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I. FISCAL MANAGEMENT
Procedures: Compensatory (Comp) Time
What is compensatory (comp) time?
Compensatory time is time off with pay in lieu of overtime pay for occasional overtime
work earned and accrued by FLSA non-exempt employees. Compensatory time is earned
when a non-exempt employee works over a normal workweek. Employees who wish to
receive compensatory time must complete the Voluntary Compensatory Time Agreement
Form available in the HR Forms section of the Moodle website and obtain their supervisor’s
signature. Then, the form must be submitted to LCS Central Office, Payroll Department.
NOTE: Employees must receive PRIOR approval from their supervisor before
working over their normal working schedule.
Who is eligible for compensatory time?
Only non-exempt employees are eligible for compensatory time. Non-exempt employees
are employees who are subject to all Fair Labor Standards Act (FLSA) provisions including
the payment of overtime compensation. Non-exempt employees include, but are not limited
to: administrative assistants, bookkeepers, bus aides, bus drivers, CNP workers, CNP
managers, computer technicians, counselor clerks, custodians, instructional assistants,
interpreters, ISS/attendance assistants, licensed practical nurses (LPNs), maintenance
workers, mechanics, nursing assistants, receptionists, secretaries, substitutes, special
education instructional assistants, technical drivers, technical specialists, utility drivers, and
utility workers. Accountants, administrators, certified teachers, registered nurses (RN),
supervisors, and other non-certified exempt professional employees are not eligible for
overtime or compensatory time.
How is compensatory time calculated?
FLSA non-exempt employees earns one and one-half hours of compensatory time for each
hour of work performed for which overtime compensation is required which is the same
monetary rate for which overtime is calculated.
FLSA non-exempt employees may accrue up to a maximum of 60 hours of compensatory
time during a rolling 12-month calendar year. Once the maximum allowable hours are
reached, employees cannot accrue any further compensatory time. Instead, the employee
must either be sent home, begin using his or her comp time, or begin to pay the employee
the cash overtime pay to which he or she is entitled.
On-Call Time: An employee who is “on call” on the employer's premises IS working while
"on call." An employee who is “on call” at home, or who is allowed to leave a message
where he/she can be reached, is NOT working (in most cases) while on call. Additional
constraints on the employee's freedom could require this time to be compensated.
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Travel Time: The principles that apply in determining whether time spent in travel is
compensable time depends upon the kind of travel, involved.
1.

Home to Work Travel: An employee who travels from home before the regular
workday and returns to his/her home at the end of the workday is engaged in
ordinary home to work travel, which is not work time.

2.

Travel That is All in a Day's Work: Time spent by an employee in travel as part
of their principal activity, such as travel from job site to job site during the
workday, is work time and must be counted as hours worked.

3.

Travel Away from Home Community: Travel that keeps an employee away
from home overnight is travel away from home. Travel away from home is clearly
work time when it cuts across the employee's workday. The time is not only hours
worked on regular working days during normal working hours but also during
corresponding hours on nonworking days. As an enforcement policy, FLSA will
not consider as work time that time spent in travel away from home outside of
regular working hours as a passenger on an airplane, train, boat, bus, or
automobile.

How should compensatory time be used?
Employees should use compensatory time in increments of one-quarter of an hour (15
minutes). Additionally, compensatory time should be used before any other leave is
authorized (such as sick leave, vacation leave, etc.).
When should compensatory time be used?
An employee should be permitted to use compensatory time on the date requested unless
doing so would “unduly disrupt” the operations of the school or school system. All accrued
compensatory time off should be frequently monitored and used no later than the end of the
pay period in which it was earned. All accumulated compensatory time must be submitted
to HR and CSFO no later than July 15th. Non-exempt employees may carryover up to 40
hours of compensatory time from one year to the next; however, employees should try to
use all of their accrued compensatory time during the year in which it was earned. LCS
reserves the right to pay off compensatory time at any time. For those employees with more
than 60 hours of accrued compensatory hours, you should use a minimum of 10 hours per
month until your balance reach a maximum of 60 hours of compensatory time.
All non-exempt employees shall sign the Voluntary Compensatory Time Agreement Form
and submit either to their supervisor or supervising school principal to be placed on file in
the Central Office, payroll department.
All accrued compensatory time not used by the end of school year must be submitted to the
local school bookkeeper for approval by the principal then sent to Ann Swanner, CSFO, by
July 15th.
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LIMESTONE COUNTY BOARD OF EDUCATION
VOLUNTARY COMPENSATORY TIME AGREEMENT FORM
Employee Name:_____________________

Position:___________________________

Employee #:_________ Location (School/Department):___________________________
I understand that my employment with the Limestone County Board of Education may
require me to work over my normal hours within a workweek. As a non-exempt employee
under the Fair Labor Standards Act (FLSA), I will receive compensatory time as
compensation for any overtime hours worked. Compensatory time is earned at the rate of
one and one-half (1.5) hours for every hour worked over forty (40) hours in a workweek. If
I work other hours (non-overtime), beyond my contract, for which compensation is due, I
will earn one hour of compensatory time for each hour worked. I understand that I am
not authorized to work any overtime unless specifically requested to do so by the Board or
unless the Superintendent or his designee approves it in advance.
I understand that compensatory time may be accrued up to a maximum of 60 hours and
compensatory time may be used by me upon reasonable notice, unless the absence will
unduly disrupt the operations of the school or school system. I further understand that the
Board may ask me to take leave using compensatory time to reduce my compensatory
balance and I will do so if asked. The Board may also pay down any accrued compensatory
balance with overtime compensation, if the system needs so require.
If I resign, retire, or otherwise separate from employment, I understand that I will be paid
for any unused compensatory time at my then applicable rate of pay. This agreement will
remain in full force and effect for the duration of my employment by the Board, unless
cancelled by me in writing.
This agreement is used to certify that the Limestone County School Board of Education and
the employee agree on the type of compensation being paid for time worked in excess of 40
hours in a workweek. It does not replace the official employee time record.
_____I agree that time worked over 40 hours will be paid in compensatory time at 1.5 hours
per hour worked. I understand that all compensatory time must be approved in advance
(prior to being worked).
Employee’s Signature: __________________________________Date:______________
Supervisor’s Signature:_________________________________ Date:______________
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LIMESTONE COUNTY BOARD OF EDUCATION
ACCUMULATED COMPENSATORY TIME BALANCES
All Compensatory Time accumulated up to June 30th must be turned into Ann Swanner, CSFO by
July 15th. The Voluntary Compensatory Time Form must be attached.
COMPENSATORY (COMP) TIME QUESTIONS & ANSWERS
SCHOOL/DEPARTMENT LOCATION:
DATE

EMPLOYEE’S
NAME

CURRENT HOURS
HOURLY APPROVED
RATE

HOURS
WORKED

SIGNATURE
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1. Can an employee get overtime per day worked? No, employees must
work more than normal work hours within a workweek to be eligible for
overtime.
2. What if an employee work Saturdays and Sundays, can he or she get
overtime pay? No, unless working those days puts them over their normal
workweek.
3. What if an employee work on Christmas or July 4th, can he or she get
overtime pay? Yes, employees will earn compensatory time at time at a rate of
one and one-half (1.5) hours for every hour worked over 40 hours in a
workweek. If employees work other hours (non-overtime), beyond their contract,
for which compensation is due, they will earn one hour of compensatory time for
each hour worked.
4. Is there a legal limit on the number of overtime hours earned? No, and
overtime cannot be waived.
5. Do unpaid lunch breaks count as “hours worked” for purposes of
calculating overtime/compensatory time? No, as long as the employee is not
performing work during the unpaid lunch break. For example, an employee who
remains at his/her desk while eating lunch and regularly answers the telephone
and refers callers is working. This time must be counted and paid as
compensable hours worked because the employee has not been completely
relieved from duty.
6. If a non-exempt employee works through lunch, should that time be
considered overtime? Yes, it is considered overtime if working through lunchtime
results in the employee working more than 40 hours in that workweek. However,
the employee’s work time may be adjusted and taken at another approved time
during the day. Example: employee leaves an early at the end of the day or begins
work later the next day. Again, overtime must be authorized in advance by the
supervisor, including work done during the lunch break.
7. What if an employee works overtime without prior authorization, is
overtime pay required? Yes, must pay employee for overtime if he works
overtime without prior authorization. Employee supervisors and principals can
discipline employees for failing to follow instructions or for insubordination.
8. When does overtime have to be paid? It must be paid by the next pay period.
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9. When does compensatory have to be used? It should be used upon reasonable notice
by the employee; however, if doing do will unduly disrupt the operations of the school or
school system, it should be taken at another time preferably before the end of the pay
period. Compensatory time should be used before sick time and vacation is used or
approved.
10. At what rate does comp time accumulate? Comp time accumulates a “time and a half
(1.5) rate.”
11. Using the following scenario, how much comp time does the employee accrue to
use at a later time?
Example: Employee is a 240-day contract employee who works 37.5 hours per week.
Employee works 48 hours in one workweek. Answer: 14.5 hours of comp time (48 hrs. –
40 hrs. = 8 hrs.; 8 hrs. x 1.5 = 12 hrs. (overtime > 40 hrs.) and 2.5 hours x 1 = 2.5 hrs. (nonovertime <40 hrs.); 12 hrs. + 2.5 hrs. = 14.5). Remember: comp time is paid at one and
one-half hours when employees work over 40 hours in a workweek. The other 2.5 hours are
paid at employees normal rate of pay.
12. What happens when an employee reaches the cap? Employees can be
to take leave.

forced

13. Can an employee be forced to accumulate comp time rather than take
overtime cash payout? Yes, public agencies (such as schools) are cash
strapped and
cannot afford cash payouts. This controls costs in allowing the employer to reduce hours so
the cap is not exceeded.
14. Can an employer force an employee to use comp time? Yes, employers can require
employees to use comp time within a specified period. If the employees do not, they can be
forced to take comp time when the employer directs.
15. How does FLSA comp time protect employees?
a. The cap prevents an employer from avoiding overtime payment by letting huge amounts
of comp time accumulate that an employee could not realistically use.
b. The FLSA also requires employers to grant use of comp time within a reasonable time
period after making the request if the use of the comp time does not unduly disrupt the
operations of the school or school system.
16. Can employees save comp time to use at a future date? Whether overtime or comp
time, legislative intent is that it be paid or used. Comp time was not designed to create
savings accounts, but to allow time off for time worked.
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17. What happens to my comp time if I decide to leave the school system?
Like overtime, FLSA also requires that an employee be paid out remaining comp
time once they leave employment. Federal law does not require payout of remaining
vacation, sick leave, or holiday accruals; however, comp time is wages earned and
must be paid.
18. What happens to unused compensatory time when an employee’s status
changes from non-exempt to exempt? The employee must be paid for the unused
compensatory time at the overtime rate in effect when earned.
19. How can a supervisor ensure that nonexempt employees aren’t working
overtime hours? Supervisors or principals must communicate clearly to employees
about their normal contract limit. Supervisors must enforce the requirement for
employees to obtain approval prior to working overtime. Finally, supervisors must
clearly inform employees that they are not allowed to work at home, work through
lunch periods or work before/after assigned work hours due to the
overtime/compensatory time consequences. Again, all compensatory time must be
approved by the supervisor prior to working.
20. Does travel time count as “hours worked” for purposes of calculating
overtime/compensatory time? Yes, time spent traveling is considered
compensable work time. Travel time does not include commuting time for
employees to travel to and from home.
21. Do holidays, sick leave or vacation leave count as “hours worked” for
purposes of calculating overtime/compensatory time? No.
22. Do paid break periods count as “hours worked” for purposes of calculating
overtime/compensatory time? Yes, federal law considers the breaks as
compensable work hours that would be included in the sum of hours worked during
the workweek and considered in determining if overtime was worked.
23. Does time worked “Off the Clock” count as overtime/compensatory time?
Yes, some employees, for example, may "come early" and start working before the
official start time of their shifts. Such time counts as work time and must be
included in FLSA pay computations, provided only that the supervisor or principal
knew or should have known that the employee was beginning work early (and, of
course, to the extent that the employee spent pre-shift time actually performing work
activities).
Time spent setting up equipment before the official start time of a shift is work
time. Some employees may similarly "stay late" after shifts performing work;
this time must be counted as work time, as well. Time spent by employee cleaning
equipment after the close of a shift is work time. Post-shift work time
could
also include time spent by an employee performing job-related activities "on the
9

way home," as for example a secretary who drops off the day's mail at the post office or
delivers some paperwork to a customer or supplier. Some employees take work home. That
time may well be work time. Similarly, if an employee is contacted at home by telephone
for work related reasons, the time spent is work time (and, of course, if an employee is
"called back" to work, the time counts as work time). Again, all compensatory time must
be approved by the supervisor prior to working.
24. Can one employee accrue overtime by working two jobs? Yes, you must count all
work at both jobs to determine if overtime is owed.
25. How do you determine “regular rate of pay” when employee is paid two different
rates? Calculating regular rate of pay when an employee is paid two different rates is only
necessary when it is determined that employee will receive cash payout for unused
compensatory time. You use a “weighted average” or “blended rate” to determine the
regular rate of pay for employees with two jobs. Take the number of hours worked at
both jobs to determine amount owed employee for straight time.
Example:
- 30 hrs @ $10.00/hour, plus
- 20 hrs @8.00/hour, equals
- $460.00 ($300.00 plus $160.00)
- Take straight time compensation owed employee and divide by
number of hours worked
- $460.00 divided by 50, equals $9.20/hour as regular rate of pay
- Take regular rate of pay and multiply by 1.5 (overtime rate)
$9.20/hour x 1.5 = $13.80 is overtime rate
- Take overtime rate and multiply by number of overtime hours worked
- Employee is owed $138.00 in overtime pay ($13.80 x 10 = $138.00)
- Employee should be paid $368.00 for regular pay (40 x $9.20 - $368.00)
- Employee’s total compensation should be $506.00 ($368.00 + $138.00 =
$506.00)

Source: Human Resources
Last Revised: February 2016
References: FLSA(www.dol.gov/whd/flsa); FLSA Overtime (www.flsa.com/overtime);
FLSA Travel (www.dol.gov/whd/regs/compliants/whdfs22.pdf)
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Procedures: Competitive Foods

It is the intent of the Limestone County Board of Education that no
foods or drinks be sold in competition with the Child Nutrition Program.
To assure that the intent of this policy is carried forward, the following
specific rules are to be followed concerning food and drink sales at each
campus of the Limestone County Schools:
1. Except for those items offered in conjunction with the school meals
and offered by the CNP, the selling of food and drinks, whether from
concessions, vending machines or individuals, is prohibited on all
school campuses during breakfast and lunch meal times.
2. No foods, except for individually packed lunches for students and
staff, are to be brought into the lunchroom during the school’s meal
period.
3. The sale of all meals and food items involving food purchased by
CNP funds or USDA Donated Foods is to accrue to the CNP.
4. According to the Alabama State Competitive Foods Policy undated
by USDA September 2002, revenue from any food or drink sales
anywhere on campus during the breakfast or lunch meal periods is to
accrue to the CNP account.
It is the further intent and policy of the Board that no foods of minimal
nutritional value as defined by the United States Department of
Agriculture, be sold in competition with foods identified as contributing
towards the nutritional needs of youth. Carbonated beverages, soda
water and soft drinks are specifically prohibited in the lunch room
during the periods of meal service.
Source: Child Nutrition Program
Date Revised: February 2017
Reference: 7 CFR Agriculture, Chapter II, Food and Nutrition Service, Department of Agriculture,
Subchapter A Child Nutrition Programs, Part 210-National School Lunch Program November 6,
2001 Memorandum from Dr. Robert L. Morton, State Superintendent
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II. GENERAL ADMINISTRATION
Procedures: Acceptable Use Practices (AUP) for the
Use of Technology by Employees
Rules, Restrictions, and Guidelines
The following rules, restrictions, and guidelines have been developed in accordance to Limestone County
Schools. All users, in the process of logging onto the District’s network or onto web-hosted applications used
by the District, must agree to abide by all District and school rules, Board policies, state, local, and
federal laws, and these Acceptable Use Practices. The District may use software or other measures to
monitor network and Internet activity, as needed. Administrators, the Director of Technology, and other
designees will make determinations as to whether specific uses of technology are consistent with applicable
rules and policies.

General Rules
Passwords
Employees will be held responsible for activity on their account. Therefore, employees should –
• Create ‘strong’ passwords, keep them secure.
• Use different passwords for the District’s Student Information System, CHALKABLE, and
general network use.
• Use only their authorized network account. (Unauthorized attempts to login as any other
individual are prohibited.)
• Not give students their login credential or allow students to use technology that has been logged
into by a staff account.
• Close programs and lock or log out of devices when they will be unattended even for a short
time.
Equipment
Employees shall not –
• Intentionally harm, destroy, disable, or remove parts from any District technology.
Employees may be held financially responsible for the repair, replacement, or reconfiguration of
affected equipment.
• Employees shall not modify computers in any way without the permission of school
administrators.
• Invite or allow outside individuals to repair or modify District technology without first obtaining
permission from the Technology Department.
• Move or dispose of District equipment without following proper equipment transfer procedures.
• Remove equipment from their building without first completing the appropriate permission form.
• Bring in, buy, or use Wireless Access Points or network switches which have not been
specifically approved of by the Technology Department for use on the District’s network.
• Use personal equipment or accounts to provide students with unfiltered Internet access.
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Use
Employees shall not –
• Attempt to disable or circumvent security measures, including Internet filtering software.
• Use technology for non-educational, commercial, political, or “for-profit” purposes.
• Use technology for antisocial behaviors such as harassment and discriminatory remarks, etc.
• Intentionally view, seek, obtain, or modify information, other data, or passwords belonging to
other users.
• Install unlicensed software onto any District device.
Wasting or Monopolizing Resources
Employees shall not waste or monopolize resources. For example, over consumption of network
bandwidth or server storage space for personal purposes such as streaming radio stations or other media;
downloading software updates onto personally owned devices; storing personal graphic, video, or audio files;
or ‘spamming’ fellow staff with non-work related messages.

Internet Filtering and Access
Access to the Internet
It is the policy of the Board to provide its employees and students with Internet access for the
purpose of supporting activities that serve, and are consistent with, the identified educational and
administrative objectives of the District.
Filtering
The District filters Internet access in order to comply with Federal rules and to ensure that staff and
students are protected from harmful and inappropriate material. However, no technology protection
measure will be 100% effective. Therefore, all users should report any sites which contain inappropriate
materials or materials harmful to minors to the Technology Director or his/her designee. The District will
not be responsible for any damage suffered by the user due to a technical failure to block or filter
inappropriate Internet sites or electronic communications.
• Teachers should pre-screen websites before showing to their class to ensure suitability.
• Teachers should supervise and monitor their student’s use of Internet and/or electronic
communications in order to assist in ensuring that their use is consistent with all rules,
regulations, and protection measures.
• In the case of a Bring Your Own Device (BYOD) program, students should not be allowed to
use their own devices to visit sites that would be ‘blocked’ by the District’s filter during
instructional time, or at any time if prohibited by the school’s policy.
• Teachers should not permit students to set up ‘hotspots’ using their personal devices in order to
provide other students with unfiltered Internet access.

Data Plans and Filtering
• Employees may not purchase data plans which would provide students with unfiltered Internet
access with ‘school’ funds (i.e., local school funds, District, Federal, or donated funds passing
through system accounts).
• Employees may not ‘tether’ a device to District technology on a District campus in order to
bypass the District’s Internet filter.
Requests for Opening up Filtered Sites
Employees may request a review of filtered sites. They may also request a temporary release of specific
sites at specific workstations to complete their work. Such requests should be directed to the System
Technology Director, or his/her designee.
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Working with Students
Supervision of Students
Employees are expected to monitor their student’s use of technology in order to ensure that they comply with
the Technology Acceptable Use Practices (AUP) found in the Student Code of Conduct.
Providing Online Behavior Education
Teachers and school staff should model appropriate online behavior and educate students about all
aspects of being a responsible digital citizen, including cyber bullying, digital copyright issues, reputation
building, plagiarism, privacy, identity theft, and risks from various forms of predators.

FERPA and Technology
The use of technology can greatly increase the exposure of protected information whether via email,
websites, or use of various software programs. Employees are expected to understand and comply with
the provisions of Federal Family Education Rights Protection Act, which requires that schools provide
and protect information regarding its students. Employees should take extra precautions when using
technology to transmit any protected information in order to be sure it will only reach the appropriate
recipients. Employees with higher levels of data permissions may be asked to sign Security Agreements that
further define rules regarding protecting data.

Online Media Publications
Teachers should familiarize themselves with the Do Not Publish list. This portion refers to a wide range of
media, both in print and online formats. Even in cases where parents have not written the school denying
the school permission to publish their child’s image, employees should never publish pictures of students
on their own personal websites or upload them to other websites not officially used by the
school/District. Parents must be able to expect to find any images of their child published by District
employees on our websites. They should not have to seek out the many different online media sites that
teachers may use as individuals to ensure that the use of their child’s image is keeping with their
expectations.
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Bring Your Own Device Programs
Teachers should familiarize themselves with their school’s practices and rules regarding students
bringing their own devices to school in order to support, take advantage of, and enforce the rules of the local
program.

Anti-Virus, Phishing, and other Forms of Cyber Attacks
Everyone must do their part to prevent our devices and network from being infiltrated and damaged by
various forms of malicious behavior. Employees should:
• Not disable the antivirus software on District technology.
• Never respond to emails claiming that they need you to update your email account or
password. The Technology Department will NEVER ask you to do this. Delete these
emails or forward them to helpdesk@switchdesk.com. NEVER click on links within
these emails whether from home computers or work computers.
• Make sure that laptops which are taken off site or used infrequently are connected to the
network periodically so that the antivirus software can be updated.

Rules for Email and Electronic Communications
Electronic communications, in its many forms, can be a very efficient and effective method of
communicating with others; however, it has many inherent risks. Once sent or posted, the author no
longer has control over the information contained in the message or posting. The purpose of this
Acknowledgement is to make Limestone County Board of Education employees and others granted network
accounts aware of certain risks and responsibilities that accompany using electronic communications
provided by Limestone County Schools.
This Acknowledgement provides guidance on the professional, ethical, legal, and responsible use of System
electronic communications (E-mail, list serve, web site, etc.). This document does not constitute all rules
concerning electronic communications.
This Acknowledgement applies to all full-time employees, part-time employees, contracted employees,
temporary employees, and other agents operating on behalf of Limestone County Schools. It applies to any
person or group of persons who have E-mail accounts, and also to those who request that an account holder
send a message on their behalf. It is applicable to all electronic communications regardless of the physical
location (school, office, home, or any other offsite location) of the user.
Prohibited Use
The Limestone County Schools’ electronic communications programs shall not be used for the creation or
distribution of any content that:
•

Discloses unauthorized or restricted information to inside or outside parties via electronic
communications, including restricted or confidential information that would violate the
privacy of individuals or violate any other local, state, or federal laws including, but not
limited to FERPA and HIPAA.
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•
•
•
•
•
•
•

•
•
•
•

Contains private information such as student grades, discipline incidents, suspensions, social
security numbers, special education status, or Individualized Education Plans in cases
where it would violate FERPA.
Discloses personal information regarding students, faculty, staff, or parents to third parties.
Contains information that pertains to someone other than the addressee (For instance, do not
address E- mails to numerous individuals that contains private information that does not
apply to all of the recipients).
Defames, slanders, or libels another person or organization.
Contains or links to pornography or other content inappropriate for K-12.
Contains content that may be considered offensive or discriminatory, including, race,
gender, hair color, disabilities, age, sexual orientation, religious beliefs and practice, political
beliefs, or national origin.
Contains content or files that violate any copyright or trademark law. Users should be aware
that passing on E-mails that contain copyrighted or trademarked material may make them
liable in copyright or trademark infringement cases even though they were not the original
sender.
Intentionally contains malicious or harmful software such as computer viruses and spyware.
Contains fraudulent, harassing, or intimidating content.
Violates any license governing use of software.
Is intended for personal or private financial gain.

