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Southeast Service Cooperative Board Members Commitment 
As a Member of the Board of Directors of Southeast Service Cooperative (SSC), I understand and agree that I am responsible, 
individually and collectively with my fellow Board Members, to ensure effective governance of fiscally sound programs as well 
as strategic direction of the organization. To this end, I understand my responsibilities require me to: 

  
1. Understand SSC’s mission and vision and ensure that SSC reaches its mission and vision. 

2. Understand the values of Southeast Service Cooperative and use them in my decision-making.   

3. Maintain and promote high ethical standards including good-faith Board decision making and avoiding an actual or 
perceived conflict of interest with other activities, interests, and/or organizations with which I may be involved. 

4. Participate in Board Member orientation; familiarize myself with the SSC ByLaws and other organizational documents that 
help to define the role of the Board of Directors. 

5. Attend regular Board meetings and actively participate in proceedings. Communicate effectively and respect the diverse 
opinions of others. 

6. Attend Committee meetings and participate actively in Committee work. 

7. Upon request, RSVP my attendance to allow for meeting preparation. In the event that I am unable to attend, prior to the 
meeting time, I will contact staff Member of Southeast Service Cooperative.  

8. Fulfill commitments within agreed-upon deadlines. 

9. Understand and approve policies. 

10. Understand and support the difference between the Board’s role as policymaker and the staff’s function to manage, plan, 
develop, and deliver services. Support the Executive Director in ensuring that employees have needed resources to help 
them perform high quality and highly productive work. 

11. Be fiscally responsible for the organization by being familiar with and approving Southeast Service Cooperative’s budget. 

12. Maintain the confidentiality of the private information of the organization, staff, clients, and other Board Members. 

13. Serve as an advocate for the organization within my circles of influence. 

14. Attend as many organization events and fundraisers as possible. 

15. Share resources and talents with the organization, including expertise, contacts for financial support, and contacts for in-
kind contributions. 

16. Act with the care, loyalty, and trust required of Board Members, and put the interests of the organization first. As an SSC 
Board Member, I will act on behalf of all member organizations and will not put the specific interests of my local member 
board first. I will observe the organization’s conflict-of-interest policy in letter and spirit, taking care to disclose publicly any 
conflict that arises in the course of my business or the organization’s, and to not participate in decisions that create or 
appear to create a conflict of interest for me. 

17. Agree that in the event, for whatever reason, I can no longer fulfill my duties and responsibilities as a Southeast Service 
Cooperative Board Member I will immediately notify the Board chair and make arrangements to transfer any outstanding 
responsibilities to other Members of the Board.  
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SSC’s Organizational Philosophy 

The Policies of SSC are founded on our organizational vision, mission, and high performance objectives. 
 

Vision 

Shaping the future for communities of leaders and learners. 
  

Mission 

Driven by the needs of our members, we provide support, services, and solutions that increase value, maximize 
resources, and promote continuous improvement.  To this end, we aim to be a: 

● model of successful collaboration. 
● purchasing network to save money. 
● regional resource to enhance learning. 

 
Organizational Culture 

To achieve the mission of SSC, we must provide a culture of creativity, achievement and accountability.  Culture is 
defined as the commonly held values of the staff, board and members.  The culture of SSC is essentially our interactions, 
attitudes, values, and shared traditions and practices.  We should cultivate a culture that continually and purposefully 
strives to be a learning place that is caring, creative, communicative, healthy, evaluative, celebrative, and purposeful. 
 

Southeast Service Cooperative Core Values 

❖ Integrity.  We carry out our work with high levels of responsibility, accountability, and ethics. 
❖ Excellence.  We are forward-thinking, competent, efficient, and effective. 
❖ Relationships.  We facilitate collaboration with respect and passion to serve. 

 
SSC Staff High Performance Objectives 

1. Contribute to a positive environment of high caliber people with high morale. 

2. Be personally responsive to the needs of our members. 

3. Continually cultivate new connections and nurture existing relationships. 

4. Continuously and actively promote SSC and services.  

5. Communicate openly, timely, clearly, and accurately. 

6. Be accountable for our time and the quality of our work. 

7. Be proactive.  Continually look for ways to make improvements. 

8. Be flexible, adaptive, and responsive to varying internal and external changes. 

9. Strive to continually improve skills and knowledge relevant to our work. 

10. Be reliable.  Meet commitments or reset expectations accordingly. 

11. Be a good team player.  Respect others’ perspectives, styles and experiences. 

12. Strive to maintain and model a healthy lifestyle and behavior to serve as a role model for members. 
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ORGANIZATIONAL POLICIES 

Administrator – Definition   
Throughout these policies there are references to “SSC Administrator” or “Administrator”.  This term is used in 
reference to SSC administrative staff who supervise other SSC staff and whose positions include SSC 
administrative and operational decision making at the F Policy or E Planning job levels. 

101 Legal Status of Southeast Service Cooperative 
Southeast Service Cooperative is legislative authorized by M.S. 123.A21 Service Cooperatives and M.S. 471.59 
Joint Exercise of Powers. SSC is a public corporation with established Bylaws and is subject to the control of 
the legislature, limited only by constitutional restrictions.  The organization’s authority, purpose, powers and 
obligations are outlined in the statute and the bylaws of the organization. 

201 Board Appointment to Represent SSC on Other Boards  
In the event that the Board of Directors deems it appropriate and necessary or beneficial to appoint an SSC 
Board member to serve in an official capacity on another Board as a representative of SSC, the Board of 
Directors will take formal action to make such appointment. In situations involving short-term, temporary 
representation at events, the Executive Director and Board Chair may make the appointment without Board 
action. Compensation for such representation on other Boards is subject to SSC policy on Board per diems, 
stipends, and travel.  Any compensation paid to a Board member and/or expenses reimbursed by other 
parties must be reported to the Executive Director and will be in lieu of SSC compensation and expense 
reimbursement. 

202 Board of Directors Self-Assessment 

The Southeast Service Cooperative Board of Directors will periodically engage in a self-assessment process.   The 
self-assessment instrument currently in use will be a part of these policies. 

203 Authorization to Conduct Business Without Quorum 
In the event that a regularly scheduled Board of Directors meeting does not have a quorum or the Board does 
not convene during a given month, the Executive Director is given authority to conduct necessary business, 
including paying monthly bills and making financial decisions which in the Executive Director’s judgment 
should not be held over to a future meeting.  Financial actions shall be presented to the Finance Committee 
and will be presented to the Board for ratification at the next meeting.  
 
For business other than regular monthly bills, the attending Board members may request a written ballot vote 
prior to the next Board meeting, followed by ratification at the next Board meeting. 

203.6 Consent Agenda 
The Executive Director, in consultation with the Board Chair, may place items on the consent agenda.  By using 
a consent agenda, the board has consented to the consideration of certain items as a group under one 
motion.  Should a consent agenda be used, an appropriate amount of discussion time will be allowed to 
review any item upon request. 
 
Consent items are those which usually do not require discussion or explanation prior to Board action, are 
noncontroversial and/or similar in content, or are those items which have already been discussed and/or 
explained and do not require further discussion or explanation.  Such agenda items might include ministerial 



SSC Policies – Updated and Board revised 12/15/2021  Page 8 

tasks such as, but not limited to, the approval of the agenda, approval of previous minutes, approval of bills, 
approval of reports, etc.  These items might also include similar groups of decisions such as, but not limited to, 
approval of staff contracts, approval of maintenance details for SSC buildings and grounds or approval of 
various schedules. 
 
Items shall be removed from the consent agenda by a timely request by an individual Board member for 
independent consideration.  A request is timely if made prior to the vote on the consent agenda.  The request 
does not require a second or a vote by the Board.  An item removed from the consent agenda will then be 
discussed and acted on separately immediately following the consideration of the consent agenda. 
 
Consent agenda items are approved en masse by one vote of the Board.  The consent agenda items shall be 
separately recorded in the minutes. 

204 Board of Directors Meeting Minutes 
SSC will maintain its records of Board of Directors meetings so that they will be available for inspection by 
members of the general public and to provide for the publication of its official proceedings in compliance with 
law. 
 
The Clerk shall keep and maintain permanent records of the Board, including records of the minutes of Board 
meetings and other required records of the Board.  All votes taken at meetings required to be open to the 
public pursuant to the Minnesota Open Meeting Law shall be recorded in a journal kept for that purpose.  
Public records maintained by SSC shall be available for inspection by members of the public during SSC regular 
business hours or on the SSC website.  Minutes of a Board meeting shall be approved or modified by the Board 
at a subsequent meeting, which action shall be reflected in the official proceedings of that subsequent 
meeting. 
 
Recordings of Closed Meetings.  All closed meetings, except those closed as permitted by the attorney-client 
privilege, must be electronically recorded at the expense of SSC.  Recordings of closed meetings shall be made 
separately from the recordings of an open meeting, to the extent such meetings are recorded. If a meeting is 
closed to discuss more than one (1) matter, each matter shall be separately recorded. 
 
Recordings of closed meetings shall be preserved by SSC for the following time periods: 
 
a. Meetings closed to discuss labor negotiations strategy shall be preserved for two (2) years after the 

contract is signed. 
 
b. Meetings closed to discuss security matters shall be preserved for at least four (4) years. 
 
c. Meetings closed to discuss the purchase or sale of property shall be preserved for at least eight (8) years 

after the date of the meeting. 
 
d. All other closed meetings shall be preserved by SSC for at least three (3) years after the date of the 

meeting. 
 
e. Following the expiration of the above time periods, recordings of closed meetings shall be maintained as 

set forth in SSC’s Records Retention Schedule.  
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Recordings of closed meetings shall be classified by SSC as protected non-public data that is not accessible by 
the public or any subject of the data, with the following exceptions: 
 
a. Recordings of labor negotiations strategy meetings shall be classified as public data and made available to 

the public after all labor contracts are signed by SSCfor the current budget period. 
 

b. Recordings of meetings related to the purchase or sale of property shall be classified as public data and 
made available to the public after all real or personal property discussed at the meeting has been 
purchased or sold or SSC has abandoned the purchase or sale. 
 

c. Recordings of any other closed meetings shall be classified and/or released as required by court order. 
 
Recordings of closed meetings shall be maintained separately from recordings of open meetings, to the extent 
recordings of open meetings are maintained by SSC, with the exception of recordings that have been classified 
as public data as set forth in Section III.B.3. above.  Recordings of closed meetings classified as non-public data 
also shall be maintained in a secure location, separate from recordings classified as public data. 
 
Recordings of closed meetings shall be maintained in a manner to easily identify the data classification of the 
recording.  The recordings shall be identified with at least the following information: 
 
a. The date of the closed meeting; 

 
b. The basis upon which the meeting was closed (i.e.: labor negotiations strategy, purchase or sale of real 

property, educational data, etc.); and 
 

c. The classification of the data. 
 
Recordings of closed meetings related to labor negotiations strategy and the purchase or sale of property shall 
be maintained and monitored in a manner that reclassifies the recording as public upon the occurrence of an 
event reclassifying that data as set forth in Section III.B.3. above. 
 
Publication of Official Proceedings.  The Board shall cause its official proceedings to be published once in the 
official newspaper of SSC within thirty (30) days of the meeting at which the proceedings occurred; however, if 
the Board conducts regular meetings not more than once every thirty (30) days, the Board need not publish 
the minutes until ten (10) days after they have been approved by the Board. 
 
The proceedings to be published shall be sufficiently full to fairly set forth the proceedings.  They must include 
the substance of all official actions taken by the Board at any regular or special meeting, and at minimum must 
include the subject matter of a motion, the persons making and seconding the motion, a listing of how each 
member present voted on the motion, the character of resolutions offered including a brief description of 
their subject matter and whether adopted or defeated.  The minutes and permanent records of the Board may 
include more detail than is required to be published with the official proceedings.  If the proceedings have not 
yet been approved by the Board, the proceedings to be published may reflect that fact. 
 

The proceedings to be published may be a summary of the essential elements of the proceedings, and/or of 
resolutions and other official actions of the Board.  Such a summary shall be written in a clear and coherent 
manner and shall, to the extent possible, avoid the use of technical or legal terms not generally familiar to the 
public.  When a summary is published, the publication shall clearly indicate that the published material is only 
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a summary and that the full text is available for public inspection at the administrative offices of SSC and that 
a copy of the proceedings, other than attachments to the minutes, is available without cost at the offices of 
SSC or by means of standard or electronic mail. 

205 Open Meetings and Closed Meetings  
The Board of Directors embraces the philosophy of integrity and sound stewardship of the public trust, in the 
belief that transparency produces better programs, more efficiency in administration of programs, and an 
organization more responsive to public interest and less susceptible to private interest.   The Board of 
Directors shall conduct its business under a presumption of openness.  At the same time, the Board of 
Directors recognizes and respects the privacy rights of individuals as provided by law.  The Board of Directors 
also recognizes that there are certain exceptions to the Minnesota Open Meeting Law as recognized in statute 
where it has been determined that, in limited circumstances, the public interest is best served by closing a 
meeting of the Board of Directors. 
 
The purpose of this policy is to provide guidelines to assure the rights of the public to be present at Board of 
Directors meetings, while also protecting the individual’s rights to privacy under law, and to close meetings 
when the public interest so requires as recognized by law. 
 
General Policy.  Except as otherwise expressly provided by statute, all meetings of the Board of Directors, 
including executive sessions, shall be open to the public.  Meetings shall be closed only when expressly 
authorized by law. 
 
Definition.  “Meeting” means a gathering of at least a quorum or more members of the Board of Directors, or 
quorum of a committee or subcommittee of Board of Directors members, at which members discuss, decide, 
or receive information as a group on issues relating to the official business of the Board of Directors.  The term 
does not include a chance or social gathering or the use of social media by members of a public body so long 
as the social media use is limited to exchanges with all members of the general public.  For purposes of the 
Open Meeting Law, social media does not include e-mail.    
 
Procedures  
 
Regular Meetings.  A schedule of the regular meetings of the Board of Directors shall be kept on file at its 
primary offices.  If the Board of Directors decides to hold a regular meeting at a time or place different from 
the time or place stated in its schedule, it shall give the same notice of the meeting as for a special meeting. 
 
Special Meetings 
a. The Board of Directors shall post written notice of the date, time, place, and purpose of special meeting 

on the principal bulletin board of SSC or on the door of the Board of Directors’ usual meeting room if 
there is no principal bulletin board.  The Board of Directors’ actions at the special meeting are limited to 
those topics included in the notice. 

 
b. The notice shall be mailed or otherwise delivered to each person who has filed a written request for 

notice of special meeting. 
 

c. Notices shall be posted and mailed or delivered at least three days before the date of the meeting.  As an 
alternative to mailing or otherwise delivering notice to persons who have filed a written request, the 
Board of Directors may publish the notice once, at least three days before the meeting, in the official 
newspaper of SSC or, if none, in a qualified newspaper of general circulation within the area of SSC. 
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d. A person filing a request for notice of special meetings may limit the request to particular subjects, in 

which case the Board of Directors is required to send notice to the requesting individual.  
 

e. The Board of Directors will establish an expiration date on requests for notice of special meetings and 
require refiling once each year.  Not more than 60 days before the expiration date of request for notice, 
the Board of Directors shall send notice of the refiling requirement to each person who filed during the 
preceding year. 

 
Emergency Meetings 
a. An emergency meeting is a special meeting called because of circumstances that, in the judgment of the 

Board of Directors, require immediate consideration. 
 
b. If matters not directly related to the emergency are discussed or acted upon, the minutes of the meeting 

shall include a specific description of those matters. 
 

c. The Board of Directors shall make good faith efforts to provide notice of the emergency meeting to each 
news medium that has filed a written request for notice if the request includes the news medium’s 
telephone number. 
 

d. Notice of the emergency meeting shall be given by telephone or any other method used to notify the 
members of the Board of Directors. 
 

e. Notice shall be provided to each news medium which has filed a written request for notice as soon as 
reasonably practicable after notice has been given to the Board of Directors members. 
 

f. Notice shall include the subject of the meeting. 
 

g. Posted or published notice of an emergency meeting shall not be required. 
 

h. The notice requirements for an emergency meeting as set forth in this policy shall supersede any other 
statutory notice requirement for a special meeting that is an emergency meeting. 

 
Recessed or Continued Meetings.  If a meeting is a recessed or continued session of a previous meeting, and 
the time and place of the meeting was established during the previous meeting and recorded in the minutes 
of that meeting, then no further published or mailed notice is necessary. 
 
Closed Meetings.  The notice requirements of the Minnesota Open Meeting Law apply to closed meetings.   
Policies and procedures relating to closed meetings are outlined below. 
 
Actual Notice.  If a person receives actual notice of a meeting of the Board of Directors at least 24 hours 
before the meeting, all notice requirements are satisfied with respect to that person, regardless of the 
method of receipt of notice. 
 
Health Pandemic or Declared Emergency.  In the event of a health pandemic or an emergency declared under 
Minn. Stat. Ch. 12, a meeting may be conducted by telephone or other electronic means in compliance with 
Minn. Stat. § 13D.021. 
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Votes.  The votes of Board of Directors members shall be recorded in a journal kept for that purpose, and the 
journal shall be available to the public during all normal business hours at the administrative offices of SSC. 
 
Written Materials.  In any open meeting, a copy of any printed materials, including electronic 
communications, relating to the agenda items prepared or distributed by the Board of Directors or its 
employees and distributed to or available to all Board of Directors members shall be available in the meeting 
room for inspection by the public while the Board of Directors considers their subject matter.  This provision 
does not apply to materials not classified by law as public, or to materials relating to the agenda items of a 
closed meeting. 
 
Data.  Meetings may not be closed merely because the data to be discussed are not public data.  Data that are 
not public data may be discussed at an open meeting if the disclosure relates to a matter within the scope of 
the Board of Directors’ authority and is reasonably necessary to conduct the business or agenda item before 
the Board of Directors.  Data discussed at an open meeting retain the data’s original classification; however, a 
record of the meeting, regardless of form, shall be public. 
 
Closed Meetings 
 
Procedures for Closing a Meeting.  The Board of Directors shall provide notice of a closed meeting just as for 
an open meeting.  A Board of Directors meeting may be closed only after a majority vote at a public meeting.  
Before closing a meeting, the Board of Directors shall state on the record the specific authority permitting the 
meeting to be closed and shall describe the subject to be discussed. 
 
Labor Negotiations Strategy 
a. The Board of Directors may, by a majority vote in a public meeting, decide to hold a closed meeting to 

consider strategy for labor negotiations, including negotiation strategies or developments or discussion 
and review of labor negotiation proposals. 

b. The time and place of the closed meeting shall be announced at the public meeting.  A written roll of 
Board of Directors members and all other persons present at the closed meeting shall be made available 
to the public after the closed meeting.  The proceedings shall be tape recorded, and the tape recording 
shall be preserved for two years after the contract discussed at the meeting is signed.  The recording shall 
be made available to the public after all labor contracts are signed by the Board of Directors for the 
current budget period. 

 
Sessions Closed by Bureau of Mediation Services.  All negotiations, mediation sessions, and hearings between 
the Board of Directors and its employees or their respective representatives are public meetings. These 
meetings may be closed only by the Commissioner of the Bureau of Mediation Services (BMS). The use of 
recording devices, stenographic records, or other recording methods is prohibited in mediation meetings 
closed by the BMS. 
 
Preliminary Consideration of Charges.  The Board of Directors shall close one or more meetings for 
preliminary consideration of allegations or charges against an individual subject to its authority.  If the Board 
of Directors members conclude that discipline of any nature may be warranted as a result of those specific 
charges or allegations, further meetings or hearings relating to those specific charges or allegations held after 
that conclusion is reached must be open.  A meeting must also be open at the request of the individual who is 
the subject of the meeting.  A closed meeting must be electronically recorded at the expense of SSC, and the 
recording must be preserved for at least three years after the date of the meeting.  The recording is not 
available to the public. 
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Performance Evaluations.  The Board of Directors may close a meeting to evaluate the performance of an 
individual who is subject to its authority.  The Board of Directors shall identify the individual to be evaluated 
prior to closing a meeting.  At its next open meeting, the Board of Directors shall summarize its conclusions 
regarding the evaluation.  A meeting must be open at the request of the individual who is the subject of the 
meeting.  A closed meeting must be electronically recorded at the expense of SSC, and the recording must be 
preserved for at least three years after the date of the meeting.  The recording is not available to the public. 
 
Attorney-Client Meeting.  A meeting may be closed if permitted by the attorney-client privilege.  Attorney-
client privilege applies when litigation is imminent or threatened, or when the Board of Directors needs advice 
above the level of general legal advice, i.e., regarding specific acts and their legal consequences.  A meeting 
may be closed to seek legal advice concerning litigation strategy, but the mere threat that litigation might be a 
consequence of deciding a matter one way or another does not, by itself, justify closing the meeting.  The 
motion to close the meeting must specifically describe the matter to be discussed at the closed meeting, 
subject to relevant privacy and confidentiality considerations under state and federal law.  The law does not 
require that such a meeting be recorded. 
 
Dismissal Hearing 
a. A hearing on the dismissal of a licensed teacher shall be public or private at the teacher’s discretion.  A 

hearing regarding placement of teachers on unrequested leave of absence shall be public. 
 

b. To the extent a teacher or student dismissal hearing is held before the Board of Directors and is closed, 
the closed meeting must be electronically recorded at the expense of SSC, and the recording must be 
preserved for at least three years after the date of the meeting.  The recording is not available to the 
public. 

 
Meetings to Discuss Certain Not Public Data.  Any portion of a meeting must be closed if the following types 
of data are discussed: 
a. data that would identify alleged victims or reporters of criminal sexual conduct, domestic abuse, or 

maltreatment of minors or vulnerable adults; 
 

b. active investigative data collected or created by a law enforcement agency; 
 

c. educational data, health data, medical data, welfare data, or mental health data that are not public data; 
or 
 

d. an individual’s personal medical records. 
 

e. A closed meeting must be electronically recorded at the expense of SSC, and the recording must be 
preserved for at least three years after the date of the meeting.  The recording is not available to the 
public. 

 
Purchase and Sale of Property.   The Board of Directors may close a meeting: 
(1) to determine the asking price for real or personal property to be sold by SSC; 
 
(2) to review confidential or nonpublic appraisal data; and 
 
(3) to develop or consider offers or counteroffers for the purchase or sale of real or personal property. 
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Before closing the meeting, the Board of Directors must identify on the record the particular real or personal 
property that is the subject of the closed meeting.  The closed meeting must be tape recorded at the expense 
of SSC.  The tape must be preserved for eight years after the date of the meeting and be made available to the 
public after all real or personal property discussed at the meeting has been purchased or sold or the Board of 
Directors has abandoned the purchase or sale.  The real or personal property that is the subject of the closed 
meeting must be specifically identified on the tape.  A list of Board of Directors members and all other persons 
present at the closed meeting must be made available to the public after the closed meeting.  An agreement 
reached that is based on an offer considered at a closed meeting is contingent on its approval by the Board of 
Directors at an open meeting.  The actual purchase or sale must be approved at an open meeting and the 
purchase price or sale price is public data. 
 
Security Matters.  The Board of Directors may close a meeting to receive security briefings and reports, to 
discuss issues related to security systems, to discuss emergency response procedures, and to discuss security 
deficiencies in or recommendations regarding public services, infrastructure, and facilities, if disclosure of the 
information discussed would pose a danger to public safety or compromise security procedures or responses. 
 
Financial issues related to security matters must be discussed and all related financial decisions must be made 
at an open meeting. 
 
Before closing a meeting, the Board of Directors must refer to the facilities, systems, procedures, services, or 
infrastructures to be considered during the closed meeting.  The closed meeting must be tape recorded at the 
expense of SSC and the recording must be preserved for at least four years. 
 
Other Meetings.  Other meetings shall be closed as provided by law, except as provided above.  A closed 
meeting must be electronically recorded at the expense of SSC, and the recording must be preserved for at 
least three years after the date of the meeting.  The recording is not available to the public. 

206 Conducting Board Business Using Distance Technology 
The SSC Board of Directors may conduct meetings via distance technology with the following conditions: 
(1) All members of the Board participating in the meeting, wherever their physical location, can hear and see 

one another and can hear and see all discussion and testimony presented at any location at which at least 
one member is present; 

Members of the public present at the regular meeting location of the body can hear and see all discussion and 
testimony and all votes of members of the body; 

 
(2) The regular meeting location is accessible to the public. 
 
Quorum.  Each member of a body participating in a meeting by electronic means is considered present at the 
meeting for purposes of determining a quorum and participating in all proceedings. 
 
Monitoring from remote site; costs.  If interactive television is used to conduct a meeting, to the extent 
practical, the Board will allow a person to monitor the meeting electronically from a remote location. The 
Board may require the person making such a connection to pay for documented marginal costs that the public 
body incurs as a result of the additional connection.  If a Board member participates via distance technology, 
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no travel or other expense reimbursement is made, but the Board member is considered present and receives 
a meeting stipend. 
 
Notice of regular and all member sites.  If interactive television is used to conduct a regular, special, or 
emergency meeting, the Board shall provide notice of the regular meeting location and notice of any site 
where a member of the Board will be participating in the meeting by interactive television. The timing and 
method of providing notice must follow Minnesota law on open meetings. 

207 Permitted Use of Electronic Voting System 

The election of the SSC Board of Directors is an appointment by designated eligible voters within the SSC member 
organizations.  Therefore, SSC may employ an electronic voting system and is not subject to 2014 Minnesota 
Statute 206.80. 

208 Strategic Planning 

Southeast Service Cooperative will implement an ongoing strategic planning process for the review of operations, 
policy, programs and services.  The Executive Director and designated staff will determine the framework for 
the planning process.  The planning process will involve Board Members, staff, and representatives of the 
membership. Planning will address future program development, evaluate existing programs and services, and 
focus on organizational planning in areas of operations (e.g, finance, technology, facilities, human resources, 
other resources), membership, and services. Pursuant to Minnesota Statute, SSC will publish an annual plan 
and an annual report. 

209 Ethics 
It is the policy of Southeast Service Cooperative (SSC) that its employees and board members uphold the 
highest standards of ethical, professional behavior. The following ethics are representative of SSC’s 
philosophy: 
 
1. Hold paramount the safety, health and welfare of the public in the performance of professional duties. 

2. Act in such a manner as to uphold and enhance personal and professional honor, integrity and the dignity 
of the profession. 

3. Treat with respect and consideration all persons, regardless of race, religion, gender, sexual orientation, 
maternity, marital or family status, disability, age or national origin. 

4. Engage in carrying out SSC’s mission in a professional manner. 

5. Collaborate with and support other professionals in carrying out SSC’s mission. 

6. Build professional reputations on the merit of services and refrain from competing unfairly with others. 

7. Recognize that the chief function of SSC at all times is to serve the best interests of its constituency. 

8. Accept as a personal duty the responsibility to keep up to date on emerging issues and to conduct 
ourselves with professional competence, fairness, impartiality, efficiency, and effectiveness. 

9. Respect the structure and responsibilities of the board of directors, provide them with facts and advice as 
a basis for their making policy decisions, and uphold and implement policies adopted by the board of 
directors. 

10. Keep the community and members informed about issues affecting them. 
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11. Conduct organizational and operational duties with positive leadership exemplified by open 
communication, creativity, dedication, and compassion. 

12. Exercise whatever discretionary authority we have under the law to carry out the mission of the 
organization. 

13. Serve with respect, concern, courtesy, and responsiveness in carrying out SSC’s mission. 

14. Demonstrate the highest standards of personal integrity, truthfulness, honesty, and fortitude in all 
activities in order to inspire confidence and trust in such activities. 

15. Avoid any interest or activity that is in conflict with the conduct of our official duties. 

16. Complies with Minnesota Statute and SSC policies regarding conflict of interest, restrictions on 
compensation, and receipt of gifts offered in relation to the conduct of SSC business. 

17. Respect and protect privileged information to which we have access in the course of our official duties. 

18. Strive for personal and professional excellence and encourage the professional developments of others. 

SSC staff and officials are subject to Minnesota Statute 609.456, Subdivision 1, Reporting to State Auditor 
Required, which provides that if a public employee or public officer of a political subdivision discovers 
evidence of theft, embezzlement, unlawful use of public funds or property, or misuse of public funds by any 
person authorized to expend public funds, the employee or officer must promptly report to law enforcement 
and promptly report in writing to the state auditor a detailed description of the alleged incident.  The 
employee or official must provide data or information related to the alleged incident or incidents to the state 
auditor and law enforcement, including data classified as not public. 

210 Conflict of Interest and Confidentiality 
The best interests of SSC are expected to be foremost in the minds of employees and Board Members as they 
perform their job duties.  The SSC Board of Directors recognizes and respects the individual employee’s right 
to engage in work activities outside his or her employment. However, the Board of Directors extend authority 
to the Executive Director to reserve the right to determine when an employee’s outside activities create a 
conflict with SSC’s interests and to take needed action to resolve the conflict, up to and including discharge.  It 
is inappropriate to seek any other economic gain by virtue of being an SSC employee. Employees should not 
engage in any outside occupation, employment or business that could hinder the impartial, objective and 
efficient performance of their duties with SSC or that competes with services offered by SSC. 
 
Board members, employees, and contracted associates are obligated to divulge to the Executive Director 
knowledge of, suspicion of, and complete factual information about potential or existing conflict of interest by 
themselves or other Board members, employees, and contracted associates. 
 
Violation of this policy may result in disciplinary actions, up to and including termination of employment or 
removal from the Board of Directors. 
 
Legal Requirements. No employee or Board Member will do anything in the conduct of business that violates 
federal, state or local law, regulation or ordinance.  Advice given to clients regarding actions which they may 
take must conform to appropriate legal and regulatory practices and procedures. 
 
