
 

3. Delegation of 
 Responsibility 
 

The district shall make every effort to ensure that this resource is used responsibly 
by students and staff. 
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 Administrators, teachers and staff have a professional responsibility to work together 

to help students develop the intellectual skills necessary to discriminate among 
information sources, to identify information appropriate to their age and 
developmental levels, and to evaluate and use the information to meet their 
educational goals. 
 

 Students and staff have the responsibility to respect and protect the rights of every 
other user in the district and on the Internet. 
 

 The building administrator shall have the authority to determine what is 
inappropriate use. 
 

 20 U.S.C. 
 Sec. 6777 
 47 U.S.C. 
 Sec. 254 
 

The Superintendent shall be responsible for implementing technology and 
procedures to determine whether the district's computers are being used for purposes 
prohibited by law or for accessing sexually explicit materials. The procedures shall 
include but not be limited to: 
 

 1. Utilizing a technology protection measure that blocks or filters Internet access 
for minors and adults to certain visual depictions that are obscene, child 
pornography, harmful to minors with respect to use by minors, or determined 
inappropriate for use by minors by the Board. 

 
 2. Maintaining and securing a usage log. 

 
 3. Monitoring online activities of minors. 

 
4. Guidelines 
 

Network accounts shall be used only by the authorized owner of the account for its 
approved purpose. All communications and information accessible via the network 
should be assumed to be private property and shall not be disclosed. Network users 
shall respect the privacy of other users on the system. 
 

 Prohibitions 
 

 Students and staff are expected to act in a responsible, ethical and legal manner in 
accordance with district policy, accepted rules of network etiquette, and federal and 
state law. Specifically, the following uses are prohibited: 
 

 1. Illegal activity. 
 

 2. Commercial or for-profit purposes. 
 

 3. Job assignment or nonschool assignment work. 
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 4. Product advertisement or political lobbying. 

 
 SC 1303.1-A 
 Pol. 249 

5. Bullying/Cyberbullying. 
 

 6. Hate mail, discriminatory remarks, and offensive or inflammatory 
communication. 

 
 7. Unauthorized or illegal installation, distribution, reproduction, or use of 

copyrighted materials. 
 

 Pol. 237 8. Access to materials, images or photographs that are obscene, pornographic, lewd 
or otherwise illegal. 

 
 9. Access by students and minors to material that is harmful to minors or is 

determined inappropriate for minors in accordance with Board policy. 
 

 10. Inappropriate language or profanity. 
 

 11. Transmission of material likely to be offensive or objectionable to recipients. 
 

 12. Intentional obtaining or modifying of files, passwords, and data belonging to 
other users. 

 
 13. Impersonation of another user, anonymity, and pseudonyms. 

 
 14. Fraudulent copying, communications, or modification of materials in violation of 

copyright laws. 
 

 15. Loading or using of unauthorized games, programs, files, or other electronic 
media. 

 
 16. Disruption of the work of other users. 

 
 17. Destruction, modification, abuse or unauthorized access to network hardware, 

software and files. 
 

 18. Quoting of personal communications in a public forum without the original 
author's prior consent. 
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 Security 

 
 System security is protected through the use of passwords. Failure to adequately 

protect or update passwords could result in unauthorized access to personal or 
district files. To protect the integrity of the system, the following guidelines shall be 
followed: 
 

 1. Employees and students shall not reveal their passwords to another individual. 
 

 2. Users are not to use a computer that has been logged in under another student's 
or employee's name. 

 
 3. Any user identified as a security risk or having a history of problems with other 

computer systems may be denied access to the network. 
 

 Consequences For Inappropriate Use 
 

 The network user shall be responsible for damages to the equipment, systems, and 
software resulting from deliberate or willful acts. 
 

 Illegal use of the network; intentional deletion or damage to files of data belonging 
to others; copyright violations; and theft of services will be reported to the 
appropriate legal authorities for possible prosecution. 
 

 General rules for behavior and communications apply when using the Internet, in 
addition to the stipulations of this policy. Loss of access and other disciplinary 
actions shall be consequences for inappropriate use. 
 

 Vandalism will result in cancellation of access privileges. Vandalism is defined as 
any malicious attempt to harm or destroy data of another user, Internet or other 
networks; this includes but is not limited to uploading or creating computer viruses. 
 

