
TOWNSEND K-12 SCHOOL DISTRICT #1 __________________________ 
 
 
INSTRUCTION  2000 

Goals 
 
The District’s educational program will seek to provide an opportunity for each child to develop 
to his or her maximum potential.  The objectives for the educational program are: 
 
I. To foster self-discovery, self-awareness, and self-discipline. 
II. To develop an awareness of and appreciation for cultural diversity. 
III. To stimulate intellectual curiosity and growth. 
IV. To provide fundamental career concepts and skills. 
V. To help the student develop sensitivity to the needs and values of others and respect for 

individual and group differences. 
VI. To help each student strive for excellence and instill a desire to reach the limit of his or 

her potential. 
VII. To develop the fundamental skills which will provide a basis for lifelong learning. 
VIII. To be free of any sexual, cultural, ethnic, or religious bias. 

 
 
The administrative staff is responsible for apprising the Board of the educational program’s 
current and future status.  The Superintendent should prepare an annual report that includes: 
 
I. A review and evaluation of the present curriculum; 
II. A projection of curriculum and resource needs; 
III. An evaluation of, and plan to eliminate, any sexual, cultural, ethnic, or religious bias that 

may be present in the curriculum or instructional materials and methods; 
IV. A plan for new or revised instructional program implementations; and 
V. A review of present and future facility needs. 

 
 
 
 
 
 
 
 
Legal Reference 10.55.701, ARM Board of Trustees 
 
 
Policy History: 
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INSTRUCTION  2015 
 
 
Curriculum Development, Content, and Assessment 
 
The Superintendent shall recommend a comprehensive curriculum that is designed to accomplish the 
learning objectives and goals for excellence contained in the District’s educational philosophy, mission 
statement, objectives and goals.  The Board must approve all changes to the curriculum, including the 
adoption of new textbooks and new courses. 
 
A written sequential curricula shall be developed for each program area that aligns the content and 
performance standards and the District’s educational goals.  A curriculum review cycle and time lines 
for curriculum development and evaluations shall be established by the Superintendent.   
 
In all program areas and at all levels, the District shall assess student progress toward achieving learner 
goals and program area performance standards including:  content and data; accomplishment of 
appropriate skills; development of critical thinking and reasoning; and attitude.  The District will use 
assessment results to improve the educational program, and use effective and appropriate tools for 
assessing such progress.  This may include, but is not limited to: standardized tests; criterion-referenced 
tests; teacher-made tests; ongoing classroom evaluation; actual communication assessments such as 
writing, speaking, and listening assessments; samples of student work and/or narrative reports passed 
from grade to grade; samples of students’ creative and/or performance work; and surveys of carry-over 
skills to other program areas and outside of school.  
 
The District may receive and/or provide distance, online and technology delivered learning programs, as 
provided in Montana law.  Distance, online and technology delivered learning programs and/or courses 
shall meet the learner expectations adopted in the District and shall be aligned with state content and 
performance standards.  The Superintendent is directed to develop procedures regarding the District’s 
distance, online and technology delivered learning. 
  
The building principal shall be responsible for the supervision and implementation of the adopted 
curriculum.  The teaching staff has a significant responsibility in the development of curricula and the 
primary responsibility for the implementation of curricula.   

 
Legal References: § 20-7-602, MCA Textbook Selection and Adoption  

10.55.603, ARM Curriculum development and assessment  
 10.55.701, ARM Board of Trustees   

   10.55.603, ARM Curriculum Development and Assessment 
§ 20-7-902, MCA School district programs to identify and serve the gifted 

and talented child 
Cross References: 
 
Policy History: 
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INSTRUCTION  2035 

Federal Funding and Title I 
 
The Board may participate in federal programs which in the judgment of the administrative staff 
shall be beneficial to the total school program. All projects written to secure federal funds shall 
be on the recommendation of the Superintendent and approval of the Board.  The Board shall 
comply with all federal and state certification requirements for alcohol and drug abuse education 
and prevention programs. 
 
The Superintendent or designee shall pursue funding under Title I, Improving the Academic 
Achievement of the Disadvantaged, of the Elementary and Secondary Education Act, to 
supplement instructional services and activities in order to improve the educational opportunities 
of educationally disadvantaged or deprived children. 
All District schools, regardless of whether they receive Title I funds, shall provide services that, 
taken as a whole, are substantially comparable.  Teachers, administrators and other staff shall be 
assigned to schools in a manner that ensures equivalency among the District’s schools.  
Curriculum materials and instructional supplies shall be provided in a manner that ensures 
equivalency among the District’s schools 
In keeping with the requirements of ESSIA[1] and EDGAR[2], the Board assures: 
 

1. A salary schedule which applies to all instructional personnel, 
2. Equivalence among schools in teachers, administrators, and auxiliary personnel, 
3. Equivalence among schools in the provision of curriculum materials and instructional 

supplies, and 
4. Parental consultation in project planning, implementation and evaluation. 

 

Parental Involvement 

The District maintains programs, activities, and procedures for the involvement of parents of 
students receiving services, or enrolled in programs, under Title I. These programs, activities, 
and procedures are described in the District – School Parental Involvement Compact, which is 
hereby incorporated by reference. 

The Superintendent shall develop District – School Parental Involvement Compact according to 
Title I requirements. The Compact shall contain: (1) the District’s expectations for parental 
involvement, (2) specific strategies for effective parent involvement activities to improve student 
academic achievement and school performance, and (3) other provisions as required by federal  
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law.  The Superintendent shall ensure that the Compact is distributed to parents of students 
receiving services, or enrolled in programs, under Title I. 

 
Legal Reference:         Title I of the Elementary and Secondary Education Act, 20 U.S.C. §6301-

6514, as implemented by 34 C.F.R. part 200 of the No Child Left Behind Act 
of 2001 

                                     
Agostini v. Felton, 521 U.S. 103 (1997) 
 

[1] Elementary and Secondary School Improvement Amendments 
 

[2] Education Department General Administrative Regulations 
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INSTRUCTION  2070 
 
Access to Electronic Networks 
 
Electronic networks, including the Internet, are a part of the District's instructional program in 
order to promote educational excellence by facilitating resource sharing, innovation, and 
communication.  The Superintendent shall appoint a system administrator to monitor access to 
the District’s electronic networks. 
 
Electronic networks, including the Internet, are a part of the District's instructional program in 
order to promote educational excellence by facilitating resource sharing, innovation, and 
communication.  The Superintendent or designee shall develop an implementation plan for this 
policy and appoint a system administrator. 
 
The District is not responsible for any information that may be lost, damaged, or unavailable 
when using the network, or for any information that is retrieved or transmitted via the Internet.  
Furthermore, the District will not be responsible for any unauthorized charges or fees resulting 
from access to the Internet. 
 
 Curriculum 
 
The use of the District’s electronic networks shall (1) be consistent with the curriculum adopted 
by the District as well as the varied instructional needs, learning styles, abilities, and 
developmental levels of the students, and (2) comply with the selection criteria for instructional 
materials and library-media center materials.  Staff members may, consistent with the District’s 
philosophy of education, use the Internet throughout the curriculum.   
 
 Acceptable Use 
 
All use of the District's electronic network must be (1) in support of education and/or research, 
and be in furtherance of the Board's stated goal, or (2) for a legitimate school business purpose.  
Use is a privilege, not a right. Students and staff members have no expectation of privacy in any 
material that is stored, transmitted, or received via the District's electronic network or District 
computers.  General rules for behavior and communications apply when using electronic 
networks. The District's Authorization for Electronic Network Access contains the appropriate 
uses, ethics, and protocol.  Electronic communications and downloaded material, including files 
deleted from a user's account but not erased, may be monitored or read by school officials. 
 

Internet Safety 
 
Each District computer with Internet access shall have a filtering device that blocks entry to 
visual depictions that are (1) obscene, (2) pornographic, or (3) harmful or inappropriate for 
students, as defined by the Children’s Internet Protection Act and as determined by the  
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Superintendent.  The Superintendent, with the assistance of the system administrator, shall 
enforce the use of such filtering devices.  An administrator, supervisor, or other authorized 
person may disable the filtering device for bona fide research or other lawful purpose, provided 
the person receives prior permission from the Superintendent.   
 
The District will take measures to prevent: (1) user access over its electronic networks to, 
or transmission of, inappropriate material via Internet, electronic mail, or other forms of 
direct electronic communications; and (2) unauthorized access and other unlawful online 
activity, such as “hacking.”  Subject to staff supervision, technology protection measures 
may be disabled or, in the case of students, minimized only for bona fide research or other 
lawful purposes.  To the extent practicable, steps will be taken to promote the safety and 
security of users of the District’s electronic networks when using electronic mail, chat 
rooms, instant messaging, and other forms of direct electronic communications.  District 
staff will be responsible for educating, supervising, and monitoring appropriate usage of 
the electronic networks.   
 
The District will establish a program to educate students about appropriate online 
behavior, including interacting with other individuals on social networking websites and in 
chat rooms and cyberbullying awareness and response.  Cyberbullying, sometimes referred 
to as Internet bullying or electronic bullying, is being cruel to others by sending or posting 
harmful material or engaging in other forms of social cruelty using the Internet or other 
digital technologies, such as emails, instant messaging, text messages, web pages, blogs, or 
chat rooms.   
 

Authorization for Internet Access 
 

All users of the District’s computers and means of Internet access shall maintain the 
confidentiality of student records or other personally identifiable information.  Reasonable 
measures to protect against unreasonable access shall be taken before confidential student 
information is loaded onto the network.  The failure of any student or staff member to follow the 
terms of the Authorization for Electronic Network Access, or this policy, will result in the loss of 
privileges, disciplinary action, and/or appropriate legal action 
 
 
Legal References: Children’s Internet Protection Act, P.L. 106-554  

47 U.S.C. 254(h)(5)(B) Requirements for Schools with 
Computers Having Internet Access 

 
Cross References: 
 
 
Policy History: 
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INSTRUCTION                    2100 
 
School Year Calendar and Day 
 
School Calendar 
 
Subject to §§ 20-1-301 and 20-1-308, MCA, and any applicable collective bargaining agreement 
covering the employment of affected employees, the trustees of a school district shall set the number 
of hours in a school term, the length of the school day, and the number of school days in a school 
week.  When proposing to adopt changes to a previously adopted school term, school week, or 
school day, the trustees shall:  (a) negotiate the changes with the recognized collective bargaining 
unit representing the employees affected by the changes; (b) solicit input from the employees 
affected by the changes but not represented by a collective bargaining agreement; (c) and from the 
people who live within the boundaries of the school district. 
 
Commemorative Holidays 
 
Teachers and students will devote a portion of the day on each commemorative holiday designated 
in § 20-1-306, MCA, to study and honor the commemorated person or occasion.  The Board may 
from time to time designate a regular school day as a commemorative holiday. 
 
Saturday School 
 
Pupil instruction may be held on a Saturday at the discretion of a school district for the purpose of 
providing additional pupil instruction, provided that:  (a) Saturday school is not a pupil-instruction 
day and does not count toward the minimum aggregate hours of pupil instruction; and (b) student 
attendance is voluntary. 
 
School Fiscal Year 
 
At least the minimum number of aggregate hours must be conducted during each school fiscal year.  
The minimum aggregate hours required by grade are:      
(a) A minimum of 360 aggregate hours for a kindergarten program; 
(b)  720 hours for grades 1 through 3; 
(c)  1,080 hours for grades 4 through 12; and 
(d) 1,050 hours may be sufficient for graduating seniors. 
 
In addition, seven (7) pupil instruction-related days may be scheduled for the following purposes: 
1. Pre-school staff orientation for the purpose of organization of the school year; 
2. Staff professional development programs (minimum of three (3) days); 
3. Parent/teacher conferences; and 
4. Post-school record and report (not to exceed one (1) day, or one-half (½) day at the end of 

each semester or quarter). 
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Legal References: § 20-1-301, MCA School fiscal year 
   § 20-1-302, MCA School day and week 
   § 20-1-303, MCA Conduct of School on Saturday or Sunday  
      prohibited - exceptions 
   § 20-1-304, MCA Pupil-instruction-related day 
   § 20-1-306, MCA Commemorative exercises on certain days 
   ARM 10.55.701 Board of Trustees 
   ARM 10.65.101-103 Pupil-Instruction-Related Days 
   ARM 10.55.906 High School Credit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy History: 
Adopted on:  February 14, 2006 
Revised on: August 9, 2011 
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INSTRUCTION  2105 
 
Grade Organization 
 
The District maintains instructional levels for grades preschool through twelve (12).  The 
grouping and housing of instructional levels in school facilities will be according to plans 
developed by the Superintendent and approved by the Board. 
 
