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FUNCTIONS OF THIS MANUAL 
 

This Policy Manual is an outline of the basic personnel policies, practices, and procedures in the  

Glen Ullin Public School District. It contains general statements of school district policy and it 

should not be read as including the fine details of each policy, nor as forming an express or implied 

contract or promise that the policies discussed in it will be applied in all cases, nor is it to be 

interpreted to alter, amend, or extend any of the terms of any written agreement of employment  

existing between the employee and the district. The school district may add to the policies in the 

manual or revoke or modify them from time to time. While management will make every effort to 

keep the manual current, there may be times when policy will change before this material is revised 

and re-published. A complete up-to-date set of policies is available for review online at:  

   www.glen-ullin.k12.nd.us 

 
1. The Business Manager shall be responsible for custody and providing the manual on the 

district website. Employees will be required to review the manual at least once per school 

year. 

2. Because of the importance of personnel policies and practices in the conduct of school  

district business, administration and the School Board will continually review and 

recommend changes in the school district's personnel policies, its employee benefit 

programs, and its salary administration programs. Input from employees concerning policies 

will always be welcome and encouraged. 

3. Any employee may recommend a change in policy to the Business Manager. Likewise, 

matters of importance not covered by the manual should be brought to the attention of the 

Business Manager in order that new policy may be formulated if necessary. 

4. All Support Staff will receive an annual work agreement with hourly pay, benefits, and 

other important information clearly outlined for the terms of their employment. 

 

 
INTRODUCTION 

 

As a service for staff, the Glen Ullin Public School District publishes the Personnel Handbook. It can be a useful 

reference for providing information and answering questions relating to personnel concerns and the 

operation of the Glen Ullin Public School District. The manual provides a brief overview of the policy, please 

reference the specific policy for more information. 

 

The letters, which appear in capitalization following some headings, indicate the reference code for policies and 

procedures contained in the policy manual adopted by the Glen Ullin Public School Board. Policy manuals are 

available online on the Glen Ullin Public School website. 

 

The policies described here are not conditions of employment, and the language is not intended to create a contract 

between the Glen Ullin Public School District and its employees. 
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EMPLOYMENT 

 

CONFIDENTIALITY (DEBA) 
 

District employees must follow confidentiality requirements under The Family Education Rights and 

Privacy Act (FERPA) and Individuals with Disabilities Education Act (IDEA). Information 

considered harmful, an invasion of privacy, or that is personally identifiable information can only be 

released by the building administrator within the parameters of the law. The release of all directory 

information must be approved by administration. 

DRUG- AND ALCOHOL-FREE WORKPLACE (DEAA) 
 

The District maintains a drug-and alcohol-free workplace and enforces the Drug-Free Workplace Act. 

The District prohibits employees from: 

 

1. Unlawfully manufacturing, distributing, dispensing, possessing or using a controlled 

substance or alcohol on district property and grounds, in any vehicle belonging to the 

District, and at any school-related activity; 

2. Knowingly or intentionally aiding or abetting in any of the above activities. 

 

As a condition of employment, each employee shall agree to abide by this policy and notify the  

Superintendent of any criminal drug statute conviction for a violation occurring in the workplace no later 

than five days after such conviction. 

Violation of this policy may result in mandatory participation in the employee assistance program, 

disciplinary action, including termination and the notification of law enforcement. 

All information received by the district as a result of this policy is confidential. 

 

DRUG AND ALCOHOL TESTING FOR EMPLOYEES  (DBBA) 

 
Staff who drive district vehicles and transport students are covered by the requirements of the 

Omnibus Transportation Employee Testing Act. All covered employees are prohibited from using 

controlled substances and are subject to pre-duty, on-duty, and post-accident alcohol use restrictions 

contained in federal law. 

Employees who violate this policy will be removed from safety sensitive positions and may be 

terminated from their position with the Glen Ullin Public School District. 
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EMPLOYEE RELATIONS WITH VENDORS (DEBE) 
 

Employees are prohibited from endorsing a product on behalf of the District and all purchases must 

be authorized by the school board or board policy. 

Employees cannot make personal purchases through the District except by permission of the Business 

Manager. 

NONDISCRIMINATION AND ANTI-HARASSMENT ( A A C - BR) 

The District is committed to maintain a learning and working environment free from discrimination 

and harassment in all employment and educational programs, activities, and facilities. The District  

prohibits discrimination and harassment based on a student and/or employee's race, color, religion,  

sex, gender identity, national origin, ancestry, disability, age or other status protected by law. 

It is a violation of this policy for any district student or employee to harass or discriminate against  

another district student or employee based on any status protected by law. The District will not  

tolerate harassment or discrimination of a district student, or employee by a third party. 

Complaints and questions should be referred to administration or the Business Manager. 
 

PHYSICAL EXAMINATIONS (DBBB) 
 

At the post-offer stage of the employment process, the District may require certain categories of final 

candidates as delineated below and in regulations to submit to a physical, or in the case of commercial 

bus drivers, furnish valid proof of medical fitness for duty. If the District requires a physical exam, 

a final job offer shall be contingent on the results of the exam, with the employment decision being 

made in a nondiscriminatory manner. 

Bus Drivers will need to meet all of the health requirements established by law and provide the 

Business Manager with a copy of their driving record annually. 

POLITICAL ACTIVITIES (ABBDA) 
 

The District recognizes that district employees, students, volunteers, and Board members have certain 

civic rights (e.g., the right to be an active member of a political party of choice; the right to seek,  

campaign for, and serve in public office; the right to vote). However, in accordance with law, the  

District prohibits the use of school property, school time and school service for political purposes 
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except as authorized by law and Board approval. Use of the school delivery system for political  

purposes is also prohibited. Employees shall not use on-duty hours for political purposes and shall 

observe state law prohibiting political activities by public employees. No District employee or ·  

volunteer shall exploit students for political purposes. 

PROMOTION (DFB) 
 

It is the policy of the Glen Ullin Public School Board to consider competent and faithful employees 

within the district whenever they are qualified for the position. All openings for promotion and/or  

new positions will be posted on the district website and Business Manager Office and qualified 

personnel will be given adequate opportunities to make application for such positions. Existing 

employees are not eligible for Veteran's Preference when applying for internal positions. 

RECRUITMENT, HIRING AND BACKGROUND CHECKS FOR NEW 

CLASSIFIED PERSONNEL (DBAA) 

The District is committed to hiring individuals who will best meet the needs of the District to ensure 

student and staff safety, and in compliance with state and federal law. All classified employees are  

hired on an hourly rate and not on a contract. The employment of a classified employee shall be at­  

will. 