 Copyright 
 

 Pol. 814 The illegal use of copyrighted software by students and staff is prohibited. Any data 
uploaded to or downloaded from the network shall be subject to fair use guidelines. 
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 Safety 

 
 To the greatest extent possible, users of the network will be protected from 

harassment and unwanted or unsolicited communication. Any network user who 
receives threatening or unwelcome communications shall report such immediately to 
a teacher or administrator. Network users shall not reveal personal information to 
other users on the network, including chat rooms, e-mail, Internet, etc. 
 

 20 U.S.C. 
 Sec. 6777 
 47 U.S.C. 
 Sec. 254 
 

Any district computer/server utilized by students and staff shall be equipped with 
Internet blocking/filtering software. 
 

 47 U.S.C. 
 Sec. 254 

Internet safety measures shall effectively address the following: 
 

 1. Control of access by minors to inappropriate matter on the Internet and World 
Wide Web. 

 
 2. Safety and security of minors when using electronic mail, chat rooms, and other 

forms of direct electronic communications. 
 

 3. Prevention of unauthorized online access by minors, including "hacking" and 
other unlawful activities. 

 
 4. Unauthorized disclosure, use, and dissemination of personal information 

regarding minors. 
 

 5. Restriction of minors’ access to materials harmful to them. 
 

  
  
 References: 

 
School Code – 24 P.S. Sec. 1303.1-A 
 
Child Internet Protection Act – 24 P.S. Sec. 4601 et seq. 
 
Enhancing Education Through Technology Act of 2001 – 20 U.S.C. Sec. 6777 
 
Internet Safety – 47 U.S.C. Sec. 254 
 
Board Policy – 237, 249, 814 
 

 



No. 818 
 
 
SECTION: OPERATIONS  
 
TITLE: CONTRACTED SERVICES 
 
ADOPTED: July 11, 2003 
 
REVISED: June 11, 2007 
  October 13, 2008 
  March 9, 2009 

 

 
MONTROSE AREA 
SCHOOL DISTRICT 

  
 818.  CONTRACTED SERVICES 

 
1. Purpose 
 

In its effort to provide cost-effective programs, the Board may need to utilize 
contracted services. The district will monitor and evaluate such services to assure 
their effectiveness. This policy is to assist the Board in procuring and maintaining 
qualified and legally certified services. 
 

2. Authority 
 SC 111 
 Title 22 
 Sec. 8.1 et seq 
 23 Pa. C.S.A. 
 Sec. 6301 et seq 
 

The Board is required by law to ensure that independent contractors and their 
employees who have direct contact with students comply with the mandatory 
background check requirements for criminal history and child abuse. 
 

3. Delegation of 
 Responsibility 
 SC 111 
 23 Pa. C.S.A. 
 Sec. 6303 
 

The Superintendent or designee shall ensure that all contractors submit for each of 
the contractor’s prospective employees prior to employment:  
 
1. Report of criminal history record information. 

 
2. Federal criminal history Registration ID number. 

 
3. Official child abuse clearance statement. 
 
The district shall maintain a copy of the required information. 
 
The report of criminal history record information and the child abuse clearance 
statement shall not be required for a contractor’s employees who have no direct 
contact with students. 
 

 Pol. 610 Mandatory background check requirements for criminal history and child abuse shall 
be included in all bidding specifications for contracted services. 
 
Failure to comply with this policy and the background check requirements by an 
independent contractor shall lead to cancellation of the contract. 
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 References: 

 
School Code – 24 P.S. Sec. 111 
 
State Board of Education Regulations – 22 PA Code Sec. 8.1 et seq. 
 
Child Protective Services Law – 23 Pa. C.S.A. Sec. 6301 et seq. 
 
Board Policy – 610 
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MONTROSE AREA 
SCHOOL DISTRICT 

No. 819 
 
 
SECTION: OPERATIONS 
 
TITLE: SUICIDE 
 
ADOPTED: July 11, 2003 
 
REVISED: 
 

  
 819.  SUICIDE 

 
1. Purpose When a student suffers any kind of tragic death, school-personnel are confronted 

immediately with serious problems, such as, verifying what happened; containing 
the information; protecting the privacy of the family; helping students cope with the 
death; communicating beyond the school, and bringing the resources of the 
community to bear on the problem. If a student commits suicide, what is done in the 
first few hours is critical. Responding to a student's suicide will be difficult and 
demanding for all involved. 
 