Confidentiality. SSC employees and Board Members are entrusted with information about SSC business 
activities, plans, finances and property.  SSC develops programs and services that require confidentiality and a 
loss of revenues to SSC may result if confidential information is divulged by staff or Board members. Use of the 
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information that damages or conflicts with SSC interests is prohibited.  Employees and Board Members may 
not disclose to third parties any inside or business information regarding SSC, clients or any company with 
which SSC conducts business.  Should there be any question as to whether certain information is confidential; 
employees and Board Members should consult the Executive Director or a designated supervisor.  
 
To limit the potential for important information being used improperly, employees and Board Members 
should consider whether other individuals, including co-workers, need to know the information.  No person 
affiliated with SSC may directly or indirectly affect business transactions on the basis of such inside 
information. SSC employees and Board Members have a duty of loyalty to SSC not to disclose any trade 
secrets or proprietary information. The State of Minnesota allows an employer to access the court for relief by 
a payment of damages or by prohibiting a former employee from using SSC’s proprietary information.  Based 
on the employee’s specific duties, SSC may require an agreement not to disclose trade secrets or confidential 
information during or after his/her employment.  
 
The SSC Board expects employees and Board Members to use good professional judgment if referencing 
clients in the context of casual conversation. For those who are familiar with the nature of SSC's work, 
identifying a name can result in inappropriate and inaccurate conclusions.  
 
In addition to maintaining and respecting the confidentiality of SSC clients, it is required that the same respect 
be given to fellow employees and Board Members.    
 
Intellectual Property. SSC dedicates time, effort and other resources into developing programs and services. 
Examples of proprietary intellectual property include documents, publications, programs, programs, protocols, 
and methods of conducting and delivering services.  Therefore, copyrighted documents, detailed information 
and data relating to bidding, information about implementing programs or the manner in which specific issues 
are addressed are to be kept confidential to the extent that it does not interfere with an employee’s ability to 
execute the program.  These processes and other efforts that SSC has invested resources to create are 
considered intellectual property of SSC.   
 
Policy Specific to Employees 
Other Employment. It may be a conflict of interest for an employee to accept simultaneous employment with 
another company or to enter into an independent consulting arrangement, especially if the other party is a 
competitor with or supplier to SSC.   A conflict may also arise if the hours of the second job or consultant 
contract conflict with SSC work hours, schedule, and performance expectations.  Employees shall not have a 
separate business relationship with SSC’s clients, suppliers, consultants or contractors without prior approval 
by the Executive Director. 
 
Outside Businesses. SSC employees are prohibited from establishing or maintaining an outside business 
relationship with a company that is a competitor of SSC, supplies material or equipment to SSC, provides a 
service to or under the direction of SSC, or is a client of SSC.  This includes commission arrangements, fees, 
royalties, stock ownership, property interests, or payment of any kind without prior approval by the Executive 
Director. 
 
Policy Specific to Board Members 
A Board member who is authorized to take part in any manner in making any sale, lease, or contract in his or 
her official capacity shall not voluntarily have a personal financial interest in that sale, lease, or contract or 
personally benefit financially therefrom. In the following circumstances, however, the Board may as an 
exception, by unanimous vote, contract for goods or services with an SSC Board member: 
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1. In the designation of a bank or savings association, in which a board member is interested, as an 

authorized depository for school district funds and as a source of borrowing, provided such deposited 
funds are protected in accordance with Minn. Stat. Ch. 118A.   

2. The designation of an official newspaper, or publication of official matters therein, in which the school 
board member is interested 

3. A contract with a cooperative association of which the school board member is a shareholder or 
stockholder but not an officer or manager; 

4. A contract for which competitive bids are not required by law. The  SSC Board must authorize the contract 
in advance of its performance by adopting a resolution setting out the essential facts and determining that 
the contract price is as low as or lower than the price at which the goods or services could be obtained 
elsewhere.  Essential facts include: the name of the school board member and the office held; an 
itemization of the goods or services furnished; contract price; reasonable value; the interest of the school 
board member in the contract; and hat to the best of the school board member’s knowledge and belief, 
the contract price is as low as, or lower than, the price at which the goods or services could be obtained 
from other sources. 

5. A Board member may contract with SSC to provide construction materials or services, or both, when the 
sealed bid process is used.   

6. A Board member may rent space at SSC or Wood Lake Meeting Center at a rate commensurate with that 
paid by SSC member organizations. 

In the following circumstances, the SSC Board of Directors may as an exception, by majority vote at a meeting 
where all Board members are present, contract for services with an SSC Board member:   A Board member 
may be newly employed or may continue to be employed by SSC as an employee where there is a reasonable 
expectation on July 1, or at the time the contract is entered into or extended, that the amount to be earned by 
that Board member under that contract or employment relationship, will not exceed $8,000 in that fiscal year.  
If the Board member does not receive majority approval to be initially employed or to continue in 
employment at a meeting where all Board members are present, that employment must be immediately 
terminated and that Board member will have no further rights to employment while serving as a Board 
member of SSC. 

213 Board of Directors Committees 
It is the policy of the SSC Board to designate board committees or subcommittees when it is determined that a 
committee process facilitates the mission of the Board. The Board has determined that certain permanent 
standing committees, as described in this policy, do facilitate the operation of the Board and SSC.  A 
committee or subcommittee is advisory in nature and has only such authority as specified by the Board. The 
Board will receive reports or recommendations from a committee or subcommittee for consideration.  The 
Board, however, retains the right and has the duty to make all final decisions related to such reports or 
recommendations. The Board also may establish such ad hoc committees for specific purposes as it deems 
appropriate.  The Board reserves the right to limit, create or abolish any standing or ad hoc committee as it 
deems appropriate.  A committee of the Board shall not appoint a subcommittee of that committee without 
approval of the Board. 
 
Appointment of Committees.  The Board hereby appoints the following standing committees: 

● Finance 
● Policies/ByLaws 
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● Personnel 
 

An ad doc Canvassing Committee will be established each election year prior to counting of ballots. 
 
The Board chair shall appoint the members of each standing or ad hoc committee and designate the chair 
thereof.  The Executive Director or his/her designee will serve as an ex-officio member of each Board 
committee. 
 
Procedures for SSC Board of Directors Committees.  All meetings of committees or subcommittees shall be 
open to the public in compliance with the Open Meeting Law, and notice shall be given as prescribed by law.  
A committee or subcommittee shall act only within the guidelines and mission established for that committee 
or subcommittee by the Board.  Actions of a committee or subcommittee shall be by majority vote and be 
consistent with the governing rules of the Board.  The committee or subcommittee shall designate a secretary 
who will record the minutes of actions of the Board committee.  The power of a committee or subcommittee 
of the Board is advisory only and is limited to making recommendations to the Board.  A committee or 
subcommittee of the Board shall, when appropriate, clarify in any dealings with the public that its powers are 
only advisory to the Board. 

214 Board Per Diems, Stipends, and Travel 
Each elected Board member of the Southeast Service Cooperative Board of Directors will be paid a stipend for 
each meeting attended plus mileage reimbursement at the current IRS recommended rate.  Administrators 
Advisory Committee (AAC) members will be paid stipends for attendance at Board meetings, Board 
Committee meetings, and other meetings at which they are requested to represent SSC.  AAC members will 
also be paid mileage to all AAC and Board meetings attended at the current IRS recommended mileage 
reimbursement rate. Mileage reimbursement to the Board and its committees and the AAC will be paid 
quarterly. Board and AAC Members are not employees of Southeast Service Cooperative; thus stipends may 
be paid quarterly or semi-annually and will be reported on 1099 forms.   
 
The Board officers (Chair, Vice-Chair, Treasurer, Clerk) will be paid an additional annual stipend in recognition 
of their service as officers. The amount of said stipend will be established each year with adoption of the 
annual budget. 
 
Out-of-State Travel. Service Cooperative board members have an obligation to become informed on the 
proper duties and functions of a board member, to become familiar with issues that may affect the Service 
Cooperative, to acquire a basic understanding of Service Cooperative finance and budgeting, and to acquire 
sufficient knowledge to comply with federal, state and local laws, rules, regulations and Service Cooperative 
policies that relate to their functions as board members. Occasionally, it may be appropriate for board 
members to travel out of state to fulfill their obligations. Travel to regional, state, or national meetings of the 
Association of Education Service Agencies or other national organizations with which SSC is a member may 
fulfill learning needs of board members. Travel to other out-of-state meetings for which a board member 
intends to seek reimbursement from SSC should be pre-approved by the board. 
 
Reimbursable Expenses. Expenses to be reimbursed may include transportation, meals, lodging, registration 
fees, required materials, parking fees, tips, and other reasonable and necessary related expenses. Requests for 
reimbursement must be itemized on the official SSC travel voucher form and are to be submitted to the 
designated administrator.  Receipts for lodging, commercial transportation, registration, and other reasonable 
and necessary expenses must be attached to the reimbursement form. 
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Automobile travel shall be reimbursed at the IRS recommended mileage reimbursement rate.  Commercial 
transportation shall reflect economy fares and shall be reimbursed only for the actual cost of the trip. 
Amounts to be reimbursed shall be within the Service Cooperative’s approved budget allocations, including 
attendance at workshops and conventions. The Executive Director shall develop a schedule of reimbursement 
rates for Service Cooperative business expenses, including those expenses requiring advance approval and 
specific rates of reimbursement.  The executive director shall also develop directives and guidelines to address 
methods and times for submission of requests for reimbursement. 
 

ADMINISTRATION 

303 Succession Planning Policy   
The SSC Board of Directors is committed to 1) ensuring continuity and high quality of operations and services, 
2) compliance with statutory requirements, and 3) a comprehensive succession plan that supports workforce 
development and retaining highly productive, fulfilled employees. 
 
A change in executive leadership, as well as other critical positions, is inevitable and can present unique 
challenges. Southeast Service Cooperative will maintain a succession planning process that prepares the 
organization for changes in leadership and other critical positions to ensure the stability and accountability of 
SSC while successors are sought and secured.  
 
Executive Director Succession Planning:  It is the responsibility of the SSC Board of Directors to assess long 
term leadership needs to help ensure the selection of a qualified and capable leader who is a good fit for the 
SSC’s mission, vision, values, goals and objectives, and who has the necessary skills to lead and manage SSC.  
The Board of Directors shall be responsible for implementing a succession planning process relating to the 
Executive Director position.  This process will be reviewed and revised as needed by the SSC Board Personnel 
Committee when an Executive Director transition is anticipated. Copies of a recommended process will be 
held by the Board Chair, the Board Clerk, and the Executive Director. 
 
Critical Positions Succession Planning:  The Executive Director and administrative staff are responsible for 
implementing a process relating to all other critical positions.  The process and data will be reviewed and 
updated annually by the Executive Director and administrative staff to ensure it is current and accurate.  
 
The Succession Planning Process is attached to these policies as Appendix A.  

304 Executive Director Performance Appraisal 
The SSC Board of Directors will conduct a performance appraisal for the Executive Director each year.  The 
Board Chair will establish procedures for this review with the Executive Director. 

305 Policy Management 
The Executive Director of Southeast Service Cooperative, as the chief executive officer of the Board of 
Directors, is charged with the responsibility of administering the personnel policies of the Board and shall 
organize the personnel function and develop procedures for the implementation of these policies.  A 
reference copy is available at all times upon request from the administrator in charge of personnel.  The Board 
of Directors will be kept apprised of employment actions and may ratify or overturn employment decisions 
made by the Executive Director relating to hiring, promoting, and termination of employment. A Board 
Personnel Committee will represent the Board of Directors in assisting the Executive Director with personnel 
decisions as deemed necessary by the Executive Director or upon direction from Board of Directors. 
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PERSONNEL POLICIES 

401 Equal Employment Opportunity 
The purpose of this policy is to provide equal employment opportunity for all applicants for Service 
Cooperative employment and Service Cooperative employees. 
 
General Statement of Policy 

A. It is the Service Cooperative’s policy to provide equal employment opportunity for all applicants 
and employees.  The Service Cooperative does not unlawfully discriminate on the basis of race, color, 
creed, religion, national origin, sex, marital status, status with regard to public assistance, disability, 
sexual orientation, age, familial status, or veteran status. The Service Cooperative also makes reasonable 
accommodations for disabled employees. 
 
B. The Service Cooperative prohibits the harassment of any individual for any of the categories 
listed above.  For information about the types of conduct that constitute impermissible harassment and 
the Service Cooperative’s internal procedures for addressing complaints of harassment, please refer to 
the Service Cooperative’s policy on harassment and violence. 
 
C. This policy applies to all areas of employment including hiring, discharge, promotion, 
compensation, facilities or privileges of employment. 
 
D. It is the responsibility of every Service Cooperative employee to follow this policy. 
 
E. Any person having any questions regarding this policy should discuss it with the Executive 
Director or designated Human Resource Manager. 

402 Disability Nondiscrimination 
The purpose of this policy is to provide a fair employment setting for all persons and to comply with state and 
federal law. 
General Statement of Policy 

A. The Service Cooperative shall not discriminate against qualified individuals with disabilities 
because of the disabilities of such individuals in regard to job application procedures, hiring, 
advancement, discharge, compensation, job training, and other terms, conditions, and privileges of 
employment. 
 
B. The Service Cooperative shall not engage in contractual or other arrangements that have the 
effect of subjecting its qualified applicants or employees with disabilities to discrimination on the basis of 
disability.  The Service Cooperative shall not exclude or otherwise deny equal jobs or job benefits to a 
qualified individual because of the known disability of an individual with whom the qualified individual is 
known to have a relationship or association. 
 
C. The Service Cooperative shall make reasonable accommodations for the known physical or 
mental limitations of an otherwise qualified individual with a disability who is an applicant or employee, 
unless the accommodation would impose undue hardship on the operation of the business of the Service 
Cooperative. 
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D. Any job applicant or employee wishing to discuss the need for a reasonable accommodation, or 
other matters related to a disability or the enforcement and application of this policy, should contact the 
Executive Director or designated Human Resource Manager.  This individual is the Service Cooperative’s 
appointed ADA/Section 504 coordinator. 

403  Discipline, Suspension, and Termination of Employees 
All employees are employed at will.  SSC employs individuals with the intention that each staff member will 
remain a trusted and long-term employee of SSC.  However, SSC may dismiss employees at anytime, with or 
without a reason, in compliance with applicable laws.  SSC cannot and does not guarantee the continued 
employment nor the promotion of any employee.  No official is authorized to make a promise of continued 
employment or promotion except in a legal, written employment contract. 
 
Employees who resign must give written notice to their manager and the Executive Director as far in advance 
as possible in order to allow for satisfactory replacement. Minimum notice for all employees is two weeks. 
Each employee will be paid for work performed during the notice period.  Additionally, any unused benefit 
time that has accumulated in accordance with the benefit policy will be paid provided all separation 
procedures have been completed properly, as well as the completion of probationary period.  
 
Prior to leaving SSC employment, it is required that all individuals return all equipment and materials owned 
by SSC to an SSC administrator. 
 
Staff members who leave SSC may be requested to participate in an exit interview. 
 
Discipline  
The purpose of this policy is to achieve the effective operation of SSC’s programs through the cooperation of 
all employees under a system of fair and equitably applied policies and rules applied fairly and uniformly. 
Nothing in this section is intended to abrogate management rights and the employment at will status of any 
SSC employee.  
 
The decision to impose discipline and the level of discipline is solely at the discretion of the SSC 
administration.  
 
Discipline Guidelines.  Discipline may range from an oral reprimand to termination of employment depending 
upon factors such as the nature of the violation, whether the violation was negligent or intentional and willful, 
and whether the employee has been the subject of prior disciplinary action of for the same or a similar 
violation. Generally discipline will be imposed in a progressive manner along with coaching and performance 
improvement plans.  Employees may be subject to discipline for: 
 

1. SSC policies and  
2. Directives and job requirements imposed by administration and/or the employee’s supervisor.  
 

Standards of Conduct.  The ethical SSC employee accepts the responsibility that his or her mission is that of 
service and stewardship to members and clients.  The ethical SSC employee is expected to:   

● Observe policies and standards of SSC and/or directives and orders of supervisors and any other act of 
an insubordinate nature; 

● Properly administer the affairs of SSC by conducting and performing the duties of employee’s position 
the office diligently and promptly.  
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● Promote decisions which only benefit SSC. 
● Actively promote member and public confidence in SSC. 
● Keep safe all funds and other properties of SSC. 
● Evaluate all decisions so that the best service or product is obtained at a minimal cost without 

sacrificing quality and fiscal responsibility. 
● Maintain a positive image to pass member and public scrutiny. 
● Inject the prestige of the office into everyday dealings with the public employees and associates. 
● Maintain a respectful attitude toward all their work colleagues, SSC administration, members of the 

public, SSC members and other agencies. 
● Effectively and efficiently work with governmental agencies, political subdivisions and other 

organizations in order to further member and SSC interest. 
● Faithfully comply with all laws, regulations and policies applicable to SSC. 

 
The ethical SSC employee and official should not: 

● Engage in outside interests that are not compatible with the impartial and objective performance of his 
or her duties. 

● Improperly influence or attempt to influence other employees to act for his or her benefit. 
● Accept anything of value from any source which is offered to influence his or her action.  

 
Disciplinary action may include the following: 
1. oral warning; 
2. written reprimand; 
3. suspension without pay; 
4. demotion; and 
5. termination of employment. 
 
Procedures for Administering Policy.  In an instance where any form of discipline is imposed, the employee’s 
supervisor will: 
 
Coaching Guidelines. 
1. Advise the employee of any inadequacy, deficiency or conduct either orally or in writing.  If given orally, 

the supervisor will document that an oral warning was given to the employee specifying the date, time and 
nature of the oral warning. 
 

2. Provide directives to the employee to correct the conduct or performance.  Specify the expected level of 
performance or modification of conduct to be required from the employee. 

 
3. Forward written documentation to the Director or other administrator in charge of personnel for filing in 

the employee’s personnel file. 
 

4. Allow a reasonable period of time, when appropriate, for the employee to correct or remediate the 
performance or conduct. 

 
Southeast Service Cooperative retains the right to discipline, terminate or discharge an employee, subject to 
law.   
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404 Background Checks:  Applicants, Independent Contractors, Volunteers 
Background checks will be conducted on all job applicants applying for sensitive positions. These include 
positions involving security and financial responsibilities, as well as other positions determined by SSC to be 
sensitive. SSC may apply these procedures to volunteers, independent contractors, and interns as though they 
are applicants for employment. The SSC administrative team, along with appropriate management staff, will 
be primarily responsible for the background check process.   
 
SSC shall require that applicants who receive an offer of employment submit to a background check.  The offer 
of employment shall be conditioned upon a determination by the SSC that an applicant’s background does not 
preclude the applicant from employment with SSC. SSC will provide a consent form for applicants to sign 
which authorizes SSC to conduct background checks. 
 
SSC will use a third-party agency to conduct the background checks to verify the accuracy of the information 
provided by the applicant during the selection process. Information collected by the agency includes past 
employment, education, character, finances and reputation.  
 
SSC will ensure that all background checks are conducted in compliance with all applicable federal and state 
statutes, such as the Fair Credit Reporting Act and the Americans with Disabilities Act. The information that 
can be collected from previous employers and other sources will be limited to that which is job-related and 
pertains to the quality and quantity of work performed by the applicant and to the applicant’s attendance 
record, education and other lawful, work-related inquiries.  
  
Background checks may include the following, depending on the responsibilities, authority level and sensitivity 
of the position for which the applicant, volunteer, or consultant is being considered: 
 
1. Prior Employment Verification confirms applicant's employment with the previous employers or 

companies authorized by the applicant to contact, including dates of employment, position held and 
additional information available pertaining to salary/wages, performance rating, reason for departure and 
eligibility for rehire.  
 

2. Personal Reference calls may be placed to individuals listed as references by an applicant.  
 
3. Educational Verification confirms the applicant's claimed educational institution, including the years 

attended and the degree/diploma received.  
 
4. Motor Vehicle provides a report on an individual's driving history in the state requested. This search will 

be run when driving is an essential requirement of the position.  
 
5. Conviction records. SSC may check criminal conviction records as part of the applicant selection process.  

The U.S. Equal Employment Opportunity Commission on Wednesday, April 25, 2012 approved guidance on 
employer use of criminal background checks and does not prohibit employers from considering criminal 
information during the hiring process. However, it does require employers to take new steps to prevent 
discrimination under Title VII of the Civil Rights Act of 1964. Convictions for felonies and any 
misdemeanor charges relating to assault or victimizing other individuals are grounds for denying 
employment, volunteer appointment, and independent consulting contracts. 
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6. Credit reports. SSC may collect credit information on applicants and employees consistent with the 
guidelines set forth by the federal Fair Credit Reporting Act (FCRA). The FCRA requires organizations to 
obtain an individual’s written authorization before obtaining a credit report. When doing this, the 
employer must:  

 
a) Certify to the consumer-reporting agency that the employer is in compliance with the FCRA and will 

not misuse the information it receives.  
b) Disclose to the applicant or employee, on a separate form, its plans to obtain a consumer or 

investigative consumer report and that the information received will be used solely for employment 
purposes.  

c) Inform the individual of his or her right to request additional information on the nature of the report 
and the means through which such information may be obtained.  

d) Inform the individual that the report will include information about the individual’s character, general 
reputation and personal characteristics.  

e) Provide the individual with a summary of his or her rights under the FCRA.  
 

If the results of the credit check are negative, SSC will inform the individual before taking adverse action 
based on the results, provide the applicant with a Statement of Consumer Rights from the Federal Trade 
Commission, offer the individual the opportunity to review a copy of the credit report, and advise the 
individual of his or her rights to dispute inaccurate information. Individuals should be granted reasonable 
time to dispute the information (approximately three to five days).  

 
Record-Keeping.  SSC will ensure that all information obtained from the background check process will only be 
used as part of the employment process and will be kept strictly confidential. Only appropriate human 
resource personnel at SSC will have access to this information.  
 
SSC complies with all federal and state laws regarding the collection, storing and disposal of individual 
information, such as the Fair and Accurate Credit Transactions Act (FACTA). 

405 Veterans Preference 
The purpose of this policy is to comply with the Minnesota Veterans Preference Act (VPA) which provides 
preference points for veterans applying for employment with political subdivisions, including school districts, 
as well as additional rights for veterans in the discharge process. 
 
SSC will comply with the VPA regarding veteran’s preference rights and mandated preference points to 
veterans and spouses of deceased veterans or disabled veterans. 
 
SSC will also comply with the VPA requirement that no covered veteran may be removed from public 
employment except for incompetency or misconduct shown after a hearing upon due notice and in writing.  
This paragraph does not apply to the position of teacher. 
 
Veteran’s preference points will be applied pursuant to applicable law as follows: 
 

1. A credit of ten points shall be added to the competitive open examination rating of a non-disabled 
veteran, who so elects, provided that the veteran obtained a passing rating on the examination 
without the addition of the credit points. 
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2. A credit of fifteen points shall be added to the competitive open examination rating of a disabled 
veteran, who so elects, provided that the veteran obtained a passing rating on the examination 
without the addition of the credit points. 

 
3. A credit of five points shall be added to the competitive promotional examination rating of a disabled 

veteran, who so elects, provided that (a) the veteran obtained a passing rating on the examination 
without the addition of the credit points and (b) the veteran is applying for a first promotion after 
securing public employment. 

 
4. A preference may be used by the surviving spouse of a deceased veteran and by the spouse of a 

disabled veteran who, because of the disability, is unable to qualify. 
 
Eligibility for and application of veteran’s preference, the definition of a veteran, and the definition of a 
disabled veteran for purposes of this policy will be pursuant to the VPA. 
 
When notifying applicants that they have been accepted into the selection process, SSC will notify applicants 
that they may elect to use veteran’s preference. 
 
SSC’s policy is to use a 100-point hiring system to enable allocation of veteran’s preference points. SSC may or 
may not use a 100-point hiring system for filling positions requiring teacher licensure. If a 100-point hiring 
system is not used for filling a position requiring teacher licensure, preference points will not be added, but all 
veteran applicants who have proper licensure for the position will be granted an interview for the position.  
 
If SSC rejects a member of the finalist pool who has claimed veteran’s preference, SSC will notify the finalist in 
writing of the reasons for the rejection and file the notice with the Executive Director. 
 
In accordance with the VPA, no honorably discharged veteran shall be removed from a position of 
employment except for incompetency, misconduct, or good faith abolishment of position.  Incompetency or 
misconduct must be shown after a hearing, upon due notice, upon stated charges, in writing.  A veteran must 
irrevocably elect to be governed either by the VPA or by arbitration provisions set forth in a collective 
bargaining agreement in the event of a discharge. 
 
The VPA and the provisions of this policy do not apply to administrative staff or any person holding a strictly 
confidential relation to the SSC Board or organization, such as staff who handle personnel private data in the 
course of their duties.   

406 Data Practices – Public and Private Personnel Data 
The purpose of this policy is to provide guidance to SSC employees as to the data SSC collects and maintains 
regarding its personnel. 
 
All data on individuals collected, created, received, maintained or disseminated by SSC, which is classified by 
statute or federal law as public, shall be accessible to the public pursuant to the procedures established by 
SSC. 
 
All other data on individuals is private or confidential. 
 
Definitions 
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“Public” means that the data is available to anyone who requests it. 
 
“Private” means the data is available to the subject of the data and to SSC staff who need it to conduct the 
business of SSC. 
 
“Confidential” means the data is not available to the subject. 
 
“Parking space leasing data” means the following government data on an application for, or lease of, a parking 
space:  residence address, home telephone number, beginning and ending work hours, place of employment, 
location of parking space, and work telephone number. 
 
“Personnel data” means government data on individuals maintained because they are or were employees of 
SSC, applicants for employment, or volunteers or independent contractors for SSC, or members of or 
applicants for an advisory board or commission.  Personnel data include data submitted to SSC by an 
employee as part of an organized self-evaluation effort by SSC to request suggestions from all employees on 
ways to cut costs, make SSC more efficient, or to improve SSC operations.  An employee who is identified in a 
suggestion shall have access to all data in the suggestion except the identity of the employee making the 
suggestion. 
 
“Finalist” means an individual who is selected to be interviewed by SSC for a position. 
 
“Protected health information” means individually identifiable health information transmitted in electronic 
form by a public entity acting as a health care provider.   
 
“Protected health information” excludes health information in education records covered by the federal 
Family Educational Rights and Privacy Act and employment records held by a public entity in its role as 
employer. 
 
“Public officials” means SSC board members and administrators. 
 
Public Personnel Data 
Pursuant to Minn Stat. 13.43, the following information on employees, including volunteers and independent 
contractors, is public: 

1. name; 
2. identification number, which may not be the individual’s social security number; 
3. actual gross salary; 
4. salary range; 
5. terms and conditions of employment/volunteer/contractor relationship; 
6. contract fees; 
7. actual gross pension; 
8. the value and nature of employer-paid fringe benefits; 
9. the basis for and the amount of any added remuneration, including expense reimbursement, in 

addition to salary; 
10. job title; 
11. bargaining unit; 
12. job description; 
13. education and training background; 
14. previous work experience; 
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15. date of first and last employment; 
16. the existence and status of any complaints or charges against the individual, regardless of whether the 

complaint or charge resulted in a disciplinary action; 
17. the final disposition of any disciplinary action, as defined in Minn. Stat. § 13.43, Subd. 2(b), together 

with the specific reasons for the action and data documenting the basis of the action, excluding data 
that would identify confidential sources who are employees of SSC; 

18. the complete terms of any agreement settling any dispute arising out of the employment relationship, 
including administrator buyout agreements, except that the agreement must include specific reasons 
for the agreement if it involves the payment of more than $10,000 of public money, and such 
agreement may not have the purpose or effect of limiting access to or disclosure of personnel data or 
limiting the discussion of information or opinions related to personnel data; 

19. work location; 
20. work telephone number; 
21. badge number; 
22. work-related continuing education; 
23. honors and awards received; and 
24. payroll time sheets, activity logs or other comparable data that are used only to account for the 

individual’s work time for payroll purposes, except to the extent that release of time sheet data would 
reveal an employee’s reasons for the use of sick or other medical leave or other not public data. 

 
The following information on applicants for employment is public: 

1. veteran status; 
2. relevant test scores; 
3. rank on eligible list; 
4. job history; 
5. education and training; and 
6. work availability. 

 
Names of applicants are private data except when certified as eligible for appointment to a vacancy or when 
they become finalists for an employment position. 
 
Applicants for appointment to a public body.    Data about applicants for appointment to a public body are 
private data on individuals except that the following are public: 

1. name; 
2. city of residence, except when the appointment has a residency requirement that requires the entire 

address to be public; 
3. education and training; 
4. employment history; 
5. volunteer work; 
6. awards and honors; 
7. prior government service; 
8. any data required to be provided or that are voluntarily provided in an application for appointment to 

a multimember agency pursuant to Minn. Stat. § 15.0597; and 
9. veteran status. 

 
Once an individual is appointed to a public body, the following additional items of data are public: 

1. residential address; 



SSC Policies – Updated and Board revised 12/15/2021  Page 29 

2. either a telephone number or electronic mail address where the appointee can be reached, or both at 
the request of the appointee; 

3. first and last dates of service on the public body; 
4. the existence and status of any complaints or charges against an appointee; and 
5. upon completion of an investigation of a complaint or charge against an appointee, the final 

investigative report is public, unless access to the data would jeopardize an active investigation. 
 

Notwithstanding the above, any electronic mail address or telephone number provided by a public body 
for use by an appointee shall be public.  An appointee may use an electronic mail address or telephone 
number provided by the public body as the designated electronic mail address or telephone number at 
which the appointee can be reached. 

 
Regardless of whether there has been a final disposition as defined in Minn. Stat. § 13.43, Subd. 2(b), upon 
completion of an investigation of a complaint or charge against a public official, as defined in Minn. Stat. § 
13.43, Subd. 2(e), or if a public official resigns or is terminated from employment while the complaint or 
charge is pending, all data relating to the complaint or charge are public, unless access to the data would 
jeopardize an active investigation or reveal confidential sources. 
 