Instructional programs will be coordinated between each grade and between levels of schools. 
 
A student will be assigned to an instructional group or to a classroom which will best serve the 
needs of that individual while still considering the rights and needs of other students.  Factors to 
be considered in classroom assignments are class size, peer relations, student/teacher relations, 
instructional style of individual teachers, and any other variables that will affect the performance 
of the student. 
 
Criteria for grouping will be based on learning goals and objectives addressed and the student’s 
ability to achieve those purposes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: § 20-6-501, MCA Definition of various schools 
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INSTRUCTION  2110 
 
Objectives 
 
Accreditation Standards 
 
The Board will review state accreditation standards annually and provide in each school building 
at least one (1) copy of the standards, for staff and public review. 
 
Continuous Progress Education 
 
The Board acknowledges its responsibility to develop and implement a curriculum designed to 
provide for sequential intellectual and skill development necessary for students to progress on a 
continuous basis from elementary through secondary school. 
 
The Superintendent is directed to develop instructional programs which will enable each student 
to learn at the student=s best rate.  The instructional program will strive to provide for: 
 
I. Placement of a student at the student=s functional level; 
 
II. Learning materials and methods of instruction considered to be appropriate to the 

student’s learning style; and 
 
III. Evaluation to determine if the desired student outcomes have been achieved. 
 
Each year, the Superintendent will update the board on changes to the educational programs of 
the school and the degree to which such instructional programs are being developed and 
implemented and provide recommendations for future changes. 
 
 
 
 
 
 
 
 
 
 
Policy History: 
Adopted on:  February 14, 2006 
Revised on: 
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INSTRUCTION  2120 
 
Curriculum Development and Assessment 
 
The Board is responsible for curriculum adoption and must approve all significant changes, 
including the adoption of new textbooks and new courses, before such changes are made.  The 
Superintendent is responsible for making curriculum recommendations.  The curriculum will be 
designed to accomplish learning objectives and goals for excellence contained in the District’s 
educational philosophy, mission statement, objectives, and goals. 
 
Development and Assessment 
 
A written sequential curriculum will be developed for each subject area.  The curricula will 
address learner goals, content and program area performance standards, and District education 
goals and will be constructed to include such parts of education as content, skills, and thinking.  
A curriculum review cycle and time lines for curriculum development and evaluations will be 
developed, as well. 
 
The staff and administration will suggest materials and resources, to include supplies, books, 
materials, and equipment necessary for development and implementation of the curriculum and 
assessment, which are consistent with goals of the education program.  These materials will be 
reviewed at least every five (5) years. 
 
In all program areas and at all levels, the District will assess student progress toward achieving 
learner goals and program area performance standards, including content and data; 
accomplishment of appropriate skills; development of critical thinking and reasoning; and 
attitude.  The District will use assessment results to improve the education program and will use 
effective and appropriate tools for assessing such progress.  These may include but are not 
limited to standardized tests; criterion-referenced tests; teacher-made tests; ongoing classroom 
evaluation; actual communication assessments such as writing, speaking, and listening 
assessments; samples of student work and/or narrative reports passed from grade to grade; 
samples of students’ creative and/or performance work; and surveys of carryover skills to other 
program areas and outside of school. 
 
Cross Reference:  2000  Goals 

2110 Objectives 
 
Legal Reference: § 20-3-324, MCA Powers and duties 

§ 20-4-402, MCA Duties as district superintendent or county high 
school principal 

§ 20-7-602, MCA Textbook selection and adoption 
10.55.603, ARM Curriculum Development and Assessment 

Policy History: 
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INSTRUCTION  2123 
 
Lesson Plan 
 
To insure proper planning and continuity of instruction, the Board requires that each teacher 
prepare lesson plans for daily instruction.  To facilitate more effective instruction, lesson plans 
must be prepared on a weekly basis at least five (5) days in advance of actual class presentation.  
The format for the lesson plan will be specified by the building principal and will be reviewed on 
a regular basis.  The plan book must be readily available, when a substitute teacher is needed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy History: 
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INSTRUCTION  2130 

Program Evaluation and Diagnostic Tests 
 
The Board strives for efficiency and effectiveness in all facets of its operations.  To achieve this 
goal, the Board will set forth: 
 
I. A clear statement of expectations and purposes for the District instructional program; 
 
II. A provision for staff, resources, and support to achieve stated expectations and purposes; 

and 
 
III. A plan for evaluating instructional programs and services to determine how well 

expectations and purposes are being met. 
 
Parents who wish to examine any assessment materials may do so by contacting the 
Superintendent.  Parental approval is necessary before administering an individual intelligence 
test or a diagnostic personality test.  No tests or measurement devices which include questions 
about a student’s or the student’s family’s personal beliefs and practices in family life, morality, 
and religion will be administered, unless the parent gives written permission for the student to 
take such test, questionnaire, or examination. 
 
 
 
Legal Reference: 20 U.S.C. § 1232h Protection of pupil rights 

10.55.603, ARM Curriculum Development and Assessment 
10.56.101, ARM Student Assessment 
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Student and Family Privacy Rights 
 
Surveys - General 
 
All surveys requesting personal information from students, as well as any other instrument used 
to collect personal information from students, must advance or relate to the District’s educational 
objectives as identified in Board Policy.  This applies to all surveys, regardless of whether the 
student answering the questions can be identified and regardless of who created the survey. 
 
Surveys Created by a Third Party 
 
Before the District administers or distributes a survey created by a third party to a student, the 
student’s parent(s)/guardian(s) may inspect the survey upon request and within a reasonable time 
of their request. 
 
This section applies to every survey: (1) that is created by a person or entity other than a District 
official, staff member, or student, (2) regardless of whether the student answering the questions 
can be identified, and (3) regardless of the subject matter of the questions. 
 
Surveys Requesting Personal Information 
 
School officials and staff members shall not request, nor disclose, the identity of any student who 
completes ANY survey containing one (1) or more of the following items: 
 
I. Political affiliations or beliefs of the student or the student’s parent/guardian; 
II. Mental or psychological problems of the student or the student’s family; 
III. Behavior or attitudes about sex; 
IV. Illegal, anti-social, self-incriminating, or demeaning behavior; 
V. Critical appraisals of other individuals with whom students have close family 

relationships; 
VI. Legally recognized privileged or analogous relationships, such as those with lawyers, 

physicians, and ministers; 
VII. Religious practices, affiliations, or beliefs of the student or the student’s parent/guardian; 
VIII. Income (other than that required by law to determine eligibility for participation in a 

program or for receiving financial assistance under such program). 
 
The student’s parent(s)/guardian(s) may: 
I. Inspect the survey within a reasonable time of the request, and/or 
II. Refuse to allow their child to participate in any survey requesting personal information.  The 

school shall not penalize any student whose parent(s)/guardian(s) exercise this option.   
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Instructional Material 
 
A student’s parent(s)/guardian(s) may, within a reasonable time of the request, inspect any 
instructional material used as part of their child’s educational curriculum. 
 
The term “instructional material,” for purposes of this policy, means instructional content that is 
provided to a student, regardless of its format, printed or representational materials, audio-visual 
materials, and materials in electronic or digital formats (such as materials accessible through the 
Internet).  The term does not include academic tests or academic assessments. 
 
Collection of Personal Information from Students for Marketing Prohibited 
 
The term “personal information,” for purposes of this section only, means individually 
identifiable information including: (1) a student’s or parent’s first and last name, (2) a home or 
other physical address (including street name and the name of the city or town), (4) telephone 
number, or (5) a Social Security identification number. 
 
The District will not collect, disclose, or use student personal information for the purpose of 
marketing or selling that information or otherwise providing that information to others for that 
purpose. 
 
The District, however, is not prohibited from collecting, disclosing, or using personal 
information collected from students for the exclusive purpose of developing, evaluating, or 
providing educational products or services for, or to, students or educational institutions such as 
the following: 
 
I. College or other post-secondary education recruitment or military recruitment; 
II. Book clubs, magazines, and programs providing access to low-cost literary products; 
III. Curriculum and instructional materials used by elementary schools and secondary 

schools; 
IV. Tests and assessments to provide cognitive, evaluative, diagnostic, clinical, aptitude, or 

achievement information about students (or to generate other statistically useful data for 
the purpose of securing such tests and assessments) and the subsequent analysis and 
public release of the aggregate data from such tests and assessments; 

V. The sale by students of products or services to raise funds for school-related or 
education-related activities; 

VI. Student recognition programs. 
 
Notification of Rights and Procedures 
 
The Superintendent or designee shall notify students’ parents/guardians of: 
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I. This policy as well as its availability from the administration office upon request; 
II. How to opt their child out of participation in activities as provided in this policy; 
III. The approximate dates during the school year when a survey requesting personal 

information, as described above, is scheduled or expected to be scheduled; 
IV. How to request access to any survey or other material described in this policy. 
 
This notification shall be given parents/guardians at least annually at the beginning of the school 
year and within a reasonable period after any substantive change in this policy. 
 
The rights provided to parents/guardians in this policy transfer to the student, when the student 
turn 18 years of age or is an emancipated minor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 3410 Student Health 

2311 Instructional Materials 
3200 Student Rights and Responsibilities 

 
Legal Reference: 20 U.S.C. 1232h Protection of Pupil Rights 
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INSTRUCTION  2140 

Guidance and Counseling 
 
The District recognizes that guidance and counseling are an important part of the total program 
of instruction and should be provided in accordance with state laws and regulations, District 
policies and procedures, and available staff and program support. 
 
The general goal of this program is to help students achieve the greatest personal value from 
their educational opportunities.  Such a program should: 
 
I. Provide staff with meaningful information which can be utilized to improve educational 

services offered to individual students. 
 
II. Provide students with planned opportunities to develop future career and educational 

plans. 
 
III. Refer students with special needs to appropriate specialists and agencies. 
 
IV. Aid students in identifying options and making choices about their educational program. 
 
V. Assist teachers and administrators in meeting academic, social, and emotional needs of 

students. 
 
VI. Provide for a follow-up of students who further their education and/or move into the 

world of work. 
 
VII. Solicit feedback from students, staff, and parents, for purposes of program improvement. 
 
VIII. Assist students in developing a sense of belonging and self-respect. 
 
IX. Have information available about nicotine addiction services and referrals to tobacco 

cessation programs to students and staff who have violated school policy. 
 
All staff will encourage students to explore and develop their individual interests in career and 
vocational-technical programs and employment opportunities, without regard to gender, race, 
marital status, national origin, or handicapping conditions, including reasonable efforts in 
encouraging students to consider and explore “nontraditional” occupations. 
 
Legal Reference § 49-3-203, MCA Educational, counseling, and training programs 

10.55.710, ARM Assignment of Guidance Staff 
10.55.802, ARM Opportunity and Educational Equity 

Policy History: 
Adopted on: February 14, 2006 
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INSTRUCTION  2151 
 
Interscholastic Activities 
 
The District recognizes the value of a program of interscholastic activities as an integral part of 
the total school experience.  The program of interscholastic activities will include all activities 
relating to competitive sport or intellectual contests, games or events, or exhibitions involving 
individual students or teams of students of this District, when such events occur between schools 
outside this District. 
 
All facilities and equipment utilized in the interscholastic activity program, whether or not the 
property of the District, will be inspected on a regular basis.  Participants will be issued 
equipment which has been properly maintained and fitted. 
 
An activity coach must be properly trained and qualified for an assignment as described in the 
coach’s job description.  A syllabus which outlines the skills, techniques, and safety measures 
associated with a coaching assignment will be distributed to each coach.  All personnel coaching 
intramural or interscholastic activities will hold a current valid first aid certificate. 
  