2. Guidelines Right To Privacy 
 

 Any initial response should be designed to protect the privacy of the family. If a 
student commits suicide, the family has suffered a tragic loss. The problems of the 
family should take precedence over the problems for the school. The privacy of the 
family must be honored. School personnel should not report anything that might be 
perceived as degrading by the family involved.  
 
The final determination of whether a death is suicide is often a complex legal matter, 
regardless of notes that may have been left or other evidence discovered after the 
death. 
 

 Whoever brings the message to school personnel of a supposed suicide should be 
informed not to repeat it to anyone until the information has been verified. Even 
when it is verified, it is important that the announcement come from the principal in 
an appropriate and official manner. Secretaries and others in the office should not 
repeat anything that has been said or should not give out any information until the 
principal indicates. 
 

 An official statement from school personnel that a student committed suicide may 
evoke protest from the parents. School personnel should restrict the flow of any 
information that may be damaging to the parents or other children in the family. No 
reference to the death as a suicide should be made by school personnel, and they 
should contain the story until it has been verified. 
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 Verify The Death 

 
 Verification of the fact that a death occurred must be established. If a student is 

reported to have committed suicide or to have died in an automobile accident, for 
that matter, the death must be verified. Further, if the death was a suicide, the fact of 
the suicide also must be verified; and that information must be handled with great 
care. 
 

 Depending on what time of day the death occurred or when the body was 
discovered, the incident may have been reported on the evening television news or in 
the morning paper. Calls to the local police station or coroner should be made to 
determine precisely what happened. A log of all communications should be kept. 
The home should not be called, initially. 
 

 When the death is verified the Superintendent should be notified immediately. If 
verification of the death cannot be made quickly, notify the Superintendent of 
developments and get back with more information as soon as it is available. 
 

 Communicate 
 

 In the first few hours, communication from a single source is important. Refer all 
inquiries from outside the school to the Superintendent. That person should serve as 
spokesperson for the district. Close communication must be maintained with that 
one person by all school personnel. The media must be informed that this person will 
be responsible for all communication with them and with the general public. 
 

 In the absence of the Superintendent, the building principal will be the designated 
spokesperson. In that person's absence, the assistant principal will be the designated 
spokesperson. 
 

 A meeting of the faculty should be held as soon as possible. If it has to wait until the 
end of the day, notice should be given of the meeting early in the day. As soon as the 
facts about the suicide are known, a brief written announcement should be 
distributed to teachers with a set time when they can read it to students 
simultaneously throughout the school. Care should be taken in labeling the death as 
a suicide. The statement should not be made in an all-school assembly because 
questions could be raised and discussion develop that might cause the situation to get 
out of control. 
 
If verification of the death comes late in the school day, the students or staff should 
not be allowed to leave the building without informing them about the death and 
offering help. 
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 If a television reporter and camera crew come into the school, the reporter and 

camera crew should be directed to leave the building on the basis that this policy 
prohibits news media people inside the building during the school day when their 
presence is deemed to be disruptive by the building principals. The television 
reporter should be told that information will be available only from the office of the 
Superintendent. The reporter should not be permitted to interview any student or 
staff member in the school or on the school grounds for reasons stated above. 
 

 Help Students 
 

 Students must have an opportunity to express their confusion and grief in a safe, 
supportive environment. They must be reassured that they are in the company of 
caring professionals. The death of a classmate may leave survivors with feelings of 
abandonment and rejection. The tendency to blame, common after any death, is 
always in evidence following a suicide. 
 

 Teachers should direct students who desire assistance or a place to talk to the 
guidance office. Counselors should be prepared to meet with students in small 
groups. Male teachers and female teachers who are not assigned to a classroom 
should go to a respective lavatory to channel students there back to their classrooms 
or to the guidance office. Isolated discussions should be avoided. Meeting rooms for 
small groups of students who may be deeply affected by the death should be made 
available with a counselor and/or principal present in every group. 
 

 Students should be encouraged to express their feelings. Healthy coping strategies 
available to young people should be a focus in these meeting(s), and emphasis 
placed on the futility of suicide as an option. Death should not be dramatized and the 
details of how the student took his/her life should not be dwelled upon. Students 
should be led to understand the importance of protecting the privacy of the family. 
 