Data relating to a complaint or charge against a public official is public only if:  (1) the complaint or charge 
results in disciplinary action or the employee resigns or is terminated from employment while the complaint 
or charge is pending; or (2) potential legal claims arising out of the conduct that is the subject of the complaint 
or charge are released as part of a settlement agreement.  Data that is classified as private under another law 
is not made public by this provision. 
 
Private Personnel Data 
 
A. All other personnel data are private and will only be shared with SSC staff whose work requires such 

access.  Private data will not be otherwise released unless authorized by law or by the employee’s 
informed written consent. 

 
B. Data pertaining to an employee’s dependents are private data on individuals. 
 
C. Data created, collected or maintained by SSC to administer employee assistance programs are private. 
 
D. Parking space leasing data are private. 
 
E. An individual’s checking account number is private when submitted to a government entity. 
 
F. Personnel data may be disseminated to labor organizations to the extent SSC determines it is necessary for 

the labor organization to conduct its business or when ordered or authorized by the Commissioner of the 
Bureau of Mediation Services. 

 
G. SSC may display a photograph of a current or former employee to prospective witnesses as part of SSC’s 

investigation of any complaint or charge against the employee. 
 
H. SSC may, if the responsible authority or designee reasonably determines that the release of personnel data 

is necessary to protect an employee from harm to self or to protect another person who may be harmed 
by the employee, release data that are relevant to the concerns for safety to: 
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1. the person who may be harmed and to the attorney representing the person when the data are 
relevant to obtaining a restraining order; 

2. a pre-petition screening team conducting an investigation of the employee under Minn. Stat. § 
253B.07, Subd. 1; or 

3. a court, law enforcement agency, or prosecuting authority. 
 
I. Private personnel data or confidential investigative data on employees may be disseminated to a law 

enforcement agency for the purpose of reporting a crime or alleged crime committed by an employee, or 
for the purpose of assisting law enforcement in the investigation of such a crime or alleged crime.  SSC will 
seek counsel prior to release of investigative data.  

 
J. A complainant has access to a statement provided by the complainant to SSC in connection with a 

complaint or charge against an employee. 
 
K. When allegations of sexual or other types of harassment are made against an employee, the employee 

shall not have access to data that would identify the complainant or other witnesses if SSC determines that 
the employee’s access to that data would: 
1. threaten the personal safety of the complainant or a witness; or  
2. subject the complainant or witness to harassment. 
 
If a disciplinary proceeding is initiated against the employee, data on the complainant or witness shall be 
available to the employee as may be necessary for the employee to prepare for the proceeding. 

 
L. SSC shall make any report to the board of teaching or the state board of education as required by Minn. 

Stat. § 122A.20, Subd. 2, and shall, upon written request from the licensing board having jurisdiction over a 
teacher’s license, provide the licensing board with information about the teacher from SSC’s files, any 
termination or disciplinary proceeding, and settlement or compromise, or any investigative file in 
accordance with Minn. Stat. § 122A.20, Subd. 2. 

 
M. Private personnel data shall be disclosed to the department of economic security for the purpose of 

administration of the unemployment insurance program under Minn. Stat. Ch. 268. 
 
N. When a report of alleged maltreatment of a student in a school is made to the Commissioner of Education, 

data that are relevant and collected by the school about the person alleged to have committed 
maltreatment must be provided to the Commissioner on request for purposes of an assessment or 
investigation of the maltreatment report.  Additionally, personnel data may be released for purposes of 
informing a parent, legal guardian, or custodian of a child that an incident has occurred that may 
constitute maltreatment of the child, when the incident occurred, and the nature of the conduct that may 
constitute maltreatment. 

 
O. SSC shall release to a requesting school district or charter school private personnel data on a current or 

former employee related to acts of violence toward or sexual contact with a student, if an investigation 
conducted by or on behalf of SSC or law enforcement affirmed the allegations in writing prior to release 
and the investigation resulted in the resignation of the subject of the data; or the employee resigned while 
a complaint or charge involving the allegations was pending, the allegations involved acts of sexual contact 
with a student, and the employer informed the employee in writing, before the employee resigned, that if 
the employee resigns while the complaint or charge is still pending, the employer must release private 
personnel data about the employee’s alleged sexual contact with a student to a school district or charter 
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school requesting the data after the employee applies for employment with that school district or charter 
school and the data remain classified as provided in Minn. Stat. Ch. 13.  Data that are released under this 
paragraph must not include data on the student. 

 
P. The identity of an employee making a suggestion as part of an organized self-evaluation effort by SSC to 

cut costs, make SSC more efficient, or to improve SSC operations is classified as private data. 
  

Q. Health information on employees is private data unless otherwise provided by law.  To the extent that SSC 
transmits protected health information, SSC will comply with all legal privacy requirements. 
 

R. Personal home contact information for employees may be used by SSC and shared with another 
government entity in the event of an emergency or other disruption to ensure continuity of operations for 
SSC or another government entity. 

 
S. The personal telephone number, home address, and electronic mail address of a current or former 

employee of a contractor or subcontractor maintained as a result of a contractual relationship between 
SSC and a contractor or subcontractor entered on or after August 1, 2012, are private data.  These data 
must be shared with another government entity to perform a function authorized by law.  The data also 
must be disclosed to a government entity or any person for prevailing wage purposes. 

 
T. When a teacher is discharged immediately because the teacher’s license has been revoked due to a 

conviction for child abuse or sexual abuse or when the Commissioner of the Minnesota Department of 
Education (MDE) makes a final determination of child maltreatment involving a teacher, SSC 
administrators must include in the teacher’s employment record the information contained in the record 
of the disciplinary action or the final maltreatment determination, consistent with the definition of public 
data under Minn. Stat. § 13.41, Subd. 5, and must provide the Board of Teaching and the licensing division 
at MDE with the necessary and relevant information to enable the Board of Teaching and MDE’s licensing 
division to fulfill their statutory and administrative duties related to issuing, renewing, suspending, or 
revoking a teacher’s license.  In addition to the background check required under Minn. Stat. § 123B.03, 
SSC must contact the Board of Teaching and MDE to determine whether the teacher’s license has been 
suspended or revoked, consistent with the discharge and final maltreatment determinations.  Unless 
restricted by federal or state data practices law or by the terms of a collective bargaining agreement, SSC 
administrators must disseminate to a school district private personnel data on a current or former teacher 
(employee or contractor) of SSC, including the results of background investigations, if the requesting 
school district seeks the information because the subject of the data has applied for employment with the 
requesting school district. 

 
Multiple Classifications.  If data on individuals are classified as both private and confidential by Minn. Stat. Ch. 
13, or any other state or federal law, the confidential data must be appropriately redacted prior to release to 
the data subject.  
 
Change in Classifications.  SSC shall change the classification of data in its possession if it is required to do so 
to comply with other judicial or administrative rules pertaining to the conduct of legal actions or with a 
specific statute applicable to the data in the possession of the disseminating or receiving agency. 
 
Responsible Authority.  SSC has designated the Executive Director as the authority responsible for personnel 
data.  
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Employee Authorization/Release Form.  An employee authorization form is included as an addendum to this 
policy. 

406.1  HIPAA Confidentiality 
The purpose of this policy is to define SSC measures to protect personal health information. 
 
Employee and client personal privacy is very important to the SSC Board of Directors.  Under the Federal 1996 
Health Insurance Portability and Accountability Act (HIPAA), Southeast Service Cooperative (SSC) is required by 
law to protect employee and client personal health information (PHI).  Under this act enrollment information, 
medical claims information and medical expense information must be kept confidential.    
 
SSC has requested not to receive any personal health information from its health insurance carrier(s). SSC 
receives aggregate data that is not identifiable to a specific person.  SSC provides client employer aggregate 
data that is not identifiable to a specific person.   
 
For this reason employees and clients will be asked to contact the carrier directly with any questions regarding 
enrollment, eligibility, benefits and claims information. In the event SSC receives personal health information 
on employees or clients, the information will be destroyed or will be placed in an area that can be reasonably 
assumed to be non-accessible by unauthorized persons. 
 
SSC will maintain business associate agreements with clients and carriers as required by law and will post a 
HIPAA privacy notice in a public area in the SSC building. The privacy notice may be amended by the Executive 
Director as needed. 
 
Additional information is available in Appendix B. 

407 Employee Right-to-Know and Exposure to Hazardous Substances 
The purpose of this policy is to provide SSC employees a place of employment and conditions of employment 
free from recognized hazards that are likely to cause death or serious injury or harm.  (Minn. Stat. § 182.653, 
Subd. 2). It is the policy of SSC to provide information and training to employees who may be routinely 
exposed to a hazardous substance, harmful physical agent, infectious agent, or blood borne pathogen.  
 
Definitions. 
“Commissioner” means the Commissioner of Labor and Industry. 
 
“Routinely exposed” means that there is a reasonable potential for exposure during the normal course of 
assigned work or when an employee is assigned to work in an area where a hazardous substance has been 
spilled. 
 
 “Hazardous substance” means a chemical or substance, or mixture of chemicals and substances, which: 
1. is regulated by the Federal Occupational Safety and Health Administration under the Code of Federal 

Regulations,  or 

2. is either toxic or highly toxic; an irritant; corrosive; a strong oxidizer; a strong sensitizer; combustible; 
either flammable or extremely flammable; dangerously reactive; pyrophoric; pressure-generating; 
compressed gas; carcinogen; teratogen; mutagen; reproductive toxic agent; or that otherwise, according 
to generally accepted documented medical or scientific evidence, may cause substantial acute or chronic 
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personal injury or illness during or as a direct result of any customary or reasonably foreseeable accidental 
or intentional exposure to the chemical or substance; or 

3. is determined by the commissioner as a part of the standard for the chemical or substance or mixture of 
chemicals and substances to present a significant risk to worker health and safety or imminent danger of 
death or serious physical harm to an employee as a result of foreseeable use, handling, accidental spill, 
exposure, or contamination. 

“Harmful physical agent” means a physical agent determined by the commissioner as a part of the standard 
for that agent to present a significant risk to worker health or safety or imminent danger of death or serious 
physical harm to an employee.  This definition includes but is not limited to radiation, whether ionizing or non-
ionizing. 
 
“Infectious agent” means a communicable bacterium, rickettsia, parasites, virus, or fungus determined by the 
commissioner by rule, with approval of the commissioner of health, which according to documented medical 
or scientific evidence, causes substantial acute or chronic illness or permanent disability as a foreseeable and 
direct result of any routine exposure to the infectious agent.  Infectious agent does not include an agent in or 
on the body of a patient before diagnosis. 
 
“Blood borne pathogens” means pathogenic microorganisms that are present in human blood and can cause 
disease in humans.  These pathogens include, but are not limited to, hepatitis B virus (HBV) and human 
immunodeficiency virus (HIV). 
 
Target Job Categories. Training will be provided to all full and part-time employees who are routinely exposed 
to a hazardous substance, harmful physical agent, infectious agent, or blood borne pathogen as set forth 
above. 
 
Training.  Training will be provided to employees before beginning a job assignment as follows: 
1. Any newly-hired employee assigned to a work area where he or she is determined to be “routinely 

exposed” under the guidelines above. 

Any employee reassigned to a work area where he or she is determined to be routinely exposed under the above 
guidelines. 

408 Employment at Will 
It is the policy of SSC that its employees are employees at will.  This arrangement allows flexibility and 
freedom, and promotes productivity and career development.  An employee at will may have his or her tenure 
limited or ended as allowed by law.  Every SSC employee is an employee at will unless he or she has a special 
written employment contract signed by the Board Chair or Executive Director.   

409 Employee Publications, Instructional Materials, Inventions, and Creations 
The purpose of this policy is to identify and reserve the proprietary rights of SSC to certain publications, 
instructional materials, inventions, and creations which employees may develop or create, or assist in 
developing or creating, while employed by SSC. 
 
Unless the employee develops, creates or assists in developing or creating a publication, instructional 
material, computer program, invention or creation entirely on the employee’s own time and without the use 
of  any SSC facilities or equipment, the employee shall immediately disclose and, on demand of SSC, assign any 
rights to publications, instructional materials, computer programs, materials posted on websites, inventions or 
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creations which the employee develops or creates or assists in developing or creating during the term of 
employee’s employment and indefinitely thereafter.  In addition, employees shall sign such documents and 
perform such other acts as may be necessary to secure the rights of SSC relating to such publications, 
instructional materials, computer programs, materials posted on websites, inventions and/or creations, 
including domestic and foreign patents and copyrights. 
 

410 Family and Medical Leave 
The purpose of this policy is to provide for family and medical leave to SSC employees in accordance with the 
Family and Medical Leave Act of 1993 (FMLA) and also with parenting leave under state law. 
 
The following procedures and policies regarding family and medical leave are adopted by SSC, pursuant to the 
requirements of the FMLA and consistent with the requirements of the Minnesota parenting leave laws. 
 
Definitions 
 
 “Covered active duty” means: 

1. in the case of a member of a regular component of the Armed Forces, duty during the deployment of 
the member with the Armed Forces to a foreign country; and 

 
2. in the case of a member of a reserve component of the Armed Forces, duty during the deployment of 

the member with the Armed Forces to a foreign country under a call or order to active duty under a 
provision of law referred to in 10 U.S.C. § 101(a)(13)(B). 

 
 “Covered servicemember” means: 

1. a member of the Armed Forces, including a member of the National Guard or Reserves, who is 
undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is 
otherwise on the temporary disability retired list, for a serious injury or illness; or 

 
2. a covered veteran who is undergoing medical treatment, recuperation, or therapy for a serious injury 

or illness and who was a member of the Armed Forces, including a member of the National Guard or 
Reserves, and was discharged or released under conditions other than dishonorable, at any time 
during the period of five years preceding the first date the eligible employee takes FMLA leave to care 
for the covered veteran. 

 
“Eligible employee” means an employee who has been employed by SSC for a total of at least 12 months and 
who has been employed for at least 1,250 hours of service during the 12-month period immediately preceding 
the commencement of the leave.  An employee returning from fulfilling his or her Uniformed Services 
Employment and Reemployment Rights Act (USERRA)-covered service obligation shall be credited with the 
hours of service that would have been performed but for the period of absence from work due to or 
necessitated by USERRA-covered service.   In determining whether the employee met the hours of service 
requirement, and to determine the hours that would have been worked during the period of absence from 
work due to or necessitated by USERRA-covered service, the employee’s pre-service work schedule can 
generally be used for calculations.  While the 12 months of employment need not be consecutive, 
employment periods prior to a break in service of seven years or more may not be counted unless the break is 
occasioned by the employee’s fulfillment of his or her USERRA-covered service obligation or a written 
agreement, including a collective bargaining agreement, exists concerning SSC’s intention to rehire the 
employee after the break in service. 
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“Military caregiver leave” means leave taken to care for a covered servicemember with a serious injury or 
illness. 
 
“Next of kin of a covered servicemember” means the nearest blood relative other than the covered 
servicemember’s spouse, parent, son, or daughter, in the following order of priority:  blood relatives who have 
been granted legal custody of the covered servicemember by court decree or statutory provisions, brothers 
and sisters, grandparents, aunts and uncles, and first cousins, unless the covered servicemember has 
specifically designated in writing another blood relative as his or her nearest blood relative for purposes of 
military caregiver leave under the FMLA.  When no such designation is made and there are multiple family 
members with the same level of relationship to the covered servicemember, all such family members shall be 
considered the covered servicemember’s next of kin, and the employee may take FMLA leave to provide care 
to the covered servicemember, either consecutively or simultaneously.  When such designation has been 
made, the designated individual shall be deemed to be the covered servicemember’s only next of kin.  
 
 “Outpatient status” means, with respect to a covered servicemember who is a current member of the Armed 
Forces, the status of a member of the Armed Forces assigned to: 
 

1. a military medical treatment facility as an outpatient; or 
 

2. a unit established for the purpose of providing command and control of members of the Armed Forces 
receiving care as outpatients. 

 
 “Qualifying exigency” means a situation where the eligible employee seeks leave for one or more of the 
following reasons: 
 

1. to address any issues that arise from a short-notice deployment (seven calendar days or less) of a 
covered military member; 
 

2. to attend military events and related activities of a covered military member; 
 

3. to address issues related to childcare and school activities of a covered military member’s child; 
 

4. to address financial and legal arrangements for a covered military member; 
 

5. to attend counseling provided by someone other than a health care provider for oneself, a covered 
military member, or his/her child; 
 

6. to spend up to 15 calendar days with a covered military member who is on short-term, temporary rest 
and recuperation leave during a period of deployment; 
 

7. to attend post-deployment activities related to a covered military member; 
 

8. to address parental care needs; and 
 

9. to address other events related to a covered military member that both the employee and school 
district agree is a qualifying exigency. 
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 “Serious health condition” means an illness, injury, impairment, or physical or mental condition that involves: 
 

1. inpatient care in a hospital, hospice, or residential medical care facility; or 
 

2. continuing treatment by a health care provider. 
 
“Veteran” has the meaning given in 38 U.S.C. § 101. 
 
Leave Entitlement 
 
Twelve-week Leave under Federal Law 
 

1. Eligible employees are entitled to a total of 12 work weeks of unpaid family or medical leave during the 
applicable 12-month period as defined below, plus any additional leave as required by law.  Leave may 
be taken for one or more of the following reasons in accordance with applicable law: 

 
a. birth of the employee’s child and to care for such child; 

 
b. placement of an adopted or foster child with the employee; 

 
c. to care for the employee’s spouse, son, daughter, or parent with a serious health condition; 

 
d. the employee’s serious health condition makes the employee unable to perform the functions 

of the employee’s job; and/or 
 

e. any qualifying exigency arising from the employee’s spouse, son, daughter, or parent being on 
covered active duty, or notified of an impending call or order to covered active duty in the 
Armed Forces. 

 
2. For the purposes of this policy, “year” is defined as a rolling 12-month period measured backward from 

the date an employee’s leave is to commence. 
 

3. An employee’s entitlement to FMLA leave for the birth, adoption, or foster care of a child expires at 
the end of the 12-month period beginning on the date of the birth or placement. 

 
4. A “serious health condition” typically requires either inpatient care or continuing treatment by or 

under the supervision of a health care provider, as defined by applicable law.  Family and medical leave 
generally is not intended to cover short-term conditions for which treatment and recovery are very 
brief. 

 
5. A “serious injury or illness,” in the case of a member of the Armed Forces, including a member of the 

National Guard or Reserves, means: 
 

a. injury or illness that was incurred by the member in the line of duty on active duty in the 
Armed Forces or that existed before the beginning of the member’s active duty and was 
aggravated by service in the line of duty on active duty in the Armed Forces and that may 
render the member medically unfit to perform the duties of the member’s office, grade, rank, 
or rating; and 
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b. in the case of a covered veteran who was a member of the Armed Forces, including a member 

of the National Guard or Reserves, at any time, during the period of five years preceding the 
date on which the veteran undergoes the medical treatment, recuperation, or therapy, means 
a qualifying injury or illness that was incurred by the member in the line of duty on active duty 
in the Armed Forces or that existed before the beginning of the member’s active duty and was 
aggravated by service in the line of duty in the Armed Forces and that manifested itself before 
or after the member became a veteran, and is: 

 
i. a continuation of a serious injury or illness that was incurred or aggravated when the 

covered veteran was a member of the Armed Forces and rendered the servicemember 
unable to perform the duties of the servicemember’s office, grade, rank, or rating; or 

 
ii. a physical or mental condition for which the covered veteran has received a U.S. 

Department of Veterans Affairs Service-Related Disability (VASRD) rating of 50 percent or 
greater and such VASRD rating is based, in whole or in part, on the condition precipitating 
the need for military caregiver leave; or 

 
iii. a physical or mental condition that substantially impairs the covered veteran’s ability to 

secure or follow a substantially gainful occupation by reason of a disability or disabilities 
related to military service, or would do so absent treatment; or 

 
iv. an injury, including a psychological injury, on the basis of which the covered veteran has 

been enrolled in the Department of Veterans Affairs Program of Comprehensive 
Assistance for Family Caregivers. 

 
6. Eligible spouses employed by SSC are limited to an aggregate of 12 weeks of leave during any 12-

month period for the birth and care of a newborn child or adoption of a child, the placement of a child 
for foster care, or to care for a parent.  This limitation for spouses employed by SSC does not apply to 
leave taken: by one spouse to care for the other spouse who is seriously ill; to care for a child with a 
serious health condition; because of the employee’s own serious health condition; or pursuant to 
Paragraph IV.A.1.e. above. 

 
7. Depending on the type of leave, intermittent or reduced schedule leave may be granted at the 

discretion of SSC or when medically necessary.  However, part-time employees are only eligible for a 
pro-rata portion of leave to be used on an intermittent or reduced schedule basis, based on their 
average hours worked per week.  Where an intermittent or reduced schedule leave is foreseeable 
based on planned medical treatment, SSC may transfer the employee temporarily to an available 
alternative position for which the employee is qualified and which better accommodates recurring 
periods of leave than does the employee’s regular position, and which has equivalent pay and benefits. 

 
8. If an employee requests a leave for the serious health condition of the employee or the employee’s 

spouse, child, or parent, the employee will be required to submit sufficient medical certification.  In 
such a case, the employee must submit the medical certification within 15 days from the date of the 
request or as soon as practicable under the circumstances. 

 
9. If SSC has reason to doubt the validity of a health care provider’s certification, it may require a second 

opinion at SSC’s expense.  If the opinions of the first and second health care providers differ, SSC may 
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require certification from a third health care provider at SSC’s expense.  An employee may also be 
required to present a certification from a health care provider indicating that the employee is able to 
return to work. 

 
10. Requests for leave shall be made to SSC.  When leave relates to an employee’s spouse, son, daughter, 

parent, or covered service member being on covered active duty, or notified of an impending call or 
order to covered active duty pursuant to Paragraph IV.A.1.e. above, and such leave is foreseeable, the 
employee shall provide reasonable and practical notice to SSC of the need for leave.  For all other 
leaves, employees must give 30 days’ written notice of a leave of absence where practicable.  The 
failure to provide the required notice may result in a delay of the requested leave. Employees are 
expected to make a reasonable effort to schedule leaves resulting from planned medical treatment so 
as not to disrupt unduly the operations of SSC, subject to and in coordination with the health care 
provider. 

 
11. SSC may require that a request for leave as outlined above be supported by a copy of the covered 

military member’s active duty orders or other documentation issued by the military indicating active 
duty or a call to active duty status and the dates of active duty service.  In addition, SSC may require 
the employee to provide sufficient certification supporting the qualifying exigency for which leave is 
requested. 

 
12. During the period of a leave permitted under this policy, SSC will provide health insurance under its 

group health plan under the same conditions coverage would have been provided had the employee 
not taken the leave.  The employee will be responsible for payment of the employee contribution to 
continue group health insurance coverage during the leave.  An employee’s failure to make necessary 
and timely contributions may result in termination of coverage.  An employee who does not return to 
work after the leave may be required, in some situations, to reimburse SSC for the cost of the health 
plan premiums paid by it. 

 
13. SSC may request or require the employee to substitute accrued paid leave for any part of the 12-week 

period.  Employees may be allowed to substitute paid leave for unpaid leave by meeting the 
requirements set out in the administrative directives and guidelines established for the 
implementation of this policy, if any.  Employees eligible for leave must comply with the family and 
medical leave directives and guidelines prior to starting leave.  The Executive Director shall be 
responsible to develop directives and guidelines as necessary to implement this policy.  Such directives 
and guidelines shall be submitted to the school board for annual review. 

 
SSC shall comply with written notice requirements as set forth in federal regulations. 

 
14. Employees returning from a leave permitted under this policy are eligible for reinstatement in the 

same or an equivalent position as provided by law.  However, the employee has no greater right to 
reinstatement or to other benefits and conditions of employment than if the employee had been 
continuously employed during the leave. 

 
Twelve-week Leave under State Law 
An employee who does not qualify for parenting leave under the Twelve-Week Leave under Federal Law, 
paragraphs 1a and 1b (birth and care of child or placement of adopted or foster child with the employee) 
above may qualify for a 12-week unpaid leave which is available to a biological or adoptive parent in 
conjunction with the birth or adoption of a child, or to a female employee for prenatal care or incapacity due 
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to pregnancy, childbirth, or related health conditions. The length of the leave shall be determined by the 
employee but must not exceed 12 weeks unless agreed by the employer.   
 
The employee may qualify if he or she has worked for SSC for at least 12 months and has worked an average 
number of hours per week equal to one-half of the full time equivalent during the 12-month period 
immediately preceding the leave.  This leave is separate and exclusive of the family and medical leave 
described in the preceding paragraphs but may be reduced by any period of paid parental, disability, personal, 
or medical, or sick leave, or accrued vacation provided by the employer so that the total leave does not 
exceed 12 weeks, unless agreed by the employer, or leave taken for the same purpose under the FMLA.  The 
leave taken under this section shall begin at a time requested by the employee.   
 
An employee who plans to take leave under this section must give the employer reasonable notice of the date 
the leave shall commence and the estimated duration of the leave.  For leave taken by a biological or adoptive 
parent in conjunction with the birth or adoption of a child, the leave must begin within 12 months of the birth 
or adoption; except that, in the case where the child must remain in the hospital longer than the mother, the 
leave must begin within 12 months after the child leaves the hospital. 
 
Twenty-six-week Servicemember Family Military Leave 

1. An eligible employee who is the spouse, son, daughter, parent, or next of kin of a covered 
servicemember shall be entitled to a total of 26 work weeks of leave during a 12-month period to care 
for the servicemember.  The leave described in this paragraph shall be available only during a single 12-
month period.  For purposes of this leave, the need to care for a servicemember includes both physical 
and psychological care. 

 
2. During a single 12-month period, an employee shall be entitled to a combined total of 26 work weeks 

of leave under Paragraphs IV.A. and IV.C. above. 
 

3. The 12-month period referred to in this section begins on the first day the eligible employee takes 
leave to care for a covered servicemember and ends 12 months after that date. 
 

4. Eligible spouses employed by SSC are limited to an aggregate of 26 weeks of leave during any 12-
month period if leave is taken for birth of the employee’s child or to care for the child after birth; for 
placement of a child with the employee for adoption or foster care or to care for the child after 
placement; to care for the employee’s parent with a serious health condition; or to care for a covered 
servicemember with a serious injury or illness. 
 

5. SSC may request or require the employee to substitute accrued paid leave for any part of the 26-week 
period.  Employees may be allowed to substitute paid leave for unpaid leave by meeting the 
requirements set out in the administrative directives and guidelines established for the 
implementation of this policy, if any.  Employees eligible for leave must comply with the family and 
medical leave directives and guidelines prior to starting leave. 

 
6. An employee will be required to submit sufficient medical certification issued by the health care 

provider of the covered servicemember and other information in support of requested leave and 
eligibility for such leave under this section within 15 days from the date of the request or as soon as 
practicable under the circumstances. 
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7. The provisions of Paragraphs IV.A.7., IV.A.10., IV.A.12., IV.A.13., and IV.A.14. above shall apply to 
leaves under this section. 

 
Special Rules for Instructional EmployeesAn instructional employee is one whose principal function is to 
teach and instruct students in a class, a small group, or an individual setting. This includes, but is not limited 
to, teachers, coaches, driver’s education instructors, and special education assistants. 
 
Instructional employees who request foreseeable medically necessary intermittent or reduced work schedule 
leave greater than 20 percent of the work days in the leave period may be required to: 
 

1. take leave for the entire period or periods of the planned medical treatment; or 
 

2. move to an available alternative position for which the employee is qualified, and which provides 
equivalent pay and benefits, but not necessarily equivalent duties. 

 
Instructional employees who request continuous leave near the end of a semester may be required to extend 
the leave through the end of the semester. The number of weeks remaining before the end of a semester 
does not include scheduled school breaks, such as summer, winter, or spring break. 
 

1. If an instructional employee begins leave for any purpose more than five weeks before the end of a 
semester and it is likely the leave will last at least three weeks, SSC may require that the leave be 
continued until the end of the semester. 
 

2. If the employee begins leave for a purpose other than the employee’s own serious health condition 
during the last five weeks of a semester, SSC may require that the leave be continued until the end of 
the semester if the leave will last more than two weeks or if the employee’s return from leave would 
occur during the last two weeks of the semester. 
 

3. If the employee begins leave for a purpose other than the employee’s own serious health condition 
during the last three weeks of the semester and the leave will last more than five working days, school 
district may require the employee to continue taking leave until the end of the semester. 

 
The entire period of leave taken under the special rules will be counted as leave.  SSC will continue to fulfill 
SSC’s leave responsibilities and obligations, including the obligation to continue the employee’s health 
insurance and other benefits, if an instructional employee’s leave entitlement ends before the involuntary 
leave period expires. 
 
Other 
The provisions of this policy are intended to comply with applicable law, including the FMLA and applicable 
regulations.  Any terms used from the FMLA will have the same meaning as defined by the FMLA and/or 
applicable regulations.  To the extent that this policy is ambiguous or contradicts applicable law, the language 
of the applicable law will prevail. 
 
The requirements stated in the collective bargaining agreement between employees in a certified collective 
bargaining unit and SSC regarding family and medical leaves (if any) shall be followed. 
 
Dissemination of Policy 
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This policy shall be conspicuously posted in each school district building in areas accessible to employees.  This 
policy will be reviewed at least annually for compliance with state and federal law. 

411 Job and Appointment Definitions 
The Executive Director will determine staffing needs of the organization and will realign job duties as needed.  
Job descriptions will be developed but are not to be considered inclusive of all duties that may be assigned to 
a job at any given time. The Executive Director will determine job classification and status using the following 
definitions and based on the Fair Labor Standards Act.  Employment and compensation levels are based on 
these definitions. 
 