The Board recognizes that certain risks are associated with participation in interscholastic 
activities.  While the District will strive to prevent injuries and accidents to students, each parent 
or guardian will be required to sign an “assumption of risk” statement indicating that the parents 
assume all risks for injuries resulting from such participation.  Each participant will be 
required to furnish evidence of physical fitness (physical form) prior to becoming a 
member of an athletic team sanctioned by the Montana High School Association (MHSA).  
A participant will be free of injury and will have fully recovered from illness before participating 
in any event. 
 
Coaches and/or trainers may not issue medicine of any type to students.  This provision does not 
preclude the coach and/or trainer from using approved first aid items. 
 
 
 
Cross Reference: 3416 Administering Medicines to Students 
 
Legal Reference: 10.55.707, ARM Certification 
   37.111.825, ARM Health Supervision and Maintenance 
 
Policy History: 
Adopted on:  February 14, 2006 
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Title I Parent Involvement 
 
The District endorses the parent involvement goals of Title I and encourages the regular 
participation of parents of Title I eligible children in all aspects of the program.  The education 
of children is viewed as a cooperative effort among the parents, school, and community.  In this 
policy the word “parent” also includes guardians and other family members involved in 
supervising the child’s schools. 
 
Pursuant to federal law the District will develop jointly with, agree upon with, and distribute to 
parents of children participating in the Title I program a written parent involvement policy. 
 
At the required annual meeting of Title I parents, parents will have opportunities to participate in 
the design, development, operation, and evaluation of the program for the next school year.  
Proposed activities to fulfill the requirements necessary to address the requirements of parental-
involvement goals shall be presented. 
 
In addition to the required annual meeting, at least three (3) additional meetings shall be held at 
various times of the day and/or evening for parents of children participating in the Title I 
program.  These meetings shall be used to provide parents with: 
 
I. Information about programs provided under Title I; 
 
II. A description and explanation of the curriculum in use, the forms of academic assessment 

used to measure student progress, and the proficiency levels students are expected to 
meet; 

 
III. Opportunities to formulate suggestions and to participate, as appropriate, in decisions 

relating to the education of their children; and 
 
IV. The opportunity to bring parent comments, if they are dissatisfied with the school’s 

Title I program, to the District level. 
 
Title I funding, if sufficient, may be used to facilitate parent attendance at meetings, through 
payment of transportation and childcare costs. 

 
The parents of children identified to participate in Title I programs shall receive from the school  
principal and Title I staff an explanation of the reasons supporting each child’s selection for the 
program, a set of objectives to be addressed, and a description of the services to be provided.  
Opportunities will be provided for the parents to meet with the classroom and Title I teachers to  
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discuss their child’s progress.  Parents will also receive guidance as to how they can assist at 
home in the education of their children. 
 
Each school in the District receiving Title I funds shall develop jointly with parents of children 
served in the program a “School-Parent Compact” outlining the manner in which parents, school 
staff, and students share the responsibility for improved student academic achievement in 
meeting state standards.  The “School-Parent Compact” shall: 
 
I. Describe the school’s responsibility to provide high quality curriculum and instruction in 

a supportive and effective learning environment enabling children in the Title I program 
to meet the state’s academic achievement standards; 

 
II. Indicate the ways in which each parent will be responsible for supporting their child’s 

learning, such as monitoring attendance, homework completion, and television watching; 
volunteering in the classroom; and participating, as appropriate, in decisions related to 
their child’s education and positive use of extracurricular time; and 

 
III. Address the importance of parent-teacher communication on an ongoing basis with, at a 

minimum, parent-teacher conferences, frequent reports to parents, and reasonable access 
to staff. 

 
 
 
 
Legal Reference: Title I of the Elementary and Secondary Education Act of 1965, 20 U.S.C. 

§§ 6301-6514, as implemented by 34 CFR parts 200, 201, 203, 205, and 
212 
Improving America’s Schools Act, P.L. 103-382, § 1112 Local Education 
Agency Plans 
P.L. 107-110, “No Child Left Behind Act of 2001,” Title I - Improving 
the Academic Achievement of the Disadvantaged, § 1118 
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Title I Parent Involvement 
 
In order to achieve the level of Title I parent involvement desired by District policy on this topic, 
these procedures guide the development of each school’s annual plan designed to foster a 
cooperative effort among parents, school, and community. 
 
Guidelines 
 
Parent involvement activities developed at each school will include opportunities for: 
 
I. Volunteering; 
II. Parent education; 
III. Home support for the child’s education; 
IV. Parent participation in school decision making. 
 
The school system will provide opportunities for professional development and resources for 
staff and parents/community regarding effective parent involvement practices. 
 
Roles and Responsibilities 
 
Parents 
 
It is the responsibility of the parent to: 
 
I. Actively communicate with school staff; 
II. Be aware of rules and regulations of school; 
III. Take an active role in the child’s education by reinforcing at home the skills and 

knowledge the student has learned in school; 
IV. Utilize opportunities for participation in school activities. 
 
Staff 
 
It is the responsibility of staff to: 
 
I. Develop and implement a school plan for parent involvement; 
II. Promote and encourage parent involvement activities; 
III. Effectively and actively communicate with all parents about skills, knowledge, and 

attributes students are learning in school and suggestions for reinforcement; 
IV. Send information to parents of Title I children in a format and, to the extent practicable, 

in a language the parents can understand. 
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Community 
 
Community members who volunteer in the schools have the responsibility to: 
 
I. Be aware of rules and regulations of the school; 
II. Utilize opportunities for participation in school activities. 
 
Administration 
 
It is the responsibility of the administration to: 
 
I. Facilitate and implement the Title I Parent Involvement Policy and Plan; 
II. Provide training and space for parent involvement activities; 
III. Provide resources to support successful parent involvement practices; 
IV. Provide in-service education to staff regarding the value and use of contributions of 

parents and how to communicate and work with parents as equal partners; 
V. Send information to parents of Title I children in a format and, to the extent practicable, 

in a language the parents can understand. 
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Special Education 
 
The District will provide a free appropriate public education and necessary related services to all 
children with disabilities residing within the District, as required under the Individuals with 
Disabilities Education Act (IDEA), provisions of Montana law, and the Americans with 
Disabilities Act. 
 
For students eligible for services under IDEA, the District will follow procedures for 
identification, evaluation, placement, and delivery of service to children with disabilities, as 
provided in the current Montana State Plan under Part B of IDEA. 
 
The District may maintain membership in one or more cooperative associations which may assist 
in fulfilling the District’s obligations to its disabled students.   
 
 
 
 
 
 
 
 
 
 
Legal Reference: Americans with Disabilities Act, 42 U.S.C. § 12101, et seq. 

Individuals with Disabilities Education Act, 20 U.S.C. § 1400, et seq. 
§ 20-7-Part Four, MCA    Special Education for Exceptional Children 
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Special Education 
 
The Superintendent shall place the annual application on the agenda of a regular meeting of the 
Board, for action prior to submission to the state educational agency for final approval. 
 
Child Find 
 
The District shall be responsible for the coordination and management of locating, identifying, 
and evaluating all disabled children ages zero (-0-) through twenty-one (21).  Appropriate staff 
will design the District’s Child Find plan in compliance with all state and federal requirements 
and with assistance from special education personnel who are delegated responsibility for 
implementing the plan. 
 
The District’s plan will contain procedures for identifying suspected disabled students in private 
schools as identified in 34 C.F.R. 530.130 and 530.131(f), students who are home schooled, 
homeless children, as well as public facilities located within the geographic boundaries of the 
District.  These procedures shall include screening and development criteria for further 
assessment.  The plan must include locating, identifying, and evaluating highly mobile children 
with disabilities and children who are suspected of being a child with a disability and in need of 
special education, even though the child is and has been advancing from grade to grade.  The 
District’s Child Find Plan must set forth the following: 
 
I. Procedures used to annually inform the public of all child find activities, for children zero 

through twenty-one; 
II. Identity of the special education coordinator; 
III. Procedures used for collecting, maintaining, and reporting data on child identification; 
IV. Procedures for Child Find Activities (including audiological, health, speech/language, 

and visual screening and review of data or records for students who have been or are 
being considered for retention, delayed admittance, long-term suspension or expulsion or 
waiver of learner outcomes) in each of the following age groups: 

 A. Infants and Toddlers (Birth through Age 2) 
Procedures for referral of infants and toddlers to the appropriate early intervention 
agency, or procedures for conducting child find. 

 B. Preschool (Ages 3 through 5) 
Part C Transition planning conferences; frequency and location of screenings; 
coordination with other agencies; follow-up procedures for referral and 
evaluation; and procedures for responding to individual referrals. 

 C. In-School (Ages 6 through 18) 
Referral procedures, including teacher assistance teams, parent referrals, and 
referrals from other sources; and follow-up procedures for referral and evaluation. 

 D. Post-School (Ages 19 through 21) 
Individuals who have not graduated from high school with a regular diploma and 
who were not previously identified.  Describe coordination efforts with other 
agencies. 
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 E. Private Schools (This includes home schools.) 
Child find procedures addressing the provisions of A.R.M. 10.16.3125(1); follow-
up procedures for referral and evaluation. 

 F. Homeless Children 
 
Procedures for Evaluation and Determination of Eligibility 
 
Procedures for evaluation and determination of eligibility for special education and related 
services are conducted in accordance with the procedures and requirements of 34 C.F.R. 300. 
301-300. 311and the following state administrative rules:  
 
 10.16.3320 - Referral;  
 10.60.103 - Identification of Children with Disabilities;  
 10.16.3321 - Comprehensive Educational Evaluation Process;  
 
Procedural Safeguards and Parental Notification 
 
The District implements the procedural safeguard procedures as identified in 34 C.F.R. 300.500 - 
300.530. 
 
A copy of the procedural safeguards available to the parents of a child with a disability must be 
given to the parents only one (1) time a school year, except that a copy also must be given to the 
parents: 
 

• Upon initial referral or parent request for evaluation; 
• Upon receipt of the first state complaint under 34 CFR 300.151 through 300.153 and 

upon receipt of the first due process complaint under 34 CFR 300.507 in a school year; 
• In accordance with the discipline procedures in 34 CFR 300.530(h) (…on the date on 

which the decision is made to make a removal that constitutes a change of placement of a 
child with a disability because of a violation of a code of student conduct, the LEA 
must…provide the parents the procedural safeguards notice); and 

• Upon request by a parent. 
 

A public agency also may place a current copy of the procedural safeguard notice on its internet 
website, if a website exists.  [34 CFR 300.504(a) and (b)] [20 U.S.C. 1415(d)(1)] 
 
The referral for special education consideration may be initiated from any source, including 
school personnel.  To initiate the process, an official referral form must be completed and signed 
by the person making the referral.  The District shall accommodate a parent who cannot speak 
English and therefore cannot complete the District referral form.  Recognizing that the referral  
form is a legal document, District personnel with knowledge of the referral shall bring the 
referral promptly to the attention of the Evaluation Team.  
 
The District shall give written notice to the parent of its recommendation to evaluate or not to 
evaluate the student.  The parent will be fully informed concerning the reasons for which the 
consent to evaluate is sought.  Written parental consent will be obtained before conducting the 
initial evaluation or before reevaluating the student. 
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The recommendation to conduct an initial evaluation or reevaluation shall be presented to the 
parents in their native language or another mode of communication appropriate to the parent.  An 
explanation of all the procedural safeguards shall be made available to the parents when their 
consent for evaluation is sought.  These safeguards will include a statement of the parents’ rights 
relative to granting the consent. 
 
Evaluation of Eligibility 
 
Evaluation of eligibility for special education services will be consistent with the requirements of 
34 C.F.R. 300.301 through 300.311 regarding Procedures for Evaluation and Determination of 
Eligibility; and shall also comply with A.R.M. 10.16.3321. 
 
Individualized Education Programs 
 
The District develops, implements, reviews, and revises individualized education programs (IEP) 
in accordance with the requirements and procedures of 34 C.F.R. 300.320-300.328. 
 
Least Restrictive Environment 
 
To the maximum extent appropriate, children with disabilities, including children in public or 
private institutions or other care facilities, are educated with children who are nondisabled, and 
special classes, separate schooling, or other removal of children with disabilities from the regular  
class occurs only if the nature or severity of the disability is such that education in regular 
classes, with the use of supplementary aids and services, cannot be achieved satisfactorily.  
Educational placement decisions are made in accordance with A.R.M. 10.16.3340 and the 
requirements of 34 C.F.R. 300. 114 - 300.120, and a continuum of alternate placements is 
available as required in 34 C.F.R. 300.551. 
 
