
File: AA

SCHOOL DIVISION LEGAL STATUS

The Constitution of Virginia provides that the General Assembly establish a
system of free public elementary and secondary schools for all children of school age
throughout the state, and seek to ensure that an educational program of high quality is
established and continually maintained. The General Assembly requires that such an
educational system be maintained and administered by the Board of Education, the
Superintendent of Public Instruction, division superintendents and school boards. The
Board of Education divides the Commonwealth into school divisions of such
geographical area and school-age population as will promote the realization of the
standards of quality and will periodically review the adequacy of existing school
divisions for this purpose. The supervision of schools in the Waynesboro school division
is vested in the Waynesboro School Board.

Adopted:  7/13/2010
Reviewed/Revised:  4/10/2018, 10/13/2020, 2/8/2022

Legal Refs.: Constitution of Virginia, article VIII, §§ 1, 5, 7.

Code of Virginia, 1950, as amended, §§ 22.1-2, 22.1-28.

Cross Ref.: BB School Board Legal Status
BBAA Board Member Authority
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ADMINISTRATION GOALS 
 

The Waynesboro School Board places the primary responsibility and authority for 
the administration of the school division in the superintendent. The superintendent is 
responsible for the direction, leadership, and coordination of students and staff in their 
efforts to reach educational goals adopted by the School Board. 
  

The School Board expects the division superintendent to provide leadership in:  
 

1. Decision-making. 
 

2. Communication. 
 

3. Planning, organizing, implementing, and evaluating educational programs. 
 

4. Developing and maintaining close working relationships and channels of 
communication within the school system and community. 

 
Adopted: 10/11/1994 
Reviewed/Revised: 03/08/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78, and 22.1-

253.13:7. 
 
Cross Refs.: CBA   Qualifications and Duties of the Superintendent 
  CBG   Evaluation of the Superintendent 

 
 
 
 
 
 
 
 
 
 



File: AC

NONDISCRIMINATION

The Waynesboro School Board is committed to nondiscrimination with regard to
sex, sexual orientation, gender, gender identity, race, color, national origin, disability,
religion, ancestry, age, marital status, pregnancy, childbirth or related medical
conditions, military status, genetic information or any other characteristic protected by
law. This commitment prevails in all of its policies and practices concerning staff,
students, educational programs and services, and individuals and entities with whom
the Board does business.

Adopted:  7/13/2010
Reviewed/Revised: 9/10/2013, 4/10/2018, 8/11/2020, 2/9/2021, 7/13/2021, 2/8/2022

Legal Refs.: 20 U.S.C. §§ 1681-1688.
29 U.S.C. § 794.
42 U.S.C. §§ 2000d-2000d-7, 2000e-2000e-17, 2000ff-1.

34 C.F.R. 106.9.

Constitution of Virginia, article I, section 11.

Code of Virginia, 1950, as amended, §§ 2.2-3900, 2.2-3901, 2.2-3902,
22.1-23.3, 22.1-295.2.

Cross Refs.: GB Equal Employment Opportunity/Nondiscrimination
GBA/JFHA Prohibition Against Harassment and Retaliation
JB Equal Educational Opportunities/Nondiscrimination
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EDUCATIONAL PHILOSOPHY

The Waynesboro School Board is committed to providing equal opportunity for
every student to achieve intellectual, social, emotional and physical growth and to
ensuring that each student be equipped to communicate effectively with other people, to
be competent both in the work place and in higher education and to feel confident of the
ability to make creative and constructive decisions.

The Waynesboro School Board:
● provides the necessary trained and dedicated leadership, qualified

personnel, equipment and materials to assure an appropriate education
for every student

● treats all members of the school community equitably and with respect;
● allocates and uses assets fairly and efficiently

Adopted:  7/13/2010
Reviewed/Revised:  4/10/2018, 10/13/2020, 7/13/2021, 11/9/2021, 2/8/2022

Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-23.2, 22.1-78.

Cross Refs.: AC Nondiscrimination
GA Personnel Policies Goals
GB Equal Employment Opportunity/Nondiscrimination
GBA/JFHA Prohibition Against Harassment and Retaliation
IGBC Parent and Family Engagement
JB Equal Education Opportunities/Nondiscrimination
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SCHOOL DIVISION GOALS AND OBJECTIVES

Generally

The school division is committed to excellence in education, equality of
educational opportunity, and the recognition of each student's individuality. Inasmuch as
students differ in their rate of physical, mental, emotional and social growth and vary in
their needs and abilities, learning opportunities are provided that are consistent with
personal development and potential. Programs emphasize diagnostic and prescriptive
instruction, allowing an individual approach to each student's learning style and
educational needs.

The educational program introduces each student to a variety of interest and
subject areas that offer exposure to the range of opportunities available in later years.
These experiences produce the basis for further education and future employment. As
students demonstrate increased maturity, they may assume more responsibility for the
decisions regarding their education.

The school environment should be responsive and conducive to learning. The
physical environment facilitates and enhances the learning experiences available to
each student. A responsive environment includes competent, dedicated teachers using
a variety of techniques and a classroom atmosphere where students can function and
develop according to their abilities. Safety, physical comfort, and appearance also are
vital environmental components.

Standards of Quality and Objectives

The school board accepts the overall goals of public education as expressed by
the Standards of Quality legislated by the Virginia General Assembly and implemented
by State Board of Education regulations.

The school board reports its compliance with the Standards of Quality to the
Board of Education annually. The report of compliance is submitted to the Board of
Education by the chairman of the board and the superintendent.

Standards of Quality--Programs and Services

The school board commits itself to providing programs and services as stated in
the Standards of Quality to the extent funding thereof is provided by the General
Assembly.

Adopted: 7/13/2010
Reviewed/Revised: 10/13/2013, 7/13/2021, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-23.3, 22.1-253.13:1,
22.1-253.13:8.
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COMPREHENSIVE PLAN

The Waynesboro School Board adopts a divisionwide comprehensive, unified,
long-range plan based on data collection, an analysis of the data, and how the data will
be utilized to improve classroom instruction and student achievement. The plan is
developed with staff and community involvement and includes, or is consistent with, all
other divisionwide plans required by state and federal laws and regulations. The school
board reviews the plan biennially and adopts any necessary revisions. Prior to the
adoption of the plan or revisions thereto, the school board posts the plan or revisions on
the division’s Internet website if practicable and makes a hard copy of the plan or
revisions available for public inspection and copying and conducts at least one public
hearing to solicit public comment on the plan or revisions.

The divisionwide comprehensive plan includes
(i) the objectives of the school division, including strategies for first

improving student achievement, particularly the achievement of
educationally at risk students, then maintaining high levels of
student achievement;

(ii) an assessment of the extent to which these objectives are being
achieved;

(iii) a forecast of enrollment changes;
(iv) a plan for projecting and managing enrollment changes including

consideration of the consolidation of schools to provide for a more
comprehensive and effective delivery of instructional services to
students and economies in school operations;

(v) an evaluation of the appropriateness of establishing regional
programs and services in cooperation with neighboring school
divisions;

(vi) a plan for implementing such regional programs and services when
appropriate;

(vii) a technology plan designed to integrate educational technology
into the instructional programs of the school division, including the
division's career and technical education programs, consistent with
or as part of the comprehensive technology plan for Virginia
adopted by the Board of Education;

(viii) an assessment of the needs of the school division and evidence of
community participation, including parental participation, in the
development of the plan;

(ix) any corrective action plan required pursuant to Va. Code §
22.1-253.13:3; and

(x) a plan for parent and family involvement to include building
successful school and parent partnerships that will be developed
with staff and community involvement, including participation by
parents.

The school board presents a report to the public by November 1 of each
odd-numbered year on the extent to which the objectives of the divisionwide
comprehensive plan have been met during the previous two school years.
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Each school prepares a comprehensive, unified, long-range plan, which the
school board considers in the development of the divisionwide comprehensive plan.
Adopted:  7/13/2010
Reviewed/Revised:  10/13/2020, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-253.13:6.
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EVALUATION OF SCHOOL BOARD OPERATIONAL PROCEDURES

The School Board reviews its performance annually to ensure its proper
discharge of responsibilities to the community. Evaluation is based on a positive
approach, identifying the strengths of the School Board and opportunities for
improvement.

The following elements are included in the self-evaluation process:

1. School Board members are involved in the development of an evaluation
instrument and procedure.

2. The School Board evaluation instrument is completed by individual Board
members and submitted to the School Board Chairman, or the Chairman’s
designee, for compilation.

3. The School Board meets, with all members present, to review and discuss the
composite results.

4. Each conclusion is supported by objective evidence.

Based on discussion of the results, the School Board develops both short-and
long-range goals and objectives to ensure continued proficiency in its areas of
excellence, to strengthen weak areas and to improve the efficiency of the Board.

Adopted:  7/13/2010
Reviewed/Revised:  10/13/2020, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-78.

Cross Refs.: AE School Division Goals and Objectives
AF Comprehensive Plan
BBA School Board Powers and Duties
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__________________________________________________________________________

SECTION B:  School Board Governance and Operations
______________________________________________________________________

BB School Board Legal Status

BBA School Board Powers and Duties

BBAA Board Member Authority

BBBA Qualifications of School Board Members

BBBB Student Representative to the School Board

BBBC Board Member Oath of Office

BBD Board Member Removal from Office

BBE Unexpired Term Fulfillment

BBFA Conflict of Interests and Disclosure of Economic Interests

BCA School Board Organizational Meeting

BCB School Board Officers

BCC School Board Clerk

BCE School Board Committees

BCEA Disciplinary Committee

BCF Advisory Committees to the School Board

BCG School Attorney

BDA Regular School Board Meetings

BDB Special School Board Meetings

BDC Closed Meetings

BDCA Calling and Certification of Closed Meetings

BDD Electronic Participation in Meetings From Remote Locations

BDDA Notification of School Board Meetings
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__________________________________________________________________________

SECTION B:  School Board Governance and Operations
______________________________________________________________________

BDDC Agenda Preparation and Dissemination

BDDD Quorum

BDDE Rules of Order

BDDF Voting Method

BDDG Minutes

BDDH Public Participation at School Board Meetings (Also KD)

BF Board Policy Manual

BFC Policy Adoption

BFE Administration in Policy Absence (Also CHD)

BG Board-Staff Communications (Also GBD)

BHB School Board Member In-Service Activities

BHD School Board Member Compensation and Benefits

BHE School Board Member Liability Insurance
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SCHOOL BOARD LEGAL STATUS

The School Board of Waynesboro derives its authority from the Constitution of
Virginia, the Code of Virginia, and the regulations of the State Board of Education.

The Waynesboro School Board members are officers of the Commonwealth.

The Waynesboro School Board governs the school division.

The School Board is a corporate body whose official title is "Waynesboro School
Board".

Adopted:  9/13/1994
Reviewed/Revised:  8/9/2011, 11/9/2021, 2/8/2022

Legal Refs.: Constitution of Virginia, article VIII, § 7.

Code of Virginia, 1950, as amended, §§ 22.1-2, 22.1-28, 22.1-31, 22.1-71.

Cross Ref.: AA School Division Legal Status
BBAA Board Member Authority
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SCHOOL BOARD POWERS AND DUTIES

The School Board:
● adopts policy to provide for the day-to-day supervision of schools;
● sees that the school laws are properly explained, enforced and observed;
● secures, by visitation or otherwise, as full information as possible about

the conduct of the public schools in the school division and takes care that
they are conducted according to law and with the utmost efficiency;

● cares for, manages and controls the property of the school division and
provides for the erecting, furnishing, equipping, and noninstructional
operating of necessary school buildings and appurtenances and the
maintenance thereof by purchase, lease, or other contracts;

● provides for the consolidation of schools or redistricting of school
boundaries or adopts pupil assignment plans whenever such procedure
will contribute to the efficiency of the school division;

● insofar as not inconsistent with state statutes and regulations of the Board
of Education, operates and maintains the public schools in the school
division and determines the length of the school term, the studies to be
pursued, the methods of teaching and the government to be employed in
the schools;

● performs such other duties as are prescribed by the Board of Education or
are imposed by law;

● obtains public comment through a public hearing not less than ten days
after reasonable notice to the public in a newspaper of general circulation
in the school division prior to providing (i) for the consolidation of schools;
(ii) the transfer from the public school system of the administration of all
instructional services for any public school classroom or all
noninstructional services in the school division pursuant to a contract with
any private entity or organization; or (iii) in school divisions having 15,000
pupils or more in average daily membership, for redistricting of school
boundaries or adopting any pupil assignment plan affecting the
assignment of fifteen percent or more of the pupils in average daily
membership in the affected school. Such public hearing may be held at
the same time and place as the meeting of the School Board at which the
proposed action is taken if the public hearing is held before the action is
taken;

● surveys, at least annually, the school division to identify critical shortages
of teachers and administrative personnel by subject matter, and school
bus drivers and reports such critical shortages to the Superintendent of
Public Instruction and to the Virginia Retirement System or requests the
superintendent to conduct such survey and submit such report to the
School Board, the Superintendent of Public Instruction, and the Virginia
Retirement System; and

● ensures that the public schools within the school division are registered
with the Department of State Police to receive electronic notice of the
registration or reregistration of any sex offender within the school division
pursuant to Va. Code § 9.1-914.

Adopted:  9/13/1994
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Reviewed/Revised:  8/9/2011, 8/11/2020, 5/11/2021, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70.3, 22.1-78, 22.1-79.

Cross Refs.: AF Comprehensive Plan
CBA Qualifications and Duties for the Superintendent
KN Sex Offender and Crimes Against Minors Registry

Information
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BOARD MEMBER AUTHORITY

The Waynesboro School Board is a body corporate, and in its corporate capacity
is vested with all the powers and charged with all the duties, obligations, and
responsibilities imposed upon school boards by law and may sue, be sued, contract, be
contracted with, and purchase, take, hold, lease and convey school property, both real
and personal. School Board members shall have no authority or duties except such as
may be assigned to them by the School Board as a whole.

Adopted:  9/13/1994
Reviewed/Revised:  8/9/2011, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-71.

Cross Ref.: AA School Division Legal Status
BB School Board Legal Status
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QUALIFICATIONS OF SCHOOL BOARD MEMBERS

At the time of appointment or election to office, each member of the School
Board must be a qualified voter and bona fide resident of the school division and district,
if any, which the member represents and meet any other criteria set forth in state law. If
a board member ceases to be a resident of the school division or that district which the
member represents, the member’s position on the School Board shall be deemed
vacant.

No employee of the School Board may serve on the Board.

Adopted:  9/13/1994
Reviewed/Revised:  8/9/2011, 5/11/2021, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-29, 22.1-30, 22.1-57.3.

Cross Ref.: BBE Unexpired Term Fulfillment
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STUDENT REPRESENTATIVE TO THE SCHOOL BOARD

The opinions and concerns of the students in Waynesboro school division are
important to the Waynesboro School Board. Therefore, the School Board selects a
student representative.

The principal of the high school nominates two students from the school to serve
as the student representative to the School Board. From these nominations, the
Superintendent selects the student representative subject to final approval by the
School Board. The student representative serves a one-year term.

The student representative serves in an advisory capacity and does not vote.
The student representative does not attend closed meetings. The school division
provides the meeting agenda and other public materials to the student representative in
advance of each open meeting. The student representative does not have access to
confidential information, including student or personnel records. The student
representative is expected to attend all regular, open meetings and complete
assignments for research and data collection when requested by the School Board.

Adopted:  5/10/2016
Reviewed/Revised:  2/8/2022

Legal Ref.:  Code of Virginia, 1950, as amended, § 22.1-86.1
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Elected Boards

BOARD MEMBER OATH OF OFFICE

All new school board members qualify by taking the oath prescribed for officers of
the Commonwealth on or before the day of the initial meeting of the new school board.
Failure to take the oath of office within the time allowed by law renders the office vacant.

Adopted:  9/13/1994
Reviewed/Revised:  8/9/2011, 11/9/2021, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 15.2-1522, 15.2-1524, 24.2-228,
49-1, 49-3
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BOARD MEMBER REMOVAL FROM OFFICE

Any School Board member may be removed from office in accordance with the
provisions of sections 24.2-230 through 24.2-238 of the Code of Virginia.

Adopted:  9/13/1994
Reviewed/Revised:  8/9/2011, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 24.2-230 through 24.2-238.
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UNEXPIRED TERM FULFILLMENT

Vacancies occurring in the membership of the School Board, including the
position of tie breaker, if any, are filled as provided by law.

Adopted:  5/10/1994
Reviewed/Revised:  8/9/2011, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-2802,15.2-410, 15.2-531,
15.2-837,15.2-627, 22.1-39, 22.1-40, 22.1-44, 22.1-47, 22.1-50, 22.1-53,
22.1-57.3, 24.2-226, 24.2-228.
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CONFLICT OF INTERESTS AND
DISCLOSURE OF ECONOMIC INTERESTS

A. Purpose

The Waynesboro School Board seeks, through the adoption of this policy, to
assure that the judgment of its members, officers and employees will be guided by a
policy that defines and prohibits inappropriate conflicts and requires disclosure of
economic interests as defined by the General Assembly in the State and Local
Government Conflict of Interests Act (the Act).

A. Areas of Regulation

The Act establishes six principal areas of regulation applicable to Board
members, officers and employees of the Waynesboro School Division. They are:

● special anti-nepotism rules relating to School Board members and
superintendents of schools

● general rules governing public conduct by School Board members regarding
acceptance of gifts and favors

● prohibited conduct regarding contracts
● required conduct regarding transactions
● disclosures required from School Board members
● training requirements for elected School Board members

B. Definitions

"Advisory agency" means any board, commission, committee or post which does
not exercise any sovereign power or duty, but is appointed by a governmental agency or
officer or is created by law for the purpose of making studies or recommendations, or
advising or consulting with a governmental agency.

“Affiliated business entity relationship” means a relationship, other than a
parent-subsidiary relationship, that exists when

● one business entity has a controlling ownership interest in the other business
entity;

● a controlling owner in one entity is also a controlling owner in the other entity;
or

● there is shared management or control between the business entities.

Factors that may be considered in determining the existence of an affiliated business
entity relationship include that the same person or substantially the same person owns
or manages the two entities, there are common or commingled funds or assets, the
business entities share the use of the same offices or employees, or otherwise share
activities, resources or personnel on a regular basis, or there is otherwise a close
working relationship between the entities.

"Business" means any individual or entity carrying on a business or profession,
whether or not for profit.

© 5/20 VSBA WAYNESBORO PUBLIC SCHOOLS
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"Contract" means any agreement to which a governmental agency is a party, or
any agreement on behalf of a governmental agency which involves the payment of
money appropriated by the General Assembly or political subdivision, whether or not
such agreement is executed in the name of the Commonwealth, or some political
subdivision of it.

“Council” means the Virginia Conflict of Interest and Ethics Advisory Council
established in Va. Code § 30-355.

"Employee" means all persons employed by a governmental or advisory agency.

"Financial institution" means any bank, trust company, savings institution,
industrial loan association, consumer finance company, credit union, broker-dealer as
defined in subsection A of Va. Code § 13.1-501, or investment company or advisor
registered under the federal Investment Advisors Act or Investment Company Act of
1940.

"Gift" means any gratuity, favor, discount, entertainment, hospitality, loan,
forbearance or other item having monetary value. It includes services as well as gifts of
transportation, local travel, lodgings, and meals, whether provided in-kind, by purchase
of a ticket, payment in advance or reimbursement after the expense has been incurred.
"Gift" does not include any offer of a ticket, coupon or other admission or pass unless
the ticket, coupon, admission or pass is used; honorary degrees; any athletic, merit, or
need-based scholarship or any other financial aid awarded by a public or private school,
institution of higher education, or other educational program pursuant to such school,
institution or program's financial aid standards and procedures applicable to the general
public; a campaign contribution properly received and reported pursuant to Va. Code §
24.2-945 et seq.; any gift related to the private profession, occupation or volunteer
service of the School Board member or employee or of a member of the School Board
member’s or employee’s immediate family; food or beverages consumed while
attending an event at which the School Board member or employee is performing
official duties related to his public service; food and beverages received at or
registration or attendance fees waived for any event at which the School Board member
or employee is a featured speaker, presenter or lecturer; unsolicited awards of
appreciation or recognition in the form of a plaque, trophy, wall memento or similar item
that is given in recognition of public, civic, charitable or professional service; a devise or
inheritance; travel disclosed pursuant to the Campaign Finance Disclosure Act (Va.
Code § 24.2-945 et seq.); travel paid for or provided by the government of the United
States, any of its territories or any state or any political subdivision of such state; travel
related to an official meeting of, or any meal provided for attendance at such meeting
by, the Commonwealth, its political subdivisions, or any board, commission, authority, or
other  entity, or any charitable organization established pursuant to § 501(c)(3) of the
Internal Revenue Code affiliated with such entity, to which such person has been
appointed or elected or is a member by virtue of his office or employment; gifts with a
value of less than $20; attendance at a reception or similar function where food, such as
hors d’oeuvres, and beverages that can be conveniently consumed by a person while
standing or walking are offered; or gifts from relatives or personal friends. For the
purpose of this definition, "relative" means the donee's spouse, child, uncle, aunt, niece,
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nephew or first cousin; a person to whom the donee is engaged to be married; the
donee's or donee’s spouse's parent, grandparent, grandchild, brother, sister,
step-parent, step-grandparent, step-grandchild, step-brother, step-sister, the donee's
brother's or sister's spouse or the donee’s son-in-law or daughter-in-law. For the
purpose of this definition, "personal friend" does not include any person that the School
Board member or employee knows or has reason to know is (a) a lobbyist registered
pursuant to Va. Code § 2.2-418 et seq.; (b) a lobbyist's principal as defined in Va. Code
§ 2.2-419; or (c) a person, organization, or business who is a party to or is seeking to
become a party to a contract with the School Board. For purposes of this definition,
"person, organization or business" includes individuals who are officers, directors or
owners of or who have a controlling ownership interest in such organization or business.

"Governmental agency" means each component part of the legislative, executive
or judicial branches of state and local government, including each office, department,
authority, post, commission, committee, and each institution or board created by law to
exercise some regulatory or sovereign power or duty as distinguished from purely
advisory powers or duties. Corporations organized or controlled by the Virginia
Retirement System are "governmental agencies" for purposes of this policy.

"Immediate family" means (i) a spouse and (ii) any other person who resides in
the same household as the School Board member or employee and who is a dependent
of the School Board member or employee.

"Officer" means any person appointed or elected to any governmental or advisory
agency including local school boards, whether or not he receives compensation or other
emolument of office.

“Parent-subsidiary relationship” means a relationship that exists when one
corporation directly or indirectly owns shares possessing more than 50 percent of the
voting power of another corporation.

"Personal interest" means a financial benefit or liability accruing to a School
Board member or employee or to a member of the immediate family of the School
Board member or employee. Such interest shall exist by reason of

● ownership in a business if the ownership interest exceeds three
percent of the total equity of the business;

● annual income that exceeds, or may reasonably be anticipated to exceed,
$5,000 from ownership in real or personal property or a business;

● salary, other compensation, fringe benefits, or benefits from the use of
property, or any combination thereof, paid or provided by a business or
governmental agency that exceeds, or may reasonably be anticipated to
exceed $5,000 annually;

● ownership of real or personal property if the interest exceeds $5,000 in value
and excluding ownership in a business, income or salary, other
compensation, fringe benefits or benefits from the use of property;

● personal liability incurred or assumed on behalf of a business if the liability
exceeds three percent of the asset value of the business; or
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● an option for ownership of a business or real or personal property if the
ownership interest will consist of the first or fourth bullets above.

"Personal interest in a contract" means a personal interest which an officer or
employee has in a contract with a governmental agency, whether due to his being a
party to the contract or due to a personal interest in a business which is a party to the
contract.

"Personal interest in a transaction" means a personal interest of an officer or
employee in any matter considered by his agency. Such personal interest exists when
an officer or employee or a member of his immediate family has a personal interest in
property or a business, or governmental agency, or represents or provides services to
any individual or business and such property, business, or represented or served
individual or business is

● is the subject of the transaction or
● may realize a reasonably foreseeable direct or indirect benefit or detriment as

a result of the action of the agency considering the transaction.
Notwithstanding the foregoing, such personal interest in a transaction shall not be
deemed to exist where (a) an elected member of a local governing body serves without
remuneration as a member of the board of trustees of a not-for-profit entity and such
elected member or member of his immediate family has no personal interest related to
the not-for-profit entity or (b) an officer, employee or elected member of a local
governing body is appointed by the local governing body to serve on a governmental
agency or an officer, employee or elected member of a separate local governmental
agency formed by a local governing body is appointed to serve on a governmental
agency, and the personal interest in the transaction of the governmental agency is a
result of the salary, other compensation, fringe benefits, or benefits provided by the local
governing body or the separate governmental agency to the officer, employee, elected
member or member of his immediate family.

"Transaction" means any matter considered by any governmental or advisory
agency, whether in a committee, subcommittee, or other entity of that agency or before
the agency itself, on which official action is taken or contemplated.

C. Special Anti-Nepotism Rules Relating to School Board Members and
Superintendents

1. The School Board may not employ or pay, and the superintendent may not
recommend for employment, the father, mother, brother, sister, spouse, son,
daughter, son-in-law, daughter-in-law, sister-in-law or brother-in-law of the
superintendent or of a School Board member except as authorized below. This
prohibition does not apply to the employment, promotion, or transfer within the
school division, of any person within a relationship described above when such
person

● has been employed pursuant to a written contract with the School Board
or employed as a substitute teacher or teacher's aide by the School Board
prior to the taking of office of the superintendent or any member of the
Board; or
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● has been employed pursuant to a written contract with the School Board
or employed as a substitute teacher or teacher's aide by the School Board
prior to the inception of such relationship; or

● was employed by the School Board at any time prior to June 10, 1994,
and had been employed at any time as a teacher or other employee of
any Virginia school board prior to the taking of office of any member of the
School Board or superintendent.

A person employed as a substitute teacher may not be employed to any greater
extent than he was employed by the School Board in the last full school year
prior to the taking of office of such Board member or superintendent or to the
inception of such relationship.

2. Notwithstanding the rules stated in Subsection D.1. above, the School Board
may employ or pay, and the superintendent may recommend for employment,
any family member of a School Board member provided that

● the member certifies that he had no involvement with the hiring decision;
and
● the superintendent certifies to the remaining members of the School Board
in writing that the recommendation is based upon merit and fitness and the
competitive rating of the qualifications of the individual and that no member of
the Board had any involvement with the hiring decision.

3. Notwithstanding the rules stated above, the School Board may employ or pay
any family member of the superintendent provided that

● the superintendent certifies that he had no involvement with the hiring
decision; and

● the assistant superintendent certifies to the members of the School Board
in writing that the recommendation is based upon merit and fitness and
the competitive rating of the qualifications of the individual and that the
superintendent had no involvement with the hiring decision.

4.  No family member (as listed in section D.1., above) of any employee may be
employed by the School Board if the family member is to be employed in a direct
supervisory and/or administrative relationship either supervisory or subordinate
to the employee. The employment and assignment of family members in the
same organizational unit is discouraged.

D. General Rules Governing Public Conduct by School Board Members and
Employees Regarding Gifts and Favors

1. Prohibited Conduct

No member or employee of the Board, shall
● solicit or accept money, or anything else of value, for services performed

within the scope of his or her official duties other than his or her regular
compensation, expenses or other remuneration;
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● offer or accept money, or anything else of value, for or in consideration of
obtaining employment, appointment, or promotion of any person in the
school division;

● offer or accept any money or anything else of value for or in consideration
of the use of his public position to obtain a contract for any person or
business with the school division.

● use for his or her own economic benefit, or anyone else's, confidential
information gained by reason of his or her office, and which is not
available to the public;

● accept any money, loan, gift, favor, service or business or professional
opportunity that reasonably tends to influence him or her in the
performance of his or her official duties;

● accept any business or professional opportunity when he or she knows
that there is a reasonable likelihood that the opportunity is being afforded
him or her to influence his or her conduct in the performance of official
duties;

● accept a gift from a person who has interests that may be substantially
affected by the performance of the School Board member's or employee's
official duties under circumstances where the timing and nature of the gift
would cause a reasonable person to question the Board member's or
employee's impartiality in the matter affecting the donor;

● accept gifts from sources on a basis so frequent as to raise an
appearance of the use of his or her public office or employment for private
gain; or

● use his or her public position to retaliate or threaten to retaliate against
any person for expressing views on matters of public concern or for
exercising any right that is otherwise protected by law, provided, however,
that this prohibition shall not restrict the authority of any public employer to
govern conduct of its employees, and to take disciplinary action, in
accordance with applicable law.

2. Prohibited Gifts

For purposes of this subsection:

"Person, organization or business" includes individuals who are officers, directors
or owners of or who have a controlling ownership interest in such organization or
business.

"Widely attended event" means an event at which at least 25 persons have been
invited to attend or there is a reasonable expectation that at least 25 persons will
attend the event and the event is open to individuals (i) who are members of a
public, civic, charitable or professional organization, (ii) who are from a particular
industry or profession or (iii) who represent persons interested in a particular
issue.

School Board members and employees required to file a Statement of Economic
Interests as prescribed in Va. Code § 2.2-3117 and members of their immediate families
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shall not solicit, accept or receive any single gift with a value in excess of $100 or any
combination of gifts with an aggregate value in excess of $100 within any calendar year
for the School Board member or employee or a member of the School Board or
employee’s immediate family from any person that the School Board member or
employee or a member of the School Board’s or employee’s immediate family knows or
has reason to know is (i) a lobbyist registered pursuant to Va. Code § 2.2-418 et seq.;
(ii) a lobbyist's principal as defined in Va. Code § 2.2-419; or (iii) a person, organization,
or business who is or is seeking to become a party to a contract with the School Board.
Gifts with a value of less than $20 are not subject to aggregation for purposes of this
prohibition.

Notwithstanding the above, School Board members and employees required to
file a Statement of Economic Interests and members of their immediate families may
accept or receive

● a gift of food and beverages, entertainment or the cost of admission with a value
in excess of $100 when such gift is accepted or received while in attendance at a
widely attended event and is associated with the event. Such gifts shall be
reported on the Statement of Economic Interests;

● a gift from a foreign dignitary with a value exceeding $100 for which the fair
market value or a gift of greater or equal value has not been provided or
exchanged. Such gift shall be accepted on behalf of the Commonwealth or a
locality and archived in accordance with guidelines established by the Library of
Virginia. Such gift shall be disclosed as having been accepted on behalf of the
Commonwealth or a locality, but the value of such gift shall not be required to be
disclosed;

● certain gifts with a value in excess of $100 from a lobbyist, lobbyist’s principal or
a person, organization or business who is or is seeking to become a party to a
contract with the School Board if such gift was provided to such School Board
member or employee or a member of the immediate family of the School Board
member or employee on the basis of a personal friendship. A lobbyist, lobbyist’s
principal or a person, organization or business who is or is seeking to become a
party to a contract with the School Board may be a personal friend of such
School Board member or employee or the immediate family of the School Board
member or employee. In determining whether a lobbyist, lobbyist’s principal or a
person, organization or business who is or is seeking to become a party to a
contract with the School Board is a personal friend, the following factors shall be
considered: (i) the circumstances under which the gift was offered; (ii) the history
of the relationship between the person and the donor, including the nature and
length of the friendship and any previous exchange of gifts between them; (iii) to
the extent known to the person, whether the donor personally paid for the gift or
sought a tax deduction or business reimbursement for the gift; and (iv) whether
the donor has given the same or similar gifts to other persons required to file the
disclosure form prescribed in Va. Code §§ 2.2-3117 or 30-111; and

● gifts of travel, including travel-related transportation, lodging, hospitality, food or
beverages, or other thing of value, with a value in excess of $100 that is paid for
or provided by a lobbyist, lobbyist’s principal or a person, organization or
business who is or is seeking to become a party to a contract with the School
Board when the School Board member or employee has submitted a request for
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approval of such travel to the Council and has received the approval of the
Council pursuant to Va. Code § 30-356.1. Such gifts shall be reported on the
Statement of Economic Interests.