Exempt Status.  Exempt employees are not subject to FLSA's minimum wage and overtime requirements.  
Exempt employees conduct duties that are managerial, administrative or professional.  Functions may include 
but are not limited to program development, research, planning, directing, staffing, controlling, program 
evaluation, and administration.  Work weeks of exempt employees may frequently exceed 40 hours.   
 
Non-Exempt Status.   Non-exempt jobs are regulated under the Federal Labor Standards Act and include 
support types of duties.  The normal full-time work week for non-exempt staff shall be 40 hours in a seven (7) 
consecutive day work period.   

412 Work Hours and Overtime  
Full-time equivalency as it relates to the amount of time an employee is appointed to work at SSC (e.g., 50% is 
equivalent to 130 8-hour days or 260 4-hour days or 1040 hours per year).  Full time employment is equivalent 
to 2080 hours per fiscal year for non-exempt or 260 days per fiscal year for exempt positions. 
 
All over-time compensation shall be in accordance with the Fair Labor Standards Act. 
 
Exempt employees are responsible for managing and accounting for their work and may be required to regularly 
work in excess of their normal work day and work week payroll period.  
 
The normal work period for non-exempt employees full-time employees shall be forty (40) hours during a 
calendar week beginning at 12:00 AM Saturday and ends Friday at midnight. Non-exempt employees are not 
permitted to work overtime without prior approval from his/her immediate supervisor or the Executive 
Director, immediate supervisor or the Executive Director and a previous agreement between the supervisor or 
Executive Director and the employee prior to the performance of the work that the overtime will be taken as 
compensatory time. Compensatory time off will accrue at a rate of one and one half (1-1/2) hours for each hour 
of overtime.  Noncompliance with this requirement is grounds for dismissal. Employees may not earn more than 
40 hours of compensatory time per fiscal year and must take the compensatory time off within 90 days of the 
date of earning the compensatory time. 
 
In the event SSC incurs overtime liability at a rate of one and one half (1-1/2) of the employee’s base wage, such 
compensation must be paid from the regular wage budget as approved by the Board of Directors.  Therefore, 
the employee’s regular hours appointed for the year may be reduced to offset a budget imbalance.   

413 Harassment and Violence 
The purpose of this policy is to maintain a learning and working environment that is free from harassment and 
violence on the basis of race, color, creed, religion, national origin, sex, age, marital status, familial status, 
status with regard to public assistance, sexual orientation, or disability. 
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The policy of SSC is to maintain a learning and working environment that is free from harassment and violence 
on the basis of race, color, creed, religion, national origin, sex, age, marital status, familial status, status with 
regard to public assistance, sexual orientation, or disability.  SSC prohibits any form of harassment or violence 
on the basis of race, color, creed, religion, national origin, sex, age, marital status, familial status, status with 
regard to public assistance, sexual orientation, or disability. 
 
A. A violation of this policy occurs when any SSC personnel harasses any other SSC personnel through 

conduct or communication based on a person’s race, color, creed, religion, national origin, sex, age, 
marital status, familial status, status with regard to public assistance, sexual orientation, or disability, as 
defined by this policy.  For purposes of this policy, SSC personnel includes SSC board members, 
employees, agents, volunteers, contractors, or persons subject to the supervision and control of SSC. 

 
B. A violation of this policy occurs when any SSC personnel inflicts, threatens to inflict, or attempts to inflict 

violence upon any other SSC personnel based on a person’s race, color, creed, religion, national origin, sex, 
age, marital status, familial status, status with regard to public assistance, sexual orientation, or disability. 

 
C. SSC will act to investigate all complaints, either formal or informal, verbal or written, of harassment or 

violence based on a person’s race, color, creed, religion, national origin, sex, age, marital status, familial 
status, status with regard to public assistance, sexual orientation, or disability, and to discipline or take 
appropriate action against any SSC personnel who is found to have violated this policy. 

 
Definitions 
 
 “Assault” is: 

● an act done with intent to cause fear in another of immediate bodily harm or death; 
● the intentional infliction of or attempt to inflict bodily harm upon another; or 
● the threat to do bodily harm to another with present ability to carry out the threat. 

 
“Harassment” prohibited by this policy consists of physical or verbal conduct, including, but not limited to, 
electronic communications, relating to an individual’s or group of individuals’ race, color, creed, religion, 
national origin, sex, age, marital status, familial status, status with regard to public assistance, sexual 
orientation, or disability when the conduct: 

● has the purpose or effect of creating an intimidating, hostile, or offensive working or academic 
environment; 

● has the purpose or effect of substantially or unreasonably interfering with an individual’s work or 
academic performance; or 

● otherwise adversely affects an individual’s employment or academic opportunities. 
 
“Immediately” means as soon as possible but in no event longer than 24 hours. 
 
Protected Classifications; Definitions 
 
“Disability” means any condition or characteristic that renders a person a disabled person.  A disabled person 
is any person who: 

● has a physical, sensory, or mental impairment which materially limits one or more major life activities; 
● has a record of such an impairment; or 
● is regarded as having such an impairment. 
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“Familial status” means the condition of one or more minors being domiciled with: 

● their parent or parents or the minor’s legal guardian; or 
● the designee of the parent or parents or guardian with the written permission of the parent or parents 

or guardian. The protections afforded against harassment on the basis of family status apply to any 
person who is pregnant or is in the process of securing legal custody of an individual who has not 
attained the age of majority. 

 
“Marital status” means whether a person is single, married, remarried, divorced, separated, or a surviving 
spouse and, in employment cases, includes protection against harassment on the basis of the identity, 
situation, actions, or beliefs of a spouse or former spouse. 
 
“National origin” means the place of birth of an individual or of any of the individual’s lineal ancestors. 
 
“Sex” includes, but is not limited to, pregnancy, childbirth, and disabilities related to pregnancy or childbirth. 
 
“Sexual orientation” means having or being perceived as having an emotional, physical, or sexual attachment 
to another person without regard to the sex of that person or having or being perceived as having an 
orientation for such attachment, or having or being perceived as having a self-image or identity not 
traditionally associated with one’s biological maleness or femaleness. “Sexual orientation” does not include a 
physical or sexual attachment to children by an adult. 
 
“Status with regard to public assistance” means the condition of being a recipient of federal, state, or local 
assistance, including medical assistance, or of being a tenant receiving federal, state, or local subsidies, 
including rental assistance or rent supplements. 
 
“Remedial response” means a measure to stop and correct acts of harassment or violence, prevent acts of 
harassment or violence from recurring, and protect, support, and intervene on behalf of a student who is the 
target or victim of acts of harassment or violence. 
 
Sexual Harassment; Definition.  Sexual harassment consists of unwelcome sexual advances, requests for 
sexual favors, sexually motivated physical conduct or other verbal or physical conduct or communication of a 
sexual nature when: 
 
a. submission to that conduct or communication is made a term or condition, either explicitly or implicitly, of 

obtaining employment or an education; or 
 
b. submission to or rejection of that conduct or communication by an individual is used as a factor in 

decisions affecting that individual’s employment or education; or 
 
c. that conduct or communication has the purpose or effect of substantially or unreasonably interfering with 

an individual’s employment or education, or creating an intimidating, hostile, or offensive employment or 
educational environment. 

 
Sexual harassment may include, but is not limited to: 

● unwelcome verbal harassment or abuse; 
● unwelcome pressure for sexual activity; 
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● unwelcome, sexually motivated, or inappropriate patting, pinching, or physical contact, other than 
necessary restraint of student(s) by teachers, administrators, or other school district personnel to 
avoid physical harm to persons or property; 

● unwelcome sexual behavior or words, including demands for sexual favors, accompanied by implied or 
overt threats concerning an individual’s employment or educational status;  

● unwelcome sexual behavior or words, including demands for sexual favors, accompanied by implied or 
overt promises of preferential treatment with regard to an individual’s employment or educational 
status; or 

● unwelcome behavior or words directed at an individual because of gender. 
 
Sexual Violence; Definition.  Sexual violence is a physical act of aggression or force or the threat thereof which 
involves the touching of another’s intimate parts, or forcing a person to touch any person’s intimate parts.  
Intimate parts, as defined in Minn. Stat. § 609.341, includes the primary genital area, groin, inner thigh, 
buttocks, or breast, as well as the clothing covering these areas. Sexual violence may include, but is not limited 
to: 
 
a. touching, patting, grabbing, or pinching another person’s intimate parts, whether that person is of the 

same sex or the opposite sex; 
 
b. coercing, forcing, or attempting to coerce or force the touching of anyone’s intimate parts; 

 
c. coercing, forcing, or attempting to coerce or force sexual intercourse or a sexual act on another; or 

 
d. threatening to force or coerce sexual acts, including the touching of intimate parts or intercourse, on 

another. 
 
Violence; Definition.  Violence prohibited by this policy is a physical act of aggression or assault upon another 
or group of individuals because of, or in a manner reasonably related to, race, color, creed, religion, national 
origin, sex, age, marital status, familial status, status with regard to public assistance, sexual orientation, or 
disability. 
 
Reporting Procedures 
A. Any person who believes he or she has been the target or victim of harassment or violence on the basis of 

race, color, creed, religion, national origin, sex, age, marital status, familial status, status with regard to 
public assistance, sexual orientation, or disability by a student, teacher, administrator, or other school 
district personnel, or any person with knowledge or belief of conduct which may constitute harassment or 
violence prohibited by this policy toward a student, teacher, administrator, or other school district 
personnel or group of students, teachers, administrators, or other school district personnel should report 
the alleged acts immediately to an appropriate school district official designated by this policy.  A person 
may report conduct which may constitute harassment or violence anonymously.  However, SSC may not 
rely solely on an anonymous report to determine discipline or other remedial responses. 

 
B. SSC encourages the reporting party or complainant to use the report form available from the principal or 

building supervisor of each building or available from the SSC administrative office, but oral reports shall 
be considered complaints as well. 

 
C. Nothing in this policy shall prevent any person from reporting harassment or violence directly to a school 

district human rights officer or to the superintendent.  If the complaint involves the building report taker, 
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the complaint shall be made or filed directly with the superintendent or the SSC human rights officer by 
the reporting party or complainant. 

 
D. The human rights officer is the person responsible for receiving oral or written reports of harassment or 

violence prohibited by this policy at the building level.  Any adult SSC personnel who receives a report of 
harassment or violence prohibited by this policy shall inform the human rights officer immediately. If the 
complaint involves the human rights officer, the complaint shall be made or filed directly with the 
Executive Director by the reporting party or complainant. The human rights officer shall ensure that this 
policy and its procedures, practices, consequences, and sanctions are fairly and fully implemented and 
shall serve as a primary contact on policy and procedural matters. 

 
E. Any SSC personnel who witnesses, observes, receives a report of, or has other knowledge or belief of 

conduct that may constitute harassment or violence shall make reasonable efforts to address and resolve 
the harassment or violence and shall inform the human rights officer immediately.  SSC personnel who fail 
to inform the human rights officer of conduct that may constitute harassment or violence or who fail to 
make reasonable efforts to address and resolve the harassment or violence in a timely manner may be 
subject to disciplinary action. 

 
F. Upon receipt of a report, the human rights officer may request, but may not insist upon, a written 

complaint.  If the report was given verbally, the human rights officer shall personally reduce it to written 
form within 24 hours.  Failure to forward any harassment or violence report or complaint as provided 
herein may result in disciplinary action against the human rights officer. 

 
G. SSC shall conspicuously post the name of the human rights officer(s), including mailing addresses and 

telephone numbers. 
 
H. Submission of a good faith complaint or report of harassment or violence prohibited by this policy will not 

affect the complainant or reporter’s future employment, grades, work assignments, or educational or 
work environment. 

 
I. Use of formal reporting forms is not mandatory. 
 
J. Reports of harassment or violence prohibited by this policy are classified as private educational and/or 

personnel data and/or confidential investigative data and will not be disclosed except as permitted by law. 
 
K. SSC will respect the privacy of the complainant(s), the individual(s) against whom the complaint is filed, 

and the witnesses as much as possible, consistent with SSC’s legal obligations to investigate, to take 
appropriate action, and to comply with any discovery or disclosure obligations. 

 
L. Retaliation against a victim, good faith reporter, or a witness of violence or harassment is prohibited. 
 
M. False accusations or reports of violence or harassment against another person are prohibited. 
 
N. A person who engages in an act of violence or harassment, reprisal, retaliation, or false reporting of 

violence or harassment, or permits, condones, or tolerates violence or harassment shall be subject to 
discipline or other remedial responses for that act in accordance with SSC’s policies and procedures. 
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O. Consequences for employees who permit, condone, or tolerate violence or harassment or engage in an act 
of reprisal or intentional false reporting of violence or harassment may result in disciplinary action up to 
and including termination or discharge. 

 
P. Consequences for other individuals engaging in prohibited acts of violence or harassment may include, but 

not be limited to, exclusion from SSC property and events and/or termination of services and/or contracts. 
 
Investigation 
A. By authority of SSC, the human rights officer, within three (3) days of the receipt of a report or complaint 

alleging harassment or violence prohibited by this policy, shall undertake or authorize an investigation.  
The investigation may be conducted by SSC officials or by a third party designated by SSC. 

 
B. The investigation may consist of personal interviews with the complainant, the individual(s) against whom 

the complaint is filed, and others who may have knowledge of the alleged incident(s) or circumstances 
giving rise to the complaint.  The investigation may also consist of any other methods and documents 
deemed pertinent by the investigator. 

 
C. In determining whether alleged conduct constitutes a violation of this policy, SSC should consider the 

surrounding circumstances, the nature of the behavior, past incidents or past or continuing patterns of 
behavior, the relationships between the parties involved, and the context in which the alleged incidents 
occurred.  Whether a particular action or incident constitutes a violation of this policy requires a 
determination based on all the facts and surrounding circumstances. 

 
D. In addition, SSC may take immediate steps, at its discretion, to protect the target or victim, the 

complainant, and students, administrators, or other SSC personnel pending completion of an investigation 
of alleged harassment or violence prohibited by this policy. 

 
E. The alleged perpetrator of the act(s) of harassment or violence shall be allowed the opportunity to present 

a defense during the investigation or prior to the imposition of discipline or other remedial responses. 
 
F. The investigation will be completed as soon as practicable.  The SSC human rights officer shall make a 

written report to the Executive Director upon completion of the investigation.  If the complaint involves 
the Executive Director, the report may be filed directly with the SSC board.  The report shall include a 
determination of whether the allegations have been substantiated as factual and whether they appear to 
be violations of this policy. 

 
SSC Action 
A. Upon completion of an investigation that determines a violation of this policy has occurred, SSC will take 

appropriate action.  Such action may include, but is not limited to, warning, suspension, remediation, 
termination, or discharge. Disciplinary consequences will be sufficiently severe to try to deter violations 
and to appropriately discipline prohibited behavior.  SSC action taken for violation of this policy will be 
consistent with requirements of applicable collective bargaining agreements, Minnesota and federal law, 
and applicable SSC policies and regulations. 

 
B. SSC is not authorized to disclose to a victim private educational or personnel data regarding an alleged 

perpetrator who is an employee of SSC.  SSC officials will notify the parent(s) or guardian(s) of minor 
children targets or victims of harassment or violence and the parent(s) or guardian(s) of alleged minor 
children perpetrators of harassment or violence who have been involved in a reported and confirmed 
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harassment or violence incident of the remedial or disciplinary action taken, to the extent permitted by 
law. 
 

Retaliation or Reprisal. SSC will discipline or take appropriate action against any student, teacher, 
administrator, or other school district personnel who commits an act of reprisal or who retaliates against any 
person who asserts, alleges, or makes a good faith report of alleged harassment or violence prohibited by this 
policy, who testifies, assists, or participates in an investigation of retaliation or alleged harassment or violence, 
or who testifies, assists, or participates in a proceeding or hearing relating to such harassment or violence. 
Retaliation includes, but is not limited to, any form of intimidation, reprisal, harassment, or intentional 
disparate treatment.  Disciplinary consequences will be sufficiently severe to deter violations and to 
appropriately discipline the individual(s) who engaged in the harassment or violence.  Remedial responses to 
the harassment or violence shall be tailored to the particular incident and nature of the conduct. 
 
Right to Alternative Complaint Procedures. These procedures do not deny the right of any individual to 
pursue other avenues of recourse which may include filing charges with the Minnesota Department of Human 
Rights, initiating civil action, or seeking redress under state criminal statutes and/or federal law. 
 
Harassment or Violence as Abuse.  Under certain circumstances, alleged harassment or violence may also be 
possible abuse under Minnesota law.  If so, the duties of mandatory reporting under Minn. Stat. § 626.556 
may be applicable. Nothing in this policy will prohibit SSC from taking immediate action to protect victims of 
alleged harassment, violence, or abuse. 
 
Dissemination of Policy and Training.  This policy shall be conspicuously posted in the SSC building in areas 
accessible to SSC personnel. SSC will develop a method of discussing this policy with students and employees.  
SSC may implement violence prevention and character development education programs to prevent and 
reduce policy violations.  Such programs may offer instruction on character education including, but not 
limited to, character qualities such as attentiveness, truthfulness, respect for authority, diligence, gratefulness, 
self-discipline, patience, forgiveness, respect for others, peacemaking, and resourcefulness.  This policy shall 
be reviewed at least annually for compliance with state and federal law. 

414 Performance Appraisal 
Performance appraisal is a regular process of interaction between employee and supervisor, regarding 
performance on the job.  This process is conducted annually and carries over from year to year.  It is 
formalized for the purpose of: 
 

● providing for increased communication between employee and supervisor regarding the employee's 
performance; 

● updating an employee's job description; 

● identifying performance factors and correlating an individual’s level of achievement in performance of 
their duties with those factors; 

● identifying and planning strategies to maximize strengths and eliminate gaps in performance; and 

● promoting employee growth and development as an individual and within the organization. 
 
The Executive Director will institute a process for regular performance appraisal of employees. 
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415 Pay Equity 
The Minnesota Laws of 1984, Chapter 651, require that "every political subdivision of this State will use a job 
evaluation system to determine the comparable work value" of jobs in order to establish "equitable 
compensation relationships between female-dominated, male-dominated, and balanced classes of 
employees."  Maintenance of pay equity will be a goal of the Southeast Service Cooperative Board of Directors 
in establishing employee compensation.  Southeast Service Cooperative administration will regularly update 
pay equity information and will submit compliance reports required by law. 
 

416 Drug and Alcohol Testing  
The SSC board recognizes the significant problems created by drug and alcohol use in society.  SSC further 
recognizes the important contribution that public schools have in shaping the youth of today into the adults of 
tomorrow. SSC believes that a work environment free of drug and alcohol use will be not only safer, healthier, 
and more productive but also more conducive to effective learning.  Therefore, to provide such an 
environment, the purpose of this policy is to provide authority so that the SSC board may require employees 
to submit to drug and alcohol testing in accordance with the provisions of this policy and as provided in 
federal law and Minn. Stat. §§ 181.950-181.957. 
 
 “Drug” means a controlled substance as defined in Minnesota Statutes. 
 
The use, possession, sale, purchase, transfer, or dispensing by SSC employees, officials, or SSC representatives 
of alcohol or any drugs not medically prescribed is prohibited on SSC property and in SSC vehicles, while a 
passenger or operating SSC vehicles or equipment, and at any SSC-sponsored program or event.  Use of drugs 
which are not medically prescribed is also prohibited throughout the work day, including lunch or other 
breaks, whether or not the employee is on or off SSC property.  Employees, SSC officials and SSC 
representatives under the influence of drugs which are not medically prescribed are prohibited from entering 
or remaining on SSC property. 
 
Any employee who violates this section shall be subject to discipline up to and including immediate discharge 
from employment. 
 
Reasonable Suspicion Testing.  SSC may request any employee to undergo drug and alcohol testing if SSC has 
a reasonable suspicion that the employee: 
 

a. is under the influence of drugs or alcohol; 
 

b. has violated SSC’s written work rules prohibiting the use, possession, sale, or transfer of drugs or 
alcohol; 

 
c. has sustained a personal injury, as that term is defined in Minn. Stat. § 176.011, Subd. 16, or has 

caused another employee to sustain a personal injury; or 
 

d. has caused a work-related accident or was operating or helping to operate machinery, equipment, or 
vehicles involved in a work-related accident. 

 
Any employee whose position does not require a commercial driver’s license has the right to refuse drug and 
alcohol testing subject to the provisions contained in this Section. An employee in a position that does not 
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require a commercial driver’s license who refuses to undergo drug and alcohol testing in the circumstances set 
out in Reasonable Suspicion Testing provisions of this policy may be subject to disciplinary action, up to and 
including immediate discharge. 
 
SSC shall provide written notice of this drug and alcohol testing policy to all affected employees upon adoption 
of the policy.  
 

417 Chemical Use and Abuse 
The Southeast Service Cooperative (SSC) Board of Directors recognizes that chemical use and abuse 
constitutes a grave threat to the physical and mental well-being of employees and significantly impedes 
professional behavior and performance.  Chemical use and abuse also creates significant problems for society 
in general.  The purpose of this policy is to assist SSC in its goal to prevent chemical use and abuse by providing 
procedures for education and intervention. 
 
Use of controlled substances, toxic substances, and alcohol is prohibited in the typical work setting.   
 
SSC shall offer a program, such as through an employee assistance program or other resources, to educate 
and assist employees in understanding this policy and the goals of maintaining a drug-free workplace. 
 
Definitions 
 “Chemical abuse” means use of any psychoactive or mood-altering chemical substance, without compelling 
medical reason, in a manner that induces mental, emotional, or physical impairment and causes socially 
dysfunctional or socially disordering behavior, to the extent that the employee’s normal function in work or 
social activities is chronically impaired. 
 
 “Chemicals” includes but is not limited to alcohol, toxic substances, and controlled substances as defined in 
SSC’s Drug-Free Workplace policy. 
 
 “Work location” includes the SSC building or any SSC premises; any SSC-owned vehicle or in any other SSC-
approved vehicle used to transport an employee; off-site property at any SSC-sponsored or SSC-approved 
activity, event or function; or during any period of time an employee is supervising SSC client students or 
otherwise engaged in SSC business. 
 
Reports of Illegal Chemical Use and Abuse.  In the event that an SSC employee knows that an employee is 
abusing, possessing, transferring, distributing or selling illegal chemicals in an SSC work location: 
 
1. The employee shall immediately notify the Executive Director of the observation.  If the Executive Director 

is the employee who has been observed, the employee will notify the Human Rights Officer, who will then 
investigate and work with the Executive Director and, if necessary, the Board of Directors. 

 
2. The Executive Director or Human Rights Officer will notify law enforcement officials. 

 
3. The Executive Director or Human Rights Officer and/or law enforcement officials will confiscate the 

chemicals and/or conduct a search of the employee’s person, effects, workspace, vehicle, or areas within 
the employee’s control.  
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4. SSC will take appropriate disciplinary action in compliance with SSC policy.  Such discipline may include 
immediate suspension, referral to a detoxification center or medical center, and/or discharge. 

 
If an SSC employee has reason to believe that an employee is abusing, possessing, transferring, distributing or 
selling chemicals, the employee shall notify the Executive Director and shall describe the basis for the 
suspicion.  The Executive Director will determine what action should be taken.  Action may include conducting 
an investigation, gathering data, and scheduling a conference with the employee to discuss the behaviors that 
have been reported and attempting to ascertain facts regarding chemical abuse. 
The Executive Director or designee shall notify any federal granting agency required to be notified under the 
Drug-Free Workplace Act within ten (10) days after receiving notice of a conviction of an employee for a 
criminal drug statute violation occurring in the workplace.  To facilitate the giving of such notice, any 
employee aware of such a conviction shall report the same to the Executive Director. 

418 Drug-Free Workplace 
The purpose of this policy is to maintain a safe and healthful environment for employees by prohibiting the 
use of alcohol, toxic substances and controlled substances without a physician’s prescription. 
 
Use of controlled substances, toxic substances, and alcohol before, during, or after work hours, at SSC or in 
any other SSC work location, is prohibited as general policy.  Paraphernalia associated with controlled 
substances is prohibited.  It shall be a violation of this policy for any employee, volunteer, visitor, or member 
of the public to use alcohol, toxic substances, or controlled substances in any place in which SSC work is being 
conducted.  SSC will act to enforce this policy and to discipline or take appropriate action against any 
employee, volunteer, visitor, or member of the public who violates this policy. 
 
Definitions 
“Alcohol” includes any alcoholic beverage, malt beverage, fortified wine, or other intoxicating liquor. 
 
“Controlled substances” include narcotic drugs, hallucinogenic drugs, amphetamines, barbiturates, marijuana, 
anabolic steroids, or any other controlled substance as defined in Schedules I through V of the Controlled 
Substances Act, 21 U.S.C. § 812, including analogues and look-alike drugs. 
 
“Toxic substances” includes glue, cement, aerosol paint, or other substances used or possessed with the intent 
of inducing intoxication or excitement of the central nervous system. 
 
 “Use” includes to sell, buy, manufacture, distribute, dispense, possess, use, or be under the influence of 
alcohol and/or controlled substances, whether or not for the purpose of receiving remuneration or 
consideration. 
 
“Possess” means to have on one’s person, in one’s effects, or in an area subject to one’s control. 
 
“Work location” includes the SSC building or any SSC premises; any SSC-owned vehicle or in any other SSC-
approved vehicle used to transport an employee; off-site property at any SSC-sponsored or SSC-approved 
activity, event or function; or during any period of time an employee is supervising SSC client students or 
otherwise engaged in SSC business. 
 
Exceptions 
It shall not be a violation of this policy for a person to bring onto a work location, for such person’s own use, a 
controlled substance which has a currently accepted medical use in treatment in the United States and the 
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person has a physician’s prescription for the substance.  The person shall comply with the relevant procedures 
of this policy. 
 
It shall not be a violation of this policy for a person to possess an alcoholic beverage in a work location when 
the possession is within the exceptions of Minn. Stat. § 624.701, Subd. 1a (experiments in laboratories; 
pursuant to a temporary license to sell liquor issued under Minnesota laws or possession after the purchase 
from such a temporary license holder). 
 
Enforcement 
As a condition of employment in any federal grant, each employee who is engaged either directly or indirectly 
in performance of a federal grant shall abide by the terms of this policy and shall notify his or her supervisor in 
writing of his or her conviction of any criminal drug statute for a violation occurring in any of the places listed 
above on which work on a federal grant is performed, no later than five (5) calendar days after such 
conviction. 
 
An employee who violates the terms of this policy is subject to disciplinary action, including suspension, 
termination, or discharge as deemed appropriate by the Board of Directors. 
 
In addition, any employee who violates the terms of this policy may be required to satisfactorily participate in 
a drug and/or alcohol abuse assistance or rehabilitation program approved by SSC.  Any employee who fails to 
satisfactorily participate in and complete such a program is subject to suspension or termination as deemed 
appropriate by the Board of Directors. 
 
Sanctions against employees, including suspension, termination, or discharge shall be pursuant to and in 
accordance with applicable statutory authority and SSC policy. 
 
A member of the public who violates this policy shall be informed of the policy and asked to leave.  If 
necessary, law enforcement officials will be notified and asked to provide an escort. 

419 Tobacco Free Environment 
Minn. Stat. § 144.416 requires that entities that control public places must make reasonable efforts to prevent 
smoking in public places, including the posting of signs or any other means which may be appropriate. 
 
The purpose of this policy is to maintain a working and learning environment that is tobacco free. 
 
A violation of this policy occurs when any individual smokes or uses tobacco, tobacco-related devices, or 
electronic cigarettes in the SSC facility.  This prohibition extends to the entire facility and all vehicles that SSC 
controls.  In addition, this prohibition includes vehicles used, in whole or in part, for work purposes, during 
hours of SSC operation, if more than one person is present.  This prohibition includes all SSC property and all 
off-campus events sponsored by the SSC. 
 
SSC will act to enforce this policy and to discipline or take appropriate action against any individual who is 
found to have violated this policy. 
 
SSC will not solicit or accept any contributions or gifts of money, curricula, materials, or equipment from 
companies that directly manufacture and are identified with tobacco products, devices, or electronic 
cigarettes.  SSC will not promote or allow promotion of tobacco products or e-cigarettes on SSC property or at 
SSC-sponsored events. 
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Definitions 
“Electronic cigarette” means any oral device that provides a vapor of liquid nicotine, lobelia, and/or other 
similar substance, and the use or inhalation of which simulates smoking.  The term shall include any such 
devices, whether they are manufactured, distributed, marketed, or sold as e-cigarettes, e-cigars, e-pipes, or 
under another product name or descriptor. 
 
 “Tobacco” means cigarettes and any product containing, made, or derived from tobacco that is intended for 
human consumption, whether chewed, smoked, absorbed, dissolved, inhaled, snorted, sniffed, or ingested by 
any other means, or any component, part, or accessory of a tobacco product; cigars; cheroots; stogies; 
perique; granulated, plug cut, crimp cut, ready rubbed, and other smoking tobacco; snuff; snuff flour; 
cavendish; plug and twist tobacco; fine cut and other chewing tobacco; shorts; refuse scraps, clippings, 
cuttings and sweepings of tobacco; and other kinds and forms of tobacco. 
 
 “Tobacco-related devices” means cigarette papers or pipes for smoking. 
 
 “Smoking” means inhaling or exhaling smoke from any lighted cigar, cigarette, pipe, or any other lighted 
tobacco or plant product.  Smoking also includes carrying a lighted cigar, cigarette, pipe, or any other lighted 
tobacco or plant product intended for inhalation and the use of electronic cigarettes, including the inhaling 
and exhaling of vapor from any electronic delivery device. 
 
Exceptions 
A violation of this policy does not occur when an Indian adult lights tobacco on SSC property as a part of a 
traditional Indian spiritual or cultural ceremony.  An Indian is a person who is a member of an Indian tribe as 
defined under Minnesota law. 
 