In addition, should employees receive electronic communications that contain such information, they
should not forward such messages to others, whether inside or outside the System.
Personal Use
Occasional use of the E-mail system for personal use is permitted with certain limitations. Except in cases of
emergency, users should refrain from sending and reviewing personal E-mails during work hours. The
content of personal E-mails, whether being received or sent, must also conform to the standards listed
above as prohibited. Users should immediately delete inappropriate E-mails and inform the sender about
the restrictions on acceptable content.
Limestone County Schools E-mail addresses shall not be used for non-work related shopping,
subscriptions, memberships. In addition, Limestone County Schools E-mail addresses should not be used on
personal websites, blogs, social networking accounts, online forums, or any other medium.
E-mail Filtering
Limestone County Schools attempts to block offensive messages and spam from entering our System;
however, this process is not 100% effective. Employees should report offensive and spam messages by
forwarding them to helpdesk@switchdesk.com or by contacting the Technology Department. Such
messages should never be intentionally forwarded on to others whether inside or outside the Limestone
County Schools E-mail directory.
Mass E-mails
E-mails intended for all employees o r e n t i r e s c h o o l s in the Limestone County System must be
approved by the Superintendent, his designee, or the Technology Director prior to be being sent.
Monitoring and Waiver of Privacy
Limestone County Schools is not obligated to monitor E-mail messages; however, authorized
administrators of the Limestone County Schools may monitor messages without prior notice. Furthermore,
electronic messages and files stored on Limestone County Schools computers or stored elsewhere using a
Limestone County Schools E-mail or internet account are deemed to be the property of Limestone County
Board of Education. Therefore, Limestone County Board of Education employees and others to which this
Acknowledgement applies shall have no expectation of privacy in anything they store, send, or receive
on the System’s electronic communications systems such as the E-mail system. Employees and others to
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which this Acknowledgement applies waive any right of privacy they might have in anything they create,
store, or receive on the System’s computers or electronic communications systems.
Reporting of Violations and Enforcement
Limestone County Schools cannot guarantee that users will not occasionally receive offensive or
inappropriate E-mails from outside the System or from fellow employees. Employees may report the matter
to an immediate supervisor, the Technology Department, or to System administrators should they feel an
incident warrants further investigation.
Any employee found to have willfully misused any form of electronic communications as outlined in this
Acknowledgement and in the Limestone County Schools Board Policies may be subject to disciplinary
action. These actions may include the suspension or loss of E-mail, web, blog, or other electronic
communication privileges; or a verbal or written reprimand. A second violation of an employee may result
in an adverse personnel action such as suspension or termination.
Disclaimers
In order to protect the System and the individual, all account holders shall use the disclaimer provided
by the System on every E-mail sent. Individuals should be aware, however, that disclaimers do not offer any
legal protection in the cases of defamation and libel. In addition, the presence of disclaimers may not
entirely protect the sender from civil litigation or criminal prosecution.
Legal Actions
Should any legal actions, civil or criminal, take place which require the production of Limestone
County Schools’ employees E-mails or electronic files, the System will comply with properly executed
legal requests to the extent possible. All legal consequences and associated penalties for civil or criminal
violations, shall be the sole responsibility of the account holder and not that of the Limestone County
Schools, unless otherwise found by a court of law.
Indemnification
Employees and others to which the Acknowledgement applies agree to indemnify Limestone County
Schools for any losses, costs, or damages, including reasonable attorney fees, incurred by Limestone
County Schools relating to, or arising out of, their violation of this Acknowledgement.
Modifications
Limestone County Schools may change the provisions of this Acknowledgement. Posting such
modifications on the System’s electronic communications system or sending such modifications by e-mail,
fax, or U. S. Mail shall constitute proper notice of such modifications. However, no one, including
principals or supervisors, may modify this policy in writing or verbally without the consent of the
Superintendent.
Acknowledgement
I acknowledge that I have read and understand these risks and conditions, and in consideration of my use
of the Limestone County Board of Education computers and/or electronic communications systems. I agree
to comply with the terms stated herein. I understand that I can seek further training or explanation
regarding the content of this document by contacting my Principal, Supervisor, or the Technology
Department.

Social Media/Networking Rules, Recommendations, & Guidelines
Social Media are powerful tools that enable people to connect with others and to gain an online audience.
As a public employee and representative of Limestone County Schools you have a built-in audience who are
anxious to learn more about you: your students, their parents, and the community at large. If you are one of
the millions that use social media tools such as Facebook, it is important that you consider how your
personal use of social networking relates to your role as a Limestone County Schools employee.
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The use of social media by teachers and school board employees has sparked a new era of lawsuits and
parent complaints across the nation. Therefore, we have developed the following rules, guidelines and
recommendations which we hope will help you maintain your professional standing, and reduce your
potential risk and liability when using social media.
Although we do not currently have a specific Limestone County Schools Social Media Policy, certain
rules in other Board policies may apply to your use of social media. The following rules, recommendations
and guidelines apply to all employees, including part time staff. They were developed after reviewing
policies and regulations created by other school districts, and after consulting with an attorney who
specializes in law suits related to educators’ use of social media - such as social networking sites and email.
The following rules, recommendations and guidelines apply to all personal social networking sites,
including but not limited to Facebook and Twitter, and may change as technologies, social norms, and
the legal landscape change.
Your Online Profile
In social media (social networking sites, blogs, etc.) the lines between public and private, personal and
professional, are blurred. Regardless of whether or not you identify yourself as a Limestone County Schools
employee in your online profile, your students and their parents will look for and probably find your
online account(s). Therefore, you should be sure that all content associated with you reflects positively on
yourself, your school, and on Limestone County Schools.
Understand and Use Privacy Settings
Regardless of privacy settings, users must accept the fact that the Internet was invented for making
information public and for sharing information with others. Expecting that a program’s privacy settings will
ultimately keep the information you or others post private is naïve. All sites can be hacked and all
information can be copied and pasted. In addition, the privacy settings for some ‘social media sites’ are so
complex or are changed so often, that they are full of ‘back doors.’ Despite this reality, users should apply
privacy settings and restrict access to their information.
Keep Your Personal Account
Personal Rules:
 Do not use your personal social media accounts, such as Facebook, Pinterest, and Instagram, etc., for
teaching or communicating with students and parents. It is far too easy to end up in a regretful situation
that you cannot foresee.
 Do not use your personal social networking account to conduct class assignments, host class
discussions, or communicate directly with students or their parents about school business.
 Do not use your @lcsk12.org email account to establish a personal social networking account.
Use a personal email address.
 Do not discuss your students or post images of them to your personal social networking account.
 Never violate FERPA or any other confidentiality standards, regardless of the venue.
 Never use a personal account, including a phone, to communicate with a student individually (text,
chat, etc.)
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Recommendations/Guidelines
We strongly recommend that you:


Do not friend or create online relationships with students, particularly those whom you teach,
coach, or sponsor in a club.

Examples of issues that could arise:
o

Accusations of sexual harassment, discrimination, and invasion of privacy:
o Teachers who friend some students, but not others, have been accused of doing so based on the
basis of race, sex or religion
o A harassment lawsuit was filed against one school district by a teacher when another teacher
continued to send friend requests to her that she chose not to accept
o Some teachers have been accused of harboring bullying or other types of bad behavior when
such posts come across their site (wall) and they take no action

o

Favoritism and inequity and lack of visibility:
o Teachers who create assignments that not all students can access or participate in.
o Teachers conducting class on personal sites that do not allow school administrators or parents to
see what is going on
Personal statements being considered part of the school/district’s public record

o


Decline ‘friend requests’ from your student’s parents. This is your personal social media site, not a site
for your professional work. We recommend the following response when you receive such requests:
“If you are a student or parent requesting to be my “friend” on Facebook, please do not be surprised
or offended if I ignore your request. As an employee of Limestone County Schools, the System’s
guidelines discourage me from “friending” students or parents on my personal Facebook page.”

Use ‘Reviewed’ Sites for Class Activities and Communications
We respect and encourage your interest in creating engaging assignments for your students,
and
in
communicating with your students and parents. We hope, however, that you will choose a method of
doing so that is less likely to result in unintended consequences.
 Use a Limestone County Schools blog, or another site promoted by the System, for class-related
activities, assignments, and conversations (i.e. Edmodo, Animoto, VoiceThread, EduBlog student
blogs or ePals, etc.)
 Never use sites that are blocked on campus, as this can create inequity among students in their
ability to access your assignments.
 Be a model for students. Do not violate or encourage the violation of the provider’s terms.
 Be aware of, and decisive about, the digital reputation you are building. (We teach students to
build a digital reputation that will be looked on favorably by colleges and employers. Be a model
for this advice.)
 Do not create a secondary account if the provider does not permit this.



Do not instruct students to create online accounts unless the site has been reviewed by the principal
or Technology Department.

Protect Yourself from Any Possible Charges of Inappropriate Behavior with Minors
To more fully protect yourself from possible claims of sexually harassing a minor online, we recommend
that you never friend anyone under the age of 18, regardless of who they are or what your relationship is to
them.
Understand the Limits of Free Speech
Free speech does not protect individuals from libel, slander, harassment, or other legal claims. It also
does not relieve you of your responsibility to protect student confidentiality and FERPA- protected
information. Free speech protects individuals who want to participate in social media, but the laws and courts
have ruled that school districts can discipline employees if their speech, including online postings, disrupts
school operations.
We recommend that you add a disclaimer to your online account that notifies others that the statements
you make on your site are yours alone.
Monitor What Others are Posting about You to Protect Your Reputation
As an educator you will want to know when others have ‘tagged’ a photo using your name, set up a fake
account in your name, or posted information about you online. We suggest that you use a variety of tools to
stay as informed as possible of these occurrences: set up Google Alerts, Facebook notifications, etc. Request
that any information that puts your professional reputation at risk be removed by the poster.

Teacher Web Publishing Requirements
Web pages and blogs (websites) provide teachers with the opportunity to educate, inform, communicate,
and most importantly, to support student learning. The primary audience for teacher websites will be the
teacher’s students, their parents, other educators, and members of the community. However, these sites may
be viewable worldwide. They are public documents which represent not only the teacher and his/her class,
but also the school and the District. The following guidelines will help to ensure that teacher websites contain
appropriate information and present a professional image of the teacher, school and District.
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Responsibility for Web Content
Regardless of where the teacher’s website(s) resides, the teacher is responsible for the content on the site.
Therefore, teachers must not share their username and password with others and should be cautious when
enabling students or others to make posts or comments to the site. Teachers should visit their sites frequently
to ensure that all content meets District expectations, including:
Quality










Posts are free of spelling and grammatical errors.
Posts do not include slang and texting abbreviations.
Site has a professional appearance and is easy to navigate.
All comments are reviewed and approved prior to being made public, including FERPA and student
data privacy considerations.
All content and their links relate to curriculum and instruction or school-oriented activities. (Sites
should not contain material or links used to promote commercial, political, social, philosophical, or
religious organizations outside the scope of curriculum.)
Sites should not contain advertisements for products, services, or media except when special
permission is granted by the principal (e.g. official school fundraisers, products sold by the school
store, school sponsor, etc.)
Links to outside websites should only be used when their content supports the primary purpose
of your site (i.e. educate, inform, and communicate with students and community in a professional
manner).
Linked sites should not contain content or advertising considered inappropriate for students and
educational environments. (External links should be checked frequently to ensure that they are
viable and that the content of the site has not changed in ways that make it inappropriate or
unrelated to your purpose.)

Teacher Information
 Teachers may not use the site for advancing their personal beliefs or causes.
 Teachers should not share personal information about themselves other than brief biographical or
professional descriptions used to introduce themselves to their students, their parents, their peers,
and the community.
 Teachers may not include links to their own personal websites or social networking accounts
on their school website.
Privacy and Safety
Schools and teachers must take care when publishing information about field trips or other off-campus
events in order to ensure that only the appropriate legal parent/guardians have specific time, date, and
location information in advance. Therefore, teachers should not post specific dates, times, and places
about off- campus activities on their public web pages prior to the event.
Identification of Students
The following restrictions have been established in order to protect students and comply with their parent’s
wishes. School administrators should put procedures in place to notify teachers when a parent has provided
the school with a letter prohibiting the school/teacher from publishing their child’s name, picture,
information or work on the school or teacher website. Per the Student Handbook, the parent has 15 days
from the student’s first day of attendance to provide the school with notice. Therefore, teachers should be
cautious in posting student information during the first few weeks of school.
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Only use the student’s first name and initial of last name (JaneD) when referring to or identifying
students on the web.
Never post a student’s last name, home address, email address, phone number, student number, or
social security number online.
Do not use or upload files which use the student’s name in the file name (e.g. maryjones.gif,
jdoe_as_hamlet.html).
Teach students not to post their own full name or contact information to the website when
contributing content. Remove such information if it is included prior to approving the comment to
become public.

Student Data and Grades
 Never post student attendance, grades, or discipline to teacher websites. The INOW Home Portal
is the appropriate place for students and their parents to view this information because access is
password restricted to those individuals.
 Do not post examples of student work which includes grades or corrections unless the example is
completely fictitious. This includes student work from prior years.
 Public blog comments by teachers on student work should provide general feedback and
guidance, not grades or scores.
Work by Others (Copyright)
Copyright and Fair Use laws are more restrictive when the material is posted to a
worldwide
audience than when it is used within a closed classroom setting. Therefore:
 Ensure that you have researched and complied with all applicable copyright, Fair Use, and Creative
Commons licensing restrictions prior to posting work created by others, including written work,
images, photos, music, or multimedia.
 Obtain the written permission of other staff members, guest speakers, parents, or others before
posting their original works and any identifiable photo, video, or audio recordings of them.
Non-Compliance
The District reserves the right to edit or remove any teacher website/blog which does not comply with these
rules and guidelines. The Superintendent or their designee may revoke access at any time based upon their
sole discretion and judgment. Any deliberate tampering with or misuse of the District sites, network services,
or equipment will be referred to the Human Resources or Student Services Department, whichever
applies. Activities which violate state and federal statutes will be subject to prosecution by those authorities.
Civil suits or fines having to do with copyright violations will be the responsibility of the individual
poster, not of the District or school.
Changes
These rules and guidelines may be evaluated and updated as needed in response to the changing nature of
technology and its capacity to assist teachers and the District in meeting its goals.

Copyright Rules for Web Publishing
Employees and students who wish to post podcasts or other multimedia files to the web publicly must abide
by all copyright and digital copyright laws. Users should know that once a presentation is made public on a
website, the Fair Use provisions of U.S. Copyright rules may no longer apply. Therefore, they should be
very familiar with the copyright status of any image, audio track, or printed material they wish to include in
their online presentation. For example, reading aloud copyrighted books, poems, and songs may not be
allowable under Fair Use when posted to a website for public viewing.
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The following information may assist you in making the appropriate decision regarding the use of
copyrighted material:


Public Domain – music and lyrics written prior to 1922 in the United States are considered Public
Domain. No one can claim ownership; therefore, you may include those works in the Public
Domain in podcasts. For more information about Public Domain in the U.S. go to
http://www.copyright.cornell.edu/training/Hirtle_Public_Domain.htm. Be aware that another
individual’s adaptation or performance of Public Domain materials are the intellectual property of
that individual and are not free to be used without written permission of the copyright holder. For
example, Handel’s Messiah is in the public domain; however, a performance of the work is
protected by copyright.



Royalty Free – Royalty Free media is media you can use in any creative project after paying a
one-time license fee (depending on what the license accompanying the royalty-free media allows).
Websites offering royalty free music are accessible by doing a search for the phrase “royalty free
music.”



Creative Commons Licenses – Creative Commons Licenses (www.creativecommons.org) are
designed for individuals to offer their work to the public, but under particular conditions. Often
these works can be used for free, as long as the original creator of the work is noted alongside the
podcast. To locate Creative Commons media, do a search for “creative commons” and pictures (or
music or video).



United States Copyright – General U. S. Copyright law requires that you obtain permission from a
copyright holder to use media in a podcast.

Music from CDs, mp3s, and other digital and analog sources may not be used in a podcast without
written permission from the copyright holder. In addition, recordings of performances of copyright-protected
works (sheet music, dramatic productions, puppet shows, etc.) are generally not allowed by license;
therefore, posting a recording of a copyright-protected work on a podcast is certainly prohibited.
For more information on Copyright and Fair Use visit http://www.umuc.edu/library/copy.shtml#student

Use of Devices Off-Campus
Off-campus use should be work-related (i.e. preparing lesson plans, completing other work, learning to
use the device, other professional development activities, etc.)
Additional Rules and Conditions:
1. Employees are expected to use the device as if they were at school and should not search for,
browse, visit or download material that could be considered inappropriate for a school
environment.
2. Employees may not use the device for updating their personal social network accounts.
3. Employees should not allow family members or others to use the device for Internet browsing.
4. Employees may add settings to allow the device to attach to home or public wireless networks,
provided the device’s configuration settings are not changed. In other words, users can attach to
non-secured public Wi-Fi networks and add a wireless key to their own home network, but may
not make other wireless configuration changes.
5. Employees may not install personally-owned software onto laptops. In addition, any apps installed
or files stored a device should be related to the function and support of the employee’s job
responsibilities.
6. Employees are expected to keep the computer antivirus and operating system software updated.
Antivirus software should not be disabled when being used off-campus. Laptops should be
connected to the SCS network at least once every 30 days, allowing it to receive/process updates.
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Data Protection
In general employees should not store protected data on devices which are taken off campus. This
includes information that can be used in identity theft or information that is protected by FERPA,
HIPPA, IDEA, etc. In addition, devices which have email or other online accounts set up on them, such
that an additional logon and password are not required, need to be carefully safeguarded. The employee
should not allow others to use the device, must keep the device in their possession and take extra care in
protecting it from theft. Employees should report any concerns regarding compromised data to their
supervisor or the Technology Department immediately.
Physical & Financial Responsibility
The employee takes sole responsibility for the device and its use during the checkout period except when
travelling for approved work-related business. If the device is lost, stolen, or damaged, the employee may be
held responsible for replacing or repairing the device.
If the device is stolen, the employee should file a police report immediately and provide their supervisor
with a copy of it. If the device is damaged, then the employee should report it to their supervisor
immediately.
Except in very rare cases, the District’s insurance will not cover the cost of repairing or replacing a device
that has been checked out by an employee. In addition, the District’s deductible far exceeds the cost of
an individual device. Warranties on devices are limited and will not cover many forms of damage. If the
employee does file a claim with their home or auto insurance carrier, they may still be expected to cover the
cost of repairs or replacement before receiving a settlement. If the insurance company denies the claim, then
the employee may be held responsible for the repair or replacement.

Technology Information for Exiting Employees
When individuals leave employment with Limestone County Schools, all system-managed accounts and sites
will be disabled or removed according to the current protocols. Exiting employees should receive information
from their supervisor as to what these protocols are along with instructions on how to export any information
that the employee wishes to keep and are entitled to keep. Employees may not delete or remove ‘work
product’ files that will assist their replacement or the school system in continuing to provide services to
students and employees. Employees may never remove or transmit any student or employee data to any
outside account upon leaving employment with the system.

Source: Technology
Last Revised: June 2017
References: LCBoE Policy 4.10
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Procedures: Data Governance
I. PURPOSE
A. It is the policy of Limestone County Schools that data or information in all its
forms--written, electronic, or printed--is protected from accidental or intentional
unauthorized modification, destruction or disclosure throughout its life cycle. This
protection includes an appropriate level of security over the equipment, software,
and practices used to process, store, and transmit data or information.
B. The data governance policies and procedures are documented and reviewed
annually by the data governance committee.
C. Limestone County Schools conducts annual training on their data governance
policy and documents that training.
D. The terms data and information are used separately, together, and
interchangeably throughout the policy. The intent is the same.
II. SCOPE
The superintendent is authorized to establish, implement, and maintain data and
information security measures. The policy, standards, processes, and procedures
apply to all students and employees of the district, contractual third parties and
agents of the district, and volunteers who have access to district data systems or
data.
This policy applies to all forms of Limestone County Schools’ data and
information, including but not limited to:
A. Speech, spoken face to face, or communicated by phone or any current and
future technologies,
B. Hard copy data printed or written,
C. Communications sent by post/courier, fax, electronic mail, text, chat and or
any form of social media, etc.,
D. Data stored and/or processed by servers, PC’s, laptops, tablets, mobile
devices, etc., and
E. Data stored on any type of internal, external, or removable media or cloud
based services.
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III. REGULATORY COMPLIANCE
The district will abide by any law, statutory, regulatory, or contractual
obligations affecting its data systems. Limestone County Schools complies
with all applicable regulatory acts including but not limited to the following:
A. Children’s Internet Protection Act (CIPA)
B. Family Educational Rights and Privacy Act (FERPA)
C. Health Insurance Portability and Accountability Act (HIPAA)
A. Data Transfer/Exchange/Printing:
1. Electronic Mass Data Transfers: Downloading, uploading or transferring
PII, Confidential Information, and Internal Information between systems
shall be strictly controlled. Requests for mass download of, or individual
requests for, information for research or any other purposes that include PII
shall be in accordance with this policy and be approved by the data
governance committee. All other mass downloads of information shall be
approved by the committee and/or ISO and include only the minimum
amount of information necessary to fulfill the request. A Memorandum of
Agreement (MOA) shall be in place when transferring PII to external
entities such as software or application vendors, textbook companies,
testing companies, or any other web based application, etc. unless the
exception is approved by the data governance committee.
B. Oral Communications: Limestone County Schools’ staff shall be aware
of their surroundings when discussing PII and Confidential Information. This
includes but is not limited to the use of cellular telephones in public areas.
Limestone County Schools’ staff shall not discuss PII or Confidential
Information in public areas if the information can be overheard. Caution shall
be used when conducting conversations in: semi-private rooms, waiting rooms,
corridors, elevators, stairwells, cafeterias, restaurants, or on public
transportation.
IV. COMPLIANCE
A. The Data Governance Policy applies to all users of Limestone County
Schools’ information including: employees, staff, students, volunteers, and
outside affiliates. Failure to comply with this policy by employees, staff,
volunteers, and outside affiliates may result in disciplinary action up to and
including dismissal in accordance with applicable Limestone County Schools’
procedures, or, in the case of outside affiliates, termination of the affiliation.
Failure to comply with these procedures by students may constitute grounds for
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corrective action in accordance with Limestone County Schools’ policies.
Further, penalties associated with state and federal laws may apply.
B. Possible disciplinary/corrective action may be instituted for, but is not
limited to, the following:
1. Unauthorized disclosure of PII or Confidential Information.
2. Unauthorized disclosure of a log-in code (User ID and password).
3. An attempt to obtain a log-in code or password that belongs to another
person.
4. An attempt to use another person's log-in code or password.
5. Unauthorized use of an authorized password to invade student or employee
privacy by examining records or information for which there has been no
request for review.
6. Installation or use of unlicensed software on Limestone County School
technological systems.
7. The intentional unauthorized altering, destruction, or disposal of Limestone
County Schools’ information, data and/or systems. This includes the
unauthorized removal from LCS of technological systems such as but not
limited to laptops, internal or external storage, computers, servers, backups
or other media, copiers, etc. that contain PII or confidential information.
8. An attempt to gain access to log-in codes for purposes other than for
support by authorized technology staff, including the completion of
fraudulent documentation to gain access.