Children in Private Schools/Out-of District Placement 
 
Children with a disability placed in or referred to a private school or facility by the District, or 
other appropriate agency, shall receive special education and related services in accordance with 
the requirements and procedures of 34 C.F.R. 300-145 through 300.147 and A.R.M. 10.16.3122. 
 
As set forth under 34 C.F.R. 300.137, children with a disability placed in or referred to a private 
school or facility by parents do not have an individual right to special education and related 
services at the District’s expense.  When services are provided to children with disabilities 
placed by parents in private schools, the services will be in accordance with the requirements and 
procedures of 34. C.F.R. 300.130 through 300.144, and 300.148. 
 
Impartial Due Process Hearing 
 
The District shall conduct the impartial hearing in compliance with the Montana Administrative 
Rules on matters pertaining to special education controversies. 
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Special Education Records and Confidentiality of Personally Identifiable Information 
 
A. Confidentiality of Information 
 
The District follows the provisions under the Family Educational Rights and Privacy Act and 
implements the procedures in 34 C.F.R. 300.610-300. 627, § 20-1-213, MCA, and A.R.M. 
10.16.3560. 
 
B. Access Rights 
 
Parents of disabled students and students eighteen (18) years or older, or their representative, 
may review any educational records which are designated as student records collected, 
maintained, and used by the District.  Review shall normally occur within five (5) school days 
and in no case longer than forty-five (45) days.  Parents shall have the right to an explanation or 
interpretation of information contained in the record.  Non-custodial parents shall have the same 
right of access as custodial parents, unless there is a legally binding document specifically 
removing that right. 
 
C. List of Types and Locations of Information. 
 
A list of the records maintained on disabled students shall be available in the District office.  
Disabled student records shall be located in the building principal’s office, where they are 
available for review by authorized District personnel, parents, and adult students.  Special 
education teachers will maintain an IEP file in their classrooms.  These records will be 
maintained under the direct supervision of the teacher and will be located in a locked file cabinet.  
A record-of-access sheet in each special education file will specify the District personnel who 
have a legitimate interest in viewing these records. 
 
D. Safeguards 
 
The District will identify in writing the employees who have access to personally identifiable  
information, and provide training on an annual basis to those staff members. 
 
E. Destruction of Information 
 
The District will inform parents five (5) years after the termination of special education services 
that personally identifiable information is no longer needed for program purposes.  The parent 
will be advised that such information may be important to establish eligibility for certain adult 
benefits.  At the parent’s request, the record information shall either be destroyed or made 
available to the parent or to the student if eighteen (18) years or older.  Reasonable effort shall be 
made to provide the parent with notification sixty (60) days prior to taking any action on 
destruction of records.  Unless consent has been received from the parent to destroy the record, 
confidential information will be retained for five (5) years beyond legal school age. 
 
F. Children’s Rights 
 
Privacy rights shall be transferred from the parent to an adult student at the time the student 
attains eighteen (18) years of age, unless some form of legal guardianship has been designated 
due to the severity of the disabling condition. 
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Discipline 
 
Students with disabilities may be suspended from school the same as students without disabilities 
for the same infractions or violations for up to ten (10) consecutive school days.  Students with 
disabilities may be suspended for additional periods of not longer than ten (10) consecutive 
school days for separate, unrelated incidents, so long as such removals do not constitute a change 
in the student’s educational placement.  However, for any additional days of removal over and 
above ten (10) school days in the same school year, the District will provide educational services 
to a disabled student, which will be determined in consultation with at least one (1) of the child’s 
teachers, determining the location in which services will be provided.  The District will 
implement the disciplinary procedures in accord with the requirements of CFR 300. 530- 
300.537. 
 
 
 
 
 
 
Legal Reference: 34 CFR 300.1, et seq. Individuals with Disabilities Act (IDEA)  
   § 20-1-213, MCA Transfer of school records 
   10.16.3122 ARM Local Educational Agency Responsibility for 

Students with Disabilities 
   10.16.3129 ARM Parental Involvement 
   10.16.3220 ARM Program Narrative 
   10.16.3321 ARM Comprehensive Educational Evaluation Process 
   10.16.3322 ARM Composition of a Child Study Team 

   10.16.3340 ARM Individualized Education Program and Placement 
Decisions 

   10.16.3342 ARM Transfer Students: Intrastate and Interstate 
   10.16.3560 ARM Special Education Records 
   10.60.103 ARM Identification of Children with Disabilities 
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Section 504 of the Rehabilitation Act of 1973 (“Section 504”) 
 
It is the intent of the District to ensure that students who are disabled within the definition of 
Section 504 of the Rehabilitation Act of 1973 are identified, evaluated, and provided with 
appropriate educational services.  For those students who need or are believed to need special 
instruction and/or related services under Section 504 of the Rehabilitation Act of 1973, the 
District shall establish and implement a system of procedural safeguards.  The safeguards shall 
cover students’ identification, evaluation, and educational placement.  This system shall include: 
notice, an opportunity for the student’s parent or legal guardian to examine relevant records, an 
impartial hearing with opportunity for participation by the student’s parent or legal guardian, and 
a review procedure. 
 

 
 
 
 
 

 
Legal Reference: Rehabilitation Act of 1973, Section 504, 29 U.S.C. § 794 

34 C.F.R. 104.36 Procedural safeguards 
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Section 504 of the Rehabilitation Act of 1973 (“Section 504") 
I. Impartial Due Process Hearing.  If the parent or legal guardian of a student who qualifies 

under Section 504 for special instruction or related services disagrees with a decision of 
the District with respect to: (1) the identification of the child as qualifying for Section 
504; (2) the District’s evaluation of the child; and/or (3) the educational placement of the 
child, the parents of the student are entitled to certain procedural safeguards.  The student 
shall remain in his/her current placement until the matter has been resolved through the 
process set forth herein. 

 
A. The District shall provide written notice to the parent or legal guardian of a 

Section 504 student, prior to initiating an evaluation of the child and/or 
determining the appropriate educational placement of the child, including special 
instruction and/or related services; 

 
B. Upon request, the parent or legal guardian of the student shall be allowed to 

examine all relevant records relating to the child’s education and the District’s 
identification, evaluation, and/or placement decision; 

 
C. The parent or legal guardian of the student may make a request in writing for an 

impartial due process hearing.  The written request for an impartial due process 
hearing shall identify with specificity the areas in which the parent or legal 
guardian is in disagreement with the District; 

 
D. Upon receipt of a written request for an impartial due process hearing, a copy of 

the written request shall be forwarded to all interested parties within three (3) 
business days;  

 
E. Within ten (10) days of receipt of a written request for an impartial due process 

hearing, the District shall select and appoint an impartial hearing officer who has 
no professional or personal interest in the matter.  In that regard, the District may 
select a hearing officer from the list of special education hearing examiners 
available at the Office of Public Instruction, the county superintendent or any 
other person who would conduct the hearing in an impartial and fair manner; 

 
F. Once the District has selected an impartial hearing officer, the District shall 

provide the parent or legal guardian and all other interested parties with notice of 
the person selected; 

 
G. Within five (5) days of the District’s selection of a hearing officer, a pre-hearing 

conference shall be scheduled to set a date and time for a hearing, identify  
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the issues to be heard, and stipulate to undisputed facts to narrow the contested 
factual issues; 

 
H. The hearing officer shall, in writing, notify all parties of the date, time, and 

location of the due process hearing; 
 

I. Anytime prior to the hearing, the parties may mutually agree to submit the matter 
to mediation.  A mediator may be selected from the Office of Public Instruction’s 
list of trained mediators; 

 
J. At the hearing, the District and the parent or legal guardian may be represented by 

counsel; 
 

K. The hearing shall be conducted in an informal but orderly manner.  Either party 
may request that the hearing be recorded.  Should either party request that the 
hearing be recorded, it shall be recorded using either appropriate equipment or a 
court reporter.  The District shall be allowed to present its case first.  Thereafter 
the parent or legal guardian shall be allowed to present its case.  Witnesses may 
be called to testify, and documentary evidence may be admitted; however, 
witnesses will not be subject to cross-examination, and the Montana Rules of 
Evidence will not apply.  The hearing officer shall make all decisions relating to 
the relevancy of all evidence intended to be presented by the parties.  Once all 
evidence has been received, the hearing officer shall close the hearing.  The 
hearing officer may request that both parties submit proposed findings of fact, 
conclusions, and decision; 

 
L. Within twenty (20) days of the hearing, the hearing examiner should issue a 

written report of his/her decision to the parties;  
 

M. Appeals may be taken as provided by law.  The parent or legal guardian may 
contact the Office of Civil Rights, 1244 Speer Boulevard, Suite 310, Denver, CO 
80204-3582; (303) 844-5695 or (303) 844-5696. 

 
II. Uniform Complaint Procedure.  If a parent or legal guardian of the student alleges that 

the District and/or any employee of the District has engaged in discrimination or 
harassment of the student, the parent or legal guardian will be required to proceed 
through the District’s Uniform Complaint Procedure.    

 
Legal Reference: 34 C.F.R. 104.36 Procedural safeguards 
Procedure History: 
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Traffic Education 
 
Townsend K-12 School District #1 will provide a drivers’ training instruction program for 
students who live within the geographic boundaries of the public school district whether or not 
they are enrolled in the public school district and provided that students enrolled in the course 
will have reached their 15th birthday within six months of course completion, and has not yet 
reached 19 years of age on or before September 10 of the school year in which the student 
participates in traffic education.  
 
All eligible students will be treated fairly and without bias in the notification, enrollment, and 
class administration procedures associated with the traffic education program.   
 
The purpose of the program is to introduce students to a course of study which should lead to the 
eventual development of skills appropriate for a licensed driver.  The traffic education program 
is designed to meet the criteria established by the Superintendent of Public Instruction.  These 
criteria include requirements for instructional time, for instructor certification, recommendations 
for course of study and reimbursement procedures. 
 
 
 
Legal Reference: § 20-7-502, MCA Duties of superintendent of public instruction 
   § 20-7-503, MCA District establishment of traffic education program 
   § 20-7-507, MCA District traffic education fund 
   10.13.307, ARM Program Requirements 
   10.13.312, ARM Student Enrollment 
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Gifted Program 
 
To the extent possible with available resources, all gifted and talented students will have the 
opportunity to participate in appropriate educational programs.  “Gifted and talented students” 
are students of outstanding abilities, who are capable of high performance and who require 
differentiated educational programs beyond those normally offered in public schools, in order to 
fully achieve their potentials. 
 
The Board authorizes the Superintendent to provide a gifted and talented program which 
includes: 
 
I. Expansion of academic attainments and intellectual skills; 
 
II. Stimulation of intellectual curiosity, independence, and responsibility; 
 
III. Development of positive attitudes toward self and others; and 
 
IV. Development of originality and creativity. 
 
The Superintendent will establish procedures consistent with state guidelines for nominating, 
assessing, and selecting children of demonstrated achievement, or potential ability in terms of 
general intellectual ability and academic aptitude. 
 
 
 
 
 
 
 
 
 
 
Legal References: §§ 20-7-901 - 904, MCA Gifted and talented children 

10.55.804, ARM  Gifted and Talented 
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Correspondence Courses 
 
The District will permit a student to enroll in an approved correspondence course from a school 
approved by the school board, in order that such student may include a greater variety of 
learning experiences within the student’s educational program. 
 
Credit for correspondence courses may be granted, provided the following requirements are met: 
 
I. Prior permission has been granted by the principal; 
 
II. The program fits the education plan submitted by the regularly enrolled student; 
 
III. Credit is granted for the following approved schools: 
 

A. School board approved classes are from the North Dakota Division of 
Independent Studies; 

 
B. Community colleges, vocational-technical institutes, four-year colleges and 

universities and state-approved private schools in the state of Montana approved 
by the school; and 

 
C. Other schools or institutions which are approved by the District after evaluation 

for a particular course offering; and 
 
D. Any circumstances not identified above may be brought to the school board for 

evaluation and consideration 
 
The District shall not be obligated to pay for a student’s correspondence courses. 
 