A violation of this policy does not occur when an adult possesses a tobacco or nicotine product that has been 
approved by the United States Food and Drug Administration for sale as a tobacco cessation product, as a 
tobacco dependence product, or for other medical purposes, and is being marketed and sold solely for such an 
approved purpose. 
 
Enforcement.  All individuals on SSC premises shall adhere to this policy.  Employees who violate this tobacco-
free policy shall be subject to SSC discipline procedures. 
 
SSC administrators may call the local law enforcement agency to assist with enforcement of this policy.  
Smoking or use of any tobacco product in a public agency is a violation of the Minnesota Clean Indoor Air Act 
and/or the Freedom to Breathe Act of 2007 and is a petty misdemeanor.  A court injunction may be instituted 
against a repeated violator. 
 
No persons shall be discharged, refused to be hired, penalized, discriminated against, or in any manner 
retaliated against for exercising any right to a smoke-free environment provided by the Freedom to Breathe 
Act of 2007 or other law. 

420 Students and Employees with Sexually Transmitted Infections and Diseases and 
Certain Other Communicable Diseases and Infectious Conditions 
Purpose. Public concern that students and staff of the Service Cooperative be able to attend Southeast Service 
Cooperative (SSC) without becoming infected with serious communicable or infectious diseases, including but 
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not limited to, Human Immunodeficiency Virus (HIV), Acquired Immunodeficiency Syndrome (AIDS), Hepatitis 
B, and Tuberculosis, requires that the board of directors adopt measures effectively responding to health 
concerns while respecting the rights of all students, employees, and contractors, including those who are so 
infected. The purpose of this policy is to adopt such measures. 
 
General Statement of Policy 

A. Students:  It is the policy of the Board of Directors that students with communicable diseases 
not be excluded from attending SSC functions so long as their health permits and their attendance does 
not create a significant risk of the transmission of illness to students or employees of the Service 
Cooperative.  A procedure for minimizing interruptions to learning resulting from communicable diseases 
will be established by the Service Cooperative in its IEP and Section 504 team process, if applicable, and 
in consultation with community health and private health care providers.  Procedures for the inclusion of 
students with communicable diseases will include any applicable educational team planning processes, 
including the review of the educational implications for the student and others with whom the student 
comes into contact. 

 
B. Employees:  It is the policy of the Board of Directors that employees with communicable 
diseases not be excluded from attending to their customary employment so long as they are physically, 
mentally and emotionally able to safely perform tasks assigned to them and so long as their employment 
does not create a significant risk of the transmission of illness to students, employees, or others in the 
Service Cooperative.  If a reasonable accommodation will eliminate the significant risk of transmission, 
such accommodation will be undertaken unless it poses an undue hardship to the Service Cooperative. 

 
C. Circumstances and Conditions 
1. Determinations of whether a contagious individual’s school attendance or job performance creates a 

significant risk of the transmission of the illness to students or employees of the Service Cooperative 
will be made on a case by case basis.  Such decisions will be based upon the nature of the risk (how it 
is transmitted), the duration of the risk (how long the carrier is infectious), the severity of the risk 
(what is the potential harm to third parties) and the probabilities the disease will be transmitted and 
will cause varying degrees of harm.  When a student is disabled, such a determination will be made in 
consultation with the educational planning team. 

 
2. The Board of Directors recognizes that some students and some employees, because of special 

circumstances and conditions, may pose greater risks for the transmission of infectious conditions 
than other persons infected with the same illness.  Examples include students who display biting 
behavior, students or employees who are unable to control their bodily fluids, who have oozing skin 
lesions or who have severe disorders which result in spontaneous external bleeding.  These 
conditions need to be taken into account and considered in assessing the risk of transmission of the 
disease and the resulting effect upon the educational program of the student or employment of the 
employee by consulting with the Commissioner of Health, the physician of the student or employee, 
and the parent(s)/guardian(s) of the student. 

 
D. Students with Special Circumstances and Conditions: The Southeast Service Cooperative , along 
with the infected individual’s physician, the infected individual or parent(s)/guardian(s), and others, if 
appropriate, will weigh risks and benefits to the student and to others, consider the least restrictive 
appropriate educational placement, and arrange for periodic reevaluation as deemed necessary by the 
state epidemiologist.  The risks to the student shall be determined by the student’s physician. 
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E. Extracurricular Student Participation:  Student participation in nonacademic, extracurricular 
and non-educational programs of the Service Cooperative are subject to a requirement of equal access 
and comparable services.  Student educational services are subject to FAPE/LRE standards. 
 
F. Precautions:  The Service Cooperative will develop routine procedures for infection control at 
school and for educating employees about these procedures.  The procedures shall be developed through 
cooperation with health professionals taking into consideration guidelines of the Minnesota Department 
of Education and the Minnesota Department of Health (last revised 1988).  (These precautionary 
procedures shall be consistent with the Service Cooperative’s procedures regarding blood-borne 
pathogens developed pursuant to the Service Cooperative’s employee right to know policy.) 

 
G. Information Sharing 
1. Employee and student health information shall be shared within the Service Cooperative only with 

those whose jobs require such information and with those who have a legitimate educational interest 
(including health and safety) in such information and shall be shared only to the extent required to 
accomplish legitimate educational goals and to comply with employees’ right to know requirements. 

 
2. Employee and student health data shall be shared outside the Service Cooperative only in accordance 

with state and federal law and with the Service Cooperative’s policies on employee and student 
records and data. 

 
H. Reporting:  If a medical condition of student or staff threatens public health, it must be 
reported to the Commissioner of Health. 

 
I. Prevention:  The Service Cooperative shall, with the assistance of the Commissioners of Health 
and  Education, implement a program to prevent and reduce the risk of sexually transmitted diseases in 
accordance with Minn. Stat. § 121A.23 which includes: 

 
1. planning materials, guidelines, and other technically accurate and updated information; 
 
2. a comprehensive, developmentally appropriate, technically accurate, and updated curriculum that 

includes helping students to abstain from sexual activity until marriage; 
 
3. cooperation and coordination among Service Cooperatives and school districts; 
 
4. a targeting of adolescents, especially those who may be at high risk of contracting sexually 

transmitted diseases and infections, for prevention efforts; 
 
5. involvement of parents and other community members; 
 
6. in-service training for SSC staff and Board of Directors members; 
 
7. collaboration with state agencies and organizations having a sexually transmitted infection and 

disease prevention or risk reduction program; 
 
8. collaboration with local community health services, agencies and organizations having  a sexually 

transmitted infection and disease prevention or  risk reduction program; and  
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9. participation by state and local student organizations. 
 
10. The program must be consistent with the health and wellness curriculum. 
 
11. The Service Cooperative may accept funds for sexually transmitted infection and disease prevention 

programs developed and implemented under this section from public and private sources including 
public health funds and foundations, department professional development funds, federal block 
grants or other federal or state grants.  

 
J. Vaccination and Screening:  The Service Cooperative will develop procedures regarding the 
administration of Hepatitis B vaccinations and Tuberculosis screenings containment in keeping with 
current state and federal law. 

421 Gifts to Employees and Board Members 
The SSC Board of Directors recognizes that clients or other individuals or organizations may wish to show 
appreciation to SSC employees.  SSC discourages gift-giving to employees and encourages donors instead to 
write letters and notes of appreciation or to give small tokens of gratitude as memorabilia. 
 
A violation of this policy occurs when: 
1. any employee solicits, accepts, or receives, either by direct or indirect means, a gift from a client or other 

individual or organization of greater than nominal value. 
2. any employee solicits, accepts, or receives a gift from a person or entity doing business with or seeking to 

do business with SSC.  Employees may accept items of insignificant value of a promotional or public 
relations nature.  The Executive Director has discretion to determine what value is “insignificant.” 

 
Employees may accept from publishers free samples of textbooks and related instructional and/or 
professional development materials.  Employees are prohibited from re-selling books for personal gain. 
 
This policy applies only to gifts given to employees where the donor’s relationship with the employee arises 
out of the employee’s employment with SSC.  It does not apply to gifts given to employees by personal 
friends, family members, other employees, or others unconnected to the employee’s employment with SSC. 
 
Any employee considering the acceptance of a gift shall confer with the administration for guidance related to 
the interpretation and application of this policy.   
 
Employees who violate the provisions of this policy may be subject to discipline, which may include reprimand, 
suspension, and/or termination or discharge. 
 
SSC Board of Directors.  An elected or appointed member of a public board or an administrator may not 
accept a gift from an interested person. 
 
Definitions.  
 “Gift” means money, real or personal property, a service, a loan, a forbearance or forgiveness of 
indebtedness, or a promise of future employment that is given without something of equal or greater value 
being received in return. 
 
“Interested person” means a person or a representative of a person or association that has a direct financial 
interest in a decision that a board member or an administrator is authorized to make. 
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422 Employee Donation of Accrued Vacation Leave  
SSC recognizes that employees may exhaust all available paid leave when experiencing a catastrophic health 
related emergency involving illness or injury or who are providing care for a spouse, domestic partner, or 
dependent child who has incurred a life-threatening illness/injury.  SSC wishes to provide a compassionate 
means for other employees to assist by donating accrued vacation time. 
 
This policy allows for the transfer of accrued vacation from one employee to the sick leave account of another 
employee when an employee is unable to work due to a serious illness or injury of themselves or an 
immediate family member, and have exhausted all of their sick leave, comp-time and all but three (3) days of 
their vacation.  SSC reserves the right to determine eligibility for vacation transfer on a case by case basis. 
 
An SSC employee who wishes to transfer (donate) accumulated vacation leave to the sick leave account of 
another employee, may voluntarily and confidentially elect to do so by completing the SSC Vacation Donation 
form available from the Executive Director indicating the name of the employee to whom the leave is to be 
transferred/donated to, the donor’s name, the number of hours (whole hours only) to be transferred, the 
donor’s signature and current date.  The transfer of vacation hours is confidential and the name of the person 
making the donation will not be disclosed to the recipient. 
 
Employees may donate up to 32 hours of their vacation accrual per calendar year. The transfer of leave will be 
computed at the hourly salary rate of the donor in proportion to the hourly salary rate of the recipient.  A 
donating employee must retain a minimum balance of three (3) days of accrued paid vacation in their account 
after donating paid leave. 
 
The Director will determine if the request meets the criteria of this policy.  This policy may also be suspended 
or terminated at any time by the SSC Board.  
 
 EXAMPLE:   

An employee who earns $20.00 an hour donates five (5) hours of vacation leave.  The donor’s vacation 
leave account is reduced by five (5) hours. 
 
The sick leave account of the recipient will be credited at his/her hourly rate of pay.  If their hourly rate 
of pay is $15.00, their sick leave account would be increased by 5.26 hours.  (5 hrs. x $20.00 = $100.00; 
$100.00 ÷ $15.00 = 6.67 hours) 

 
Sick leave will be credited to the recipient in a secondary sick leave bank only up to the maximum accrual 
allowed by the SSC Personnel Policy.  Employees who have accrued comp-time or sick leave, or more than 3 
days of vacation accrual, shall first be required to use such hours, before becoming eligible to receive donated 
vacation in accordance with this policy. 
 
In the event that the recipient cannot receive the donated leave hours due to the provisions contained herein, 
the remaining balance to the nearest half hour shall be returned to the donating employee(s) in the reverse 
order of when the donation was made.  
 
Upon separation from employment, donated vacation hours shall have no cash value. Donation is not 
processed until required for use by the receiving employee. 
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SOUTHEAST SERVICE COOPERATEIVE 
Vacation Donation/Transfer Form 

 
I, (full name)    
                           
hereby request to donate      hours of vacation to (full name)    . 
 
Signed:     Dated:      
  (Employee signature) 
 
For Personnel Office Use: 
Approved by Executive Director (signature)     Date     
 
Donation is not processed until required for use by the receiving employee. 
 
Donating employee’s hourly rate $                  x                vacation hours donated = $    
Donated value $                   divided by recipient’s hourly wage rate $           =   #         hours of sick leave credit. 

423 Other Leaves 
Leaves with pay.  Employees who are required to be absent from work by order of government authorities, 
such as military duty, jury duty, and court ordered appearances for non-personal, government-related actions, 
will be compensated for up to 15 days in the amount of the difference between the government order 
compensation and the employee’s regular SSC wage.  Time over 15 days may be taken as paid time off or 
unpaid leave at SSC's discretion.  Court ordered appearances relating to SSC business will be considered on 
duty work.  Court appearances for actions by, against, or relating to the employee will be considered personal 
and will be charged to the employee’s paid time off or taken without pay. 
 
Leaves without pay.  An employee may be authorized to take other limited leave for personal reasons for up 
to 12 weeks of time at the employee’s FTE (100% FTE = 480 hours) without pay if a request is submitted in 
writing in advance and approved by the Executive Director.  However, the employee must exhaust applicable 
paid leave prior to the commencement of unpaid leave.  Accrual of benefits and employer contributions will 
continue the first two consecutive weeks of unpaid leave. 
 
“Extended unpaid leave” means leave without pay subsequent to the initial two consecutive weeks such 
leave.  
 
Employees who are on extended unpaid leave and are NOT eligible for FMLA Leave (refer to definition of 
eligibility in the FMLA policy).  When an employee is on an extended unpaid leave of absence (more than two 
consecutive work weeks), benefits will be affected as follows (refer to current Benefit Plan to verify that a 
given fringe benefit is actively available and the employee is eligible):  

1. Health, dental, and vision coverage.  Employer contributions to the health plan and to individual 
health accounts (VEBA, HSA) will continue to be made for up to three monthly premiums following 
commencement of unpaid leave. 

2. Flexible Spending Program.  Employees will be allowed to continue depositing funds up to the amount 
stipulated in the employee’s annual election. 

3. Long-term disability.  
If the employee has not completed three months employment with SSC, employer contributions 
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towards premium payments will not begin until the employee returns to work and completes the three 
months requisite employment.  If the employee has completed three months employment and 
premiums have commenced prior to the start of unpaid leave, SSC will continue to pay premiums until 
determination is received from the insurance carrier that the employee is eligible to receive long-term 
disability benefits and premiums are waived.  If the employee is declared ineligible to receive long-
term disability benefits by the insurance carrier, premiums will be suspended until the employee 
returns to work. 

4. Life insurance premiums.  Employer contributions will be paid pursuant to the benefit plan eligibility 
for up to six monthly premiums following commencement of extended unpaid leave.  

5. Employee Retirement Plan 403(b) Match.  Employer match contributions will be suspended from the 
time an employee begins unpaid leave until the employee returns to work. 

6. Tuition Reimbursement.   This benefit will be suspended for the period the employee is on unpaid 
leave, except that reimbursements will be paid for requests that were authorized prior to beginning of 
the leave and for which the employee has completed course work and provided documentation. 

7. Fleet Management Program.  Employees who have a vehicle assigned to them under this program 
must continue to pay employee contributions due at the commencement of and throughout the period 
of extended unpaid leave.  Payment must be paid prior to the beginning of each month of an 
employee’s unpaid leave.  If the employee fails to make timely payment, the car must be returned to 
SSC immediately. 

8. Paid leave will not be accrued, and the employee will not be eligible for holiday pay.  At such time the 
employee returns to work, accrual of paid leave will recommence proportionate to the employee’s FTE 
status. 

 
Employees who are on extended unpaid leave and are eligible for FMLA Leave.  Employer contributions for 
health, dental, and vision coverage (including health plan and VEBA/HSA contributions) will continue at the 
same level as prior to the unpaid FMLA leave.  All other benefits will be implemented in the manner as 
outlined above for employees who do not meet for FMLA eligibility. 

424 Licensure 
SSC will ensure that qualified teachers are employed in positions requiring current teaching licensure by the 
State of Minnesota and to ascertain the licensure status of its employees. A qualified teacher is one holding a 
valid license to perform the particular service for which the teacher is employed by SSC. 
 
SSC will verify licensure status of employees and candidates for employment through the Minnesota 
education licensing system available on the Minnesota Department of Education website for those positions 
that require state licensure approval.  SSC will establish a procedure for annually verifying that every 
individual’s license is current and appropriate to the particular service for which the individual is employed by 
SSC.  If it is discovered that a teacher’s license has expired, the Executive Director will immediately investigate 
the circumstances surrounding the lack of license and will take appropriate action.   
 
The duty and responsibility of maintaining a current and valid teaching license appropriate to the teaching 
assignment as required by this policy shall remain with the teacher. A teacher’s failure to comply with this 
policy may be grounds for disciplinary measures, including immediate discharge from employment. 

425 VEBA and/or HSA Plans 
Health Care Saving Arrangement.  SSC may offer a health spending individual account in conjunction with the 
health plan. Details are outlined in the annual employee benefit plan. 
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Payment of Administrative Fee.  Administrative fees allocable to individual accounts of active employees shall 
be paid from the account by the employer.  Administrative fees allocable to the individual accounts of former 
employees, including retirees, shall be paid from individual accounts.  Administrative fees shall be paid from 
individual accounts of participants in the event the individual health account is terminated.  

426 Employee Health Promotion 
The Southeast Service Cooperative will promote healthful living for the Southeast Service Cooperative staff by 
providing a variety of activities, experiences, information, and opportunities for participation in health related 
programs.  Costs for health promotion programming will be included in the annual budget. 
 
The Executive Director, with assistance from staff, will determine the activities and other programming to be 
offered.  The Executive Director will develop a method of striving for equity in utilization of resources by staff 
and documenting the relevance of each activity to the health of the staff. 

427 Wellness Programming Waiver and Release of Liability  
SSC may provide, as part of its employee health promotion programming, equipment and facilities solely for 
employee use.  This program is not available to employees’ family members or other individuals, and 
employees are prohibited from allowing others access to SSC wellness programming, equipment, and facilities. 
Employees who wish to use the equipment and facilities and participate in any other wellness program 
sponsored by SSC must execute a waiver and release of liability to SSC in the event of any injury or harm that 
may come to the employee in connection with participating in these activities. 
 

Wellness Programming Waiver and Release of Liability 
I understand and agree that the exercise opportunities offered through Southeast Service Cooperative’s 
Wellness Program allow a person to engage in various exercise and/or physical activities potentially beneficial 
to one’s health and wellbeing.  However, I recognize and understand that there are inherent risks and by the 
execution of this agreement, I accept and assume full responsibility for any and all physical and mental 
conditions, illness and/or injuries; damages (both economic and non-economic); and losses of any type, which 
may occur to me while engaging in any exercise or physical activity and associated with the use of the facilities 
and equipment provided by Southeast Service Cooperative (SSC), and/or during my participation in other 
wellness-related activities and programs. 
 
I agree, on behalf of myself, my heirs, executors, administrators, successors and assigns, to release and 
discharge SSC, its insurers, employees, officers, directors, and associates, from liability for any and all claims, 
demands, damages, rights of action, or causes of action, present or future, whether the same be known or 
unknown, anticipated, or unanticipated, resulting from or arising out the use of said equipment, facilities, and 
activities. 
 
I agree to be solely responsible for safety while voluntarily using said equipment and facilities and understand 
that SSC does not provide supervision, instruction, or assistance for the use of the facilities and equipment.  
 
I agree to comply with all rules imposed by SSC regarding the use of the facilities and equipment. I agree to 
conduct myself in a controlled and reasonable manner at all times, and to refrain from using any equipment in 
a manner inconsistent with its intended design and purpose.  
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I HAVE READ THE FOREGOING WAIVER AND RELEASE OF LIABILITY AND VOLUNTARILY EXECUTED THIS 
DOCUMENT WITH FULL KNOWLEDGE OF ITS CONTENT.  
 
Date:_____________________________  Signature: _________________________ 
_________________________________ 
Print Name   

428 Employee Recognition 
SSC is authorized by Minnesota Statute (M.S. 123B.02, Subd. 14a), to provide an employee recognition 
program. The statute provides that the Board of Directors may establish and operate an employee recognition 
program for employees and may expend funds as necessary to achieve the objectives of the program.  

 
The SSC Board of Directors may provide an employee recognition program, to be developed and administered 
by the Executive Director.  The program may include individual recognition and all-staff recognition elements 
for achievement and contribution toward the successful achievement of SSC’s mission.   
 
Recognition in the form of compensation is subject to income tax. 

429 Flexible Work Arrangements 
This policy on flexible work arrangements is intended to augment and not conflict with other SSC policies and 
federal and state requirements regarding employee work arrangements as well as 1) accommodations for 
individuals with disabilities and 2) family and parental leave accommodations. 
 
Southeast Service Cooperative is committed to providing a positive environment with a reputation as an 
“Employer of Choice”. To achieve this, SSC promotes flexible and responsive work arrangements that assist its 
employees to balance their work and other life responsibilities.  
 
SSC recognizes that flexible work arrangements can play a key role in increasing staff retention, reducing 
absenteeism, improving productivity and raising staff morale as well as being an essential strategy in attracting 
new staff. While the value of flexible work practices is clearly acknowledged, SSC’s responsibility for providing 
quality services is paramount. As such, service delivery needs take priority when arranging flexible work 
arrangements.  
 
A collaborative and cooperative approach between organizational leadership and employees in regard to 
flexible work arrangements will enable the operational requirements of SSC and the needs of employees to be 
met.  Employees who request flexible work arrangements to help achieve work life balance will be treated 
reasonably, fairly and transparently and without disadvantage. 
 
A flexible work arrangement may include various forms of: 

● flexibility in the scheduling of hours worked, such as alternative work schedules (e.g., flex time, 
compressed workweeks), and arrangements regarding shift and break schedules; 

● flexibility in the amount of hours worked, such as part time work, job share, phased retirement; and 
● flexibility in the place of work, such as working at home, at a satellite location, or remotely. 

 
Volunteering.  SSC supports volunteerism and encourages employees to give back to the communities in 
which they live and work. The SSC Employee health promotion program may involve a group volunteering 
activity each year. SSC supports individual staff volunteering assistance at schools and non-profit organizations 

https://www.shrm.org/hrtools/forms_published/BenTOC.asp#TopOfPage
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by providing flexibility in the work schedule to allow them to volunteer during normal work hours at the 
discretion of the supervisor. 
 
Pursuant to SSC policy and the Employee Benefit Plan, employees may also access a variety of leave 
arrangements to enable a suitable balance between their work and life responsibilities. 
 
The Executive Director will develop and manage SSC procedures pertaining to flexible work arrangements, 
with assistance from employee supervisors. 

430 Break Time for Nursing Mothers 
In recognition of the well-documented health advantages of breastfeeding for infants and mothers, the 
Southeast Service Cooperative provides a supportive environment that enables breastfeeding employees to 
express milk during work hours.  In compliance with Section 7(r) of the Fair Labor Standards Act of 1938 (29 
U.S.C. 207) and Minn. Stat. §181.939, this policy promotes staff wellness and prohibits retaliation against 
employees exercising their rights set forth in law and provided by this policy.  
 
Employer Responsibilities 
Breastfeeding employees be provided the following accommodations:  
 
▪ Milk Expression Breaks 

Breastfeeding employees shall be provided reasonable break times each day to express breast milk for 
their infant child. Break times, when possible, should run concurrently with established regularly 
scheduled break and meal times.  Should additional break times be required, employees may use personal 
accrued leave or may flex their time after consultation with their supervisor.  Supervisors shall not deny 
any reasonable request for personal leave or flex time. 
 
Breastfeeding employees may nurse infants on site during the break periods set forth above so long as 
doing so does not unreasonably interfere with the business operations of the employer.   
 

▪ A Place to Express Milk  
A private and sanitary room (not a toilet stall or restroom) shall be available for employees to breastfeed 
or express milk.   Guests of SSC will also be granted access to this private room whenever possible, and if it 
is not available, staff will assist the guest in locating an appropriate, private location. Employees, if they 
prefer, may breastfeed or express milk in their own private office, or in other comfortable locations agreed 
upon in consultation with the employee’s supervisor. Expressed milk (should be labeled) can be stored in 
the staff room refrigerator.  

 
▪ Staff Support  

Supervisors are responsible for informing pregnant and breastfeeding employees about this policy and for 
discussing work break arrangements in a professional and supportive manner employee’s infant feeding 
goals.  
 
All SSC employees are expected to contribute toward a positive, supportive work environment for 
breastfeeding employees.    

 
Employee Responsibilities 
▪ Communication with Supervisors 
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Employees who wish to express milk during the work period shall keep supervisors informed of their 
schedule needs so that appropriate scheduling accommodations may be made that meet the needs of 
both the employee and the employer.  

431 Recruitment and Hiring 
The Executive Director will direct recruiting and screening for all positions in the organization, including 
creating and defining new positions, revising job descriptions and responsibilities, determining whether to 
open a new or changing position internally, externally, or both; and hiring, promoting, and terminating 
employment.   
 
The Executive Director and/or a designee will evaluate candidates and recommend those best qualified for 
hiring.  Employees will be provided with information describing the classification of the position, salary, 
employment status, and any specific conditions of employment not contained in these policies. 
 
Applicants for SSC positions will be advised that the provision of false or fraudulent information or the 
omission of required information during the application and/or interview process may disqualify the candidate 
for employment.  If false or fraudulent information is discovered after a candidate is offered employment 
and/or employment is initiated, SSC may nullify the offer and employment. 

432 Job References and Other References 
It is SSC’s policy to provide factual, documented information in response to requests for recommendations 
and/or reference information concerning employees, former employees, Board Members, and other 
individuals and entities if such request is directed to the office of the Executive Director or a designated 
representative(s). References will only be provided subsequent to receipt of an appropriate waiver and 
release setting forth who the information is to be released to and signed by the individual who is the subject 
of the reference.  SSC employees and Board Members are prohibited from providing references as 
representatives of Southeast Service Cooperative and must refer requests for prior work verification and 
references to the Executive Director or a person authorized by the Executive Director to respond to these 
inquiries. 

 
 

  



SSC Policies – Updated and Board revised 12/15/2021  Page 63 

COMPLIANCE POLICIES 
 

Cross Reference with Minnesota and Federal Laws 
Law, Statute, Rule Policy 

Federal Laws 

1. MN 363.03 Human Rights 430, 424, 521, 420 

2. Title VI Civil Rights 1964, 42 USC 2000d, 34 CFR Part 100, non-discr federally funded  

programs 418 

3. Title VII Civil Rights Act, 42 USC 2000e, Title VII, P.L. 88-352,  
Equal Employment Opportunity 418 

4. Title VII Civil Rights, Pregnancy Discrimination Act 42 USC 2000 e(k),  

5. Title IX Discrimination in Sex Education 20 USC 1681, 34 CFR Part 106  417, 401, 420 

6. Age Discrimination in Employment, 29 USC, 621, 42 USC 6101, 29 CFR Pt 860, 418 

7. Section 504 Rehabilitation Act 34 CFR Part 104, Disability Discrimination 416 

8. 42 USC 12101, American with Disabilities Act 416 

9. 20 USC 1703, Equal Education Opportunities/Transportation of Students 417 

10. 42 USC 3601, 24 CFR part 100, Fair Housing Act 417, 418, 416,413, 420,  

11. Age Discrimination 42 USC 6101, 45 CFR Part 100, 418 

12. Discrimination Based on Blindness, Prohibition of 20 USC 1684 413 

State Laws 

13. Sex/Other Harassment and Violence MN 121.A.03 402, 420, 514 

14. Sex Discrimination in Athletic Programs MN 121A.04, 420 

15. MN Rules 3500.0550, Inclusive Educational Program Plan 413 

16. MN Rules, Chapter 3535, Equality of Educational Opportunity 417 
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501 Weapons Policy 
The purpose of this policy is to assure a safe environment for staff and the public. No Southeast Service 
Cooperative (SSC) employee, official, individual acting as a representative of SSC, or visitor to SSC premises 
shall possess, use or distribute a weapon when on the SSC premises except as provided in this policy.  SSC will 
act to enforce this policy and to discipline or take appropriate action against any individual who violates this 
policy. 
 
Failure by an SSC employee to comply with SSC policy is grounds for disciplinary action. SSC retains an 
unrestricted right to impose discipline on employees violating company gun policies. MN statutes permit 
anything from traditional progressive discipline to termination for a first offense. Southeast Service 
Cooperative policy prohibits employees from carrying or possessing firearms while: 

● Working on SSC property. 
● Working in any location on the behalf of SSC. 
● Driving on SSC business in an SSC vehicle. 
● Riding as a passenger in an SSC vehicle. 
● Performing any emergency or on-call work after hours on behalf of SSC. 
● Attending training or conferences on behalf of SSC. 

This policy does not prohibit the lawful carry or possession of firearms in the parking lot or parking area.  
 
Definitions.  
A “weapon” means any object, device or instrument designed as a weapon or through its use is capable of 
threatening or producing bodily harm or which may be used to inflict self-injury including, but not limited to, 
any firearm, whether loaded or unloaded; air guns; pellet guns; BB guns; all knives; blades; clubs; metal 
knuckles; nunchucks; throwing stars; explosives; fireworks; mace and other propellants; stun guns; 
ammunition; poisons; chains; arrows; and objects that have been modified to serve as a weapon. 
 
No person shall possess, use or distribute any object, device or instrument having the appearance of a weapon 
and such objects, devices or instruments shall be treated as weapons including, but not limited to, weapons 
listed above which are broken or non-functional, look-alike guns; toy guns; and any object that is a facsimile of 
a real weapon. 
 
No person shall use articles designed for other purposes (i.e., lasers or laser pointers, belts, combs, pencils, 
files, scissors, etc.), to inflict bodily harm and/or intimidate and such use will be treated as the possession and 
use of a weapon. 
 
 “SSC Location” includes any building or grounds, whether leased, rented, owned or controlled by SSC, 
locations of SSC activities, SSC vehicles (leased or owned), school-contracted vehicles, the area of entrance or 
departure from SSC premises or events, all locations where SSC-related functions are conducted, and 
anywhere students are under the jurisdiction of SSC. 
 