Laws, Statutory, Regulatory, and Contractual Security
Requirements
A. CIPA: The Children’s Internet Protection Act was enacted by Congress
in 2000 to address concerns about children’s access to obscene or harmful
content over the Internet. CIPA imposes certain requirements on schools or
libraries that receive discounts for Internet access or internal connections
through the E-rate program. Schools subject to CIPA have two additional
certification requirements: 1) their Internet safety policies shall include
monitoring the online activities of minors; and 2) as required by the Protecting
Children in the 21st Century Act, they shall provide for educating minors
about appropriate online behavior, including interacting with other individuals
on social networking websites and in chat rooms, and cyber bullying
awareness and response.
For more information, see: http://www.fcc.gov/guides/childrens-internet-protectionact

27

B. FERPA: The Family Educational Rights and Privacy Act, applies to all
institutions that are recipients of federal aid administered by the Secretary of
Education. This regulation protects student information and accords students
specific rights with respect to their data.
For more information, see:
http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html

C. HIPAA: The Health Insurance Portability and Accountability Act,
applies to organizations that transmit or store Protected Health Information
(PII). It is a broad standard that was originally intended to combat waste,
fraud, and abuse in health care delivery and health insurance, but is now used
to measure and improve the security of health information as well.
For more information, see: http://www.hhs.gov/ocr/privacy/hipaa/understanding/
In general, schools are not bound by HIPAA guidelines.

Information Risk Management Practices
The analysis involved in Limestone County Schools Risk Management Practices
examines the types of threats – internal or external, natural or manmade, electronic
and non-electronic – that affect the ability to manage and protect the information
resource. The analysis also documents any existing vulnerabilities found within
each entity, which potentially exposes the information resource to the threats.
Finally, the analysis includes an evaluation of the information assets and the
technology associated with its collection, storage, dissemination and protection.
From the combination of threats, vulnerabilities, and asset values, an estimate of the
risks to the confidentiality, integrity and availability of the information is
determined and addressed based on recommendations by the Data Governance
Committee. The frequency of the risk analysis is determined at the district level. It
is the option of the superintendent or designee to conduct the analysis internally or
externally.

Definitions and Responsibilities
Definitions
A. Availability: Data or information is accessible and usable upon demand by
an authorized person.
B. Confidentiality: Data or information is not made available or disclosed to
unauthorized persons or processes.
C. Data: Facts or information
D. Entity: Organization such as school system, school, department or in some
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E.
F.
G.

H.

I.

J.

cases business
Information: Knowledge that you get about something or someone; facts
or details.
Data Integrity: Data or information has not been altered or destroyed in an
unauthorized manner.
Involved Persons: Every user of Involved Systems (see below) at
Limestone County Schools – no matter what their status. This includes
nurses, residents, students, employees, contractors, consultants,
temporaries, volunteers, substitutes, student teachers, interns, etc.
Systems: All data-involved computer equipment/devices and network
systems that are operated within or by the Limestone County Schools
physically or virtually. This includes all platforms (operating systems), all
computer/device sizes (personal digital assistants, desktops, mainframes,
telephones, laptops, tablets, game consoles, etc.), and all applications and
data (whether developed in-house or licensed from third parties) contained
on those systems.
Personally Identifiable Information (PII): PII is any information about
an individual maintained by an agency, including (1) any information that
can be used to distinguish or trace an individual‘s identity, such as name,
social security number, date and place of birth, mother‘s maiden name, or
biometric records; and (2) any other information that is linked or linkable
to an individual, such as medical, educational, financial, and employment
information.
Risk: The probability of a loss of confidentiality, integrity, or availability
of information resources

Responsibilities
A. Data Governance Committee: The Data Governance Committee for
Limestone County Schools is responsible for working with the Information
Security Officer (ISO) to ensure security policies, procedures, and
standards are in place and adhered to by the entity. Other responsibilities
include:
1. Reviewing the Data Governance Policy annually and communicating
changes in policy to all involved parties.
2. Educating data custodians and manage owners and users with
comprehensive information about security controls affecting system
users and application systems.
B. Information Security Officer: The Information Security Officer (ISO) for
Limestone County Schools is responsible for working with the
superintendent, Data Governance Committee, user management, owners,
data custodians, and users to develop and implement prudent security
policies, procedures, and controls. Specific responsibilities include:
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1. Providing basic security support for all systems and users.
2. Advising owners in the identification and classification of technology
and data related resources.
3. Advising systems development and application owners in the
implementation of security controls for information on systems, from
the point of system design, through testing and production
implementation.
4. Performing or overseeing security audits.
5. Reporting regularly to the superintendent and Limestone County
Schools Data Governance Committee on Limestone County Schools’
status with regard to information security.
C. User Management: Limestone County Schools’ administrators are
responsible for overseeing their staff use of information and systems,
including:
1. Reviewing and approving all requests for their employees’ access
authorizations.
2. Initiating security change requests to keep employees' secure access
current with their positions and job functions.
3. Promptly informing appropriate parties of employee terminations and
transfers, in accordance with local entity termination procedures.
4. Revoking physical access to terminated employees, i.e., confiscating
keys, changing combination locks, etc.
5. Providing employees with the opportunity for training needed to
properly use the computer systems.
6. Reporting promptly to the ISO and the Data Governance Committee
the loss or misuse of Limestone County Schools’ information.
7. Initiating corrective actions when problems are identified.
8. Following existing approval processes within their respective
organization for the selection, budgeting, purchase, and
implementation of any technology or data system/ software to manage
information.
9. Following all privacy and security policies and procedures.
D. Information Owner: The owner of a collection of information is usually
the administrator or supervisor responsible for the creation of that
information. In some cases, the owner may be the primary user of that
information. In this context, ownership does not signify proprietary
interest, and ownership may be shared. The owner may delegate ownership
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responsibilities to another individual by completing the Limestone County
Schools Information Owner Delegation/Transfer Request Form and
submitting the form to the Data Governance Committee for approval. The
owner of information has the responsibility for:
1. Knowing the information for which she/he is responsible.
2. Determining a data retention period for the information, relying on
ALSDE guidelines, industry standards, Data Governance Committee
guidelines, or advice from the school system attorney.
3. Ensuring appropriate procedures are in effect to protect the integrity,
confidentiality, and availability of the information used or created.
4. Authorizing access and assigning data custodianship if applicable.
5. Specifying controls and communicating the control requirements to
the data custodian and users of the information.
6. Reporting promptly to the ISO the loss or misuse of Limestone
County Schools’ data.
7. Initiating corrective actions when problems are identified.
8. Promoting employee education and awareness by utilizing programs
approved by the ISO, where appropriate.
9. Following existing approval processes within the respective
organizational unit and district for the selection, budgeting, purchase,
and implementation of any computer system/software to manage
information.
E. Data Custodian: The data custodian is assigned by an administrator, data
owner, or the ISO based his/her role and is generally responsible for the
processing and storage of the information. The data custodian is
responsible for the administration of controls as specified by the owner.
Responsibilities may include:
1. Providing and/or recommending physical safeguards.
2. Providing and/or recommending procedural safeguards.
3. Administering access to information.
4. Releasing information as authorized by the Information Owner and/or
the ISO and/or Data Governance Committee for use and disclosure
using procedures that protect the privacy of the information.
5. Maintaining information security policies, procedures and standards
as appropriate and in consultation with the ISO and/or Data
Governance Committee.
6. Promoting employee education and awareness by utilizing programs
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approved by the ISO, where appropriate.
7. Reporting promptly to the ISO and/or Data Governance Committee
the loss or misuse of Limestone County Schools data.
8. Identifying and responding to security incidents and initiating
appropriate actions when problems are identified.
F. User: The user is any person who has been authorized to read, enter, print
or update information. A user of information is expected to:
1. Access information only in support of their authorized job
responsibilities.
2. Comply with all data security procedures and guidelines in the
Limestone County Schools Data Governance Policy and all controls
established by the data owner and/or data custodian.
3. Keep personal authentication devices (e.g. passwords, secure cards,
PINs, access codes, etc.) confidential.
4. Report promptly to the ISO and/or Data Governance Committee the
loss or misuse of Limestone County Schools’ information.
5. Follow corrective actions when problems are identified.

Data Classification Levels
A. Personally Identifiable Information (PII)
1. PII is information about an individual maintained by an agency,
including:
a. Any information that can be used to distinguish or trace an individual‘s
identity, such as name, social security number, date and place of birth,
mother‘s maiden name, or biometric records.
b. Any other information that is linked or linkable to an individual, such as
medical, educational, financial, and employment information.
2. Unauthorized or improper disclosure, modification, or destruction of
this information could violate state and federal laws, result in civil and
criminal penalties, and cause serious legal implications for Limestone
County Schools.

B. Confidential Information
1. Confidential Information is very important and highly sensitive
material that is not classified as PII. This information is private or
otherwise sensitive in nature and shall be restricted to those with a
legitimate business need for access. Examples of Confidential
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Information may include: personnel information, key financial
information, proprietary information of commercial research
sponsors, system access passwords and information file encryption
keys.
2. Unauthorized disclosure of this information to people without a
business need for access may violate laws and regulations, or may
cause significant problems for Limestone County Schools, its staff,
parents, students including contract employees, or its business
partners. Decisions about the provision of access to this information
shall always be cleared through the information owner and/or Data
Governance Committee.
C. Internal Information
1. Internal Information is intended for unrestricted use within Limestone
County Schools, and in some cases within affiliated organizations
such as Limestone County Schools’ business or community partners.
This type of information is already widely-distributed within
Limestone County Schools, or it could be so distributed within the
organization without advance permission from the information owner.
Examples of Internal Information may include: personnel directories,
internal policies and procedures, most internal electronic mail
messages.
2. Any information not explicitly classified as PII, Confidential or Public
will, by default, be classified as Internal Information.
3. Unauthorized disclosure of this information to outsiders may not be
appropriate due to legal or contractual provisions.
D. Public Information
1. Public Information has been specifically approved for public release by a
designated authority within each entity of Limestone County Schools.
Examples of Public Information may include marketing brochures and
material posted to Limestone County Schools’ web pages.
2. This information may be disclosed outside of Limestone County Schools.
E. Directory Information
Limestone County Schools defines Directory information as follows:
1. Student first and last name
2. Student gender
3. Student home address
4. Student home telephone number
5. Student school-assigned monitored and filtered email address
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6. Student photograph
7. Student place and date of birth
8. Student dates of attendance (years)
9. Student grade level
10. Student diplomas, honors, awards received
11. Student participation in school activities or school sports
12. Student weight and height for members of school athletic teams
13. Student most recent institution/school attended
14. Student ID number

Physical and Security Controls
The following physical and security controls shall be adhered to:
1. Network systems shall be installed in an access-controlled area. The area
in and around the computer facility shall afford protection against fire,
water damage, and other environmental hazards such as power outages
and extreme temperature situations.
2. Monitor and maintain data centers’ temperature and humidity levels. The
American Society of Heating, Refrigerating and Air-Conditioning
Engineers (ASHRAE) recommends an inlet temperature range of 68 to 77
degrees and relative humidity of 40% to 55%.
3. File servers and/or storage containing PII, Confidential and/or Internal
Information shall be installed in a secure area to prevent theft, destruction,
or access by unauthorized individuals.
4. Computers and other systems shall be secured against use by
unauthorized individuals. It is the responsibility of the user to not leave
these devices logged in, unattended, and open to unauthorized use.
5. Ensure network systems and network equipment are properly secured to
prevent unauthorized physical access and data is properly safeguarded to
protect from loss. A record shall be maintained of all personnel who have
authorized access.
6. Maintain a log of all visitors granted entry into secured areas or areas
containing sensitive or confidential data (e.g., data storage facilities).
Record the visitor’s name, organization, and the name of the person
granting access. Retain visitor logs for no less than 6 months. Ensure
visitors are escorted by a person with authorized access to the secured
area.
7. Monitor and control the delivery and removal of all asset-tagged and/or
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data-storing technological equipment or systems. Maintain a record of all
such items entering or exiting their assigned location using the district
approved technology inventory program. No technology equipment
regardless of how purchased or funded shall be moved without the
explicit approval of the technology department.
8. Ensure that technological equipment or systems being removed for
transfer to another organization or being designated as surplus property is
appropriately sanitized in accordance with applicable policies and
procedures.

Password Control Standards
The Limestone County Schools Data Governance and Use Policy require the use of
strictly controlled passwords for network access and for access to secure sites and
information. In addition, all users are assigned to Microsoft security groups that are
managed through Microsoft Group Policies. The security groups include separate
groups at each school for Office Staff, Tech Staff, Instructional Staff, Students, and
Users.
Password Standards:
Users are responsible for complying with the following password
standards for network access or access to secure information:
1. Passwords shall never be shared with another person, unless the person is
a designated security manager.
2. Every password shall, where possible, be changed yearly if not more
frequently for staff and on an age appropriate schedule for students. Guest
passwords are changed every 28 days.
3. Passwords shall, where possible, have a minimum length of eight (8)
characters.
4. When possible, for secure sites and/or software applications, user created
passwords should adhere to the same criteria as required for network
access. This criteria is defined in the LCS Network Group Policy Criteria
for Passwords and is listed below:
• Shall not contain the user's account name or parts of the user's full name that
exceed
two consecutive characters
• Contain characters from three of the following four categories:
• English uppercase characters (A through Z)
• English lowercase characters (a through z)
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•
•

Base 10 digits (0 through 9)
Non-alphabetic characters (for example, !, $, #, %)
5. Passwords shall never be saved when prompted by any application with
the exception of central single sign-on (SSO) systems as approved by the
Technology Department. This feature shall be disabled in all applicable
systems.
6. Passwords shall not be programmed into a PC or recorded anywhere that
someone may find and use them.
7. When creating a password for secure information or sites, it is important
not to use passwords that are easily guessed due to their association with
the user (i.e. children’s names, pets’ names, birthdays, etc…). A
combination of alpha and numeric characters is more difficult to guess.

Data Access Roles and Permissions
Limestone County Schools maintain the following permission groups in INow:
1. Address Clerk
2. Announcement Clerk
3. Assistant Principal
4. Attendance Clerk
5. Central Office Program Coordinator
6. Certified Unlicensed Medication Assistant
7. Counselor
8. Counselor Assistant
9. Discipline Clerk
10. District School Nurse
11. District Personnel Administrator
12. District Technician
13. Enrollment Clerk
14. Health Data Personnel
15. IHealth Admin
16. now Administrators
17. Librarian
18. Practice
19. Preschool and Private School Program Admin
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20. Principal
21. Read Only Nurse
22. Read Only School Administrator
23. Read Only Staff
24. Reading Coach
25. Resource Teacher
26. Scheduling Clerk
27. School Personnel Administrator
28. School Technician
29. Secretary
30. SETS Staff
31. SRO
32. Substitute School Nurse
33. Teacher
34. Transcript Clerk
35. Alert Now Clerk
36. Coaches
37. INFOCUS Group
38. Technology Facilitator

Source: Technology
Last Revised:
Reference:
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Limestone County Schools Technological Services and Systems
Memorandum of Agreement (MOA)
Appendix K
THIS MEMORANDUM OF AGREEMENT, executed and effective as of the day of
, 20 , by and between
, a corporation organized and existing
under the laws of
(the “Company”), and Limestone
County Schools (LCS), a public school system organized and existing under the laws of the
state of Alabama (the “School Board”), recites and provides as follows.
Recitals
The Company and the School Board are parties to a certain agreement entitled
“
” hereafter referred to as (the “Agreement”). In connection with the
execution and delivery of the Agreement, the parties wish to make this Memorandum of
Agreement (also referred to as MOA or Addendum) a part of the original Agreement in order to
clarify and/or make certain modificons to the terms and conditions set forth in the original
Agreement.
The Company and the School Board agree that the purpose of such terms and conditions is to
ensure compliance with the Family Educational Rights and Privacy Act (FERPA) and the overall
privacy and security of student Personally Identifiable Information (PII) hereafter referred to as
student information and/or data, including but not limited to (a) the identification of the Company
as an entity acting for the School Board in its performance of functions that a School Board
employee otherwise would perform; and (b) the establishment of procedures for the protection of
PII, including procedures regarding security and security breaches.
NOW, THEREFORE, for good and valuable consideration, the receipt and sufficiency of
which is acknowledged hereby, the parties agree as follows.
Agreement
The following provisions shall be deemed to be included in the Agreement:
Confidentiality Obligations Applicable to Certain LCS Student Records. The Company
hereby agrees that it shall maintain, in strict confidence and trust, all LCS student records
containing personally identifiable information (PII) hereafter referred to as “Student
Information”. Student information will not be shared with any other resource or entity that is
outside the intended purpose of the Agreement.
The Company shall cause each officer, director, employee and other representative who shall
have access to LCS Student Records during the term of the Agreement (collectively, the
“Authorized Representatives”) to maintain in strict confidence and trust all LCS Student
Information. The Company shall take all reasonable steps to insure that no LCS Student
information is disclosed to any person or entity except those who (a) are Authorized
Representatives of the Company performing functions for LCS under the Agreement and have
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agreed to be bound by the terms of this Agreement; (b) are authorized representatives of LCS, or
(c) are entitled to such LCS student information from the Company pursuant to federal and/or
Alabama law. The Company shall use LCS student information, and shall take all
reasonable steps necessary to ensure that its Authorized Representatives shall use such
information, solely for purposes related to and in fulfillment of the performance by the Company
of its obligations pursuant to the Agreement.
The Company shall: (a) designate one of its Authorized Representatives to be responsible for
ensuring that the Company and its Authorized Representatives maintain the LCS student
information as confidential; (b) train the other Authorized Representatives with regard to their
confidentiality responsibilities hereunder and pursuant to federal and Alabama law; (c)
maintain at all times a list of Authorized Representatives with access to LCS student
information.
Other Security Requirements. The Company shall maintain all technologies, policies,
procedures and practices necessary to secure and protect the confidentiality and integrity of
LCS student information, including procedures to (a) establish user IDs and passwords as
necessary to protect such information; (b) protect all such user passwords from detection and
unauthorized use; (c) prevent hostile or unauthorized intrusion that could result in data
corruption, or deny service; (d) prevent and detect computer viruses from spreading to disks,
attachments to e-mail, downloaded files, and documents generated by word processing and
spreadsheet programs; (e) minimize system downtime; (f) notify LCS of planned system
changes that may impact the security of LCS data; (g) return or destroy LCS data that
exceed specified retention schedules; (h) notify LCS of any data storage outside the US; (i) in the
event of system failure, enable immediate recovery of LCS information to the previous business
day. The Company should guarantee that LCS data will not be sold to, accessed by, or moved by
third parties.
In the event of a security breach, the Company shall (a) immediately take action to close the
breach; (b) notify LCS within 24 hours of Company's first knowledge of the breach, the reasons
for or cause of the breach, actions taken to close the breach, and identify the LCS student
information compromised by the breach; (c) return compromised LCS data for review; (d) provide
communications on the breach to be shared with affected parties and cooperate with LCS efforts to
communicate to affected parties by providing LCS with prior review of press releases and any
communications to be sent to affected parties; (e) take all legally required, reasonable, and
customary measures in working with LCS to remediate the breach which may include toll free
telephone support with informed customer services staff to address questions by affected parties
and/or provide monitoring services if necessary given the nature and scope of the disclosure; (f)
cooperate with LCS by providing information, records and witnesses needed to respond to any
government investigation into the disclosure of such records or litigation concerning
the breach; and (g) provide LCS with notice within 24 hours of notice or service on Company,
whichever occurs first, of any lawsuits resulting from, or government investigations of, the
Company's handling of LCS data of any kind, failure to follow security requirements and/or
failure to safeguard LCS data. The Company’s compliance with the standards of this provision is
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subject to verification by LCS personnel or its agent at any time during the term of the
Agreement. Said information should only be used for the purposes intended and shall not be
shared, sold, or moved to other companies or organizations nor should other companies or
organization be allowed access to said information.

Disposition of LCS Data Upon Termination of Agreement
Upon expiration of the term of the Agreement, or upon the earlier termination of the Agreement
for any reason, the Company agrees that it promptly shall deliver to the School Board, and shall
take all reasonable steps necessary to cause each of its Authorized Representatives promptly to
deliver to the School Board, all required LCS student data and/or staff data. The Company hereby
acknowledges and agrees that, solely for purposes of receiving access to LCS data and of fulfilling
its obligations pursuant to this provision and for no other purpose (including without limitation,
entitlement to compensation and other employee benefits), the Company and its Authorized
Representatives shall be deemed to be school officials of the School Board, and shall maintain
LCS data in accordance with all federal state and local laws, rules and regulations regarding the
confidentiality of such records. The non-disclosure obligations of the Company and its
Authorized Representatives regarding the information contained in LCS data shall survive
termination of the Agreement. The Company shall indemnify and hold harmless the School Board
from and against any loss, claim, cost (including attorneys' fees) or damage of any nature arising
from or in connection with the breach by the Company or any of its officers, directors, employees,
agents or representatives of the obligations of the Company or its Authorized Representatives
under this provision.
Certain Representations and Warranties. The Company hereby represents and warrants as
follows:
(a) the Company has full power and authority to execute the Agreement and this MOA and to
perform its obligations hereunder and thereunder; (b) the Agreement and this MOA constitute the
valid and binding obligations of the Company, enforceable in accordance with their respective
terms, except as such enforceability may be limited by bankruptcy or similar laws affecting the
rights of creditors and general principles of equity; and (c) the Company’s execution and delivery
of the Agreement and this Addendum and compliance with their respective terms will not violate
or constitute a default under, or require the consent of any third party to, any agreement or court
order to which the Company is a party or by which it may be bound.
Governing Law; Venue. Notwithstanding any provision contained in the Agreement to the
contrary, (a) the Agreement shall be governed by and construed in accordance with the laws of the
State of Alabama, without reference to conflict of laws principles; and (b) any dispute hereunder
which is not otherwise resolved by the parties hereto shall be decided by a court of competent
jurisdiction located in the State of Alabama.
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IN WITNESS WHEREOF, the parties hereto have caused this Addendum to be executed by
their duly authorized officers effective as of the date first written above.
[COMPANY NAME]
By:
[Name]
[Title]
Limestone County Schools
By:
Tom Sisk
Superintendent
Limestone County Schools
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Resource 1: ALSDE State Monitoring Checklist

Data Governance
A. Data Governance and Use Policy
ON-SITE

YES

NO

N/A

Indicators

Has a data
governance
committee been
established and
roles and
responsibilities at



Has the local
school board
adopted a data
governance and
use policy?