 Contact Community Resources 
 

 Clergy, doctors, psychologists and social workers could be solicited to assist school 
personnel in working with students and parents. Staff members from MH/MR and 
TREHAB could be helpful. Contact with these community resources should be done 
by the building principal or designee. 
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 Do Nots 

 
 All school personnel, during the post-time of a student suicide are directed that they 

do not allow anyone to describe the suicide as a heroic act; do not close school; do 
not dismiss classes early; do not fly the school flag at half-mast; do not observe a 
moment of silence in school; do not have a memorial service at school or an "In 
Memoriam" page in the yearbook; do not glorify the death in any way. 
 

 Suicide Threat 
 

 In the event that a member of the district teaching staff or any other employee of the 
school district should become aware of a suicide threat made by a student, the 
following procedure shall be executed: 
 

 1. That employee will immediately contact the office of the assistant principal; and 
if s/he is not available, another administrator should be contacted. The building 
principal should be immediately contacted; and if s/he is not available, another 
principal should be contacted or in his/her absence the Superintendent. 

 
 2. The administrator will contact qualified professional personnel to secure 

immediate counseling services. If this is not possible, the administrator will 
maintain supervision of that student until a counseling appointment can be 
arranged or the student requests that the parents/guardians be notified. 

 
 3. The qualified professional personnel will take appropriate action, depending 

upon the results of the initial counseling session. 
 

 4. Results of that counseling session will be communicated to the referring 
administrator and at that point the administrator will notify the family. 
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 825.  STATE MANDATE WAIVERS 

 
1. Purpose This policy establishes guidelines for developing, applying for and implementing 

waivers of state-imposed mandates and other provisions of state law, pursuant to the 
Education Empowerment Act. Board procedures will supplement those set forth in 
law or State Board regulations. Waiver applications submitted by the school district 
shall be processed and implemented in accordance with this policy. 
 

2. Authority 
SC 1714-B 

 

The Board shall approve at a regular Board meeting the submission of an application 
for state mandate waivers that will enable the district to improve its instructional 
program or to operate in a more effective, efficient or economical manner. Approval 
by the Department of Education shall be required prior to implementation by the 
district. 
 

 No waiver shall be in effect until after approval has been received from the Secretary 
of Education, and the Board has taken formal action acknowledging the approval 
and specifying the effective date of the waiver. 
 

 The Board reserves the right to decline to implement any waiver that has been 
approved, and to rescind any waiver in effect in the district. 
 

3. Delegation of 
 Responsibility 

The Superintendent shall advise the Board of waiver requests being evaluated and 
developed beyond the preliminary stage. 
 

 The administration shall promptly notify the Board when a waiver application is 
approved or denied. When denied, the administration shall prepare a 
recommendation concerning revisions and re-submittal. 
 

 The administration shall be responsible to implement required measurement methods 
and prepare appropriate documentation for submission prior to the expiration of the 
three-year trial period. 
 
 
 
 
 



825.  STATE MANDATE WAIVERS - Pg. 2 
 

 
Page 2 of 2 

 
4. Guidelines 

Pol. 801 
Applications and supporting documentation for waivers applied for and those 
currently in force, as well as approval notices from the Secretary of Education, shall 
be public records maintained permanently by the Board Secretary and shall be made 
available for public inspection and copying, in accordance with Board policy.   
 

 When amendments to adopted Board policy or existing administrative procedures 
are necessary or appropriate in order to effectively implement the waiver, the final 
recommended application presented to the Board and final solicitor’s review shall be 
accompanied by specific language for proposed policy revisions and information 
about associated changes in administrative procedures. 
 

 Except where clearly not pertinent nor appropriate, all bid specifications; requests 
for proposals and quotations; and similar documents shall contain language advising 
that: 
 

 1. The effect of laws, regulations or standards otherwise applicable to the district 
may have been altered by virtue of a waiver under Act 16. 
 

2. It is the responsibility of persons contemplating doing business with the district 
to be familiar with waivers in force or applied for as listed in district records. 

 
 Suggestions for waiver applications may be submitted by any Board member, staff 

member, student, resident or taxpayer of the school district. All suggestions must be 
in writing and submitted to the Superintendent, except that staff proposals shall be 
routed through the chain of command, with comments or recommendations from 
supervisors and administrators. 
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 830.  BREACH OF COMPUTERIZED PERSONAL INFORMATION 

 
1. Purpose With the increased reliance upon electronic data, and the maintenance of personal 

information of students and employees in electronic format, the Board is concerned 
about the risk of a breach in the district’s electronic system security and the possible 
disclosure of personal information. This policy addresses the manner in which the 
district will respond to unauthorized access and acquisition of computerized data that 
compromises the security and confidentiality of personal information. 
 