The District uses a competitive personnel system, after conducting the qualifications screening,  

which meets the requirements of the Veteran Preference law (NDCC 37-19.1.02). Job offers will be 

based on the administrators screening process which will include a screening to determine if the 

applicant meets the minimum qualification, a review of the education, work experience, work 

history background, fit with position and the district, and a criminal history records check. 

STAFF CONFLICT OF INTEREST (DEBB) 
 

Staff must adhere to all state and federal laws regarding conflict of interest. In addition, they need to 

be alert to and avoid situations which have the appearance of a conflict of interest. 

STAFF INVOLVEMENT IN DECISION MAKING  
 

The Glen Ullin Public School Board believes that its major policy decisions should be reached with 

meaningful participation by the staff in a process which culminates in a recommendation to the Board 

by the Superintendent. This participation is to be interpreted as contributing to the establishment of policy 

rather than as setting it, which is a right ultimately reserved to the citizen members of the Board. 

Further, the Glen Ullin School Board believes that major decisions of the administration regarding the 
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overall school program, including curriculum, instruction, and budget, should also be reached with  

meaningful participation by the staff ·in the decision-making process. Staff participation in the 

decision-making process is to be interpreted as non-binding recommendations to decisions by the 

administration pursuant to the authority delegated by the Glen Ullin Public School Board. 

The Glen Ullin Public School Board believes that participation by staff in the decision-making process 

should be conducted in a spirit of cooperation. 

TRANSFERS AND REASSIGNMENT ( DFC) 
 

Staff interested in transferring to an open position in the District for which they are qualified shall use the 

district application system. Qualified applicants will be given consideration for vacancies. 

Reassignment may occur due to an instruction or district need. The Superintendent or designee has 

authority to make transfer decisions as outlined in policy. 

NORTH DAKOTA COMPREHENSIVE POLICY – TOBACCO USE (ABBA) 
 

The Glen Ullin Public School Board is dedicated to providing a healthy environment for staff, students 

and citizens. Because the use of tobacco is a highly addictive habit usually begun in the adolescent  

and teen years, the most effective means toward achieving a tobacco-free generation will be 

prevention of tobacco use by youth through education, positive adult role models and aggressive  

action to limit and confine available tobacco areas. 

Smoking and the use of tobacco products is prohibited in all district buildings and school property,  

including district-owned vehicles. This also includes buildings and property rented by the school 

district. 

 
 

COMPENSATION AND BENEFITS 
 

The type of position to which employees are assigned determines the Support Staff rate of pay.  

Support Staff positions are categorized by a classification system, which offers a beginning rate and a 

maximum rate. Benefits are determined by the number of hours per week and the number of weeks 

per year assigned to a position. Salary and benefit schedules may be obtained from the employee's 

supervisor or the Business Manager's Office. 
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ABSENCE FROM WORK 
 

Absence for the employee's own illness, disability, or death in the immediate family shall be 

charged against his/her cumulative sick leave. "Immediate family" shall be interpreted to include: 

spouse, son, daughter, father, mother, brother, sister, grandparents, grandchildren, sons or 

daughters-in-law, uncles or aunts of the employee and employee's spouse or any relative residing in 

the immediate family of the employee. The employee may, upon specific approval of the 

Superintendent, be absent for the purpose of attending the funeral of a close family friend. Time 

used in this manner will be deducted from Emergency Leave. 

When any member of the immediate household as defined above, is seriously ill, undergoing 

surgery, or involved in a critical accident, the employee may use sick leave to be with that person. 

The employee may find it necessary to be absent from work for such things as dental surgery, 

broken fillings, repair or replacement of glasses which qualify him/her for sick leave. 

COBRA  
 

The federal law, Consolidated Omnibus Budget Reconciliation Act, referred to as "COBRA," allows 

employees and dependents whose medical insurance would otherwise terminate, to continue the same 

medical coverage for a specific period of time under certain conditions. Depending on the 

circumstance, employees and/or their dependents can continue medical coverage for up to 18, 29 or 

36 months. Some of the qualifying events are: termination of employment, reduction of hours, 

divorce, or dependent child is no longer eligible as a dependent under the health plan's eligibility  

rules. Additional information and cost is on the district website. 

INSURANCES 
 

Glen Ullin Public Schools provides a comprehensive program of insurance benefits. The benefits are 

designed to help meet the needs of the employee and his/her family for protection against health care 

costs. 

Specific details for health care costs and other insurances are available at the Business Manager's  

Office. 

OVERTIME PAY (NON-EXEMPT EMPLOYEES)  (DCB & DCB-AR2) 
 

Non-exempt employees, who exceed 40 hours of work time in a work week, will be compensated at 

the rate of time and one half. Paid leave, such as holiday, sick or vacation pay, does not apply toward 

over time work time. 
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The workweek begins on 12:00 a.m. on Sunday morning and ends at 11:59 p.m. on Saturday night. 

 

The District does not pay overtime based on the hours worked in a single day. Supervisors and 

employees have the ability to flex an employee's 40 hours within the work week. 

The principal or appropriate supervisor shall determine whether it is necessary for nonexempt  

employees to work overtime hours. Nonexempt employees shall be required to perform all overtime hours 

assigned to them by their supervisor. Overtime is to be preapproved except in cases of  emergency, 

in which case it must be approved the next workday. Unapproved overtime shall be compensated, 

but employees may be disciplined for not following the guidelines above. 

RETIREMENT CONTRIBUTIONS 
 

Support Staff are members of the North Dakota Public Employees Retirement System. The rate of 

contribution is determined by the North Dakota State Legislature. 

Non-certified staff currently contribute 7% of salary and the District contributes 8.26% of salary. For 

more information, contact either the Business Manager's Office or the NDPERS at 328-3900. 

LEAVES AND ABSENCES  
 

Employees are covered by various leave policies. They include sick leave, vacation leave, personal 

leave, emergency leave, leave of absence and unpaid leave. The type and amount of leave depends 

on the specific position. 

CHEMICAL DEPENDENCY LEAVE (DDAC) 
 

The District encourages and may mandate employees afflicted by alcoholism and/or a chemical  

dependency to seek rehabilitative assistance. Sick leave will be granted in accordance with the 

District's sick leave policy. An employee's return to work will also be handled in accordance with 

this policy. 

FAMILY AND MEDICAL LEAVE (DDAA) 
 

In accordance with federal law, eligible employees can take up to 12 weeks of Family and Medical  

Leave during the calendar year for the birth or placement of a child for adoption or foster care; to care for 

an immediate family member (spouse, child, or parent) with a serious health condition; or to take medical 

leave when the employee is unable to work because of a serious health condition. 