“Possession” means having a weapon on one’s person or in an area subject to one’s control in an SSC location. 
Exceptions. 
A student who finds a weapon on the way to an SSC function or location, or a student who discovers that he or 
she accidentally has a weapon in his or her possession, and takes the weapon immediately to the SSC 
administrative office shall not be considered to possess a weapon. If it would be impractical or dangerous to 
take the weapon to the SSC administrative office, a student shall not be considered to possess a weapon if he 



SSC Policies – Updated and Board revised 12/15/2021  Page 65 

or she immediately turns the weapon over to any SSC staff or immediately notifies an SSC employee of the 
weapon’s location. 
 
It shall not be a violation of this policy if a non-student (or student where specified) falls within one of the 
following categories: 
1. active licensed peace officers; 
2. military personnel, or students or non-students participating in military training, who are on duty 

performing official duties; 
3. persons authorized to carry a pistol under Minn. Stat. § 624.714 while in a motor vehicle or outside of a 

motor vehicle for the purpose of directly placing a firearm in, or retrieving it from, the trunk or rear area of 
the vehicle; 

4. persons who keep or store in a motor vehicle pistols in accordance with Minn. Stat. §§ 624.714 or 624.715 
or other firearms in accordance with § 97B.045; 

a. Section 624.714 specifies procedures and standards for obtaining pistol permits and penalties for 
the failure to do so.  Section 624.715 defines an exception to the pistol permit requirements for 
“antique firearms which are carried or possessed as curiosities or for their historical significance or 
value.” 

b. Section 97B.045 generally provides that a firearm may not be transported in a motor vehicle unless 
it is (1) unloaded and in a gun case without any portion of the firearm exposed; (2) unloaded and in 
the closed trunk; or (3) a handgun carried in compliance with §§ 624.714 and 624.715. 

5. firearm safety or marksmanship courses or activities for students or non-students conducted on SSC 
property; 

6. possession of dangerous weapons, BB guns, or replica firearms by a ceremonial color guard; 
7. a gun or knife show held on SSC property; 
8. possession of dangerous weapons, BB guns, or replica firearms with written permission of an SSC 

administrator or the director of a child care center; or 
9. persons who are on unimproved property owned or leased by a child care center, school or school district 

unless the person knows that a student is currently present on the land for an SSC-related activity. 
 
Policy Application to Instructional Equipment/Tools. While SSC takes a firm “Zero Tolerance” position on the 
possession, use or distribution of weapons by any individual, such a position is not meant to interfere with 
instruction or the use of appropriate equipment and tools by students or non-students.  Such equipment and 
tools, when properly possessed, used and stored, shall not be considered in violation of the rule against the 
possession, use or distribution of weapons.  However, when authorized instructional and work equipment and 
tools are used in a potentially dangerous or threatening manner, such possession and use will be treated as 
the possession and use of a weapon. 
 
Firearms in SSC Lots and Parking Facilities.  SSC may not prohibit the lawful carry or possession of firearms in 
an SSC parking lot or parking facility.  For purposes of this policy, the “lawful” carry or possession of a firearm 
in an SSl parking lot or parking facility is specifically limited to non-student permit-holders authorized under 
Minn. Stat. § 624.714 to carry a pistol in the interior of a vehicle or outside the motor vehicle for the purpose 
of directly placing a firearm in, or retrieving it from, the trunk or rear area of the vehicle.  Any possession or 
carry of a firearm beyond the immediate vicinity of a permit-holder’s vehicle shall constitute a violation of this 
policy. 
 
Consequences for Weapon Possession, Use, and/or Distribution. 
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Employees. An employee who violates the terms of this policy is subject to disciplinary action, including 
suspension or dismissal as deemed appropriate by the Board of Directors. Sanctions against employees, 
including suspension or dismissal shall be pursuant to and in accordance with applicable statutory authority, 
collective bargaining agreements, and SSC policies. When an employee violates the weapons policy, law 
enforcement may be notified, as appropriate. 

 
Students. In the event a student violates this policy, the individual(s) responsible for a student visiting SSC 
premises or participating in SSC functions will be immediately notified and requested to remove the student 
from the premises or function. 
 
Other Visitors. Any member of the public who violates this policy shall be informed of the policy and asked to 
leave the SSC premises or function.  Depending on the circumstances, the person may be barred from future 
entry to SSC premises and/or functions. If appropriate, law enforcement will be notified of the policy violation 
by the member of the public and may be asked to provide an escort to remove the member of the public from 
the school location. 

514 Student Bullying Prevention 
A safe and civil environment is needed for students to learn and attain high academic standards and to 
promote healthy human relationships.  Bullying, like other violent or disruptive behavior, is conduct that 
interferes with a student’s ability to learn and/or a teacher’s ability to educate students in a safe environment.  
SSC cannot monitor at all times the activities of students who are guests in SSC facilities and eliminate all 
incidents of bullying between students, as these students are not under the direct supervision of SSC 
personnel.   However, to the extent such conduct affects the educational environment of the SSC and the 
rights and welfare of school district students and is within the control of SSC in its normal operations, SSC 
intends to prevent bullying and to take action to investigate, respond to, and to remediate and discipline for 
those acts of bullying which have not been successfully prevented.  The purpose of this policy is to assist SSC in 
its goal of preventing and responding to acts of bullying, intimidation, violence, reprisal, retaliation, and other 
similar disruptive and detrimental behavior. 
 

A. An act of bullying, by either an individual student or a group of students, is expressly prohibited 
on SSC premises.  This policy applies not only to students who directly engage in an act of bullying but 
also to students who, by their indirect behavior, condone or support another student’s act of bullying.  
This policy also applies to any student whose conduct at any time or in any place constitutes bullying or 
other prohibited conduct that interferes with or obstructs the mission or operations of SSC or the safety 
or welfare of the student or other students, or materially and substantially interferes with a student’s 
educational opportunities or performance or ability to participate in SSC activities.  This policy also 
applies to an act of cyberbullying regardless of whether such act is committed on or off SSC property 
and/or with or without the use of SSC resources. 

 
B. No SSC personnel or SSC official representative, including volunteers and contracted 
consultants, shall permit, condone, or tolerate bullying. Consequences for individuals who permit, 
condone, or tolerate bullying or engage in an act of reprisal or intentional false reporting of bullying may 
result in disciplinary action up to and including termination or discharge. Consequences for other 
individuals engaging in prohibited acts of bullying may include, but not be limited to, exclusion from SSC 
property and events. 

 
C. Apparent permission or consent by a student being bullied does not lessen or negate the 
prohibitions contained in this policy. 
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D. Retaliation against a victim, good faith reporter, or a witness of bullying is prohibited. 
 
E. False accusations or reports of bullying against a student are prohibited. 

 
F. A person who engages in an act of bullying, reprisal, retaliation, or false reporting of bullying or 
permits, condones, or tolerates bullying will be reported immediately to the individual or organization 
responsible for the student’s participation in SSC activities.  SSC will request that the responsible party act 
to investigate all complaints of reported bullying and take appropriate action against any student, 
teacher, administrator, volunteer, contractor, or other individual who is found to have violated this 
policy. 

 
Definitions 
For purposes of this policy, the definitions included in this section apply. 
 
“Bullying” means intimidating, threatening, abusive, or harming conduct that is objectively offensive and: 
 

1. an actual or perceived imbalance of power exists between the student engaging in the prohibited 
conduct and the target of the prohibited conduct, and the conduct is repeated or forms a pattern; or 

 
2. materially and substantially interferes with a student’s educational opportunities or performance or 

ability to participate in school functions or activities or receive school benefits, services, or privileges. 
 
The term, “bullying,” specifically includes cyberbullying as defined in this policy.   
 
“Cyberbullying” means bullying using technology or other electronic communication, including, but not limited 
to, a transfer of a sign, signal, writing, image, sound, or data, including a post on a social network Internet 
website or forum, transmitted through a computer, cell phone, or other electronic device.  The term applies to 
prohibited conduct which occurs on SSC premises, on SSC property, at SSC functions or activities, on SSC 
transportation, or on SSC computers, networks, forums, and mailing lists. 
 
“Immediately” means as soon as possible but in no event longer than 24 hours. 
 
“Intimidating, threatening, abusive, or harming conduct” means, but is not limited to, conduct that does the 
following: 
 

1. Causes physical harm to a student or a student’s property or causes a student to be in reasonable fear 
of harm to person or property; 
 

2. Under Minnesota common law, violates a student’s reasonable expectation of privacy, defames a 
student, or constitutes intentional infliction of emotional distress against a student; or 
 

3. Is directed at any student or students, including those based on a person’s actual or perceived race, 
ethnicity, color, creed, religion, national origin, immigration status, sex, marital status, familial status, 
socioeconomic status, physical appearance, sexual orientation including gender identity and 
expression, academic status related to student performance, disability, or status with regard to public 
assistance, age, or any additional characteristic defined in the Minnesota Human Rights Act (MHRA).  
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However, prohibited conduct need not be based on any particular characteristic defined in this 
paragraph or the MHRA. 

 
“On SSC property, at SSC functions or activities, or on SSC transportation” means all SSC facilities, grounds, and 
property or property immediately adjacent to SSC grounds or any vehicles approved for SSC purposes, the 
area of entrance or departure from SSC grounds or events, and all SSC-related functions, SSC-sponsored 
activities, events, or trips. While prohibiting bullying at these locations and events, SSC does not represent 
that it will provide supervision or assume liability at these locations and events. 
 
“Prohibited conduct” means bullying or cyberbullying as defined in this policy or retaliation or reprisal for 
asserting, alleging, reporting, or providing information about such conduct or knowingly making a false report 
about bullying. 
 
“Remedial response” means a measure to stop and correct prohibited conduct, prevent prohibited conduct 
from recurring, and protect, support, and intervene on behalf of a student who is the target or victim of 
prohibited conduct. 
 
“Student” means a student enrolled in a public school, a charter school, or other parties responsible for a 
student’s education, such as home schooling parents. 
 
Reporting Procedures.  Any person who believes he or she has been the target or victim of bullying or any 
person with knowledge or belief of conduct that may constitute bullying or prohibited conduct under this 
policy shall report the alleged acts immediately to SSC administrators.  A person may report bullying 
anonymously.  However, SSC may not rely solely on an anonymous report to determine discipline or other 
remedial responses.  SSC administrators who receive reports of bullying will immediately convey reports to 
the parties responsible for the students involved. 
 
Training and Education.  SSC administrators shall discuss this policy with SSC personnel and volunteers and 
provide appropriate training regarding this policy.   

521 Student Disability Nondiscrimination 
The purpose of this policy is to protect disabled students from discrimination on the basis of disability and to 
identify and evaluate learners who, within the intent of Section 504 of the Rehabilitation Act of 1973, need 
special services, accommodations, or programs in order that such learners may receive a free appropriate 
public education. 
 

A. Disabled students are protected from discrimination on the basis of a disability. 
 

B It is the responsibility of the Service Cooperative to identify and evaluate learners who, within 
the intent of Section 504 of the Rehabilitation Act of 1973, need special services, accommodations, or 
programs in order that such learners may receive a free appropriate public education. 

 
C. For this policy, a learner who is protected under Section 504 is one who: 
1. has a physical or mental impairment that substantially limits one or more major life activities, 

including learning; or 
 
2. has a record of such impairment; or 
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3. is regarded as having such impairment. 
 
D. Learners may be protected from disability discrimination and be eligible for services, 
accommodations, or programs under the provisions of Section 504 even though they are not eligible for 
special education pursuant to the Individuals with Disabilities Education Act. 

         
Persons who have questions, comments, or complaints should contact the SSC Executive Director regarding 
grievances or hearing requests regarding disability issues.  This person is the Service Cooperative’s ADA/504 
Coordinator. 

522 Student Sex Nondiscrimination 
Students are protected from discrimination on the basis of sex pursuant to Title IX of the Education 
Amendments of 1972 and the Minnesota Human Rights Act.  The purpose of this policy is to provide equal 
educational opportunity for all students and to prohibit discrimination on the basis of sex. 
 

A. The Service Cooperative provides equal educational opportunity for all students, and does not 
unlawfully discriminate on the basis of sex.  No student will be excluded from participation in, denied the 
benefits of, or otherwise subjected to discrimination under any educational program or activity operated 
by the Service Cooperative on the basis of sex. 
 
B. It is the responsibility of every Service Cooperative employee to comply with this policy. 
 
C. The Board of Directors hereby designates the human rights officer, 210 Wood Lake Drive SE, 
Rochester, MN 55904, telephone 507.281.6673 as its Title IX coordinator.  This employee coordinates the 
Service Cooperative’s efforts to comply with and carry out its responsibilities under Title IX. 
 
D. Any student, parent or guardian having questions regarding the application of Title IX and its 
regulations and/or this policy should discuss them with the Title IX coordinator.  Questions relating solely 
to Title IX and its regulations may be referred to the Assistant Secretary for Civil Rights of the United 
States Department of Education. In the absence of a specific designee, an inquiry or complaint should be 
referred to the executive director or the Service Cooperative Human Rights Officer. 

 
Reporting Grievance Procedures 

A. Any student who believes he or she has been the victim of unlawful sex discrimination by a 
teacher, administrator or other Service Cooperative personnel, or any person with knowledge or belief of 
conduct which may constitute unlawful sex discrimination toward a student should report the alleged 
acts immediately to an appropriate Service Cooperative official designated by this policy or may file a 
grievance.  The Service Cooperative encourages the reporting party or complainant to use the report 
form available from the Service Cooperative office, but oral reports shall be considered complaints as 
well.  Nothing in this policy shall prevent any person from reporting unlawful sex discrimination toward a 
student directly to a Service Cooperative Human Rights Officer or to the executive director. 
 
B. Upon receipt of a report or grievance, a manager must notify the Service Cooperative human 
rights officer immediately, without screening or investigating the report.  The manager may request, but 
may not insist upon a written complaint.  A written statement of the facts alleged will be forwarded as 
soon as practicable by the manager to the human rights officer.  If the report was given verbally, the 
manager shall personally reduce it to written form within 24 hours and forward it to the human rights 
officer.  Failure to forward any report or complaint of unlawful sex discrimination toward a student as 
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provided herein may result in disciplinary action against the manager.  If the complaint involves the 
manager, the complaint shall be made or filed directly with the executive director or the Service 
Cooperative human rights officer by the reporting party or complainant. 

 
C. The Board of Directors hereby designates the human rights officer, 210 Wood Lake drive SE, 
Rochester, MN 55904, telephone 507.281.6675 as the party to receive reports, complaints or grievances 
of unlawful sex discrimination toward a student.  If the complaint involves a human rights officer, the 
complaint shall be filed directly with the Executive Director. 
 
D. The Service Cooperative shall conspicuously post the name of the Title IX coordinator and 
Human Rights Officer(s), including office mailing addresses and telephone numbers. 
 
E. Submission of a good faith complaint, grievance or report of unlawful sex discrimination toward 
a student will not affect the complainant or reporter’s future employment, grades or work assignments. 
 
F. Use of formal reporting forms is not mandatory. 
 
G. The Service Cooperative will respect the privacy of the complainant, the individual(s) against 
whom the complaint is filed, and the witnesses as much as possible, consistent with the Service 
Cooperative’s legal obligations to investigate, to take appropriate action, and to conform with any 
discovery or disclosure obligations. 

 
Investigation 

A. By authority of the Service Cooperative, the Human Rights Officer, upon receipt of a report, 
complaint or grievance alleging unlawful sex discrimination toward a student shall promptly undertake or 
authorize an investigation.  The investigation may be conducted by Service Cooperative officials or by a 
third party designated by the Service Cooperative. 
 
B. The investigation may consist of personal interviews with the complainant, the individual(s) 
against whom the complaint is filed, and others who may have knowledge of the alleged incident(s) or 
circumstances giving rise to the complaint.  The investigation may also consist of any other methods and 
documents deemed pertinent by the investigator. 
 
C. In determining whether alleged conduct constitutes a violation of this policy, the Service 
Cooperative should consider the surrounding circumstances, the nature of the behavior, past incidents or 
past or continuing patterns of behavior, the relationships between the parties involved and the context in 
which the alleged incidents occurred.  Whether a particular action or incident constitutes a violation of 
this policy requires a determination based on all the facts and surrounding circumstances. 
 
D. In addition, the Service Cooperative may take immediate steps, at its discretion, to protect the 
complainant, pupils, teachers, administrators or other SSC personnel pending completion of an 
investigation of alleged unlawful sex discrimination toward a student. 
 
E. The investigation will be completed as soon as practicable.  The Service Cooperative Human 
Rights Officer shall make a written report to the Executive Director upon completion of the investigation.  
If the complaint involves the executive director, the report may be filed directly with the board of 
directors.  The report shall include a determination of whether the allegations have been substantiated as 
factual and whether they appear to be violations of this policy. 
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Service Cooperative Action 

A. Upon conclusion of the investigation and receipt of a report, the Service Cooperative will take 
appropriate action.  Such action may include, but is not limited to, warning, suspension, exclusion, 
expulsion, transfer, remediation, termination or discharge.  Service Cooperative action taken for violation 
of this policy will be consistent with requirements of applicable collective bargaining agreements, 
Minnesota and federal law and Service Cooperative policies. 

 
B. The result of the Service Cooperative’s investigation of each complaint filed under these 
procedures will be reported in writing to the complainant by the Service Cooperative in accordance with 
state and federal law regarding data or records privacy.   

 
Reprisal.  The Service Cooperative will discipline or take appropriate action against any pupil, teacher, 
administrator or other SSC personnel who retaliates against any person who reports alleged unlawful sex 
discrimination toward a student or any person who testifies, assists or participates in an investigation, or who 
testifies, assists or participates in a proceeding or hearing relating to such unlawful sex discrimination. 
Retaliation includes, but is not limited to, any form of intimidation, reprisal or harassment. 
 
Right to Alternative Complaint  Procedures.  These procedures do not deny the right of any individual to 
pursue other avenues of recourse which may include filing charges with the Minnesota Department of Human 
Rights, initiating civil action or seeking redress under state criminal statutes and/or federal law, or contacting 
the Office of Civil Rights for the United States Department of Education. 
 
Dissemination of Policy and Evaluation 

A. This policy shall be made available to all students, parents/guardians of students, staff 
members, employee unions and organizations. 

 
B. The Service Cooperative shall review this policy and the Service Cooperative’s operation for 
compliance with state and federal laws prohibiting discrimination on a continuous basis. 
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Independent Service Cooperative No. 921, Southeast Service Cooperative 
Unlawful Sex Discrimination toward a Student 

 
General Statement of Policy Prohibiting Unlawful Sex Discrimination Toward a Student 
Southeast Service Cooperative maintains a firm policy prohibiting all forms of unlawful sex discrimination.  All 
students are to be treated with respect and dignity. Unlawful sex discrimination by any teacher, administrator or 
other school personnel will not be tolerated under any circumstances. 
 
Complainant   

Home Address   

   

Work Address   

  

Home Phone    Work Phone   

Date of Alleged Incident(s)    

Name of person you believe unlawfully discriminated 
toward you or a student on the basis of sex:   

 
If the alleged unlawful sex discrimination was  
toward another person, identify that person:   
 
Describe the incident(s) as clearly as possible, including such things as: what force, if any, was used; any verbal 
statements (i.e. threats, requests, demands, etc.); what, if any, physical contact was involved; etc.  (Attach 
additional pages if necessary): 
  

  

Where and when did the incident(s) occur:___________________________________________ 
List any witnesses that were present:________________________________________________ 
 
This complaint is filed based on my honest belief that ________________________ has unlawfully discriminated 
against me or a student on the basis of sex.  I hereby certify that the information I have provided in this 
complaint is true, correct and complete to the best of my knowledge and belief. 
 
Complainant Signature   Date   

 

Received by   Date    
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524 Appropriate Use of Electronic Communication and Technology 
Southeast Service Cooperative provides a variety of electronic tools for employees whose job performance 
requires or would be enhanced by the use of its technology.  
These electronic tools include, but are not limited to, the following:  

● Telephones  
● Mobile devices (e.g., iPhones, iPads, BlackBerry’s, android phones)  
● Computers  
● Facsimile machines and printers  
● Pagers  
● Electronic mail (e-mail) systems  
● Internet access  

 
SSC faces the challenge of making maximum use of the benefits of such tools, meeting legal requirements for 
access to information, and providing adequate protection for proprietary information. This policy governs 
access to and the appropriate use of SSC-provided electronic tools and technology at all times, including both 
work and non-work time, by SSC employees, volunteers, consultants and/or contractors.  
 
Personal Use of SSC Technology.  Employee access to and use of electronic tools is intended for business-
related purposes. Limited and reasonable incidental use of these tools for occasional employee personal 
purpose that does not result in any additional costs or loss of time or resources for their intended business 
purpose is permitted. Incidental use is defined as minimal duration in length and frequency.  
 
While employees may make personal use of SSC technology, the amount of use during working hours is 
expected to be de minimis. De minimis use is defined as so small or minimal in difference that it does not 
matter or the law does not take it into consideration. Excessive time spent on such personal activities during 
working hours will subject the employee to disciplinary action.  
 
SSC-owned property or services including the e-mail system may not be used for political activities, fund-
raising, union organizing, campaigning or membership solicitation activities.  Union use of electronic 
communication technology is subject to the same conditions as employee use of such technology, as set forth 
in this policy. This includes the conditions set forth in the paragraph below entitled, "Monitoring."  
 
Employee Responsibility:  Employees are responsible for appropriate use of all SSC-owned electronic tools. 
They are expected to adhere to the highest ethical standards when conducting SSC business and to follow 
SSC’s Code of Ethics and related statutes applicable to public employees.  
 
Appropriate Use: SSC employees need to use good judgment in the use of all SSC-provided electronic tools 
and technology. They are expected to ensure that messages conveyed are appropriate in both the types of 
messages created and the tone and content of those messages. Employee use of all SSC provided electronic 
tools and technology must be able to withstand public scrutiny without embarrassment to SSC. 
 
Examples of inappropriate use include, but are not limited to:  

1. Illegal activities.  
2. Wagering, betting, or selling. 
3. Harassment, disparagement of others, stalking, and/or illegal discrimination. 
4. Fund-raising for any purpose unless agency sanctioned. 
5. Commercial activities, e.g., personal for-profit business activities.  
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6. Promotion of political or religious positions or activities.  
7. Receipt, storage, display or transmission of material that is or may be reasonably regarded as violent, 

harassing, discriminatory, obscene, sexually explicit, or pornographic, including any depiction, 
photograph, audio recording, or written word.  

8. Downloading or installing software that may cause harm to software, hardware or people. 
9. Unauthorized accessing of non-public data.  
10. Non-SSC employee use (e.g., family member or friend) at work or away from work.  
11. Uses that are in any way disruptive or harmful to the reputation or business of the SSC.  
12. Purposes other than SSC business, except incidental or minimal use.  

 
Engaging in any of the above listed activities may subject an employee to discipline, up to and including 
discharge.  
 
The traditional communication rules of reasonableness, respect, courtesy and common sense and legal 
requirements also apply to electronic communication.  
 
Employees should be aware that they might receive inappropriate, unsolicited e-mail messages. Any such 
message should be deleted before opening if an employee does not believe the e-mail is coming from a 
reputable person or organization. If an employee does open an e-mail and discover it to be inappropriate in 
nature, or a potential security threat such as a virus, they should report it immediately to SSC administrative 
staff in charge of technology management or another designee within SSC and should never forward or reply 
to suspicious messages without SSC administrative guidance.  
 
Monitoring:  Electronic communication devices such as mobile devices, telephones, facsimile machines, 
pagers, SSC e-mail systems, Internet access, any and all software, data, or other information stored on a SSC-
owned computer are SSC property. Like other SSC-owned resources, they are intended to be used for SSC 
business and other agency-sanctioned activities.  
 
SSC-owned electronic communication devices may be monitored, read, examined, seized, or confiscated as 
necessary. Accordingly, SSC reserves the right to monitor any and all electronic communication device activity. 
Electronic monitoring of telephone conversations will only occur if proper notice has been given, in 
accordance with Federal regulations for Stored Wire and Electronic Communications and Transactional 
Records Access (Federal Wire Tap Regulations) -- see 21 U.S.C. 2701-2711.  
 
Employees should not expect that any SSC-owned electronic communication device activity will remain 
private. SSC reserves the right to monitor any use of these systems, including use of these devices while the 
employee is on his/her own time, to access any information on these systems, and to take any action it 
determines to be appropriate with respect to that information.  
 
Data that SSC maintains electronically are government data and, as such, are subject to classification and 
access under the Minnesota Government Data Practices Act, Minnesota Statutes, Chapter 13. Employees 
should understand that electronic data may not be completely secure. They should also understand that e-
mail messages and Internet transactions, including those they delete or erase from their own files, may be 
backed up or recorded and stored centrally for system security and investigative purposes. E-mails and 
records of Internet activities may be retrieved and viewed by someone else with proper authority at a later 
date. It is the user's responsibility to use care in communicating information not meant for public viewing.  
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Because electronic communication systems, such as facsimile, e-mail and Internet systems may not be secure, 
it is recommended that employees not send any data classified under the Minnesota Government Data 
Practices Act as not public (private or confidential data on individuals or nonpublic or protected nonpublic 
data not on individuals) through unsecured facsimiles or over the e-mail or Internet systems unless the data 
are encrypted or encoded.  
 
Record Retention Schedules: Record retention schedules are the same regardless of the medium used to 
create or store the record. As a result, many electronic records and e-mail messages are official records of the 
agency and must be retained in accordance with the state approved record retention schedule appropriate for 
the type, nature and content of the record. Improper disposal may subject the employee and SSC to legal 
sanctions and other administrative or legal consequences. The same rules that are used to determine if a 
paper, microform or videotaped record should be retained apply to electronic records or e-mail messages.  
 
Mobile Device Use  
Business Use Justification Requirements.  Mobile devices and service are provided for official SSC business 
use and are made available to employees in positions where the associated benefits justify the additional 
operating costs. Employees who travel or have job responsibilities that include being outside of the office or 
are continuously on call for extended periods may be good candidates for a SSC-assigned mobile device.  
SSC agencies shall review and assign mobile devices and services consistent with their internal procedures.  
 
User Acknowledgement and Agreement.  Employees will acknowledge the receipt and acceptance of the 
conditions for the individual assignment of a SSC-owned mobile device using an SSC form developed for this 
purpose.  SSC will keep a user acknowledgement and agreement on file for the duration of the individual 
assignment of a mobile device to an employee. When the employee leaves his/her position or is no longer an 
authorized user, the SSC mobile device must be returned to the employee’s supervisor or other designated 
official.  
 
Public Information – Call detail (e.g., time, number called, date, duration) of calls appearing on the SSC mobile 
device billing account is public information, except when exempt by statute.  
 
Potential Disciplinary Action.  Employees are expected to use SSC mobile devices responsibly and in 
accordance with this policy and any applicable work rules. Personal use of a SSC mobile device in violation of 
this policy or agency work rules may result in revocation of the mobile device assignment and possible 
disciplinary action against the employee. The SSC reserves the right to seek reimbursement for excessive 
personal use of any SSC-owned mobile device. 
  
Monthly Mobile Device Billing Review and Annual Service Reviews.  SSC staff are responsible for reviewing 
monthly mobile device billings, not unlike any other type of billing it receives. Agencies may use their 
discretion in determining who performs this review. SSC staff are encouraged to conduct an annual review of 
the individual cellular telephone assignments to determine if there is a continuing need and if it remains cost-
justified.  
 
Use of a Personal Mobile Device for SSC Business   
Employees should not routinely use employee-owned devices to conduct SSC business and should review the 
necessity with their supervisor.  The Executive Director or designee will review this on a case-by-case basis.   
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526 Hazing Prohibition 
The purpose of this policy is to maintain a safe learning environment for students and staff that is free from 
hazing.  Hazing activities of any type are inconsistent with the educational goals of SSC and are prohibited at 
all times.  
 

A. No student, teacher, administrator, volunteer, contractor or other employee of the Southeast 
Service Cooperative (SSC) shall plan, direct, encourage, aid or engage in hazing. 
 
B. No teacher, administrator, volunteer, contractor or other employee of the SSC shall permit, 
condone or tolerate hazing. 
 
C. Apparent permission or consent by a person being hazed does not lessen the prohibitions 
contained in this policy. 
 
D. This policy applies to behavior that occurs on or off school property and during and after school 
hours. 
 
E. A person who engages in an act that violates school policy or law in order to be initiated into or 
affiliated with a student organization shall be subject to discipline for that act. 
 
F. The SSC will act to investigate all complaints of  hazing and will discipline or take appropriate 
action against any student, teacher, administrator, volunteer, contractor or other employee of the SSC 
who is found to have violated this policy. 

 
Definitions 
 “Hazing” means committing an act against a student, or coercing a student into committing an act, that 
creates a substantial risk of harm to a person, in order for the student to be initiated into or affiliated with a 
student organization, or for any other purpose.  The term hazing includes, but is not limited to: 
 

1. Any type of physical brutality such as whipping, beating, striking, branding, electronic shocking or 
placing a harmful substance on the body. 

 
2. Any type of physical activity such as sleep deprivation, exposure to weather, confinement in a 

restricted area, calisthenics or other activity that subjects the student to an unreasonable risk of harm 
or that adversely affects the mental or physical health or safety of the student. 

 
3. Any activity involving the consumption of any alcoholic beverage, drug, tobacco product or any other 

food, liquid, or substance that subjects the student to an unreasonable risk of harm or that adversely 
affects the mental or physical health or safety of the student. 

 
4. Any activity that intimidates or threatens the student with ostracism, that subjects a student to 

extreme mental stress, embarrassment, shame or humiliation, that adversely affects the mental 
health or dignity of the student or discourages the student from remaining in SSC activities. 