The $100 limitation imposed in accordance with this section shall be adjusted by
the Council every five years, as of January 1 of that year, in an amount equal to the
annual increases for that five-year period in the United States Average Consumer Price
Index for all items, all urban consumers (CPI-U), as published by the Bureau of Labor
Statistics of the U.S. Department of Labor, rounded to the nearest whole dollar.

No person shall be in violation of this policy if (i) the gift is not used by such
person and the gift or its equivalent in money is returned to the donor or delivered to a
charitable organization within a reasonable period of time upon the discovery of the
value of the gift and is not claimed as a charitable contribution for federal income tax
purposes or (ii) consideration is given by the donee to the donor for the value of the gift
within a reasonable period of time upon the discovery of the value of the gift provided
that such consideration reduces the value of the gift to $100 or less.

3. Awards to Employees for Exceptional Service

Nothing herein shall be construed to prohibit or apply to the acceptance by a
teacher or other employee of Waynesboro School Board of an award or payment in
honor of meritorious or exceptional services performed by the teacher or employee and
made by an organization exempt from federal income taxation pursuant to the
provisions of Section 501(c)(3) of the Internal Revenue Code.

E. Prohibited Conduct Regarding Contracts

1. No School Board member or employee shall have a personal interest in (i) any
contract with the School Board or (ii) any contract with any government agency
which is subject to the ultimate control of the Board;

2. Exceptions - The above prohibition is not applicable to:
● a Board member's personal interest in a contract of employment provided the

employment first began prior to the member becoming a member of the
School Board

● an employee’s own contract of employment
● contracts for the sale by a governmental agency of services or goods at

uniform prices available to the general public
● a contract awarded to a member of the School Board as a result of

competitive sealed bidding where the School Board has established a need
for the same or substantially similar goods through purchases prior to the
election or appointment of the member to serve on the School Board;
however, the member shall have no involvement in the preparation of the
specifications for such contract, and the remaining members of the School
Board, by written resolution, shall state that it is in the public interest for the
member to bid on such contract
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● the sale, lease or exchange of real property between a School Board member
or employee and the School Board, provided the Board member or employee
does not participate in any way as a Board member or employee in such sale,
lease or exchange, and this fact is set forth as a matter of public record by the
School Board or superintendent

● the publication of official notices
● an officer or employee whose sole personal interest in a contract with the

governmental agency is by reason of income from the contracting firm or
governmental agency in excess of $5,000 per year, provided the officer or
employee or a member of his immediate family does not participate and has
no authority to participate in the procurement or letting of such contract on
behalf of the contracting firm and the officer or employee either does not have
authority to participate in the procurement or letting of the contract on behalf
of his governmental agency or he disqualifies himself as a matter of public
record and does not participate on behalf of his governmental agency in
negotiating the contract or in approving the contract

● contracts between an officer’s or employee’s governmental agency and a
public service corporation, financial institution or company furnishing public
utilities in which the officer or employee has a personal interest provided the
officer or employee disqualifies himself as a matter of public record and does
not participate on behalf of his governmental agency in negotiating or
approving the contract

● contracts for the purchase of goods or services when the contract does not
exceed $500

● grants or other payment under any program wherein uniform rates for, or the
amounts paid to, all qualified applicants are established solely by the
administering governmental agency

● an officer or employee whose sole personal interest in a contract with his own
governmental agency is by reason of his marriage to his spouse who is
employed by the same agency, if the spouse was employed by such agency
for five or more years prior to marrying such officer or employee

● employment contracts and other contracts entered into prior to August
1,1987, provided such contracts were in compliance with the Virginia Conflict
of Interests Act (or the Comprehensive Conflict of Interests Act) at the time of
their formation and thereafter. Those contracts shall continue to be governed
by the provisions of the appropriate prior Act. The employment by the same
governmental agency of an officer or employee and spouse or any other
relative residing in the same household shall not be deemed to create a
material financial interest except when one of the persons is employed in a
direct supervisory and/or administrative position with respect to the spouse or
other relative residing in his household and the annual salary of the
subordinate is $35,000 or more

F. Prohibited Conduct Regarding Transactions

1. Each School Board member and School Board employee who has a personal
interest in a transaction
a. shall disqualify himself from participating in the transaction if
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(i) the transaction has application solely to property or a business or
governmental agency in which he has a personal interest or a business
that has a parent-subsidiary or affiliated business entity relationship with
the business in which he has a personal interest, or

(ii) he is unable to participate pursuant to subdivision G.1.b, G.1.c., or
G.1.d. of this policy.

Any disqualification under this subsection shall be recorded in the School
Board’s public records. The School Board member or employee shall disclose
his personal interests as required by Va. Code § 2.2-3115.F and shall not vote
or in any manner act on behalf of the School Board in the transaction. The
member or employee shall not
(i) attend any portion of a closed meeting authorized by the Virginia

Freedom of Information Act when the matter in which he has a
personal interest is discussed; or

(ii) discuss the matter in which he has a personal interest with other
governmental officers or employees at any time.

b. may participate in the transaction if he is a member of a business, profession,
occupation, or group of three or more persons, the members of which are
affected by the transaction, and he complies with the declaration
requirements of Va. Code § 2.2-3115.H;

c. may participate in the transaction when a party to the transaction is a client of
his firm if he does not personally represent or provide services to such client
and he complies with the declaration requirements of Va. Code § 2.2-3115.I;
or

d. may participate in the transaction if it affects the public generally, even though
his personal interest, as a member of the public, may also be affected by that
transaction.

2. Disqualification under this section shall not prevent any employee having a
personal interest in a transaction in which his employer is involved from
representing himself or a member of his immediate family in such transaction
provided he does not receive compensation for such representation and provided
he complies with the disqualification and relevant disclosure requirements of this
policy.

3. If disqualifications under subsection 1.a. of this section leave less than the
number required by law to act, the remaining member or members of the Board
shall constitute a quorum for the conduct of business and have authority to act
for the Board by majority vote, unless a unanimous vote of all members is
required by law, in which case authority to act shall require a unanimous vote of
remaining members.

4. The provisions of this section shall not prevent a Board member or employee
from participating in a transaction merely because such a Board member or
employee is a defendant in a civil legal proceeding concerning such transaction.
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G. Disclosure Requirements

1. School Board members file, as a condition of assuming office, a disclosure
statement of their personal interests and other information as is required on
the form prescribed by the Council pursuant to Va. Code § 2.2-3117 and
thereafter file such statement annually on or before February 1. The
disclosure forms are filed and maintained as public records for five years in
the office of the clerk of the School Board.

2. School Board members and employees required to file the Statement of
Economic Interests who fail to file such form within the time period prescribed
shall be assessed a civil penalty of $250. The clerk of the School Board shall
notify the attorney for the Commonwealth for the locality of any School Board
member’s or employee’s failure to file the required form and the attorney for
the Commonwealth shall assess and collect the civil penalty. The clerk shall
notify the attorney for the Commonwealth within 30 days of the deadline for
filing.

3. Any Board member or employee who is disqualified from participating in a
transaction under Section G.1.a. of this policy, or otherwise elects to disqualify
himself, shall forthwith make disclosure of the existence of his interest,
including the full name and address of the business and the address or parcel
number for the real estate if the interest involves a business or real estate and
such disclosure shall be reflected in the School Board's public records in the
division superintendent’s office for a period of five (5) years.

4. Any Board member or employee who is required to disclose his interest under
Section G.1.b. of this policy shall declare his interest by stating:

● the transaction involved;
● the nature of the Board member's or employee’s personal interest

affected by the transaction;
● that he is a member of a business, profession, occupation or group the

members of which are affected by the transaction; and
● that he is able to participate in the transaction fairly, objectively, and in

the public interest.

The Board member or employee shall either make his declaration orally to be
recorded in written minutes of the Board or file a signed written declaration
with the clerk of the Board, who shall, in either case, retain and make
available for public inspection such declaration for a period of five years from
the date of recording or receipt. If reasonable time is not available to comply
with the provisions of this subsection prior to participation in the transaction,
the Board member or employee shall prepare and file the required declaration
by the end of the next business day. The Board member or employee shall
also orally disclose the existence of the interest during each School Board
meeting at which the transaction is discussed and such disclosure shall be
recorded in the minutes of the meeting.
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5. A Board member or employee who is required to declare his interest pursuant
to subdivision G.1.c. of this policy shall declare his interest by stating

(i) the transaction involved;
(ii) that a party to the transaction is a client of his firm;
(iii) that he does not personally represent or provide services to the client;

and
(iv) that he is able to participate in the transaction fairly, objectively and in

the public interest.

The Board member or employee shall either make his declaration orally to be
recorded in written minutes of the Board or file a signed written declaration
with the clerk of the Board who shall, in either case, retain and make available
for public inspection such declaration for a period of five years from the date of
recording or receipt. If reasonable time is not available to comply with the
provisions of this subsection prior to participation in the transaction, the Board
member or employee shall prepare and file the required declaration by the end
of the next business day.

H. Release of Disclosure Forms

A clerk of the School Board who releases any disclosure form shall redact from
the form any residential address, personal telephone number, email address, or
signature contained on such form.

I. Deadlines and Coverage Periods for Disclosure Forms

A School Board member or employee required to file an annual disclosure on or
before February 1 shall disclose his personal interests and other information as required
on the form prescribed by the Council for the preceding calendar year complete through
December 31.

An School Board member or employee required to file a disclosure as a condition
to assuming office or employment shall file such disclosure on or before the day such
office or position of employment is assumed and disclose his personal interests and
other information as required on the form prescribed by the Council for the preceding
12-month period complete through the last day of the month immediately preceding the
month in which the office or position of employment is assumed; however, any School
Board member or employee who assumes office or a position of employment in January
shall be required to only file an annual disclosure on or before February 1 for the
preceding calendar year complete through December 31.

When the deadline for filing any disclosure falls on a Saturday, Sunday or legal
holiday, the deadline for filing shall be the next day that is not a Saturday, Sunday or
legal holiday.

J. Training Requirements for Elected School Board Members
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Each elected school board member completes the training session provided by
the Council within two months after assuming office and thereafter at least once during
each consecutive period of two calendar years while holding office.

The clerk of the School Board maintains records indicating school board
members subject to the training requirement and the dates of their completion of
training sessions. Such records are maintained as public records for five years in the
clerk’s office.

L.  Advisory Opinions

School Board members or employees subject to the Act may seek written
opinions regarding the Act from the local Commonwealth’s attorney; the local city
attorney; or the Council. Good faith reliance on any such written opinion of the
Commonwealth Attorney or a formal opinion or written informal advice of the Council
made in response to a written request for such opinion or advice regardless of whether
such opinion or advice is later withdrawn, provided that the alleged violation occurred
prior to the withdrawal of the opinion or advice bars prosecution for a knowing violation
of the Act provided the opinion was made after a full disclosure of the facts. If the
School Board member or employee relies on the opinion of the attorney for the
Commonwealth in a prosecution for a knowing violation of the Act, the written opinion of
the attorney for the Commonwealth shall be a public record and shall be released upon
request. An opinion of the city attorney may be introduced at trial as evidence that the
School Board member or employee did not knowingly violate the Act.

Adopted:  9/13/1994
Reviewed/Revised:  4/11/1996, 10/11/2011, 7/9/2019, 8/11/2020, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-3101, 2.2-3102, 2.2-3103,
2.2-3103.2, 2.2-3104.1, 2.2-3108, 2.2-3109, 2.2-3110, 2.2-3112, 2.2-3115,
2.2-3118.2, 2.2-3119, 2.2-3121, 2.2-3124, 2.2-3132 and 30-356.

Cross Ref.: CBCA Disclosure Statement Required of Superintendent
GAH School Employee Conflict of Interests
GCCB Employment of Family Members
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SCHOOL BOARD ORGANIZATIONAL MEETING

The Waynesboro School Board holds an organizational meeting annually.

At that meeting the Board
● establishes its regular meeting schedule for the following year,
● elects one of its members as chair,
● approves a designee of the superintendent to attend meetings of the

School Board in case of the superintendent’s absence or inability to
attend, and

● appoints, on the recommendation of the superintendent, a clerk of the
School Board.

Upon election, the chair immediately assumes office and presides over the remainder of
the meeting.

In addition, the Board
● may elect one of its members as vice-chair and
● may appoint a deputy clerk.

The vice-chair and deputy clerk, if any, are empowered to act in all matters in case of
the absence or inability to act of the chair or clerk, respectively, or as otherwise provided
by the Board.

The terms of the chair, clerk, vice-chair and deputy clerk are one year.

The Board’s annual organizational meeting is held in January.

Adopted:  9/13/1994
Reviewed/Revised:  4/11/1996, 10/11/2011, 8/10/2021, 11/9/2021, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-72, 22.1-76.

Cross Ref.: BCB School Board Officials
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SCHOOL BOARD OFFICERS

The officers of the School Board are a chairman and vice-chairman. The
chairman and the vice-chairman are elected annually at the organizational meeting of
the School Board.

School Board Chairman

The duties of the chairman are to preside at all meetings of the School Board, to
perform such other duties as may be prescribed by law or by action of the School
Board, and to sign all legal documents approved by the School Board.

The chairman, as a member of the School Board, has a vote on all matters
before the School Board which come to a vote, but does not have an additional vote as
chairman in case of a tie.

Vice-Chairman

The vice-chairman, if present, shall preside in the absence of the chairman, and
is empowered to act in all matters in case of the absence or inability of the chairman to
act or as provided by resolution of the School Board. If neither the chairman or
vice-chairman is present, a majority of Board members present, if they constitute a
quorum, shall elect one from among themselves to chair the meeting.

Adopted:  9/13/1994
Reviewed/Revised:  4/11/1996, 10/11/2011, 11/9/2021, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-72, 22.1-76.

Cross Ref.: BCA School Board Organizational Meeting
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SCHOOL BOARD CLERK

On recommendation of the superintendent, a clerk is and a deputy clerk may be
appointed annually at the organizational meeting of the School Board.

The clerk and deputy clerk, if any, are each bonded in an amount no less than
ten thousand dollars ($10,000), and the School Board pays the premiums for each
bond. The clerk and deputy clerk, if any, discharge under the general direction of the
superintendent all duties as required by law and such other duties as may be required
by the School Board or the Board of Education.

Adopted:  9/13/1994
Reviewed/Revised:  4/11/1996, 10/11/2011, 11/9/2011, 2/8/2022

Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-76, 22.1-77.
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SCHOOL BOARD APPOINTED OFFICIALS

On recommendation of the superintendent, a clerk is and a deputy clerk may be
appointed annually at the January organizational meeting of the School Board.

Clerk of the Board
The Clerk of the Board is the official designated to handle funds, their receipt in the
office of the school board, their deposit with the local treasurer, and their disbursement
at the direction of the school board.

The Clerk shall:
1.  Keep in a bound volume a permanent record of all the meetings and

proceedings of the school board including all bids submitted on any building,
material, supplies, work, or project to be let to contract by the school board.

2. Keep an accurate record of all receipts and disbursements of the school
board and a record of his own official acts and keep on file vouchers,
contracts, and other official papers.

3.  Have immediate charge of the business affairs of the school board and verify
all statements for payment, after audit, under the direction of the
superintendent of schools, see that all accounts of the school board are kept
accurately, and make such reports as are required by law.

4.  Be custodian of the official seal of the school board.
5.  Be present at all school board meetings unless otherwise directed.
6.  Prepare such reports and perform such duties as are or may be prescribed by

statutes, by regulations of the State Board, by the local board, and by the
superintendent of schools.

7.  Sign all legal documents.

Deputy Clerk
The Deputy Clerk shall be empowered to act in all matters in case of the absence or
inability to act on the part of the Clerk, or otherwise as provided by resolution of the
school board and under the direction of the superintendent.

The Deputy Clerk shall:
1.  Notify members of all regular and special meetings and be present at all such

meetings unless otherwise directed.
2.  Keep the policy manual up to date with the addition of new policies or

amendments, suspensions, deletions or additions to existing policies, and
provide updates for the WPS website.

Adopted:  9/13/1994
Reviewed/Revised:  4/11/1996, 10/11/2011, 11/9/2011, 2/8/2022

Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-76, 22.1-77.
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SCHOOL BOARD COMMITTEES

There shall be no standing committees of the Waynesboro School Board.

Special committees may be appointed by the chairman or created by School
Board action. These committees shall be appointed or created for a specific purpose
and shall expire upon completion of the assigned task unless School Board action
authorizes temporary continuance of such committees.

Adopted:  9/13/1994
Reviewed/Revised:  10/11/2011, 4/13/2021, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §22.1-78, 22.1-277.06.

Cross Refs.: BCEA Disciplinary Committee
BDA Regular School Board Meetings
BDB Special School Board Meetings
BDC Closed Meetings
GB Equal Employment Opportunity/Nondiscrimination
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ADVISORY COMMITTEES TO THE SCHOOL BOARD

The School Board may appoint advisory councils or committees of citizens of the
school division for consultation with reference to specific matters pertaining to local
schools. In addition, pursuant to Board of Education regulations, the School Board
establishes advisory committees for the following programs: special education and
career and technical education. These committees serve without compensation for
one-year terms.

Adopted:  9/13/1994
Reviewed/Revised:  10/11/2011, 2/8/2022

Legal Refs.: 20 U.S.C. §§ 5964, 6318.

Code of Virginia, 1950, as amended, §§ 22.1-16, 22.1-18.1, 22.1-86,
22.1-214, 22.1-227, 22.1-275.1.

8 VAC 20-40-60.

8 VAC 20-81-230.

8 VAC 20-120-50.

Cross Ref.: BCE School Board Committees
EB School Crisis, Emergency Management, and Medical

Emergency Response Plan
EBB Threat Assessment Teams
IC/ID School Year/School Day
IGBB Programs for Gifted Students
KC Community Involvement in Decision Making
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SCHOOL ATTORNEY

The School Board may retain an attorney for legal counsel and services. The
attorney, upon request by the School Board, may attend meetings of the Board and its
committees.

Adopted:  9/13/1994
Reviewed/Revised:  12/11/2012, 11/10/2015, 4/13/2021, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-82.
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REGULAR SCHOOL BOARD MEETINGS

The School Board transacts all business at School Board meetings. The School
Board does not vote by secret or written ballot. However, nothing prohibits separately
contacting the membership, or any part thereof, of the School Board for the purpose of
ascertaining a member's position with respect to the transaction of public business,
whether such contact is done in person, by telephone or by electronic communication,
provided the contact is done on a basis that does not constitute a meeting under the
Virginia Freedom of Information Act.  

All meetings of the School Board are open to the public, except as otherwise
permitted by law.

No meeting is conducted through telephonic, video, electronic or other electronic
communication means where the members are not physically assembled to discuss or
transact public business, except as provided in Policy BDD Electronic Participation in
Meetings from Remote Locations.

The School Board gives notice of its meetings in accordance with Policy BDDA
Notification of School Board Meetings.

At least one copy of the proposed agenda and all agenda packets and, unless
exempt, all materials furnished to the members of the School Board for a meeting are
made available for public inspection at the same time such documents are furnished to
the members of the School Board.

Any person may photograph, film, record or otherwise reproduce any portion of
an open meeting. The School Board may adopt rules governing the placement and use
of equipment necessary for broadcasting, photographing, filming or recording a meeting
to prevent interference with the proceedings, but does not prohibit or otherwise prevent
any person from photographing, filming, recording or otherwise reproducing any portion
of an open meeting. The School Board does not conduct any open meeting in any
building or facility where such recording devices are prohibited.

Minutes of all regular School Board meetings are recorded in accordance with
Policy BDDG Minutes.

Adopted:  12/11/2012
Reviewed/Revised:  2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-3707, 2.2-3708.2, 2.2-3710,
22.1-72 and 22.1-74.

Cross Refs.: KC Community Involvement in Decision Making
BCA Board Organizational Meetings
BDD Electronic Participation in Meetings from Remote Locations
BDDA Notification of School Board Meetings
BDDG Minutes
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SPECIAL SCHOOL BOARD MEETINGS

The School Board holds special and continued meetings when necessary.
Special meetings are held when called by the chairman or when requested by two or
more members. Special meetings may be called provided each member is duly notified,
or a reasonable attempt has been made to notify each member.

Business that does not come within the purposes set forth in the call of the
meeting is not transacted at any special meeting of the School Board unless the
members present unanimously agree to consider additional items of business.

Notice, reasonable under the circumstances, of special or continued meetings is
given contemporaneously with the notice provided to members of the School Board.

Adopted:  9/13/1994
Reviewed/Revised:  12/11/2012, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-3707, 22.1-72.

Cross Refs.: KC Community Involvement in Decision Making
BCA Board Organizational Meetings
BDDA Notification of School Board Meetings
BDDG Minutes
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CLOSED MEETINGS

A Closed meetings may be held by the School Board only in accordance with Virginia
law, for purposes including the following:

1. Discussion, consideration or interviews of prospective candidates for
employment; assignment, appointment, promotion, performance, demotion,
salaries, disciplining or resignation of specific public officers, appointees or
employees of the School Board. Any teacher shall be permitted to be present
during a closed meeting in which there is a discussion or consideration of a
disciplinary matter which involves the teacher and some student and the student
involved in the matter is present, provided the teacher makes a written request to
be present to the presiding officer of the School Board. The School Board may
not, however, discuss the compensation of Board members in closed session.

2. Discussion or consideration of admission or disciplinary matters or any other
matters that would involve the disclosure of information contained in a scholastic
record concerning any student in the Waynesboro school system. However, any
such student, legal counsel and, if the student is a minor, the student's parents or
legal guardians shall be permitted to be present during the taking of testimony or
presentation of evidence at a closed meeting, if such student, parents or
guardians so request in writing and such request is submitted to the presiding
officer of the School Board.

3. Discussion or consideration of the acquisition of real property for a public
purpose, or of the disposition of publicly held real property where discussion in
an open meeting would adversely affect the bargaining position or negotiating
strategy of the School Board.

4. The protection of the privacy of individuals in personal matters not related to
public business.

5. Discussion concerning a prospective business or industry or the expansion of an
existing business or industry where no previous announcement has been made
of the business' or industry's interest in locating or expanding its facilities in the
community.

6. Discussion or consideration of the investment of public funds where competition
or bargaining is involved, where if made public initially, the financial interest of the
School Board would be adversely affected.

7. Consultation with legal counsel and briefings by staff members or consultants
pertaining to actual or probable litigation, where such consultation or briefing in
open meeting would adversely affect the negotiating or litigating posture of the
School Board. For purposes of this subsection, “probable litigation” means
litigation which has been specifically threatened or on which the School Board or
its legal counsel has a reasonable basis to believe will be commenced by or
against a known party. The closure of a meeting is not permitted merely because
an attorney representing the School Board is in attendance or is consulted on a
matter.
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8. Consultation with legal counsel employed or retained by the School Board
regarding specific legal matters requiring the provision of legal advice by such
counsel. The closure of a meeting is not permitted merely because an attorney
representing the School Board is in attendance or is consulted on a matter.

9. Discussion or consideration of honorary degrees or special awards.

10.Discussion or consideration of tests or examinations or other information used,
administered or prepared by a public body and subject to the exclusion in
subdivision 4 of Va. Code § 2.2-3705.1.

11. Discussion of strategy with respect to the negotiation of a hazardous waste siting
agreement or to consider the terms, conditions, and provisions of a hazardous
waste siting agreement if the School Board in open meeting finds that an open
meeting will have an adverse effect upon the negotiating position of the School
Board or the establishment of the terms, conditions and provisions of the siting
agreement, or both. All discussions with the applicant or its representatives may
be conducted in a closed meeting.

12.Discussion or consideration of medical and mental health records subject to the
exclusion in subdivision 1 of Va. Code § 2.2-3705.5.

13.Discussion of plans to protect public safety as it relates to terrorist activity or
specific cybersecurity threats or vulnerabilities and briefings by staff members,
legal counsel or law-enforcement or emergency service officials concerning
actions taken to respond to such matters or a related threat to public safety;
discussion of information subject to the exclusion in subdivision 3 or 4 of Va.
Code § 2.2-3705.2 where discussion in an open meeting would jeopardize the
safety of any person or the security of any facility, building, structure, information
technology system or software program; or discussion of reports or plans related
to the security of any governmental facility, building or structure, or the safety of
persons using such facility, building or structure.

14.Discussion or consideration of information subject to the exclusion in subdivision
11 of Va. Code § 2.2-3705.6 (the Public Private Education Facilities and
Infrastructure Act) by the School Board or any independent review panel
appointed to review information and advise the School Board concerning such
information.

15.Discussion of the award of a public contract involving the expenditure of public
funds, including interviews of bidders or offerors, and discussion of the terms or
scope of such contract, where discussion in an open session would adversely
affect the bargaining position or negotiating strategy of the School Board.

B No resolution, ordinance, rule, contract, regulation or motion adopted, passed or
agreed to in a closed meeting shall become effective unless the School Board,
following the meeting, reconvenes in open meeting and takes a vote of the
membership on such resolution, ordinance, rule, contract, regulation or motion which
shall have its substance reasonably identified in the open meeting.
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C. The School Board or any committee thereof may permit nonmembers to attend a
closed meeting of the Board or committee if such persons are deemed necessary or
if their presence will reasonably aid the Board or committee in its consideration of a
topic which is a subject of the meeting.

D. School Board members may attend closed meetings held by any committee or
subcommittee of the Board, or a closed meeting of any entity, however designated,
created to perform the delegated functions of or to advise the Board. School Board
members shall in all cases be permitted to observe the closed meeting of the
committee, subcommittee or entity. In addition to the requirements of Va. Code
§ 2.2-3707, the minutes of the committee or other entity shall include the identity of
the School Board members who attended the closed meeting.

Adopted:  12/11/2012
Reviewed/Revised:  10/11/2016, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-3711, 2.2-3712.

Cross Ref.: BCE School Board Committees
BCEA Disciplinary Committee
BCF Advisory Committees to the School Board
BDDA Notification of School Board Meetings
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CALLING AND CERTIFICATION OF CLOSED MEETINGS

A. No closed meetings are held by the School Board unless the School Board or
committee has taken an affirmative recorded vote in an open meeting approving a
motion which (i) identifies the subject matter, (ii) states the purpose of the meeting
as authorized in Va. Code § 2.2-3711.A or other provision of law and (iii) cites the
applicable exemption or exemptions from open meeting requirements provided in
the Virginia Freedom of Information Act (FOIA) or other provision of law. The matters
contained in such motion are set forth in detail in the minutes of the open meeting.
A general reference to the provisions of FOIA or authorized exemptions from open
meeting requirements, or the subject matter of the closed meeting is not sufficient to
satisfy the requirements for holding a closed meeting.

B. The School Board, or committee thereof, in holding a closed meeting, restricts its
discussion during the closed meeting only to those purposes specifically exempted
under FOIA and identified in the motion required in Section A, above.

C. At the conclusion of any closed meeting, the School Board or committee thereof
immediately reconvenes in an open meeting and takes a roll call or other recorded
vote to be included in the minutes, certifying that to the best of each member's
knowledge (i) only public business matters lawfully exempted from open meeting
requirements and (ii) only such public business matters as were identified in the
motion by which the closed meeting was convened were heard, discussed or
considered in the meeting. Any member of the Board or committee who believes that
there was a departure from the requirements of (i) and (ii) above, so states prior to
the vote, indicating the substance of the departure that, in the member’s judgment,
has taken place. The statement is recorded in the minutes of the meeting.

D. Failure of the certification required by Section C, above, to receive the affirmative
vote of a majority of the members present during a meeting does not affect the
validity or confidentiality of such meeting with respect to matters considered therein
in compliance with these provisions. The recorded vote and any statement made in
connection therewith, upon proper authentication, constitutes evidence in any
proceeding brought to enforce FOIA.

E. Except as specifically authorized by law, in no event may the School Board or
committee thereof take action on matters discussed in any closed meeting, except at
an open meeting for which notice was given pursuant to Va. Code § 2.2-3707.

F. The School Board is subject to a civil penalty of up to $1,000 if a court finds that the
Board voted to certify a closed meeting in accordance with Section C above and
such certification was not in accordance with FOIA.

Adopted:  9/13/1994
Reviewed/Revised:  12/11/2012, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.1-3701, 2.2-3712 and 2.2-3714.
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Cross Refs.: BCE School Board Committees
BCEA Disciplinary Committee
BCF Advisory Committees to the School Board
BDC Closed Meetings
BDDA Notification of School Board Meetings
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ELECTRONIC PARTICIPATION IN MEETINGS
FROM REMOTE LOCATIONS

Except as provided hereafter, or as otherwise permitted by law, the School Board
does not conduct any meeting wherein the public business is discussed or transacted
through telephonic, video, electronic or other electronic communication means where
the members are not physically assembled. This policy is applied strictly and uniformly,
without exception, to the entire membership of the School Board and without regard to
the identity of the member requesting remote participation or the matters that will be
considered or voted on at the meeting.

For purposes of this policy, “electronic communication” means the use of
technology having electrical, digital, magnetic, wireless, optical, electromagnetic, or
similar capabilities to transmit or receive information.

I. Quorum Physically Assembled

A. The School Board may conduct any meeting wherein the public business is
discussed or transacted through electronic communication means if 1) on or
before the day of a meeting, a member of the School Board notifies the chair
that such member is unable to attend the meeting due to a temporary or
permanent disability or other medical condition that prevents the member's
physical attendance, a family member’s medical condition that requires the
member to provide care for such family member, thereby preventing the
member’s physical attendance, or that such member is unable to attend the
meeting due to a personal matter and identifies with specificity the nature of
the personal matter; and 2) the School Board approves the member’s
participation by a majority vote of the members present at the primary or
central meeting location.

Participation by a School Board member by electronic communication means
due to a personal matter is limited each calendar year to two meetings or 25
percent of the meetings held per calendar year rounded up to the next whole
number, whichever is greater.

B. If participation by a School Board member through electronic communication
means is approved pursuant to subsection A above, the School Board records
in its minutes the remote location from which the member participated;
however, the remote location need not be open to the public. If participation is
approved due to a temporary or permanent disability or other medical
condition, the School Board also includes in its minutes the fact that the
member participated through electronic communication means due to a
temporary or permanent disability or other medical condition that prevented
the member's physical attendance. If participation is approved due to a
personal matter, the School Board also includes in its minutes the specific
nature of the personal matter cited by the member.
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If a School Board member's participation from a remote location due to a
personal matter is disapproved, such disapproval is recorded in the minutes
with specificity.

C. A School Board member may participate in a meeting by electronic means
pursuant to subsections A and B above only when:
● a quorum of the School Board is physically assembled at one primary or

central meeting location; and
● the School Board makes arrangements for the voice of the remote

participant to be heard by all persons at the primary or central meeting
location.

II. Quorum Not Physically Assembled

The School Board may meet by electronic communication means without a
quorum physically assembled at one location when the Governor has declared a state
of emergency in accordance with Va. Code § 44-146.17, or the locality in which the
School Board is located has declared a local state of emergency pursuant to Va. Code §
44-146.21, provided

● the catastrophic nature of the declared emergency makes it
impracticable or unsafe to assemble a quorum in a single location, and

● the purpose of the meeting is to provide for the continuity of operations
of the School Board or the discharge of its lawful purposes, duties, and
responsibilities.