The leave may be unpaid, paid or combinations of paid and unpaid leave depending on the 

circumstances. For additional information on eligibility and steps for requesting leave, contact the  

Human Resources office. In order to make the necessary arrangements to replace an employee during 
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his/her absence, we request all employees contact the Business Managers office and their 

principal/administrator as soon as possible. 

Employees can make the request for Family and Medical Leave with Superintendent or Business 

Manager.  
 

 

JURY DUTY (DDEA) 
 

All employees of the Glen Ullin School District are subject to jury duty. When district personnel are 

required to serve on juries, thus taking them away from their regularly assigned duties, their regular  

school salary will continue to be paid, but deductions of the amount earned as a juror will be made 

from regular district paychecks excluding reimbursement for expenses accrued while serving as a 

juror. However, if an employee is on authorized personal or vacation leave while performing jury 

duty, the employee may retain the fee paid by the court and the employee's pay may not be reduced. 

MILITARY LEAVE (DDBD) 
 

Any employee of Glen Ullin Public Schools who is a member of the National Guard, a member of 

the Armed Forces Reserve of the United States, subject to call in the federal service by the President 

of the United States, or shall volunteer for such service, when ordered by proper authority to active non­ 

civilian employment, shall be entitled to a leave of absence in accord with state and federal legislation. 

For additional information refer to current state law (NDCC 37-01-25 and NDCC 37-01-25.1) and 

federal law (38 U.S.C.43). 

ADMINISTRATIVE LEAVE AND SUSPENSION   
 

The Superintendent has the authority to place an employee on administrative leave when an 

employee is under district and/or law enforcement investigation, and the Superintendent identifies a 

need to temporarily remove the employee from his/her duties and/or job placement to  protect district 

students, property, school operations and/or other employees. 

Administrative leave shall be with pay, and the employee shall not be required to take any 

applicable paid leave benefits as part of the administrative leave. The leave will be until the 

investigation is complete and it is determined the employee's potential threat has passed. 

Disciplinary suspension for employees should occur only after the district has verified the 

misconduct has occurred. Disciplinary suspensions can be paid or  unpaid, and Employees 

suspended for disciplinary reasons would not be entitled to back pay if unpaid. 
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Employees may be suspended during a period when termination for cause is being pursued. If 

the employee is suspended without pay and later reinstated, the employee shall be entitled to 

back wages and accrual of any benefits that would have accumulated during the period of 

suspension. 
 

GENERAL  INFORMATION 

BULLYING (ACEA)Please refer to district website for full policy. 
 

Bullying is defined as conduct prescribed in NDCC 15.1-19-17. 

 

1. Bullying means: 

a. Conduct that occurs in a public school, on school district premises, in a district owned 

or leased school bus or school vehicle, or at any public school or school district 

sanctioned or sponsored event and which: 

i. Is so severe, pervasive, or objectively offensive that it substantially 

interferes with the student's educational opportunities. 

ii.    Places the student in actual and reasonable fear of harm. 

iii.  Places the student in actual and reasonable fear of damage to property 

of the student; or 

iv.    Substantially disrupts the orderly operation of the public school; or 

b. Conduct that is received by a student while the student is in a public school, on school 

district premises, in a district owned or leased school bus or school vehicle, or at any 

public school or school district sanctioned or sponsored activity or event and which: 

i. Is so severe, pervasive, or objectively offensive that it substantially 

interferes with the student's educational opportunities. 

ii.    Places the student in actual and reasonable fear of harm. 

iii.   Places the student in actual and reasonable fear of damage to property of 

the student; or 

iv.   Substantially disrupts the orderly operation of the public school. 

Conduct includes the use of technology or other electronic media. (e.g. 

cyberbullying) 

Any school staff member with knowledge or suspicion of violation of this policy or who has received 

an oral or written report of a violation of this policy from a student, community member, or 

anonymously shall contact the building principal to inform him/her as soon as possible. If the alleged 

violation implicates the building principal, the school staff member shall report it too the 
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Superintendent. If the alleged violation implicates the Superintendent, the school staff member shall file 

it with the Board President. 

Anytime a school staff member has reasonable suspicion that a bullying incident constituted a crime, 

he/she should report it to law enforcement. 

The district will take appropriate disciplinary action if it determines a staff member has violated this 

policy. Action could include, but not limited to: a reprimand, modification of duties (only if allowed by 

applicable policy, the negotiated agreement, and/or the individual's agreement), suspension, or a  

recommendation for termination/discharge in accordance with any applicable law. 

The district will provide the staff with professional development activities on bullying prevention. 

EMERGENCY CLOSING (ACAA) & (ACAA-AR) 

The Superintendent may "close the schools in event of hazardous weather, epidemics, or other 

emergencies which threaten the safety or health of students or staff members." The decision to close 

schools due to inclement weather or the inability for busses to run will be made by 6:30 a.m. 

The Superintendent has three options when determining a school closure: 

1.  Close any or all schools in the district with no students or staff required to report, except for 

a skeleton crew. 

2. Choose to have schools open as usual, but direct that buses either run late (1 or 2 hours) or 

not at all and/or dispatch early if needed. 

3. Choose to close schools for instructional purposes with no students required to attend and staff 

reporting as usual. 

If Option # l is exercised, 9 and 12 month support staff scheduled to work in the affected schools will 

be expected to work on make-up days. These employees will be paid for days actually worked. If 

either Option #2 or #3 is selected, all staff may report and be paid as usual depending on weather 

conditions. 

Notification 

The procedures for notifying school personnel of a school closing are: 

• An email is sent to all staff 

• An email is sent to all news media 

• The homepage on the district website is updated 

• Update is placed on Facebook 

• An instant alert is made to staff and parents 
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EVALUATION 
 

 The fundamental purposes of evaluations are both quality assurances and professional development. The 

evaluation of staff performance is an important means of promoting excellence in education in the 

Glen Ullin Public Schools. 

All support staff employees will be evaluated at least once per year by the Principal, Business Manager, 

or Superintendent. 
 

GENERAL LIABILITY INSURANCE 
 

Individuals who were, are now, or shall become employed by the school district are covered by 

liability insurance maintained by the school district for those claims caused by a negligent act or  

omission of an employee while acting within the scope of duties of the employee. 

INCIDENT REPORT 

 
Reports need to be made within 24 hours of the incident. 

 

OCCUPATIONAL SAFETY (DEAE) 
 

The District has an occupational safety program which includes: 

 
• An orientation program for new employees that provides an overview of duties, potential 

hazards and safeguards, district safety rules, location of fire extinguishers and other safety 

equipment, and emergency procedures. 