 
5. Any activity that causes or requires the student to perform a task that involves violation of state or 

federal law or of school district policies or regulations. 
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 “Student organization” means a group, club or organization having students as its primary members or 
participants.  It includes grade levels, classes, teams, activities or particular school events.  A student 
organization does not have to be an official school organization to come within the terms of this definition. 
 
Reporting Procedures  

A. Any person who believes he or she has been the victim of hazing or any person with knowledge 
or belief of conduct which may constitute hazing shall report the alleged acts immediately to an 
appropriate SSC official designated by this policy.  
 
B. Teachers, administrators, volunteers, contractors and other employees of the SSC shall be 
particularly alert to possible situations, circumstances or events which might include hazing.  Any such 
person who receives a report of, observes, or has other knowledge or belief of conduct which may 
constitute hazing shall inform the building principal immediately. 
 
C. Submission of a good faith complaint or report of hazing will not affect the complainant or 
reporter’s future employment, grades or work assignments. 

 
SSC Action 

A. Upon receipt of a complaint or report of hazing, SSC shall undertake or authorize an 
investigation by SSC officials or a third party designated by the SSC. 
 
B. The SSC may take immediate steps, at its discretion, to protect the complainant, reporter, 
students, or others pending completion of an investigation of hazing. 
 
C. Upon completion of the investigation, the SSC will take appropriate action.  Such action may 
include, but is not limited to, warning, suspension, exclusion, expulsion, transfer, remediation, 
termination or discharge.  Disciplinary consequences will be sufficiently severe to deter violations and to 
appropriately discipline prohibited behavior.  SSC action taken for violation of this policy will be 
consistent with the requirements of applicable collective bargaining agreements, applicable statutory 
authority, including the Minnesota Pupil Fair Dismissal Act, SSC policies and regulations. 

 
Reprisal.  SSC will discipline or take appropriate action against any student, teacher, administrator, volunteer, 
contractor or other employee of the SSC who retaliates against any person who makes a good faith report of 
alleged hazing or against any person who testifies, assists, or participates in an investigation, or against any 
person who testifies, assists or participates in a proceeding or hearing relating to such hazing.  Retaliation 
includes, but is not limited to, any form of intimidation, reprisal or harassment. 
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FISCAL POLICIES 

701 Budget Development and Adoption 
The purpose of this policy is to establish lines of authority and procedures for the establishment of SSC’s 
revenue and expenditure budgets. 
 
It is the policy of Southeast Service Cooperative to establish its revenue and expenditure budgets in 
accordance with the applicable provisions of law.  Budget planning is an integral part of program planning so 
that the annual budget will effectively express and implement Board goals and the priorities of the 
organization. 
 
1. The Executive Director or a designee shall annually prepare preliminary revenue and expenditure budgets 

for review by the Board Finance Committee.  The preliminary budgets shall be accompanied by such 
written commentary as may be necessary for them to be clearly understood by the members of the Board 
and the public. The Board shall review the projected revenues and expenditures for the next fiscal year 
and make such adjustments in the expenditure budget as necessary to carry out operations and program 
within the revenues projected. 

 
2. Prior to July 1 of each year, the Board shall approve and adopt its initial revenue and expenditure budgets 

for the next fiscal year. The adopted expenditure budget document shall be considered the Board’s 
expenditure authorization for the year.   
 

3. SSC shall provide a copy of the adopted revenue and expenditure budgets for the current year upon 
request. 

 
Implementation. 
1. The Board places the responsibility for administering the adopted budget with the Executive Director.  The 

Executive Director may delegate duties related thereto to other SSC staff, but maintains the ultimate 
responsibility for this function. 

 
2. The program-oriented budgeting system will be supported by a program-oriented accounting structure 

organized and operated on a fund basis as provided for in Minnesota statutes through the Uniform 
Financial Accounting and Reporting Standards for Minnesota School Districts (UFARS). 

 
3. The Executive Director or designee is authorized to make payments of claims or salaries authorized by the 

adopted or amended budget prior to Board approval. 
 
4. Supplies and capital equipment can be ordered prior to budget adoption only by authority of the Board.  If 

additional personnel are provided in the proposed budget, actual hiring is contingent upon Board 
approval.  Other funds to be expended in a subsequent fiscal year may not be encumbered prior to budget 
adoption unless specifically approved by the Board. 

 
5. SSC staff shall make such reports to the State of Minnesota as required relating to initial allocations of 

revenue, reallocations of revenue and expenditures of funds. 
 
Modification of SSC Budget.  SSC’s adopted expenditure budget shall be considered the expenditure 
authorization for the fiscal year. If revisions or modifications in the adopted expenditure budget are 
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determined to be advisable by the Executive Director, the Executive Director shall recommend the proposed 
changes to the Board of Directors. The proposed changes shall be accompanied by sufficient and appropriate 
background information on the revenue and policy issues involved to allow the Board to make an informed 
decision.  
 
A Board Member may also propose modifications on that Board Member’s own motion, provided, however, 
the Board Member is encouraged to review the proposed modifications with the Executive Director and 
Finance Committee prior to their being proposed so that the Executive Director and staff may prepare 
necessary background materials for the Board prior to its consideration of those proposed modifications. 
 
SSC’s revenue budget shall be amended from time to time during a fiscal year to reflect updated or revised 
revenue estimates. The Executive Director or designee shall make recommendations to the Board for revisions 
to the budget when appropriate and significant.  If necessary, the Board shall also make necessary revisions in 
the expenditure budget if it appears that expenditures would otherwise exceed revenues and fund balances in 
a fund. 

702 Accounting 
The purpose of this policy is to adopt the Uniform Financial Accounting and Reporting Standards for 
Minnesota School Districts provided for in guidelines adopted by the Minnesota Department of Education. It is 
the policy of the Southeast Service Cooperative to comply with the Uniform Financial Accounting and 
Reporting Standards for Minnesota School Districts. 
 
Maintenance of Books and Accounts.  SSC shall maintain its books and records and do its accounting in 
compliance with the Uniform Accounting and Reporting Standards for Minnesota School Districts (UFARS) 
provided for in the guidelines adopted by the Minnesota Department of Education and in compliance with 
applicable state laws and rules relating to reporting of revenues and expenditures. 
 
Permanent Fund Transfers.  Unless otherwise authorized pursuant to Minn. Stat. § 123B.80, as amended, or 
any other law, fund transfers shall be made in compliance with UFARS and permanent fund transfers shall only 
be made in compliance with Minn. Stat. §123B.79, as amended, or other applicable statute. 
 
Reporting.  The SSC Board shall provide for an annual audit of the books and records of the Service 
Cooperative to assure state and federal regulatory compliance. 

703 Fiscal Audit 
The purpose of this policy is to provide for an annual audit of the books and records of the Southeast Service 
Cooperative in order to comply with law, to provide a permanent record of the financial position of SSC, and 
to provide guidance to the Southeast Service Cooperative to correct any errors and discrepancies in its 
practices. 
 
It is the policy of SSC to comply with all laws relating to the annual audit of the books and records of SSC. 
 
The Board of Directors shall appoint qualified independent certified public accountants to audit, examine and 
report upon SSC’s books and records.  The Board may enter into a contract with a person or firm to provide 
the agreed upon services. 
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After the close of each fiscal year, the books, records and accounts of SSC shall be audited by said independent 
certified public accountants in accordance with applicable standards and legal requirements.  The Executive 
Director and staff shall cooperate with the auditors. 
 
SSC staff shall, prior to September 15 of each year, submit unaudited financial data for the preceding year to 
the Commissioner of the Department of Education (the Commissioner) on forms prescribed by the 
Commissioner.  The report shall also include those items required by Minn. Stat. § 123B.14, Subd. 7. 
 
SSC staff shall, prior to November 30 of each year, provide to the Commissioner audited financial data for the 
preceding fiscal year.  SSC staff shall, prior to December 31 of each year, provide to the Commissioner and the 
State Auditor an audited financial statement in a form that will allow comparison with and correction of 
material differences in the unaudited data. The audited financial statement must also provide a statement of 
assurance pertaining to compliance with uniform financial accounting and reporting standards and a copy of 
the management letter submitted to SSC by its auditor. 
 
The audit must be conducted in compliance with generally accepted governmental auditing standards, the 
Federal Single Audit Act and the Minnesota Legal Compliance Guide issued by the Office of the State Auditor. 
 
The Board of Directors must approve the audit report by resolution or require a further or amended report. 
 
Executive Director or designee shall report to the Board of Directors regarding any actions necessary to 
correct any deficiencies or exceptions noted in the audit. 
 
The accounts and records of SSC shall also be subject to audit and inspection by the State Auditor to the 
extent provided in Minn. Stat. Ch. 6. 
 
704 Inventory – Maintenance of Fixed Assets Accounting System and Inventory The purpose 
of this policy is to provide for the development and maintenance of an inventory of the fixed assets of the 
Southeast Service Cooperative (SSC) and the establishment and maintenance of a fixed asset accounting 
system. 
 
General Statement of Policy.  It is the policy of SSC that a fixed asset accounting system and an inventory of 
fixed assets be developed and maintained. 
 
Development of Inventory and Accounting System.  The Executive Director shall designate a person to be 
responsible for the development and maintenance of an inventory of the fixed assets of SSC, and for the 
establishment and maintenance of a formal fixed asset accounting system.  The accounting system shall be 
operated in compliance with the applicable provisions of the Uniform Financial Accounting and Reporting 
Standards for Minnesota School Districts (UFARS).  In addition, the inventory shall specify the location of all 
continued abstracts showing the conveyance of the property to SSC; certificates of title showing title to the 
property in the SSC; title insurance policies; surveys; and other property records relating to the real property 
of SSC. 
 
Report.  The Executive Director’s designee shall annually update the property records of SSC and make it 
available to the fiscal auditor and the Board for review. 
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705 Investments  
The purpose of this policy is to establish guidelines for the investment of Southeast Service Cooperative (SSC) 
funds. It is the policy of the Southeast Service Cooperative to comply with all state laws relating to 
investments and to guarantee that investments meet certain primary criteria. This policy applies to all 
investments of the surplus funds of Southeast Service Cooperative regardless of the fund accounts in which 
they are maintained, unless certain investments are specifically exempted by the Board of Directors through 
formal action. 
 
Authority; Objectives.  Southeast Service Cooperative funds shall be deposited or invested in accordance with 
this policy, Minn. Stat. Ch. 118A and any other applicable law or written administrative procedures. 
 
Delegation of Authority  
1. The SSC Director of Operations or other designee of the Executive Director is designated as the SSC 

investment officer and is responsible for investment decisions and activities under the direction of the 
Board of Directors.  The investment officer shall operate SSC’s investment program consistent with this 
policy. The investment officer may delegate certain duties to a designee or designees, but shall remain 
responsible for the operation of the program. 

 
2. All officials and employees that are a part of the investment process shall act professionally and 

responsibly as custodians of the public trust, and shall refrain from personal business activity that could 
conflict with the investment program or which could reasonably cause others to question the process and 
integrity of the investment program.  The investment officer shall avoid any transaction that could impair 
public confidence in SSC.  

 
Standard of Conduct. The standard of conduct regarding SSC investments to be applied by the investment 
officer shall be the “prudent person standard.”  Under this standard, the investment officer shall exercise that 
degree of judgment and care, under the circumstances then prevailing, that persons of prudence, discretion 
and intelligence would exercise in the management of their own affairs, investing not for speculation and 
considering the probable safety of their capital as well as the probable investment return to be derived from 
their assets.  The prudent person standard shall be applied in the context of managing the overall investment 
portfolio of SSC.  The investment officer, acting in accordance with this policy and exercising due diligence, 
judgment and care commensurate with the risk, shall not be held personally responsible for a specific 
security’s performance or for market price changes.  Deviations from expectations shall be reported in a 
timely manner and appropriate actions shall be taken to control adverse developments. 
 
Monitoring and Adjusting Investments. The investment officer shall routinely monitor existing investments 
and the contents of SSC’s investment portfolio, the available markets and the relative value of competing 
investment instruments. 
 
Internal Controls. The investment officer shall establish a system of internal controls which shall be 
documented in writing.  The internal controls may be reviewed by the Board of Directors and shall be annually 
reviewed for compliance by SSC’s independent auditors.  The internal controls shall be designed to prevent 
and control losses of public funds due to fraud, error, misrepresentation, unanticipated market changes or 
imprudent actions by officers, employees or others.  The internal controls may include, but shall not be limited 
to, provisions relating to controlling collusion, separating functions, separating transaction authority from 
accounting and record  keeping, custodial safekeeping, avoiding bearer form securities, clearly delegating 
authority to applicable staff members, limiting securities losses and remedial action, confirming telephone 
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transactions in writing, supervising and controlling employee actions, minimizing the number of authorized 
investment officials, and documenting transactions and strategies. 
 
Qualified Institutions and Broker-Dealers.  Prior to completing an initial transaction with a broker, SSC shall 
provide to the broker a written statement of investment restrictions which shall include a provision that all 
future investments are to be made in accordance with Minnesota statutes governing the investment of public 
funds.  The broker must annually acknowledge receipt of the statement of investment restrictions and agree 
to handle SSC’s account in accordance with these restrictions.  SSC may not enter into a transaction with a 
broker until the broker has provided this annual written agreement to SSC.  The notification form to be used 
shall be that prepared by the State Auditor.  A copy of this investment policy, including any amendments 
thereto, shall be provided to each such broker. 
 
Safekeeping and Collateralization 
1. All investment securities purchased by SSC shall be held in third-party safekeeping by an institution 

designated as custodial agent.  The custodial agent may be any federal reserve bank, any bank authorized 
under the laws of the United States or any state to exercise corporate trust powers, a primary reporting 
dealer in United States Government securities to the Federal Reserve Bank of New York, or a securities 
broker-dealer defined in Minn. Stat. § 118A.06.  The institution or dealer shall issue a safekeeping receipt 
to SSC listing the specific instrument, the name of the issuer, the name in which the security is held, the 
rate, the maturity, serial numbers and other distinguishing marks, and other pertinent information. 

 
2. Deposit-type securities shall be collateralized as required by Minn. Stat. § 118A.03 for any amount 

exceeding FDIC, SAIF, BIF, FCUA, or other federal deposit coverage. 
 

3. Repurchase agreements shall be secured by the physical delivery or transfer against payment of the 
collateral securities to a third party or custodial agent for safekeeping. SSC may accept a safekeeping 
receipt instead of requiring physical delivery or third-party safekeeping of collateral on overnight 
repurchase agreements of less than $1,000,000. 

 
Reporting Requirements.  The investment officer may generate daily and monthly transaction reports for 
management purposes.  In addition, the Board of Directors Finance Committee shall be provided a monthly 
report that shall include data on investment instruments being held as well as any narrative necessary for 
clarification. 
 
Depositories.  SSC shall annually designate one or more official depositories for SSC funds.  The treasurer, the 
Executive Director, or the SSC Director of Operations may also exercise the power of the Board of Directors to 
designate a depository upon signature of at least two of these individuals.  The Board of Directors shall be 
provided notice of any such designation by its next regular meeting. SSC and the depository shall each comply 
with the provisions of Minn. Stat. § 118A.03  and any other applicable law, including any provisions relating to 
designation of a depository, qualifying institutions, depository bonds, and approval, deposit, assignment, 
substitution, addition and withdrawal of collateral. 
 
Electronic Funds Transfer of Funds for Investment.  SSC may make electronic fund transfers for investments 
of excess funds upon compliance with Minn. Stat. § 471.38. 
 
706 Acceptance of Gifts to the SSC Organization 
The SSC Executive Director may accept gifts on behalf of SSC for the purpose of disbursing the gift by means of 
a membership/client prize drawing, distribution at an SSC hosted event, or some other mechanism to ensure 



SSC Policies – Updated and Board revised 12/15/2021  Page 83 

that the acceptance is not distributed for the singular benefit of an SSC employee or Board member and that it 
serves the public good.  Examples of appropriate organizational gift acceptance include distribution of 
wellness supplies to promote healthy living, private company sponsorship of food or presenter costs during a 
conference or professional development event, purchase of organizational apparel for employees and Board 
members to promote and bring awareness to SSC, etc. 
 
Offering Services and Material Goods from SSC to Others.  The Executive Director and/or Board of Directors 
may authorize the offering of services and material goods without cost to individuals and other organizations 
as long as the provision of the service or merchandise is carried out in conjunction with meeting the Service 
Cooperative’s statutory mission as a public agency.   That is, when SSC officials are acting for a clearly defined 
public purpose within the authority of MS 123A.21, the 1994 Municipal Gift Ban Law, Minn. Stat. §471.895, 
prohibitions do not apply. 
 
Examples of appropriate provision of services and materials good include, but are not limited to: 
1. Provision of meals during meetings when recipients are providing a service in an advisory or decision 

making capacity. 
2. Coverage of costs and reimbursing expenses for participation in conferences and other professional 

development activities. 
3. Door prizes of wellness or health promotion items to promote SSC health and benefits programming and 

for organizations to use in local health promotion. 
 
NOTE:  The provision of alcoholic beverages and controlled substances is not a permitted use of public funds. 

707 Membership Fee Determination 
The Southeast Service Cooperative Board of Directors will determine membership fees and categories 
annually in conjunction with development of the annual budget. 

708 Hosting of Projects 
Southeast Service Cooperative may host a project or service in agreement with another agency which may 
involve the physical hosting and/or the fiscal hosting of the project/service.  A written agreement must be 
executed outlining responsibilities, liabilities, and source of revenue and will include a complete budget 
enumerating expenditures and revenues The agreement will stipulate the status of any project staff, (e.g., 
Southeast Service Cooperative employee, independent contractor, or employee of other agency).  All costs 
incurred by said project must be paid by the initiating agency or by generated revenues so that Southeast 
Service Cooperative is not required to underwrite project expenses unless otherwise stipulated in the 
agreement.  Southeast Service Cooperative may charge a fee to fiscally host a project. 

709 Petty Cash 
Petty cash funds are maintained for small expenditures too trivial for ordinary procedures. A designee of the 
Executive Director will be given responsibility to manage the petty cash box and must keep it locked and 
secure. Staff will maintain records of all receipts and expenditures for all transactions and will prepare an 
accounting of expenditures before replenishing the fund.  The maximum level of funds to be maintained in 
petty cash will be determined annually by the Executive Director. 

References: “Professional/Technical Services Contract Manual”, MN Department of Administrator’s Materials 
Management Division 
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710 Expenses 
The purpose of this policy is to identify SSC business expenses that involve initial payment by an employee, 
and qualify for reimbursement from SSC and to specify the manner by which the employee seeks 
reimbursement. 
 
Authorization.  All SSC expenses to be reimbursed must be approved by the Executive Director or designee.  
Such expenses to be reimbursed may include transportation, meals, lodging, registration fees, required 
materials, parking fees and other reasonable and necessary SSC business-related expenses. 
 
Reimbursement 
1. Requests for reimbursement must be itemized on the prescribed SSC form and are to be submitted to the 

business office and approved by the Executive Director or designee.  Receipts for lodging, commercial 
transportation, registration and other reasonable and necessary expenses must be attached to the 
reimbursement form. Each expenditure except mileage, parking fees, and cash tips for hotel and food 
services must be supported by a receipt.  An explanation must accompany unusual claims; unclear claims 
will be disallowed and the burden of clarification will be up to the employee. Original receipts, not 
photocopies, are required for reimbursement.  Any exceptions, such as lost receipts, must be explained in 
writing and approved by the Executive Director. 

 
2. Automobile travel shall be reimbursed at the mileage rate set by the Board of Directors.  Commercial 

transportation shall reflect economy fares and shall be reimbursed only for the actual cost of the trip. 
 
Credit Card Use/Reporting. The Executive Director will assign credit/procurement cards and keep an 
inventory of numbers and persons to whom they are assigned. Available monthly credit on each credit card 
will be determined based upon the employee’s level of responsibility for purchasing and will be reviewed 
annually.  All expenditures using this credit card will be verified and the statement signed by the cardholder 
verifying its accuracy. Original receipts must be kept and attached to the monthly credit card statement and 
submitted to the business office. 
 
Establishment of Directives and Guidelines. The Executive Director shall develop a schedule of 
reimbursement rates for SSC business expenses, including those expenses requiring advance approval and 
specific rates of reimbursement. The Executive Director shall also develop directives and guidelines to address 
methods and times for submission of requests for reimbursement. Travel vouchers should be submitted on a 
monthly basis, and all expenses must be submitted within sixty (60) days following the date the expense is 
incurred and within fifteen (15) days after the end of the fiscal year. 

711 Unemployment Fund 
The Southeast Service Cooperative Board of Directors will establish a fund called "Unemployment Insurance" 
from which all present and future programs and grants will be charged a rate which the Executive Director 
deems sufficient to fund potential future costs. The rate to be accumulated into the fund will be established 
each year with the annual budget.  These dollars will only be used for payment of claims of unemployment 
insurance and the end-of-year balance kept in this fund as a carry-over into subsequent years' budgets. 

712 Purchasing  
The Executive Director and designees are authorized to make cash and credit purchases in the normal course 
of business. Purchases of products or services at a significant cost will comply with Minnesota Statutes relating 
to procurement standards and bidding requirements.  
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713 Records Retention 
Southeast Service Cooperative will use the most current School District General Records Retention Schedule 
recommended by the Minnesota Historical Society, State Archives Department, including guidelines for 
retention and disposal of records. 

714 Consultant Contracts 
All consultant contracts require the approval of the Executive Director or his/her designee before contracting 
for any services by an outside contractor or consultant.  Consulting contracts in excess of $15,000 but less 
than $25,000 must be reviewed and recommended by the Finance Committee.  In addition, consultant 
contracts in excess of $25,000 must be approved by the Board of Directors prior to services being delivered. 
Prior to a request for approval, Service Cooperative employees should provide a clear statement of need 
based on consideration of the following guidelines: 

▪ the nature of the work; 
▪ the availability of qualified Service Cooperative employees; 
▪ timeframe for execution tied to SSC need. 

 
Consultant contracts shall be in writing and address as appropriate and necessary: 

▪ term of contract 
▪ enumeration of contractual professional or technical duties of each party; 
▪ termination options 
▪ consideration, including compensation, and payment terms, and reimbursements for travel and 

subsistence expenses 
▪ documentation that is to be submitted prior to payment 
▪ authorized representatives of both parties 
▪ cancellation and termination 
▪ assignment 
▪ liability 
▪ insurance requirements 
▪ performance bond 
▪ workers’ compensation  
▪ Minnesota Government Data Practices Act (MGDPA) 
▪ intellectual property rights 
▪ amendments  
▪ publicity 
▪ non-discrimination  
▪ data disclosure 
▪ jurisdiction and venue 
▪ audits 
▪ survival of terms  

 
The Service Cooperative shall use, when feasible, an RFP process to select consultants. 
 
Consultant contract will be available for inspection.  Tax information forms will be prepared each year listing 
amounts paid each contractor. 
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715 Vehicle Purchase and Use  
Southeast Service Cooperative (SSC) may purchase or lease vehicles for use by employees who need to travel 
as a part of the job duties.  This method of transportation is chosen because it is more cost-effective for SSC 
than reimbursing an employee for travel using their own vehicle.  It also alleviates the burden on employees 
to provide their own safe and available transportation.  
 
Purchased vehicles will be retained as an asset of SSC for approximately 100,000 miles.  Vehicle replacement 
will be staggered.   Vehicles may be replaced earlier than 100,000 miles if it is deemed that a specific vehicle is 
deemed to be unsafe for staff to operate or is no longer cost-effective to operate.  Vehicle replacements will 
require board approval before a vehicle purchase can be initiated. 
 
SSC staff will be required to use SSC owned vehicles, whenever available, when they are required to travel as a 
part of their job duties.  Exceptions may be made for more time-efficient, in-town travel or in extenuating 
circumstances with prior approval from the Executive Director.   If either of these exceptions applies, staff will 
be reimbursed at the current IRS recommended mileage rate. 
 
Shared SSC vehicles that are not specifically assigned to a staff member should not be used to transport 
anyone other than SSC staff or when necessary, someone with a business relationship with SSC. 
 
Assigned Vehicles.  Leased vehicles may be assigned to employees for a monthly fee deducted from the 
employee’s paycheck to cover commuting or personal use. Employees with vehicles assigned to them will not 
be allowed to also receive mileage reimbursement from SSC except under extenuating circumstances and 
when pre-authorized by the Executive Director.   
 
The Executive Director will establish fees, business and personal use rules, staff eligibility, and other 
parameters of the lease program with the objective to minimize SSC’s vehicle and mileage costs and target an 
aggregate staff per mile cost less than the IRS reimbursement rate.  The Executive Director and/or his/her 
designee will manage the lease arrangement with a reputable company. 

716 Service Agreements and Fees 
Service agreements will be executed with participating members and other participants for respective services 
in which they participate.  The service agreement will set forth all of the conditions for the service, including 
service features, method of delivery, member responsibilities, fees and payment terms, contact information, 
and other information that clarifies how services will be delivered. 
 
It will be the policy of the Southeast Service Cooperative Board of Directors to keep all fees and charges to 
members to a minimum without jeopardizing quality and further to assess members proportionate to the 
extent of their participation in a given service.  Expenses and revenues directly attributable to operation of a 
given program or service will be applied to the budget for the program or service.  All other administrative and 
overhead costs will be distributed among service budgets proportionately in a manner determined by the 
Executive Director. 

717 Administration of the Health and Benefits Program 
Adopted by the SSC Board of Directors 10/22/08, revised 12/23/09 
 
The purpose of this policy is to outline the structure and management of the Southeast Service Cooperative 
(SSC) Health and Benefits Program.  The mission of this program is to assist members to pursue cost 
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stabilization through sound benefits practices and management.  Components of the service include financial 
management of funds and claims, pool planning, group and pool annual renewal with the carrier, pool 
settlement with the carrier, product and service development, group consulting and planning assistance, 
training, and health promotion support. The Health and Benefits Program may include the development and 
offering of other benefits and services in addition to health insurance, including dental, vision, life, long-term 
disability, long-term care, and other insurance and benefit products and services. 
 
The SSC administers the acquisition and planning of group health insurance within pools of its members. The 
School Pool and the Government Pool (also referred to as Cities, Counties and Other Government Agencies, 
CCOGA) are self-insured pools.  SSC may implement other self-insured or fully insured pools for other 
members.  The pools are administered by authorization of participating members through a joint powers 
agreement and in compliance with Minnesota statutes and Federal laws.  Pool rules and guidelines adopted by 
the Board are attached at the end of this policy. 
 
Program Management.  The pools are governed by the SSC Board of Directors.  The Board and Staff will enlist 
input and feedback from the pool membership through advisory groups and ad hoc committees. The Board 
will retain insurance and legal consultants to assist staff in development and management of the Health and 
Benefits Program.  The pool is responsible for bidding for services and products on behalf of the joint powers 
agreement members based on volume and pursuant to Minnesota bid law.  The pool negotiates 
administrative fees with providers of services and products and executes carrier and vendor contracts.  The 
pool is also responsible to establish guidelines, communicate best practices, and assist groups with planning 
and their group health insurance benefit program. 
 
Financial Management of the Self-Insured Pools.   

The SSC Board will maintain a Risk Management Services Fund separate from SSC’s Member Services Fund.  
The Risk Management Services Fund will be used to account for health and benefits services and pool 
activities as well as “termination reserves”, recalculated at annual settlement, to pay claims run-out in the 
event the pool’s relationship with the carrier ceases.  
 
The Health Insurance pools are self-insured, and risk is managed with: 1) an aggregate attachment point set in 
the carrier contract at an established percentage of expected claims, and 2) stop loss coverage.  The carrier 
retains the risk for claims above each Pool’s percentage aggregate attachment point, but the Pool is 
responsible for claims from 100 percent to the aggregate attachment point percentage.  Members are not 
subject to a supplemental assessment in the event of deficiencies.  If the assets of the pool are exhausted, 
members will not be held responsible for the pool’s liabilities. The Board annually establishes the stop loss 
level for each Pool and purchases stop loss coverage at the established level. 
 
Member premiums will be remitted to SSC by participating groups and will be distributed by SSC for the 
following purposes: 

1) An established portion is placed in the pool’s rate stabilization reserve (RSR) fund, 
2) An established portion representing actuarially determined needed income for claims is placed in 

group accounts within each pool’s claims fund, 
3) Administrative and other fees are paid to carriers for processing claims, managing networks, securing 

stop loss coverage, and providing other related services secured by the pool, such as disease 
management or other health management support services, fitness center discounts, etc. 

4) Program administrative fees are placed in SSC’s Health and Benefits operating fund for management 
and operations. 
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Rate Stabilization Reserve (RSR) Fund and Incurred But Not Reported (IBNR) Account. The SSC Board of 
Directors will contract with the health insurance carrier to establish and maintain on its behalf a Rate 
Stabilization Reserve (RSR) fund and an Incurred But Not Yet Reported (IBNR) account as a part of its master 
operating agreement.  The RSR will be used to provide cash flow for the insurance program.  The RSR is used 
to: 1) provide funds when claims exceed premiums to pay claims for members whose current claims fund 
balance is zero or below, 2) fund the IBNR Claims account if there are insufficient funds to cover that liability, 
and 3) receive any over-funding of the IBNR.  The RSR balance will be adjusted on an annual basis as part of 
the year-end settlement of a pool’s plan year. The RSR will be maintained at a percentage of the total rate 
charge projected for the succeeding servicing year to cover the risk assumed by Southeast Service Cooperative 
on behalf of the pool.  The total rate charge represents the projected amount needed to cover claims. The 
percentage of the total rate charge will be negotiated with the carrier and established in the carrier contract. 
 
The IBNR is an account, which monies are held by SSC in a separate account for covering terminal claims in the 
event that either Southeast Service Cooperative or the health insurance carrier terminates the carrier contract 
or the pool ceases to exist. 
 