If it holds a meeting pursuant to this section, the School Board
● gives public notice using the best available method given the nature of

the emergency contemporaneously with the notice provided members
of the School Board;

● makes arrangements for public access to the meeting through
electronic communications means, including videoconferencing if
already used by the School Board; and

● provides the public with the opportunity to comment at those meetings
when public comment is customarily received.

For any meeting conducted pursuant to this section, the nature of the emergency,
the fact that the meeting was held by electronic communication means and the type of
electronic communication means by which the meeting was held are stated in the
minutes of the meeting.

Adopted:  9/13/1994
Reviewed/Revised:  4/11/1996, 10/11/2011, 11/9/2011, 2/8/2022
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Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-3701, 2.2-3707, 2.2-3708.2,
2.2-3710.

Acts 2020, c. 1283.

Cross Ref.: BDDG Minute
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NOTIFICATION OF SCHOOL BOARD MEETINGS

Regular Meetings

The School Board thereof shall give notice of the date, time, and location of their regular
meetings by posting such notice on its website, placing a notice in a prominent public
location at which notices are regularly posted and in the office of the clerk of the School
Board at least three working days prior to the meeting.  In addition, the School Board
and any committees thereof shall publish notice of their meetings by electronic means
whenever feasible. At least one copy of the proposed agenda and all agenda packets
and other nonexempt materials furnished to members of the School Board and any
committees thereof shall be made available for public inspection at the same time the
documents are furnished to members of the School Board or committee.

Special Meetings

Notice, reasonable under the circumstance, of special, emergency or continued
meetings shall be given contemporaneously with the notice provided to members of the
School Board or committee.

Notification of Closed Meetings Held Solely for the Purpose of Interviewing Candidates
for the Position of Superintendent

The notice provisions described above do not apply to closed meetings of the Board
held solely for the purpose of interviewing candidates for the position of superintendent.
Prior to any such closed meeting the School Board shall announce in an open meeting
that such closed meeting shall be held at a disclosed or undisclosed location within
fifteen days thereafter.

Direct Notification

Notice of all School Board meetings and committee meetings shall be furnished directly
to any person who requests such information. Requests to be notified of all meetings
should be made at least once a year in writing and include the requester’s name,
address, zip code, daytime telephone number, electronic mail address, if available, and
organization, if any. Unless the person making the request objects, the school division
may provide electronic notice of all meetings in response to such requests.

Adopted:  9/13/1994
Reviewed/Revised:  12/11/2012, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-3707, 2.2-3712.

Cross Refs.: BCE School Board Committees
BCEA Disciplinary Committee
BCF Advisory Committees to the School Board
BDA Regular School Board Meetings
BDB Special School Board Meetings
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AGENDA PREPARATION AND DISSEMINATION

The preparation of the proposed agenda is the responsibility of the School Board
chair with the assistance of the superintendent. Any member of the School Board may
submit items for inclusion on the proposed agenda.

A copy of the proposed agenda and all agenda packets and materials is made
available for inspection by the public at the same time such documents are furnished to
the School Board members unless the materials are exempt under the Virginia Freedom
of Information Act.

Adopted:  9/13/1994
Reviewed/Revised:  12/11/2012, 5/11/2021, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-3707, 22.1-78.

Cross Ref.: BDA Regular School Board Meetings
BDB Special School Board Meetings
BDDA Notification of School Board Meetings

© 2/21 VSBA WAYNESBORO PUBLIC SCHOOLS



File: BDDD

QUORUM

At any meeting of the Waynesboro School Board, a majority of the Board
constitutes a quorum.

Adopted:  9/13/1994
Reviewed/Revised:  12/11/2012, 11/10/2015, 4/13/2021, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-73.
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RULES OF ORDER

The Waynesboro School Board establishes rules of order and may adopt bylaws,
policies and regulations.

Adopted:  9/13/1994
Reviewed/Revised:  12/11/2012, 11/10/2015, 4/13/2021, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-78.
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VOTING METHOD

Each School Board member’s vote on every decision is recorded in the minutes
of the meeting. The minutes of the meeting also reflect the method and result of all
votes. No votes are taken by secret or written ballot.

In any case in which there is a tie vote of the School Board when all members
are not present, the question shall be passed by until the next meeting when it shall
again be voted upon even though all members are not present. In any case in which
there is a tie vote on any question after complying with this procedure or in any case in
which there is a tie vote when all the members of the School Board are present, the
clerk shall record the vote and immediately notify the tie breaker, if any, to vote as
provided in the Code of Virginia § 22.1-75. If no tie breaker has been appointed or
elected as authorized by state law, any tie vote shall defeat the motion, resolution or
issue voted upon.

Adopted:  9/13/1994
Reviewed/Revised:  12/11/2012, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-3710, 22.1-57.3, 22.1-75.

Cross Refs.: BDD Electronic Participation in Meetings from Remote Locations
BDDG Minutes
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MINUTES

Minutes are recorded at all open meetings, approved by the school board in
regular session, signed by the clerk and chairman of the board, and kept and stored in
accordance with the provisions of the Code of Virginia.

Draft minutes and all other records of open meetings, including audio or
audio/visual records, are public records open pursuant to the Virginia Freedom of
Information Act as described in Policy KBA Requests for Public Records and Regulation
KBA-R Requests for Public Records.

Minutes may be taken during closed meetings of the school board, but are not
required. Such minutes are not subject to mandatory public disclosure.

Minutes are not required to be taken at deliberations of study commissions or
study committees, or any other committees or subcommittees appointed by the school
board except where the membership of any such commission, committee or
subcommittee includes a majority of the school board.

Minutes are in writing and include, but are not limited to
● the date, time, and location of the meeting;
● the members of the school board recorded as present and absent;
● a summary of the discussion on matters proposed, deliberated or decided;

and
● a record of any votes taken.

Adopted:  9/13/1994
Reviewed/Revised:  12/11/2012, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-3704, 2.2-3707, 2.2-3712,
22.1-74.

Cross Refs.: BDC Closed Meetings
BDD Electronic Participation in Meetings from Remote

Locations
KBA Requests for Public Records
KBA-R Requests for Public Records

© 2/19 VSBA WAYNESBORO PUBLIC SCHOOLS



File: BDDH
(Also: KD)

PUBLIC PARTICIPATION AT SCHOOL BOARD MEETINGS

Members of the community are invited and encouraged to attend meetings of
the Waynesboro School Board to observe its deliberations. Any member of the
community may address the Board on matters related to the Waynesboro public schools
at any regular meeting on the second Tuesday of each month. Persons wishing to
address the School Board are requested to contact the superintendent, the School
Board chair, or their designee for placement on the agenda.

The chair is responsible for the orderly conduct of the meeting and rules on such
matters as the appropriateness of the subject being presented and length of time for
such presentation. Upon recognition by the chair, the speaker shall address the chair
and if, at the conclusion of the speaker’s remarks, any member of the School Board
desires further information, the member addresses the speaker only with the permission
of the chair. No one is allowed to make additional presentations until everyone who
wishes to speak has an opportunity to make an initial presentation.

Adopted:  12/13/1994
Reviewed/Revised:  10/11/2016, 5/11/2021, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-253.13:7.
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BOARD POLICY MANUAL

The School Board is guided by written policies that are readily accessible to the
Board, division employees, students, parents, and citizens. All division policies will be
reviewed at least every five years and revised as needed.

A current copy of all division policies and regulations approved by the School
Board are posted on the division’s website and are available to employees and the
public. Printed copies of the policies and regulations are available as needed to citizens
who do not have online access. The superintendent shall ensure that an annual
announcement is made at the beginning of the school year and, for parents of students
who enroll later in the academic year, at the time of enrollment, advising the public
regarding the availability of the policies and regulations.

Adopted:  9/13/1994
Reviewed/Revised:  1/8/2013, 10/8/2019, 4/13/2021, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-253.13:7.

Cross Ref.: BFC Policy Adoption
CH Policy Implementation
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POLICY ADOPTION

It is the responsibility of the School Board to adopt policies for governing the
school division. The power to enact policy cannot be delegated to an employee or agent
such as the superintendent or a single member of the School Board.

Policy is a basic statement of the intent of the School Board which creates rights
and responsibilities for the conduct of the school division’s business. Being of a dynamic
nature, policies are subject to revision by the School Board.

Regulation is the manner or method of implementation of policy by the
superintendent and staff, subject to change as conditions and/or circumstances may
dictate.

Policies shall be developed and presented to the Board evidencing the
consideration given to the views of the division's community. The final authority for
adoption rests solely with the School Board.

When a proposed action of the School Board, initiated either by Board member
or administration, affects existing School Board policies, the existing policy and
regulation, if any, shall be referenced so that the effect of the new action will be clear.

Unless otherwise provided, when policies are adopted, altered or replaced, the
new or revised policy shall become effective upon adoption.

All regulations for implementation of the policies shall be developed by or through
the superintendent. They shall be presented to the School Board as information items,
unless the School Board informs the Superintendent that it wants to act on a specified
regulation.

Where changes in policy and/or regulations are made, these shall be prepared
and distributed to all concerned for insertion into the policy and/or regulations manuals
so that action of the School Board may be implemented as soon as possible.

Adopted:  9/13/1994
Reviewed/Revised:  1/8/2013, 4/13/2021, 2/8/2022

Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-253.13:7.

Underwood v. Henry County School Board, 245 Va. 127, 427 S.E.2d 330,
(1993).

Cross Refs.: BF Board Policy Manual
BFE/CHD Administration in Policy Absence
CH Policy Implementation
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ADMINISTRATION IN POLICY ABSENCE

In cases where action must be taken by the school division and the School Board
has provided no guidelines for administrative action, the superintendent has the power
to act, but the superintendent’s decisions are subject to review by the School Board at
its next regular meeting. It is the duty of the superintendent to inform the School Board
promptly of such action and of the need for policy.

Adopted:  11/10/2015
Reviewed/Revised:  2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78.
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BOARD-STAFF COMMUNICATIONS

The Waynesboro School Board supports and encourages two-way
communication between the board and employees. The superintendent is the official
representative of the school board in its relations and communications with its
employees.

Employees are encouraged to communicate their ideas and concerns in an
orderly and constructive manner to the school board and/or the superintendent or
superintendent’s designee.

The school board desires to develop and maintain the best possible working
relationship with the employees of the school division. The school board welcomes the
viewpoints of employees, and allows time at its meetings for employees to be heard.

The school board does not discriminate against any employee because of
membership in an employee organization, or participation in any lawful activities of the
organization.

Adopted:  9/13/1994
Reviewed/Revised:  1/8/2013, 10/8/2019, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-253.13:7.
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SCHOOL BOARD MEMBER IN-SERVICE ACTIVITIES

The School Board places a high priority on the importance of a planned and
continuing program of in-service education for its members. The central purpose of the
program is to enhance the quality and effectiveness of public school governance in our
community. The School Board shall plan specific in-service activities designed to assist
School Board members in their efforts to improve their skills as members of a
policy-making body; to expand their knowledge about trends, issues, and new ideas
affecting the educational activities of the local schools; and, to deepen their insights into
the nature of leadership in a modern democratic society.

School Board members will participate annually in high-quality professional
development activities at the state, local or national levels on governance, including, but
not limited to, personnel, policies and practices; the evaluation of personnel; curriculum
and instruction; use of data in planning and decision making; and current issues in
education.

Funds shall be budgeted annually to support this program. Individual School
Board members shall be reimbursed for out-of-pocket costs incurred through
participation in approved activities. The School Board shall retain the authority to
approve or disapprove the participation of members in planned activities. The public
shall be kept informed about the School Board's continuing in-service educational
activities.

The School Board regards the following as the kinds of activities and services
appropriate for implementing this policy:

1. Participation in school board conferences, workshops and conventions
conducted by the Virginia and the National School Boards Association.

2. Division-sponsored training sessions for School Board members.

3. Subscriptions to publications addressed to the concerns of school board
members.

Adopted:  9/13/1994
Reviewed/Revised:  1/8/2013, 4/13/2021, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-253.13:5.
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SCHOOL BOARD MEMBER COMPENSATION AND BENEFITS

Each member of the Waynesboro School Board receives an annual salary as
provided by law.

Actual expenses incident to performance of official duties by a school board
member may be reimbursed on presentation of an expense voucher with receipts
attached. Compensation is paid for mileage incurred for attendance at meetings of the
school board and in conducting other official business of the school board.

Adopted:  9/13/1994
Reviewed/Revised:  1/8/2013, 5/11/2021, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, §§ 15.2-1414.1 et seq., 22.1-32,
22.1-55, 22.1-78, 22.1-85.

Cross Ref.: BHE School Board Member Liability Insurance
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SCHOOL BOARD MEMBER LIABILITY INSURANCE

The Waynesboro School Board provides liability insurance, or self-insurance, for
its members while performing functions or services for the school division to cover the
costs and expenses incident to liability, including those for settlement, suit or
satisfaction of judgment, arising from their conduct in discharging their duties or in
performing functions or services for the school division.

Adopted:  9/13/1994
Reviewed/Revised:  1/8/2013, 4/13/2021, 2/8/2022

Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-84.

Cross Refs.: BHD Board Member Compensation and Benefits
EI Insurance Management
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ADMINISTRATION GOALS 
 

The Waynesboro School Board places the primary responsibility and authority for 
the administration of the school division in the superintendent. The superintendent is 
responsible for the direction, leadership, and coordination of students and staff in their 
efforts to reach educational goals adopted by the School Board. 
  

The School Board expects the division superintendent to provide leadership in:  
 

1. Decision-making. 
 

2. Communication. 
 

3. Planning, organizing, implementing, and evaluating educational programs. 
 

4. Developing and maintaining close working relationships and channels of 
communication within the school system and community. 

 
Adopted: 10/11/1994 
Reviewed/Revised: 03/08/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78, and 22.1-

253.13:7. 
 
Cross Refs.: CBA   Qualifications and Duties of the Superintendent 
  CBG   Evaluation of the Superintendent 

 
 
 
 
 
 
 
 
 
 



File:  CBA 

© 5/21 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

 QUALIFICATIONS AND DUTIES FOR THE SUPERINTENDENT 
 

QUALIFICATIONS 
 

 The superintendent meets or exceeds the requirements set by the Board of 
Education. 
 
 The superintendent annually participates in high-quality professional 
development activities at the local, state, or national levels, on topics including the 
Standards of Quality, Board of Education regulations, and the Guidelines for Uniform 
Performance Standards and Evaluation Criteria for Teachers, Principals, and 
Superintendents.   
 
MAJOR DUTIES 
 

As chief executive officer of the school board, the superintendent 
• attends school board meetings, 
• implements school board policies and ensures that they are posted on the 

division’s website, 
• reports to the school board about the status of programs, personnel and 

operations of the school division, 
• recommends actions to the school board, 
• facilitates communication between the school board and school personnel, 
• assists the chairman in developing agendas of meetings of the school board, 

and 
• develops regulations as directed by the school board. 

 
As the educational leader of the school division, the superintendent 
• supervises the principals and assistant superintendents, 
• oversees planning and evaluation of curriculum and instruction, 
• develops for approval by the school board procedures for adopting textbooks 

and other instructional materials, 
• visits schools on a regular basis, and 
• maintains a current knowledge of developments in curriculum and instruction. 

 
The superintendent enforces school laws and regulations, including by 
• observing directions and regulations prescribed by the Superintendent of 

Public Instruction or Board of Education, 
• reporting information to the Superintendent of Public Instruction as required, 
• promptly distributing all reports, forms, laws and regulations received from the 

Superintendent of Public Instruction, 
• enforcing school laws, regulations and decisions of the Superintendent of 

Public Instruction and of the Board of Education, and 
• developing and maintaining procedures, guidelines and regulations to 

implement school board policy. If board action is required by law or the board 
has specifically asked that certain types of regulations be given prior board 
approval, these procedures, regulations and guidelines are presented to the 
school board for approval and, when approved, placed in the school board  
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• policy manual. The administrative procedures, guidelines and regulations are 
communicated to the staff and made available for their information. 

 
The superintendent oversees staff personnel management, including by 
• organizing recruitment of personnel, 
• reassigning personnel in accordance with school board policy, 
• administering personnel policies and programs, 
• upon request of the School Board, surveying the school division at least 

annually to identify critical shortages of teachers and administrative personnel 
by subject matter and school bus drivers and reporting such critical shortages 
to the School Board, the Superintendent of Public Instruction, and the Virginia 
Retirement System;  

• supervising evaluation of personnel, and 
• providing for maintenance of up-to-date job descriptions for all personnel. 
 
The superintendent oversees facility management, including by 
• preparing long- and short-range plans for facilities and sites, 
• providing for the maintenance of school property and safety of personnel and 

property, 
• inspecting, or providing for the inspection of, school property on a regular 

basis, 
• overseeing the utilization of school property, 
• monitoring any construction, renovation and demolition of school facilities, 
• representing the school division before local or state agencies which control 

building requirements or provide financing for buildings, and 
• closing public school buildings which appear to be unfit for occupancy. 

 
The superintendent oversees financial management by 
• preparing the budget for school board approval, 
• ensuring that expenditures are within the limits approved by the school board, 
• reporting to the school board on the financial condition of the division, 
• establishing procedures for procurement of equipment and supplies, and 
• ensuring that an accurate record of all receipts and disbursements of school 

funds is kept. 
 
The superintendent directs community relations activities, including by 
• articulating educational programs and needs to the community, 
• responding to concerns expressed in the community, 
• maintaining contact with the news media, 
• participating in community affairs, and 
• involving the community in planning and problem solving for the school 

division. 
 

The superintendent oversees pupil personnel services by 
• monitoring pupil personnel services, 
• providing for an adequate pupil record system, 
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• implementing policies and programs relating to behavior and discipline of 

pupils, 
• maintaining programs for the health and safety of pupils, and 
• facilitating communication between the school division and community 

agencies.  
 

Adopted: 4/11/1996 
Reviewed/Revised: 8/11/2020, 8/10/2021, 03/08/2022 
 
Legal Ref.: Constitution of Virginia, article VIII, § 5. 
 

Code of Virginia, 1950, as amended, §§ 22.1-58, 22.1-59, 22.1-68, 22.1-
69, 22.1-70.3, 22.1-79, 22.1-136; 22.1-253.13:5, 22.1-253.13:7. 
 
8 VAC 20-23-50. 
8 VAC 20-23-630. 
8 VAC 20-390-10. 
8 VAC 20-390-40. 
8 VAC 20-390-50. 
8 VAC 20-390-60. 
8 VAC 20-390-70. 
8 VAC 20-390-80. 
8 VAC 20-390-90. 
8 VAC 20-390-100. 
8 VAC 20-390-110. 
 

Cross Refs.: BBA  School Board Powers and Duties 
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APPOINTMENT AND TERM OF THE SUPERINTENDENT 
 

The School Board appoints the superintendent from the list of eligibles certified 
by the Board of Education and determines the term of employment. The 
superintendent’s term expires on June 30. The superintendent serves an initial term of 
not less than two years nor more than four years. At the expiration of the initial term, the 
superintendent is eligible to hold office for the term specified by the School Board, not to 
exceed four years. 
 

Except as provided below, if the School Board fails to appoint a division 
superintendent within 180 days of a vacancy, the Virginia Board of Education will 
appoint a superintendent for the division.  

 
If the School Board has not appointed a superintendent within 120 days of a 

vacancy, it will submit a written report to the Superintendent of Public Instruction 
demonstrating its timely efforts to make an appointment and containing a status report 
with a timeline for making the appointment prior to the 180-day deadline. On request, 
the School Board will be granted up to an additional 180 days within which to appoint a 
superintendent. 

 
If the School Board does not appoint a superintendent within 180 days of a 

vacancy, or request additional time within which to make the appointment, it will 
immediately notify the Virginia Board of Education, in writing, of its failure to make an 
appointment. If there has been no extension, within 30 days of the 180th day after the 
vacancy occurs, the School Board will submit, in writing, its preferred candidate(s), not 
to exceed three, for the position. The Virginia Board of Education may consider these 
candidates and other eligible individuals. The Virginia Board of Education may authorize 
the State Superintendent of Public Instruction to conduct the search for a division 
superintendent. 
 

If the Virginia Board of Education appoints a superintendent, the contract for the 
superintendent will be negotiated by the School Board. 
 
Adopted: 10/11/1994 
Reviewed/Revised: 03/08/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-58, 22.1-60, 22.1-61. 
 
 Procedures for Appointment of a School Division Superintendent by the 

Virginia Board of Education (adopted by the Virginia Board of Education 
March 22, 2006) (available at 
http://www.pen.k12.va.us/VDOE/VA_Board/Meetings/2006/mar22min.pdf) 

 
Cross Refs.: CBA   Qualifications and Duties of the Superintendent 
  CBD   Superintendent’s Compensation and Benefits 
  CBG   Evaluations of the Superintendent 
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SUPERINTENDENT'S CONTRACT, COMPENSATION AND BENEFITS 
 

The superintendent's contract sets forth the superintendent's compensation and 
benefit package. The superintendent’s contract is available to the public pursuant to the 
Virginia Freedom of Information Act. 
 

The School Board shall not renegotiate a superintendent’s contract during the 
period following the election or appointment of new members and the date such 
members are qualified and assume office. 

 
When the superintendent’s contract is being renegotiated, each member of the 

School Board will be notified at least 30 days in advance of any meeting at which a vote 
is planned on the renegotiated contract unless the members agree unanimously to take 
the vote without the 30 days notice. Each member’s vote on the renegotiated contract 
will be recorded in the minutes of the meeting. 
 
Adopted: 4/10/2018 
Reviewed/Revised: 03/08/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-3705.1, 22.1-60. 
 
Cross Ref.: CBB   Appointment and Term of the Superintendent 
 
 



File:  CBE 
 

© 5/07 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

SEVERANCE BENEFITS 
 

Any severance benefits provided to a departing Superintendent will be publicly 
announced prior to the Superintendent’s departure. 
 
Adopted: 03/08/2022 
Reviewed/Revised:  
 
Legal Ref.: Code of Virginia, 1950, as amended, § 15.2-1510.1. 
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EVALUATION OF THE SUPERINTENDENT 
 

It is the responsibility of the School Board to maintain and improve the quality of 
administration and instruction. One of the primary methods used in carrying out this 
responsibility is to work with the superintendent in improving the superintendent’s 
effectiveness.  
 

Annually, the superintendent provides the School Board with a work plan 
designed to implement the goals set for the division by the School Board. The School 
Board evaluates the superintendent annually. The School Board develops the 
instrument to evaluate the superintendent after consulting the uniform performance 
standards and criteria developed by the Board of Education and the superintendent. 
The superintendent’s evaluations include student academic progress as a significant 
component and an overall summative rating. Evaluations include identification of areas 
of individual strengths and weaknesses and recommendations for appropriate 
professional activities. Informal evaluations may also take place as the Board deems 
appropriate, provided that specific criteria for such appraisals be communicated to the 
superintendent.  
 

Each Board member is involved in assessing the superintendent's job 
performance on a continuing basis and by completing the annual evaluation instrument. 
Upon conclusion of the annual performance appraisal, the evaluation is reviewed with 
the superintendent by the Board or its designees. 
 
Adopted: 10/11/1994 
Reviewed/Revised: 4/10/2018, 8/10/2021, 03/08/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-60.1, 22.1-253.13:5.  
 

Guidelines for Uniform Performance Standards and Evaluation Criteria for 
Superintendents (Virginia Board of Education, as revised on November 13, 
2019).  

 
Cross Ref.: CBA  Qualifications and Duties for the Superintendent 
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SCHOOL BUILDING ADMINISTRATION 

 
The Waynesboro School Board, upon recommendation of the superintendent, 

employs principals and assistant principals who hold licenses as prescribed by the 
Board of Education. 

 
A principal provides instructional leadership in, is responsible for the 

administration of and supervises the operation and management of the school or 
schools and property to which he has been assigned, in accordance with the rules and 
regulations of the School Board and under the supervision of the superintendent. 
 
 A principal may submit recommendations to the superintendent for the 
appointment, assignment, promotion, transfer and dismissal of all personnel assigned to 
his/her supervision. 
 
  
Adopted: 10/11/1994 
Reviewed/Revised: 03/08/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-293. 
   

Guidelines for Uniform Performance Standards and Evaluation Criteria for 
Principals, Virginia Board of Education. 

 
 
Cross Refs.: EB   School Crisis, Emergency Management, and  
    Medical Emergency Response Plan 

DGC   School Activity Funds 
  DGD   Funds for Instructional Materials and Office Supplies 
  GCN   Evaluation of Professional Staff 
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POLICY IMPLEMENTATION 
 

Development of Regulations 
 

The School Board authorizes the superintendent to create and update 
regulations necessary to carry out the policies adopted by the Board. If Board action is 
required by law or the Board asks that certain regulations or types of regulations be 
approved by the Board, the superintendent will present those regulations to the Board 
for action. The superintendent makes all regulations available to School Board 
members, employees and the public and sees that the regulations are placed in the 
School Board Policy Manual or are kept with the Policy Manual. 
 
Dissemination of Policies and Regulations 
 

Administrators and supervisors are responsible for informing staff members of all 
newly adopted or revised policies and regulations.  
 
Adopted: 7/13/2021 
Reviewed/Revised: 03/08/2022  
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-23.3, 22.1-78. 
 
Cross Ref.: BF   Board Policy Manual 
 BFC   Policy Adoption 
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ADMINISTRATION IN POLICY ABSENCE 

 
In cases where action must be taken by the school division and the School Board 

has provided no guidelines for administrative action, the superintendent has the power 
to act, but the superintendent’s decisions are subject to review by the School Board at 
its next regular meeting. It is the duty of the superintendent to inform the School Board 
promptly of such action and of the need for policy. 
 
Adopted: 10/11/1994 
Reviewed/Revised: 11/10/2015, 03/08/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78. 
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REPORTING ACTS OF VIOLENCE AND SUBSTANCE ABUSE 
 
I. Acts Reported to the Principal 
 

A. Except as may otherwise be required by federal law, regulation or jurisprudence, 
reports are made to the superintendent and to the principal (or designee) on all 
incidents involving:   
(i) the assault, or assault and battery, without bodily injury, of any person on 

a school bus, on school property or at a school-sponsored activity; 
(ii) the assault and battery which results in bodily injury, sexual assault, 

death, shooting, stabbing, cutting or wounding of any person, abduction of 
any person as described in Va. Code § 18.2-47 or Va. Code § 18.2-48, or 
stalking of any person as described in Va. Code § 18.2-60.3, on a school 
bus, on school property or at a school-sponsored activity;  

(iii) any conduct involving alcohol, marijuana, a controlled substance, imitation 
controlled substance or an anabolic steroid on a school bus, on school 
property or at a school-sponsored activity, including the theft or attempted 
theft of student prescription medications;  

(iv) any threats against school personnel while on a school bus, on school 
property or at a school-sponsored activity;  

(v) the illegal carrying of a firearm, as defined in Va. Code § 22.1-277.07, 
onto school property;  

(vi) any illegal conduct involving firebombs, explosive materials or devices, or 
hoax explosive devices, as defined in Va. Code § 18.2-85, or explosive or 
incendiary devices, as defined in Va. Code § 18.2-433.1 or chemical 
bombs as described in Va. Code § 18.2-87.1, on a school bus, on school 
property or at a school-sponsored activity;  

(vii) any threats or false threats to bomb, as described in Va. Code § 18.2-83, 
made against school personnel or involving school property or school 
buses;  

(viii) the arrest of any student for an incident occurring on a school bus, on 
school property or at a school sponsored activity, including the charge 
therefor; and 

(ix) any illegal possession of weapons, alcohol, drugs or tobacco products. 
 

The principal of each school collects and maintains information on the above 
listed acts which occur on school property, on a school bus or at a school-
sponsored activity. 

 
B. The superintendent and the principal or his designee receive reports from local 

law-enforcement authorities on offenses, wherever committed, by students 
enrolled at the school if the offense would be a felony if committed by an adult or 
would be a violation of the Drug Control Act (Va. Code § 54.1-3400 et seq.) and 
occurred on a school bus, on school property or at a school-sponsored activity, 
or would be an adult misdemeanor involving any incidents described in clauses 
(i) through (viii) of subsection A and whether the student is released to the 
custody of his parent or, if 18 years of age or more, is released on bond. The 
superintendent may request that the reports include information regarding terms 
of release from detention, court dates and terms of any disposition orders 
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entered by the court. When the superintendent receives notification that a 
juvenile has committed an act that would be a crime if committed by an adult 
pursuant to subsection G of Va. Code § 16.1-260, the superintendent reports 
such information to the principal of the school in which the juvenile is enrolled. 

 
II. Reporting Duties of the Principal and Superintendent 

 
The principal or designee reports all incidents required to be reported pursuant to 

section I of this policy to the superintendent. The superintendent annually reports all 
such incidents to the Department of Education for the purpose of recording the 
frequency of such incidents on forms that are provided by the Department and makes 
such information available to the public.  

 
In submitting reports of such incidents, principals and superintendents accurately 

indicate any offenses, arrests or charges as recorded by law-enforcement authorities 
and required to be reported by such authorities pursuant to subsection I.B. of this policy. 

 
Except as may otherwise be required by federal law, regulation or jurisprudence, 

the principal immediately reports to local law-enforcement officials any of the acts listed 
in clauses (ii) through (vii) of subsection I.A of this policy that may constitute a felony 
offense and may report to the local law-enforcement agency any incident described in 
clause (i) of subsection I.A. 

 
In addition, except as may be prohibited by federal law, regulation or 

jurisprudence, the principal also immediately reports any act enumerated in clauses (ii) 
through (v) of subsection I.A of this policy that may constitute a criminal offense to the 
parents of any minor student who is the specific object of such act. Further, the principal 
reports whether the incident has been reported to local law enforcement pursuant to this 
policy and, if the incident is so reported, that the parents may contact local law 
enforcement for further information, if they so desire. 

 
The principal or principal’s designee notifies the parent of any student involved in 

an incident required to be reported pursuant to this policy, regardless of whether 
disciplinary action is taken against such student or the nature of the disciplinary action. 
Such notice relates to only the relevant student’s involvement and does not include 
information regarding other students. 
 
III. Prevention and Intervention Activities 
 

Whenever any student commits any reportable incident as set forth in this policy, 
such student is required to participate in such prevention and intervention activities as 
deemed appropriate by the superintendent or superintendent’s designee.  

 
The School Board develops, in cooperation with the local law-enforcement 

agencies, juvenile and domestic relations court judges and personnel, parents, and the 
community at large, programs to prevent violence and crime on school property and at 
school-sponsored events, which include prevention of hazing. Activities designed to 
prevent the recurrence of violence and crime, including hazing, may include such  
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interventions as education relating to Virginia's criminal law, school crime lines, peer 
mediation, conflict resolution, community service requirements and any program 
focused on demonstrating the consequences of violence and crime. The School Board 
may develop and use a network of volunteer services in implementing prevention 
activities.  
 
IV. Purpose 
 

The purpose of reporting acts of violence and substance abuse is to develop a 
program of prevention activities to provide a safe environment conducive to learning. 
 
Adopted: 8/13/2008 
Reviewed/Revised: 7/7/2011, 8/11/2020, 03/08/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 8.01-47, 22.1-279.3:1, 22.1-

279.9. 
 

8 VAC 20-560-10. 
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                                   SCHOOL DIVISION ANNUAL REPORT 

The school board, with the assistance of the superintendent, shall make a report on or 
before August 15 of each year covering the work of the schools for the year ending 
June 30, to the State Board of Education on forms supplied by the Superintendent of 
Public Instruction.  
 