• Issuance of personal protective safety equipment to employees as necessary. Employees 

required to wear safety equipment shall be instructed that failure to comply may cause the 

District to impose disciplinary consequences in accordance with policy and law. 

• In-service safety training on appropriate topics. 

• An occupational risk assessment program for identifying and projecting occupational risks. 

• Installation of safety features on district equipment and in district facilities. 

 

An employee injured or involved in an accident on the job shall report the injury/accident as soon as 

practical to his/her immediate supervisor and no later than 24 hours unless there is good cause for a  

delay in reporting. Failure to notify a supervisor about an injury/accident may result in disciplinary 

action in accordance with policy and law and may, according to law, result in denial of worker's  

compensation benefits. 
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PUBLIC ACCESS TO PERSONNEL RECORDS  (DI)  
 

 Personnel records shall be maintained in three areas. The Business Manager will maintain those 

records required for payroll purposes and for record keeping under the Fair Labor Standards Act and 

other laws. All other personnel records will be maintained in the Business Manager Office and in the 

principal's office of the building in which the employee is primarily employed. Public access shall  

be during normal business hours. Personnel files in locations described above shall be available for  

review by members of the public as outlined in the policy. 

Records of medical treatment or use of employee assistance programs are not a part of the personnel 

records and shall not be released without the written consent of the employee. 

ACCEPTABLE USE POLICY AND STAFF USE OF ELECTRONIC DEVICES 

(ACDA & DEAD) 
 

The use of electronic resources, technologies, and the internet, whether district owned or personal, on 

district owned/rented/contracted property is a privilege not a right. All use must be in support of 

education and consistent with the educational goals, objectives, and priorities of the District. Staff 

has no reasonable expectation of privacy when using district technology or using technology on 

district property or at district affiliated events. All use may be monitored to maintain the integrity of the 

system and to ensure proper and responsible use. Teachers, professional support staff, support  staff 

and administrators will exercise supervision of student use and educate students on responsible  use. 

Employees are solely responsible and will be personally liable, legally, financially, or otherwise, for 

his or her own misuse of the district's systems/networks, district technology, and/or district internet.  

Misuse may also result in disciplinary action, including reducing or revoking technology use 

privileges and restitution for costs associated with repair of equipment/software associated with 

improper use and/or termination. 

Employees are prohibited from using electronic devices in an area where others have a reasonable 

expectation of privacy such as a lavatory or locker room. 

All employees are prohibited from conducting district business through the use of electronic devices 

while driving. 

Staff members are encouraged to secure any available communication device in the event of an 

emergency that threatens the safety of students, staff or other individuals. 
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RETURN TO WORK PROGRAM 

Glen Ullin Public Schools has a return-to-work program for all of its employees. A Return-To-Work 

(RTW) program is intended to help employees get back to work as soon as they are able, following 

an injury or illness. Based on the injuries and restrictions set by the treating physician, a modified 

job duty is designed for the employee to be able to return to work. This may include, but is not 

limited to: 

• Returning to your same position 

• Returning to your same position, with restrictions 

• Returning to another position within GUPS, possibly at another location 

Under no circumstances will an employee be requested to perform any activity that exceeds those 

restrictions set by their treating physician. Glen Ullin Public School District is committed to assisting 

you in returning to work as quickly and safely as possible after a workplace injury occurs. 

RISK MANAGEMENT AND OCCUPATIONAL SAFETY (IDB & DEAF) 
 

The Glen Ullin Public School District safety program is to protect the safety and health of our 

employees. Injuries and property loss through accidents are needless, costly and preventable. The 

Glen Ullin Public School District works to eliminate all accidents and health hazards by the 

establishment of a safety and health program, which is adapted to fundamental safety concepts and 

proven management performance. The reduction of accidents and claims is a goal of the 

administration. 

Each employee has the responsibility for his/her own safety, as well as the safety of his/her fellow 

employees. It is only by each employee becoming familiar with the hazards of his/her job and doing 

what is necessary to insure their safety that the district can achieve the safe working conditions 

deserved by all its employees. 

Employees with safety concerns or suggestions should contact their supervisor or the Business 

Manager. 

 

SANITARY CLEANUP AND DISPOSAL (ACBB-E and AR2) 
 

School personnel should practice hygienic procedures when disposing of all human secretions and 

excretions since they may contain infectious agents capable of spreading disease and since carriers of 

infectious or contagious diseases are often unknown. 

SIGNIFICANT CONTAGIOUS DISEASES (ACBB) 
No one will be denied employment with the District solely because they have or they are perceived 

to have a significant contagious disease. The District prohibits harassment and/or discrimination 

against an individual diagnosed as having a significant contagious disease. Complaints alleging 
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harassment/discrimination based on a significant contagious disease shall be handled in accordance 

with the District's Harassment and Discrimination Grievance Procedure. 

All information concerning an affected person's condition that is given to an employee or official of 

the District shall remain confidential. No employee of the District may inform anyone of an 

affected individual's infection. No employee may release information to the public either 

confirming or denying the presence within the District of a person who has contracted a significant 

contagious disease. An employee violating these prohibitions shall be subject to disciplinary 

consequences in accordance with policy, law, and when applicable, the negotiated agreement. 

Employees will receive appropriate training that addresses significant contagious disease 

prevention. The training will include the proper use of universal precautions. 

STAFF DRESS CODE (DEAC) 
 

As role models, staff should always be conscious of how their dress and appearance affects students. 

All staff shall wear attire appropriate to their profession and the occasion, and which provides 

protection and safety as necessary. 

STAFF POWER-DIFFERENTIATED FRATERNIZATION (DEBD) 
 

It is the policy of GUHS to ensure that the work environment is free from intimate, romantic, or dating 

relationships between supervisors and their subordinates or between employees involved in a power­ 

differentiated work relationship. The district is concerned these relationships can lead to concerns 

with sexual harassment and may negatively impact the moral and operations of the district. 

If employees are involved in these types of relationships they need to report them to Administration 

or the Business Manager. The district will work with the individuals involved in the personal 

relationship to modify the working relationship or assignments. 

STAFF-STUDENT RELATIONS  (NON-FRATERNIZATION) (DEBD) 
 

Employees, volunteers, and students are expected to treat one another with respect and 

professionalism. Support staff must exercise good judgement and maintain professional boundaries  

when interacting with students at all times, on and off school property. 

Any behavior of a harassing or sexual nature towards students is strictly prohibited. Individuals aware 

of any prohibited behaviors are expected to report such actions to an administrator or the 

superintendent. 