Both the RSR and IBNR accounts will earn interest (or will be charged interest if negative) and will be 
administered as outlined in the carrier contract.  The RSR and IBNR are not reserves of any individual 
participating member.  At the point that the RSR accumulates monies in excess of the operating agreement 
required level, the excess will be transmitted to Southeast Service Cooperative by the carrier. This excess will 
be designated as an RSR margin for the respective pool.  The margin will be declared separately from the RSR 
and may be managed and used for the benefit of current pool members. 
 
Pool Claims Fund.  The SSC Board will establish and maintain a Minimum Premium Fund for the purpose of 
collecting monthly funds from participating members for each Health Insurance Pool, paying administrative 
fees to the carrier monthly on behalf of the participating members, and reimbursing the carrier for all claims 
paid each week on behalf of the participating members. The SSC Board of Directors will hold these funds for 
the benefit of the participating members and will maintain an ongoing balance for each.  This fund will be 
reconciled with the claims reports from the carrier and the bank statements monthly.  
 
The carrier contract will establish a process at annual plan year settlement for reconciling total pool claims by 
partially charging positive group claims balances to cover claims of groups with negative claims balances. 
Upon completion of annual settlement of the School Pool or the City/County Pool with the carrier, the SSC 
Board of Directors will dispose of excess claims funds, if any, pursuant to the following conditions:  Groups 
must pass a multi-year test (period established within the carrier contract) showing a positive claims fund 
status (currently set for a period of each of the most recent two years) in order to be eligible for a potential 
refund. This rule may be changed in the event of negotiation of new terms between SSC and the carrier. If the 
group passes the test as outlined in the Service Cooperative agreement with the carrier, excess claims funds 
will be disposed based on the conditions outlined in the chart below.  
 
In distributing claims margin returns, SSC will include advice to recipient group key contacts regarding 
disposition of these funds, pursuant to Minnesota Statute or any other regulations.  
 
The maximum amount a group is eligible to receive in excess claims refund is equivalent to one month of 
premium, or 8.33% of the premiums paid in the settlement’s plan year, whichever is larger.  A group must be 
an active pool participant during the year following the settlement year. Claims margin returns will be 
distributed as a payment upon declaration by the SSC Board of the amount due to the group and outline that 
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there are no restrictions to the group on fund disposition other than lawful purposes. 
 

Condition 1 Condition 2 Condition 3 Condition 4 

RSR is in deficit. IBNR and RSR are partially 
funded. 

IBNR is fully funded and the RSR is 
partially funded. 

IBNR and 
RSR are fully 
funded. 

● No return of 
monies to 
groups. 

● Funds are 
placed in RSR. 

● If fully funding the IBNR 
would result in the RSR 
being negative, there 
will be no return of 
monies. 

● If fully funding the IBNR 
would result in the RSR 
still being partially 
funded, SSC will return 
monies to the group as 
set forth in Condition 3. 

● RSR is over 0% funded but not 
more than 10% funded: group 
receives 10% of eligible refund. 

● RSR is 10.1% to 25% funded: group 
receives 25% of eligible refund. 

● RSR is 25.1% to 50% funded: group 
receives 50% of eligible refund. 

● RSR is 50.1% to 75% funded:  
group receives 75% of eligible 
refund. 

● RSR is 75.1% to 99.9% funded:  
group receives 100% of eligible 
refund. 

Group 
receives 
100% of 
eligible 
refund. 

 
Health Insurance Operations. The Southeast Service Cooperative Board will establish a Health and Benefits 
Operating fund for the purpose of maintaining and administering the Southeast Service Cooperative Health 
and Benefits Program.  The Southeast Service Cooperative Board will develop and approve annually a budget 
for this fund which includes expenditures and revenues relating to the maintenance and administration of the 
pools and other related services.  Revenues will include fees, interest income, and other income earned or 
accrued by Southeast Service Cooperative for provided services.  Expenditures will include costs incurred by 
Southeast Service Cooperative for operating, maintaining, and administering the Health and Benefits Program, 
including the fund's appropriate share of the organizational support for Southeast Service Cooperative.   
 
Management of Reserves. The Southeast Service Cooperative Board will establish and maintain an enterprise 
fund, referred to as the Risk Management Services Fund, for the purpose of maintaining cost effective, quality 
health insurance pools and other benefit services.  Balances in this fund will be held by the Southeast Service 
Cooperative Board of Directors for the benefit of the SSC Health and Benefits Program. The Southeast Service 
Cooperative Board may create this fund with any monies that it deems in excess of current cash flow or 
program needs.  However, the main source of these reserves will be the amount in the minimum premium 
program Rate Stabilization Reserve (RSR), which is held by the carrier, in excess of the level of approximately 
one month of claims.  The Board may transfer to the general operating fund all or a portion of funds that it 
seems are in excess the amount needed for insurance pool cash flow. 
 
Policy Consistency with Joint Powers Agreement.  This policy is intended to outline the SSC Board’s 
responsibility in administering the Health and Benefits program and to lay a foundation for the joint powers 
agreement instrument for the self-insured health pools. If anything in this policy is found to be inconsistent or 
conflicting with the joint powers agreement, the joint powers agreement will prevail. 
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722 Public Data Requests 
 
The Southeast Service Cooperative recognizes its responsibility relative to the collection, maintenance, and 
dissemination of public data as provided in state statutes. The Southeast Service Cooperative will comply with 
the requirements of the Minnesota Government Data Practices Act, Minn. Stat. Ch. 13 (MGDPA), and Minn. 
Rules Parts 1205.0100-1205.2000 in responding to requests for public data. 

  
Government Data means all recorded information that the school district has, including paper, email, flash 
drives, CDs, DVDs, photographs, etc. 

  
Inspection means the visual inspection of paper and similar types of government data.  Inspection does not 
include printing copies by the school district, unless printing a copy is the only method to provide for 
inspection of the data.  For data stored in electronic form and made available in electronic form on a remote 
access basis to the public by the school district, inspection includes remote access to the data by the public 
and the ability to print copies of or download the data on the public’s own computer equipment. 

  
Public Data means all government data collected, created, received, maintained, or disseminated by the 
school district, unless classified by statute, temporary classification pursuant to statute, or federal law, as 
nonpublic or protected nonpublic; or, with respect to data on individuals, as private or confidential. 

  
Responsible Authority means the individual designated by the school board as the individual responsible for 
the collection, use, and dissemination of any set of data on individuals, government data, or summary data, 
unless otherwise provided by state law. Until an individual is designated by the school board, the responsible 
authority is the superintendent. 

  
Summary Data means statistical records and reports derived from data on individuals but in which individuals 
are not identified and from which neither their identities nor any other characteristic that could uniquely 
identify an individual is ascertainable. 

  
REQUESTS FOR PUBLIC DATA. All requests for public data must be made in writing directed to the responsible 
authority. A request for public data must include the following information: Date the request is made; a clear 
description of the data requested; identification of the form in which the data is to be provided (e.g., 
inspection, copying, both inspection and copying, etc.); and method to contact the requestor (such as phone 
number, address, or email address). A requestor is not required to explain the reason for the data request. 
The identity of the requestor is public, if provided, but cannot be required by the government entity. The 
responsible authority may seek clarification from the requestor if the request is not clear before providing a 
response to the data request. The responsible authority will respond to a data request at reasonable times 
and places and notify the requestor in writing as follows: the requested data does not exist; or the requested 
data does exist but either all or a portion of the data is not accessible to the requestor; or if the responsible 
authority determines that the requested data is classified so that access to the requestor is denied, the 
responsible authority will inform the requester of the determination in writing, as soon thereafter as possible, 
and shall cite the specific statutory section, temporary classification, or specific provision of federal law on 
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which the determination is based. Upon the request of a requestor who is denied access to data, the 
responsible authority shall certify in writing that the request has been denied and cite the specific statutory 
section, temporary classification, or specific provision of federal law upon which the denial was based. The 
requested data does exist and provide arrangements for inspection of the data, identify when the data will be 
available for pick-up, or indicate that the data will be sent by mail.  If the requestor does not appear at the 
time and place established for inspection of the data or the data is not picked up within ten (10) business days 
after the requestor is notified, the Southeast Service Cooperative will conclude that the data is no longer 
wanted and will consider the request closed. The Southeast Service Cooperative’s response time may be 
affected by the size and complexity of the particular request, including necessary redactions of the data, and 
also by the number of requests made within a particular period of time. The Southeast Service Cooperative 
will provide an explanation of technical terminology, abbreviations, or acronyms contained in the responsive 
data on request. The Southeast Service Cooperative is not required by the MGDPA to create or collect new 
data in response to a data request, or to provide responsive data in a specific form or arrangement if the SSC 
does not keep the data in that form or arrangement.  The Southeast Service Cooperative is not required to 
respond to questions that are not about a particular data request or requests for data in general. 

  
REQUEST FOR SUMMARY DATA. A request for the preparation of summary data shall be made in writing 
directed to the responsible authority. A request for the preparation of summary data must include the 
following information: date the request is made; a clear description of the data requested; identify the form in 
which the data is to be provided (e.g., inspection, copying, both inspection and copying, etc.); and method to 
contact requester (phone number, address, or email address). The responsible authority will respond within 
ten (10) business days of the receipt of a request to prepare summary data and inform the requestor of the 
following: the estimated costs of preparing the summary data, if any; and the summary data requested; or a 
written statement describing a time schedule for preparing the requested summary data, including reasons for 
any time delays; or a written statement describing the reasons why the responsible authority has determined 
that the requestor’s access would compromise the private or confidential data. The Southeast Service 
Cooperative may require the requestor to pre-pay all or a portion of the cost of creating the summary data 
before the school district begins to prepare the summary data. 

  
COSTS. Public Data. The Southeast Service Cooperative will charge for copies provided as follows: 100 or fewer 
pages of black and white, letter or legal sized paper copies will be charged at 25 cents for a one-sided copy or 
50 cents for a two-sided copy. More than 100 pages or copies on other materials are charged based upon the 
actual cost of searching for and retrieving the data and making the copies or electronically sending the data, 
unless the cost is specifically set by statute or rule. The actual cost of making copies includes employee time, 
the cost of the materials onto which the data is copied (paper, CD, DVD, etc.), and mailing costs (if any). Also, if 
the school district does not have the capacity to make the copies, e.g., photographs, the actual cost paid by 
the school district to an outside vendor will be charged. All charges must be paid for in cash in advance of 
receiving the copies. 

  
Summary Data.  Any costs incurred in the preparation of summary data shall be paid by the requestor prior to 
preparing or supplying the summary data. The school district may assess costs associated with the preparation 
of summary data as follows: the cost of materials, including paper, the cost of the labor required to prepare 
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the copies, any schedule of standard copying charges established by the school district, any special costs 
necessary to produce such copies from a machine-based record-keeping system, including computers and 
microfilm systems; the SSC may consider the reasonable value of the summary data prepared and, where 
appropriate, reduce the costs assessed to the requestor. 
 
Data Practices Contacts 
  
Responsible Authority: 
Steve Sallee 
210 Wood Lake Dr. SE, Rochester, MN 55904 
507-258-0811 
  
Data Practices Compliance Official: 
Steve Sallee 
210 Wood Lake Dr. SE, Rochester, MN 55904 
507-258-0811 
  
Data Practices Designee(s):   
Dale Walston 
210 Wood Lake Dr. SE, Rochester, MN 55904 
507-281-6675 
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BUILDING AND SITES 

801 Wood Lake Meeting Center Usage Policy 
Southeast Service Cooperative (SSC) may sublease space in the Wood Lake Meeting Center for short-term 
usage to private and public entities, provided the proposed use does not interrupt the operation of normal 
Southeast Service Cooperative activity. 
 
It is the policy of the SSC Board to make meeting center facilities available to members and community groups 
whenever the circumstances justify.  Generally, SSC sponsored activities shall take priority for space over other 
activities.  The aim of this policy is to allow for appropriate use of Southeast Service Cooperative facilities with 
the individuals and groups using the facilities being responsible and accountable for the cost, condition, 
damage, and security of the Southeast Service Cooperative property being used. 
 
Space that hasn’t been reserved for SSC sponsored activities may be reserved for rental by other parties with 
the stipulation that a SSC staff person must be available to manage and monitor the space during the 
scheduled use.  
 
The Southeast Service Cooperative Board retains the right to deny a request for space usage if the request 
involves an activity that is competitive with Southeast Service Cooperative service or is potentially disruptive 
to the provision of service to members or is not consistent with moral or ethical standards.  The Southeast 
Service Cooperative Board authorizes the Executive Director or his designee to make judgments regarding 
these criteria. 
 
Smoking.  Pursuant to Minnesota Statute 144.416, smoking is prohibited anywhere on Southeast Service 
Cooperative or Wood Lake Meeting Center property.   SSC also prohibits possession and use of any tobacco 
and e-cigarettes.  
 
Use of Alcohol, Drugs, and Other Controlled Substances.   Alcohol, drugs, and other controlled substances are 
not permitted on Wood Lake Meeting Center property except as permitted by Minnesota Statute.  Minnesota 
Statutes 624.701 prohibits use of alcohol in any public elementary or high school building.  Although SSC is not 
a public elementary or high school building, SSC occasionally hosts events in which under-age students 
participate.  Possession or serving of alcoholic beverages will be prohibited in facilities, grounds and parking 
lot spaces that are accessible to SSC guests at anytime an SSC hosted student event is taking place.  Refer to 
Policy defining work place. 
 
A client may request SSC approval to possess or distribute alcoholic beverages on SSC property as part of an 
application to rent space.  Pursuant to Minnesota Statutes 624.701, Wood Lake Meeting Center procedures 
will require clients to produce a certificate of liability insurance and a license to sell alcoholic beverages – (i.e., 
3.2 percent malt liquor or intoxicating liquor).  The holder of the license (rental client, caterer, or other party 
related to the client’s event) must agree to assume full liability for security of alcoholic beverages, and any 
issues regarding access to alcohol by minors, injury, or property damage that occurs as a result of alcohol 
consumption during the event.    
 
Guns Banned on Premises.  Pursuant to Minnesota Statute 624.714, SSC bans possession of firearms on the 
Wood Lake Meeting Center premises, including the building, parking, and all exterior property, except as 
outlined in the Southeast Service Cooperative Weapons Policy.   
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Rental Fees. Rental fees will be established annually in conjunction with the annual budget.  Rental fees will 
be set based on several factors with greatest weight placed on cost and competition. 
 
The SSC Executive Director and staff will establish procedures including rental agreement, scheduling, 
responsibilities of clients using the facility, cancellations, fee arrangements and waivers for special groups and 
multi-booking contracts, and other management responsibilities. 

806 Crisis Management 
The purpose of this policy is to address a wide range of potential crisis situations in SSC.   
SSC will, to the extent possible, engage in ongoing emergency planning with staff, Board members, emergency 
responders, and other relevant community organizations. SSC will ensure that relevant emergency responders 
have access to crisis management plans and will provide training to staff to enable them to act appropriately 
in the event of a crisis. 
 
The Executive Director shall develop and present a crisis management plan to the Board of Directors for 
review and approval.  The crisis management plan will include general crisis procedures and crisis-specific 
procedures.  Upon approval by the Board of Directors, such crisis management plans shall be an addendum to 
this Crisis Management Policy.  This Policy and the plans will be maintained and updated on an annual basis. 
 
Elements of the Crisis Management Policy 

General Crisis Procedures.  The SSC policy and procedures on office closing and building security will guide 
situations requiring closing and/or evacuation of the SSC building. The Executive Director or designee will 
determine when these actions will be taken. A communication system will be maintained to enable the 
Executive Director or designee to be contacted at all times in the event of a potential crisis.  The plan will 
name at least two alternative designees when the Executive Director or is unavailable, along with one or more 
methods to convey contact information to the appropriate staff persons.  The alternative designees may 
include members of the emergency response team.  
 
Staff will have access to a copy of the Emergency Planning and Procedures Guide for Schools (available from 
MSBA) to assist in the development of the crisis management plans. Crisis procedures will address specific 
procedures for the safe evacuation of children and employees with special needs such as physical, sensory, 
motor, developmental, and mental health challenges. 
 
Lock-Down Procedures.  Lock-down procedures will be used in situations where harm may result to persons 
inside the building, such as a shooting, hostage incident, intruder, trespass, disturbance, or when determined 
to be necessary by the Executive Director or designee.  The Executive Director or designee will announce the 
lock-down over the public address system or other designated system. Code words will not be used. Provisions 
for emergency evacuation will be maintained even in the event of a lock-down.   
 
Evacuation Procedures. Evacuation of the building shall be implemented at the discretion of the Executive 
Director or designee. The crisis management plan will include procedures for transporting staff and building 
guests a safe distance from harm to a designated safe area until released by the Executive Director or 
designee. Safe areas may change based upon the specific emergency situation.   
 
Sheltering Procedures.  Sheltering provides refuge for staff and visitors within the building during an 
emergency.  Shelters are safe areas that maximize the safety of inhabitants.  Safe areas may change based 
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upon the specific emergency.  The Executive Director or designee will announce the need for sheltering over 
the telephone paging system or other designated system.   
 
Crisis-Specific Procedures.  The crisis management plan will include crisis-specific procedures for crisis 
situations that may occur during the work day or at SSC-sponsored events and functions.  
 
Emergency Response Team 
Composition.  The Executive Director will appoint an emergency response team that will be trained to respond 
to emergency situations. Emergency response team members will receive on-going training to carry out the 
crisis management plan and will have knowledge of procedures, evacuation routes, and safe areas. Team 
members must be willing to be actively involved in the resolution of crises and be available to assist in any 
crisis situation as deemed necessary by the building administrator. SSC will maintain a current list of 
emergency response team members, which will be updated annually.  The Executive Director or designee will 
know the location of that list in the event of an emergency.  A copy of the list will be kept on file in the SSC 
business office. 
 
Leaders.  The Executive Director or designee will serve as the leader of the emergency response team and will 
be the primary contact for emergency response officials. In the event the primary designee is unavailable, the 
designee list should include more than one alternative designee and may include members of the emergency 
response team.  When emergency response officials are present, they may elect to take command and control 
of the crisis.  It is critical in this situation that staff assumes a resource role and be available as necessary to 
emergency response officials. 
 
Preparation Before An Emergency 
Communication - Employees. Staff must be aware of their role in responding to crisis situations.  All staff shall 
be aware of the Crisis Management Policy and plan. The crisis management plan shall include the method and 
dates of dissemination of the plan to SSC staff.  Employees will receive a copy of the crisis management plan 
and shall receive periodic training on plan implementation. 
 
Planning and Preparing for Fire.  Designate a safe area at least 50 feet away from the building to enable staff 
and visitors to evacuate.  The safe area should not interfere with emergency responders or responding 
vehicles and should not be in an area where evacuated persons are exposed to any products of combustion. 
 
SSC’s facility diagram and crisis management plan shall be available in appropriate areas of the building and 
shall identify the most direct evacuation routes to the designated safe areas both inside and outside of the 
building. The facility diagram and plan must identify the location of the fire alarm control panel, fire alarms, 
fire extinguishers, hoses, water spigots, and utility shut offs. 
 
Staff will receive training on the location of the primary emergency evacuation routes and alternate routes 
from various points in the building.  
 
Employees will receive training on the locations and proper use of fire extinguishers. 
 
SSC will have prearranged sites for emergency sheltering and transportation as needed. 
 
SSC will determine which staff will remain in the building to perform essential functions if safe to do so. The 
Executive Director or designee will meet local fire or law enforcement agents upon their arrival. 
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Facility Diagrams and Site Plans.  An SSC facility diagram will include the location of primary and secondary 
evacuation routes, exits, designated safe areas inside and outside of the building, and the location of fire 
alarm control panel, fire alarms, fire extinguishers, hoses, water spigots, and utility shut offs. The facility 
diagram will be regularly updated and whenever a major change is made to the building. Facility diagrams and 
site plans will be available in the SSC business office. The facility diagram will be provided to first responders, 
such as fire and law enforcement personnel.  
 
Emergency Telephone Numbers. SSC will maintain a current list of emergency telephone numbers and the 
names and addresses of local, county, and state personnel who may be involved in a crisis situation.  The list 
will include telephone numbers for local police, fire, ambulance, hospital, the Poison Control Center, county 
and state emergency management agencies, local public works departments, local utility companies, the 
public health nurse, mental health/suicide hotlines, and the county welfare agency.  A copy of this list will be 
kept on file in the business office and will be updated annually. 
 
Employees will receive training on how to make emergency contacts, including 911 calls. 
 
The plan will set forth a process to internally communicate an emergency, as well as the procedure to enable 
the staff to rapidly convey emergency information to a building designee. The plan will identify a primary and 
secondary method of communication for both internal and secondary use.  It is recommended that the plan 
include several methods of communication because computers, intercoms, telephones, and cell phones may 
not be operational or may be dangerous to use during an emergency. 
 
Warning Systems. SSC shall maintain a warning system designed to inform staff and visitors of a crisis or 
emergency. This system shall be maintained on a regular basis.  The Executive Director or designee will inform 
employees of the warning system and the means by which the system is used to identify a specific crisis or 
emergency situation.  
 
Early Closure Procedures. The Executive Director will make decisions about closing the office as early in the 
day as possible. The early closure procedures will set forth the criteria for early closure (e.g., weather-related, 
utility failure, or a crisis situation), will specify how closure decisions will be communicated to staff and the 
community (designated broadcast media, local authorities, e-mail, or SSC website), and will discuss the factors 
to be considered in closing and reopening the building.  
procedures also will include a reminder to parents and guardians to listen to designated local radio and TV 
stations for school closing announcements, where possible. 
 
Media Procedures. The Executive Director has the authority and discretion to notify the membership and the 
Rochester community in the event of a crisis or early closure.  The Executive Director will designate a 
spokesperson who will notify the media in the event of a crisis or early closure.  The spokesperson shall 
receive training to ensure that SSC is in strict compliance with federal and state law relative to the release of 
private data when conveying information to the media. 
 
Behavioral Health Crisis Intervention Procedures.  Short-term behavioral health crisis intervention 
procedures will set forth the procedure for initiating behavioral health crisis intervention plans. The 
procedures will utilize available resources in the community. Counseling procedures will be used whenever 
the Executive Director determines it to be necessary, such as after an assault, a hostage situation, shooting, or 
suicide. The behavioral health crisis intervention procedures shall include the following steps: 
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1. Executive Director or designee will meet with relevant persons to determine the level of intervention 
needed for staff. 

 
2. Designate specific rooms as private counseling areas. 

 
3. Escort relatives and close friends of any victims as well as others in need of emotional support to the 

counseling areas. 
 
4. Prohibit media from interviewing or questioning staff. 
 
5. Provide follow-up services to staff who receive counseling. 
 
6. Resume normal business routines as soon as possible. 
 
Long-Term Recovery Intervention Procedures.  Long-term recovery intervention procedures may involve both 
short-term and long-term recovery planning: 
 
1. Physical/structural recovery. 

 
2. Fiscal recovery. 

 
3. Occupational recovery. 

 
4. Social/emotional recovery. 
  
Procedures.  Sample procedures for the various hazards/emergencies listed below are attached to this Policy 
for use when drafting specific crisis management plans. Additional sample procedures may be found in the 
Response section of the Comprehensive School Safety Guide (2011 Edition). After approval by the Board, an 
adopted procedure will become an addendum to the Crisis Management Policy. 

1. Fire 
2. Hazardous Materials 
3. Severe Weather:  Tornado/Severe Thunderstorm/Flooding 
4. Medical Emergency 
5. Fight/Disturbance 
6. Assault 
7. Intruder 
8. Weapons 
9. Shooting 
10. Hostage 
11. Bomb Threat 
12. Chemical or Biological Threat 
13. Checklist for Telephone Threats 
14. Demonstration 
15. Suicide 
16. Lock-down Procedures 
17. Shelter-In-Place Procedures 
18. Evacuation/Relocation 
19. Media Procedures 
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20. Post-Crisis Procedures 
21. School Emergency Response Team 
22. Emergency Phone Numbers 
23. Highly Contagious Serious Illness or Pandemic Flu 

 
Miscellaneous Procedures 
Chemical Accidents.  Procedures for reporting chemical accidents shall be posted at key locations such as 
janitorial supply spaces. 
 
Visitors. SSC shall implement procedures to minimize outside entry into the building and assure that all doors 
are locked prior to and after regular building hours. 

806.1  Communications and Other Data Disaster Recovery Planning  
Disaster recovery and business continuation planning is necessary to ensure that SSC can survive disruptions in 
computer communications and processing.  SSC has an off-site tape backup system in place for LAN data, 
uninterruptible power supplies, property insurance, and a backup battery.  Procedures for damage assessment 
and recovery need to be evaluated periodically.  Administrative staff will address the following issues as part 
of the evaluation process contained in this plan: 
 
● Risk assessment:  Evaluation of potential threats, including natural, man-made, and technical threats. 

Assessment of the consequences of loss of information and services, in financial terms, impact on 
operations, and legal and regulatory requirements. Analysis of the costs associated with protective 
measures. 

● Evaluation of critical needs:  Identification of essential operations, staffing, information and vital records, 
computer-based processing, documentation, and procedures, etc. 

● Priorities for recovery of critical functions. 

● Strategies for recovery of all essential functions, services, and capabilities. 

● Secure written contracts/agreements for back-up services. 

● Assigned responsibilities and documented strategies and procedures. 

● Establish procedures for maintenance, revision, training, and testing of the plan. 

Because the underlying purpose of contingency planning is the resumption of operations, it is essential to 
consider the entire organization, not just data processing/technology services.  Ideally, there should be an 
overall disaster recovery plan for the organization covering all organizational elements, which identify 
essential services, provide alternatives for emergency operations, and assign responsibility for coordination. 
The following measures will be included in the plan and will include consideration of all operations within SSC 
requiring data processing and technology services: 
● Assignment of responsibilities to expedite mobilization of personnel. 
● Damage assessment and containment. 
● Activation of short and long-term back-up plans. 
● Access to data/technology back-up facilities. 
● Recovery of critical systems and files. 
● Notification to staff and stakeholders. 
● Availability of alternative services. 
● Restoration of primary data processing/information facility or movement to a new site. 
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806.2 Office Closing and Security 
The Southeast Service Cooperative office will be declared "closed" in certain emergency situations.  This 
determination will be left to the discretion of the Executive Director or designee.  Notification of office closing 
and event cancellation will be given to the public and staff out of the office via media such as radio, television, 
and SSC’s website. Inclement weather may hamper a given employee from getting to the SSC office.  In this 
event, that employee shall call his/her immediate supervisor to discuss the situation.  Missed work time shall 
be made up within the succeeding two weeks, or have permission to work from home that day.  
 
Refer also to Crisis Management Policy. 
Refer also to Wood Lake Meeting Center procedures. 

807 Health and Safety and Workers Compensation 
The SSC Board wishes to promote health and safety, reducing injuries, and complying with federal, state, and 
local health and safety laws and regulations.  SSC will implement procedures to protect employees and other 
individuals who enter SSC property and to manage workers compensation claims in the event of workplace 
injuries.   
 
The objective of the procedures will be to provide a safe and healthy learning environment; to increase safety 
awareness; to help prevent accidents, illnesses, and injuries; to reduce liability; to assign duties and 
responsibilities to SSC staff to manage procedures; to establish written procedures for the identification and 
management of hazards or potential hazards; to train SSC staff on safe work practices; and to comply with all 
health and safety, environmental, and occupational health laws, rules, and regulations. 
 
All SSC employees have a responsibility for maintaining a safe and healthy environment and are expected to 
be involved in the health and safety program to the extent practicable.  
 
To the extent that federal, state, and local laws, rules, and regulations do not exist for identification and 
management of hazards or potential hazards, the administrative team will evaluate other available resources 
and generally accepted best practice recommendations. Best practices are techniques or actions which, 
through experience or research, have consistently proven to lead to specific positive outcomes. 
 
SSC will monitor and make good faith efforts to comply with any new or amended laws, rules, or regulations to 
control potential hazards. 
 
Areas of concern that may be addressed by SSC health and safety procedures, testing, training, and mitigation 
include, but are not limited to, the following: 

1. Fire and Life Safety 
2. Employee Right to Know 
3. Emergency Action Planning 
4. Combustible and Hazardous Materials Storage 
5. Indoor Air Quality 
6. Mechanical Ventilation 
7. Mold Cleanup and Abatement 
8. Accident and Injury Reduction Program:  Model AWAIR Program for Minnesota Schools 
9. Infectious Waste/Bloodborne Pathogens 
10. Compressed Gas Safety 
11. Electrical Safety  
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12. First Aid/CPR/AED 
13. Food Safety Inspection 
14. Hazardous Waste 
15. Integrated Pest Management 
16. Lead 
17. Control of Hazardous Energy Sources (Lockout/Tagout) 
18. Personal Protection Equipment (PPE)  
19. Radon 
20. Respiratory Protection 
21. Fall Protection 
22. Other areas determined to be appropriate by the health and safety advisory committee. 

 
If a risk is not present on SSC property, the preparation of a plan or procedure for that risk will not be 
necessary. 
 
The administration shall establish procedures to ensure, to the extent practicable, that all employees are 
properly trained and instructed in job procedures, crisis response duties, and emergency response actions 
where exposure or possible exposure to hazards and potential hazards may occur.  The administration shall 
conduct or arrange safety inspections and drills. Any identified hazards, unsafe conditions, or unsafe practices 
will be documented and corrective action taken to the extent practicable to control that hazard, unsafe 
condition, or unsafe practice. 
  
Communication from employees regarding hazards, unsafe or potentially unsafe working conditions, and 
unsafe or potentially unsafe practices is encouraged. 
 
In the event of an accident or a near miss, SSC shall promptly cause an accident investigation to be conducted 
in order to determine the cause of the incident and to take action to prevent a similar incident.  All accidents 
and near misses must be reported to an immediate supervisor as soon as possible.  
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