 
Adopted: 10/11/1994 
Reviewed/Revised: 03/08/2022 
 
 
 
Legal Ref.: Code of Virginia, 1950, as amended, Section 22.1-81  
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QUALITY PROFILES 
 

I. Division Information 
 
 The Waynesboro School Board annually prepares and disseminates information 
on the school division and each school within the division. The information is concise, 
presented in an understandable and uniform format, and, to the extent practicable, 
presented in a language that parents can understand. The information is accessible to 
the public and shows how students in the division achieved on the state’s student 
academic assessments compared to students in the state as a whole and how students 
at individual schools achieved compared to students in the division and in the state. 
 
II. School Quality Profiles 
 

The Waynesboro School Board ensures that every school in the division annually 
provides parents and the community a School Quality Profile in a manner prescribed by 
the Board of Education. The School Quality Profile includes designated information for 
the most recent three-year period. The School Quality Profile includes information 
designated by the Board of Education to include indicators of the following: 
accountability, assessments, enrollment and demographics, college and career 
readiness, finance, learning environment, and teacher quality. Specific indicators 
include: 

 
• Virginia Assessment Program results by percentage of participation and 

proficiency and disaggregated by student reporting groups; 
• accreditation status; 
• attendance and absenteeism for students; 
• information related to school safety to include incidents of crime and violence; 

and 
• information related to qualifications and educational attainment of the teaching 

staff. 
 

In addition, School Quality Profiles for secondary schools include the following: 
  

• Advanced Placement (AP) information to include percentage of students who 
take AP courses and percentage of students who take AP tests  

• International Baccalaureate (IB) and Cambridge course information to include 
percentage of students who are enrolled in IB or Cambridge programs and 
percentage of students who receive IB or Cambridge Diplomas  

• college-level course information to include percentage of students who take 
college-level courses including dual enrollment courses 

• number and percentage of (i) graduates by diploma type as prescribed by the 
Board of Education, (ii) certificates awarded to the senior class including high 
school equivalency preparation program credentials approved by the Board of 
Education, and (iii) students who do not complete high school  

• number and percentage of dropouts 
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• the number of Board-approved industry certifications obtained  
• the number of state licensure examinations passed 
• the number of national occupational competency assessments passed 
• the number of Armed Services Vocational Aptitude Battery assessments passed 
• the number of Virginia workplace readiness skills assessments passed 
• the number of career and technical education completers who graduated. A 

"career and technical education completer" is a student who has met the 
requirements for a career and technical concentration or specialization and all 
requirements for high school graduation or an approved alternative education 
program  

 
Adopted: 11/9/2010 
Reviewed/Revised: 7/8/2014, 03/08/2022 
 
Legal Refs.: 20 U.S.C. § 6311. 
 
  34 C.F.R. 200.11. 
 
  Code of Virginia, 1950, as amended, §§ 22.1-253.13:3, 22.1-253.13:4. 
 
  8 VAC 20-131-270.  

Non-Regulatory Guidance, State and Local Report Cards: Title I, Part A of 
the Elementary and Secondary Education Act of 1965, as Amended, U.S. 
Department of Education (as Revised February 8, 2013). 

 
  Code of Virginia, 1950, as amended, § 22.1-253.13:4. 
 
  8 VAC 20-131-270.  
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MANAGEMENT OF FUNDS 
 

The superintendent or superintendent’s designee is responsible for administering 
the division budget in accordance with Board policies and applicable state and federal 
regulations and laws. The superintendent or superintendent’s designee uses 
appropriate fiscal planning and management methods, modeled after the best accepted 
business practices and directed toward the educational goals of the division. 

 
If the appropriating body appropriates funds to the School Board by total amount 

(also referred to as lump sums), funds may be transferred by the School Board from 
one major classification to another. 
 

The superintendent may be authorized by the School Board to make line item 
transfers within a major classification.  
 

The School Board manages and controls the funds made available to it for the 
public schools and incurs costs and expenses.  

 
Adopted: 7/8/2008 
Reviewed/Revised: 4/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-89, 22.1-94, 22.1-
115.  
 
 
Cross Refs.: DB   Annual Budget 
  DG   Custody and Disbursement of School Funds 
  DI   Financial Accounting and Reporting 
  DJ   Small Purchasing 
  DJA   Purchasing Authority 
  DJF   Purchasing Procedures 
  DK   Payment Procedures 
  DL   Payroll Procedures 
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ANNUAL BUDGET 
 

The annual school budget is the financial outline of the division's education 
program. It presents a proposed plan of expenditures and the expected means of 
financing those expenditures. After adoption, it provides the primary means of managing 
expenditures. 

 
The fiscal year begins on the first day of July and ends on the thirtieth day of the 

following June. 
 
The superintendent prepares, with the approval of the School Board, and submits 

to the appropriating body, an estimate of the amount of money needed during the next 
fiscal year for the support of the public schools of the school division. The estimate sets 
up the amount of money needed for each major classification prescribed by the Board 
of Education and such other headings or items as may be necessary. 

 
The superintendent or superintendent’s designee prepares a budget calendar 

identifying all deadlines for the annual budgetary process. The calendar includes at 
least one work session for reviewing the budget and at least one public hearing on the 
budget. Notice of the time and place for the public hearing is published at least ten days 
in advance, in a newspaper having general circulation within the school division. 

 
Upon approval of the school division’s budget by the appropriating body, the 

school division publishes the approved budget in line item form, including the estimated 
required local match, on its website and the document is also made available in hard 
copy as needed to citizens for inspection. 
 
Adopted: 7/8/2008 
Reviewed/Revised: 11/10/2015, 4/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 15.2-2500, 22.1-91, 22.1-92, 

22.1-93. 
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CUSTODY AND DISBURSEMENT OF SCHOOL FUNDS 

 
All School Board funds except  

• money generated by school activities, and classified "school activity fund 
accounts", 

• petty cash funds and  
• accounts established for the purchase of instructional materials and office 

supplies 
are deposited with the Waynesboro treasurer, who is in charge of the receipts, custody 
and disbursement of School Board funds and who keeps such funds in an account or 
accounts separate and distinct from all other funds. Checks must be drawn on the 
School Board account by the Waynesboro City treasurer. 
 

Disbursement of School Board funds is approved as provided in Policy DK 
Payment Procedures. 
 
Adopted: 7/8/2008 
Reviewed/Revised: 4/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-116, 22.1-122.1  
  and 22.1-123. 
 
  8 VAC 20-240-10. 
 
Cross Refs: DGC  School Activity Funds 

DGD  Funds for Instructional Materials and Office Supplies 
DJB  Petty Cash Funds 
DK  Payment Procedures 
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SCHOOL ACTIVITY FUNDS 
 

All funds derived from extracurricular school activities, including, but not limited 
to, entertainment, athletic contests, facilities fees, club dues, vending machine proceeds 
that are not deposited in the school nutrition program account, and from any and all 
activities of the school involving personnel, students or property are considered school 
activity funds.   
 

Each school keeps an accurate record of all receipts and disbursements of 
school activity funds so that a clear and concise statement of the condition of each fund 
may be determined at all times. It is the duty of each principal to see that such records 
are maintained in accordance with regulations of the Virginia Board of Education and 
the Waynesboro School Board. The principal or principal’s designee performs the duties 
of school finance officer. The school finance officer is bonded, and the school board 
prescribes rules governing such bonds for employees who are responsible for school 
activity funds. 
 

School activity funds are audited at least once a year by a duly qualified 
accountant or accounting firm approved by the school board. A copy of the audit report 
is filed in the superintendent’s office. Monthly reports of such funds are prepared and 
filed in the principal's office and annual reports are filed in the office of the principal or 
division superintendent. The cost of such audits are a proper charge against the school 
activity funds. 
 
Adopted: 7/8/2008 
Reviewed/Revised: 4/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-122.1. 
 
 8 VAC 20-240-10. 
 8 VAC 20-240-20. 
  8 VAC 20-240-40. 
 
Cross Refs.: DG   Custody and Disbursement of School Funds 

DM   Cash in School Buildings 
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FUNDS FOR INSTRUCTIONAL MATERIALS AND OFFICE SUPPLIES 
 

The School Board may, by resolution and subject to the approval of the 
appropriating body, establish accounts in each of its departments and schools 
committed solely for the purchase of instructional materials and office supplies. The 
School Board may authorize the transfer of a percentage of the funds budgeted for a 
school or division department, not to exceed thirty-five percent of the allocation, into the 
account. 
 

The account shall be managed by the principal of the school or head of the 
division department who shall file a monthly accounting of the funds with the 
superintendent. No additional funds shall be transferred into any such account unless 
the monthly accounting has been filed. The funds in the account may be disbursed for 
payment of obligations by issuing a negotiable check signed by the principal or head of 
the division department, and a second person designated by the School Board. At the 
close of the fiscal year, all funds remaining in the accounts shall be returned to the 
School Board simultaneously with a full accounting of the disbursements. All such 
accounts shall be subject to an annual audit as prescribed by Va. Code § 15.2-2511 
and to relevant provisions of the Virginia Public Procurement Act.  
 
Adopted: 7/8/2008 
Reviewed/Revised: 4/12/2022 
  
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-122.1. 
 
Cross Refs.: DG   Custody and Disbursement of School Funds 

DJA   Purchasing Authority 
DJB   Petty Cash Funds 
DJF   Purchasing Procedures 
DJG   Vendor Relations 
DK   Payment Procedures 
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FINANCIAL ACCOUNTING AND REPORTING 
 
 The superintendent or superintendent’s designee is responsible for implementing 
a modern system of accounting for all school funds as established by the Board of 
Education and the Auditor of Public Accounts. 

 
The Waynesboro School Board receives monthly statements of the funds 

available for school purposes. 
 

At least once each year the School Board submits a report of all its expenditures 
to the appropriating body. Such report is also made available to the public either on the 
school division website or in hard copy at the central school division office on a template 
prescribed by the Board of Education. 

 
Adopted: 7/8/2008 
Reviewed/Revised: 10/8/2019, 4/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-90, 22.1-115. 
 
Cross Refs.: CBA   Qualifications and Duties for the Superintendent 

DA   Management of Funds 
DB  Annual Budget 
DG  Custody and Disbursement of School Funds 
DGC  School Activity Funds 
DGD  Funds for Instructional Materials and Office Supplies 
DJB  Petty Cash Funds 

 EF   Food Service Management 
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FUND BALANCE ACCOUNTING AND REPORTING 

1. Excess Funds  
 

The School Board shall establish a Capital Reserve Fund. The School Operating 
Fund year-end balance, as determined by the annual audit, shall be used for the 
appropriation in the Schools’ Capital Reserve Fund. 

These funds will be appropriated through the annual budget ordinance or by a 
budget amendment ordinance approved and adopted by City Council and will only 
be used for major and minor capital needs or other non-recurring expenditures. 

Fund Balance Classification 
a.  Committed Fund Balance: Committed fund balance includes amounts that can 

only be used for specific purposes pursuant to constraints imposed by formal 
action of Waynesboro School Board and City Council. Formal action includes the 
adoption of the annual City Budget Ordinance or adoption of budget amendment 
and appropriation ordinance(s) during the course of the operating year.  

b.  Assigned Fund Balance: Assigned fund balance includes amounts constrained 
by the locality’s intent to be used for specific purposes, but are neither restricted 
nor committed. The Executive Director of Finance is delegated the authority to 
assign fund balance for specific purposes.  

c.  Restricted Fund Balance: Restricted fund balance includes amounts that have 
constraints placed on their use by external sources (e.g., creditors for debt 
covenants, grantors, contributors, or laws or regulations of other governments). 
Restricted fund balance can also be imposed by law through constitutional 
provisions or enabling legislation. The source of the constraint is outside the 
locality and cannot be changed by the School Board or City Council.  

d.  Non-spendable Fund Balance: Non-spendable fund balance includes amounts 
that cannot be spent because they are either not in spendable form such as 
inventories, property acquired for resale, prepaid amounts, or are amounts that 
are legally or contractually required to be maintained intact.  

e.  Unassigned Fund Balance: Unassigned fund balance consists of amounts not 
assigned to other funds, or restricted, committed or assigned within the same 
fund. Unassigned fund balance includes all spendable amounts not contained in 
the other classifications and is technically available for any purpose.  

f.  Policy on the order of spending resources: When expenditures are incurred for 
purposes for which multiple unrestricted categories could be used, the following 
order is considered: committed amounts are presumed to be used first, followed 
by the assigned amounts, and then the unassigned amounts. 

 
Adopted: 10/8/2019 
Reviewed/Revised: 4/12/2022 
______________________________________________________________________ 
Ref: City of Waynesboro, VA FINANCIAL MANAGEMENT POLICY; Fund 
Balance/Reserve Policy: Adopted: September 9, 2019 
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REPORTING PER PUPIL COSTS 

Upon preparing the estimate of the amount of money deemed to be needed 
during the next fiscal year for the support of the schools, the superintendent also 
prepares and distributes, within a reasonable time as prescribed by the Board of 
Education, notification of the estimated average per pupil cost for public education in the 
school division for the coming school year in accordance with the budget estimates 
provided to the appropriating body. The notification includes actual per pupil state and 
local education expenditures for the previous school year. The notice may also include 
federal funds expended for public education in the school division.  

The notice is made available in a form provided by the Department of Education 
and published on the school division's website or in hard copy upon request.  

Adopted: 5/11/2021  
Reviewed/Revised: 4/12/2022 

Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-92. 

Cross Ref.: DB   Annual Budget 
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SMALL PURCHASING 

Pursuant to written procedures not requiring competitive sealed bids or 
competitive negotiation, the School Board may enter into single or term contracts for 
goods and services other than professional services and nontransportation related 
construction if the aggregate or the sum of all phases is not expected to exceed 
$200,000 and transportation-related construction if the aggregate or sum of all phases 
is not expected to exceed $25,000. However, such small purchase procedures shall 
provide for competition wherever practicable. Such small purchase procedures may 
allow for single or term contracts for professional services without requiring competitive 
negotiation, provided the aggregate or the sum of all phases is not expected to exceed 
$80,000. Where small purchase procedures are adopted for construction, the 
procedures shall not waive compliance with the Uniform State Building Code. 

Adopted: 9/14/2004 
Reviewed/Revised: 7/8/2008, 2/9/2021, 4/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 2.2-4303, 22.1-68, 22.1-78.  
Cross Ref.: DJF  Purchasing Procedures 
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PURCHASING PROCEDURES FOR GOODS AND SERVICES 

 
The procurement of goods and services shall be made in accordance with 

the Virginia Public Procurement Act, Chapter 7 of Title 11 and Title 2.2 
Administration of Government, Chapter 43 of the Code of Virginia. 

 
All purchases with Waynesboro School Board funds are to be made by 

properly processed purchase orders. Purchase orders must be processed prior to 
commitment of goods and services. Direct Payment Requests should only be used 
when the vendor does not     accept purchase orders and/or time did not allow the 
initiating of a purchase order. 
 
Goods and Services Not Exceeding $200,000 
 
The following guidelines will be used for the procurement of goods and services 
NOT expected to exceed $200,000: 

 
A. $0 - $10,000 - Single Informal Quotation is required for materials, 

equipment, supplies or printing. Additional competition should be 
sought whenever there is a reason to believe a quotation does not 
reflect a fair and reasonable price. A record of the quotation must be 
kept. A notation on the purchase order or backup document is 
considered an adequate record. 

 
B. $10,000 - $200,000 - Four Formal Solicitations (unsealed bids) required 

for above goods and non-construction type services. Solicitations must 
be written and sent by mail, fax, or electronically to the manager 
conducting the solicitations. Documentation is required to be placed in a 
separate designated file. School Board members will be apprised of 
awarded bids exceeding $50,000 and over. 

 
C. In the event that price quotations cannot be obtained from three or four 

sources as described, efforts to obtain such quotations must be 
documented. 

 
D.  Splitting Orders - Splitting of orders of like items to circumvent        

dollar limitations is prohibited. 
 

E.  All other provisions of Virginia Public Procurement Act, such as one 
     source availability, emergency situations, and appeal procedures                                     
     shall apply. 

 
F.  Purchases made through the State Department of Purchases    

               and Supply satisfy all bidding and pricing requirements. 
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Goods and Services Exceeding $200,000 

 
Sealed Bids and Competitive Negotiations 
 
As required under the Virginia Procurement Act, sealed bids or competitive 
negotiations are necessary for all procurement of goods and services that exceed 
$200,000. Bids will be advertised and a public opening will be provided. 
 
The Manager initiating the sealed bids will have responsibility for developing sealed 
bids, proposals or competitive negotiations that meet all requirements of the Virginia 
Public Procurement Act. All sealed bids and competitive negotiations must be 
approved through the School Division Superintendent. 
 
All bids/proposals shall be awarded by the Waynesboro School Board except when 
an emergency exists and time is a critical factor; then the Division Superintendent, 
after awarding/rejecting the bid/proposal, shall notify all parties/vendors involved in 
writing as soon as possible of the decision. The Division Superintendent shall notify 
the School Board at the next regular meeting of this decision and why emergency 
action was necessary. 
 
Competitive Sealed Bid – Method for acquiring goods and nonprofessional services 
where the estimated cost is over $200,000. This method is used when an award can be 
made to the lowest responsive and responsible bidder based on the item/services 
description. 
 
Competitive Negotiation – Method used for procuring professional services and for 
procuring goods and nonprofessional services when it is not practicable or fiscally 
advantageous to use sealed bidding. It gives the opportunity, through negotiation, to 
change the content of an offer or pricing after opening. 
 
Emergency Contracts 
 
Whenever, because of an emergency which does not allow sufficient time to engage in 
normal bidding procedures, it is deemed necessary and in the public interest by the 
superintendent to enter into any contract without following the formal or informal bidding 
procedures required, he/she shall authorize such emergency contract. The 
superintendent shall make a full report concerning the emergency contract at the next 
scheduled School Board meeting. 
 
Adopted:  9/14/2004 
Revised:  7/8/2008, 8/10/2021, 4/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 2.2-4303, 22.1-68, 22.1-78.  
 
Cross Ref.: DJF  Purchasing Procedures 
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PURCHASING AUTHORITY 
 

The superintendent with the School Board's formal approval may designate a 
qualified employee to serve as the purchasing agent for the Board. In this capacity, the 
agent for the Board may purchase or contract for all supplies, materials, equipment, and 
contractual services required by the school division subject to federal and state laws 
and regulations and School Board policies. All purchases made by the school division 
will be in accordance with the Virginia Public Procurement Act. 
 

All personnel in the division who desire to purchase equipment and supplies shall 
follow the established procurement procedures within their departments or schools for 
the issuance of a requisition or purchase order. All purchase orders must be forwarded 
to the superintendent or superintendent’s designee for approval and processing. 
 
Internal Controls 
 

The superintendent, or superintendent’s designee, establishes appropriate 
procedures for internal accounting controls. 
 
Purchasing and Contracting 
 

Waynesboro School Board encourages full and open competition whenever 
practicable among potential contractors and suppliers by competitive bidding practices; 
to centralize purchasing and contracting within the school division to realize the 
economies resulting therefrom; and to seek maximum educational value for every dollar 
expended. 
 
Adopted: 7/8/2008 
Reviewed/Revised: 4/12/2022 
  
Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-4300 et seq., 22.1-70 and 

22.1-78.  
 
Cross Refs.:  DGC   School Activity Funds 

DGD   Funds for Instructional Materials and Office Supplies 
DJ   Small Purchasing 
DJB   Petty Cash Funds 
DJF   Purchasing Procedures 
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PETTY CASH FUNDS  
 

The school board may by resolution establish one or more petty cash funds for the 
payment of properly itemized bills for materials, services, or supplies furnished to the 
school division under conditions calling for immediate payment to the vendor upon 
delivery. Such funds shall not exceed $2,000 each.  
 
 If it establishes any petty cash funds, the school board will appoint an agent or 
other person authorized only to approve payment of claims arising from commitments 
made pursuant to provisions of law from such petty cash funds. Any agent or person 
into whose hands any such fund is placed may pay such claims therefrom without 
necessity of prior receipt and audit of the claims by the school board and without 
approval and issuance of the warrant of the school board. 
 

The clerk of the school board shall report payments from petty cash funds to the 
school board or to any appointed agent of the school board for approval and 
reimbursement promptly after any claim has been paid. 
 
 A bond in the amount of $4,000.00 will be required for each person distributing 
petty cash funds, but no additional bond shall be required of any person already bonded 
in the required amount. 
 
Adopted: 7/8/2008 
Reviewed/Revised: 4/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-123. 
 
Cross Ref.:  DJF   Purchasing Procedures 
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PURCHASING PROCEDURES 
 

All procurements made by the school division are in accordance with the Virginia 
Public Procurement Act. 
 
Certification Regarding Certain Offenses 

As a condition of awarding a contract for the provision of services that require the 
contractor or employees of the contractor to have direct contact with students on school 
property during regular school hours or during school-sponsored activities, the School 
Board requires the contractor to provide certification of whether any individual who will 
provide such services has been convicted of any violent felony set forth in the definition 
of barrier crime in subsection A of Va. Code § 19.2-392.02; any offense involving the 
sexual molestation, physical or sexual abuse or rape of a child, or any crime of moral 
turpitude. 

This requirement does not apply to a contractor or employees of the contractor 
providing services to the school division in an emergency or exceptional situation, such 
as when student health or safety is endangered or when repairs are needed on an 
urgent basis to ensure that school facilities are safe and habitable, when it is reasonably 
anticipated that the contractor or employees of the contractor will have no direct contact 
with students. 

Award of Contracts When Individuals Who Will Provide Services Have Been Convicted 
of Certain Crimes 

The School Board will not award a contract for the provision of services that 
require the contractor or employees of the contractor to have direct contact with 
students on school property during regular school hours or during school-sponsored 
activities when any individual who provides such services has been convicted of any 
violent felony set forth in the definition of barrier crime in subsection A of Va. Code § 
19.2-392.02 or any offense involving the sexual molestation, physical or sexual abuse, 
or rape of a child. 

The School Board may award a contract for the provision of services that require 
the contractor or employees of the contractor to have direct contact with students on 
school property during regular school hours or during school-sponsored activities when 
any individual who provides such services has been convicted of any felony or crime of 
moral turpitude that is not set forth in the definition of barrier crime in subsection A of 
Va. Code § 19.2-392.02 and does not involve the sexual molestation, physical or sexual 
abuse, or rape of a child, provided that in the case of a felony conviction, the Governor 
has restored the individual’s civil rights. 

Unauthorized Aliens 

The School Board provides in every written contract that the contractor does not, and 
shall not during the performance of the contract for goods and services in Virginia, 
knowingly employ an unauthorized alien as defined in the federal Immigration Reform 
and Control Act of 1986. 
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Discrimination by Contractor Prohibited 
 

The School Board includes the following provisions in every contract of more than 
$10,000: 

 
1. During the performance of this contract, the contractor agrees as follows: 

 
a. The contractor will not discriminate against any employee or applicant 

for employment because of race, religion, color, sex, national origin, 
age, disability, or other basis prohibited by state law relating to 
discrimination in employment, except where there is a bona fide 
occupational qualification reasonably necessary to the normal 
operation of the contractor. The contractor agrees to post in 
conspicuous places, available to employees and applicants for 
employment, notices setting forth the provisions of this 
nondiscrimination clause. 
 

b. The contractor, in all solicitations or advertisements for employees 
placed by or on behalf of the contractor, will state that such contractor 
is an equal opportunity employer. 
 

c. Notices, advertisements and solicitations placed in accordance with 
federal law, rule or regulation shall be deemed sufficient for the 
purpose of meeting the requirements of this section.  

2. The contractor will include the provisions of the foregoing paragraphs a, b and c 
in every subcontract or purchase order of over $10,000, so that the provisions 
will be binding upon each subcontractor or vendor. 

 
Adopted: 8/11/2020 
Reviewed/Revised: 5/11/2021, 4/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-4311, 2.2-4311.1, 22.1-296.1. 
 
Cross Refs.: GCDA   Effect of Criminal Conviction 

IGBGA  Online Courses and Virtual School Programs 
  KN   Sex Offender and Crimes Against Minors Registry  
     Information 
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VENDOR RELATIONS 
 
Access to School Premises 
 

No vendor, agent, or sales representative may enter the schools to advertise or 
sell goods or services to employees or students except as provided herein. Anyone 
found soliciting goods or services to students or employees in the schools or on school 
property during school hours without authorization shall be subject to legal action. 
 

Vendors are not permitted to make appointments with individual School Board 
employees without the permission of the principal, or the superintendent, or the 
superintendent’s designee. No vendor is permitted to sell, arrange demonstrations of 
products or services, or take orders for goods or services without prior authorization 
from the principal, or superintendent, or the superintendent’s designee. 
 

This does not prevent authorized representatives of firms regularly supplying 
goods and services to the school division from having access to the schools in the 
course of their routine business duties. 
 
Prohibition on Solicitation or Acceptance of Gifts 
 

No employee with responsibility for a procurement transaction may request, 
accept, or agree to accept from a bidder, offeror, contractor or subcontractor anything of 
more than minimal value unless consideration of substantially equal or greater value is 
exchanged.  
 
Disclosure of Subsequent Employment 
 

No employee or former employee with official responsibility for procurement 
transactions may accept employment with any bidder, offeror or contractor with whom 
the employee or former employee dealt in an official capacity concerning procurement 
transactions for a period of one year from the end of employment by the school division 
unless the employee or former employee provides written notification to the division 
prior to commencement of employment by that bidder, offeror or contractor.  
 
Adopted: 7/8/2008 
Reviewed/Revised: 4/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-4370, 2.2-4371, 22.1-78,  
  22.1-293(B, D)  
 
Cross Ref.: GAH  School Employee Conflict of Interests 
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PAYMENT PROCEDURES 
 

School Board 
 

The School Board examines all claims against it, except those to be paid from 
petty cash funds or funds for the purchase of instructional materials and office supplies, 
and when approved, orders or authorizes payment thereof. A record of such approval 
and order or authorization is made in the minutes of the School Board. Payment of each 
claim shall be ordered or authorized by a warrant drawn on the treasurer or other officer 
charged by law with the responsibility for the receipt, custody and disbursement of the 
funds of the School Board. The face of the warrant shall state the purpose or service for 
which such payment is drawn and the date of the order entered or authority granted by 
the School Board.  
 

The warrant shall be signed by the chairman or vice-chairman, and 
countersigned by the clerk or deputy clerk, made payable to the person or persons, firm 
or corporation entitled to receive such payment and recorded in the form and manner 
prescribed by the Board of Education.  
 
Fiscal Agent 
 

The School Board may, by resolution, appoint an agent and deputy agent to 
examine and approve claims against it. A record of such approval and order or 
authorization shall be made and kept with the records of the School Board. Payment of 
each such claim so examined and approved by such agent or his deputy shall be 
ordered or authorized by a warrant drawn on the treasurer or other officer charged by 
law with the responsibility for the receipt, custody, and disbursement of the funds made 
available to the School Board. The warrant shall be signed by such agent or his deputy 
and countersigned by the clerk or deputy clerk of the School Board. 
 

However, (1) when the agent is the superintendent, who also occupies the 
position of School Board clerk, a countersignature from the chairman or vice-chairman 
is required and (2) when the deputy agent and the deputy clerk is one and the same 
person, the warrant must be countersigned by either the clerk or the agent of the School 
Board.  
 

Each warrant shall be payable to the person or persons, firm or corporation 
entitled to receive payment. The face of the warrant shall state the purpose or service 
for which such payment is made and also that such warrant is drawn pursuant to 
authority delegated to such agent or his deputy by the School Board on the specified 
date. 
 

Any such agent or deputy agent must furnish a corporate surety bond. The 
School Board shall set the amount of such bond or bonds and the premium therefore 
shall be paid out of funds made available to the School Board. 
 
Adopted: 7/8/2008 
Reviewed/Revised: 4/12/2022 
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Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-122, 22.1-122.1, 22.1-123. 
 
Cross Refs.: DG   Custody and Disbursement of School Funds 

DJB   Petty Cash Funds 
DGD   Funds for Instructional Materials and Office Supplies 
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PAYROLL PROCEDURES 

All salaries and supplements paid to all employees are paid in accordance with 
the schedule approved by the School Board. If the School Board sets the school 
calendar so that the first day students are required to attend occurs prior to August 15, 
the Board shall establish a payment schedule to ensure that all contract personnel are 
compensated for time worked within the first month of employment. The school division 
maintains records that accurately reflect the compensation and related benefits of each 
employee. 

 
Adopted: 5/9/2017 
Reviewed/Revised: 4/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-296. 
 
Cross Refs.: DK   Payment Procedures 

DLB   Salary Deductions 
IC/ID   School Year/School Day 
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PAYROLL PROCEDURES 
 

Personnel will be paid according to salary scales or pay rates adopted annually by the 
School Board. 
 
Employees hired prior to the start of second semester will be eligible for any salary 
increase granted for the following year. 
 
Contracted salaries will be paid in twelve (12) monthly installments. 

12-month contracts - Paid starting July through June 
11-month contracts - Paid starting August through July 
10-month contracts - Paid starting August through July 

 
Prorating, docking, and other adjustments to an annual salary will be done on a daily 
rate of pay basis, which will be computed by dividing the number of contracted days into 
the contracted salary. 
 
If the Finance Office receives an approved leave request on an employee and it is 
determined the employee does not have a positive leave balance, then the employee is 
docked at their daily rate of pay for the number of days absent. 
 
Overtime must be approved in advance by the principal, department director/manager, 
and by the Assistant Superintendent. 
 
Changes in payroll deductions must be submitted, through ESS, to the finance office by 
the fifteenth of each month in order implement the payroll change for that current month. 
 
A substitute teacher who works more than twenty (20) consecutive days in one (same) 
position will be considered a long-term substitute and will be paid at a daily rate 
determined annually as reflected on the "Miscellaneous Pay Rate" schedule. Long term 
substitutes must be degreed and are approved by the Assistant Superintendent. 
 
After ninety (90) consecutive days of substituting as a full-time teacher in the same 
position a contract must be issued. The contract may not be a teacher contract if the 
employee is not licensed to teach by the Virginia Department of Education.  At such 
time the substitute teacher will be paid in accordance with payroll procedures of 
contracted personnel.   
 
Non-contracted employees are paid monthly by timesheet or are listed on the monthly 
school substitute report. Timesheets and substitute reports must be approved by the 
budget manager or department supervisor and submitted by the fifth of each month in 
order be paid for that current month. The actual pay period for which they are paid is for 
the prior month of performed work. 
 
Principals and departmental directors must approve and submit to the Finance Office 
monthly timesheets for non-exempt employees by the fifth of the month, and they must 
approve leave through ESS or designated forms by the fifteenth of the month. 
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Adopted: 7/8/2008 
Reviewed/Revised: 5/9/2017, 7/9/2019, 4/12/2022 
  
Cross Refs:   DK        Payment Procedures 
  GBC    Staff Compensation Procedures 

GBC-R  Notice of How Employees Who Work Less Than 12 Months Are   
Paid 

   WPS Miscellaneous/Substitute Pay Rates  
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SALARY DEDUCTIONS 
 

Federal and state taxes are automatically deducted from each employee's pay based on 
the most recent withholding statement provided by the employee. In the absence of a 
withholding statement, deductions will be made based on federal and/or state tax laws 
and regulations.  
 
A list of all voluntary deductions available to employees is published annually and 
provided to all employees. Any additional voluntary deduction requests must be 
recommended by the superintendent and approved by the school board. 
 