 

 



18  

STUDENT CONDUCT, DISCIPLINE, AND CORPORAL PUNISHMENT 

PROHIBITION (FF) 

Students are expected to conduct themselves in a manner fitting their age level and maturity, and in a 

manner that will not impede on the orderly conduct of the district. Students are expected to be 

reasonably prepared for all their classes and to comply with student conduct standards and 

prohibitions contained in district policies and regulations. 

 

Consequences for misconduct will be fair and developmentally appropriate in light of the 

circumstances. Disciplinary measures will be as positive as possible, involving the student in defining 

acceptable behavior. 

 

Reasonable physical force may occasionally be necessary to guard the safety and well-being of 

students or employees or to deliver a student to an administrator's office; however, the use of corporal 

punishment, defined as the willful infliction of physical pain on students, is not allowed. 

UNEMPLOYMENT INSURANCE 
 

Staff employees are entitled to unemployment insurance. Eligibility and benefit amounts are 

determined individually based on a percentage of yearly earnings, up to the allowable maximum. 

Unemployment insurance is not available for the summer months when nine month personnel are not 

working. 

VEHICLE INSURANCE 
All school system vehicles are protected by the district's liability insurance carrier. Employees who 

transport students in school vehicles are required to participate in the district's random drug testing 

program. 

VIOLENT and THREATENING BEHAVIOR (ACE) 
A true threat is a statement made orally, in writing, or using another medium that would be perceived 

by a reasonable person to be a serious expression of intent to harm, commit assault, or damage school 

property. 

 

An employee who has knowledge of a threat must report it to the building principal or Superintendent. 

Failure to report a known threat may result in disciplinary consequences up to and including 

termination of employment, in accordance with policy, and law. 

The Glen Ullin Public School District prohibits all acts of violence and aggression, including, but not 

limited to, possession of a weapon or dangerous instrument, physical assault, vandalism of district 

property, stalking, gang affiliation and/or activity, or terroristic acts. Violators of this policy shall be 

subject to disciplinary consequences, determined by the seriousness of the act, including but not 
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limited to, discharge and exclusion from school premises. In addition, the Glen Ullin Public School 

District may take legal action against the perpetrator. 

Employees may also be subject to the filing of criminal charges and/or referred to counseling services 

for treatment. 
 

WEAPONS PROHIBITION ON DISTRICT PROPERTY (DEAG) 
 

Employees, district contractors and/or their employees, and district volunteers shall not possess a  

dangerous weapon or firearm on district property or at school-sponsored events, including those 

individuals who may otherwise be permitted by law to carry such weapons. 

Employees in violation of this policy will be subject to discipline up to and including dismissal in  

accordance with any applicable law. A referral to law enforcement may be made by appropriate 

school officials. 

 

WELLNESS (ABCC) 

The District works to promote the following nutrition goals through the curriculum and other 

promotional methods: 

 

1. Provide a health education curriculum that is aligned with state standards and requirements 

and is aimed at influencing students' knowledge, attitudes, and eating habits. 

2. Provide overall school environment that encourages students to make healthy food choices. 

3. Identify and implement methods to educate family members about district nutrient standards 

and goals and involve them in program development and implementation. 

The District has a wellness committee which will help develop a list of activities to help the District 

and each individual school achieve their wellness goals. The wellness committee will also help 

with the monitoring and enforcement of building-level compliance of the wellness policy. 

WHISTLEBLOWERPROTECTION: PROHIBITION AGAINST 

RETALIATION (ACE) 

 

District employees will not be asked, nor should they violate federal, state, or district policy through 

practice, policy, act or omission. Under this policy, District employees are protected from reprisal,  

retaliation, or discrimination (including, but not limited to discharge, threats, or penalizing 

compensation, work conditions, locations, or privileges or employment) if they: 

1. In good faith, made or intends to make a report that the school board, school employee or an 

entity/person with who the school district has business relationships, has violated federal, state, 
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or local law/administrative rules or district policy through practice, policy, act, or omission. 

2. Participates in a Glen UIllin Public School District-related investigation, hearing, or inquiry; or 

3. Refuses to carry out a directive that the employee believes is a violation of state or federal  

law, rule, or regulation or poses a substantial or specific danger to public health and safety,  

provided the employee has an objective basis for that belief and informs the employer that the 

directive is being refused for that reason. 

The District will comply with the Federal False Claims Act (FCA) and expects all employees to 

follow the requirements of FCA. Employees who in good faith file a claim under FCA will not face 

any reprisal, retaliation, or discrimination due to filing a claim. 

Anyone covered by the above protections who reasonably believes that this policy has been violated 

by a district employee, contractor, or other authorized district agent may file a grievance in 

accordance with the district's applicable complaint or grievance policy. In the absence of policy or  

if policy is not applicable given the nature of the grievance, the individual should report to the  

Superintendent who shall investigate. If a grievance under this policy concerns the Superintendent or 

a school board member, the complainant should report to the Board President or Board Vice 

President (if the report concerns the Board President) who shall investigate. If the grievance 

concerns the entire school board, it should be filed with the Morton County School Superintendent 

for investigation. 

WORKERS COMPENSATION and OCCUPATIONAL SAFETY 

(DEAF) 
 

Glen Ullin Public Schools furnishes workers compensation insurance coverage for all employees. 

Workers compensation insurance is intended to provide medical care and pay for lost time resulting 

from injuries on the job and those illnesses caused by the employee's work. 

Employees must report any accident to their supervisor immediately. The employee is also 

responsible for contacting the District Safety Coordinator immediately after an incident. Failure to 

do so could result in disciplinary action. Employees should also report a near miss or close call,  

which occurred to them or they witnessed. Reports must be on all accidents not just those resulting 

in an injury. 

Employees who are reimbursed by Work Force Safety and Insurance for days absent from work 

cannot have sick leave payments or any other district provided insurance exceed their regular 

earnings. When an employee has a loss time claim and receives workers compensation payments,  

the employee must send a copy of the Work Force Safety and Insurance benefit summary to payroll. 

Payroll will deduct the amount earned from Workforce Safety and Insurance from the employee's  

next paycheck. 
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PAID HOLIDAYS 

 

Classified employees will receive the following paid holiday if they are working during the time of the following 

holidays: New Year's Day, Good Friday, Memorial Day, July 4th, Labor Day, Thanksgiving, Veterans Day, and 

Christmas Day. Please note that an employee who is not working at the time of the holiday does not get paid 

for that holiday. Example: A cook, who does not work during the summer is not paid for the July 4th holiday. 

The hours paid for the holiday will be the hours normally worked around the time of that season.  