2. Authority 
73 P.S.  
Sec. 2301 et seq 

 

The Board directs that district administrators shall provide adequate notification of 
any computerized system security breach to any state resident whose unencrypted 
and unredacted personal information was or is reasonably believed to have been 
accessed or acquired by unauthorized persons. 
 

3. Definitions 
73 P.S.  
Sec. 2302 

Breach of the system’s security - unauthorized access and acquisition of 
computerized data that materially compromises the security or confidentiality of 
personal information maintained by the district as part of the database of personal 
information regarding multiple individuals and that the district reasonably believes 
has caused or will cause loss or injury to any state resident. Good faith acquisition of 
personal information by an employee or agent of the school district for the purpose 
of the district is not a breach of the security of the system if the personal information 
is not used for a purpose other than the lawful purpose of the district is not subject to 
further unauthorized disclosure. 
 

 Individual - means any natural person, not an entity or company. 
 

 73 P.S.  
 Sec. 2302 
 

Personal Information - includes an individual’s first initial and last name in 
combination with and linked to any one or more of the following, when not 
encrypted and redacted: 
 

 1. Social Security number. 
 

 2. Driver’s license number or state identification card number issued instead of a 
driver’s license. 
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 3. Financial account number, credit or debit card number, in combination with any 

required security code, access code or password that would permit access to an 
individual’s financial account. 
 

 Pol. 801 Personal information does not include publicly available information that is lawfully 
made available to the general public from federal, state or local government records. 
 

 Records - means any material, regardless of its physical form, on which information 
is recorded or preserved by any means, including written or spoken words, 
graphically depicted, printed or electromagnetically transmitted. This term does not 
include publicly available directories containing information that an individual has 
voluntarily consented to have publicly disseminated or listed, such as name, address 
or telephone number. 
 

4. Delegation of  
 Responsibility 
 73 P.S.  
 Sec. 2303 

The Superintendent shall ensure that the district provides notice of any system 
security breach, following discovery, to any state resident whose unencrypted and 
unredacted personal information was or is reasonably believed to have been accessed 
and acquired by an unauthorized person. Such notice shall be made without a 
reasonable delay, except when a law enforcement agency determines and advises the 
district in writing that the notification would impede a criminal or civil investigation, 
or the district must take necessary measures to determine the scope of the breach and 
to restore the reasonable integrity of the data system. The district will also provide 
notice of the breach if the encrypted information is accessed and acquired in an 
unencrypted form, if the security breach is linked to a breach of security of the 
encryption, or if the security breach involves a person with access to the encryption 
key. 
 

 73 P.S. 
 Sec. 2302 

The district shall provide notice by at least one (1) of the following methods: 
 

 1. Written notice to last known home address for the individual. 
 

 2. Telephone notice if the individual can be reasonably expected to receive the 
notice and the notice is given in a clear and conspicuous manner; describes the 
incident in general terms; verifies the personal information but does not require 
the individual to provide personal information; and provides a telephone number 
to call or Internet web site to visit for further information or assistance. 

 
 3. E-mail notice, if a prior business relationship exists and the school district has a 

valid e-mail address for the individual. 
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 4. Substitute notice if the district determines that the cost of notice exceeds 

$100,000, the affected individuals exceed 175,000 people, or the district does not 
have sufficient contact information. Substitute notice shall consist of an e-mail 
notice, conspicuous posting of the notice on the district’s web site, and 
notification to major statewide media. 

 
 73 P.S.  
 Sec. 2305 
 15 U.S.C. 
 Sec. 1681a 
 

If the district provides notification to more than 1,000 persons at one (1) time, the 
district shall also notify all consumer reporting agencies that compile and maintain 
files on consumers on a nationwide basis of the timing, distribution and number of 
notices, without unreasonable delay. 

 
  
  
  
 References: 

 
Breach of Personal Information Notification Act – 73 P. S. Sec. 2301 et seq. 
 
Fair Credit Reporting Act – 15 U.S.C. Sec. 1681a 
 
Board Policy – 801 
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