Adopted: 7/8/2008 
Reviewed/Revised: 4/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-296. 
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EXPENSE REIMBURSEMENTS 
 

The School Board encourages attendance and participation of school personnel 
in professional development activities in order to improve work skills and to maintain 
high morale. 
 

Requests for reimbursement from School Board funds will be honored only for 
activities approved in advance by the superintendent or superintendent’s designee and 
for which a statement of travel, with supporting documents, is submitted at the 
conclusion of the trip. 
 
Adopted: 7/8/2008 
Reviewed/Revised: 4/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-253.13:5, 22.1-296. 
 
Cross Ref.: GCL   Professional Staff Development 
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TRAVEL REIMBURSEMENT POLICY 

 
1.  Background: 

a. This travel policy is intended to define the manner in which travel shall be 
conducted for all full-time part-time employees. 
 

b. Reimbursement will be for business purposes only.  This includes 
conferences, seminars, workshops, hearings, education, conventions, and 
business meetings which benefit the school division. 

 
c. Any exception to this policy shall require the authorization of the 

Superintendent of Schools or the designee.  The School Board shall 
receive a quarterly report for any approvals that exceed 50% of the 
allowed reimbursement rates. 

 
2. Authorization: 

a. Schools and departments shall pay for travel needs through their 
departmental budget. 
 

b. The school or department budget manager shall submit an approved 
purchase order along with an “Approval for Conference Travel” before 
travel is incurred.  These forms should be submitted to finance. 

 
3. Local Mileage Reimbursement: 

a. Employees should use school vehicles when possible by contacting the 
Transportation Department.  Individuals normally will use their personally 
owned vehicle for local travel. 
 

b. Mileage reimbursement rates for personally owned vehicles shall be 
based on the most current published IRS Standard Mileage Rate. 

 
c. Travel reimbursement log sheets shall be turned in on January 1st of each 

year and at the end of the school year (no later than June 10th). 
 

4. Meal Reimbursements: 
a. The “Travel Expense Reimbursement Voucher” form must be submitted 

for reimbursement.  Meals are reimbursed only if supporting 
documentation and actual itemized receipts are attached to the 
reimbursement form. 
 

b. Individuals traveling are expected to partake of the meals provided for in 
the cost of registration.  For meals not provided for in the cost of 
registration, daily, per meal maximum reimbursement rates are as follows: 

 
i. Breakfast: $15.00 
ii. Lunch: $20.00 
iii. Dinner: $30.00 

 
The above amounts include all taxes and gratuities. 
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c. Meals are not reimbursable for one day trips (non-overnight travel) per 
Internal Revenue Service regulations. 
 

d. Alcoholic beverages purchased are not considered a reimbursable 
expense. 

 
e. Budget managers seeking travel reimbursement for their own travel must 

obtain approval from their supervisor prior to request for payment to the 
Finance Office. 

 
f. The superintendent or designee is authorized to approve meal 

reimbursement for school division applicants visiting the area in 
connection with their application for employment and for other out of town 
visitors and guests to the school division.  The Superintendent may 
approve meal costs above the stated maximum reimbursement rates for 
these types individuals. 

 
5. Lodging: 

a. The reimbursable cost of lodging, supported by actual receipts, shall be no 
greater than the room charge and applicable taxes for a single room per 
employee traveling.  Individuals arranging lodging on behalf of the school 
division are required to ask for the government rate for state and local 
governments. 
 

b. Additional Internet service connection charges will be reimbursed if the 
traveler is using the service for the purposes of conducting school division 
business.  These charges should be reflected on the lodging receipt. 

 
c. Employees may be reimbursed up to $5.00 per day for telephone calls. 

 
d. Tips for valet service, guest services, parking, and in-room service tips are 

not reimbursable, unless billed as a portion of the lodging rate.  
Reimbursement of expenses will not be provided for the family of the 
employee. 

 
e. Any additional expenses associated with the room are not reimbursable.  

However, room service meal charges will be reimbursed at the meal 
reimbursement rate. 

 
6. Transportation: 

a. The mode of transportation used by the traveler shall be the most cost 
effective for the school division. 

 
b. Airplane travel shall be reimbursed at the coach accommodation rate.  

Receipts must be submitted for reimbursement. 
 

c. Taxi service for transportation to/from airport terminals and parking fees 
are reimbursable.  Receipts are required.  Limousine service is not 
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reimbursable.  Rental cars are reimbursable if deemed necessary for the 
travel. 

 
d. Out of town mileage reimbursement rates shall be based on the most 

current published IRS standard mileage when using personally owned 
vehicles. 

 
e. Tolls are reimbursable.  Receipts should be obtained if available. 

 
f. If using a school division vehicle, the traveler should fill up with gasoline at 

the city public works location before departing and when returning to the 
city.  Gasoline expenses are reimbursable if absolutely necessary while in 
transit and at the traveler’s destination.  Receipts are required. 

 
7. Registration: 

All registration fees for attending the conference or seminar are 
reimbursable with a receipt.  Request for pre-payment of registration fees 
is authorized only if the conference agency requires a pre-payment.  This 
should be submitted on a purchase order to the Finance Department at 
least three weeks in advance of the due date in order to allow for check 
processing and mail delivery time.  Employees should take advantage of 
the early registration discount. 
 

8. Cancellation Policy: 
a. When prepayments have been made for accommodations or conference 

registrations and unforeseen circumstances prevent an individual from 
traveling, the individual or school principal/department manager should 
promptly request a refund from the conference organization and also 
notify the Finance Department.  If a refund is denied by the organization, 
then the principal or manager should make every attempt to send another 
individual to attend to the trip. 
 

9. Non-reimbursable expenses: 
a. Loss of money or personal belongings. 
b. Personal expenses incurred during the travel. 
c. Expenses of spouse, child, or traveling partner. 

 
10.  Required form: 

a. In advance of the trip a purchase order along with the Approval for 
Conference Travel Form should be signed by the budget manager and 
submitted to the Finance Department. 

b. Upon the employee’s return from the trip, the employee should submit 
within five (5) days a Travel Expense Reimbursement Voucher and attach 
all applicable documents and receipts required for reimbursement.  The 
budget manager should approve the employee’s final request for 
reimbursement. 
 

Adopted:  02/12/2013 
Reviewed/Revised:  4/12/2022 
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CASH IN SCHOOL BUILDINGS 
 

Teachers and other school personnel who come into possession of cash in 
connection with school activities will not leave the money unattended. As soon as is 
possible, and no later than the end of the school day, personnel in possession of cash 
shall turn it over to the principal’s office for safe-keeping and proper accounting. 
 
Adopted: 7/8/2008 
Reviewed/Revised: 4/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-68, 22.1-78. 
 
Cross Ref.: DGC   School Activity Funds 
 
. 
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DISPOSAL OF SURPLUS ITEMS 
 

The school division shall apply trade-in allowances on equipment to be replaced 
against the purchase cost of the new equipment whenever possible. 
 

The school division may dispose of equipment having no trade-in value by 
informal bid, auction or pre-priced sale as appropriate to the public. If items are valued 
in excess of $500.00, formal authorization for negotiated sale or for putting the items to 
bid shall be obtained from the School Board. 

 
The bidder or purchaser shall certify whether he/she is an officer or employee of 

the division or a member of the immediate family of an officer or employee. Officers and 
employees of the school division, and members of their immediate families, may 
purchase surplus property from the school division only if the property is being sold at 
uniform prices available to the public or if the goods are sold for less than $500.00. 
 

If reasonable attempts through the bidding or direct sales process to dispose of 
the items are unsuccessful, then the superintendent is authorized to arrange for their 
disposal. 
 

Obsolete educational technology hardware and software that is being replaced 
pursuant to Va. Code § 22.1-199.1(B)(4) may be donated to other school divisions, to 
students, as provided in Board of Education guidelines, and to preschool programs in 
the Commonwealth. In addition, the school board may donate such obsolete 
educational technology hardware and software and other obsolete personal property to 
a Virginia nonprofit organization which is exempt from taxation under § 501(c)(3) of the 
Internal Revenue Code. 
 
Adopted: 11/9/2010 
Reviewed/Revised: 4/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 2.2-3108, 2.2-3109, 2.2-3110, 

22.1-68, 22.1-78, 22.1-129, 22.1-199.1. 
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NON-LOCALLY FUNDED PROGRAMS 
 

In order to further the goals and objectives of the school division, the School 
Board may seek sources of revenue to supplement the funds provided through local, 
state and federal funding. 

To promote efficiency in developing proposals and making application for specially 
funded programs, the superintendent may establish procedures for the preparation of 
proposals and their review. The superintendent shall ensure that none of the conditions 
of acceptance is in conflict with the policies of the Board, the objectives of the division, or 
State or federal law. 

The superintendent or superintendent's designee may submit proposals or 
applications for grants prior to approval by the School Board. No such application or 
proposal shall be binding on the Board without its approval. 

Adopted: 4/12/2022 
Reviewed/Revised: 

Legal Ref.: Code of Virginia, 1950, as amended, SS 22.1-78, 22.1-79, 22.1-88. 

Cross Ref.: AE School Division Goals and Objectives 
Public Gifts to the Schools 
Commercial, Promotional and Corporate 
Sponsorships and Partnerships 
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SUPPORT SERVICES  
 

The non-instructional operations of the school division are an important 
component of the educational process and support the instructional program. 
 

The Waynesboro School Board provides support services necessary for the 
efficient and cost-effective operation of its schools. 

 
Adopted: 11/8/1994 
Reviewed/Revised: 4/10/2018, 4/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-79, 22.1-253.13:2. 
 
Cross Refs.: EC   Buildings and Grounds Management and   
     Maintenance 
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SCHOOL CRISIS, EMERGENCY MANAGEMENT AND  
MEDICAL EMERGENCY RESPONSE PLAN 

Each school develops a written school crisis, emergency management and 
medical emergency response plan as defined below. The School Board includes the 
chief law-enforcement officer, the fire chief, the chief of the emergency medical services 
agency, the executive director of the regional emergency medical services council, and 
the emergency management official of the locality, or their designees, in the 
development of such plans. The School Board, the chief law-enforcement officer, the 
fire chief, the chief of the emergency medical services agency, the executive director of 
the regional emergency medical services council, and the emergency management 
official of the locality, or their designees, annually review each school’s plan. The 
Department of Education and the Virginia Center for School and Campus Safety will 
provide technical assistance to the school division in the development of the plans. In 
developing these plans, schools may consult the model school crisis, emergency 
management, and medical emergency response plan developed by the Board of 
Education and the Virginia Center for School and Campus Safety. 

The School Board designates the Assistant Superintendent as emergency 
manager. 

Each school annually conducts school safety audits as defined below. The 
results of such school safety audits are made public within 90 days of completion. The 
School Board may withhold or limit the release of any security plans, walk-through 
checklists and specific vulnerability assessment components as provided in the Virginia 
Freedom of Information Act, Va. Code § 2.2-3705.2. The completed walk-through 
checklist will be made available upon request to the chief law-enforcement officer of the 
locality or that officer’s designee. Each school maintains a copy of the school’s safety 
audit, which may exclude such security plans, walk-through checklists and vulnerability 
assessment components, within the office of the school principal and makes a copy of 
such report available for review upon written request.  

Each school submits a copy of its school safety audit to the superintendent. The 
superintendent collates and submits all such school safety audits, in the prescribed 
format and manner of submission, to the Virginia Center for School and Campus Safety 
and shall make available upon request to the chief law-enforcement officer of the 
locality the results of such audits.  

The superintendent establishes a school safety audit committee to include, if 
available, representatives of parents, teachers, local law-enforcement, emergency 
services agencies, local community services boards and judicial and public safety 
personnel. The school safety audit committee reviews the completed school safety 
audits and submits any plans, as needed, for improving school safety to the 
superintendent for submission to the School Board. 

“School crisis, emergency management, and medical emergency response plan” 
means the essential procedures, operations, and assignments required to prevent, 
manage, and respond to a critical event or emergency, including natural disasters 
involving fire, flood, tornadoes or other severe weather; loss or disruption of power, 
“School crisis, emergency management, and medical emergency response plan” means 
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water, communications or shelter; bus or other accidents; medical emergencies, 
including cardiac arrest and other life threatening medical emergencies; student or staff 
member deaths; explosions; bomb threats; gun, knife or other weapons threats; spills or 
exposures to hazardous substances; the presence of unauthorized persons or 
trespassers; the loss, disappearance or kidnapping of a student; hostage situations; 
violence on school property or at school activities; incidents involving acts of terrorism; 
and other incidents posing a serious threat of harm to students, personnel or facilities. 
The plan includes a provision that the Department of Criminal Justice Services and the 
Virginia Criminal Injuries Compensation Fund shall be contacted immediately to deploy 
assistance in the event of an emergency as defined in the emergency response plan 
when there are victims as defined in Va. Code § 19.2-11.01, as well as current contact 
information for both.  

“School safety audit” means a written assessment of the safety conditions in 
each public school to (1) identify and, if necessary, develop solutions for physical safety 
concerns, including building security issues and (2) identify and evaluate any patterns of 
student safety concerns occurring on school property or at school-sponsored events. 
Solutions and responses include recommendations for structural adjustments, changes 
in school safety procedures and revisions to the School Board’s standards for student 
conduct. 

Each school has contingency plans for emergencies that include staff certified in 
cardiopulmonary resuscitation (CPR), the Heimlich maneuver, and emergency first aid.  

In addition, the school administration ensures that the school has: 
• written procedures to follow in emergencies such as fire, injury, illness, 

allergic reactions and violent or threatening behavior. The procedures 
include Policy JHCD Administering Medicine to Students. The plan is 
outlined in the student handbook and discussed with staff and students 
during the first week of each school year; 

• space for the proper care of students who become ill; 
• a written procedure, in accordance with guidelines established by the 

School Board, for responding to violent, disruptive or illegal activities by 
students on school property or during a school sponsored activity; and 

• written procedures to follow for the safe evacuation of persons with special 
physical, medical or language needs who may need assistance to exit a 
facility. 

 
Adopted: 4/10/2018 
Reviewed/Revised: 8/11/2020, 4/12/2022 
 
Legal Refs: Code of Virginia, 1950, as amended, §§ 2.2-3705.2, 22.1-279.8. 
 
  Acts 2006, c. 164. 
   

8 VAC 20-131-260. 

 



File: EB 
Page 3 

 

© 5/20 VSBA WAYNESBORO PUBLIC SCHOOLS 

  Cross Refs.: CLA   Reporting Acts of Violence and 
Substance Abuse 
  EBAA   Reporting of Hazards 

EBBA Emergency First Aid, CPR and AED Certified 
Personnel 

  EBCB   Safety Drills 
  EEAB   School Bus Scheduling and Routing 

 GBEB   Staff Weapons in School  
  JFC   Student Conduct 
  JFCD   Weapons in School 
  JFCE   Gang Activity or Association 
 JHCD   Administering Medicines to Students 
  JHH   Suicide Prevention 
  JM   Restraint and Seclusion of Students 
  JO   Student Records 
  KK   School Visitors 
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REPORTING OF HAZARDS 

Any employee who discovers a dangerous condition should report the condition 
immediately to the employee’s supervisor, the superintendent or the superintendent’s 
designee. 

The superintendent shall name a designee to evaluate and label toxicity of all art 
materials used in the division in accordance with criteria established by the Virginia 
Department of Education. All materials which meet the criteria as toxic shall be so 
labeled. Such materials are not used in kindergarten through grade 5. 

Adopted: 4/10/2018 
Reviewed/Revised:  4/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-274.1. 

 

  8 VAC 20-530-10 et seq. 

 
 
 
 



File:  EBAB 
 

© 2/20 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

POSSIBLE EXPOSURE TO VIRAL INFECTIONS 
 

Upon notification by a School Board employee who believes the employee has 
been involved in a possible exposure-prone incident which may have exposed the 
employee to the blood or body fluids of a student, the superintendent shall contact the 
local health director who, upon immediate investigation of the incident, shall determine if 
a potentially harmful exposure has occurred and make recommendations based upon 
all information available to the health director regarding how the employee can reduce 
any risks from such exposure. 
 

The superintendent shall share these recommendations with the School Board 
employee. 
 

The superintendent and the School Board employee shall not divulge any 
information provided by the local health director regarding the student involved except 
as described below. The information provided by the local health director is subject to 
any applicable confidentiality requirements set forth in Va. Code § 32.1-35. 
 

Whenever any School Board employee is directly exposed to body fluids of any 
person in a manner which may, according to the current guidelines of the Centers for 
Disease Control and Prevention, transmit human immunodeficiency virus or hepatitis B 
or C viruses, the person whose body fluids were involved in the exposure shall be 
deemed to have consented to testing for infection with human immunodeficiency virus 
or hepatitis B or C viruses. Such person shall also be deemed to have consented to the 
release of such test results to the School Board employee who was exposed.  
 

If the person whose blood specimen is sought for testing is a minor, consent for 
obtaining such specimen shall be obtained from the parent, guardian, or person 
standing in loco parentis of such minor prior to initiating such testing. If the parent or 
guardian or person standing in loco parentis withholds such consent, or is not 
reasonably available, the person potentially exposed to the human immunodeficiency 
virus or hepatitis B or C viruses, or the employer of such person, may petition the 
juvenile and domestic relations district court in the county or city where the minor 
resides or resided, or, in the case of a nonresident, the county or city where the School 
Board has its principal office, for an order requiring the minor to provide a blood 
specimen or to submit to testing and to disclose the test results in accordance with this 
policy.  
 

Whenever any person is directly exposed to the body fluids of a School Board 
employee in a manner that may, according to the then current guidelines of the Centers 
for Disease Control and Prevention, transmit human immunodeficiency virus or hepatitis 
B or C viruses, the School Board employee whose body fluids were involved in the 
exposure shall be deemed to have consented to testing for infection with human 
immunodeficiency virus or hepatitis B or C viruses. The School Board employee shall 
also be deemed to have consented to the release of such test results to the person.  

 
Except if the person to be tested is a minor, if the person whose blood specimen 

is sought for testing refuses to provide such specimen, any person identified by this 
policy who was potentially exposed to the human immunodeficiency virus or the  
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hepatitis B or C viruses in the manner described by this policy, or the employer of such 
person, may petition, on a form to be provided by the Office of the Executive Secretary 
of the Supreme Court of Virginia, the general district court of the county or city in which 
the person whose specimen is sought resides or resided, or, in the case of a 
nonresident, the county or city where the School Board has its principal office, for an 
order requiring the person to provide a blood specimen or to submit to testing and to 
disclose the test results in accordance with this policy. A copy of the petition, which shall 
specify the date and location of the hearing, shall be provided to the person whose 
specimen is sought. At any hearing before the court, the person whose specimen is 
sought or the person’s counsel may appear. The court may be advised by the State 
Health Commissioner or the Commissioner’s designee prior to entering any testing 
order. If the general district court determines that there is probable cause to believe that 
a person identified by this policy has been exposed in the manner prescribed by this 
policy, the court shall issue an order requiring the person whose bodily fluids were 
involved in the exposure to provide a blood specimen or to submit to testing and to 
disclose the test results in accordance with this policy. If a testing order is issued, both 
the petitioner and the person from whom the blood specimen is sought shall receive 
counseling and opportunity for face-to-face disclosure of any test results by a licensed 
practitioner or trained counselor. 
 
Adopted: 11/10/2015 
Reviewed/Revised: 4/12/2022 
 
Legal Ref: Code of Virginia, 1950 as amended, §§ 22.1-271.3, 32.1-45.1. 
 
Cross Refs: EBBB   Personnel Training-Viral Infections 
  GBE   Staff Health 
  JHCC   Communicable Diseases 
  JHCCA  Blood-Borne Contagious or Infectious Diseases 
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FIRE PREVENTION 
 
General Policy Statement 
 
In order to provide a fire safe environment in Waynesboro Public Schools’ facilities and 
maintain consistency in interpretation and communication of the Virginia Statewide Fire 
Prevention Code (SFPC) and referenced standards of the National Fire Protection 
Association (NFPA), the Waynesboro School Board in partnership with the Waynesboro 
Fire Department will establish regulations to be followed by all school personnel and 
applicable to all school division facilities and properties. 
 
Adopted:   2/10/2015 
Reviewed/Revised: 4/12/2022 
 
Legal Ref.:  SFPC 807.4.3.2; 807.4.4.2 
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FIRE PREVENTION REGULATIONS 

 
The provisions of code sections 807.4.3.2 and 807.4.4.2 apply only to corridors and 
hallways.  The Waynesboro Fire Department believes that the individual classrooms 
should have an equivalent level of attention regarding fire safety and therefore 
recommends applying the code requirements to the classroom. The code section 
interpretations recommended by the Waynesboro Fire Department maintain some 
consistency with the code and to be fair and reasonable to the educational programs 
within the City, the following policies have been established. 

 
SFPC 807.4.3.2 and 807.4.4.2 Artwork.  Artwork and teaching materials shall 
be limited on the walls of corridors to not more than 20 percent of the wall 
area. 
 

REGULATIONS 
 
Corridors/Hallways: 

 
1. Artwork and decorative materials shall not be suspended from the ceiling.   
2. Artwork and decorative materials shall not be affixed to either side of any fire 

door, classroom exit door, or the area directly above a fire door or classroom exit 
door. 

3. Artwork and decorative materials may be placed on the walls and kept a 
minimum of 18 inches away from any fire doors, exit doors and classroom egress 
doors. 

4. Artwork and decorative materials shall not obstruct exits, exit lights, emergency 
egress lighting, fire alarm pull stations, and fire extinguishers and shall not 
reduce the effectiveness of smoke detectors, sprinkler heads, or any other fire 
protection or life safety components in the building. 

5. Artwork and decorative materials shall not cover, or obscure by coloring, any fire 
alarm pull station, fire extinguisher, fire alarm panel, or electrical panel. 

6. All exit doors shall remain unobstructed and unlocked from the side of exiting at 
all times. 

7. Artwork and decorative materials shall not be within three feet of any heat 
producing equipment. 

8. Artwork and decorative materials shall not be placed so that more than 20 
percent of the entire wall area is covered. 
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Classrooms: 
 
The code sections 807.4.3.2 and 807.4.4.2 do not permit the hanging or attaching of 
items to the ceilings of corridors, however, the Waynesboro Fire Department will allow 
a percentage of the classroom ceiling to have hangings from them.  Artwork and 
decorative material may be hung from the ceiling by means of wire, fishing line or the 
like running parallel to a wall in classrooms providing: 

 
1. Wire, rope, string, or the like shall not to be suspended across the center of the 

classroom  
2. Shall be no more than 12 inches from the wall 
3. The lowest part of the suspended display shall be 7 feet above the floor 
4. Shall not be placed above the classroom egress door 
5. Do not obstruct any means of the building’s fire protection system 
6. Are used exclusively to enhance the teaching atmosphere. 

 
Artwork and decorative materials shall not be affixed to either side of any fire door, 
classroom exit door, or the area directly above a classroom exit door.  Exception 
being 1 laminated sign for notices of food allergies, maximum size of 8 ½ inches X 
11 inches. 
 
Lamination is not an equivalent to a fire retardant treatment. 
 
Artwork and decorative materials may be placed on the walls and kept a minimum of 
18 inches away from any fire doors and classroom exit doors.  With the Exception 
being; Exit plan, emergency information and occupant safety notices. 
 
Artwork and decorative materials may be attached to non-fire rated doors in 
accordance with the guidelines stated herein, unless the non-fire rated door is 
determined to be an exit door from a classroom or other area (i.e. closet door in a 
classroom but not from a classroom bathroom door) 
 
Artificial vegetation shall be noncombustible, or treated with a flame retardant 
material, and shall not obstruct any portion of an exit, be kept at least three feet from 
any heat producing equipment (i.e. artificial trees close to lamps.) 

 
Artwork and decorative materials shall not obstruct exits, exit lights, emergency 
egress lighting, fire alarm pull stations, and fire extinguishers and shall not reduce 
the effectiveness of smoke detectors, sprinkler heads, or any other fire protection or 
life safety components in the building. 
 
Fabric wall or window coverings, curtains, drapes, etc. shall be fire retardant, or 
treated with a fire retardant with an application schedule based on the 
manufacturer’s recommendations and a log kept on what materials have been 
treated and when. 
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Classroom storage shall be kept 18 inches from the ceiling for a sprinklered 
structure or 24 inches from the ceiling for a non-sprinklered structure. 
 
Artwork and decorative materials shall not be within three feet of any heat producing 
equipment. 
Classroom storage shall be kept 18 inches from the ceiling for a sprinklered 
structure or 24 inches from the ceiling for a non-sprinklered structure. 
 
Artwork and decorative materials shall not be within three feet of any heat producing 
equipment. 

 
 
     Adopted:  2/10/2015 
     Reviewed/Revised: 4/12/2022 
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THREAT ASSESSMENT TEAMS 

 
 The superintendent establishes a threat assessment team for each school. 
Teams may serve one or more schools as determined by the superintendent. The 
teams assess and intervene with individuals whose behavior may pose a threat to the 
safety of school staff or students consistent with the model policies developed by the 
Virginia Center for School and Campus Safety including procedures for referrals to 
community services boards or health care providers for evaluation or treatment when 
appropriate.  
 
 Each team includes persons with expertise in counseling, instruction, school 
administration and law enforcement. Each team 

• provides guidance to students, faculty and staff regarding recognition of 
threatening or aberrant behavior that may represent a threat to the community, 
school or self; 

• identifies members of the school community to whom threatening behavior 
should be reported; and 

• implements policies adopted by the School Board. 
 
 A principal who has received information that a juvenile is a suspect in or has 
been charged with certain violations of law pursuant to Va. Code § 16.1-301 may 
provide such information to a threat assessment team. No member of a threat 
assessment team may disclose any such information or use such information for any 
purpose other than evaluating threats to students and school personnel. 
 
 Upon a preliminary determination that a student poses a threat of violence or 
physical harm to self or others, a threat assessment team immediately reports its 
determination to the superintendent or superintendent’s designee. The superintendent 
or superintendent’s designee immediately attempts to notify the student's parent or legal 
guardian. Nothing in this policy precludes school division personnel from acting 
immediately to address an imminent threat. 
 
 Upon a preliminary determination by the threat assessment team that an 
individual poses a threat of violence to self or others or exhibits significantly disruptive 
behavior or need for assistance, a threat assessment team may obtain criminal history 
record information, as provided in Va. Code §§ 19.2-389 and 19.2-389.1, and health 
records, as provided in Va. Code § 32.1-127.1:03. No member of a threat assessment 
team rediscloses any criminal history record information or health information obtained 
pursuant to this policy or otherwise uses any record of an individual beyond the purpose 
for which such disclosure was made to the threat assessment team. 
 
 Each threat assessment team collects and reports to the Virginia Center for 
School and Campus Safety (the Center) quantitative data on its activities using the case 
management tool developed by the Center. 
 
 The superintendent may establish a committee to oversee the threat assessment 
teams or may assign the oversight of the teams to an existing committee. If such a 
committee is established, it will include individuals with expertise in human resources, 
education, school administration, mental health and law enforcement. 
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Adopted: 10/11/2016 
Reviewed/Revised: 4/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 16.1-301, 22.1-79.4. 
 
Cross Refs.: CLA   Reporting Acts of Violence and Substance Abuse 

EB  School Crisis, Emergency Management and Medical 
 Emergency Response Plan 

 JFC   Student Conduct 
 JFCD   Weapons in School  
 JFC-R   Standards of Student Conduct 
 JFCI   Substance Abuse-Student Assistance Program 
 JGD/JGE  Student Suspension/Expulsion 
 JDGA   Disciplining Students with Disabilities 
 JFCE   Gang Activity or Association 
 JFCC   Student Conduct on School Buses 
 JHH   Suicide Prevention 
 JM   Restraint and Seclusion of Students 
  JO   Student Records 
  KNAJ   Relations with Law Enforcement Authorities 
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EMERGENCY FIRST AID, CPR AND AED CERTIFIED PERSONNEL 

In school buildings with an instructional and administrative staff of ten or more, 
there shall be at least three employees who have current certification or training in 
emergency first aid, cardiopulmonary resuscitation (CPR) and the use of an automated 
external defibrillator (AED). If one or more students diagnosed as having diabetes 
attend such school, there shall be at least two employees who have been trained in the 
administration of insulin and glucagon.  

In school buildings with an instructional and administrative staff of fewer than ten, 
there shall be at least two employees who have current certification or training in 
emergency first aid, CPR and the use of an AED. If one or more students diagnosed as 
having diabetes attend such school, there shall be at least one employee who has been 
trained in the administration of insulin and glucagon.  

When a registered nurse, nurse practitioner, physician or physician assistant is 
present, no employee who is not a registered nurse, nurse practitioner, physician or 
physician assistant shall assist with the administration of insulin or administer glucagon. 
Prescriber authorization and parental consent shall be obtained for any employee who 
is not a registered nurse, nurse practitioner, physician or physician assistant to assist 
with the administration of insulin and administer glucagon. 

Adopted: 4/12/2022 
Reviewed/Revised:  
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-274, 22.1-274.4. 
 
Cross Ref.: EB   School Crisis, Emergency Management, and Medical  
    Emergency Response Plan 
  JHCD   Administering Medicines to Students 
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PERSONNEL TRAINING-VIRAL INFECTIONS 
 

All school personnel having direct contact with students shall receive appropriate 
training in the etiology, prevention, transmission modes, and effects of blood-borne 
pathogens, specifically, hepatitis B and human immunodeficiency viruses or any other 
infections that are the subject of regulations promulgated by the Safety and Health 
Codes Board of the Virginia Occupational Safety and Health Program within the 
Department of Labor and Industry. 
 
Adopted: 4/12/2022 
Reviewed/Revised:  
 
Legal Ref: Code of Virginia, § 22.1-271.3. 
 
Cross Refs: EBAB   Reporting of Possible Exposure to Viral Infections 
  JHCC   Communicable Diseases 
  JHCCA  Blood-Borne Contagious or Infectious Diseases 
 
 



SAFETY DRILLS 
 

Fire Drills 
 
Each school holds a fire drill at least twice during the first 20 school days of each 

session. Each school holds at least two additional fire drills during the remainder of the 
school session. Evacuation routes for students are posted in each room. No fire drills 
are conducted during periods of mandatory testing required by the Board of Education. 
 
Lock-Down Drills 

Each school has a lock-down drill at least once during the first 20 school days of 
each school session. Each school holds at least one additional lock-down drill after the 
first 60 days of the school session. Each school provides the parents of enrolled 
students with at least 24 hours' notice before the school conducts any lock-down drill. 
Such notice is not required to include the exact date and time of the lock-down drill. 

Pre-kindergarten and kindergarten students are exempt from mandatory 
participation in lock-down drills during the first 60 days of the school session. The 
superintendent develops procedures to implement such exemption. Each pre-
kindergarten and kindergarten students participate in each lock-down drill after the first 
60 days of each school session. 

School Bus Emergency Drills 

 Each school having school buses holds a drill in leaving school buses under 
emergency circumstances at least once during the first ninety calendar days of each 
school session and more often if necessary. 

Tornado Drills 
 

There is at least one tornado drill every school year in every school.  
 
Emergency Situations 
 
 In addition to the drills mentioned above, the School Board provides training to 
each student and employee at least once each school year on safety procedures in the 
event of an emergency situation on school property. 
 
Adopted: 11/8/1994 
Reviewed/Revised: 10/11/2016, 4/10/2020, 2/9/2021, 4/12/2022 
 
Legal Refs.: Code of Virginia, §§ 22.1-137, 22.1-137.1, 22.1-137.2, 22.1-137.3, 22.1-

184. 
 
  Acts 2006, c. 164. 
 