 
 
Cross Reference: 2410 and 2410P High School Graduation Requirements 
 
Legal Reference: § 20-7-116, MCA Supervised correspondence study 

ARM 10.55.906 High School Credit 
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For purposes of this policy, “distance learning” is defined as:  instruction in which students and 
teachers are separated by time and/or location with synchronous or asynchronous content, 
instruction, and communication between student and teacher (e.g., correspondence courses, 
online learning, videoconferencing, streaming video). 
 
The District may receive and/or provide distance, online, and technology delivered learning 
programs, provided the following requirements are met: 
 
1. The distance, online, and technology delivered learning programs and/or courses shall 

meet the learner expectations adopted by the district and be aligned with state content and 
performance standards; 

 
2. The district shall provide a report to the Superintendent of Public Instruction 

documenting how it is meeting the needs of students under the accreditation standards 
who are taking a majority of courses during each grading period via distance, online, 
and/or technology-delivered programs; 

 
3. The district will provide qualified instructors and/or facilitators as described in ARM 

10.55.907(3)(a)(b)(c);   
 
4. The district will ensure that the distance, online, and technology delivered learning 

facilitators, receive in-service training on technology delivered instruction as described in 
ARM 10.55.907(3)(d); and 

 
5. The district will comply with all other standards as described in ARM 10.55.907(4)(5)(a-

e). 
 
 
The District will permit a student to enroll in an approved distance learning course, in order that 
such student may include a greater variety of learning experiences within the student’s 
educational program. 
 
Credit for distance learning courses may be granted, provided the following requirements are 
met: 
 
1.  Prior permission has been granted by the principal;     
 
2. The program fits the education plan submitted by the regularly enrolled student; 
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3. The course does not replace a required course offered by the District; 

 
4. The course is needed as credit retrieval and cannot fit into the students schedule; and 
 
5. Credit is granted for schools and institutions approved by the District after evaluation for  
 a particular course offering. 
 
The District will not be obligated to pay for a student’s distance learning courses. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 2410 and 2410P High School Graduation Requirements 
 
Legal Reference: ARM 10.55.602 Definitions 
   ARM 10.55.705 Administrative personnel; Assignment of School  
      Administrators/Principals 
   ARM 10.55.906 High School Credit 
   ARM 10.55.907 Distance, Online, and Technology Delivered 

Learning 
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Digital Academy Classes 
 
The District recognizes that the District and students may have a need for greater flexibility in 
the educational program due to funding, teacher availability, individual learning styles, health 
conditions, employment responsibilities, lack of success in traditional school environments or a 
desire for students to accelerate their learning and work at the college level before leaving high 
school.  The District acknowledges that online learning solutions offered by the Montana Digital 
Academy (MTDA) may fulfill these needs. 
 
The Superintendent, and/or designees, shall be responsible for developing procedures for the 
online learning program that meet the District standards. 
 
Further, the online learning solutions providers ensure that: 
 
 A. Online course providers are accredited by a nationally recognized accreditation  
  program or agency or are approved and endorsed by the Montana Office of  
  Public Instruction. 
 B. Qualified district staff provides information and guidance to students and parents  
  regarding the selection of appropriate online courses to meet their needs, as well  
  as a suitable number of online courses in which a student may enroll. 
 C. The curriculum requirements of the state and school district are met. 
 D. All online courses taken by the students will be approved by the administration in  
  advance of enrollment. 
 E. All teacher-led online courses include licensed, highly qualified teachers. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy History: 
Adopted on: September 14, 2010 
Revised on: 



 

© MTSBA 2009 
 

TOWNSEND K-12 SCHOOL DISTRICT #1 __________________________ 
 
 
INSTRUCTION 2170P 
 
Digital Academy Classes 
 
The District will permit a student to enroll in Montana Digital Academy (MDA) classes in order 
that such student may include a greater variety of learning experiences within the student’s 
educational program or enroll in a class for credit recovery. 
 
The District will allow students in grades 9 to 12 to enroll in the Montana Digital Academy 
program under the following conditions: 
 
1.  The student must be an enrolled student in the District. 
 
2.  A part-time student must be enrolled for a minimum of two courses.  This can be a 
combination of one in-house class and one MTDA class, or two MTDA classes. 
 
3.  For Montana High School Association eligibility, the student must be enrolled for, and pass, 
any combination of four courses.   
 
4.  The student will have the option of taking the MTDA class(es) in the school building, during 
school time, or outside of the school building on a case-by-case basis. 
 
5.  Students who wish to take MTDA classes and participate in MHSA activities must follow all 
extra-curricular eligibility rules. 
 
6.   Each spring the administration will present the MTDA course offerings to the Board for 
approval. 
 
7.  The District will allow a student to enroll in a maximum of three (3) MTDA courses per 
semester. 
 
8.  In order for a home school or private school student to participate in MHSA activities, the 
student must be enrolled in, and pass, four (4) classes per semester that are taught on campus 
from a highly qualified teacher. 
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INSTRUCTION  2221 

School Closure 
 
The Superintendent may order closure of schools in the event of extreme weather or other 
emergency, in compliance with established procedures for notifying parents, students, and staff. 
 
The trustees may order the emergency closure of schools for one school day each year, without 
the need to reschedule the lost pupil instruction time when the closure is the result of an 
emergency. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 8110 Bus Routes and Schedules 
 
Legal Reference: §§ 20-9-801 - 802, MCA Emergency school closure 
   §§ 20-9-806, MCA  School closure by declaration of emergency 
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School Closure 
 
All students, parents, and school employees should assume that school will be in session and 
buses running as scheduled, unless there is official notification from the Superintendent to the 
contrary.  Such notice will be given via public media. 
 
In the event extremely cold temperatures, wind chill factors, snow, wind, or other circumstances 
require a modification of the normal routine, the Superintendent will make the modification 
decision prior to 6:00 a.m. and contact the public radio stations for broadcast to the community 
and will initiate the emergency fan-out communication procedure to all administrators. 
 
Work Schedules and Responsibilities for School Closures 
Superintendent 
 
Only the Superintendent has authority to close schools.  The Superintendent will be on duty 
throughout any existing or potential emergency situation, day or night.  All orders of doubtful 
origin should be confirmed with the Superintendent. 
 
Central Administrative Personnel 
 
Central administrative personnel will be expected to report for duty on their assigned shifts in the 
event of any school closure, insofar as is safely possible.  Additional hours may be required, 
especially of the maintenance supervisor, business manager, and personnel director, depending 
on the nature of the emergency.  If it is absolutely impossible for a central administrator to report 
for duty, the administrator may take the day as a personal leave day or vacation day, with the 
permission of the Superintendent. 
 
Building-Level Administrators, Non-Teaching “Exempt” Personnel, and Key Support Staff 
 
All building-level administrators and non-teaching “exempt” personnel will report for duty per 
their normal shifts or as otherwise directed each day during the school closure, together with the 
head custodian and at least one (1) secretary, insofar as is safely possible.  The building 
administrator will ascertain that the building has been adequately secured and that any child who 
mistakenly reports to school [in the event school has been closed] is properly and safely cared 
for and returned home per District policy.  The administrator and this minimal support staff shall 
notify other staff and/or other support employees of the situation and will respond to telephone 
questions.  When the situation has been stabilized, the personnel who reported to work may 
choose to return home.  An administrator or exempt employee who does not work a normal day 
will then adjust his/her work year, by memorandum to the Superintendent, by the number of 
hours not worked on the day or days of school closure. 
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Permanent Full-Time Employees and Year-Round Part-Time Employees 
 
In the event of school closure, 12-month classified personnel may report for duty or not report 
for duty, as directed by their immediate supervisor.  Building secretaries and secretaries to key 
central administrative personnel who are required to be on duty are expected to report for duty.  
If a 12-month classified employee is unable to or does not report for duty, the employee will 
complete a leave request form to declare the day as personal leave, vacation, or leave without 
pay. 
 
Permanent and Part-Time Seasonal 
 
These employees work only those days school is in session and are not expected to work when 
school is not in session. If school has been closed, 9 1/4-month employees should not report for 
duty unless otherwise directed by their immediate supervisor.  9 1/4-month employees will 
complete a leave request form to declare the day as personal leave, vacation, or leave without 
pay. 
 
Teachers (Teachers, Librarians, Psychologists, Counselors) 
 
If schools are closed for weather or other emergency conditions, teachers are not expected to 
report for duty unless directed otherwise.  Teachers do not need to submit an absence form.  In 
cases of school closures, it is customary for the days to be made up at another time; thus teachers 
will typically still fulfill their contract days. 
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INSTRUCTION  2250 

Community and Adult Education 
 
The District may make its resources available to adults and other non-students, within limits of 
budget, staff, and facilities, provided there is no interference with or impairment of the regular 
school program.  Community and adult education and other offerings may be developed in 
cooperation with community representatives.  The board will be informed of, and review, all 
classes offered. 
 
 
 
 
 
 
Legal Reference: § 20-7-703, MCA Trustees’ policies for adult education 
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INSTRUCTION  2309 
 
Library Materials 
 
School library and classroom library books are primarily for use by District students and staff.  
Library books may be checked out by either students or staff.  Individuals who check out books 
are responsible for the care and timely return of those materials.  The building principal or chief 
librarian may assess fines for damaged or unreturned books. 
 
Any individual may challenge the selection of materials for the library/media center.  The 
Uniform Complaint Procedure will be utilized to determine if challenged material is properly 
located in the library. 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 1700 Uniform Complaint Procedure 

2314 Learning Materials Review 
 
Legal Reference: § 20-4-402(5), MCA Duties of district superintendent or county high 

school principal 
§ 20-7-203, MCA  Trustees’ policies for school library 
§ 20-7-204, MCA School library book selection 
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INSTRUCTION  2310P 
 
Selection of Library Materials 
 
Selection of library materials is a professional task conducted by library staff.  In selecting 
library materials, the librarian will evaluate the existing collection; assess curricula needs; 
examine materials, and consult reputable, professionally prepared selection aids. 
 
Weeding 
 
When materials no longer meet criteria for selection, they will be weeded.  Weeding is a 
necessary aspect of selection, since every library will contain works which may have answered a 
need at the time of acquisition, but which, with the passage of time, have become obsolete, 
dated, unappealing, or worn out. 
 
Discarded materials will be clearly stamped: 
 
 “WITHHDRAWAL FROM BROADWATER SCHOOL/COMMUNITY LIBRARY” 

 
Materials will be discarded in compliance with § 20-6-604, MCA.  When the decision to sell or 
dispose of library materials is made, the Board will adopt a resolution to sell or otherwise 
dispose of the material because it is or is about to become abandoned, obsolete, undesirable, or 
unsuitable for the school purposes of the District.  The Board will publish a notice of the 
resolution in the newspaper of general circulation in Townsend.  The resolution may not become 
effective for fourteen (14) days after notice is published. 
 
Gifts 
 
Gift materials may be accepted with the understanding they must meet criteria set for book 
selection.  When property is donated to the library you give the library permission to; lend the 
property to the public as a library service, set up the library for the public’s use with the property 
(as in furniture, etc.), dispose of the property as needed or sell the property to obtain finances for 
the library’s needs determined by the authorized staff or volunteers. 
 
 
 
 
 
 
 
 
 
Procedure History: 
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INSTRUCTION  2311 

Instructional Materials 
 
The Board is legally responsible to approve and to provide the necessary instructional materials 
used in the District.  Textbooks and instructional materials should provide quality learning 
experiences for students and: 
 
I. Enrich and support the curriculum; 
II. Stimulate growth in knowledge, literary appreciation, aesthetic value, and ethical 

standards; 
III. Provide background information to enable students to make intelligent judgments; 
IV. Present opposing sides of controversial issues; 
V. Be representative of the many religious, ethnic, and cultural groups and their 

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

American society. 
 
Basic instructional course material in the fundamental skill areas of language arts, mathematics, 
science, and social studies should be reviewed at intervals not exceeding ten (10) years.  All 
instructional materials must be sequential and must be compatible with previous and future 
offerings. 
 
Instructional materials may be made available for loan to students when the best interest of the 
District and student will be served by such a decision.  Students will not be charged for normal 
wear.  They will be charged replacement cost, however, as well as for excessive wear, 
unreasonable damage, or lost materials.  The professional staff will maintain records necessary 
for the proper accounting of all instructional materials. 
 