 

VACATION BENEFITS 

 

12 month employees are eligible for vacation leave and may accrue vacation leave in accordance with years of 

service as follows:  

1 – 9 years of employment – employee may accrue up to 10 days  

10-14 years of employment – employee may accrue up to 15 days 

15 or more years of employment – employee may accrue 1 day per year up to a maximum of 20 days 

 

10-month employees, will receive a prorated portion of 2 weeks given to full time 12-month employees (8 days). 

 

Vacation time is earned each pay period and cannot be taken in advance of what is earned. Vacation leave will 

begin to accrue on the 1st day of hire and continue until the employee accrues the maximum number of 

days/hours according to the employee’s length of employment as described above.  Once an employee’s accrual 

reaches the maximum days/hours described above, the employee will not accrue further vacation leave until 

accrued leave is used and the accrued amount drops below the maximum allowed.   

 

The vacation leave year runs from July 1st – June 30th of each year.  Vacation leave accrued will rollover from 

year to year up to the maximum vacation days/hours.  Employees will not be compensated at any time for unused 

vacation leave except as required by law upon separation from employment. 

 

Full time, 10 month employees must work their normally scheduled work hours for the 182 contracted teaching 

days.  

 

Employer has the right to modify or terminate the vacation policy at any time. 

 

FRINGE BENEFIT 

 

The Glen Ullin Public School District #48 shall pay, as a fringe benefit, in accordance with the teacher’s 

collaborative bargaining agreement, to each full-time staff member.  

 

A flexible benefit plan will be offered to all employees of the School District and can be used for  

• Medical 

• Dental 

• Vision 

• Flex spending 
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SICK LEAVE 

 

• A staff member will receive 12 days of sick leave per year regardless of the current sick leave amount. 

The days will be on an accrued basis throughout the school year. The number of days per school term 

will never exceed 12 days. 

• Unused sick leave days may accumulate to a maximum of 85 days at the end of the contracted year. No 

more than 85 sick leave days may be taken in any one fiscal year under this provision. (No sick leave will 

be carried over to the next school term if 85 days are taken during a fiscal year.) 

• Sick leave with pay shall be allowed, whenever a staff member’s absence, if found to have been due to 

illness and/or disability which prevented attendance and performance of duties on that day or days. The 

school district may require a staff member to furnish a medical certificate from a qualified physician as 

evidence of illness or disability, indicating such absence was due to illness or disability, in order to 

qualify for sick leave pay. If the School District requires a second opinion, the School District will pay 

for the second opinion; however, the final determination as to the eligibility for sick leave is reserved to 

the School District. 

• Sick leave allowed shall be deducted from the accrued sick leave days earned by the staff member.  

• The Family Medical Leave Act will be followed for maternity leave and shall be treated the same as sick 

leave. This leave may not be used for child rearing or child/parent bonding purposes as per board policy.  

• When the duration of illness or disability makes it necessary for the administration, in its sole discretion, 

to employ a substitute for extra-curricular duties, a proportionate amount (Based upon the extracurricular 

pay for the duty and the time a substitute was employed) shall be deducted from the extra-curricular 

salary of the ill or disabled teacher. 

• Upon retirement, after five or more years of service, staff members will be paid $40.00 per day for 

unused sick leave. If leaving the district for other reason(s) after the fifth year of employment in the 

district, staff members will be reimbursed for unused sick leave at the rate of $20.00 per day, or one-half 

of what is being paid to retiring staff members. 

• Employees who have reached their maximum cumulative sick days may receive 5 days paid at $25 per 

day payable at the end of your contract year. 

 

SICK LEAVE BANK This policy is subject to change in 26-27 and will be revisted by the school board 

for the 26-27 school year. These will be the policy guidelines until any changes may be enacted by the 

school board.  

• The Glen Ullin School Sick Leave Bank is a voluntary program. 

• The Sick Leave Bank is designed to provide additional sick day coverage to staff who incur extended 

medical illness. 

• Any staff member who has used all sick days, personal leave days, and all other forms of paid days may 

request use of the Sick Leave Bank. 

• The request will be made to the superintendent and shall include: 

i. A primary health care provider’s statement of medical need 

ii. A specific number of days (A letter from the school may be sent to the staff member’s 

health care provider asking the provider to specify the number of days of medical leave 

which are needed. The letter will also indicate the statement of medical need will be used to 

allow more days from the Sick Leave Bank.) 

• The request will be distributed to the staff and will include approval from administration and the number 

of days requested. 



23 
 

• Requests for additional sick leave days from the Sick Leave Bank may be ongoing up to the 90-calendar 

day time period when disability insurance starts. 

• Information relating to which staff members donated days toward the Sick Leave Bank will be 

considered “Confidential” (unless otherwise specified by the open records law) and will not be released 

to the staff member requesting additional days. 

• Staff may contribute two days to the Bank per request to a maximum of two (2) days per year. The 

number of days that the staff contributes to the sick leave bank may be increased at the discretion of the 

School Board. 

• All staff-donated days are placed in a Sick Leave Bank. 

• If additional days are needed in the Bank for the continuation of one staff member or to meet the needs of 

additional staff members, other requests to the staff will be made to add days to the Sick Leave Bank.  

• All Sick Leave Bank days remaining in the bank following a request will be carried in the bank until 

those days are used from the Bank and/or additional sick bank days are requested.  

 

         PERSONAL LEAVE 

 

• The School Board will grant 2 days per year of personal leave to each non certified staff member subject 

to the following provisions: 

• Staff will be permitted to take personal leave based on the availability of qualified substitutes.  

• Unused personal leave may accumulate to a maximum credit of 3 days per staff member, which will be 

available immediately upon hire or the start of a new fiscal year. If unused personal leave is available at 

the end of the fiscal year, the Business Manager will automatically carry over 1 day.  

• Application for leave must be filed with the Superintendent (48 hours) in advance of contemplated leave 

on forms provided by the District. The Superintendent may waive the two-day provision in emergency 

situations. 

• Unless waived by the Superintendent, personal leave shall not be granted for the following:  

i. The first five (5) days of the school term 

ii. During the month of May except for special occasions at the sole discretion of the Superintendent 

• Staff with any unused earned personal leave will be paid the same rate as the daily compensation at the current base 

pay for each day of unused personal leave subject to the following provisions: Prior to May 5th, the teacher(s) shall 

provide written instructions to the school district manager or superintendent concerning the status of any unused 

personal leave. (The staff may carry up to 2 days of personal leave to the next school term or may be paid for all 

unused personal leave). 