8 VAC 20-131-260. 
 

Cross Refs.: EB  School Crisis, Emergency Management and Medical   
    Emergency Response Plan 
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ELECTRONIC ROOM PARTITIONS 

 
No school employee opens or closes an electronic room partition in any school 

building unless 
 

i. no student is present in such building, 
ii. (a) no student is present in the room or area in which such partition is 

located and 
(b) such room or area is locked or otherwise inaccessible to students, or 

iii. such partition includes a safety sensor that automatically stops the 
partition when a body passes between the leading edge and a wall, an 
opposing partition, or the stacking area. 

 
Any annual safety review or exercise for school employees includes 

information and demonstrations, as appropriate, regarding the provisions of the 
previous paragraph. 

 
Adopted: 4/12/2022 
Reviewed/Revised: 

 
Legal Refs.: Code of Virginia, § 22.1-38. 

Cross Refs.:  EB Safety Drills 
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SCHOOL CLOSINGS 
 

The superintendent or superintendent’s designee may order the closing, the 
delay in opening or the early dismissal of any or all schools in order to protect the safety 
and welfare of the students and staff. 
 

Unless employees are notified that their work schedule is changed because of 
adverse weather or emergency conditions, it is expected that all employees will work 
according to the terms of their contract and division policy. 
 

During adverse weather or emergency conditions, employees follow guidelines 
from the superintendent related to work schedules. The guidelines may be reviewed by 
the school board.  
 
Adopted: 11/8/1994 
Reviewed/Revised:  4/12/2022 

 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78, 22.1-98. 
 
Cross Ref.: GAA    Staff Time Schedules 
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BUILDINGS AND GROUNDS MANAGEMENT AND MAINTENANCE 
 

The superintendent has the general responsibility for the care, custody, and 
safekeeping of all school property. The principal of each school is responsible for the 
operation, supervision, care and maintenance of the school plant. 

Each school maintains records of regular safety, health and fire inspections that 
have been conducted and certified by local health and fire departments. The frequency 
of such inspections is determined by the School Board in consultation with the local 
health and fire departments. In addition, the school administration equips all exit doors 
with panic hardware as required by the Uniform Statewide Building Code.  

The school division maintains documentation of any pesticide application that 
includes the target pest, the formulation applied and the specific location of the 
application. 
 
Adopted: 4/10/2018 
Reviewed/Revised: 4/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78, 22.1-79, 22.1-

132.2, 22.1-293. 
 

8 VAC 20-131-260. 
 
Cross Refs.: CF  School Building Administration 

EA  Support Services 
EB  School Crisis, Emergency Management and Medical 

Emergency Response Plan 
EBCB  Safety Drills 
FE  Playground Equipment 
GBEC/JFCH/KGC Tobacco Products and Nicotine Vapor Products 
IIBEA-R/GAB-R Technology Use Guidelines 
KF  Distribution of Information/Materials 
KG  Community Use of School Facilities 
KGB  Public Conduct on School Property 
KJ  Advertising in the Schools 
KL  Public Complaints 
KQ  Commercial, Promotional, and Corporate 

 Sponsorships and Partnerships 
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INVENTORY AND REPORTING OF LOSS OR DAMAGE 
 

I. Inventories   
 

The superintendent is responsible for implementing a system of inventory of 
school property to identify items for the purpose of insurance and to control the loss of 
property. 
 

The inventory shall include, but not be limited to the following: buildings, movable 
equipment, vehicles and all other items of significant value. Each school shall keep a 
complete inventory of all equipment, listing make, source, date of purchase, model, 
serial number, and other identifying data. 
 
II. Reporting Losses 
 

All loss of or damage to school property shall be promptly reported to the 
superintendent or superintendent’s designee.  
 
Adopted: 4/12/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-78. 
 
Cross Refs.: EC   Buildings and Grounds Management and   
     Maintenance 

ECAB   Vandalism 
  EI   Insurance Management 
  JFC-R   Standards of Student Conduct  
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VANDALISM 
 
  
 The School Board urges staff, students and the public to cooperate in the 
reduction of vandalism by reporting incidents of vandalism and the name of any 
person(s) believed to be responsible. 
 
 The School Board may institute action and recover from the parents or either of 
them of any minor living with such parents or either of them up to $2,400 for damages 
suffered by reason of the willful or malicious destruction of, or damage to, public 
property by such minor. 
 
 In addition, as student who damages or destroys public property is subject to 
whatever disciplinary action is deemed necessary and advisable by the school principal. 
 
Adopted:  4/12/2022 
Reviewed/Revised: 
 
Legal Ref.:    Code of Virginia, 1950, as amended, §§ 8.01-43, 22.1-78, 22.1-253, 12:7. 
 
Cross Refs.:  ECA                         Inventory and Reporting of Loss or Damage 
  IIBEA/GAB      Acceptable Computer System 
  JFC-R   Standards of Student Conduct 
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AUTHORIZED USE OF SCHOOL-OWNED MATERIALS 
 

To ensure the security and efficient use of school property, the superintendent 
shall develop regulations governing the use of all school owned property. The 
regulations shall address the use of school division facilities, supplies, materials and 
equipment by employees and outside organizations.  
 

Employees are prohibited from utilizing school property for personal use or gain. 
 

Adopted: 11/8/1994 
Reviewed/Revised: 4/12/2022 
 
Legal Ref.: Code of Virginia, §§ 22.1-70, 22.1-131, 22.1-132, 22.1-132.01. 
 
Cross Refs.: DN  Disposal of Surplus Items 

GBEC/JFCH/KGC Tobacco Products and Nicotine Vapor Products 
IIBEA/GAB  Acceptable Computer System Use 
KF  Distribution of Information/Materials 
KG  Community Use of School Facilities 
KGA  Sales and Solicitations in Schools 
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File: EEA 
 

STUDENT TRANSPORTATION SERVICES 
 

The School Board provides for the transportation of students as required by 
state and federal laws and regulations. 

 
The superintendent collaborates with the local social services agency to 

develop and implement clear written procedures governing how transportation to 
maintain children in foster care in their school of origin when in their best interest will 
be provided, arranged and funded for the duration of time in foster care. The 
procedures ensure that children in foster care needing transportation to the school 
of origin will promptly receive transportation in a cost-effective manner and in 
accordance with 42 U.S. C. § 675(4)(A) and ensure that, if there are additional costs 
incurred in providing transportation to maintain children in foster care in their school 
of origin, the school division will provide transportation to the school of origin if the 
local social services agency agrees to reimburse the local school division for the 
cost of such transportation, the school  division agrees to pay for the cost of such 
transportation or the school division and the local social services agency agree to 
share the cost of such transportation. 

 
Students may be suspended from using school transportation services for 

violations of the Student Code of Conduct or when the student endangers the health, 
safety or welfare of other riders. In such cases the parent or guardian is responsible 
for transporting the student to school. 

 
Adopted: 11/8/1994  
Reviewed/Revised: 

 
Legal Ref.: 20 U.S.C. § 6312. 

 
  Code of Virginia, §§ 22.1-78, 22.1-176, 22.1-221, 22.1-254. 

 
Cross Refs.: EEAB 

EEAC 
IICA 
JCA 
JEC-R 
JECA 
JECB (Opt. 
1) 

 
JEG 
JFCC 
JFC-R 
LC-E 

School Bus Scheduling and Routing 
School Bus Safety Program 
Field Trips 
Transfer Requests by Student Victims of 
Crime School Admission 
Admission of Homeless Children 
Admission of Nonpublic Students for Part-Time 
Enrollment 
Exclusions and Exemptions from School Attendance 
Student Conduct on School Buses 
Standards of Student Conduct 
Charter School Application 
Addendum 
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SCHOOL BUS SCHEDULING AND ROUTING 
 

 The operation of school buses is scheduled to maximize safety and efficiency. 
 
School bus routes, school sites and safety of students at designated school bus 

stops are reviewed at least once each year and as changes occur. Routes are reviewed 
for safety hazards, fuel conservation and to assure the most efficient use of buses. 
School administrators evaluate the safety of pupils at bus stops periodically and, at the 
request of the School Board, report the results annually to the School Board. 

 
A written vehicular and pedestrian traffic control plan for each school is reviewed 

annually for safety hazards. All new school site plans include provisions that promote 
vehicular and pedestrian safety. 
  
Adopted: 11/8/1994 
Reviewed/Revised: 4/10/2018, 4/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78. 
 
  8 VAC 20-70-150. 
 

8 VAC 20-70-160. 
 
Cross Ref.: EB   School Crisis, Emergency Management, and Medical  
     Emergency Response Plan 
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SCHOOL BUS SAFETY PROGRAM 
 

All buses and other vehicles owned and operated by the school division are 
inspected for safety in accordance with the regulations prescribed by the Department of 
Education. 
 

All accidents, regardless of the amount of damage involved, are reported to the 
transportation supervisor. 
 
 Crashes involving school buses resulting in property damage of $1,500 or more 
or personal injury are reported to the Virginia Department of Education at least once per 
month. The superintendent or superintendent’s designee notifies the Virginia 
Department of Education of any school bus crash involving serious injuries, requiring 
professional medical treatment, or death within the next working day after the crash. 
 

No person uses any wireless telecommunications device, whether handheld or 
otherwise, while driving a school bus, except in case of an emergency, or when the 
vehicle is lawfully parked and for the purposes of dispatching. Nothing in this policy 
prohibits the use of two-way radio devices or wireless telecommunications devices that 
are used hands free to allow live communication between the driver and school or 
public safety officials. 
 
Adopted: 4/12/2022 
Reviewed/Revised:  
 
Legal Refs.: Code of Virginia, 1950, as amended, § 46.2-919.1. 
 

8 VAC 20-70-130. 
 
  8 VAC 20-70-140. 
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File: EEAD 
 

SPECIAL USE OF SCHOOL BUSES 
 

The use of school buses for purposes other than transporting children to and 
from school for the regular school hours and for extracurricular activities is 
permitted with prior approval of the superintendent and in accordance with 
regulations pertaining to field trips. 

 
In addition, the School Board may enter into agreements with its 

appropriating body, or any state agency or any federal agency established or 
identified pursuant 42 
U.S.C. § 3001 et seq. providing for the use of the school buses of the division by 
such body or agency for public purposes, including transportation for the elderly. 
Each such agreement shall provide for reimbursing the school board in full for the 
proportionate share of any and all costs, both fixed and variable, of such buses 
incurred by such school board attributable to the use of such buses pursuant to 
such agreement. The appropriating body, or state or federal agency, shall indemnify 
and hold harmless the school board from any and all liability of the school board by 
virtue of use of such buses pursuant to an agreement. 

 
Adopted: 11/8/1994 
Reviewed/Revised: 4/12/2022 

 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-176, 22.1-

182. Cross Ref.: IICA Field Trips 
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FOOD SERVICE 
MANAGEMENT 

 
The superintendent is authorized to develop and implement an efficient and 

effective food services system for the students and employees of the school division. 
From time to time the superintendent shall report to the School Board on the financial 
status of the division's food service operations. 

 
Adopted:11/8/1994  
Reviewed/Revised: 4/12/2022 

 
Legal Refs.: 42 U.S.C. § 1751 et seq. 

 
Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78, 22.1-89.1, 
22.1-115. 

 
Cross Refs.: DI 

EFB 
JHCF 

Financial Accounting and 
Reporting Food Services 
Student Wellness 
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FOOD SERVICES 
 

Generally 
 

Employees of the Waynesboro School Board do not require a student who 
cannot pay for a meal at school or who owes a school meal debt to throw away or 
discard a meal after it has been served to the student, do chores or other work to pay 
for such meals or wear a wristband or hand stamp.  

 
The School Board does not file lawsuits against a student or the student’s parent 

because the student cannot pay for a meal at school or owes a school debt. 
 

 The Waynesboro school division provides free and reduced price breakfasts, 
lunches and milk to students according to the terms of the National School Lunch 
Program, the National School Breakfast Program and the Special Milk Program. 

Competitive foods, as defined herein, comply with state and federal 
requirements. 

The Waynesboro School Board may solicit and receive any donation or other 
funds for the purpose of eliminating or offsetting any school meal debt at any time and 
will use any such funds solely for such purpose. 
 
Free and Reduced Price Food Services 
  

School officials determine student eligibility based on guidelines established by 
federal law. Eligible students are provided nutritionally acceptable meals and milk free 
or at a reduced cost if state and federal resources for school food programs are 
available. The superintendent or superintendent’s designee establishes regulations or 
procedures as needed to implement this policy. 
 

The criteria for determining a student's eligibility and the procedures for securing 
free and reduced-price meals and milk is publicly announced at the beginning of each 
school year and provided to parents of all children in attendance at Waynesboro Public 
Schools. 

 
If the School Board collects information to determine eligibility for participation in 

the National School Breakfast Program or the National School Lunch Program, it posts 
prominently on its website a web-based application for student participation in such 
program and provides a paper-based application. 

 
Employees of Waynesboro School Board do not physically segregate, overtly 

identify, or otherwise discriminate against any child eligible for free or reduced-price 
meals.  
 

The superintendent is responsible for establishing procedures by which excess 
food may be distributed to enrolled students eligible for the School Breakfast Program 
or National School Lunch Program administered by the U.S. Department of Agriculture, 
saving excess food for later consumption, or donating food. The superintendent’s 
procedures identify which students are eligible to receive excess food. 
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Definitions 

“Competitive food” means all food and beverages other than meals reimbursed 
under programs authorized by the National School Lunch Act and the Child Nutrition Act 
of 1966 available for sale to students on the school campus during the school day. 
Competitive foods meet the nutrient guidelines established by the Board of Education, 
including the guidelines for calories, fat, sugar and sodium. 

"Excess food" means any remaining unexpired, unopened, and unconsumed 
food intended to be served as part of a reimbursable meal that was unable to be utilized 
for a current or future meal provision after a school has served breakfast and lunch to 
students during a school day. 
 

"Fundraiser" means a school-sponsored activity where food or nonfood items are 
sold on the school campus during regular school hours by a school-sponsored 
organization to raise money for a school-related program or activity. One fundraiser is 
defined as one or more fundraising activities by one or more school-sponsored 
organizations that last one school day. If multiple school-sponsored organizations 
conduct fundraisers on the same day, the combined activities are counted as one 
fundraiser. If a fundraising activity lasts more than one school day, each subsequent 
day’s activity is considered as one fundraiser and counts toward the total number of 
permitted fundraisers. 

“School campus” means all areas of the property under the jurisdiction of the 
school that are accessible to students during the school day. 

“School day” means the period from the midnight before to 30 minutes after the 
end of the official school day. 
 
School Sponsored Fundraisers 
 

Each school may conduct two school-sponsored fundraisers per school year 
during which food that does not meet the nutrition guidelines for competitive foods may 
be available for sale to students. Fundraisers are not conducted during school meal 
service times. 
 
Unpaid Meal Charges 
 
 Students who do not have money on account or in hand to cover the cost of a 
meal at the time of service may be permitted to charge the meal. Students may charge 
no more than $10.00 their accounts. 
 

A student carrying a negative balance of $10.00 or more is not permitted to 
charge any additional amounts. A student who is not permitted to charge any additional 
amounts is permitted to buy a meal if the student has cash on hand. Reasonable efforts 
are used to avoid calling attention to a student’s inability to pay. 
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Notice of low or negative balances in a student’s meal account are sent to 
parents and the school principal. Parents are expected to pay all meal charges in full by 
the last day of the school year. 

 
If a parent regularly fails to provide meal money or send food to school with the 

student and the student does not qualify for free or reduced benefits, the child nutrition 
manager will inform the principal, who will determine the next course of action. 

 
The superintendent or superintendent’s designee ensures that federal child 

nutrition funds are not used to offset the cost of unpaid meals and that the child nutrition 
program is reimbursed for bad debt. In order to accomplish those goals, the following 
procedures are followed: 

• At least one written notice is provided prior to the student being denied 
reimbursable meals for exceeding the division’s charge limit. 

• The superintendent or designee is notified when the debt has remained 
unpaid past the last day of the school year. 

 
Recordkeeping 
 

The Waynesboro School Board is responsible for maintaining records that 
document compliance with this policy. Those records include documentation used to 
assess the nutritional profile of food items and determine whether a food item is an 
allowable competitive food, such as recipes, nutrition labels and/or product 
specifications for the competitive food available for sale to students. 

The School Board is also responsible for  
• maintaining records documenting compliance with the competitive food 

nutrition standards for food available for sale in areas that are outside of 
the control of the school nutrition programs operations,  

• ensuring any organization or school activity designated as responsible for 
food service at the various venues in the school, other than the school 
nutrition programs, maintains records documenting compliance with the 
competitive food nutrition standards, 

• maintaining records each school year documenting the number of exempt 
fundraisers, if any, conducted at each school within the division, and  

• designating an individual at the division or school level to monitor and 
ensure compliance with this policy in all areas that are outside the control 
of the school nutrition programs operation. The designee may not be a 
school nutrition personnel. 

 
Adopted: 2/9/2021 
Reviewed/Revised: 11/9/2021, 4/12/2022 
 
Legal Refs.: 42 U.S.C. §§ 1758, 1772 and 1773. 
 

7 C.F.R. §§ 210.9, 210.11, 220.20, 245.5, 245.8. 
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U.S. Department of Agriculture, SP 23-2017 Unpaid Meal Charges: 
Guidance and Q&A, March 23, 2017. 

U.S. Department of Agriculture, SP 47-2016, Unpaid Meal Charges: 
Clarification on Collection of Delinquent Meal Payments, July 8, 2016. 

Code of Virginia, 1950, as amended, § §§ 22.1-79.7, 22.1-207.2:2, 22.1-
207.3, 22.1-207.4, 63.2-1509. 

8 VAC 20-740-10. 

8 VAC 20-740-30. 

8 VAC 20-740-35. 

8 VAC 20-740-40. 

Cross Refs: GAE   Child Abuse and Neglect Reporting 
JHCF   Student Wellness 
KH   Public Gifts to the Schools  
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FOOD SANITATION PROGRAM 
 

The personnel and the facilities used for food services in the school division are 
subject to state laws regulating restaurants and other food establishments. School 
dining facilities are also governed by regulations promulgated by the State Board of 
Health. 
 
Adopted: 11/8/1994 
Reviewed/Revised:  04/12/2012 
 
Legal Refs.: Code of Virginia, 1950, as amended, § 35.1-1. 
 
  12 VAC 5-421-10 et seq. 
 
Cross Refs: EF Food Service Management 
  EFB Food Services 
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SCHOOL NUTRITION PROCUREMENT PLAN 
 

1. The Waynesboro Public Schools plan for procuring items for use in the School 
Nutrition Program is as follows. The procurement plan provides for free and open 
competition, transparency in transactions, comparability, and documentation of all 
procurement activities. 
 

2. If the amount of purchases is more than the Federal small purchase threshold 
currently valued at $150,000, or State agency or SFA approved threshold if less, 
formal procurement procedures will be used as required by 2 CFR Part 200.318-
326, formerly 7 CFR §3016.36 and Virginia Department of Education Procurement 
Code and Regulations.  Informal procurement procedures (small purchase) will be 
required for purchases under the most restrictive small purchase threshold.   
 

3. The following procedures will be used for all other purchases: 
 

Category Procurement 
Method 

Evaluation 
Used 

Contract 
Award Type 

Contract 
Duration/ 

Frequency 
Frozen, Fresh, 
and Canned 
Foods; Manual-All 
Purpose Cleaning 
Supplies, Paper 
and Plastic 
Supplies 

Formal Bottom line Fixed price Up to 3-year 
contract pursuant 
with Blue Ridge 
Co-Op 
contracted 
vendor 

Fresh Bread Formal Bottom line Fixed price with 
price adjustment 

Annual by SY 

Fresh Fruits and 
Vegetables 

Formal Bottom line Fixed price with 
price adjustment 

Annual by SY 

Dish machine 
Chemicals 

Formal Bottom line Fixed price with 
price adjustment 

Annual by SY 

Small wares Formal Bottom line Fixed price Annual by SY 

Capital Equipment Formal Bottom line Fixed price Annual by SY 

Milk and Dairy 
Products 

Formal Bottom line Fixed price with 
price adjustment 

Annual by SY 

Office Supplies Micro Purchase Bottom line Fixed price Annual by SY 
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4. Formal bid procedures will be applied on the basis of a:  
 Centralized System  
 Individual School   
 Multi-School Systems  
 State Contract  
 Combination of above (specify):  All options are used 

 
5. Because of the potential for purchasing more than $150,000, it will be the 

responsibility of the Director of Finance to document the amounts to be purchased so 
the correct method of procurement will be followed. 

 
B. When a formal procurement method is required, the following COMPETITIVE 

SEALED BID in the form of an Invitation for Bid (IFB) or COMPETITIVE PROPOSAL 
in the form of a Request for Proposal (RFP) procedures will apply: 

 
• An announcement of an Invitation for Bid (IFB) or a Request for Proposal (RFP) 

will be placed in the                              Newspaper and School District website to 
publicize the intent of the School Food Authority to purchase needed items. The 
advertisement for bids/proposals or legal notice will be run for 21 days. 
 

• An advertisement is required for all purchases over the districts small purchase 
threshold of $150,000.  The announcement (advertisement or legal notice) will 
contain a: 

• general description of items to be purchased 
• deadline for submission of questions and the date written responses will be 

provided including addenda to bid specifications, terms and conditions as 
needed 

• date of pre-bid meeting, if provided, and if attendance is a requirement for 
bid award 

• deadline for submission of sealed bids or proposals, and  
• address of location where complete specifications and bid forms may be 

obtained. 
 

• In an IFB or RFP, each vendor will be given an opportunity to bid on the same 
specifications. 
 

• The developer of written specifications or descriptions for procurements will be 
prohibited from submitting bids or proposals for such products or services. 
 

• The IFB or RFP will clearly define the purchase conditions. The following list 
includes requirements, not exclusive, to be addressed in the procurement 
document: 

 
- Contract period 
- SFA is responsible for all contracts awarded (statement) 
- Date, time, and location of bid opening 
- How vendor is to be informed of bid acceptance or rejection 
- Delivery schedule 
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- Set forth requirements (terms and conditions) which bidder must fulfill in order for 
bid to be evaluated 

- Benefits to which the School Food Authority will be entitled if the contractor 
cannot or will not perform as required 

- Statement assuring positive efforts will be made to involve minority and small 
business 

- Statement regarding the return of purchase incentives, discounts, rebates, and 
credits to the School Food Authority’s non-profit Child Nutrition account 

- Contract provisions as required in Appendix II for 2 CFR Part 200, formerly 7 
CFR Part 3016.36(i) 

- Contract provisions as required in 7 CFR Part 210.21(f) for all cost reimbursable 
contracts 

- Contract provisions as required in 7 CFR Part 210.16(a)(1-10) for Food Service 
Management Company contracts 

- Procuring instrument to be used are purchase orders from firm fixed prices after 
formal bidding 
 

- Price adjustment clause (escalation/de-escalation) based on appropriate 
standard or cost index (Consumer price index, or other as stated in terms and 
conditions for pricing and price adjustments) 

- Method of evaluation and type of contract to be awarded 
- Method of award announcement and effective date (if intent to award is required 

by State or local procurement requirements) 
- Specific bid protest procedures including contact information of person and 

address and the date by which a written protest must be received 
- Provision requiring access by duly authorized representatives of the School 

Food Authority, State Agency, United State Department of Agriculture, or 
Comptroller General to any books, documents, papers and records of the 
contractor which are directly pertinent to all negotiated contracts 

- Method of shipment or delivery upon contract award 
- Provision requiring contractor to maintain all required records for three years 

after final payment and all other pending matters (audits) are closed for all 
negotiated contracts 

- Description of process for enabling vendors to receive or pick up orders upon 
contract award 

- Provision requiring the contractor to recognize mandatory standards/polices 
related to energy efficiency contained in the State Energy Plan issued in 
compliance with the Energy Policy and Conservation Act (PL 94-165) 

- Signed statement of non-collusion 
- Signed Debarment/Suspension Certificate or statement included in contract or 

copy of Excluded Parties List System (EPLS).   
- Provision requiring “Buy American” as outlined in 7 CFR Part 210.21(d); specific 

instructions for prior approval of all of non-domestic product (s). 
- Specifications and estimated quantities of products and services prepared by 

SFA and provided to potential contractors desiring to submit bids/proposals for 
the products or services requested. 

- If any potential vendor is in doubt as to the true meaning of specifications or 
purchase conditions, interpretation will be provided in writing to all potential 
bidders by The School Nutrition Supervisor and date specified. 
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- The School Nutrition Supervisor will be responsible for securing all bids or 
proposals. 

- The Executive Director of Finance will be responsible to ensure all SFA 
procurements are conducted in compliance with applicable Federal, State, and 
local procurement regulations.   

- The following criteria will be used in awarding contracts as a result of 
bids/proposals. 
 

i. Price 
ii. Quality 
iii. Delivery Time and Frequency 
iv. Service Availability 

 
 

In awarding a competitive negotiation (RFP), a set of award criterion in the form of a 
weighted evaluation sheet will be provided to each bidder in the initial bid document 
materials.  Price alone is not the sole basis for award, but remains the primary 
consideration when awarding a contract.  Following evaluation and negotiations a firm 
fixed price or cost reimbursable contract is awarded. 
 

• The contracts will be awarded to the responsible bidder/proposer whose bid or 
proposal is responsive to the invitation and is most advantageous to the SFA, 
price, and other factors considered.  Any and all bids or proposals may be 
rejected in accordance with law. 

• The School Nutrition Supervisor is required to sign on the bid tabulation of 
competitive sealed bids or the evaluation criterion score sheet of competitive 
proposals signifying a review and approval of the selections. 

• The Executive Director of Finance reviewing the procurement system to ensure 
compliance with applicable laws.   

• The School Nutrition Supervisor is responsible for documentation the actual 
product specified is received. 

• Any time an accepted item is not available, the School Nutrition Supervisor will 
select the acceptable alternate.   The contractor must inform School Nutrition 
Supervisor immediately when a product is not available.  In the event a non-
domestic agricultural product is to be provided to the SFA, the contractor must 
obtain, in advance, the written approval of the product.  The School Nutrition 
Supervisor must comply with the Buy American Provision.  

• Full documentation as to the reason an accepted item was unavailable, and to 
the procedure used in determining acceptable alternates, will be available for 
audit and review. The person responsible for this documentation is the School 
Nutrition Supervisor. 

• The School Nutrition Supervisor is responsible for maintaining all procurement 
documentation. 

 
C. If the amount of purchases for items is less than the district’s small purchase 

threshold, the following, SMALL PURCHASE PROCEDURES, including quotes, will 
be used.  Quotes from an adequate number of qualified sources will be required. 
1. Written Specifications will be prepared and provided to the vendor. 
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2. Each vendor will be contacted and given an opportunity to provide a price quote 

on the same specifications. A minimum of three vendors shall be contacted. 
 

3. The School Nutrition Supervisor will be responsible for contacting potential 
vendors when price quotes are needed. 

 
4. The price quotes will receive appropriate confidentiality before award. 

 
5. Quotes will be awarded by Executive Director of Finance.  Quotes awarded will 

be to the lowest and best quote based upon Price, Quality, Delivery Time and 
Frequency, and Service Availability. 

 
6. The School Nutrition Supervisor will be responsible for documentation of records 

to show selection of vendor, reasons for selection, names of all vendors 
contacted, price quotes from each vendor, and written specifications. 

7. The School Nutrition Supervisor will be responsible for documentation that the 
actual product specified is received. 

 
8. Any time an accepted item is not available, the School Nutrition Supervisor will 

select the acceptable alternate. Full documentation will be made available as to 
the selection of the acceptable item. 

 
9. Bids will be awarded on the following criteria:  

 a. Price 
 b. Quality 
 c. Delivery Time and Frequency 
    d. Service Availability 

 
10. The Executive Director of Finance is required to sign all quote tabulations, 

signifying a review and approval of  
the selections. 

 
D. If items are available only from a single source when the award of a contract is not 

feasible under small purchase, sealed bid or competitive negotiation, NON-
COMPETITIVE NEGOTIATION procedures will be used: 

 
1. Written Specifications will be prepared and provided to the vendor. 

 
2. The School Nutrition Supervisor will be responsible for the documentation of 

records to fully explain the decision to use the non-competitive negotiation. The 
records will be available for audit and review. 

 
3. The School Nutrition Supervisor will be responsible for documentation that the 

actual product or service specified was received. 
 

4. The Executive Director of Finance will be responsible for reviewing the 
procedures to be certain all requirements for using single source or 
non-competitive negotiation are met. 
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5. Non-competitive negotiations shall be used for one-time purchases of a new food 

item in order to determine food acceptance by students and for samples for 
testing purposes.  A record of non-competitive negotiation purchase shall be 
maintained by the School Nutrition Supervisor.  The record of non-competitive 
purchases shall include, at a minimum, the following: 

 
• item name 
• dollar amount 
• vendor, and 
• reason for non-competitive procurement 

 
E.  Miscellaneous Provisions: 

1. The School Food Authority agrees that the reviewing official of each transaction 
will be the Executive Director of Finance. Payment will be made to the vendor 
when the contract has been met and verified and has met the SFA’s procedures 
for payment. (If prompt payment is made, discounts, etc. are accepted.) 
 

2. Specifications will be updated as need. 
 

F. Emergency or “Pressing Need” Purchases 

1). If it is necessary to make a one-time emergency procurement to continue service 
or obtain goods, the purchase shall be made, and a log of all such purchases 
shall be maintained by the School Nutrition Supervisor.  The following emergency 
procedures shall be followed.  All emergency procurements shall be approved by 
the Executive Director of Finance.  At a minimum, the following emergency 
procurement procedures shall be documented: 

• item name 
• dollar amount 
• vendor, and 
• reason for emergency 

 

 
• The SFA originating the competitive procurement must have a “piggyback 

provision” in the original solicitation;   
• Documentation of the emergency requiring the piggybacking must be 

maintained; 
• Approval from the purchasing SFA’s governing board will be obtained and 

documented; 
• Approval from the SFA that originated the competitive procurement will be 

obtained and documented; 
• Approval from the Vendor that was awarded the Contract (original 

solicitation) will be obtained and documented; 

2).  If it is necessary, in the course of a pressing need, to make an emergency purchase by 
means of “piggybacking” on the bid of another district, the following conditions must exist 
and approved  procedures must be followed and appropriately documented as follows: 
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• If required, a public notice of the district’s “Intent to Waive Competitive 
Bidding” will be issued at least 10 days prior to the regularly scheduled 
governing board meeting; 

• Approval to piggyback will be obtained and documented from the 
governing board during a regularly scheduled meeting following the public 
notice; 

• Notification to the Vendor of final approval will be documented and issued; 
•  A contract with the Vendor will be developed including: 

i. The contractor shall agree to retain all books, records and other 
documents relative to the contract agreement for three (3) years 
after final payment, or until audited by SFA, whichever is sooner. 
The SFA, its authorized agents, 

i. The contractor shall agree to retain all books, records and other 
documents relative to the contract agreement for three (3) years 
after final payment, or and/or State and/or USDA auditors shall 
have full access to and the right to examine any of said materials 
during said period. 
 

3). The SFA shall agree to retain all books, records and other documents relative to 
the award of the contract for three (3) years after final payment.  Specifically the 
SFA shall maintain, at a minimum, the following documents: 

• Written rationale for the method of procurement; 
• A copy of the original solicitation; 
• The selection of contract type;  
• The bidding and negotiation history and working papers; 
• The basis for contractor selection; 
• Approval from the State agency to support a lack of competition when 

competitive bids or offers are not obtained; 
• The basis for award cost or price; 
• The terms and conditions of the contract; 
• Any changes to the contract and negotiation history; 
• Billing and payment records; 
• A history of any contractor claims; and 
• A history of any contractor breaches. 