 
 
Cross Reference: 2314 Learning Materials Review 
 
Legal Reference: § 20-4-402, MCA Duties of district superintendent or county high 

school principal 
§ 20-7-601, MCA Free textbook provisions 
§ 20-7-602, MCA Textbook selection and adoption 
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INSTRUCTION  2311P 

Selection, Adoption, and Removal of Textbooks and Instructional Materials 
 
Curriculum committees will generally be responsible to recommend textbooks and major 
instructional materials purchases.  Recommendations will be made to the Superintendent.  The 
function of the committee is to ensure that materials are selected in conformance with stated 
criteria and established District goals and objectives.  A curriculum committee may consist of 
only those members in a particular department. The same basic selection procedures should be 
followed as with District-wide committees. 
 
Selection and Adoption 
 
Textbooks shall be selected by a curriculum committee representing the various staff who will 
likely be using the text.  In most, but not all, cases an administrator will chair the committee.  
Each committee should develop, prior to selection, a set of selection criteria against which 
textbooks will be evaluated.  The criteria should include the following, along with other 
appropriate criteria.  Textbooks shall: 
 
I. Be congruent with identified instructional objectives; 
II. Present more than one viewpoint on controversial issues; 
III. Present minorities realistically; 
IV. Present non-stereotypic models; 
V. Facilitate the sharing of cultural differences; 
VI. Be priced appropriately. 
 
Removal 
 
Textbooks may be removed when they no longer meet the criteria for initial selection, when they 
are worn out, or when they have been judged inappropriate through the Learning Materials 
Review Process. 
 
 
 
 
 
 
 
 

 
Procedure History: 
Adopted on:  February 14, 2006 
Revised on: 



TOWNSEND K-12 SCHOOL DISTRICT #1 __________________________ 
 
INSTRUCTION  2312 

Copyright 
 
The District recognizes that federal law makes it illegal to duplicate copyrighted materials 
without authorization of the holder of the copyright, except for certain exempt purposes.  Severe 
penalties may be imposed for unauthorized copying or use of audio, visual, or printed materials 
and computer software, unless the copying or use conforms to the “fair use” doctrine. 
 
Under the “fair use” doctrine, unauthorized reproduction of copyrighted materials is permissible 
for such purposes as criticism, comment, news reporting, teaching, scholarship, or research. 
 
While the District encourages its staff to enrich learning programs by making proper use of 
supplementary materials, it is the responsibility of staff to abide by District copying procedures 
and obey requirements of law.  Under no circumstances will it be necessary for staff to violate 
copyright requirements in order to properly perform their duties.  The District cannot be 
responsible for any violations of the copyright law by its staff. 
 
Any staff member who is uncertain as to whether reproducing or using copyrighted material 
complies with District procedures or is permissible under the law should consult the 
Superintendent.  The Superintendent will assist staff in obtaining proper authorization to copy or 
use protected materials, when such authorization is required. 
 
 
 
 
 
 
Legal Reference: 17 USC 101 - 1010 Federal Copyright Law of 1976 
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Copyright Compliance 
 
Authorized Reproduction and Use of Copyrighted Material in Print 
 
In preparing for instruction, a teacher may make or have made a single copy of a chapter from a 
book; an article from a newspaper or periodical; a short story, short essay, or short poem; or a 
chart, graph, diagram, drawing, cartoon, or picture from a book, periodical, or newspaper.  A 
teacher may make multiple copies, not exceeding more than one (1) per pupil, for classroom use 
if the copying meets the tests of “brevity, spontaneity and cumulative effect” set by the following 
guidelines.  Each copy must include a notice of copyright. 
I. Brevity 
 

A. A complete poem, if less than 250 words and two pages long, may be copied; 
excerpts from longer poems cannot exceed 250 words. 

B. Complete articles, stories or essays of less than 2500 words or excerpts from 
prose works less than 1000 words or 10% of the work, whichever is less, may be 
copied; in any event, the minimum is 500 words.  (Each numerical limit may be 
expanded to permit the completion of an unfinished line of a poem or prose 
paragraph.) 

C. One chart, graph, diagram, drawing, cartoon, or picture per book or periodical 
issue may be copied.  “Special” works cannot be reproduced in full; this includes 
children’s books combining poetry, prose, or poetic prose. 

 
II. Spontaneity.  Should be at the “instance and inspiration” of the individual teacher. 
 
III. Cumulative Effect.  Teachers are limited to using copied material for only one (1) course 

in the school in which copies are made.  No more than one (1) short poem, article, story 
or two (2) excerpts from the same author may be copied, and no more than three (3) 
works can be copied from a collective work or periodical issue during one (1) class term. 
Teachers are limited to nine (9) instances of multiple copying for one (1) course during 
one (1) class term.  Limitations do not apply to current news periodicals, newspapers, and 
current news sections of other periodicals. 

 
Performances by teachers or students of copyrighted dramatic works without authorization from 
the copyright owner are permitted as part of a teaching activity in a classroom or instructional 
setting.  All other performances require permission from the copyright owner. 
 
The copyright law prohibits using copies to replace or substitute for anthologies, consumable 
works, 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 



 2312P 
 page 2 of 2 
 
item from term-to-term.  Copying cannot be directed by a “higher authority,” and students 
cannot be charged more than actual cost of photocopying.  Teachers may use copyrighted 
materials in overhead or opaque projectors for instructional purposes. 
 
Authorized Reproduction and Use of Copyrighted Materials in the Library  
 
A library may make a single copy of an unpublished work which is in its collection; and a 
published work in order to replace it because it is damaged, deteriorated, lost or stolen, provided 
the unused replacement cannot be obtained at a fair price. 
 
A library may provide a single copy of copyrighted material to a student or staff member at no 
more than the actual cost of photocopying.  The copy must be limited to one (1) article of a 
periodical issue or a small part of other material, unless the library finds that the copyrighted 
work cannot be obtained elsewhere at a fair price.  In the latter circumstance, the entire work 
may be copied.  In any case, the copy shall contain the notice of copyright, and the student or 
staff member shall be notified that the copy is to be used only for private study, scholarship, or 
research.  Any other use may subject the person to liability for copyright infringement. 
 
At the request of a teacher, copies may be made for reserve use.  The same limits apply as for 
single or multiple copies designated in “Authorized Reproduction and Use of Copyrighted 
Material in Print”. 
 
Authorized Reproduction and Use of Copyrighted Music 
 
A teacher may make a single copy of a song, movement, or short section from a printed musical 
work that is unavailable except in a larger work, for purposes of preparing for instruction. 
 
A teacher may make multiple copies for classroom use of an excerpt of not more than 10% of a 
printed musical work if it is to be used for academic purposes other than performance, provided 
that the excerpt does not comprise a part of the whole musical work which would constitute a 
performable unit such as a complete section, movement, or song. 
 
In an emergency, a teacher may make and use replacement copies of printed music for an 
imminent musical performance, when the purchased copies have been lost, destroyed, or are 
otherwise not available. 
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INSTRUCTION  2314 

Learning Materials Review 
 
Citizens objecting to specific materials used in the District are encouraged to submit a complaint 
in writing and discuss the complaint with the building principal prior to pursuing a formal 
complaint pursuant to the Uniform Complaint Procedure. 
 
Learning materials, for the purposes of this policy, are considered to be any material used in 
classroom instruction, library materials, or any materials to which a teacher might refer a student 
as part of the course of instruction. 
 
 
 
 
 
 
 
 
Cross Reference: Policy 1700 Uniform Complaint Procedure 
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INSTRUCTION  2320 

Field Trips, Excursions, and Outdoor Education 
 
The Board recognizes that field trips, when used as a device for teaching and learning integral to 
the curriculum, are an educationally sound and important ingredient in the instructional program 
of the schools.  Such trips can supplement and enrich classroom procedures by providing 
learning experiences in an environment beyond the classroom.  The Board also recognizes that 
field trips may result in lost learning opportunities in missed classes.  Therefore, the Board 
endorses the use of field trips, when educational objectives achieved by the trip outweigh any 
lost in-class learning opportunities. 
 
Field trips which will take students out of state must be approved in advance by the Board; 
building principals may approve all other field trips. 
 
Building principals will develop procedures for operation of a field trip.  Each field trip must be 
integrated with the curriculum and coordinated with classroom activities which enhance its 
usefulness. 
 
No staff members may solicit students during instructional time for any privately arranged field 
trip or excursion, without Board permission. 
 
 
 
 
. 
 
 
 
Legal Reference: ARM 37.111.825 Health Supervision and Maintenance 
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INSTRUCTION  2322 

Contests for Students 
 
Contests may be made available to students by outside organizations through the schools, subject 
to certain limitations.  The Administrator shall determine that the contest is not in conflict with 
nor will it diminish the primary educational aims of the schools and that it meets the needs and 
interests of students. 
 
The schools shall confine their participation to those national contests which are currently placed 
on the approved list published annually by the Committee on National Contests and activities of 
the National Association of Secondary School Principals. 
 
A state or local contest in which students participate shall be: 
 
I. One that supplements and does not interfere with the regular school program. 
 
II. One that is beneficial to youth in education, civic, social, or ethical development. 
 
III. One that makes it possible for individual students to work out contributions by their own 

efforts and does not invite dishonest collaboration. 
 
IV. One whose subject is not commercial, controversial, sectarian, or concerned with 

propaganda.  It must emphasize high moral standards, good citizenship, and intellectual 
competence. 

 
V. One from which no contestant shall be excluded because of race, color, creed, sex, or 

payment of entry fee. 
 
VI. One which does not place an undue burden on students, teachers, or the school nor 

require frequent or lengthy absence of participants from the school. 
 
VII. One sponsored by an organization engaged in a creditable or acceptable enterprise, 

regardless of kind or amount of prizes offered.  The contest or activity must not be used 
as a “front” for advertising a company name or product. 

 
Contests will not be allowed unless they further the educational goals of the District. 
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INSTRUCTION  2330 

Controversial Issues and Academic Freedom 
 
The District will offer courses of study which will afford learning experiences appropriate to 
levels of student understanding.  The instructional program respects the right of students to face 
issues, to have free access to information, to study under teachers in situations free from 
prejudice, and to form, hold, and express their own opinions without personal prejudice or 
discrimination. 
 
Teachers will guide discussions and procedures with thoroughness and objectivity to acquaint 
students with the need to recognize various points of view, importance of fact, value of good 
judgment, and the virtue of respect for conflicting opinions. 
 
The Board encourages and supports the concept of academic freedom, recognizing it as a 
necessary condition to aid in maintaining an environment conducive to learning and to the free 
exchange of ideas and information. 
 
In a study or discussion of controversial issues or materials, however, the Board directs teaching 
staff to take into account the following criteria: 
 
I. Relative maturity of students; 
II. District philosophy of education; 
III. Community standards, morals, and values; 
IV. Necessity for a balanced presentation; and 
V. Necessity to seek administrative counsel and guidance in such matters. 
 
 
 
 
 
 
 
Legal Reference: Article X, Sec. 8, Montana Constitution - School district trustees 

§ 20-3-324(16) and (17), MCA Powers and duties 
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Religion and Religious Activities 
 
In keeping with the United States and Montana Constitutions and judicial decisions, the District 
may not support any religion or endorse religious activity.  At the same time, the District may 
not prohibit private religious expression by students.  This policy provides direction to students 
and staff members about the application of these principles to student religious activity at school. 
 
Student Prayer and Discussion 
 
Students may pray individually or in groups and may discuss their religious views with other 
students, as long as they are not disruptive or coercive.  The right to engage in voluntary prayer 
does not include the right to have a captive audience listen, to harass other students, or to force 
them to participate.  Students may pray silently in the classroom, except when they are expected 
to be involved in classroom instruction or activities. 
 
Staff Members 
 
Staff members are representatives of the District and must “navigate the narrow channel between 
impairing intellectual inquiry and propagating a religious creed”.  They may not encourage, 
discourage, persuade, dissuade, sponsor, participate in, or discriminate against a religious 
activity or an activity because of its religious content.  They must remain officially neutral 
toward religious expression. 
 
Graduation Ceremonies 
 
Graduation is an important event for students and their families.  In order to assure the 
appropriateness and dignity of the occasion, the District sponsors and pays for graduation 
ceremonies and retains ultimate control over their structure and content. 
 