 

NON-EMERGENCY MEDICAL LEAVE 

 

All staff will be allowed five (5) days sick leave to be used for the non-emergency medical needs of 

immediate family members. Family members are defined as a member of a staff’s or his/her spouse’s 

immediate family (father, mother, stepparents, brother, sister, spouse, children, father-in-law, mother-in-

law, brother-in-law, sister-in-law, grandparents, or grandchildren.) 
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EMERGENCY LEAVE 

 

• In cases of death, serious illness, or injury to a member of the staff’s or his/her spouse’s immediate 

family (father, mother, stepparents, brother, sister, spouse, children, father-in-law, mother-in-law, 

brother-in-law, sister-in-law, grandparents, or grandchildren) the employee will be granted time off. 

• An employee absent under this clause shall be compensated for lost time required to handle the 

immediate emergency situation. Three (3) days shall be allowed annually and anything beyond is at the 

discretion of the School Board. 

• Requests for emergency leave shall be made to the Superintendent. 

• Days that qualify for emergency leave shall include: 

iii. The day an emergency arises 

iv. The day of surgery 

v. The days of travel and the day itself in case of death or serious injury to those described 

above 

PROFESSIONAL LEAVE 

 

• Workshop and conferences in the staff members major or minor field 

• Trips where staff are required to accompany students to or from a school-sponsored event 

• Any other job-related activity or events subject to the Superintendent’s discretion  

PAYROLL PERIODS 

 

All classified employees will be paid on the 15th and 30th of the month, unless these days fall on a weekend or 

holiday, in which case payroll will fall on the Friday before. 

The mid-month payroll will be based on the number of days worked times the average hours per day worked. 

Pay periods run from the 24th to the 8th of each month and the 9th to the 23rd of the month. Bus/Activity 

driving is paid once or twice per month, based on driver's choice. It is the responsibility of the employee to 

turn in their pay sheets to the business manager on the morning prior to the 9th and 24th.  

CLASSIFIED STAFF HOURS 

 

During the school year, classified staff are paid on days when school is in session and if they are required to 

work those days. However, they may take vacation, personal leave, or leave without pay during those days in 

order to achieve a 40 hour pay week. An example of this would be when students are not in school during 

Veterans Day, the staff would not report or get paid for that day unless they chose to utilize vacation or personal 

leave. The supervisor may reserve the right to require classified staff to work when school is not in session, 

based on facility needs. 

FREE LUNCH 

 

Employees that are required to be on duty during lunch (during the school year) will receive a free lunch as 

served in the school food service program. All employees that are not required to be on duty during lunch hour 

are required to pay the regular adult lunch rate for lunches eaten. 

FREE SCHOOL ACTIVITIES PASS 

 

All classified employees are entitled to an admission pass for school sponsored activities (Not including 

tournaments, etc.). 
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LEAVE REQUESTS 

 

All requests for sick leave, emergency leave, and vacation leave shall be made to the superintendent or 

authorized supervisor. All vacations will be scheduled at least three weeks in advance. No more than two 

classified employees may take leave at the same time, unless approved by the superintendent. 

 

EXITING EMPLOYMENT 

Before receiving their final paycheck, employees must turn in all keys and district owned property, and 

complete any final tasks as required by the supervisor. 

AT-WILL EMPLOYMENT 

An employment having no specified term may be terminated at the will of either party on notice to the other, 

except with otherwise provided by this title. N.D.C.C. 34-03-01 
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Employee Health Policy Agreement 

 

Reporting Symptoms of Illness 

 

I agree to report to the manager when I have: 

1. Diarrhea 

2. Vomiting 

3. Jaundice (yellowing of the skin and or eyes) 

4. Sore throat with fever 

5. Infected cuts or wounds, or lesions containing pus on the hand, wrist, and exposed body part (such as 

boils) and infected wounds, however small). 

 

Reporting diagnosed Illnesses 

 

I agree to report to the manager when I have: 

1. Norovirus 

2. Salmonella Typhi (typhoid fever) 

3. Shigella spp. Infection 

4. E. coli infection (Escherichia coli 0157:H7 or other EHEC/STEC infection) 

5. Hepatitis A 

 

NOTE:  The manager must report to the health department when an employee has one of these illnesses. 

 

Reporting:  Exposure of Illness 

 

I agree to report to the manager when I have been exposed to any of the illnesses listed above through: 

 

1. An outbreak of Norovirus, typhoid fever, Shigella spp. Infection, E. coli infection, or Hepatitis A. 

2. A household member with Norovirus, typhoid fever, shigella spp. Infection, E. coli infection or 

hepatitis A. 

3. A household member attending or working in a setting with an outbreak of Norovirus, typhoid fever, 

shigella spp. Infection, E. coli infection, or Hepatitis A. 

 

Exclusion and Restriction from Work 

 

If you have any of the symptoms or illnesses listed above, you may be excluded* or restricted** from work. 

 

*If you are excluded from work you are not allowed to come to work. 

 

** If you are restricted from work you are allowed to come to work, but your duties may be limited. 

 

 

Returning to work 

If you are excluded from work for having diarrhea and/or vomiting, you will not be able to return to 

work until more than 24 hours have passed since your last symptoms of diarrhea and/or vomiting. 
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Hard Lock Down/School Intruder Plan 

 
HUMAN THREAT LOCKDOWN or HARD LOCKDOWN 
1. A human threat lockdown is called when there is eminent danger of an 

intruder inside our building. Because there are too many “What If’s” to 
consider in a hard lock down or human threat situation we will practice 
an "options-based" response protocol with local law enforcement to best 
meet safety needs of our students. "Options-based" responses mean 
that staff will utilize all options available to them to make the best 
decisions based on the location of the human threat. A reunification 
procedure will be communicated from our district to parents after the 
event is over. 

 
ROLES: 

 
Office Staff:   
2. Secure the Front Office and Principal’s Office for Command and Control 

of the Glen Ullin Campus. You will be our eyes and communication 
center so it is imperative that this area is secured before starting 
communication to staff and first responders. Ensure school emergency 
folder is brought into the principal’s office to be the last line of security. 
Take your cell phones as an alternate form of communication if school 
lines are disabled. 

3. Communicate to staff and students over the intercom that “A Human (Be 
as specific as Possible) Threat is on our campus and this is not a drill” 
and direct “Staff and students need to go into an immediate lockdown”. 

4. Call 911. Assign one staff member to remain on the phone with 911. 
5. Assign one staff member to man the cameras to find the human threat 

then communicate information to staff on the intercom to help relay 
information as Staff and Law Enforcement make options-based 
decisions. 

6. Assign one staff member to man the intercom (if possible) to relay 
instructions to staff. 

7. Assign a staff member to man the school phone if available to field other 
calls coming into the school from First Responders if state radio or 
dispatch is not functional. 