3.

Does the data
governance
policy address
physical



Documented physical
security measures

4.

Does the data
governance
policy address
access controls
and possible
sanctions?




Current list of controls
Employee policy with
possible sanctions

5.

Does the data
governance
policy address
data



Procedures to ensure
that data are accurate,
complete, timely, and

6.

Does the data
governance
policy address
data exchange
and reporting?



Policies and
procedures to guide
decisions about data
exchange and
reporting
Contracts or MOAs

1.

2.






7.

Has the data
governance
policy been
documented and
communicated in
an open and
accessible way to
all stakeholders?





Notes

Dated minutes of
meetings and agendas
Current list of roles
and responsibilities

Copy of the adopted
data governance and
use policy
Dated minutes of
meetings and agenda

Documented methods
of distribution to
include who was
contacted and how
Professional
development for all
who have access to PII
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Procedures: Distribution of Literature
Community and Civic Organizations
In order to encourage students to become responsible and involved citizens,
the Limestone County Board of Education seeks to facilitate student
involvement in community and civic organizations and activities. To this
end, Limestone County Schools will adhere to the following procedures for
distributing literature by community and civic organizations.

Each school shall designate a table or other area accessible to students for
literature from community and civic organizations. A sign on such table or
area should state clearly: “This literature is placed by community and civic
organizations and is not endorsed by the Limestone County Board of
Education or its employees.”
Community and civic organizations wishing to distribute pamphlets, leaflets,
books, or other literature to students must submit materials to the principal
for review. Literature which advocates violence, illegal actions or hatred, is
age inappropriate, uses pornography, sexually inappropriate or profane
language, pictures or graphics, is inconsistent with the school’s educational
mission, or which causes a material and substantial disruption of the
educational environment will not be permitted.

Source: Human Resources
Last Revised: January 2015
References:
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Procedures: Social Media Use for Employees
The superintendent recognizes the importance of incorporating current technology tools,
including new methods of electronic communication, into the classroom to enhance student
learning. He further recognizes the importance of employees, students and parents
engaging, learning, collaborating and sharing in digital environments as part of 21st Century
Learning. Social media is one such form of technology that can provide an important
avenue of communication between staff, students and parents.
The superintendent strives to ensure that electronic communication tools incorporated into
the school curriculum are used responsibly and safely. As practicable, the superintendent
will provide access to secure social media tools and superintendent approved technologies
for use during instructional time and for school-sponsored activities.
The superintendent acknowledges that school employees may engage in the use of social
media during their personal time. School employees who use social media for personal
purposes must be mindful that they are responsible for their public conduct even when not
acting in their capacities as school district employees. All school employees, including
student teachers and independent contractors shall comply with the requirements of this
policy when using electronic social media for personal purposes.
For the purposes of this policy, “social media” includes, but is not limited to: personal
websites, web logs (blogs), wikis, social network sites, online forums, virtual worlds,
video-sharing websites and any other social media generally available to the public or
consumers that does not fall within the superintendent’s technologies network (e.g., Web
2.0 tools, MySpace, Facebook, Twitter, LinkedIn, Flickr, YouTube).
A. SOCIAL MEDIA COMMUNICATIONS INVOLVING STUDENTS
Employees are to maintain professional relationships with students at all times. All
electronic communications with students who are currently enrolled in the school district
must be school-related and within the scope of the employees’ professional responsibilities,
unless otherwise authorized by this policy. School personnel may use only schoolcontrolled technological resources and social media tools to communicate directly with
students or to comment on student matters through use of the Internet. An employee
seeking to utilize and/or establish a non-school-controlled social networking website for
instructional or other school-related purposes must have prior written approval from the
superintendent or designee.
The use of electronic media for communicating with students and parents is an extension of
the employee’s workplace responsibilities. Accordingly, the superintendent expects
employees to use professional judgment when using social media or other electronic
communications.
Employees are prohibited from knowingly communicating with current students through a
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personal social network page. An Internet posting on a personal social media website
intended for a particular student will be considered a form of direct communication with
that student in violation of this policy. However, an employee may communicate with a
student using personal social media networks to the extent the employee and student have a
family relationship or other type of appropriate relationship, which originated outside of the
school setting. For example, an employee may have a relationship with a niece or nephew,
a student who is the child of an adult friend, a student who is a friend of the employee’s
child, or a member or participant in the same civic, social, recreational, sport or religious
organization.
B. EMPLOYEE PERSONAL USE OF SOCIAL MEDIA
The superintendent respects the right of employees to use social media as a medium of selfexpression on their personal time. An employee who wants to utilize a social media site for
his or her personal use is responsible for their public conduct even when they are not
performing their job duties as employees of the school district. Employees will be held to
the same professional standards in their public use of social media and other electronic
communications as they are for any other public conduct. Further, school employees remain
subject to applicable state and federal laws, board policies, administrative regulations and
the Code of Ethics for Alabama Educators, even if communicating with others concerning
personal and private matters. If an employee’s use of social media interferes with the
employee’s ability to effectively perform his or her job duties, the employee is subject to
disciplinary action, up to and including termination of employment.
Employees are responsible for the content on their social media sites, including content
added by the employee, the employee’s friends or members of the public who can access
the employee’s site, and for Web links on the employee’s site. Employees shall take
reasonable precautions, such as using available security settings, to restrict students from
viewing their personal information on social media websites and to prevent students from
accessing materials that are not age-appropriate. School employees are prohibited from
accessing social networking websites for personal use during instructional time.
C.

POSTING TO SOCIAL MEDIA SITES

Employees who use social media for personal purposes must be aware that the content they
post may be viewed by anyone, including students, parents and community members.
Employees shall observe the following principles when communicating through social
media:
1. Employees shall not post confidential information about students, employees or school
district business.
2. Employees shall not list current students as “friends” on social networking sites, unless
the employee and student have a family relationship or other type of appropriate
relationship, which originated outside of the school setting.
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3. Employees shall not knowingly allow students access to their personal social
networking sites that discuss or portray sex, nudity, alcohol or drug use or other
behaviors associated with the employees’ private lives that would be inappropriate to
discuss with a student at school.
4. Employees may not knowingly grant students access to any portions of their personal
social networking sites that are not accessible to the general public, unless the employee
and student have a family relationship or other type of appropriate relationship, which
originated outside of the school setting.
5. Employees shall be professional in all Internet postings related to or referencing the
school district, students and other employees.
6. Employees shall not use profane, pornographic, obscene, indecent, lewd, vulgar or
sexually offensive language, pictures or graphics or other communication that could
reasonably be anticipated to cause a substantial disruption to the school environment.
7. Employees shall not use the school district’s logo or other copyrighted material of the
district without express, written consent from the superintendent.
8. Employees shall not post identifiable images of a student or student’s family without
permission from the student and the student’s parent or legal guardian.
9. Employees shall not use Internet postings to libel or defame the superintendent,
individual board members, students or other school employees.
10. Employees shall not use Internet postings to harass, bully or intimidate other
employees, students, parents or community members.
11. Employees shall not post inappropriate content that negatively impacts their ability to
perform their jobs.
12. Employees shall not use Internet postings to engage in any other conduct that violates
board policy and administrative procedures or state and federal laws.
D.
CONSEQUENCES
School district personnel shall monitor online activities of employees who access the
Internet using school technological resources. Additionally, the superintendent or designee
may periodically conduct public Internet searches to determine if an employee has engaged
in conduct that violates this policy. Any employee who has been found by the
superintendent to have violated this policy may be subject to disciplinary action, up to and
including dismissal.
Source: Technology
Date Revised: May 2015
Reference:
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III. PERSONNEL

Procedures: Employee Drug Testing
Cu rrent Employees
1. Reasonable Suspicion
Al l em ployees may be required to submit to screening whenever a supervisor observes
circumstances, w h i c h provide reasonable suspicion of drug or alcohol use. The
supervisor's determination that reasonable suspicion exists should be based on
specific, contemporaneous, articulable observations concerning the appearance,
behavior, speech or odors of or emanating from the employee.
Alcohol tests are authorized for reasonable suspicion only if the required observations
are made during, just before or just after the period of the work by employees acting
within the line and scope of employment. An alcohol test may not be conducted by
the person who determines that reasonable suspicion exists to conduct such a test.
Refusal to submit to a reasonable suspicion test request will be considered grounds for
dismissal.
The Executive Director of Human Resources and Operations or his/her designee or
Transportation Director should be notified whenever possible or feasible prior to
referring the employee for reasonable suspicion testing.
The coordinator of the drug program or his/her desi gnee will make arrangements for
reasonable suspicion drug and/or alcohol testing.
If an em ployee is required to take a reasonable suspicion drug and/or alcohol test,
transportation to and from the testing site will be arranged.
2. Random Testing
Random, unannounced drug screening of all employees who drive school system
vehicles or motorized equ ipment will be conducted.
Random selection for testing of the above employees will ad here to the same
guidelines as those followed for employees with a CDL.
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3. Post Accident Testing
Alcohol and controlled substance tests shall be conducted as soon after an accident as
practicable on any driver or equ ipment operator:
1. Property damage of a substantial nature.
2. Physical injury to any person.
Drivers or motorized equipment operators must make themselves readily available for
testing, absent the need for immediate medical attention.
Prescription Drugs
The proper use of medication prescribed by a physician is not prohibited; however,
the misuse or abuse of prescribed (or over the counter) medications is prohibited.
All employees who are using drugs at the d irection of a physician must notify their
supervisor prior to beginning work when those drugs may affect their job
performance.
Employees who are subject to this must provide documentation from their physician
stating that the substance does not adversely affect their ability to perform their duties
in a safe manner.

Source: Transportation Department
Last Revised: May 2016
References: Alabama Code Annotated § 16-1-24.1
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Procedures: Employee Transfers
Employee Transfers
There are times when an employee will request to transfer from his/her current job
to another job or location within the school system. It may either be because of a request
by the employee to be transferred or it may be that unforeseen circumstances require an
employee to e transferred.
Job Postings
All positions that become vacant will be posted by the Human Resources Department as an
advertised vacancy a minimum of seven or fourteen days, depending on when the vacancy
occurs. A copy of the posted vacancy will be in compliance with state code and board
policy. Any employee may apply for any of the posted vacancies for which he/she is
qualified. The employee will have to interview for the position and if selected, the transfer
will be submitted to the superintendent for recommendation to the board.
Involuntary
Employees, both educational and support personnel, who must be involuntarily transferred,
will receive all the due process afforded by law. Every attempt will be made to place the
employee in a suitable position, but sometimes vacancies simply do not exist where the
employee would like to work.
Voluntary
The Board of Education may grant a requested transfer if the employee so requesting the
transfer possesses the required qualifications for the desired position and if vacancy in such
positions exists.
Certified
Tenured teacher requests for voluntary transfer are processed once a year before the end of
the school year, generally during the months of March and April. Notices are sent out
announcing the transfer time period along with the Teacher Voluntary Request form and
instructions. This application must be returned within the time frame announce or it will not
be processed. Even though a teacher has requested a transfer, there is no guarantee that
he/she can be transferred. If a position becomes open during the middle of the school year,
an employee may apply for the vacancy and will be given consideration like other
applicants. Generally, non-tenured teachers will not be considered for voluntary transfers.
Circumstances may arise that cause the Superintendent to recommend a voluntary transfer
of a non-tenured certified employee. All transfers must be approved by the Board of
Education.
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Classified
Any Classified/Support employee who desires to transfer to another school/department in
the same type of position or transfer to a new type of position must submit an Advertised
Vacancy Form to Human Resources during the advertised vacancy posting. He/she must
also follow the same procedures as a new applicant. Nonverbal requests will not be
accepted. The transfer procedures will be as follows for classified employees:
1. When a position is advertised, the employee must submit an Advertised Vacancy
Form to Human Resources.
2. Principals or directors will interview selected candidates from the qualified applicants
who have applied using the authorized computer software.
3. If the transfer is approved by the Superintendent the applicant recommended by the
interviewing supervisor will be submitted to the Board for approval.
4. Upon Board approval, the transfer request will be granted.

Source: Human Resources
Last Revised: February 2016
References:
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Procedures: Late Arrival and Early Dismissal Guidelines for Employees
Delays and early dismissals are intended to ensure student and employee safety. Bus safety
is a major factor in the decision to delay or dismiss school. Many times delays are based
upon predictions that do not materialize and employees may be able to safely travel to work
when school has been delayed.
Employee General Guidelines for School Delay
 When school is delayed all employees should report to work the number of hours
school is delayed or at their normal time if their designated work time is after the delay
period.
 For example, if Limestone County Schools is delayed two hours, an employee that
normally reports at 7:00 should report at 9:00. However, an employee that begins their
normal workday at 2:00 p.m. would not be affected by the delay. When the system is
delayed or dismissed early, employees will not be required to work additional hours to
make up the time.
 There may be times when employees may be called in by their supervisor to deal with
situations that arise needing immediate attention. Employees are expected to report to
work when called by their supervisor if they can safely travel to the designated site.
 Supervisors will only ask employees to report early or stay late when situations arise
that need immediate attention or when the operation of the school system would be
negatively impacted with their absence.
 When employees do not work more than their regular hours they will not receive
overtime or compensatory time.
 Employees who regularly begin their workday during the delay period should report
when school is expected to begin.
CNP Worker Guidelines
2-Hour Delay:
All workers come in 2 hours later than regular time. Breakfast will be served but will only
be cereal, fruit, and milk. Lunch menu will not change unless otherwise notified.
3-Hour Delay:
All workers come in 3 hours later than their regular time if conditions allow for safe travel.
Breakfast will not be served unless principal requests to serve breakfast. Lunch menu will
not change unless otherwise notified.
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Early Dismissal
When school is dismissed early due to weather conditions employees are allowed to leave
thirty minutes after students are off campus. Administrators and custodians will ensure the
building is shutdown properly before leaving campus. Principals should stay at the school
until all buses have delivered students.

Source: Human Resources
Last Revised: February 2016
References:
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Procedures: Transportation Department
The following Rules and Regulations governing school bus operation apply to all bus drivers:
I. Instructions for Bus Operation
A. Pre-trip Inspection
All drivers are to perform a pre-trip inspection on the bus and the necessary action to remedy
any deficiency before operating the bus. See the following steps:
1. Air Brake Check,
2. Mechanical Inspection,
3. Light and Signal Inspection,
4. Interior Inspection

CAUTION!
NEVER race engine at high speeds to warm in either cold or warm weather. This can cause serious
damage to your engine.
B. Post-trip Inspection
1. All drivers are expected to take the necessary steps to ensure that no passengers are left on
the bus after each trip. In the event a student is found during this inspection, the driver is
instructed to notify the proper authorities immediately.
2. During post-trip inspection, check bus seats for cuts after each run, morning and
afternoon.