 
G. The following conduct will be expected of all persons who are engaged in the awarding 

and administration of contracts supported by School Food and Nutrition Program 
Funds.  These written standards of conduct include:   

1. No employee, officer or agent of the Waynesboro Public Schools shall participate 
in the selection or in the award or administration of a contract supported by 
program funds if a conflict of interest, real or apparent, would be involved. 
 

2. Conflicts of interest arise when one of the following has a financial or other interest 
in the firm selected for the award: 
a. The employee, officer or agent; 
b. Any member of the immediate family; 
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c. His or her partner; 
d. An organization which employs or is about to employ one of the above. 

 
       3. The Waynesboro Public Schools employees, officers or agents shall neither solicit 

nor accept gratuities, favors, or anything of monetary value from contractors, 
potential contractors, or parties to sub-agreements.      

 
       4.  Penalties for violation of the standards of code of conduct of the Waynesboro 

Public Schools Nutrition Program should be:       
a. Reprimand by Waynesboro School Board; 
b. Dismissal by Waynesboro School Board; 
c. Any legal action necessary. 

 
Other State or local procurement requirements that may be required.    

Adopted:  April 9, 2019 
Reviewed/Revised: 4/12/2022 
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REPRODUCTION OF COPYRIGHTED MATERIALS 
 

The reproduction and use of copyrighted materials, including computer software, 
electronic materials, video tapes, compact discs, laser discs and other non-print 
materials, are controlled by federal law. In general, copyright owners have the exclusive 
right to use, reproduce and modify their materials. Federal law does provide limited 
exceptions to this general rule which permit the reproduction and use of copyrighted 
materials in some circumstances. The superintendent is responsible for promoting an 
understanding of the applicable law among staff members and students.  
 

The Waynesboro School Board encourages its staff and students to enrich the 
educational experience by making proper use of supplementary materials. However, 
each staff member and student is responsible for complying with copyright law and with 
any regulations or procedures developed by the superintendent. Any employee or 
student who is uncertain as to whether reproducing or using copyrighted materials 
complies with the division procedures or is permissible under law should contact the 
Executive Director of Instruction who will provide clarification and assist staff members 
and students in obtaining proper authorization to copy or use protected material when 
such authorization is required. 
 

At no time is it necessary for a staff member to violate copyright laws in order to 
properly perform the staff member’s duties. At no time is it necessary for a student to 
violate copyright laws in order to complete any assigned work. For staff members, 
violation of copyright laws or division requirements may result in discipline up to and 
including termination of employment. For students, violation of copyright laws or division 
requirements may result in discipline up to and including suspension or expulsion.  
 
Adopted: 11/8/1994 
Reviewed/Revised: 8/10/2021, 4/12/2022 
 
Legal Ref: 17 U.S.C § 101 et seq.  
 
Cross Ref: GAB/IIBEA  Acceptable Computer System Use 
 GCPD   Professional Staff Discipline 
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INSURANCE MANAGEMENT 
 

The school board maintains such insurance on school property, including 
vehicles, as it deems necessary or as is required by law. The school board may provide 
liability insurance, or may provide self-insurance, for certain or all of its officers and 
employees and for student teachers and other persons performing functions or services 
for any school in the school division, regardless of whether payment is made for such 
functions or services. Such insurance, including workers' compensation and all property 
and casualty insurance, is placed with insurance companies authorized to do business 
in Virginia or provided by insurance pools, groups, or self-insured programs authorized 
by the state Bureau of Insurance. 

 
Adopted: 4/12/2022 
Reviewed/Revised: 

 
Legal Refs.: Code of Virginia, 1950, as amended, §§15.2-2703, 15.2-2704, 15.2-2705, 

22.1-84, 22.1-188 through 22.1-198. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

© 2/19 VSBA WAYNESBORO PUBLIC SCHOOLS 



 File:  FB 
 

© 2/20 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

 
FACILITIES PLANNING 

 
The School Board provides for the erecting, furnishing, equipping, and 

maintenance of all school facilities.  
 

The superintendent presents to the School Board annually, or as 
necessary to coordinate with the planning process of the appropriating body, a 
Capital Improvement Program which includes recommendations regarding 
timing, location, costs and savings associated with: 

1. new building requirements 
2. restoration and renewal of existing school facilities 

 
The superintendent may make recommendations for new buildings and 

renovations after receiving input concerning facilities utilization, development and 
closure from the community. Recommendations are supported by data that 
supports the feasibility and need for construction and/or renovation.  
 
Adopted:  9/13/1994 
Reviewed/Revised:  7/13/2010, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-79. 
 
Cross Ref.: AF  Comprehensive Plan 

BCF  Advisory Committees to the School Board 
FEA  Educational Facilities Specifications 
FECBA Energy Efficient Construction 
FEG  Construction Planning 

 
 
Legal Ref.: Code of Virginia, 1950, as amended, sections 22.1-78, 22.1-79(3).  
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PLAYGROUND EQUIPMENT 

 
When any playground equipment is installed on School Board property the 

Board assumes ownership of that equipment unless specifically stated otherwise 
by agreement. For this reason, the maintenance of the playground equipment 
installed by a school or community group is the responsibility of the School 
Board. 
 

Once equipment is installed on School Board property, the principal of the 
school has the responsibility to inspect the equipment on a regular basis and the 
authority, to order its repair or removal from the school property. The principal 
may also restrict or deny the use of such equipment until such time as, in his or 
her opinion, it is restored to safe a condition. 

 
Consideration should be given to designing the outdoor learning 

environment to support classroom learning. 
 
Adopted:  05/10/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-79, 22.1-

293. 
 
 Guidelines for School Facilities in Virginia’s Public Schools (Virginia 

Department of Education, September 2013). 
 
 
    
 



 File: FEA 

© 5/19 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

 
EDUCATIONAL FACILITIES SPECIFICATIONS 

 
To ensure that all new and remodeled facilities are designed to best implement 
the educational program, the superintendent provides for the development of 
detailed educational specifications to apply to the design and construction of new 
buildings.  Educational specifications include detailed descriptions of: 

• All the activities that are expected to take place in the building; 
• The curriculum to be housed in the building; 
• Specific architectural characteristics desired; and 
• The facilities needed, their equipment requirements, and their 

relationship to other facility elements. 
 
 When educational specifications are prepared, an introductory section is 
included containing a brief description of the community and the educational 
philosophy of the division. Consultants may be used in the development of 
educational specifications when deemed necessary by the superintendent and 
approved by the School Board. 
 

The School Board consults with the local building official and the state or 
local fire marshal to develop a procurement plan to ensure that all security 
enhancements to public school buildings are in compliance with the Uniform 
Statewide Building Code and Statewide Fire Prevention Code. 
 
Adopted: 05/10/2022 
Reviewed/Revised: 
 
Legal Ref.:  Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-79, 22.1-

138. 
 
Cross Refs.: AF  Comprehensive Plan 

FA  Facilities Development 
FB  Facilities Planning 
FECBA Energy-Conserving Construction 
FECBB Accommodations for the Disabled 
FEG Construction Planning 
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ENERGY EFFICIENT CONSTRUCTION 
 

Efficient use of energy in construction and operation of school division 
buildings is a high priority. To the extent permitted by the Public Procurement 
Act, a proposed project which contains the most energy-efficient plans within an 
acceptable budget shall have priority. Energy efficiency will be considered in the 
architectural evaluation.  
 

A continuous study of energy use shall be maintained by the 
administration for future planning in new construction. 
 
Adopted: 05/10/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, sections 22.1-70, 22.1-78. 
    
Cross Refs.: DJF  Purchasing Procedures 

FA   Facilities Development 
FEA  Educational Facilities Specifications 
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ACCOMMODATIONS FOR THE DISABLED 
 

Plans for new buildings and renovations or alterations of existing buildings 
will offer such design and accommodations as to make the newly constructed 
buildings and renovated or altered areas accessible to disabled persons as 
required by law.  
 
Adopted: 05/10/2022 
Reviewed/Revised: 
 
Legal Refs.: 29 U.S.C. § 794. 
 
  42 U.S.C. §§ 12182, 12183. 
 
Cross Ref.: AC  Nondiscrimination 
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CONSTRUCTION PLANNING 
 

No public school building or addition or alteration thereto, for either permanent or 
temporary use, is advertised for bid, contracted for, erected or otherwise acquired until 
the plans and specifications therefor  

• have been approved in writing by the superintendent; 
• are accompanied by a statement by an architect or professional engineer 

licensed by the Board for Architects, Professional Engineers, Land Surveyors, 
Certified Interior Designers and Landscape Architects that such plans and 
specifications are, in the professional opinion and belief of the architect or 
professional engineer, in compliance with the regulations of the Board of 
Education and the Uniform Statewide Building Code; and 

• have been reviewed by an individual or entity with professional expertise in 
building security and crime prevention through building design. 

 
The superintendent's approval, architect's or engineer's statement, all reviewers’ 

comments, and a copy of the final plans and specifications are submitted to the 
Superintendent of Public Instruction. 
 
Adopted: 05/10/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-140. 
 
Cross Ref: FEA  Educational Facilities Specifications 
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PUBLIC DEDICATION OF NEW FACILITIES 
 

The School Board may have a public dedication ceremony following completion 
of major building projects. 
 
Adopted:  05/10/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-78. 
 
Cross Ref.: FFA  Naming School Facilities 
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SCHOOL NAMES 
 

It is the responsibility of the Waynesboro School Board to determine the name of 
schools and school facilities in the division. The Board will solicit and accept input from 
the public regarding the names of schools and school facilities but reserves the right to 
make the final decision regarding the name of any school or school facility. Suggestions 
regarding the name of a school or school facility must be in writing, must state the name 
of the person or group making the suggestion and must state the reasons supporting 
the suggestion. The School Board may create a committee to make recommendations 
to the Board on the naming of any school or school facility.   
 

No school or school facility will be named for a living individual. Schools and 
school facilities may be named for individuals who have been deceased for at least 10 
years. 

 
The Board may rename a school or school facility upon a determination that it is 

appropriate to do so. The procedure for renaming a school or school facility will be the 
same as the procedure outlined above. 
 
Adopted: 2/11/2014 
Reviewed/Revised: 05/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-78, 22.1-79. 
 
Cross Ref.: BCE  School Board Committees 

FF  Public Dedication of New Facilities 
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RETIREMENT OF FACILITIES 
 

School division buildings may become unsuitable for their present use, but may 
be used to benefit the school division or public in other ways. The superintendent 
reviews division schools and facilities on a continuing basis. The superintendent may 
recommend to the School Board that a particular school or school facility should be 
retired or its use changed. In determining whether a facility is to be retired, the School 
Board may consider the following factors, among others: 
  

1. the adaptability of the building for continued use for its present purpose 
 

2. the suitability of the site of the building 
 

3. the maintenance and upkeep costs of the building 
 

4. the historic value of the building to the community 
 
The School Board shall invite the viewpoints of community residents and staff in 

making its decision to retire a school building. 
 

If the School Board determines to close a facility, it will first consider other uses 
that the school division might make of the building prior to considering relinquishing 
possession of the building. 
 
Adopted:  05/10/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-79, 22.1-129, 22.1-135, 

22.1-136. 
  
Cross Ref.: KG  Community Use of School Facilities 
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PERSONNEL POLICIES GOALS 

 The goal of the employment policies and practices of the Waynesboro School 
Board is to promote the employment and retention of highly qualified personnel to 
effectively serve the educational needs of students. 
 
 No employee, contractor or agent of the Waynesboro School Board may assist a 
school board employee, contractor or agent in obtaining a new job, apart from the 
routine transmission of administrative and personnel files, if the employee, contractor or 
agent knows, or has probable cause to believe, that such school employee, contractor 
or agent engaged in sexual misconduct regarding a minor or student in violation of law. 
This prohibition does not apply if the information giving rise to probable cause 

1. A. has been properly reported to a law enforcement agency with jurisdiction 
over the alleged misconduct and  

B. has been properly reported to any other authorities as required by federal  
or state law, including title IX of the Education Amendments of 1972 (20 
U.S.C. § 1681 et seq.) and the regulations implementing it and  

2.  A. the matter has been officially closed or the prosecutor or police with  
jurisdiction over the alleged misconduct has investigated the allegations 
and notified school officials that there is insufficient information to  
establish probable cause that the school employee, contractor or agent 
engaged in sexual misconduct regarding a minor in violation of law; 

B. the school employee, contractor or agent has been charged with, and 
acquitted or otherwise exonerated of the alleged misconduct; or 

C. the case or investigation remains open and there have been no charges 
filed against, or indictment of, the school employee, contractor or agent 
within 4 years of the date on which the information was reported to a law 
enforcement agency. 

 
Adopted:  2/14/1995 
Reviewed/Revised:  12/13/2016, 5/11/2021, 5/10/2022 
 
Legal Ref.: 20 U.S.C. § 7926. 
 

Code of Virginia, 1950, as amended, §§ 22.1-79.8, 22.1-295.  
 
Cross Refs.: AC   Nondiscrimination 
  GAE   Child Abuse and Neglect Reporting 

GB  Equal Employment Opportunity/Nondiscrimination 
GBL  Personnel Records 
GBN  Staff Hiring Procedure 
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STAFF TIME SCHEDULES 
Work Schedules 
 

The workday for full-time licensed and professional staff is a minimum of seven 
hours and thirty minutes and continues until professional responsibilities to the students 
and school division are completed. Administrative meetings, curriculum development, 
pupil supervision, assigned duties, parent conferences, group or individual planning and 
extra-curricular activities may require hours beyond the stated minimum. Elementary 
school classroom teachers are provided at least an average of thirty minutes per day 
during the students’ school week as planning time. Each full-time middle and secondary 
classroom teacher is provided one planning period per day, or the equivalent, as 
defined by the Board of Education, unencumbered of any teaching or supervisory 
duties. If a middle or secondary school classroom teacher teaches more than the 
standard load of students or class periods per week, as defined by the Board of 
Education, an appropriate contractual arrangement and compensation is provided.  

Work schedules for other employees are defined by the superintendent or 
superintendent’s designee consistent with the Fair Labor Standards Act and the 
provisions of this policy. 

Workweek Defined 
 

For purposes of compliance with the Fair Labor Standards Act, the workweek for 
employees of Waynesboro School Board is 12:00 a.m. Saturday until 11:59 p.m. Friday.  
 
Overtime and Compensatory Time 
 

Working hours for all employees not classified as exempt under the Fair Labor 
Standards Act, including secretaries, bus drivers, cafeteria, janitorial and maintenance 
personnel, conform to federal and state regulations. The superintendent ensures that 
job positions are classified as exempt or non-exempt and that employees are made 
aware of such classifications. Supervisors make every effort to avoid circumstances 
which require non-exempt employees to work more than 40 hours each week. The 
Waynesboro School Board discourages overtime work by non-exempt employees. A 
non-exempt employee will not work overtime without the express approval of the 
employee’s supervisor. All overtime work must be expressly approved in writing by the 
superintendent or superintendent’s designee. All supervisory personnel must monitor 
overtime on a weekly basis and report such time to the superintendent or 
superintendent’s designee. Principals and supervisors monitor employees’ work, ensure 
that overtime provisions of this policy and the Fair Labor Standards Act are followed and 
ensure that all employees are compensated for any overtime worked.  Principals or 
supervisors may need to adjust daily schedules to prevent non-exempt employees from 
working more than 40 hours in a workweek. Accurate and complete time sheets of 
actual hours worked during the workweek must be signed by each employee and 
submitted to the finance officer. The finance officer reviews work records of employees 
on a regular basis to make an assessment of overtime use. 
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In lieu of overtime compensation, non-exempt employees may receive 
compensatory time off at a rate of not less than one and one-half (1.5) hours for each 
one hour of overtime worked, if such compensatory time  

• is pursuant to an agreement between the employer and employee reached 
before overtime work is performed, and 

• is authorized by the immediate supervisor. 
 

Employees will be allowed to use compensatory time within a reasonable period 
after requesting such use if the requested use of the compensatory time does not 
unduly disrupt the operation of the school division. Employees may accrue a maximum 
of 240 compensatory time hours before they will be provided overtime pay at the rate 
earned by the employee at the time the employee receives such payment. In addition, 
upon leaving the school division, an employee will be paid for any unused 
compensatory time at the rate of not less than the higher of 

• the average regular rate received by the employee during the employee’s last 
three years of employment, or 

• the final regular rate received by the employee. 
 
Non-exempt employees whose workweek is less than 40 hours are paid at the 

regular rate of pay for time worked up to 40 hours. Such employees are provided 
overtime pay as provided above for working more than 40 hours in a workweek. 
 

Employees are provided with a copy of this policy and are required to sign this 
policy to acknowledge their understanding of overtime and compensatory time 
provisions. Such signed policy constitutes the written agreement required in this section. 
 
Attendance Expectations 
 

All employees are expected to be present during all work hours. Absence without 
prior approval, chronic absences, habitual tardiness or abuses of designated working 
hours are all considered neglect of duty and will result in disciplinary action up to and 
including dismissal. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  12/13/2016, 10/8/2019, 5/11/2021, 6/8/2021, 5/10/2022 
 
Legal Refs.: 29 U.S.C. §§ 203,207. 
 
  29 C.F.R § 516.1 et seq. 
 
  Code of Virginia, 1950, as amended, §§ 22.1-253.13:2, 22.1-253.13:3,  
  22.1-291.1, 40.1-29.2. 
 
  8 VAC 20-131-240. 
 
Cross Ref.: GCBD  Staff Leaves and Absences  
  IC/ID  School Year/School Day 
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ACCEPTABLE COMPUTER SYSTEM USE 
 

The School Board provides a computer system, including the internet, to promote 
educational excellence by facilitating resource sharing, innovation and communication.  
The term computer system includes, but is not limited to, hardware, software, data, 
communication lines and devices, terminals, display devices, printers, CD, DVD and 
other media devices, tape or flash drives, storage devices, servers, mainframe and 
personal computers, tablets, laptops, telephones, cameras, projectors, multimedia 
devices, workstations, the internet and other electronic services and internal or external 
networks. This includes any device that may be connected to or used to connect to the 
school division’s network or electronically stored division material. 
 

All use of the division’s computer system must be (1) in support of education 
and/or research, or (2) for legitimate school business. Use of the computer system is a 
privilege, not a right. Inappropriate use may result in cancellation of those privileges, 
disciplinary action, and/or legal action. Any communication or material generated using 
the computer system, including electronic mail, social media posts, instant or text 
messages, tweets, and other files, including communications and materials deleted from 
a user’s account, may be monitored, read, and/or archived by division staff. 

 
This policy applies to all users of the division’s computer system. By using or 

accessing the computer system, the user agrees to abide by this policy and the 
Technology Use Guidelines established by the superintendent. 
 

The superintendent is responsible for establishing Technology Use Guidelines, 
containing the appropriate uses, ethics and protocols for use of the computer system. 
The superintendent is also responsible for reviewing and updating, as necessary, the 
Guidelines at least every two years. It is the user’s responsibility to know and follow this 
policy and the Technology Use Guidelines. 

  
The Guidelines include: 
 

(1) a prohibition against use of the division’s computer equipment and 
communications services for sending, receiving, viewing or downloading illegal 
material via the internet;  

(2) provisions, including the selection and operation of a technology protection 
measure for the division’s computers having internet access to filter or block 
internet access through such computers, that seek to prevent access to: 

a. child pornography as set out in Va. Code § 18.2-374.1:1 or as defined in 
 18 U.S.C. § 2256; 

b. obscenity as defined by Va. Code § 18.2-372 or 18 U.S.C. § 1460; and 
c. material that the school division deems to be harmful to juveniles as 

 defined in Va. Code § 18.2-390, material that is harmful to minors as 
 defined in 47 U.S.C. § 254(h)(7)(G), and material that is otherwise 
 inappropriate for minors; 

 
(3) provisions establishing that the technology protection measure is enforced during 

any use of the division’s computer 
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(4) provisions establishing that all usage of the computer system may be monitored; 

 
(5) provisions designed to educate students and employees about appropriate online 

behavior, including interacting with students and other individuals on social 
networking websites, blogs, in chat rooms, and cyberbullying awareness and 
response;  
 

(6) provisions requiring every user to protect the security of information necessary to 
access the computer system, such as usernames and passwords, and 
prohibiting the sharing of passwords; 
  

(7) provisions requiring every user to protect the security of information necessary to 
access the computer system, such as usernames and passwords, and 
prohibiting the sharing of passwords; 
 

(8) provisions prohibiting the unauthorized disclosure, use, and dissemination of  
photographs and/or personal information of or regarding minors; and 
 

(9) a component of internet safety for students that is integrated in the division’s 
instructional program. 

 
Use of the school division’s computer system must be consistent with the 

educational or instructional mission or administrative function of the division as well as 
the varied instructional needs, learning styles, abilities and developmental levels of 
students. 

 
The division’s computer system is not a public forum. 
 
Users of the division’s computer system have no expectation of privacy for use of 

the division’s resources or electronic devices including non-division owned devices 
while connected to division networks or computer resources. 

 
Software and/or services may not be installed or downloaded on the division’s 

computer system without the prior approval of the superintendent or superintendent’s 
designee. 
 

The failure of any user to follow the terms of the Agreement, this policy or the 
Technology Use Guidelines may result in loss of computer system privileges, 
disciplinary action, and/or appropriate legal action. 
 

The School Board is not responsible for any information that may be lost, 
damaged or unavailable when using the computer system or for any information 
retrieved via the internet.  Furthermore, the School Board is not responsible for any 
unauthorized charges or fees resulting from access to the computer system. 
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The School Board reviews and amends, if necessary, this policy every two years. 

 
Adopted:  9/11/2007 
Reviewed/Revised:  7/8/2014, 8/8/2017, 10/8/2019, 8/10/2021, 5/10/2022 
 
Legal Refs: 18 U.S.C. §§ 1460, 2256. 
 

47 U.S.C. § 254. 
 

Code of Virginia, 1950, as amended, §§ 18.2-372, 18.2-374.1:1, 18.2-390, 
22.1-70.2, and 22.1-78. 
 

 
Cross Refs.: EGAA   Reproduction and Use of Copyrighted Materials 
  GBA/JHFA  Prohibition Against Harassment and Retaliation 

GCPD   Professional Staff Discipline 
GCQB   Staff Research and Publishing 
JFC  Student Conduct 
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TECHNOLOGY USE GUIDELINES 
 

All use of the Waynesboro School Division’s computer system shall be consistent 
with the school board’s goal of promoting educational excellence by facilitating resource 
sharing, innovation and communication. The term computer system includes, but is not 
limited to, hardware, software, data, communication lines and devices, terminals, 
display devices, printers, CD, DVD and other media devices, tape or flash drives, 
storage devices, servers, mainframe and personal computers, tablets, laptops, 
telephones, cameras, projectors, multimedia devices, workstations, the internet and 
other electronic services and any other internal or external network. This includes any 
device that may be connected to or used to connect to the school division’s network or 
electronically stored division material. 
 
Computer System Use-Terms and Conditions: 
 

1. Acceptable Use- Access to the division’s computer system shall be (1) for the 
purposes of education or research and be consistent with the educational 
objectives of the division or (2) for legitimate school business. 

 
2. Privilege- The use of the division’s computer system is a privilege, not a right. 

 
3. Unacceptable Use- Each user is responsible for his or her actions on the 

computer system. Prohibited conduct includes but is not limited to: 
• using the network for any illegal or unauthorized activity, including violation of 

copyright or contracts, or transmitting any material in violation of any federal, 
state, or local law. 

• sending, receiving, viewing or downloading illegal material via the computer 
system. 

• unauthorized downloading of software. 
• using the computer system for private financial or commercial purposes. 
• wastefully using resources, such as file space. 
• gaining unauthorized access to resources or entities. 
• posting material created by another without his or her consent. 
• submitting, posting, publishing, or displaying any obscene, profane, 

threatening, illegal, or other inappropriate material. 
• using the computer system while access privileges are suspended or 

revoked. 
• vandalizing the computer system, including destroying data by creating or 

spreading viruses or by other means. 
• intimidating, harassing, bullying, or coercing others. 
• threatening illegal or immoral acts. 

 
4. Network Etiquette- Each user is expected to abide by generally accepted rules of 

etiquette, including the following: 
• be polite. 
• users shall not forge, intercept or interfere with electronic mail messages. 
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• use appropriate language. The use of obscene, lewd, profane, lascivious, 
threatening or disrespectful language is prohibited. 

• users shall not post personal information other than directory information as 
defined in Policy JO Student Records about themselves or others. 

• users shall respect the computer system’s resource limits. 
• users shall not post chain letters or download large files.  
• users shall not use the computer system to disrupt others. 
• users shall not modify or delete data owned by others. 

 
5. Liability- The school board makes no warranties for the computer system it 

provides. The school board shall not be responsible for any damages to the user 
from use of the computer system, including loss of data, non-delivery or missed 
delivery of information, or service interruptions. The school division is not 
responsible for the accuracy or quality of information obtained through the 
computer system. The user agrees to indemnify the school board for any losses, 
costs, or damages incurred by the school board relating to or arising out of any 
violation of these procedures. 
 

6. Security- Computer system security is a high priority for the school division. If any 
user identifies a security problem, the user shall notify the building principal or 
system administrator immediately. All users shall keep their passwords 
confidential and shall follow computer virus protection procedures. 
 

7. Vandalism- Intentional destruction of or interference with any part of the 
computer system through creating or downloading computer viruses or by any 
other means is prohibited.  
 

8. Charges- The school division assumes no responsibility for any unauthorized 
charges or fees as a result of using the computer system, including telephone, 
data, or long-distance charges. 
 

9. Electronic Mail- The school division’s electronic mail system is owned and 
controlled by the school division. The school division may provide electronic mail 
to aid students and staff in fulfilling their duties and as an education tool. 
Electronic mail is not private. Students’ electronic mail will be monitored. The 
electronic mail of staff may be monitored and accessed by the school division. All 
electronic mail may be archived. Unauthorized access to an electronic mail 
account by any student or employee is prohibited. Users may be held 
responsible and personally liable for the content of any electronic message they 
create or that is created under their account or password. Downloading any file 
attached to an electronic message is prohibited unless the user is certain of that 
message’s authenticity and the nature of the file. 
 

10. Enforcement- Software will be installed on the division’s computers having 
internet access to filter or block internet access through such computers to child 
pornography and obscenity. The online activities of users may also be monitored 
manually.  
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11. Any violation of these regulations shall result in loss of computer system 
privileges and may also result in appropriate disciplinary action, as determined by 
school board policy, or legal action. 
 

12. Equipment:   One-to-One Initiative.  Each Waynesboro Public Schools student 
will be issued a new laptop or tablet device at certain grade levels determined by 
the division Technology Plan; which may vary due to funding and other 
mandates.  WPS maintains ownership of each device until the student graduates 
from Waynesboro Public Schools or until otherwise determined by division or 
school administration. 
 

a. Students are responsible for the care, maintenance, and upkeep of their 
device during their time as a student in Waynesboro Public Schools.   

 
b. Students are responsible for replacing lost or destroyed devices while 

WPS maintains ownership.  Devices may be replaced by the division for   
a fee determined by Waynesboro Public Schools. 

 
c. Students will be required to return their device upon graduation from 

Waynesboro High School or departure from Waynesboro Public Schools.  
Students/families will have the option to purchase their laptop from WPS 
for a one-time fee, determined by the division, at the time of graduation 

 
Adopted:  9/11/2007 
Revised/Revised:  7/8/2014, 8/8/2017, 10/8/2019, 5/10/2022 
 
Legal Refs: 18 U.S.C. §§ 1460, 2256. 
  47 U.S.C. § 254. 
 

Code of Virginia, 1950, as amended, §§ 18.2-372, 18.2-374.1:1, 18.2-390, 
22.1-70.2 and 22.1-78. 

 
Cross Refs: GAB/IIBEA  Acceptable Computer System Use 

GCPD   Professional Staff Discipline 
JFC   Student Conduct 
JFC-R   Standards of Student Conduct 
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ACCESS TO EMPLOYEE SOCIAL MEDIA ACCOUNTS 
 

The Waynesboro School Board does not require current or prospective 
employees to disclose the username or password to the employee’s personal social 
media accounts or to add an employee, supervisor or administrator to the list of 
contacts associated with the employee’s personal social media account. 
  

 If the School Board or a School Board employee inadvertently receives an 
employee's username and password to, or other login information associated with, the 
employee's personal social media account through the use of an electronic device 
provided to the employee by the School Board or a program that monitors the School 
Board's network, the Board will not be liable for having the information but will not use 
the information to gain access to the employee's social media account. 

 
This policy does not prohibit the School Board and its agents from viewing 

information about a current or prospective employee that is publicly available. 
 
This policy does not prohibit the School Board from requesting an employee to 

disclose the employee’s username and password for the purpose of accessing a 
personal social media account if the employee's social media account activity is 
reasonably believed to be relevant to a formal investigation or related proceeding by the 
Board of allegations of an employee's violation of federal, state or local laws or 
regulations or of the Board's written policies. If the Board exercises its rights under this 
paragraph, the employee's username and password will only be used for the purpose of 
the formal investigation or a related proceeding. 

 
Adopted:  11/10/2015 
Reviewed/Revised:  12/13/2016, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 40.1-28.7:5.  
 
Cross Ref.: GAB/IIBEA  Acceptable Computer System Use 
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SOCIAL MEDIA AND STUDENT INTERACTION 
 
OVERVIEW  
 
Social media technology can serve as a powerful tool to enhance education, 
communication, and learning. This technology can provide both educational and 
professional benefits, including preparing Waynesboro Public School (WPS) students to 
succeed in their educational and career endeavors. The Waynesboro School Board is 
committed to ensuring all stakeholders who utilize social media technology, including 
staff, volunteers, and students, do so in a safe and responsible manner. We strive to 
create professional social media environments that support our students and staff 
academically and professionally. WPS understands the public and pervasive nature of 
social media and recognizes its staff and volunteers retain the right to maintain social 
media accounts for personal use and the right to keep their personal lives separate from 
their positions as WPS staff/volunteers. However, in this digital era, the lines between 
professional and personal endeavors are sometimes blurred. Due to the unique position 
WPS staff and volunteers serve in the community as role models, leaders, and 
caretakers for WPS students, inappropriate conduct by staff and volunteers (in any 
medium, whether within or outside the workplace) can interfere with instruction and 
operations, endanger student welfare and/or safety, and be inconsistent with 
employment by or service to the School Board. WPS expects its staff and volunteers to 
fulfill all responsibilities, including those that may involve social media activity, with 
courtesy, respect, honesty, and accountability. It is the shared responsibility of the 
School Board, superintendent, administrators, staff, volunteers, parents, law 
enforcement, and others in the community to prevent sexual misconduct and abuse. 
The purpose of these guidelines is to protect students from harm and staff/volunteers 
from allegations of misconduct. The guidelines reiterate practices for maintaining 
professional boundaries and specific practices for use of social media by WPS staff and 
volunteers. It is the goal of the School Board to encourage effective communication and 
interaction for learning and instruction of students, but to set reasonable boundaries for 
educator-student relationships.  
 
COMMUNICATION AND INTERACTION WITH STUDENTS  
 
In all communications and interactions with colleagues, students, and families (including 
communications and interactions through social media), WPS staff and volunteers 
should: 
  

I. Understand that communication with colleagues, students and families is vital for 
a thriving school environment where all stakeholders feel heard and engaged; 
and that social media and digital communication devices and methods offer a 
means by which staff can quickly communicate with others, share information, 
and exchange ideas. 
 