 
Janell Morman Cell: 701-426-4895 

   McKenzi Krein Cell: 701-260-8291 
Tara Olson Cell: 701-400-7542 
Cami Krueger Cell: 701-226-7729 
Marty Bratrud Cell: 701-490-4071 

 
  
Superintendent/Principal/Head Custodian:  
1. Stay with Students if covering a class. 
2. Secure the main office if in the vicinity. 
3. Help secure stragglers in the hallway. 
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4. Push the human threat to an isolated area. 
5. Communicate with Parents after the event is over regarding our 

reunification locations and plans using social media, e-mail list serv, alert 
system.  

6. Send home timely communication after the event for days, weeks and 
even months regarding information and services regarding any human 
threat event. 

 
   Teachers: 

1. Secure Classroom or evacuation area and turn off lights. 
2. Comfort students and help keep them calm and quiet. 
3. Relay instructions to students on option based response if needed. 
4. Stay with students through the entire event to the reunification location at 

Sacred Heart Catholic Church.  Alternate site Church (if required) is the 
Zion Lutheran Church. 

5. Help maintain an orderly environment during the lockdown, during any 
potential options-based response and through reunification. 

6. Do not call the office or other staff to provide information, the main 
office will be communicating with first responders and unable to take 
your call. 

7. Lora Voegele will be in charge of the reunification location.  She will be 
the only person allowed to release students to parents.  In her absence 
Lynnette Schirado will take on this role. 

 
Lora Voegele: Cell Number: 701-471-6491 
Lynnette Schirado: Cell Number: 701-471-2342 
Shelly Christensen: Cell Number: 701-263-7857 
 
 
Support Staff: 
1. Secure your location, turn off lights. 
2. Help secure students in your area. 
3. Comfort students and help keep them calm and quiet. 
4. Relay instructions to students on option based response if needed. 
5. Stay with students through the entire event to the reunification location at 

Sacred Heart Catholic Church.  Alternate site (if required) is the Zion 
Lutheran Church. 

6. Help maintain an orderly environment during the lockdown, any potential 
options-based response and through reunification. 

7. Do not call the office or other staff to provide information, the main 
office will be communicating with first responders and unable to take 
your call. 
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School Counselor: 
1. Same as Teachers when you are with students during a Human Threat 

event.   
 
Counselor Role After the event is over: 

1. Contact Area Crisis Network Team and Morton County Emergency 
Management Director for assistance. 

 
Morton County Emergency Management Director:  
Patrick Martin: 701-667-3307 

 
2. Call Mallary Schafer, Village Family Service Center Manager, and ask 

her to coordinate counseling services. 
 

Village Family Service Center Counselor:  
Mallary Schafer: 701-852-3328 

 
3. Contact local Clergy for assistance. 

 
School Counselor: Cami Krueger Cell: 701-226-7729 

 
First Responders Fire and Ambulance: 

1. Fire Chief and Ambulance Chief will maintain outside Command and 
Control during a human threat event until law enforcement arrives. 

2. Fire Department/Ambulance arrive with sirens on and lights running. 
3. Set up a perimeter Wall/Shield on the West Entrance of the School 

(Bus Ramp) to help students and staff that may be evacuating the 
school in an options-based response. 

4. Assist in evacuation of the building and movement of students and staff 
to Sacred Heart Catholic Church. 

5. Assist Law Enforcement with traffic and crowd control during and after 
an incident.  

6. Important, do not breach the school. Allow Law Enforcement to make 
the breach to ensure we have enough medical professionals to be 
available in the event medical triage for students and staff is required. 

7. Our reunification location is Sacred Heart Catholic Church for students 
and staff that are unhurt. 

8. First Responder’s will be responsible to make any calls if students or 
staff need to be evacuated to the Glen Ullin, Mandan, Bismarck, or 
Dickinson Hospitals and Clinics to prepare them for incoming triage to 
ensure they have proper levels of staff on hand on arrival. 

9. Life Flight and air lift casevac will be positioned at the Glen Ullin Airport 
or Glen Ullin School football field on the south side of the School (The 
School FB Field site only after the area is declared safe by Law 
Enforcement) and transported by Ambulance and Fire Dept. staff to the 
airport. 
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Law Enforcement: 
1. Take over Command and Control of the entire area once upon scene. 
2. Law Enforcement will follow their local, state and federal standard 

operation procedures. 
 
Information for a Breach: 
1. The Front Office is the school Command and Control area.  It will have 

2-4 staff members in the office or principal’s office.  They will follow law 
enforcements instructions after the breach. (Map Included) 

2. School Superintendent, Marty Bratrud, Pk-12 Principal, Tara Olson, or 
Head Custodian, Preston Foss, may be in the building halls securing 
students and pushing the Human Threat to an isolated area.  They will 
be unarmed except for ad hoc weapons like a fire extinguisher, bat, or 
other improvised device, but will not have firearms on their person. 

 
        Marty Bratrud Cell: 701-490-4071 

Tara Olson Cell: 701-400-7542 
Preston Foss Cell: 701-590-0381 

 
After a Human Threat Event: 

1. Reunification location is Sacred Heart Catholic Church as primary 
location, the Lutheran Church is secondary location. 

2. A school administrator (Or designee) will supervise the reunification 
area. A Teacher will take this role if no administrator is available. 

3. Teachers should gather and keep all students in their area and under 
their direct supervision. 

4. Food, drinks, and medical supplies, etc will be available to Staff and 
Students at the reunification location.  Take care of the basic needs 
of our students and staff.  Staff are authorized to charge any food, 
water, or supplies needed from the grocery store or Dollar General. 
Please take care of any needs for our students and staff may 
require. Cost should not be a consideration, just the needs of our 
students and staff. 

5. Parents and Guardians will not be allowed into the reunification area. 
Law Enforcement, when available, will help keep order with the 
process.   

6. Parents will be reunified with their child one at a time.  Teachers and 
staff will personally hand over custody of the child to the parent or 
guardian one at a time at the entrance of the reunification location.  
All students will be accounted for and documented as they are 
handed over to their parents. 

7. This process will be slow and tedious.  Please be sure to maintain 
exact records and to maintain a high level of security, patience, and 
calm both with students and parents.   

8. Office Staff will make an accounting of all staff.  Please keep exact 
records of this process. 
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9. After reunification has been completed, teachers, admin, and office 
staff will begin making inquiries on all students and staff that have 
not been accounted for at the reunification center. 

 
Media Requests: 

All media requests will be directed to Law Enforcement Command.  
School Staff and representatives should avoid making any 
statements to the media.  Our role is to ensure student safety and 
accurate accounting and reunification of students to parents. 
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