C. Operating Bus on Route
1. By Law, each driver must wear a properly fastened seat belt while the bus is in motion.
2. Each driver will be expected to use the assigned schedule given at the beginning of the
current school year, work with supervisor when changing scheduled stops on his route, and
submit an updated Route Description to the Transportation Department within the first 10 days
of school.
3. Drivers will follow routes and make stops as established by the Limestone County
Board of Education (LCBOE). Drivers are expected to make every AM stop every day.
After 5 consecutive days of not riding, that stop will be inactive until the student starts
riding again. Any changes may be made in the route only with approval of the Director of
Transportation.
4. No bus driver should exceed 5 m.p.h below posted speed limit while operating a bus.
5. Child warning lights should be activated a minimum of 300 feet before reaching the stop.
6. Strobe lights are to be used during inclement weather only.
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7. Control all stops. If student has to cross lanes of traffic, develop a single for that student.
Be aware that motorists might perceive some hand signals as an indication to proceed.
DO NOT OPERATE BUS UNLESS THE STOP SIGN IS WORKING PROPERLY.
8. When loading or unloading students, stop 10 feet from student, open door slightly
(to engage stop sign and lights), set the parking brake, check traffic and when safe,
load/unload students. When children unload from a bus and must cross traffic lanes to their
homes, the bus driver will wait until all children have safely crossed in front of the bus and
cleared the road safely before putting the bus in motion. THERE WILL BE NO
EXCEPTIONS!
9. When students are seated, release the parking brake, close door, and proceed to
next stop. No child will be allowed to cross a four-lane highway at any time when
loading or unloading from the bus.
10. The driver should not open the door of the school bus to discharge students until he/she
observes that the road is clear or that no danger exists. The school bus operator should
carefully observe the number of students getting OFF the bus and account for all these
students before proceeding.
11. No school bus will pass another school bus while in route to or from school or on school
grounds.
12. The emergency door at rear of bus will be used for emergencies only!
13. Do not operate bus with emergency or entrance doors open.
14. No school bus will be used to pull or push another school bus or any other vehicle
when broken down or stuck in mud.
15. No bus will be backed on any road at any time without the permission of the Director of
Transportation. The bus should be backed only in turning around when absolutely
necessary. Backing a bus must be done according to the instructions found in S.D.E.
Bulletin No. 29: School Bus Driver’s Handbook.
16. Only persons designated by school authorities will be permitted to ride school buses.
(CURRENT EMPLOYESS, CURRENT STUDENTS, AND BOARD CERTIFIED
VOLUNTEERS WITH AN EMPLOYEE)
17. No student should be allowed to occupy any position that obstructs the vision of the
operator.
18. The school bus driver shall not leave the vicinity of the bus when students occupy it.
19. Keep the bus comfortable and well ventilated at all times. In warmer weather, students
should be encouraged to bring water (in non-breakable containers) while on the bus.
20. Students should not be received or discharged on a steep grade, blind curve, or the
brow of a hill.
21. Students should remain seated while the bus is in motion until the bus comes to a complete
stop.
22. Concerning strobe light usage... It is not required by law to operate the strobe light.
The LCBOE encourages strobe lights to be used only in weather conditions where
clear vision is compromised.
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D. Care and Cleanliness of Bus
1. Sweep the bus at least once each day. Buses used for field trips, athletic events and other
school-sponsored events should be cleaned and swept after each trip by the field trip driver.
2. Brooms are not permitted on any bus unless stored in storage area.
3. Trash cans are not permitted on any bus unless it meets manufacture specifications and is
installed by the manufacture or LCBOE mechanic.
4. Trash bags are not permitted to hang on the rails of the bus. Trash bags must be able to fit
in an approved trash can and must be removed after each trip.
5. Be careful not to drive too close to overhanging limbs. Report any unusual road condition
that may cause damage to the bus to that district’s County Commissioner.
6. Any road hazards should be reported to the Transportation Department, and if it is a
permanent situation, should be clearly marked on route map.
7. Take the necessary precautions to insure that fire extinguishers and emergency reflectors
are in proper order and have not been tampered.
8. Anytime you leave your bus, pump your air brakes down.
9. Buses are not to be decorated for any reason. Only approved items can be added to the bus.
E. Objects to be transported
1. No objects should be transported on a school bus that may compromise the safety of the
students or the driver.
This includes, but is not limited to; animals, fireworks, objects, glass, large balloons, and
any other objects that could obstruct a driver’s vision, distract a driver’s attention, or
otherwise endanger the lives of anyone who rides a school bus.
2. Any item transported on the bus must be in the child’s lap. Not on the floor, in the
aisle, or in the driver’s compartment.
3. Should any student be required to use assistive walking equipment (crutches, etc…),
appropriations should be made for the student to be temporarily placed on a bus equipped
to store such devices.
4. All wheelchairs and walkers must be secured by approved straps that are installed by the
manufacture or LCBOE mechanics.
F. Monthly Bus Reports
1. All drivers must keep accurate and neat records. These records are required by both the
Alabama State Department of Education (ALSDE) and the LCBOE.
2. Drivers who make excessive errors on their monthly report will be required to come to the
Transportation shop to make the necessary corrections.
3. Reports are to be turned into the Transportation Department or your local school no later
than 2 working days after the ending date of report.
4. Special Needs Monthly Reports must reflect accurate first student A.M. pickup and A.M. school arrival times, as well as P.M. school departure times and last student
P.M. drop-off times.
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G. Route Map and Description – Bus Stops – Loading/Unloading
1. All bus drivers must submit, to the Transportation Department, a copy of the
following, within ten (10) days of the first day of each semester:
a. An updated route map,
b. A turn-by-turn description,
c. A listing of current bus stops with AM and PM times.
2. There should be at least 4 copies of this report
a. On your bus,
b. At your house,
c. At the local school,
d. At the Transportation Department.
II. General Procedures
A. Determining Stops
1. Stops should be made door to door if possible. Those that can’t be are to be
determined on a case-by-case basis.
2. Stops should have at least 500 feet visibility in both directions if possible.
3. Stops should be at least 200 feet from railroad tracks, intersections, curves, and steep
hills whenever possible.
4. Children should be picked up and let dropped off the side of the road they live; in the case
of four-lane roads no student will ever cross 4 lanes. There will be no exceptions to
this rule.
5. On certain two-lane roads with a heavy traffic flow, children should be picked up and let
off on the same side of the road as they live.
6. County wide bus pass is a blue pass with duplicate copies. Discard all old local bus
passes. The consistency with a district wide pass will help subs and utility drivers have a
better idea of what to ask for from the student.
B. Determining Additions to Routes
1. The road must be in a safe condition in order to provide new service. Determining factors
may include: width of road, condition of road, overhanging limbs, as well as other
conditions that may present a danger to the bus.
2. There must be a safe place to turn the bus around.
3. Changes or adjustments in established routes must be approved by the Director of
Transportation.
4. Drivers are not permitted to alter their route at any time without approval by the Director of
Transportation.
C. Reporting Mechanical Issues
1. Contact Brian Stovall, on the phone if possible.
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2. Use Bus Radio as an alternative if you have to.
3. Do not leave a message on shop phone.
4. Brian will be the only one to contact the mechanics, NOT the driver.
D. Getting a Substitute
1. Contact Angela Garner.
2. Do not leave a message on the shop phone.
3. Angela will verify calls and texts for confirmation.
4. Give as much notice as possible.
E. General Monthly Inspections
1. Drivers are required to bring in their bus for inspection each month on the designated
schedule.
2. If you are unable to make your assigned day, it is up to the driver to find a replacement bus
for that day.
3. Contact Brian once both drivers agree on any date changes.
F. Student Search
1. Conduct a verbal check of bus upon first request.
2. Conduct a visual check of bus upon further request.
G. Parents Not Home
1. Call school on the radio and alert them.
2. If school will not answer, call Transportation Shop.
3. Continue on route and complete route.
4. Carry student back to school or back to home as advised by school or shop.
H. Bus Keys
1. All buses are keyed alike.
2. Do not leave keys on buses.
I. Insurance Specifications
1. All drivers must wait in the waiting room.
2. No driver is permitted to wait in the shop area.
J. Fuelman System
1. Each driver is given a PIN number for the system.
2. Fuel Card must remain in the designated area on the vehicle at all times.
3. Do not share your PIN number with others.
K. Evaluations of Driver and/or Bus
1. Drivers will be evaluated by the Transportation Director, Bus Trainer, or Shop Foreman.
2. Buses are property of the Limestone County Board of Education under the direction of the
Alabama Pupil Transportation Department and can be evaluated at anytime.
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III. Bus Driver Requirements
A. Driver Training
Candidates wishing to drive a school bus for the LCBOE on either a full-time or substitute
basis will need the following:
1. A Class B CDL with a Passenger “P” and School Bus “S” Endorsements,
2. A completed application on file with the LCBOE,
3. A background check,
4. A copy of your Social Security Card,
5. A pre-employment drug screening,
6. An Alabama School Bus Driver Certificate,
7. A DOT physical or state certified physical. (Must be signed by a MD or DO. CRNP is not
Valid.)
B. Drug and Alcohol Testing
1. The LCBOE has a drug and alcohol policy that complies with Federal Guidelines. All
employees are subject to drug or alcohol tests at any time as a condition for their initial or
continued employment. Employees must report immediately to a collection center when
called for random testing. Failure to comply is considered an automatic positive and may
result in termination of employment.
2. Types of Drug Testing:
a. Pre-Employment,
b. Random,
c. Reasonable Suspicion,
d. Post Accident.
C. Dress Code
The following items will serve as a general guide to acceptable dress for Bus Drivers and
Aides:
1. Shoes must be worn at all times. “Flip-flops,” sandals, etc... are not acceptable while on
any school bus.
2. No obscene language or alcoholic advertisements on hats, shirts, pants, jewelry, or trinkets,
etc.
3. No halter-tops, midriff shirts or blouses, see through shirts or blouses, and/or cut-off shirts
or blouses.
4. Appropriate undergarments must be worn at all times.
If students are not allowed to wear it – you should not either
D. Communication with Students
1. Talk to students and encourage them to alert driver about:
a. Problems on the bus.
b. Parents not at home.
c. Strange vehicle in the area.
d. Anything out of the ordinary.
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IV. Driver and Student Safety on the School Bus
A. Student discipline on a school bus is everybody’s business. Bus drivers must maintain good
discipline and set reasonable expectations for proper conduct on the bus. On the first day of
school and each day as necessary, all drivers should explain to their students these guidelines:
1. Students will be picked-up and dropped-off at their residence or designated bus stop only.
2. Be at the bus stop at least 5 minutes prior to the designated time.
3. Once students arrive at the stop, they are expected to act in an appropriate manner.
4. Obey instructions given by the driver.
5. Be courteous to fellow students and the bus driver. (Do not annoy other students)
6. Horseplay, Threats, and Fighting are not permitted on or around the bus or at bus stops.
7. Remain silent when approaching and crossing railroads.
8. Talk only in a normal voice and do not use profane or obscene language.
9. Remain properly seated, do not change seats, and keep head and hands inside the bus.
10. Do not use tobacco, or smoke on the school bus.
11. Do not carry weapons of any kind.
12. Do not tamper with any of the equipment on the bus, especially the emergency door.
13. Do not litter the bus, or throw objects within or outside the bus.
14. Do not leave the bus except at your regular stop without written permission from the
administration.
15. Do not bring glass or possible dangerous items on the bus.
16. Books, packages, coats, band instruments, and other items should not be in the aisles or in
the driver compartment and should not be left on the bus. These items must be held in the
child's lap and must not occupy the seat of another child.
17. Students are not allowed to transport Prescription or Non-Prescription medications
on the bus and must meet all LCBOE policies that deal with any and all medicine.
B. All drivers are to report discipline problems to the principal (or his/her designee) of the school
where the student is enrolled. The procedure for handling discipline problems is as follows:
1. The driver should warn students about their discipline and how it relates to school bus
safety.
2. If the student’s behavior continues to be disruptive, bus drivers should contact the
school administration.
3. If the problem persists, the bus drivers should turn-in the student to the principal or his/her
designee and complete a “School Bus Disciplinary Report.”
4. Stopping or pulling the bus off the road while on a regular route should only be done when
all other alternatives fail.
5. Never take a bus back to school for discipline problems unless it is an extreme emergency
and safety on the bus is jeopardized.
6. Never use stops as a time to discipline the students that remain on the bus and distract the
driver from focusing on the safety of the drop-off/pick-up.
C. No students are to be removed from the bus by the driver for bad conduct. The principal or
Director of Transportation are the only people with the authority to put a student off the bus.
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D. Distracted Driving will be handled in a serious manner.
1. The bus driver is NOT PERMITTED to use cell phones, beepers, bluetooth devices, voice
activated products, or any other personal electronic communication devices while operating
a school bus. Under emergency situations, the use of these items may be allowed on a
PARKED AND SECURED bus only. These instances should be rare in occurrence.
E. Student Notes to get off bus
1. The bus driver will have a bus slip presented to them prior to
leaving the campus. The bus slip will be signed by the school
office.
V. Field Trip Procedures
A. ALL field trips require an approval prior to the scheduled trip. The bus/trip request for the field
trip should be created using the School Dude software. The driver will be assigned by the
Transportation Department.
B. Field trips should be scheduled in such a manner that all buses arrive back at the school early
enough to be cleaned and fueled as needed to run the regular AM and PM route. A schoolsponsored activity is defined as any field trip in which students are transported to scheduled
events off their home campus.
C. General procedures for field trips should be observed by all:
1. All field trip drivers should complete a “Field Trip Ticket” for all trips driven and turn them
into the school bookkeeper. (This includes all athletic events as well.)
a. The filed trip driver should log the mileage used at the bottom of the Pre-trip Inspection
form, located in the Yellow Book on the bus being used.
2. Field trip summaries should be completed by each school and forwarded to the
Transportation Department on a monthly basis.
3. School buses belong to the school system, not to a specific individual. Unless notified by
the Transportation Department any school bus may be used for a field trip. When a school
uses a bus parked at a driver’s house or somewhere other than the school, the field trip
driver should make arrangements to pick up and deliver the bus to its original parked
location. Fuel arrangements must be made prior to any field trip. This is especially
important for weekend trips and night trips.
4. Field trip drivers are responsible for cleaning a school bus that was used for a field trip. If
a bus is dirty prior to leaving for a field trip, the field trip driver should report this to the
principal or his/her designee. Problems should be settled prior to leaving on a field trip.
Otherwise, the field trip driver will be responsible for cleaning the bus being used. Field
trip drivers are paid to drive, clean, and fuel the bus.
5. A school employee, designated as the sponsor, who is responsible for the activity must
accompany all field trips.
6. Board Approved Volunteers may be allowed to ride the bus.
7. A school activity permission field trip form must be secured for each student and should be
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readily available for chaperons, bus drivers, and emergency personnel.
8. A list of students present on each bus must be readily available for chaperons, bus drivers,
and emergency personnel.
9. When school buses are used to transport students, the sponsor must develop emergency
communication plans to include: notifying system administrators, area emergency
personnel, and students’ parents.
10. Sponsors who plan field trips outside our telephone area should secure phone numbers of
County Sheriff Departments in areas along the route.
11. All bus drivers must be given specific directions to the activity using the safest possible
route. When more than one bus is used for a field trip, special attention must be given to the
distance between buses and other vehicles to allow for emergency stops. (See Alabama Bus
Driver’s Handbook, page 24.)
12. All buses traveling together must travel together during the field trip.
13. All Limestone County Board of Education policies, rules, and regulations governing
transported students are applicable for all field trips.
14. Under no circumstances should students be allowed to stand or move around on the bus
while it is moving.
15. Hours must be kept and paid hourly. Drivers cannot negotiate for a lesser price. They can
do it for free, but no contract price is acceptable.
16. If trip is overnight, bookkeeper will subtract 8 hours per night for sleeping time.
D. Field Trip Driver Selection Guidelines:
1. The driver will be assigned by the Transportation Department.
2. All field trips will be on a rotation between all the drivers of that local school or substitute
drivers.
3. After the choices in “your school” have been given the opportunity to drive, then drivers
from other schools within the area will be given the opportunity to drive.
4. Only the driver who has accepted the field trip may remove their name from the field trip
scheduled. In this case, a driver who cannot drive must notify the Transportation
Department in a prompt time as to allow rescheduling for the field trip.
5. If a regular route driver is driving a field trip that requires them to miss their route, it is the
driver’s responsibility to remind the Shop Assistant of this.
VI. Railroad Crossing Procedures
A. When drivers are making stops for railroad crossings, they shall carefully observe traffic and
reduce speed, activate hazard lights far enough in advance (usually 500 feet) of the crossing
in order to avoid trapping other motorists in panic stops or rear-end collisions with the bus.
B. ALL SCHOOL BUSES MUST BE BROUGHT TO A STOP BEFORE CROSSING A
RAILROAD. The driver of any school bus, whether carrying passengers or not, must, before
crossing the track or tracks of a railroad, bring his or her bus to a full and complete stop
within not less than fifteen feet nor more than fifty feet from the rails nearest the front of the
bus. Do not stop the bus in a position where the crossing gate could strike the bus.
C. The driver when stopped; opens the service door then sets the brake, listen and look in both
61

directions along the track or tracks for approaching engines, trains, or cars. Under no
circumstances will the driver attempt to cross the tracks when a train can be seen
approaching. In no instance may a signal, indicating that it is safe to cross, be considered as
conclusive or serve to abrogate this precaution. Mechanical devices are subject to failure.
D. Drivers shall release the parking brake and close service door before putting bus in motion
and turn off hazard light when up to speed.
E. In the event that a train has passed over the crossing, no bus driver shall drive his bus onto
said track or tracks until such train has sufficiently cleared the crossing so that the driver is
certain that no train, hidden by the first train, is approaching on adjacent track.
F. For improved vision and hearing, a window at the driver’s left should be opened and all noisy
equipment (fans, etc.) should be turned off until the bus has cleared the crossing.
G. Each driver must realize that his responsibility is great and his cargo is precious.
VII. Emergency Procedures
A. ACCIDENTS – There are some essentials to the driver’s conduct at the scene of an accident:
1. Always protect the scene of the accident. The safety of your students is your FIRST
priority.
2. Drivers should then report accident to the Transportation Department by phone if possible.
The driver can contact 911 Emergency Services if they feel it necessary.
3. The driver must get every possible bit of information about the accident and inform the
school system of this information.
4. The driver must be courteous to those involved in the accident, the police and witnesses,
and to any bystanders with whom he may come in contact.
5. The driver is responsible for protecting himself and his/her school system by doing nothing
that would reflect on his dedication as a professional or on the school system.
B. REMEMBER ALWAYS:
1. STOP – Failure to do so if you are involved is against the State law. YOU COULD BE
ARRESTED, LOOSE YOUR CDL, AND BE TERMINATED!
2. ASSIST ALL INJURED PERSONS – but do not move them unless their safety is
involved. Send someone to call for medical assistance and to call the school system. Be
sure to give exact location, extent of injuries and condition of your passenger
3. PROTECT THE SCENE AND THE BUS – set out warning devices in both directions.
4. FILL OUT PRELIMINARY ACCIDENT FORMS – get the names and addresses of all
witnesses, both for and against you. Get license number of any other driver or drivers
involved.
5. BE PROFESSIONAL – provide information to police personnel. Do not discuss the
accident with anyone except police and school officials. Admit nothing, Promise nothing,
and do not argue.
6. DO NOT MOVE THE VEHICLE UNTIL LAW ENFORCEMENT OFFICIALS
ARRIVE.
7. EVERY ACCIDENT MUST BE REPORTED TO YOUR SUPERVISOR. There are no
minor accidents in a school bus! Remember the information you need for your accident
report:
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a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.

Vehicle number, driver’s name and address
Date, time, weather, and direction of travel
Damage to vehicle
Owner of other vehicle or property, address, license numbers, make and model of
vehicle, and amount of damage
Injuries to persons involved, name and address, extent of injuries
Passengers on the bus
Passengers in other vehicle
Names and addresses of all witnesses
Names of insurance companies involved
Names of police at scene
Diagram of point of impact and place of final rest

D. Bomb Threat –
1. If you receive a bomb threat aimed at your bus, try to get the bus OFF the roadway onto a
safe parking place.
2. Call 911 immediately for assistance, and contact the Transportation Department.
3. If possible, evacuate the bus and get the students as far away from the bus as possible
leaving all belongings and taking only your emergency contact information.
4. Do not return to the bus or allow any students to return to the bus. Remain calm until the
proper authorities arrive.
E. Dangerous Weapons Threat –
1. If a person on your bus makes a threat with a dangerous weapon (gun, knife, etc.), try to
pull the bus OFF the roadway onto a safe location, if possible, and immediately call 911 for
assistance, then contact the Transportation Department.
2. Be sure to give your exact location.
3. If necessary, evacuate the bus and isolate the student with the weapon. If this is not
possible, try to keep all students and yourself calm so as not to agitate the person with the
weapon.
4. Do not try to disarm the person, but wait for the proper authorities to arrive on the scene.
E. Bad Weather – In case of bad weather, if a warning is issued before school is dismissed,
children should be left in the building and kept there until the warning has expired. If a warning
is issued after children are loaded on the bus, you may be required to unload at the next school
you arrive at and get the children inside and OFF the bus. If already on your bus route, find a
safe place to pull OFF the road and wait until weather conditions have cleared. Never unload
students into a ditch or culvert. Keep them on the bus. (Notify the Transportation Department
immediately of any unusual circumstances.)
F. Evacuation Procedures – There is an urgent need, due to the increased number of students
being transported and the ever-increasing number of accidents on the highways, to instruct
students on how to properly vacate a school bus in case of an emergency. It is possible for
students to block the emergency door if all are trying to get out at the same time. There is also a
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possibility of danger when students jump from the rear emergency door exit. In order to avoid
these situations, schools should organize and conduct emergency exit drills for all students who
ride the school bus. Reasons for actual emergency evacuation are:
1. Drills are mandated by the State Department of Education and are required to be
held twice each school year. Both by the local school and by the bus driver.
2. Fire or danger of fire. Being near an existing fire and unable to move the bus, or being
near the presence of gasoline or other combustible material is considered danger of fire and
students should be evacuated. The bus should be stopped and evacuated immediately if the
engine or any portion of the bus is on fire. Students should be moved to a safe place 150
feet or more from the bus and instructed to remain there until the driver has determined that
the danger has passed.
3. Unsafe position. When the bus is stopped because of an accident, mechanical failure, road
conditions, or human failure, the driver must determine immediately whether it is safer for
students to remain on or evacuate the bus.
4. Mandatory evacuations. The driver must evacuate the bus when
a. The final stopping point is in the path of a train or adjacent to railroad tracks,
b. The stopped position of the bus may change and increase the danger (e.g., a bus comes
to rest near a body of water or at a precipice where it could still move and go into the
water or over a cliff.) The driver should be certain that the evacuation is carried out in a
manner, which affords maximum safety for the students,
c. The stopped position of the bus is such that there is danger of collision, or
d. Sight distance. Any place where visibility is non-existent evacuation should be
considered. In normal traffic conditions, the bus should be able to be seen for a
minimum distance of 300 feet.
5. Important factors pertaining to school bus evacuation drills are:
a. Safety of students is of the utmost importance and must be considered first priority.
b. All drills should be supervised by the principal or by persons assigned to act in a
supervisory capacity.
c. All drills should be conducted on school grounds.
6. The bus driver is responsible for the safety of the students. When the driver is
incapacitated and unable to direct the evacuation, appointed students, or adult monitors should
be authorized to direct these drills. It is important to have regular substitutes available. Students
appointed to direct evacuation drills should possess the following qualifications:
a. Maturity
b. Good citizenship
c. Live near beginning of the A.M. Route and at the end of the P.M. route
(1) Drills should be scheduled in a manner similar to fire drills held regularly in
schools. They should be held more often during fall and spring months and drills
should be restricted to school property and conducted under the supervision of
school officials.
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d.

e.
f.
g.
h.

(2) Types of drills should be varied.
(3) Driver should stay in the bus during evacuation drill. He/she must set the parking
brake, turn ignition to accessory, place the transmission in neutral, and place mic
outside through side window.
Students should not be permitted to take lunch boxes, books, etc., with them when they
leave the bus. The objectives are to get students off safely in the shortest time possible
and in an orderly fashion.
Students should travel a distance of at least 150 feet from the bus in an emergency drill
and remain there until given further directions.
All students should participate in the school sponsored evacuation drill, including those
who ride only on special trips.
Each student should be instructed in proper safety precautions.
Students should be instructed in how and where to obtain assistance in emergencies.
Written instructions and telephone numbers should be posted. There are several
different drills:
(1) Everyone exits through the front entrance door
(2) Everyone exits through the rear-most emergency door
(3) Front half exits through the front door and rear half exits through the rear-most
door. (See the following diagrams)
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Front Door Evacuation:
 = Leader
o = Helper

Rear Door Evacuation:

= Leader
o
= Helper
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7. Appointed students should know how to:
a. Turn the ignition switch accessory,
b. Set emergency brake,
c. Summon help when and where needed,
d. Kick-out windows if necessary,
e. Set flags, flares, or reflectors,
f. Open and close doors, and account for all students passing his station,
g. Help smaller students exiting the bus, and
h. Perform other assignments as needed.

Transportation Department
Duty Assignments and Info
Rusty Bates, Director (256) 990-2785
Call for any/all transportation issues.
Brian Stovall, Shop Foreman (256) 614-5669
All mechanical calls on our entire fleet.
Angela Garner, Shop Assistant (256) 431-0078
All bus routes, bus subs, bus driver certifications, or any/all bus driver questions.
Laurie Page, Transportation and Maintenance Secretary (256) 232-5130 handles and directs shop
calls for Transportation and Maintenance.
Shop Mechanics:

Jim Bennett
Stuart Davis
Mike Jones
Clint Martin
Shane White

The Transportation Department will be open from 6:00 a.m. until 4:30 p.m. daily.

Source: Transportation
Last Revised: July 2015
References:
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Transportation Department
1520 W. Elm Street
Athens, AL 35613

Rules and Regulations
Acknowledgement Page
I acknowledge that I have read the Rules and Regulations document of the
Transportation Department of the Limestone County Board of Education. I
will adhere to the rules and regulations, and will report any violations that I
have knowledge of to the Director of Transportation.

_________________________________
Signature of Driver

_________________________
Date

_________________________________
Printed Name of Driver

_________________________
School
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IV. STUDENTS

Procedures: District Choice
Enrollment Protocol for Limestone County Schools District Choice:
1. To determine school zone, parents should contact Rusty Bates at the Transportation
office at 256-232-5353 or by email at rusty.bates@lcsk12.org
2. Pick up an application packet which may be obtained at:
a. Local school
b. Central Office
c. County and school website
3. Turn in application packet with $25 non-refundable application fee (per school) to local
school(s).
a. An application packet is required for each student. Parents with a student at an
elementary school and high school should turn in a packet at each school.
4. Local school committee will meet to determine enrollment
a. Principal
b. Counselor
c. Teaching staff
5. Parent will be sent a letter with the decision of the committee
a. If the students are accepted an invoice will be sent as well
b. If students are not allowed to enroll through District Choice, a letter will also be
sent. Parents will be asked to pick up their student(s) application materials.
6. Parents will bring the letter and invoice to the central office and pay the tuition.
a. $501 per family, per year (amount for 2017 – 2018 school year; cost may vary per
year)
b. Cash, cashier check, debit card, credit card
7. Central Office notifies school of paid status
8. Parent pays other fees at school level
a. Parking decal, locker, technology, etc…
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Students currently attending Limestone County Schools must attend the school for
which they are currently zoned.



Students applying from areas outside of the Limestone County School zone must attend
the school they would be zoned.



Out of district students enrolled under this plan may not apply for transfers to other
schools within Limestone County.



Students applying from areas outside of the Limestone County School zone must follow
an application process to determine their admission status. The application process will
consider:
o Capacity of the school (as well as the capacity of any specialized program or
placement within a school that may be applicable to a specific student) to
accommodate additional students based upon current occupancy and staffing.
 Students will not be allowed to enroll after the school is at capacity minus 10%.
Capacity will be determined by using recommendations provided by the state
for each school. (For example, if the capacity of the school was 1000 students,
10% would be 100 so out of district students would not be enrolled above 900
students.)
o Attendance history of the prospective student
 Student must have no more than 2 unexcused absences or 10 excused absences
the previous year (with the exception of a serious medical condition)
o Discipline history of the prospective student
 Student does not have more than three Class 2 discipline referrals and no Class 3
discipline referrals.
o Enrolling the student will not cause the creation of a new program or providing of
additional staff by the school.
o The parent or guardian must have a legal right to enroll the student.
o Possible graduation status of the prospective student - The student is on track for
graduation with his/her current cohort group.



The application packet must be completed and turned in to the local school before the
deadline.



Family must pay tuition in the form of a money order or cashiers check made payable to
Limestone County Schools before July 1. Payment must be made at the Limestone
County Schools’ central office. Parents must present proof of payment to the local
school upon registration.



The family must provide transportation to the zoned school. Limestone County Schools
will not provide transportation services to students living outside current Limestone
County School Zones. Once a student enrolls, transportation will be provided to allow
the student to attend the Career Technical Center or other school events.
70



Limestone County Schools will comply with all AHSAA rules and regulations. A
student admitted from outside current Limestone County School zones must sit out a
year to obtain eligibility. Exception is that a student enrolls on or before the first day of
school of his/her seventh grade year.



Each additional sibling will be subject to a provisional period upon reaching school age.



Open enrollment period begins in April and continues until the week before school is
out.



Students enrolled from areas outside of current Limestone County School zones will be
provisional for one school year.



Determination of permanent status will consider (but not limited to) the following
factors:
1. Reliable transportation
2. Positive student behavior/attendance
3. Student is achieving at grade level.



After the first year, the principal and committee will determine enrollment status. If
enrollment is denied, the parent(s) may appeal to a committee determined by the
Superintendent.



If children in the same family will attend more than one school, permission must be
granted to each student by the respective principal. It is the parent or guardian’s
responsibility to gain permission for each child.
o Failure to disclose pertinent information about a student or providing inaccurate
information regarding a student is grounds for the school to withdraw the student.
No funds will be refunded in these cases.
o Students who enroll through District Choice are eligible to attend the Career
Technical Center, but program availability is not guaranteed. Acceptance to career
technical programs is limited to those with available staff and space for students.