District officials may not invite or permit members of the clergy to give prayers at graduation.  
Furthermore, District officials may not organize or agree to requests for prayer by other persons 
at graduation, including requests from students.  The District may not prefer the beliefs of some 
students over the beliefs of others, coerce dissenters or nonbelievers, or communicate any 
endorsement of religion. 
 
Baccalaureate Ceremonies 
 
Students and their families may organize baccalaureate services, at which attendance must be 
entirely voluntary.  Organizers of baccalaureate services may rent and have access to school 
facilities on the same basis as other private groups and may not receive preferential treatment.   
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The District may not be identified as sponsoring or endorsing baccalaureate services.  District  
funds, including paid staff time, may not be used directly or indirectly to support or subsidize 
any religious services. 
 
Assemblies, Extracurricular and Athletic Events 
 
District officials may not invite or permit members of the clergy, staff members, or outsiders to 
give prayers at school-sponsored assemblies and extracurricular or athletic events.  District 
officials also may not organize or agree to student requests for prayer at assemblies and other 
school-sponsored events.  Furthermore, prayer may not be broadcast over the school public 
address system, even if the prayer is nonsectarian, nonproselytizing, and initiated by students. 
 
Student Religious Expression and Assignments 
 
Students may express their individual religious beliefs in reports, tests, homework, and projects.  
Staff members should judge their work by ordinary academic standards, including substance, 
relevance, appearance, composition, and grammar.  Student religious expression should neither 
be favored nor penalized. 
 
Religion in the Curriculum 
 
Staff members may teach students about religion in history, art, music, literature, and other 
subjects in which religious influence has been and continues to be felt.  However, staff members 
may not teach religion or advocate religious doctrine or practice.  The prohibition against 
teaching religion extends to curricular decisions which promote religion or religious beliefs. 
 
School programs, performances, and celebrations must serve an educational purpose.  The 
inclusion of religious music, symbols, art, or writings is permitted, if the religious content has a 
historical or independent educational purpose which contributes to the objectives of the 
approved curriculum.  School programs, performances, and celebrations cannot promote, 
encourage, discourage, persuade, dissuade, or discriminate against a religion or religious 
activity. 
 
Student Religious Clubs 
 
Students may organize clubs to discuss or promote religion, subject to the same constitutionally 
acceptable restrictions the District imposes on other student-organized clubs. 
 
Distribution of Religious Literature 
 
Students may distribute religious literature to their classmates, subject to the same 
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constitutionally acceptable restrictions the District imposes on distribution of other non-school 
literature.  Outsiders may not distribute religious or other literature to students on school 
property, consistent with and pursuant to the District policy on solicitations (Policy 4321). 
 
Religious Holidays 
 
Staff members may teach objectively about religious holidays and about religious symbols, 
music, art, literature, and drama which accompany the holidays.  They may celebrate the 
historical aspects of the holidays but may not observe them as religious events. 
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INSTRUCTION  2333 
 
Participation in Commencement Exercises 
 
Statement of Policy 
 
A student’s right to participate in a commencement exercise of the graduating class at 
Broadwater High School is an honor.  As such, participation in this ceremony is reserved for 
those members of the graduating class who have completed all state and local requirements for 
graduation before the date of the ceremony.  Students who complete their requirements after the 
date of commencement exercises will receive their diplomas at that time. 
 
Organization and Content of Commencement Exercises 
 
The school administration may invite graduating students to participate in high school graduation 
exercises according to academic class standing or class officer status.  Any student who, because 
of academic class standing, is requested to participate may choose to decline the invitation. 
 
The school administrators will not censor any presentation or require any specific content but 
may advise participants about appropriate language for the audience and occasion.  Students 
selected to participate may choose to deliver an address, poem, reading, song, musical 
presentation, prayer, or any other pronouncement of their choosing. 
 
The printed program for a commencement exercise will include the following paragraphs: 
 

 Any presentation by participants of graduation exercises is the private 
expression of an individual participant and does not necessarily reflect any 
official position of the District, its Board, administration, or employees, nor does 
it necessarily indicate the views of any other graduates. 
 The Board recognizes that at graduation time and throughout the course 
of the educational process, there will be instances when religious values, 
religious practices, and religious persons will have some interaction with the 
public schools and students.  The Board, while not endorsing any religion, 
recognizes the rights of individuals to have the freedom to express their individual 
political, social, or religious views. 

 
Legal Reference: Art. II, Sec. 5, Montana Constitution - Freedom of religion 
   Art. X, Sec. 7, Montana Constitution - Nondiscrimination in education 
   § 20-5-201(3), MCA Duties and Sanctions 
   § 20-1-308, MCA Religious instruction released time program 
   § 20-7-112, MCA  Sectarian publications prohibited and prayer 

permitted 
 
Policy History: 
Adopted on:  February 14, 2006 
Revised on:   January 13, 2009 
 



TOWNSEND K-12 SCHOOL DISTRICT #1 __________________________ 
 
INSTRUCTION  2334 

Release Time for Religious Instruction 
 
The District may provide for a religious instruction released time program, under which a 
student may be released, on written request of a parent(s) or guardian(s), except that no such 
program will take place in public school property.  Such release will not adversely affect a 
student’s attendance. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Art. II, Sec. 5, Montana Constitution - Freedom of religion 

Art. X, Sec. 7, Montana Constitution - Nondiscrimination in education 
§ 20-1-308, MCA Religious instruction released time program 
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INSTRUCTION  2335 

Health Enhancement 
 
Health, family life, and sex education, including information about parts of the body, 
reproduction, and related topics, will be included in the instructional program as appropriate to 
grade level and course of study.  An instructional approach will be developed after consultation 
with parents and other community representatives.  Parents may ask to review materials to be 
used and may request that their child be excluded from sex education class sessions without 
prejudice. 
 
The Board believes HIV/AIDS instruction is most effective when integrated into a 
comprehensive health education program.  Instruction must be appropriate to grade level and 
development of students and must occur in a systematic manner.  The Board particularly desires 
that students receive proper education about HIV, before they reach the age when they may 
adopt behaviors which put them at risk of contracting the disease. 
 
In order for education about HIV to be most effective, the Superintendent will require that 
faculty members who present this instruction receive continuing in-service training, which 
includes appropriate teaching strategies and techniques.  Other staff members not involved in 
direct instruction, but who have contact with students, will receive basic information about 
HIV/AIDS and instruction in use of universal precautions when dealing with body fluids. 
 
In accordance with Board policy, parents will have an opportunity to review the HIV education 
program, before it is presented to students. 
 
 
 
 
 
 
 
Legal Reference: §§ 50-16-1001, et seq., MCA  AIDS Education and Prevention 

(AIDS Prevention Act) 
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High School Graduation Requirements 
 
The Board will award a regular high school diploma to every student enrolled in the District who 
meets graduation requirements established by the District.  The official transcript will indicate 
the specific courses taken and level of achievement. 
 
The Board will establish graduation requirements which, at a minimum, satisfy those established 
by the Board of Public Education (A.R.M. 10.55.904 and 905).  Generally, any change in 
graduation requirements promulgated by the Board will become effective for the next class to 
enter ninth (9th) grade.  Exceptions to this general rule may be made, when it is determined by 
the Board that proposed changes in graduation requirements will not have a negative effect on 
students already in grades nine (9) through twelve (12).  The Board will approve graduation 
requirements as recommended by the Superintendent. 
 
To graduate from Broadwater High School, a student must have satisfactorily completed the last 
quarter prior to graduation as a Broadwater High School student.  Highly unusual exceptions 
may be considered by the principal, such as a student exchange program in a recognized school. 
 
A student with a disabling condition will satisfy those competency requirements incorporated 
into the individualized education program (IEP).  Satisfactory completion of the objectives 
incorporated in the IEP will serve as the basis for determining completion of a course. 
 
A student may be denied participation in graduation ceremonies in accordance with 20-5-201(3), 
MCA.  In such instances the diploma will be awarded after the official ceremony has been held. 
 
 
 
 
 
 
 
Legal Reference: § 20-5-201, MCA Duties and sanctions 
   10.55.904, ARM Basic Education Program Offerings: High School 
   10.55.905, ARM Graduation Requirements 
   10.55.906, ARM High School Credit 
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High School Graduation Requirements 
 
Publication of Graduation Requirements 
 
Prior to registering in high school, each student will be provided with a copy of the current 
graduation requirements.  Graduation requirements shall also be included in the student 
handbook. 
 
Credits 
 
Students shall be expected to earn a total of 23 units in order to complete graduation 
requirements.  Special education students who have successfully completed their IEP leading to 
completion of high school will be awarded a diploma. 
 
Waiver of Requirement 
 
Graduation requirements generally will not be waived under any circumstances.  However, in 
rare and unique hardship circumstances, the principal may recommend and the Superintendent 
approve minor deviation from the graduation requirements. 
 
Alternative Programs 
 
Credit toward graduation requirements may be granted for planned learning experiences from 
accredited programs, such as summer school, university courses, and correspondence courses.  
Credit for work experience may be offered when the work program is a part of and supervised by 
the school. 
 
All classes attempted at Broadwater High School and all acceptable transfer credits shall be 
recorded on the transcript.  All grades earned, including failures and retakes, shall be recorded as 
such and utilized in the calculation of Grade Point Average and class rank.  Credit shall be 
awarded only once regardless of repetition of the course. 
 
Dual Credit 
 
Dual credit allows high schools students to simultaneously earn credit toward both a high school 
diploma and college coursework that can lead to a postsecondary degree or certificate, or toward 
transfer to another college. The primary purpose of offering dual credit courses is to deliver high 
quality, introductory, college level courses to high-performing high school students. The 
Townsend School District has dual credit partnerships with the University of Montana-Helena 
and Great Falls College of Technology. Students interested in dual credit opportunities must 
meet with their building administration to determine available options.  
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Students should be aware of Montana High School Association on-campus attendance eligibility 
requirements for activity participation. 
 
Honor Roll 
 
A student must have a minimum grade-point average of 3.00 to be placed on the regular honor 
roll.  Specific information regarding honors at graduation are included in the student handbook. 
 
Class Rank (Grade Point Average) 
 
Class Rank is compiled from semester grades.  Courses not eligible for GPA are designated with 
an asterisk on the report card. 
 
Early Graduation 
 
In accordance with provisions of § 20-9-313, MCA, the Board hereby authorizes the high school 
principal to grant permission to students who have completed the minimum requirements for 
graduation after completion of the seventh (7th) semester. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: § 20-9-313, MCA Circumstances under which regular average number 

belonging may be increased 
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Credit Transfer and Assessment for Placement 
Grades 9-12 
 
Requests for transfer of credit or grade placement from any non-accredited, nonpublic school 
will be subject to examination and approval before being accepted by the District.  This will be 
done by the school counselor or principal or, in the case of home schools, by a credit evaluation 
committee consisting of a counselor, a staff member from each subject area in which credit is 
being requested, and a school principal. 
 
The credit evaluation committee will: 
 
I. Document that a student has spent approximately the same number of classroom hours in 

home school as would have been spent in a regular class in the District; 
 
II. Document that a student followed a curriculum essentially similar to that of a course for 

which credit is requested; 
 
III Document that in the event of a credit request in a lab, industrial arts, or music course, 

equipment and facilities were sufficient to meet required learning activities of the course; 
 
IV. Require that a student has satisfactorily passed, in all courses in which a final exam 

normally is given, a final exam prepared and administered by a staff member in the 
District. 

 
The District will give credit only for home schools which have met all requirements as specified 
in Montana law.  Credit from home schools will be accepted only when a like course is offered 
in the District. 
 
The school transcripts will record courses taken in home schools or non-accredited schools by 
indicating title of the course, school where the course was taken, and grade. 
 
For the purpose of calculation of class rank, only those courses taken in an accredited school will 
be used. 
 