The application package will be available online.
An application fee of $25 will be required of all families applying to attend Limestone
County Schools through District Choice.
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Parents must provide appropriate documentation to Limestone County Schools for
consideration of their child to attend through District Choice. This includes birth
certificate, blue immunization form, their last report card, any relevant educational
documents such as IEP’s, 504 plans, GEP (gifted), etc.
School-age siblings must be listed on the form.
Principals will not commit to families applying through District Choice. The committee
will make a decision. The committee will consist of the principal, counselor, a regular
education teacher, and a special education teacher.
Interest in students attending the career tech school should be indicated on the form.
Students who enroll in Limestone County Schools through District Choice may apply to the
Limestone County Virtual School, but the student must meet the same entrance
requirements as all other students. Entrance into the Success Academy is limited to
students who reside in Limestone County Schools.

Source: Human Resources
Last Revised:
References:
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(Insert date here)
Dear Parent or Guardian:
It is our pleasure to inform you that your family’s application has been accepted to attend (school
name), part of the Limestone County School System, through District Choice.
We are excited for you and your family to join our school system and look forward to working
with you in the coming year.
The next step should be taken before July 1, 2017:
Invoice (attached) taken to the Limestone County Board of Education (300 South Jefferson
Street, Athens, AL 35611) to pay the District Choice fee ($501). This can be paid through
money order or cashier’s check to Limestone County Schools. Debit and credit card payments
are also accepted, although 2.5% additional processing fee is added for credit card payments.
After this is paid, you will need to complete our school’s forms, as well as pay school fees (i.e.,
technology fee, parking, locker, etc.). This should be done by (insert date here).
If you have any questions, please feel free to call us at (school phone number).
Sincerely,

(Principal name), Principal
(School Name)
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Procedures: Student Dress Code
The Limestone County Board of Education believes good grooming and personal
appearance are essential elements in the educational process. Students are expected
to dress in a manner that ensures their health and safety. Grooming and dress must
not distract from or interfere with the educational process.
Appropriate dress and appearance of the student is the responsibility of the
parent/or guardian and the student.
General Guidelines
Jewelry and Body Piercing
 Except for piercing of the ears and wearing of earrings, wearing of other body piercing items on
any part of the body is not allowed.


Students will not wear or have in their possession any jewelry, ornaments, or accessories that
distract from the educational process or that might be used as a weapon. Includes but is not
limited to: wallet chains, oversized chains and/or clothing chains.

Pants, Shorts, Dresses and Skirts
 Appropriate dress for students must be worn that does not reveal the body in an inappropriate
manner, e.g. clothing must not be too tight, bare at the midriff or sides.


Shorts, skirts, and dresses too short in length are not allowed. A general guide to length is that
the item should fall below the tips of the fingers when arms are fully extended to the side;
however, due to physical differences in some students, this guide may mean some items are still
too short. This includes athletic-cut shorts.



Pants or shorts worn below the waistline or those that display what is or appears to be an
undergarment are not allowed. No pajamas.



Pants should not be oversized, too tight, sagging, or revealing. Pants legs must be worn at the
same length.



Undergarments or undergarment areas are not to be exposed at any time.

Shirts, Blouses, and Tops
 Shirts or tops must cover the stomach, back area and chest area completely at all times.
 A student’s attire must cover all undergarments or undergarment areas.
 Strapless, off the shoulder tops, spaghetti straps, tops with strap areas less than three inches
wide, sheer or see-through clothing are not allowed.
 Tops with large arm holes or cutout sleeves are not allowed.
 Clothing must not include pictures, writings, symbols, etc., promoting, acknowledging, or
suggesting drugs, tobacco products, alcohol, sexual activities, gangs, groups, individuals, or
activities that would be considered potentially dangerous, disruptive, or hazardous to the student,
to other students, or to the school environment.
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Footwear
Shoes or sandals will be worn at all times. No hard cleated shoes, house slippers, or foot apparel
determined to be dangerous or a safety hazard may be worn.

Head Coverings and Sunglasses
 Except for religious purposes, hats and head coverings may not be worn in school buildings.
Includes but is not limited to: caps or hats, bandanas, headbands/sweatbands, combs or picks in
the hair that can be construed as weapons.


The wearing of nonprescription sunglasses is not allowed.

Additional
 All belts must be fastened. Suspenders must be worn over the shoulder and fastened.


No compression type apparel may be worn as outer garments.



Holes in all clothing items must fall below the tips of the fingers when arms are fully extended
to the sides.



Students, who for religious reasons, do not choose to dress in prescribed physical education
attire shall be given the opportunity to choose alternate attire in keeping with religious beliefs
and the goals and objectives of said class.



Personal appearance or attire that interferes with or distracts from the instructional program or
that creates a health hazard is not allowed.



The Principal may allow exceptions in dress for a specific activity, e.g., athletic events, drama
productions, celebrations, etc., but exceptions are only for those activities.



Elementary principals are urged to use discretion according to student age and size.

Appropriate dress and appearance of the student is the responsibility of the parent/or guardian
and the student.

The Principal or designee will have final authority as to neatness and
cleanliness of wearing apparel, and whether or not such apparel is disruptive,
distracting, or in violation of health and safety rules.

Source: Curriculum
Last Revised: August 2015
References:
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Procedures: Drug Testing Policy for Students
The Limestone County Board of Education (the Board) recognizes extracurricular students
as assets to our sports and academic education process. Extracurricular students are major
players in reaching the Board’s goal to provide education to students. This policy
statement sets forth the Board’s position on testing extracurricular students for drugs. The
Board reserves the right to depart from this policy when it deems it appropriate except
where prohibited by law. The guidelines contained in this document may be changed by
the Board at any time. Students, however, will be informed of any changes.
The purpose of this policy is to create and maintain a safe, drug free environment for
student athletes to reduce the likelihood of injury to students, to minimize the likelihood
that school property will be used for improper activities and to protect the reputation of the
school system.
The Board requires that all students that participate in all extracurricular activities (defined
as “male or female students in grades 7-12 who participate in any Board sponsored sport,
band, club, and cheerleading squad”) report to all practices and competitive events without
prohibited substances in their system. Prohibited substances are defined as amphetamines,
barbiturates, cocaine, marijuana, opiates, THC, alcohol and anabolic steroids. No student
athlete shall use these prohibited substances while participating in any extracurricular
practices or competitive events. Student must inform their coach or assistant coach when
they are legitimately taking medication which may affect their ability to practice or
compete in order to avoid creating safety problems and to remain in compliance with this
policy.
ENFORCEMENT PROCEDURES

All students will be required to submit to an initial consent form. Once the student is
randomly selected, a sample will be collected and split. If the first test is positive for a
prohibited substance, the second half of the first sample collected will be tested. If the
second half of this split sample is positive, the student will be ineligible from participation
in extra curricular activities for one calendar year from the time of the positive test. If the
second half of the split sample is negative, another sample will be collected for testing. If
that test is positive, the student will ineligible from participation in extracurricular activities
for one calendar year from the time of the positive test. If the second test is negative, the
student will be allowed to participate. Student athletes who refuse to take the test will be
declared ineligible from participation in extra curricular activities for one calendar year
from the time of the called test. The Board shall bear the cost of all fees in regard to testing
of student athletes.
In the event any random test is positive, the testing laboratory shall notify the designee of
the result. The designee shall then inform the students and his or her custodial parents to
explain the results of the test. A meeting should be held for that purpose within 24 hours of
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notification. If the random test is positive, the student will be barred from participation in
student athletics for one calendar year from the time of the positive test.
Students who participate in more than one sport will be required to comply at one testing
procedure at the beginning of the school year regardless of the number of sports. However,
each such student will be subject to random testing at any time during the year.
The results of testing will not be made known to any school official other than those with a
need to know. The principal and coach and/or sponsor will be notified in cases where the
student is no longer eligible to participate in extracurricular activities.
CONSENT FORM
Each student athlete will be required to sign a consent form before participation in
extracurricular activities for any school year. At the time that the consent form is provided,
over the counter drugs and prescription drugs used by the student are to be listed on the
consent form. By this form, the student shall consent to sampling, testing and analysis of
urine for the initial testing round and at any time the student is randomly selected for drug
testing during the school year. Failure of the student and the custodial parent or guardian to
sign the consent form makes the student athlete ineligible for participation
REHABILITATION
In the event that a student tests positive and/or is declared ineligible, rehabilitation
information will be encouraged to him or her through local school guidance counselors.
All costs for any program will be the responsibility of the student’s family.
TESTING ADMINISTRATION
All tests will be administered on site by a board approved company. Testing will be a 10
panel urine test. The DER for all testing will be the District Athletic Director. The local
Athletic Director will work under the direction of the Central Office.

Source: Athletic Director
Last Revised: August 2015
References
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300 South Jefferson Street, Athens, AL 35611
Phone 256-232-5353 Fax 256-233-6461
www.lcsk12.org

BOARD MEMBERS
Ronald R. Christ, Jr.
Earl Glaze
Anthony Hilliard
Bret McGill
Charles Shoulders, Jr.
Edward Winter
Bradley Young
SUPERINTENDENT OF EDUCATION

Thomas M. Sisk

_________________________________________________________________________________________________

Limestone County Board of Education
Drug Testing Consent/Release Form
I have read and understand the Limestone County Board of Education policy regarding drug testing of students. I consent to
allow urine samples to be taken for random testing of prohibited substances. I specifically authorize Medical East to
release all test results to the Limestone County Board of Education and their designee as well as its Medical Review on
Staff and my parents or legal guardian(s). I also authorize the Board to release any information about my drug screen,
including the results if I decide to engage in related legal Proceedings. I also understand that my participation in student
extra-curricular activities will depend upon the results of my drug screen and if I refuse to submit to testing, I will not have
the privilege to be allowed to participate in student extra-curricular activities. I do understand that all drug testing will take
place on the high school campus at the direction of the Medical East staff, local school Athletic Director, and the Limestone
County Schools Director of Athletics. I hereby will abide by the policy set by the Limestone County Board of Education
for duration of time that I am a student of Limestone County Schools.

STUDENT INFORMATION:
Student Name: __________________ Student Date of Birth: ______________
School Name: __________________________
School Activity(s):___________________________________________________
_________________________________________________________________

____________________________
Printed Name of Student

________________________
Signature of Student

PARENT/GUARDIAN INFORMATION:
____________________________
Printed Name of Parent/Guardian

________________________
Signature of Parent/Guardian

Focused on Quality . . . Committed to Excellence
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Procedures: Enrollment of New Students
1. All schools will use the Alabama Application for Student Enrollment.
2. A Social Security Number (SSN) is NOT required for enrollment and disclosure is
voluntary. If a SSN is not provided, the student will be assign a Unique Student
Identifier that will be used for all student information transfers and tracking of
information. The SSN should not be a required field on any other school document,
such as those utilized in conjunction with extracurricular activities, athletics, or other school
purposes unless the SSN is otherwise required by law for participation in the activity or
program. The presumption should always be the SSNs are NOT required.
3. A birth certificate is NOT required for enrollment. You may request a birth
certificate for age verification, but other forms of documentation such as religious,
hospital, or physician’s documents showing date of birth; a baptismal certificate; an
entry in a family Bible; an adoption record; an affidavit from a parent; or previously
verified school records, etc., should carry equal value. Further, no school system may
deny a child enrollment if he/she possesses a document indicating a foreign place of
birth.
4. An Alabama driver’s license is not used for proof of residency. You may
request a driver’s license, but must accept other forms of documentation such as a
utility bill or residential lease.
5. Advise parent/guardian of other needed documentation:





State of Alabama Certificate of Immunization
Withdrawal form from previous school
Tuition payment verification (if applicable)
Proof of custody (if applicable)

6. Make necessary copies for permanent record.
7. Give parent/guardian an enrollment packet.
8. Ensure all enrollment documents are completed and distributed as needed.
9. Search for student in district/state enrollment of iNOW and “enroll” student and
update information. If student is moving from another state, all student information
must be added in iNOW.
10. Give student a class schedule (if applicable).
11. Show student around school (if applicable)
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12. Request records from previous school.
13. Inform other school personnel upon student starting to school: lunchroom manager, child
nutrition at central office, librarian, technology facilitator, school administrators, and teachers.
14. Enter student transcript information into iNOW.
15. Notify teachers of any grades received from previous school.

Source: Curriculum
Last Revised: January 2016
References: Ala. Admin. Code 290-3-1.02 (2) (b) (2); ALSDE Memorandum January 2015;
LCBoE Policy 6.1.2; LCS Student Handbook
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Procedures: Grade Placement of New Students
Accredited Schools:
Any school/school setting accredited by an accrediting agency recognized by the State
Board of Education shall be considered an accredited school for the purpose of transfer of
class/grade credit.
Any student transferring to an Alabama public school from a private or public school that is
recognized as being accredited by an accrediting agency recognized by the State Board of
Education shall have all credits and current class/grade placement accepted without
validation upon the receipt of an official transcript(s).
Non-accredited Schools:
Any school/school setting not accredited by an accrediting agency recognized by the State
Board of Education shall be considered a non-accredited school for the purpose of transfer
of class/grade credit.
Core Courses:
English, mathematics, science, and social studies
TRANSFER OF ACADEMIC UNITS FOR GRADES 2 – 8
The parent must provide official transcripts and available standardized test scores. If after a
review of the official transcripts and available standardized test scores, the grade level
placement cannot be determined by the local school, the student shall complete the
Scantron Performance Series mathematics and reading assessments at the local school. The
Curriculum Department can assist as needed in interpreting scores and determining the
most appropriate placement.
TRANSFER OF ACADEMIC CREDIT FOR GRADES 9 - 12
Last two full semesters (a complete school year) of attendance in the Limestone County
School System are required for graduation for students transferring from a non-accredited
home school/private school setting. Upon written request, the two full semesters of
attendance requirement can be waived, if recommended by the superintendent and
approved by the Limestone County Board of Education.
Student transferring from a private or public school that is not accredited shall follow the
Alabama Administrative Code (AAC) procedures for credit transfers of students from nonaccredited schools:
1. Credit for elective courses shall be transferred without validation.
2. Non-contested credit for core courses shall be transferred as follows:
A. Using all official records and nationally standardized tests, the principal or
his/her designee shall determine placement and notify the student and the
parent(s)/guardian(s).
B. If the parent(s)/guardian(s) agrees with the placement decision, the student shall
be placed.
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C. Following placement, for any initial core course successfully completed,
transfer of previous credit earned at a non-accredited school(s) in that subject
shall be accepted without further validation.
3. Contested credit for core course shall be transferred as follows:
A. If the parent(s)/guardian(s) disagree with the placement decision, the principal
or his/her designee shall supervise the administration of the school’s most recent
semester test for each prerequisite core course in which the parent/guardian is
requesting enrollment. For each test the student passes as determined by the
school grading scale, the student shall be placed in the next level core course
and credit shall be transferred for prerequisite courses.
B. For any tests failed, placement shall be made as originally recommended by
school officials and no credit shall be transferred for the prerequisite course(s) in
that subject.
In the event of controversial records/transcripts or the absence of records, the student shall
take placement tests consisting of the school’s previous semester tests for core courses.
All transfer students must meet local board of education graduation requirements.

Source: Curriculum
Revised Date: March 2017
Reference: LCBoE Policy 6.1.2(f); Ala. Code 16-28-1; Ala. Admin. Code 290-3-1-.02
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Procedures: Student Fees
A fee that is to be charged for any non-required secondary course must be
approved by the Board before the beginning of each school year and included
in the Course Offerings Booklet and Student Handbook. No student will be
denied enrollment in any non-required secondary course because of socioeconomic level.

Source: Curriculum
Last Revised: July 2017
References:
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Procedures: FERPA
Annual Notification of Rights –
The Family Educational Rights and Privacy Act
The Family Educational Rights and Privacy Act (FERPA) affords parents and students over 18 years of age("eligible
students") certain rights with respect to the student's education records. These rights are:

1) The right to inspect and review the student's education records within 45 days of the day the School receives a
request for access. Parents or eligible students should submit to the School principal [or appropriate school
official] a written request that identifies the record(s) they wish to inspect. The School official will make
arrangements for access and notify the parent or eligible student of the time and place where the records may
be inspected.
2) The right to request the amendment of the student's education records that the parent or eligible student
believes are inaccurate or misleading. Parents or eligible students may ask the School to amend a record that
they believe is inaccurate or misleading. They should write the School principal [or appropriate official],
clearly identify the part of the record they want changed, and specify why it is inaccurate or misleading. If the
School decides not to amend the record as requested by the parent or eligible student, the School will notify
the parent or eligible student of the decision and advise them of their right to a hearing regarding the request
for amendment. Additional information regarding the hearing procedures will be provided to the parent or
eligible student when notified of the right to a hearing.
3) The right to consent to disclosures of personally identifiable information contained in the student's education
records, except to the extent that FERPA authorizes disclosure without consent. One exception, which permits
disclosure without consent, is disclosure to school officials with legitimate educational interests. A school
official is a person employed by the School as an administrator, supervisor, instructor, or support staff
member (including health or medical staff and law enforcement unit personnel); a person serving on the
School Board; a person or company with whom the School has contracted to perform a special task (such as
an attorney, auditor, medical consultant, or therapist); or a parent or student serving on an official committee,
such as a disciplinary or grievance committee, or assisting another school official in performing his or her
tasks. A school official has a legitimate educational interest if the official needs to review an education record
in order to fulfill his or her professional responsibility. Upon request, the School discloses education records
without consent to officials of another school district in which a student seeks or intends to enroll.
[NOTE: FERPA requires a school district to make a reasonable attempt to notify the parent or eligible student
of the records request unless it states in its annual notification that it intends to forward records on request.]
4 ) The right to file a complaint with the U.S. Department of Education concerning alleged failures by the School
to comply with the requirements of FERPA. The name and address of the Office that administers FERPA are:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202-4605

84

Family Educational Rights and Privacy Act (FERPA)
Model Notice for Directory Information
The Family Educational Rights and Privacy Act (FERPA), a Federal law, requires that Limestone County
Schools, with certain exceptions, obtain your written consent prior to the disclosure of personally
identifiable information from your child’s education records. However, Limestone County Schools may
disclose appropriately designated “directory information” without written consent, unless you have advised
the District to the contrary in accordance with District procedures. The primary purpose of directory
information is to allow the Limestone County Schools to include this type of information from your child’s
education records in certain school publications. Examples include:
 A playbill, showing your student’s role in a drama production;
 The annual yearbook;
 Honor roll or other recognition lists;
 Graduation programs; and
 Sports activity sheets, such as for wrestling, showing weight and height of team members.
Directory information, which is information that is generally not considered harmful or an invasion of
privacy if released, can also be disclosed to outside organizations without a parent’s prior written consent.
Outside organizations include, but are not limited to, companies that manufacture class rings or publish
yearbooks. In addition, two federal laws require local educational agencies (LEAs) receiving assistance
under the Elementary and Secondary Education Act of 1965 (ESEA) to provide military recruiters, upon
request, with the following information – names, addresses and telephone listings – unless parents have
advised the LEA that they do not want their student’s information disclosed without their prior written
consent. 1
If you do not want Limestone County Schools to disclose directory information from your child’s education
records without your prior written consent, you must notify the District in writing by the first 15 days of
school by email ferpa@lcsk12.org or the address below. Include the student’s name, date of birth, grade
level and school name in all correspondence.
Human Resources and Procedures Attn: FERPA
300 S Jefferson Street Athens, AL 35611
___________________
1 These laws are: Section 9528 of the Elementary and Secondary Education Act (20 U.S.C. §
7908) and 10 U.S.C. § 503(c).

Limestone County Schools has designated the following information as directory information:
 Student’s name
 Address
 Telephone listing
 Electronic mail address
 Photograph
 Date and place of birth
 Major field of study
 Dates of attendance
 Grade level
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Classroom paper and electronic publications
School paper and electronic publications
District paper and electronic publications
Classroom, school and district websites
Yearbook
Newspaper Publications
News Station Reports
Participation in officially recognized activities and sports
Weight and height of members of athletic teams
Degrees, honors, and awards received
The most recent educational agency or institution attended
Student ID number, user ID, or other unique personal identifier used to communicate in electronic systems
that cannot be used to access education records without a PIN, password, etc. (A student’s SSN, in whole or
in part, cannot be used for this purpose.)
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Survey Notification - The Family Educational Rights and Privacy Act
Notification: Parents must be notified at least annually at the beginning of the school year of their rights under
FERPA, including:
 The right to consent to the administration of surveys funded in whole or in part by ED that contain
questions from one or more of 8 protected areas.
 The right to opt out of the administration of any survey, regardless of the survey’s funding, that contains
questions from one or more of 8 protected areas.

Eight Protected Areas include:
1) political affiliations or beliefs of the student or the student’s parent;
2) mental and psychological problems of the student or the student’s family;
3) sex behavior or attitudes;
4) illegal, anti-social, self-incriminating, or demeaning behavior;
5) critical appraisals of other individuals with whom respondents have close family relationships;
6) legally recognized privileged or analogous relationships, such as those of lawyers, physicians, and
ministers;
7) religious practices, affiliations, or beliefs of the student or student’s parent; or
8) income (other than that required by law to determine eligibility for participation in a program or for
receiving financial assistance under such program).

The notification must also advise parents of:
 The right to opt their children out of activities involving the collection, disclosure, or use of personal
information collected from students for the purpose of marketing or for selling that information, or
otherwise providing that information to others for that purpose.
 Any non-emergency, invasive physical examination or screening that is: 1) required as a condition of
attendance; 2) administered by the school and scheduled by the school in advance; and 3) not necessary to
protect the immediate health and safety of the student, or of other students.
 Specific or approximate dates scheduled for these types of activities.
 The right to inspect surveys and instructional materials.

Source: Technology
Last Revised: February 2017
References: Section 9528 of the Elementary and Secondary Education Act (20 U.S.C. § 7908); 10 U.S.C. § 503(c);
LCS Student Handbook;
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Procedures: Determining When Your Child
Should NOT Be At School
Many parents are concerned about when to keep children who have been ill home from
school. These are a few of the most common reasons children should stay home or may
be sent home from school.
1. FEVER: Your child should stay home if he/she has a fever of 100 degrees (orally) or
higher and should remain home for 24 hours after the fever has gone without medication.
2. VOMITING AND/OR DIARRHEA: Your child should stay home if he/she has
vomited or has had diarrhea (more than two or three loose stools) just prior to the start of
the school day and remain at home for 24 hours after the vomiting/diarrhea have
subsided. If one or two loose stools are present along with vomiting or fever your child
should remain at home.
3. PINKEYE: Conjunctivitis can be very contagious. If the white of your child’s eye is
red and has a thick yellow or greenish colored drainage, you should keep your child at
home until treated.
 Drainage due to allergies is usually clear and involves both eyes
simultaneously.
 Pinkeye can involve only one eye at a time.
 Children with pinkeye are usually light sensitive, and complain of itching,
burning in the eye(s), swollen eyelids, and dried discharge on eyelids upon
awakening.
4. HEAD LICE: Children with live bugs will not be allowed in school until their hair has
been treated and all steps have been taken to prevent re-infestation. The student will be
excused one day per semester for live bugs.
5. RINGWORM: Ringworm is a fungal infection of the skin, hair, and nails. Ringworms
must be covered with a clean dressing while the child is at school. Ringworm of the head
(hair) will need to be evaluated by a physician.
6. RASHES: Any child that has an undiagnosed rash should not attend school.
7. COUGHING/SNEEZING/NASAL DRAINAGE: Your child should not come to
school with excessive coughing, sneezing, and nasal drainage. If your child has been kept
awake at night with these interruptions, please allow the child to recover at home.
8. STREP THROAT: If your child has been diagnosed as having strep throat (this
requires a special test by a health care provider), your child should stay home for 24
hours after antibiotic therapy has been started by a physician.
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9. UNVACCINATED CHILDREN: During an epidemic or a threatened epidemic of
any disease preventable by an immunization required by the Department of Public
Health, children who have not been immunized may be excluded from the school until
(1) they are immunized against the disease, unless they present valid evidence of prior
disease, or (2) the epidemic or threat no longer constitutes a significant public health
danger.
Please keep emergency phone numbers in the school office current.
Remember: A doctor’s note and the completion of the appropriate forms must
accompany any medications that are to be given during the school day. (See the
medication policy regarding the temporary administration of medications).

Source: Student Health Services
Last Revised: February 2017
References: Student Handbook
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Procedures: No Head Lice
Head lice are most commonly found in children 3-12 years of age. Head lice do not pose
a health hazard, transmit disease, nor serve as a sign of poor hygiene, child abuse or
neglect. Nits are not equivalent to head lice, since nits cannot be transmitted from person
to person, and therefore should not result in school exclusion. Head lice, on the other
hand, are transmitted as a result of direct head-to-head contact. Transmission of head lice
in the classroom is uncommon and lice are rarely present in more than 5% of students.
These procedures are endorsed by national organizations such as American Academy of
Pediatrics, American Public Health Association and the National Association of School
Nurses. Similar procedures have been adopted successfully by school systems
throughout the country.
Details on New Procedures for the Limestone County Schools
 Students who are identified with live lice: School staff will make all attempts to
notify parent to pick child up from school to treat and return to school as quickly as
possible.
 Students will be re-examined by the school employee upon returning to school.
Students with head lice will not be allowed to re-enter until they are lice free.
 Students that have been cleared of lice will be re-examined in 14 calendar
days by the school nurse.
 Students found to have head lice on re-examination will once again be
excluded until they are lice free.
 No school-wide surveillance will be conducted for nits.
 Student with nits and no evidence of live head lice will not be excluded from school.
 Students will be allotted one excused absence due to head lice (excluding the
identification day) per term.
Parents have the ultimate responsibility for their children. This includes:
 Assisting in the prevention and management of head lice cases through regular checks
of their children’s hair and
 Starting immediate treatment when head lice are detected.

Source: Student Health Services
Last Revised: February 2017
References:
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Dear Parents and Guardians:
I want to inform you that the school nurse conducted a head lice check on students. A
couple of cases were found and these parents have been notified
and students will be receiving treatment before they will be able to return to school.
As you may know, head lice has become more of a problem over the last few years. The
number of children infested with head lice is increasing all across the country. Control of
head lice on our campus depends on prompt diagnosis and effective treatment.
Your help in inspecting your child weekly throughout the school year for the presence of
head lice would be greatly appreciated.
We suggest the following procedure for inspecting your child for head lice:
1. Under bright light begin looking at the back of the head just above the neck area.
2. Part the hair section by section and look closely for head lice or nits (eggs). Eggs will
usually be located near the scalp.
3. Depending on the length and thickness of the hair, it should take between 5 and 15
minutes to properly inspect a child's head. If you suspect your child is infested with
head lice please notify the school. In addition, the entire family (yes, adults too)
should be inspected for head lice as well.
For information on how to treat your child's head lice infestation consult your family
physician, a local pharmacist, or feel free to contact the school nurse for
recommendations. Information on controlling head lice can be found on the National
School Integrated Pest Management web Site at
http://schoolipm.ifas.ufl.edu or from the National Pediculosis Association at
www.headlice.org.
Thank you for your attention and support in helping with this preventative health-related
issue.
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Procedures for Parents Right to Know Provision
The "Parents Right to Know", Title I, Part A, Section 111l(h) (6) requires the
Limestone County School System to notify parents of each student attending a Title
I- participating school that they may request information regarding the professional
qualifications of their child's teacher.
The district Federal Programs Office will supply letters and forms that are to be
distributed to each child within the first 30 days of school. Additional letters need to
be made available at the local school for new students as they enroll or for parents
who request additional forms. The letter instructs parents to send the request forms to
the Personnel Department at the Central Office. The form will be completed and
returned to the parents within 10 working days of the request. If request forms are
sent to the local school, personnel at the school will send the form to Federal
Programs Department. The Central Office will complete and return to the parent
within 10 working days or the form may be forwarded by the school to the Central
Office.
The following schools fall under this requirement:


Blue Springs Elementary School



Cedar Hill Elementary School



Clements High School



Elkmont Elementary School



Elkmont High School



Johnson Elementary School



Piney Chapel Elementary School



Sugar Creek Elementary School



Tanner Elementary School



Tanner High School



West Limestone High School

Source: Federal Programs
Last Revised: February 2017
References: Title I, Part A, Section 111l (h) (6)
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Procedures: Physical Restraint and Seclusion of Students
Purpose:
Physical restraint of a student may sometimes be necessary in order to protect the student
or other individuals. The purpose of this policy is to ensure that physical restraint is
administered appropriately.
Limestone County Schools places an emphasis under this procedure on the prevention
and de-escalation of inappropriate behavior, which reduces the risk of injury to students
and program staff, as well as facilitates the care, safety and welfare of our students.
Definitions:
1. Physical restraint is direct physical contact from an adult that prevents or
significantly restricts a student's movement. The term physical restraint does not
include mechanical restraint or chemical restraint. Additionally, physical restraint
does not include: providing limited physical contact and /or redirection to a
student in order to promote safety or to prevent self-injurious behavior, protecting
another student; providing physical guidance or prompting to a student when
teaching a skill; redirecting attention; providing guidance to a location; providing
comfort; or providing limited physical contact as reasonably needed to prevent
imminent destruction to school or another person's property.
2. Chemical restraint is any medication that is used to control violent physical
behavior or to restrict the student's freedom of movement that is not a prescribed
treatment for a medical or psychiatric condition of the student.
3. Mechanical restraint is the use of any device or material attached to or adjacent
to a student's body that is intended to restrict the normal freedom of movement
and which cannot be easily removed by the student. The term does not include
an adaptive or protective device recommended by a physical therapist. The term
also does not include seatbelts and other safety equipment when used to secure
students during transportation.
4. Seclusion is a procedure that isolates and confines the student in a separate,
locked area until he or she is no longer an immediate danger to himself/herself or
others. Seclusion occurs in a specifically constructed or designated room or space
that is physically isolated from common areas and from which the student is
physically prevented from leaving. Seclusion does not include situations in
which a staff member trained in the use of de-escalation techniques or restraint is
physically present in the same unlocked room as the student; time-out as defined
herein; in-school suspension; detention; or a student requested break in a
different location in the room or in a separate room.
5. Time-out is a behavioral intervention in which the student is temporarily removed
from the learning activity. Seclusion is a procedure that isolates and confines a
student in a separate area until he or she is no longer an immediate danger to
himself/herself or others. Time-out is a behavioral intervention in which the
student is temporarily removed from the learning activity. Time -out is not
seclusion.
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ALLOWANCES
1. Aversive is a form of behavior management to reduce inappropriate student
conduct, with the intent to rapidly stop that particular instance of behavior and
reduce the likelihood of future occurrences. An aversive is not punishment but is
a therapeutic technique employed to enable students to benefit from their
educational program.
2. The use of aversive is authorized in situations in which the student is engaging
in unruly conduct, is posing an immediate danger to himself/herself or others, or
when the student is not responsive to less intensive behavioral interventions,
including but not limited to verbal instruction or directives or when the student
does not appear to be responding to other de-escalation techniques.
PROHIBITIONS
1. The use of aversive should cease when the student is no longer an immediate

danger to himself/herself or others or when the student comes into compliance
with accepted behaviors.
2. The use of mechanical restraint is prohibited in the school system and its
educational programs.
3. The use of seclusion is prohibited in the school system and its educational
programs.
REQUIREMENTS
1. Each local school's principal or his/her designee and each educational program
that utilizes physical restraint under this policy will provide staff with guidelines
and procedural information regarding physical restraint and will arrange for the
appropriate training of those designated staff members that may be called upon
to physically restrain a student. This training of designated staff members shall
be provided as a part of a program which addresses prevention and de-escalation
techniques as well as positive behavioral intervention strategies. The training of
designated staff members will be based on evidence-based techniques and
strategies when possible.
2. Each local school's principal or his/her designee and each educational program
that utilizes physical restraint will maintain written or electronic documentation
on training provided at the local school regarding physical restrain and the list of
participants in each training session. Records of such training will be made
available to the Alabama Department of Education or any member of the public
upon request.
3. Each local school's principal or his/her designee and each educational program
that utilizes physical restraint is responsible for generation and maintaining
incident and debriefing reports of the use of restraint at the local school and for
gathering/reporting data to the school system's Board of Education and to the
Alabama Department of Education annually. The use of physical restraint will
be monitored by each local school's principal or his/her designee or program's
coordinator on an on-going basis to ensure fidelity of implementation. Follow94

4.

5.

6.

7.

up training will be provided following situation in which procedures are not
being followed.
Each local school's principal or his/her designee and each educational program
that utilizes physical restraint shall ensure that following an incident of restraint
or seclusion of a student, all school personnel involved in the incident and
appropriate administrative staff participate in a debriefing session for the
purpose of planning to prevent or reduce the reoccurrence of the use of restraint.
A student's parent or legal guardian will be provided notification of the
debriefing session and afforded the opportunity to attend or the request that the
debriefing session be rescheduled. The debriefing session shall occur no later
than five school days following the imposition of physical restraint or seclusion,
unless the debriefing session is delayed, at the request of a student's parent or
legal guardian, so that the parent or legal guardian may attend.
Each local school's principal or his/her designee and each educational program
that utilizes physical restraint will provide written notification to a student's
parent or legal guardian when physical restraint preferably not to exceed one
school day from the use of restraint.
Each local school's principal or his/her designee and each educational program
will provide written notification to a student's parent or legal guardian when
their child is removed from his/her school or program setting by emergency,
medical, or law enforcement personnel within a reasonable time following the
removal preferably not to exceed one school day from the removal.
Each student's parent or legal guardian will be provided information regarding
the school or program's policies governing the use of physical restraint. This
information will be provided to parents at the beginning of each school year or
upon the student's enrollment if the student enrolls after school has started. To
fulfill this requirement, the Code of Student Conduct will contain the following
excerpt of the Physical Restraint and Seclusion Policy:
As a part of the policies and procedures of the Limestone County Schools,
the use of physical restraint is prohibited in the system and its educational
programs except in those situations in which the student is an immediate
danger to himself/herself or others and the student is not responsive to less
intensive behavioral interventions including verbal directives or other deescalation techniques. Physical restraint is expressly prohibited when used as
a form of discipline or punishment. The use of other physical restraint,
chemical restraint, mechanical restraint, or seclusion is prohibited in the
school system and its educational programs.
The use of restraint may occur along with other emergency actions such as
the school seeking assistance from law enforcement, School Resource
Officer and/or emergency medical personnel which could result in a
removal of the student by such personnel.
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CLARIFICATIONS
1. Nothing in this policy shall be construed to interfere with the school

2.

3.

4.

5.

6.

7.

system's or school personnel’s authority to utilize instructional, disciplinary
or other classroom management techniques or approaches not specifically
addressed in this Board of Education Policy Manual, to maintain a safe and
orderly environment conducive to successful instruction and learning.
Nothing in this policy modifies the rights of school personnel to use
reasonable force as permitted under the Code of Alabama, 1975, 16-1-14 or
modifies the rules and procedures governing discipline under the Code of
Alabama, 1975, 16-28-12.
Nothing in this policy shall be construed to prohibit the school system's or
school personnel's right to take reasonable action to diffuse or break up a
student fight or altercation.
Nothing in this policy shall be construed to prohibit the school system's or school ·
personnel from taking reasonable action to obtain possession of a weapon or other
dangerous objects on a student or within the control of a student.
Nothing in this policy shall be construed to eliminate or restrict the ability of
school personnel to use his or her discretion in the use of physical restraint as
provided in this policy to protect students or others from imminent harm or
bodily injury.
Nothing in this policy shall be construed to create a criminal offense or a
private cause of action against any local board of educational or program or its
agents or employees.
Nothing in this policy shall be construed to interfere with the duties of law
enforcement or emergency medical personnel or to interfere with the rights
of the school system or school personnel from seeking assistance from law
enforcement and/or emergency medical personnel.

Source: Special Education
Last Revised: February 2016
References: Alabama Administrative Code 290-3-1(1) (f)

96

Parent Notification of Seclusion and Restraint
(Please notify parents within 24 hours)

Date:_____________
Dear __________________________
It is important that we notify you that ______________________ engaged in behavior that our
staff felt constituted an immediate danger to himself/herself or others. Our staff deemed it
necessary to use methods to restrain/seclude _____________________ in an effort to reduce the
immediate danger. An incident report is attached to this document in an effort to provide you
with more information. Our staff will be meeting to discuss the incident. Below are the date,
time, and location of the meeting that will be held to discuss the incident.

Meeting Date: _______________

Time:___________________

Location of Meeting: _________________________
The following people are invited to meet with us:
___ School Administrator
___ General Education Teacher/s
___ Special Education Teacher/s
___School Counselor
___ Student
___ Parent/s
___ SRO
___ Local Education Agency Representatives
___ Other Agency Representatives ________________________
Please return this form to ________________ by _______________ to confirm your attendance.
Sincerely,
____________________________________
Name and Title
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Incident Report of Seclusion and Restraint

Student Name: ___________________

Date of Incident __________

Student receives one of the following services:
___IEP
___504 ___LEP ___Tier III ___IHP ___N/A
Location of Incident: ______________________
Minutes spent in restraint/seclusion _______________
1. Antecedent Behavior: *Write summary of events preceding behavior including frequency
and duration.

2. De-escalation Efforts Implemented:

3. Description of Restraint/Time Out Used:

4. Observation of student’s behavior and physical status during the restraint/time out:

5. Injuries to the student and/or staff documented by the school nurse:

*Please forward a copy of this document to the system behavior counselor (Monica Garcia)
*Please place a copy of this document in student’s files at school, i.e. IEP, permanent record,
504, Tier III.
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I agree with the events reported in the Incident Report:
Name

Role

Date

______________________

_____________________

___________

______________________

_____________________

___________

______________________

_____________________

___________

______________________

_____________________

___________

______________________

_____________________

___________

I do not agree with the events in the Incident Report:
Name

Role

Date

______________________

_____________________

___________

______________________

_____________________

___________

______________________

_____________________

___________
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OT Services
Compliance Verification Form

School ___________________________

Date of Review ___________________

Student’s Name ______________________ Reviewer ___________________________
Grade___________

Date

Process
Transfer Students requiring OT have
been reported to Kim Evans and OT
provider.
Review IEP indicates OT services
supports IEP goals.
IEP meeting held if OT services do
not support IEP goals.
Other services in addition to OT
which support IEP goal are discussed
at IEP meeting to determine
Frequency and Duration.
IEP meeting for any IEP indicating
OT is required 4x monthly.

Yes

No

Comments
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Prior to Manifestation
Compliance Verification Form

School ___________________________

Date of Review ___________________

Student’s Name ______________________

Reviewer ___________________________

Grade___________

Date

Process
Documentation Parents are contacted
at 3 discipline incidents with pattern of
behavior.
IEP meeting to get permission for
FBA.
Completed FBA and discussed results
with parents at IEP meeting.
Reviewed data from Eligibility report
and discipline reports at IEP meeting
to determine if changes are needed for
IEP.
Started with school based counseling if
Behavior Goal was added.
Developed BIP and/or Behavior Goal
and added to IEP.

Yes

No

Comments
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Truancy for SPE Students
Compliance Verification Form

School ___________________________

Date of Review ___________________

Student’s Name ______________________

Reviewer ___________________________

Grade___________

Date

Process
SPE Teacher checks attendance report
per 4.5 weeks for each SPE student on
case management.
Documentation that Parents are
contacted at 3 unexcused absences.
Documentation of reasons parent gave
for absences.
IEP meeting held at 5 unexcused
absences to implement Poor
Attendance Plan Strategies.
Documentation from parent contact (3
unexcused) and IEP meeting (5
unexcused) provided to SRO at 5
unexcused absences.
SRO provides Daly Dunavant with all
documentation.

Yes

No

Comments
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Procedures: Specialized Transportation
Students with IEPs

Regular Bus
Suspension
Discipline Infractions:
Disruption/Safety
Concerns

•Not to exceed 10
days without an
IEP Meeting

@ 10 days of bus
suspension

•IEP meeting to
implement Bus
Report Card
and/or BIP

5 incidents of
Disruption/Safety
Concern using Bus
Report Card and BIP

• IEP Meeting
to discuss
Special
Needs Bus
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Procedures: Withdrawing of Student from School


Parent/guardian must come to the school to sign student withdrawal form indicating
where student will be attending. Place original document in student’s permanent
folder and provide parent with a copy.



Request the student’s health card from the school nurse. Make a copy of the card and
give parent the original.



Have student to collect all textbooks and turn in. The textbooks should be scanned
into Destiny ensuring none are missing. If textbooks are missing, tell parent the cost
of missing textbooks and make every effort to collect the money or the textbook.



Withdraw student from iNOW. Notify and ask teachers to update grades in iNOW as
soon as possible. Make copies of report card and progress report for permanent
folder.



Notify lunchroom manage, child nutrition office at CO, library media specialist, and
principal when student has withdrawn.



If the student is 17 or older and wants to drop out of school, the student’s
parent/guardian must provide written consent.



An Exit Interview is conducted where the student and the student’s parents/guardian
are advised that withdrawal from school shall likely reduce the student’s future
earning potential and increase the student’s likelihood of being unemployed in the
future.
 Is there a possible solution to change their minds? (i.e. schedule change, coop, Success Academy, etc.)
 Encourage student to complete the Adult Education Program/GED
 Provide student/parent/guardian information on programs/GED classes and a
copy of the exit interview.
 A copy of the Student Exit Interview Form and the State
Enrollment/Exclusion Form is mailed to the Department of Public
Safety/Driver Improvement in Montgomery, Alabama
 The exit interview is placed in the student’s permanent file after the counselor
clerk has withdrawn the student from the computer.

Source: Curriculum and Instruction
Last Revised: July 2017
Reference: 16-28-40 through 16-28-45, Code of Alabama, 1975; 16-28-3.1; LCBoE Policy 6.2.2
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INSTRUCTIONAL SERVICES
Procedures: Credit Advancement
Credit Advancement is an opportunity through which students in grades 9-12 who
exhibit proficiency beyond the level required for all students for an individual course
may obtain course credit based on proficiency or mastery of content. To prove course
mastery, the student takes an exam-only version of the Edgenuity course (pretest). If
the student makes an 80 or higher, he/she must take a second exam-only version
(posttest) of the Edgenuity course within one week of taking the first exam. Students
must receive an 80 or above on both exams to receive course credit by “testing out” of
the course.


The student must have criterion-referenced or norm-referenced test scores on
state/national assessments of achievement that support an above grade-level
proficiency of content in the subject/course being considered for Credit
Advancement.



The student must complete a Request for Credit Advancement form, signed by
the parent or guardian, the high school counselor, and the high school principal.



The student must be recommended by a current or former teacher of the
subject being considered for Credit Advancement.



Only courses in the core subject areas of English, mathematics, science, and
social studies will be considered for Credit Advancement.



The student will be allowed to take the subject area end-of-course assessments
for Credit Advancement only one time per course.



The final course grade will be the average of the pretest and posttest and will be
coded on the student transcript CA for Credit Advancement.



If a student (or parent/guardian) does not want to accept (rejects) the student’s
mastery score of 80 or above, the student may enroll in the traditional course.
If accepted, the score of 80 or above will be used in GPA calculation.



Credit Advancement courses are not weighted



Credit Advancement is not NCAA approved.



Credit Advancement opportunities are available to qualified students during the
summer school session each year.
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Credit Advancement exams are based on course standards from the Alabama
Courses of Study. Students may review using the local continuum of skills for
the appropriate course. These can be found on the district website under
Departments-Secondary Curriculum-Continua of Skills.

Source: Curriculum
Last Revised: July 2017
References:
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Credit Advancement Request Form
I, _______________________, would like to request the opportunity to
obtain credit for ____________________ through Credit Advancement. I
have obtained the recommendation of my former teachers of the course
listed above, and my high school counselor has documented my aboveaverage ability through a review of my performance on state and national
assessments of achievement. I realize that I must obtain a score of 80 or
above on two comprehensive exams for the course requested to be eligible
for Credit Advancement. After receiving my score on the comprehensive
exams, I have the option of accepting the average of the two grades or
pursuing the course through traditional means. Should I accept the final
average, it will be used in the calculation of my Grade Point Average. Credit
Advancement courses are not weighted and are not NCAA approved.