Grades 1-8 
 
Requests from parents of students in non-accredited, nonpublic schools for placement in the 
District school system will be evaluated by an assessment-for-placement team.  That team will 
include: 
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1. A school principal; 
 
2. One (1) teacher of the grade in which the student is being considered for enrollment; and 
 
3. One (1) counselor (grades 6-8 only) (OPTIONAL). 
 
The assessment-for-placement team will cause the District-adopted norm-referenced test and/or 
the end-of-the-year subject-matter test to be administered and scored.  The assessment-for-
placement team will take into account the following in its recommendation for grade placement: 
 
1. Documentation that the non-accredited, nonpublic school has provided a comparable 

number of hours as the child would have attended in a public or private school; 
 
2. That the child followed a similar curriculum as would have been provided in an 

accredited public or private school; 
 
3. That the result of the end-of-the-year test indicates the student has mastered most 

prerequisite skills; and 
 
4. That the child achieved an NCE score of 40 or above on the Standard Achievement Test. 
 
Parents of students in home schools are encouraged to maintain a log documenting dates of 
instruction, content of instruction, amount of time spent on that instruction, scores on tests, and 
grades in all activities. 
 
The District is not obligated to provide instructional materials for other public or private schools. 
 
If a parent or guardian is not in agreement with the placement of the child, he/she may request a 
hearing before the Board. 
 
 
 
 
Legal Reference: § 20-5-110, MCA School district assessment for placement of a child 

who enrolls from a non-accredited, non-public 
school 
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Grading and Progress Reports 
 
The Board believes cooperation of school and home is a vital ingredient in the growth and 
education of students and recognizes its responsibility to keep parents informed of student 
welfare and progress in school. 
 
The issuance of grades and progress reports on a regular basis serves as a basis for continuous 
evaluation of student performance and for determining changes that should be made to effect 
improvement.  These reports will be designed to provide information helpful to the students, 
teachers, counselors, and parents. 
 
The Board directs the Superintendent to establish a system of reporting student progress and will 
require all staff to comply with such a system as part of their teaching responsibility.   
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INSTRUCTION  2421 
 
Promotion and Retention 
 
Student placement, promotion, or retention will be determined after a careful evaluation of the 
advantages and disadvantages of alternatives. 
 
All factors must be considered when an alteration to a student’s normal progression through 
school is contemplated.  Quantitative measures, such as age, physical size, ability, and level of 
academic achievement, shall be supplemented by a qualitative assessment of student motivation, 
self-image, and social adjustment.  Students will not be promoted for purely social reasons. 
 
The building principal will make the final decision respecting promotion or retention. 
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INSTRUCTION  2430 
 
Homework 
 
Homework is a constructive tool in the teaching/learning process when geared to the needs and 
abilities of students.  Purposeful assignments not only enhance student achievement, but also 
develop self-discipline and associated good working habits.  As an extension of the classroom, 
homework must be planned and organized, must be viewed as purposeful to the students, and 
should be evaluated and returned to students in a timely manner. 
 
Teachers may give homework to students to aid in the students’ educational development.  
Homework should be an application or adaption of a classroom experience, and should not be 
assigned for disciplinary purposes. 
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Recognition of Native American Cultural Heritage 
 
The District recognizes the distinct and unique cultural heritage of Native Americans and is 
committed in the District’s educational goals to the preservation of such heritage.   
 
In furtherance of the District’s educational goals, the District is committed to: 

 
I. Working cooperatively with Montana Tribes in close proximity to the District, when 

providing instruction, when implementing educational goals or adopting rules relating to 
education of students in the District; 

 
II. Periodically reviewing its curriculum to ensure the inclusion of cultural heritage of 

Native Americans, which will include but not necessarily be limited to: 
 

A. Considering methods by which to provide books and materials reflecting             
authentic historical and contemporary portrayals of Native Americans; 

 
B. Taking into account individual and cultural diversity and differences among 

students;   
 
III. Providing necessary training for school personnel, with the objective of gaining an 

understanding and awareness of Native American culture, which will assist the District’s 
staff in its relations with Native American students and parents.   

 
The Board may require certified staff to satisfy the requirements for instruction in American 
Indian studies, set forth in § 20-1-503, MCA.   
 
 
 
Legal Reference: Art. X, Sec. 1(2), Montana Constitution 

§§ 20-1-501, et seq., MCA Recognition of American Indian cultural 
heritage - legislative intent  

10.55.603 ARM  Curriculum Development and Assessment 
10.55.701 ARM  Board of Trustees 
10.55.803 ARM  Learner Access 
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Limited English Proficiency Program 
 
In accordance with the Board=s philosophy to provide a quality educational program to all 
students, the District shall provide an appropriate planned instructional program for identified 
students whose dominant language is not English.  The purpose of the program is to increase the 
English proficiency of eligible students, so they can attain academic success.  Students who have 
limited English proficiency (LEP) will be identified, assessed, and provided appropriate services. 
 
The Board shall adopt a program of educational services for each student whose dominant 
language is not English.  The program shall include bilingual/bicultural or English as a second 
language instruction. 
 
The Superintendent or his/her designee shall implement and supervise an LEP program which 
ensures appropriate LEP instruction and complies with applicable laws and regulations. 
 
The Superintendent or his/her designee, in conjunction with appropriate stakeholders, shall 
develop and disseminate written procedures regarding the LEP program, including: 
 

I. Program goals. 
 
II. Student enrollment procedures. 
 
III. Assessment procedures for program entrance, measurement of progress, and program 

exit. 
 
IV. Classroom accommodations. 
 
V. Grading policies. 
 
VI. List of resources, including support agencies and interpreters. 
 

The District shall establish procedures for identifying students whose language is not English.  
For students whose dominant language is not English, assessment of the student=s English 
proficiency level must be completed to determine the need for English as a Second Language 
instruction. 
 
Students whose dominant language is not English should be enrolled in the District, upon proof 
of residency and other legal requirements.  Students shall have access to and be encouraged to 
participate in all academic and extracurricular activities of the District. 
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Students participating in LEP programs shall be required, with accommodations, to meet 
established academic standards and graduation requirements adopted by the Board. 
The LEP program shall be designed to provide instruction which meets each student=s individual 
needs based on the assessment of English proficiency in listening, speaking, reading, and 
writing.  Adequate content-area support shall be provided while the student is learning English, 
to assure achievement of academic standards. 
 
The LEP program shall be evaluated for effectiveness as required, based on the attainment of 
English proficiency, and shall be revised when necessary. 
 
At the beginning of each school year, the District shall notify parents of students qualifying for 
LEP programs about the instructional program and parental options, as required by law.  Parents 
will be regularly apprised of their student=s progress.  Whenever possible, communications with 
parents shall be in the language understood by the parents. 
 
The District shall maintain an effective means of outreach to encourage parental involvement in 
the education of their children. 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Title VI, Civil Rights Act of 1964 

Equal Education Opportunities Act as an amendment to the Education 
Amendments of 1974 Bilingual Education Act 
20 U.S.C. '' 7401, et seq., as amended by the English Language 
Acquisition, Language Enhancement, and Academic Achievement Act 
Title III, '' 3001-3304 of HRI, No Child Left Behind Act of 2001, P.L. 
107-110 
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School Wellness 
 
The Townsend K-12 School District is committed to providing school environments that 
promote and protect children’s health, well-being, and ability to learn by supporting healthy 
eating and physical activity.  Therefore, it is the policy of the Townsend School District that: 
 

I. The school district will engage students, parents, teachers, food service professionals, 
health professionals and other interested community members in developing, 
implementing, monitoring and reviewing district-wide nutrition and physical activity 
policies and procedures. 

II. All students in grades K-12 will have opportunities, support and encouragement to be 
physically active on a regular basis. 

III. Foods and beverages sold or served at school will meet the nutrition recommendations 
of the U.S. Dietary Guidelines for Americans. 

IV. Qualified child nutrition professionals will provide students with access to a variety of 
affordable, nutritious and appealing foods that meet the health and nutrition needs of 
students; will accommodate the religious, ethnic, and cultural diversity of the student 
body in meal planning; and will provide clean, safe and pleasant settings and adequate 
time for students to eat. 

V. To the maximum extent practicable, all schools in our district will participate in 
available federal school meal programs (including the School Breakfast Program, 
National School Lunch Program and after-school snacks). 

VI. Schools will provide nutrition education and physical education to foster lifelong habits 
of healthy eating and physical activity, and will establish linkages between health 
education and school meal programs and with related community services. 

 
The Superintendent or his/her designee will develop procedures based on the following five (5) 
areas of requirement. 
 

I. Nutrition Education Goals 
II. Physical Activity Goals 
III. Nutrition Standards for all Foods and Beverages 
IV. Other School-Based Wellness Activities 
V. Governance and Evaluation 

 
Legal Reference  P.L. 108-265 Child Nutrition and WIC Reauthorization 
      Act of 2004 
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High School Graduation 
 
The board shall award a regular high school diploma to every student enrolled in the district who 
meets the requirements of graduation established by the board. 
 English ...........................................................................................................4 Credits 
 US History .....................................................................................................1 Credit 
 PAD/Government ..........................................................................................1 Credit 
 World History ................................................................................................1 Credit 
 Mathematics...................................................................................................2 Credits 
 Earth Science .................................................................................................1 Credit 
 Biology...........................................................................................................1 Credit 
 Computer Tech...............................................................................................1 Credit 
 Vocational Arts ..............................................................................................1 Credit 
 Fine Arts ........................................................................................................1 Credit 
 Speech ............................................................................................................½ Credit 
 PE/Health .......................................................................................................1½ Credit 
 Electives.........................................................................................................6½ Credits 
 Senior Basic Requirements ............................................................................½ Credit 
 TOTAL ..........................................................................................................23 Credits 
A student is required to carry at least six (6) classes out of each seven (7) period day. 
 
The high school principal shall develop procedures for implementing this policy which include: 
I. Recommending course and credit requirements which satisfy the Board of Public 

Education requirements and meet the needs of the district. 
II. Making graduation requirements available in writing to students, parents and members of 

the public.  Providing for a waiver of graduation requirements for an individual student.  
Such a waiver must be approved by the board. 

III. Early graduation request must be approved by the board and be determined to be in the 
best interest of the student.  Requests for early graduation must be presented to the board 
one semester prior to graduation. 

IV. Approving credits earned through correspondence, summer school, and/or college 
courses.  Correspondence and summer school credits will be allowed to substitute for 
courses offered (1) in cases where a student has failed the offered course, and (2) in the 
case of a transfer student, time and scheduling conflicts due to the transfer will not allow 
the taking of the offered course. 

V. Approving credit for work/study programs. 
VI. Counseling of students to know what is expected of them for completion of their 

schooling. 
VII. Preparing a list of graduating seniors for the information of the board and release to the 

public. 
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VIII. Preparing suitable diplomas for graduating seniors.  Planning and executing graduation 

ceremonies. 
 
Criteria for Determining Valedictorian/Salutatorian 
I. Students must be enrolled in Broadwater High School for one (1) entire year (Senior) to 

be eligible for the Valedictorian or Salutatorian awards.  Seniors enrolling after the first 
nine (9) week grading session will not be eligible for the Valedictorian or Salutatorian 
award. 

II. A student’s grade point average through the third (3rd) quarter of the senior year will be 
considered. 

 
Special Education Students 
 
A student who possesses an identified handicapping condition shall satisfy those competency 
requirements which are incorporated into the individualized education program (IEP).  
Satisfactory completion of the objectives incorporated into the IEP shall serve as the basis for 
determining completion of a course and thereby, the necessary requirements for graduation.  
These students will receive a regular diploma during graduation exercises. 
 
Transcripts 
 
A student’s transcript may be withheld until the student pays for any school property that has 
been lost or willfully damaged.  Upon payment for damages, or the equivalency through 
voluntary work, the transcript will be released.  The student or his/her parents/guardians may 
appeal the imposition of a charge for damages to the superintendent and the board.  The student 
and his/her parent/guardian shall be notified regarding the nature of the violation or damage, 
how restitution may be made, and how an appeal may be instituted. 
 
Participation in Graduation Ceremonies 
 
I. The student must have successfully completed all required course work prior to the date 

of graduation in order to participate in the graduation ceremonies.  Any exception to this 
rule must be approved by the board of trustees. 

II. The student can also be denied participation in graduation ceremonies should an 
appropriate violation of the school’s rules be severe enough to warrant excluding the 
student.  Such exclusion shall be regarded as a school suspension.  In such circumstances, 
the diploma will be awarded. 

 
Procedure History: 
Adopted on: December 13, 1994 
Revised on:  February 14, 2006 