_____________________________________________________________
Student Signature/Date
_____________________________________________________________
Parent/Guardian Signature/Date
_____________________________________________________________
Counselor Signature/Date/Attached Documentation
_____________________________________________________________
Teacher Signature/Date/Attached Documentation
_____________________________________________________________
Principal Signature/Date
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Procedures: Credit Recovery
The Limestone County School System, in accordance with the guidelines of the
Alabama Department of Education, offers students in grades 9-12 an opportunity
to complete remediation to make up lost credits through a method called credit
recovery. Rather than repeat a failed course in its entirety, a student completes
an individualized standards-based program using instructional software that
concentrates on the student’s deficiencies. The program is available to students
during the regular school year at their local high schools. The program is
available during summer school if sufficient numbers warrant this action.
Limestone County students who wish to enroll in the program must meet the
following criteria:
Admission and Removal
1. Each student is required to complete the necessary application form. The local school
counselor will sign the application verifying that the student has signed up for the
correct course. The local school principal must also approve the application. In
addition, consent signatures from the student’s parents or guardian must appear on the
application.
2. To be eligible for the Credit Recovery program, students must have earned a baseline
score of 40 or above in the class in which they wish to enroll. Students with final
course averages below 40 must repeat the entire course.
3. Credit recovery classes will be scheduled in the same manner as other courses during
the regular school year. The same attendance requirements also apply.
4. Limestone County school administrators may dismiss a student from the program at
any time due to serious or repeated misbehavior, failure to follow attendance
requirements, or failure to make adequate progress towards remediation requirements.
If a student is withdrawn from the program for any reason, no credit will be awarded.
Program Authorization and Operation
1. Registration will be on a first come, first serve basis. Students may register for the
program at their local schools.
2. There is no charge for a credit recovery course taken during the regular school year.
A fee is charged for a credit recovery course taken during summer school.
3. Course offerings may be limited due to space, teachers, or appropriate computerbased content for specific courses.
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Instruction
1. Students will be instructed by certified and highly qualified online teachers through
the Alabama State Department of Education ACCESS Distance Learning Program.
Computer- based instruction through the Edgenuity software program includes video
instruction by highly qualified teachers.
2. Trained facilitators in online methodology and the technical aspects of web-based
instruction will be present in each computer lab to assist with any software or
technical needs.
3. Students in credit recovery courses will complete skill-specific diagnostic tests to
determine skill-specific goals.
Content and Curriculum
1. Credit recovery content is delivered through instructional technology and monitored
by highly qualified teachers.
2. Credit recovery curriculum is aligned with Alabama academic content standards
approved by the State Board of Education.
3. If there is any instructional time remaining once mastery has been achieved, any
remaining clock hours will be waived. Students will be recognized as course
completers and awarded credit even if the 140 clock hours of instruction have not
been necessary to obtain mastery.
Grades
1. The Limestone County Board of Education uses skills mastery for evaluating student
progress and awarding final grades in the credit recovery program. Mastery has been
determined to be 70 percent. Satisfactory completion of a course through credit
recovery will result in a maximum final grade of 70.
2. Both the original failing grade and the credit recovery grade of 70 will appear on the
student’s transcript.
3. When computing the student’s GPA, both the original failing grade and the credit
recovery grade of 70 will be included in the calculation.
Credits
1. Credit recovery courses will be included in calculating total credits during the year.
2. Students should be aware that the National Collegiate Athletic Association (NCAA)
does not recognize credit recovery for course credit.
Source: Curriculum
Last Revised: July 2017
References:
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Credit Recovery Request Form
I, ____________________, a student currently enrolled at ____________________, request
(Name)
(School)
consideration for Credit Recovery in ____________________. I have read the requirements for
(Course)
admission to the Credit Recovery program and understand my responsibilities if admitted. I am
aware that a maximum grade of 70 is available through Credit Recovery and that should I desire
a higher option, I will be required to take the entire course through traditional methods. I also
understand that the National Collegiate Athletic Association (NCAA) does not recognize credit
recovery for course credit. My signature and that of my parent/guardian covey our
understanding of this grading procedure and all other requirements associated with the Credit
Recovery program.

________________________________________
Student Signature
Date

________________________________________
Parent/Guardian Signature
Date

________________________________________
Counselor Signature
Date

________________________________________
Principal Signature
Date
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Procedures: Dual Enrollment
Dual Enrollment courses provide students an opportunity to enroll in college courses
while attending high school for the purpose of earning both high school and college
credits. For participation in the LCS Dual Enrollment Program, a student must
demonstrate academic readiness and social maturity and meet the following
requirements:











Enrolled in grade 10, 11, or 12 unless an exception is granted by the college
Chancellor
Be on track for graduation with cohort
Complete transcript review
Maintain a 2.5 GPA
Meet all course prerequisites as listed in the LCS Course Offerings Booklet
Receive prior approval of counselor
Meet all entrance requirements of the college/university
Provide documentation of enrollment at a post-secondary institution including
payment of tuition
Submit a completed and signed Dual Enrollment Agreement Form
Submit a completed and signed Transportation Agreement Form (if applicable)

Grades earned in dual enrollment foreign language courses and in the core areas of
English, mathematics, science, and social studies are weighted one point (1.0) on a four
point scale when calculating grade point average (GPA) (Refer to LCBoE Policy 7.3.2).
All coursework used towards graduation credit is posted on student transcripts.
Dual Enrollment Course Taught on Local High School Campus:
1. High School counselor verifies that student meets enrollment requirements and
course prerequisites once the student expresses interested in the program
2. Student secures a Dual Enrollment Agreement Form from the high school counselor
3. Student returns the completed form with parent signature to the high school counselor
4. High School counselor secures principal signature on the Dual Enrollment Agreement
Form
5. Student completes/provides all documentation required by the college (i.e. application,
registration form, picture ID) and pays tuition/fees during classroom visit by the
college Dual Enrollment Coordinator
Dual Enrollment Course Taken on College Campus:
1. High School counselor verifies that student meets enrollment requirements and course
prerequisites once the student expresses interested in the program
2. Student secures the following documents from the high school counselor:
a. Dual Enrollment Agreement Form
b. Transportation Agreement Form
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3. Student returns both completed forms with parent signatures to the high school
counselor
4. High School counselor secures principal signature on the Dual Enrollment Agreement
Form and the Transportation Agreement Form
5. High school counselor forwards an official transcript to the college
6. Student meets with the Dual Enrollment Coordinator at the college (this step may vary
by college.)
7. Student completes/provides all documentation required by the college (i.e. application,
registration form, picture ID), pays tuition and fees, attends class, and if appropriate,
purchases book
8. All courses to be counted toward a state diploma requirement must be listed on the
high school transcript with grade and credits and factored into the cumulative average.

Source: Curriculum
Last Revised: May 2017
References: Ala. Admin. Code 290-3-1-.02(11); LCBoE Policy 7.6
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Procedures: Early Graduation
Students wishing to complete high school requirements early and graduate high school
may do so only at the end of the first semester of their senior year (December), but no
earlier than the student’s 17th birthday, provided the following procedures are followed:
1. The High School Early Graduation application is completed and submitted to the high
school counselor during the summer prior to the student’s senior year;
2. The counselor will conduct a transcript review to ensure all coursework is completed;
3. Senior English is required during the fall semester.
4. A mandatory conference will be held with the parent/guardian and the student during
the summer before the student’s senior year;
5. If the request for early graduation is denied, the decision may be appealed to the
Superintendent;
5. At the time of early graduation, the student will receive an unofficial transcript and a
copy of the completed application form;
6. Early graduates will be coded as a mid-year graduate, a code not used for calculating
drop-outs;
7. The student must provide the high school counselor one of the following documents:
 Letter of acceptance to a postsecondary institution,
 Letter of acceptance into the military, or
 Letter from an employer verifying employment in the workplace;
8.

Early graduates may participate in the graduation ceremony;

9.

Early graduates may not participate in extra-curricular activities during the spring
semester.

Source: Curriculum
Last Revised: May 2017
References: Code of Alabama (1975) §16-28-7
Every child between the ages of seven (7) and seventeen (17) years shall be required to enroll in school and
to attend for the entire length of each scholastic year.
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Early Graduation Application
Section I: Priority Deadline – Summer prior to the applicant’s senior year.
Student Name:

Date:
First

Middle

Last

Address:
Street, route, or PO Box

City

State

Zip

Telephone:
As the applicant, my signature verifies that I have received, read, and understand the
guidelines and procedures of the Limestone County School System’s Early Exit/Early
Graduation Program.
______
Signature of Applicant

Date

As the parent or guardian of the applicant, my signature verifies that I have received,
read, and understand the guidelines and procedures of the Limestone County School
System’s Early Exit/Early Graduation Program and give my permission for my student to
apply for Early Exit/Early Graduation. I understand that if the master schedule does not
accommodate the fall schedule requests, December graduation will not be possible.
Section II: Criteria for eligibility
A. Course Requirements:
[ ] Transcript attached
[ ] Requests attached (i.e. dual enrollment or credit acceleration)
B. Postsecondary Plan (chooses and provides verification during counseling session)
[ ] Postsecondary Institution
[ ] Military
[ ] Workplace

Section III: Counseling Session (to be completed during the summer prior to the
applicant’s senior year). Parent/Guardian must attend.
Topics Discussed:
 Transcript, Diploma type, Future plans
 The applicant may not re-enroll in any high school in the Limestone County School System after
exiting.
 The applicant may not participate in extracurricular activities.
 The applicant may attend prom. Prior permission must be granted by the principal.
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 The applicant may participate in the graduation ceremony. The applicant understands it is his/her
responsibility to notify the school by the last day of the first semester about whether or not he/she
intends to participate in the graduation ceremony.
 If a student applies for High School Early Exit/Early Graduation and changes his/her mind, the
following shall apply:
o Student will write a formal letter to the principal outlining reasons for the change,
o An administrative committee at each high school will meet and discuss the student’s request to
return to school for the 2nd semester of his/her senior year, and
o Student will be notified in writing of the committee’s decision to approve or deny the request to
remain at the high school.
 Competition for scholarships may be affected if student exits high school mid-year.
 Students entering college in January should apply to college now and complete the FAFSA.
 Students with PACT accounts should contact the provider if entering college before the designated
date.
 Insurance may be affected if not enrolled in a postsecondary school.
 All requirements must be met and all fees paid before the last day of the term.
 Applicant will be given an unofficial transcript and a copy of this form upon exiting.

________________________________________________________________________
Signature of Student
Date
________________________________________________________________________
Signature of Parent
Date
________________________________________________________________________
Signature of Counselor
Date

Section IV: To be completed by the last day of the first term of the applicant's senior
year
The following signatures indicate that the applicant has met all requirements for graduation and is an
alumnus of

____________________________________________________________________________High School

______________________________________________________________________________________
Signature of Counselor

Date

______________________________________________________________________________________
Signature of Principal

Date
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Procedures: Edgenuity Instructional Software Use
Course Options:
Limestone County passing threshold set at 60 for initial credit courses (not credit recovery).
Credit recovery courses should be set at 70.

Initial
Courses
Only

Credit
Recovery
Only

Assessment Options:
Spiral review should be checked for Mathematics courses only

Assessments – All unit, topic tests and cumulative exams must be taken at school with
supervision. None of these exams are to be taken at home. Students must complete all pre-tests
(credit recovery) independently to ensure mastery of content. Students must complete all final
exams (no exemptions).
Retakes – Students are allowed 3 retakes. Students must present handwritten notes prior to the
3rd attempt. These handwritten notes may be used on the exam. If the student has not mastered
the standard following the third retake, the highest failed score should be recorded and the
student allowed to move on to the next section. Handwritten notes are preferred.
Course Completion – All new credit courses must be completed 100%. Students who are
taking a course for the first time (not credit recovery) must complete the course in its entirety
(100%) to receive credit. ALL course standards must be covered. A relative grade of 60 is NOT
considered course completion, and course credit will not be awarded.

Source: Curriculum
Last Revised: February 2017
Reference:
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Procedures: Limestone County Success Academy
Internet-Enabled Device
The Internet-Enabled Device Procedures of the Limestone County Success Academy are as follows:
No student will be able to use personal cell phones, electronic devices, or any Internet-enabled devices between
8:30-11:30 and 12:00-2:35. Students will be required to turn in cell phones to teachers daily. Students are not
allowed to charge their devices.
Students may possess or use personal electronic devices on school property, on school buses, or at school-sponsored
events according to the following guidelines:
 Before school until the beginning of the school day (8:30 AM).
 During a student’s lunch period.
 After school as signaled by the 2:35 bell ending the school day.
 Personal electronic devices may not be used to cause any disruption in the educational process or for
unethical or illegal purposes.
 Prohibited uses include, but are not limited to, cheating on assignments and/or tests, harassing or bullying
others, and taking or distributing unauthorized photographs or recordings of other people.
 Personal electronic devices may not be used to access any obscene, threatening or otherwise inappropriate
material via any form of electronic communication.
 Personal electronic devices may not be used for any activity prohibited by the LCS Code of Conduct, to
circumvent LCS network security or for any unauthorized access to or inappropriate use of the LCS
computer network.
 LCS will not be responsible, or liable for, the theft, loss, data loss, damage, destruction, misuse or
vandalism of any student’s personal electronic device brought onto LCS property.
With the Digital Passport Initiative providing a MacBook Air to every student to use on campus, generally, there is
no legitimate reason for any student to use his/her personal electronic device in a classroom. The MacBook Air
meets almost all needs of students for the use of technology for instructional purposes.
If a student is found to be in violation of the Internet Enabled Device Policy, the personal electronic device (cell
phone, etc.) will be confiscated by school personnel. Refusal by a student to surrender the device is not an option. In
order to contact a student in emergency situations, the school can be contacted at 256-998-5170. Cell phones, etc.
confiscated as a result of a first violation may be returned to a student at the end of the day. The second violation
will result in the device being held until the end of the day, and must be picked up by a parent. Personal electronic
devices confiscated as a result of further violations (third, etc.) will not be returned until the end of the grading
period, regardless of contracts, monthly payments, difficulty of circumstances, etc.
By signing below, I understand and agree that, if a personal electronic device (cell phone, etc.) is taken we will
abide by the rules stated above.
_________________________________________
Student Signature/Date

____________________________________
Parent Signature/Date
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Acceptance to Program
Applications for the Success Academy program are to be referred by the local school
counselor at the students’ base school. Seating is limited, and students in 11th and 12th
grade are given top priority. Each school will have eight seats available. Any student
with a 504 or IEP will first need to be evaluated by the IEP team to determine if the
Success Academy is the least restrictive environment. Factors of consideration will be
used to accept students into the program or deny acceptance. Success students are not
eligible for the virtual academy.

1.
2.
3.
4.
5.
6.

Success Academy Criteria for Admission
Student is behind on credits and will not be able to graduate with their cohort.
Student does not have excessive (over 30 unexcused absences) issues.
Student has a reading level of at least 5th grade.
A student having a 504 or IEP must have a meeting with the team to consider Success
Academy.
Students in 11th and 12th grade will have top priority.
Enrollment goal is around 50 students which averages approximately 8 students per
school.

Testing Protocol
All unit/topic/exams must be taken at the Success Academy with a staff member present
during the exam. Pretesting will only be turned on for credit recovery classes. A credit
recovery class was failed previously by a student and they scored above a 40 for the
course. If a student has a credit recovery class and pre-testing is turned on, the student
must complete the exam on their own. Teachers will not check pre-test for accuracy
before submission. The student is required to make at least a 70% on the pre-test to skip
the lesson.

Attendance Requirements
The Success Academy monitors student attendance in accordance with all applicable
statutes set by the State of Alabama, as well as reports all truant students to the
appropriate legal authorities. Parent(s)/guardian(s) with legal responsibility for a child
between the age of six (6) and seventeen (17) years of age are responsible for the student
attendance in a public school unless otherwise exempt by law. In the event that a Success
Academy student is truant, the parent(s)/guardian(s) are subject to all penalties provided
for under Alabama’s Compulsory School Attendance Law.
Success Academy attendance is measured by the physical presence of the student at the
Limestone County Success Academy facility. Students are required to remain on-pace
and complete all assignments with a minimum score of 60% to be considered present and
attending, as well as to progress in the course.
The Success Academy program is contingent on good attendance to accomplish the
needed credits to graduate. Students with excessive absences per year will be referred to
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“A” School/and subject to truancy policies which can include loss of the students’
driver’s license. A student is truant after seven unexcused absences. Absences can be
determined by all day absences or tardies. Four or more tardies will result in one
absence. Students must check-in through the front office if they are tardy.
If a student is going to be absent that day, the parent/guardian must call Dr. Moody at
256-998-5170 that morning. Parents will be given a card with my contact information.
Notifications are important in maintaining communication with parents/guardians and the
Success Academy staff.
If a student accumulates four absences, a parent meeting will be required with
parents/guardian and student.

Communication
Teachers will communicate with students through the Edgenuity email platform.
Students are required to respond to emails from teachers. Parents must provide accurate
and up-to-date contact information. Students and Parents will be given a Remind account
to keep them updated with important information.

Supplies Needed
 Each student will need a notebook to keep up with attendance, grades, course
progress, and graduation requirements.
 Each student will also need headphones/earbuds to listen to the instructional
videos.
 Pens/pencils

Edgenuity Guidelines
Students will be required to listen to all videos, and actively participate in lessons. Videos
must be watched in their entirety. Teachers will not check quizzes/tests if the student
does not listen to the lesson. If a student fails the quiz more than three times, the student
will be advanced to the next lesson with the highest score attempted.
Course Progress
Students will be required to stay on track with courses, and complete courses based on
the assignment calendar. Each course should take around 4 to 5 weeks to complete.
Students will be required to complete at least two courses per semester to stay on track.
Teachers will communicate with parents on a regular basis and send home progress
reports at 4 ½ weeks. If a student is more than 10% behind in the course, a required
parent meeting will be setup.
Dress Code
Student will follow the Limestone County Board of Education Student Dress Code.
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Classroom Rules
 No food or drink allowed in classrooms. No outside food will be allowed to be
brought to student.
 No cell phones allowed during class time
 No backpacks or bags
 No blankets
 No spinners

Daily Schedule Options
Students will participate with parents/guardians for an intake session to include a review
of credits needed for graduation, procedures, and a schedule. Schedules can include
various options including a full day academic option, career technical option, or
cooperative education option. A full academic session will include classes starting at
8:30 until 2:35. Buses will run from each base school to bring students to Success and
carry them back to base school at 2:35. If students want to take a Career Technical
option, classes will be in the AM or PM session while academics will be targeted
opposite of the Career Tech class. Students that have enough credits to allow for work
with the Co-op program can take academic classes in the morning, and work in the
afternoon. Students that take the Co-op option, will be given a driving pass. Student
credits will determine which option will be considered for the daily schedule.

Driving Option
Students that work with the Co-Op program will be allowed to drive on campus. No car
riders will be allowed. A driving pass will be issued for those who qualify.

Source: Curriculum
Date Revised: June 2017
Reference:
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Procedures: Limestone County Virtual School
Acceptance to Program
Applications for the virtual program should be obtained from the base school counselor.
Completed applications should be given to the school counselor and they will bring the
applications to the virtual school committee. Once the application is completed, a virtual
school committee will be meet to decide if the virtual school environment is the best
solution for the student. Any student with a 504 or IEP will first need to be evaluated by
the IEP team to determine if the Virtual school is the least restrictive environment.
Factors of consideration will be used to accept students into the program or deny
acceptance.
Orientation
Students and parents/guardians will be required to attend an orientation session at the end
of July. In addition, students will be required to attend five (5) days of classes at the
Career Technical center to become familiar with requirements and expectations to be
successful in the virtual program.
Student Requirements
 Are required to reside within one of the three zones served by the Limestone
County Board of Education:
1) Limestone County School zones
2) District Choice school zones
3) Districts with a contractual Agreement


Must maintain consistent, reliable daily access to the Internet, either at their home
or other location available to them. Lack of internet access is not a valid excuse
for unsatisfactory progress.



Students and parents must attend a required orientation meeting before starting
classes, and students must attend one week (5 days) of classes at the Career
Technical Center to exhibit understanding of the program.



Must have a least a 3.0 grade point average on previous work.



Students must have a reading level of at least 8.0 (eighth grade)
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Must maintain a passing grade in each course taken at LCVS, determined at the
traditional grade reporting periods as approved by the Limestone County Board of
Education.



Must maintain a record of progress consistent with the pacing guidelines
developed for each course, or as developed by LCVS administration. Failure to
do so may result in a change in placement of the student in the Success Academy
until satisfactory progress has been made.



Must remain in good standing in the LCVS, adhering to all Limestone County
Board of Education policies, including attendance, academic integrity, and student
Code of Conduct.



Students who commit a discipline infraction that would normally result in an Out
of School Suspension or expulsion from school put their enrollment in LCVS in
jeopardy. These infractions may result in immediate dismissal from the virtual
school program.



Students must adhere to the Limestone County Board of Education’s attendance
policy, and attend class daily in accordance with the adopted Board calendar.
Student attendance requirement is met by being on-pace and completing all
assignments with a minimum score or 70%. Simply logging into the LMS or
course is insufficient.



Students enrolling in LCVS must adhere to the placement standards established
by the system and the State Department of Education.



Students will provide their own transportation to the school. The LCVS
calendars, dates, and requirements are known to LCVS students.



Students whose education program and pathway is determined by an
Individualized Education Plan (IEP) may apply for enrollment if the IEP team
determines LCVS is the Least Restrictive Environment (LRE) for that student. In
doing so, LCVS will follow the guidelines published by the State Department of
Education on Dec. 11, 2015, “Virtual Schools (and Programs) Guidance for
Students with Disabilities.”

Course Grading Policies and Procedures
LCVS grading policies and procedures follow LCS Board policy on student grading
procedures. In order to receive credit for virtual courses, students are required to take all
unit and final tests on campus. Students must turn in all electronic devices including cell
phones or any Internet enabled device to the LCVS staff before taking exams. No exam
exemptions are allowed for virtual school students. If a student does not complete
coursework through the school year or during summer school, the relative grade from
the online course after the target completion date will be recorded on the students’
transcript. Students who fail one class may elect to attend summer school, if available.
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Students who fail more than one course per academic year will be withdrawn from the
LCVS. Students who are no on track for graduation by the end of summer school will be
withdrawn from the LCVS.
Attendance
Attendance will be measured by checking work by the students through the Edgenuity
attendance logs. Students must work and stay on pace with at least a 70% grade to be
counted present. Students must follow the LCS academic calendar when working in their
courses. Simply logging into the LMS does not meet attendance requirements. Lack of
internet access is not a valid excuse for unsatisfactory progress or not working in the
program.
Academic Probation (Intervention strategy)


Through mid-quarterly and quarterly grade monitoring, students are expected to
maintain a 70% overall average in their courses. When students fall below this
overall average, they will be placed on Academic Probation which requires the
following:



Attendance will be taken two days a week by students being physically present at
the Virtual School/Success Academy as long as they are on Academic Probation.



Weekly grade counseling with Limestone County Virtual School Staff.



Students remain on Academic Probation until the next grade monitoring,
approximately four and a half weeks later.

The minimum requirements to maintain enrollment in the LCVS are:
 Main residence in the Limestone County school district or District Choice zones.
(District Choice students must have tuition paid in full.) or a District or school
served by contract.
 Maintain consistent, daily access to the Internet. Lack of internet access is not a
valid excuse for unsatisfactory progress.
 Remain on track for graduation (evaluated throughout the semester).
 Maintain consistent transportation to the LCVS for testing and other services.
 Accumulate no more than five (5) unexcused, full-day absences during the
current academic year.
 Maintain appropriate course progression as measured by the completion of
weekly assignments, quizzes, and tests.
 Adhere to the Academic Integrity Contract.
 Remain in good standing as a student of the LCVS by adhering to all expectations
and procedures, and policies of the LCVS, Limestone County Public School
System, the Alabama State Department of Education, and any online class/course
program used by LCVS.
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Students who fail more than one class per academic year (includes fall, spring,
and if held, summer term) may be removed from the LCVS.

Communication
Teachers will communicate with students through the Edgenuity email platform.
Students must check email daily, and they are required to respond to emails from
teachers. Parents must provide accurate and up-to-date contact information. Students
and parents will be given access to a Remind account to keep them updated with
important information.

Source: Virtual School
Date Revised: June 2017
Reference: Alabama Act 2015-89; LCBoE Policy 7.15
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