II. Realize that online behavior must reflect the same standards of professionalism, 
respect, and integrity as face-to-face communications, and communicate 
accordingly.  

 
III. If you identify yourself as an employee of or volunteer for WPS, you have 

associated yourself with the division, your colleagues and your school 
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community, and all communication/activity represents and reflects on you in that 
role and as a role model, as well as on the division. 

 
IV. Avoid appearances of impropriety and refrain from inappropriate communications 

(electronic and otherwise) with students. Factors that may be considered in 
determining whether communication is inappropriate include, but are not limited 
to:  
 
A. The subject, content, purpose, authorization, timing, and frequency of the 

communications; 
 

B. Whether there was an attempt to conceal, shield, or misportray the 
communication from supervisors and/or parents/guardians; 

 
C. Whether the communication could be reasonably interpreted as soliciting 

sexual contact or a romantic/peer-like relationship; 
 

D. Whether the communication was sexually explicit or contained sexual 
innuendo, such as for purposes of grooming the student. 

 
E. Avoid appearances of impropriety when interacting with students (in any 

venue/medium). Factors that are often associated with inappropriate conduct 
and create an appearance of impropriety include, but are not limited to:  

 
i. Conducting ongoing, private conversations, and direct messaging with 

individual students or small groups of students that are unrelated to 
school activities and/or take place in locations/mediums inaccessible to 
others; 

 
ii. Inviting a student or students for home visits without informing parents; 

 
iii. Visiting the home of a student or students without knowledge of the 

parents; 
 

iv. Inviting students for social contact off school grounds without 
permission or knowledge or parents; 

 
v. Transporting students in personal vehicles without knowledge of 

parents and supervisors.  
 

V. MAINTAIN APPROPRIATE BOUNDARIES WITH STUDENTS. 
 

 Violation of boundaries include, but are not limited to: 
 
A. Physical contact with a student that could be reasonably interpreted as sexual 

contact or as constituting sexual harassment; 
 

B. Showing pornography to a student; 
 

C. Unnecessarily invading a student’s personal private information; 
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D. Singling out an individual student or a small group of students for personal 
attention and friendship beyond the bounds of an appropriate 
educator/mentor-student relationship; 

 
E. Conversation of a sexual nature with students (not related to the employee’s 

professional responsibilities); 
 

F. A flirtatious, romantic, or sexual relationship with a student.  
 

G. Communications should be age-appropriate and related directly to the 
student’s education or school activities.  

 
VI. PROFESSIONAL USE OF SOCIAL MEDIA 

 
WPS staff and volunteers who engage in social media activities should: 
 

A. Maintain separate professional and personal 
(email/Facebook/Snapchat/Instagram/Twitter/Discord/TikTok or other similar 
platforms) addresses and accounts. 

 
B. Not use personal accounts for professional social media activities. 

 
C. Understand that regular use of a personal email address for professional 

purposes may result in WPS considering the email account and its use to be 
professional account/use. 

 
D. Provide an atmosphere conducive to learning while maintaining professional 

physical and emotional boundaries with students.  
 

E. Maintain boundaries regardless of (i) the student’s age, (ii) perceived 
consensual nature of the relationship or activity, (iii) the location of the 
activity, and (iv) whether the staff member directly supervises the student. 

 
F. Ensure personal contact between students and staff members always is 

professional, nonsexual, appropriate to the circumstances, and unambiguous 
in meaning. 

 
G. Refrain from using WPS computers, devices, services, systems and networks 

(at any time) or personal computers, devices, services, and networks (during 
the workday) in a manner that is not work-related or interferes with the 
individual’s job duties.  

 
VII. CLASSROOM AND EXTRACURRICULAR USE 
 
WPS staff or volunteers who engage in social media activities for professional reasons 
(in the classroom or extracurricular settings) should: 
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A. Communicate clearly and meaningfully with families and students before 
using social media within the classroom or activity so that families understand 
what, if any, information regarding their children may be available on the 
internet. 

 
B. Provide information to families regarding the purpose for the use of the 

selected media or application, an example of what the media project or 
application will look like, and a description of the amount of student 
information collected and level of security. Unless detrimental to the overall 
objective of the project or activity, staff should use password protected social 
media sites/applications available only to students/families (not publicly 
accessible). 

 
C. Work with building principal or supervisor when considering a new use of 

social media or digital communication with students. 
 

D. Always use common sense and professional judgment when contacting 
students through social media. Refer to “COMMUNICATION AND 
INTERACTION WITH STUDENTS” and “PROFESSIONAL USE OF SOCIAL 
MEDIA” above. 

 
E. Division employees who work with students in extra-curricular activities, 

including but not limited to those involved in athletics and/or activities, should 
fully discuss with parents/guardians, prior to the start of the event or athletic 
season, their intent to communicate with participants using various forms of 
social media, including but not limited to texting, group messages, etc. 

 
F. For out-of-classroom reminders or updates sent to students, consider using 

an application that does not share personal information such as phone 
numbers and through which limits can be set on who replies and what content 
can be shared (e.g., some applications permit one-way communication only; 
some applications permit replies to be limited to text, rather than including gifs 
or photos). 

 
VIII. REPORTING VIOLATIONS 
 
Students and their parents/guardians are strongly encouraged to notify the principal, an 
administrator, Assistant Superintendent, or Superintendent if they believe a staff 
member may be engaging in conduct that violates these guidelines. This obligation is in 
addition to the statutory responsibility to report suspected abuse and neglect. 
Anonymous or third-party complaints alleging inappropriate boundary invasions by staff 
or volunteers with students will be investigated as if the student victim, parent, or 
another staff member reported the violation.  

 
IX. DISCIPLINARY ACTION 

 
A violation of these guidelines by an employee will result in disciplinary action up to and 
including termination. In the case of termination of employment for sexual misconduct or 
abuse, WPS will notify the State Superintendent of Instruction. Consistent with Virginia 
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Department of Education Guidelines, WPS also will disclose to school divisions seeking 
references for former WPS employees any formal reprimands or dismissals for violating 
these guidelines. WPS prohibits any local school board member or any individual who is 
an employee, contractor, or agent of a local school board from writing a reference or 
recommendation of an employee, contractor, or agent of such local school board in 
obtaining a new job if such local school board or individual knows or has probable 
cause to believe that the employee, contractor, or agent engaged in sexual misconduct 
regarding a minor or student in violation of law.  
 

X. RETALIATION 
 
Retaliation against students or staff members who report a staff/student relationship 
believed to be improper or participate in any related proceedings, or a possible violation 
of these guidelines, is prohibited. Appropriate action will be taken against students or 
staff members who retaliate against any student or staff member who reports alleged 
violation of these guidelines or participates in related proceedings.  
 
XI. INAPPROPRIATE BEHAVIOR INITIATAED BY A STUDENT 

 
In the event a student initiates inappropriate behavior toward a staff member, the staff 
member must immediately document the incident and report it to the principal, an 
administrator, counselor, or supervisor. If appropriate, the principal, administrator, 
counselor, or supervisor will intervene and speak with the student and the student's 
parent/guardian about the alleged inappropriate behavior. 
 
XII. TRAINING              
 
The Division will provide its employees and volunteers with training on the prevention of 
sexual misconduct and abuse, including providing them with this policy.  All teachers 
are required to be trained during their recertification process. Contracts with virtual 
school programs and other vendors providing instructional services to students will 
include a requirement that those staff members will comply with this policy. 
 
Adopted: 10/11/2022 
Reviewed/Revised: 
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CHILD ABUSE AND NEGLECT REPORTING 

Reporting Requirement 

Every employee of Waynesboro School Board who, in his professional or official 
capacity, has reason to suspect that a child is an abused or neglected child, in 
compliance with the Code of Virginia § 63.2-1509 et seq. shall immediately report the 
matter to  

• the local department of social services where the child resides or where 
the abuse or neglect is believed to have occurred; 

• to the Virginia Department of Social Services’ toll-free child abuse and 
neglect hotline; or  

• to the person in charge of the school or department, or his designee, who 
shall make the report forthwith to the local or state agency. The person 
making the report to the local or state agency must notify the person 
making the initial report when the report of suspected abuse or neglect is 
made to the local or state agency, and of the name of the individual 
receiving the report, and must forward any communication resulting from 
the report, including any information about any actions taken regarding the 
report, to the person who made the initial report. 
 

Notice of Reporting Requirement 

The School Board posts in each school a notice that  
• any teacher or other person employed there who has reason to suspect 

that a child is an abused or neglected child, including any child who may 
be abandoned, is required to report such suspected cases of child abuse 
or neglect to local or state social services agencies or the person in 
charge of the relevant school or his designee; and 

• all persons required to report cases of suspected child abuse or neglect 
are immune from civil or criminal liability or administrative penalty or 
sanction on account of such reports unless such person has acted in bad 
faith or with malicious purpose. The notice shall also include the Virginia 
Department of Social Services' toll-free child abuse and neglect hotline.  
 

Complaints of Abuse and Neglect 

The School Board and the local department of social services have adopted a 
written interagency agreement as a protocol for investigating child abuse and neglect 
reports, including reports of sexual abuse of a student. The interagency agreement is 
based on recommended procedures for conducting investigations developed by the 
Departments of Education and Social Services. The School Board reports substantial 
modifications of the agreement to the Board of Education. 

Adopted:  11/10/2015 
Reviewed/Revised:  10/8/2019, 5/10/2022 
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Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-253.13:7, 22.1-291.3, 63.2-
1509, 63.2-1511.  

Cross Refs.: EFB  Food Services 
 JFHA/GBA  Prohibition Against Harassment and Retaliation 
 GA  Personnel Policies Goals 
 GBLA  Third Party Complaints Against Employees 
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SCHOOL EMPLOYEE CONFLICT OF INTERESTS 

A. Purpose 

 The State and Local Government Conflict of Interests Act (the Act), applies to 
public school employees and officials. The Act creates uniform standards of conduct for 
all public employees and officials. The Act also defines and prohibits inappropriate 
conflicts of interest and requires disclosure of economic interests in some 
circumstances. The purpose of this policy is to provide an introduction to the Act for 
employees. Additional information regarding the Act may be obtained from Policy BBFA 
Conflict of Interests and Disclosure of Economic Interests and from the Virginia Conflict 
of Interest and Ethics Advisory Council (the Ethics Council) which assists with 
compliance with the Act. 

 
B. Compliance 

 
School board employees are required to read and be familiar with the Act.  The 

superintendent provides employees with information regarding how to access the Act 
and how to contact the Ethics Council.  
 

The Act’s provisions are complex and their application is fact-specific. A violation 
of the Act could result in civil or criminal penalties. Therefore, if an employee has any 
question whether an interest the employee has in a contract or transaction involving the 
school division is prohibited under the Act, the employee should contact the 
superintendent’s office or the Ethics Council for assistance.  
 
C. Areas of Regulation 

 
 The Act prohibits school employees from having a “personal interest,” as that 
term is defined by the Act, in certain contracts and transactions that involve the division 
and from engaging in other specified conduct related to the schools. The prohibited 
personal interest also may be that of the school employee’s immediate family (a spouse 
or any other person who resides in the same household as the employee and who is a 
dependent of the employee).   
 
 Under the Act, an employee may be considered to have a prohibited conflict 
arising from: 

• a personal interest in a contract; 
• a personal interest in a transaction; 
• business opportunities tied to official acts; 
• misuse of confidential information; or 
• receipt or solicitation of certain gifts. 
Examples of prohibited conduct include: 
• soliciting or accepting money or other thing of value for services performed 

within the scope of the employee’s official duties, except for the employee’s 
compensation, expenses or other remuneration paid by the division; 

• using for the employee’s own economic benefit or that of another party, 
confidential information that the employee has acquired by reason of the 
employee’s public position and which is not available to the public;   
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• accepting any money, loan, gift, favor, service or business or professional 
opportunity that reasonably tends to influence the employee in the 
performance of the employee’s official duties;  

• accepting any business or professional opportunity when the employee 
knows that there is a reasonable likelihood that the opportunity is being 
afforded to influence the employee in the performance of the employee’s 
official duties; 

• entering into contracts with the school division under certain circumstances; 
• accepting a gift from a person who has interests that may be substantially 

affected by the performance of the employee’s official duties under 
circumstances where the timing and nature of the gift would cause a 
reasonable person to question the employee’s impartiality in the matter 
affecting the donor; and 

• accepting gifts from sources on a basis so frequent as to raise an appearance 
of the use of the employee’s position for private gain. 

 
D. Awards to Employees for Exceptional Service 

 
 The Act does not prohibit or apply to the acceptance by a teacher or other 
employee of Waynesboro School Board of an award or payment in honor of meritorious 
or exceptional services performed by the teacher or employee and made by an 
organization exempt from federal income taxation pursuant to the provisions of Section 
501(c)(3) of the Internal Revenue Code. 
 
E. Advisory Opinions 

 
Employees may seek written opinions regarding application of the Act from the 

local Commonwealth’s Attorney, the local city attorney or the Ethics Council. Good faith 
reliance on a written opinion of the Commonwealth’s Attorney or a formal opinion or 
written informal advice of the Ethics Council made in response to a written request for 
such opinion or advice regardless of whether such opinion or advice is later withdrawn, 
provided that the alleged violation occurred prior to the withdrawal of the opinion or 
advice, bars prosecution for a knowing violation of the Act provided the opinion or 
advice was made after a full disclosure of the facts. If the   employee relies on written 
informal advice given by the Ethics Council in a prosecution for a knowing violation of 
the Act, the record of the request and the written informal advice given shall be a public 
record and released upon request. An opinion of the local city attorney may be 
introduced at trial as evidence that the employee did not knowingly violate the Act. 
 
Adopted: 5/10/2022 
Reviewed/Revised: 

Legal Refs.: Code of Virginia, 1950, as amended, §§ 2.2-3101, 2.2-3102, 2.2-3103, 
2.2-3103.2, 2.2-3104.1, 2.2-3109, 2.2-3110, 2.2-3112, 2.2-3121, 2.2-3124 
and 30-356. 

Cross Ref.: BBFA Conflict of Interests and Disclosure Requirements 
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CBCA Disclosure Statement Required of Superintendent 
 DJG Vendor Relations 
 GCCB Employment of Family Members 
 GCQA Nonschool Employment by Staff Members 
 KGA Sales and Solicitations in Schools 
  KJ  Advertising in the Schools 
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EQUAL EMPLOYMENT OPPORTUNITY/NONDISCRIMINATION 
 

I. Policy Statement 
 

The Waynesboro School Board is an equal opportunity employer, committed to 
nondiscrimination in recruitment, selection, hiring, pay, promotion, retention or other 
personnel actions affecting employees or candidates for employment. Therefore, 
discrimination in employment against any person on the basis of race, color, creed, 
religion, national origin, ancestry, political affiliation, sex, sexual orientation, gender, 
gender identity, age, pregnancy, childbirth or related medical conditions, marital status, 
military status, genetic information or disability is prohibited. Personnel decisions are 
based on merit and the ability to perform the essential functions of the job, with or 
without reasonable accommodation. 

 
The statement, “Waynesboro School Board is an equal opportunity employer,” is 

placed on all employment application forms. 
 
II. Notice of Policy/Prevention 
 

This policy is (1) posted in prominent areas of each school division building, (2) 
included in employee handbooks and (3) provided to any employee or candidate for 
employment upon request. Training to prevent prohibited discrimination is included in 
employee in-service training. 

 
III. Complaint Procedure 

 
A. File Report 

 
Any person who believes he has not received equal employment opportunities 
should report the alleged discrimination to one of the Compliance Officers 
designated in this policy. The alleged discrimination should be reported as soon 
as possible, and the report generally should be made within fifteen (15) school 
days of the occurrence. Any employee who has knowledge of conduct which may 
constitute prohibited discrimination shall immediately report such conduct to one 
of the Compliance Officers designated in this policy. 

 
The reporting party should use the form, Report of Discrimination, GB-F, to make 
complaints of discrimination. However, oral reports and other written reports will 
also be accepted. The complaint must be filed with one of the Compliance 
Officers designated in this policy. Any complaint that involves the Compliance 
Officer shall be reported to the superintendent. 
 
The complaint and the identity of the complainant and the person or persons 
allegedly responsible for the discrimination will be disclosed only to the extent 
necessary to fully investigate the complaint and only when such disclosure is 
required or permitted by law. A complainant who wishes to remain anonymous 
will be advised that anonymity may limit the school division’s ability to fully 
respond to the complaint. 
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B. Investigation 
 
Upon receipt of a report of alleged discrimination, the Compliance Officer shall 
immediately authorize or undertake an investigation. The investigation may be 
conducted by school personnel or a third party designated by the school division. 
The investigation shall be completed as soon as practicable, which generally 
should be not later than 14 school days after receipt of the report by the 
Compliance Officer. Upon receiving the complaint, the Compliance Officer will 
acknowledge receipt of the complaint by giving written notice that the complaint 
has been received to both the complainant and the superintendent. If the 
Compliance Officer determines that more than 14 school days will be required to 
investigate the complaint, the complainant and the superintendent will be notified 
of the reason for the extended investigation and the date by which the 
investigation will be concluded. 

 
The investigation may consist of personal interviews with the complainant, the 
person(s) alleged to have violated the policy and any others who may have 
knowledge of the alleged discrimination or the circumstances giving rise to the 
complaint. The investigation will consider witnesses and evidence from both the 
complainant and the person(s) responsible for the alleged discrimination. The 
investigation may also include the inspection of any documents or information 
deemed relevant by the investigator. The school division shall take necessary 
steps to protect the complainant and others pending the investigation. 

 
Whether a particular action or incident constitutes a violation of this policy 
requires a case-by-case determination based on all of the facts and 
circumstances revealed by a complete and thorough investigation. 

 
The Compliance Officer shall issue a written report to the superintendent upon 
completion of the investigation. If the complaint alleges the superintendent has 
violated this policy, then the report shall be sent to the School Board. The report 
shall include a determination of whether the allegations are substantiated, 
whether this policy was violated and recommendations for corrective action, if 
any. 

 
All employees shall cooperate with any investigation of alleged discrimination 
conducted under this policy or by an appropriate state or federal agency. 
 

C. Action by Superintendent 
 
Within 5 school days of receiving the Compliance Officer’s report, the 
superintendent or superintendent’s designee shall issue a written decision 
regarding (1) whether this policy was violated and (2) what action, if any, should 
be taken.  

 
If the complaint alleges that the superintendent has violated this policy, the 
School Board’s standing Equal Employment Opportunity/Nondiscrimination 
Committee shall make the decision and determine what action should be taken. If 
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the School Board does not have such a standing committee, at its next 
scheduled meeting it shall appoint a committee consisting of three of its 
members to handle the matter. The committee shall issue a written decision 
within 14 calendar days of the time the School Board receives the Compliance 
Officer’s report or the time a committee is appointed, if there is no standing 
committee. The written decision shall state (1) whether this policy was violated 
and (2) what action, if any, should be taken.  
 
The written decision must be mailed to or personally delivered to the complainant 
within 5 calendar days of the issuance of the decision. If the superintendent, 
superintendent’s designee or committee concludes that prohibited discrimination 
occurred, the Waynesboro School Division shall take prompt, appropriate action 
to address and remedy the violation as well as prevent any recurrence. Such 
action may include discipline up to and including dismissal. 

 
D. Appeal  

 
If the superintendent, superintendent’s designee or committee determines that no 
prohibited discrimination occurred, the person who was allegedly subjected to 
discrimination may appeal this finding to the School Board within 5 school days 
of receiving the decision. Notice of appeal must be filed with the superintendent, 
or with a member of the committee which issued the written decision, who shall 
forward the record to the School Board. The School Board shall make a decision 
within 30 calendar days of receiving the record. The School Board may ask for 
oral or written argument from the aggrieved party and the superintendent, 
superintendent’s designee or the committee, whichever issued the written 
decision, and any other individual the School Board deems relevant. Written 
notice of the School Board’s decision will be given to the complainant. 

 
Employees may choose to pursue their complaints arising under this policy 
through the relevant employee grievance procedure instead of the complaint 
procedure in this policy. 
 

E. Compliance Officer and Alternate Compliance Officer 
 
The School Board designates a Compliance Officer responsible for identifying, 
preventing and remedying discrimination as well as receiving complaints under 
this Policy. The name and contact information for the Compliance Officer is 
posted on the Division’s website at all times. The Compliance Officer may be 
contacted at:  wpscomplianceofficer@waynesboro.k12.va.us. 
 
Complaints of discrimination may also be made to the Alternate Compliance 
Officer at:  wpsaltcomplianceofficer@waynesboro.k12.va.us. 

 
The Compliance Officer 
• receives reports or complaints of discrimination; 
• conducts or oversees the investigation of any alleged discrimination; 
 

mailto:wpscomplianceofficer@waynesboro.k12.va.us
mailto:wpsaltcomplianceofficer@waynesboro.k12.va.us
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• assesses the training needs of the school division in connection with this 
policy; 

• arranges necessary training to achieve compliance with this policy; and 
• ensures that any discrimination investigation is conducted by an impartial 

investigator who is trained in the requirements of equal employment 
opportunity and has the authority to protect the alleged victim and others 
during the investigation. 

IV. Retaliation 
 

Retaliation against employees who report discrimination or participate in the 
related proceedings is prohibited. The school division appropriate action against any 
employee who retaliates against another employee or candidate for employment who 
reports alleged discrimination or participates in related proceedings. The Compliance 
Officer informs persons who make complaints, who are the subject of complaints and 
who participate in investigations of how to report any subsequent problems. 

 
V. Right to Alternative Complaint Procedure 

Nothing in this policy denies the right of any individual to pursue other avenues of 
recourse to address concerns relating to prohibited discrimination including initiating 
civil action, filing a complaint with outside agencies or seeking redress under state or 
federal law. 

 
VI. Prevention and Notice of Policy 
 

Training to prevent discrimination is included in employee orientations and in-
service training.  

This policy is (1) displayed in prominent areas of each division building in a 
location accessible to school personnel and (2) included in employee handbooks. All 
employees are notified annually of the names and contact information of the 
Compliance Officers. 

 
VII. False Charges 
 

Employees who knowingly make false charges of discrimination are subject to 
disciplinary action. 

 
Adopted:  2/14/1995 
Reviewed/Revised:  10/8/2013, 10/13/2020, 8/10/2021, 5/10/2022 
 
Legal Refs.: 20 U.S.C. § 1681 et seq. 

 29 U.S.C. § 701. 
 42 U.S.C. §§ 6101 et seq., 2000e-2 et seq., 2000ff-1(a) and 12101 et seq. 
 

Code of Virginia, 1950 as amended, §§ 2.2-3900, 2.2-3901, 2.2-3902, 2.2-
3905.1, 22.1-23.3, 22.1-295.2, 22.1-306. 
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Cross Refs: AC   Nondiscrimination 
  AD   Educational Philosophy 

  BCE   School Board Committees 
  GB-F    Report of Discrimination 

GBA/JFHA  Prohibition Against Harassment and Retaliation 
 GBM  Professional Staff Grievances  
 GBMA  Support Staff Grievances 
 GCPD  Professional Staff Discipline 
 JB  Equal Educational Opportunities/Nondiscrimination 
 KKA  Service Animals in Public Schools 
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 REPORT OF DISCRIMINATION 
 

Name of Complainant:  

_________________________________________________________________________ 
 
For Employees, Position:  

_________________________________________________________________________ 

For Applicants, Position Applied For:  

_________________________________________________________________________ 

Address, Phone Number and Email Address: 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
Date(s) of Alleged Discrimination:  
 
_________________________________________________________________________ 
 
Name(s) of person(s) you believe discriminated against you or others:  

_________________________________________________________________________ 
 
Please describe in detail the incident(s) of alleged discrimination, including where and when  
the incident(s) occurred. Please name any witnesses that may have observed the incident(s). 
Please include a description of any past incidents that may be related to this complaint. Attach 
additional pages if necessary. 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
I certify that the information provided in this report is true, correct and complete to the best of 
 my knowledge. 
 
 
____________________________ ______________________ 
Signature of Complainant   Date 
 
Complaint Received By:  _______________________     _________________ 
     Compliance Officer      Date 
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 REPORT OF HARASSMENT 
 
Name of Complainant:  
 
________________________________________________________________________ 
 
For Students, School Attending:  
 
________________________________________________________________________ 
 
For Employees, Position and Location:   
 
________________________________________________________________________ 
 
Address, Phone Number and Email Address:  

________________________________________________________________________ 

________________________________________________________________________ 
 
Date(s) of Alleged Incident(s) of Harassment:  

________________________________________________________________________ 

Name of person(s) you believe harassed you or others:  
 
________________________________________________________________________ 

If the alleged harassment was toward another, please identify that person:  
 
________________________________________________________________________ 
 
Please describe in detail the incident(s) of alleged harassment, including where and when  
the incident(s) occurred. Please note any witnesses that may have observed the incident(s). 
Please include a description of any past incidents that may be related to this complaint.  
Attach additional pages if necessary. 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
I certify that the information provided in this report is true, correct and complete to the best  
of my knowledge: 
 
____________________________ ______________________ 
Signature of Complainant   Date 
 
Complaint Received By:  _______________________     _________________ 
     Compliance Officer      Date 
     or Principal 
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 PROHIBITION AGAINST HARASSMENT AND RETALIATION 
 

I. Policy Statement 
 
 The Waynesboro School Board is committed to maintaining an educational 
environment and workplace that is free from harassment. In accordance with law, the 
Board prohibits harassment against students, employees, or others on the basis of sex,  
sexual orientation, gender, gender identity, race, color, national origin, disability, 
religion, ancestry, age, marital status, pregnancy, childbirth or related medical 
conditions, military status, genetic information or any other characteristic protected by 
law or based on a belief that such characteristic exists, hereinafter referred to as 
protected group status, at school or any school sponsored activity.  
 
 It is a violation of this policy for any student or school personnel to harass a 
student or school personnel based on protected group status at school or any school 
sponsored activity. Further, it is a violation of this policy for any school personnel to 
tolerate harassment based on a student’s or employee’s protected group status at 
school or any school sponsored activity, by students, school personnel or third parties 
participating in, observing or otherwise engaged in school sponsored activities.  
 
 For the purpose of this policy, school personnel includes School Board members, 
school employees, agents, volunteers, contractors or other persons subject to the 
supervision and control of the school division. 
 
 The school division  

• promptly investigates all complaints, written or verbal, of harassment based 
on protected group status at school or any school sponsored activity;  

• promptly takes appropriate action to stop any harassment;   
• takes appropriate action against any student or school personnel who violates 

this policy; and  
• takes any other action reasonably calculated to end and prevent further 

harassment of school personnel or students. 
 

II. Definitions 
 
 The Compliance Officer is the person designated by the School Board to receive 
complaints of harassment referred by the Title IX Coordinator and oversee 
investigation of those complaints as described below.  

 
 “Consent” is clear, unambiguous, and voluntary agreement between the 
participants to engage in specific sexual activity. 
 

 Prohibited Conduct 
 

 Harassment Based on Sex  
 
 Harassment based on sex consists of unwelcome sexual advances, requests for 
sexual favors, sexually motivated physical conduct or other verbal or physical conduct  
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or communication, which may include use of cell phones or the internet, of a sexual 
nature when submission to that conduct or communication is made a term or condition, 
either explicitly or implicitly, of obtaining or retaining employment or education; 
submission to or rejection of the conduct or communication by an individual is used as a 
factor in decisions affecting that individual’s employment or education; or that conduct 
or communication substantially or unreasonably interferes with an individual’s 
employment or education, or creates an intimidating, hostile or offensive employment or 
educational environment (i.e. the conduct is sufficiently serious to limit a student’s or 
employee’s ability to participate in or benefit from the educational program or work 
environment). 
 
 Examples of conduct which may constitute harassment based on sex if it meets 
the immediately preceding definition include: 

• unwelcome sexual physical contact  
• unwelcome ongoing or repeated sexual flirtation or propositions, or remarks 
• sexual slurs, leering, epithets, threats, verbal abuse, derogatory comments or 

sexually degrading descriptions 
• graphic comments about an individual’s body 
• sexual jokes, notes, stories, drawings, gestures or pictures 
• spreading sexual rumors 
• touching an individual’s body or clothes in a sexual way 
• displaying sexual objects, pictures, cartoons or posters 
• impeding or blocking movement in a sexually intimidating manner 
• sexual violence 
• display of written materials, pictures, or electronic images 
• unwelcome acts of verbal, nonverbal, written, graphic, or physical conduct 

based on sex or sex stereotyping 
 
 “Sexual harassment prohibited by Title IX” means conduct on the basis of sex 
that satisfies one or more or the following: 

• an employee of the School Board conditioning the provision of an aid, benefit, 
or service of the School Board on an individual’s participation in unwelcome 
sexual conduct; 

• unwelcome conduct determined by a reasonable person to be so severe, 
pervasive, and objectively offensive that it effectively denies a person equal 
access to the School Board’s education program or activity; or 

• “sexual assault” as defined in 20 U.S.C. § 1092(f)(6)(A)(v), “dating violence” 
as defined in 34 U.S.C. § 12291(a)(10), “domestic violence” as defined in 34 
U.S.C. § 12291(a)(8), or “stalking” as defined in 34 U.S.C.  § 12291(a)(30). 

 
 Harassment Based on Race, National Origin, Disability or Religion 
 
 Harassment based on race, national origin, disability or religion consists of 
physical or verbal conduct, which may include use of cell phones or the internet, relating 
to an individual’s race, national origin, disability or religion when the conduct 

• creates an intimidating, hostile or offensive working or educational 
environment;  
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• substantially or unreasonably interferes with an individual’s work or education; 
or 

• otherwise is sufficiently serious to limit an individual’s employment 
opportunities or to limit a student’s ability to participate in or benefit from the 
education program. 

 
 Examples of conduct which may constitute harassment based on race, national 
origin, disability or religion if it meets the immediately preceding definition include: 

• graffiti containing racially offensive language 
• name calling, jokes or rumors 
• physical acts of aggression against a person or his property because of that 

person’s race, national origin, disability or religion 
• hostile acts which are based on another’s race, national origin, religion or 

disability 
• written or graphic material which is posted or circulated and which intimidates 

or threatens individuals based on their race, national origin, disability or 
religion 

 
 Additional Prohibited Behavior 
 
 Behavior that is not unlawful may nevertheless be unacceptable for the 
educational environment or the workplace. Demeaning or otherwise harmful actions are 
prohibited, particularly if directed at personal characteristics including socioeconomic 
level regardless of whether the personal characteristic is protected by law. 
 

 “Title IX” means 20 U.S.C. §§ 1681-1688 and the implementing regulations. 
 

 “Title IX Coordinator” means the person designated by the School Board to 
coordinate its efforts to comply with its responsibilities under this policy and Title IX.  
 

The Title IX Coordinator may be contacted at 
wpscomplianceofficer@waynesboro.k12.va.us. 

 
III. Complaint Procedures 

 
Report 

 
 Any student or school personnel who believes he or she has been the victim of 
harassment prohibited by law or by this policy by a student, school personnel or a third 
party should report the alleged harassment to the Title IX Coordinator or to any school 
personnel. The alleged harassment should be reported as soon as possible, and the 
report generally should be made within fifteen (15) school days of the occurrence. 
Further, any student who has knowledge of conduct which may constitute prohibited 
harassment should report such conduct to the Title IX Coordinator or to any school 
personnel. Any school personnel who has notice that a student or other school 
personnel may have been a victim of prohibited harassment shall immediately report the  
 

mailto:wpscomplianceofficer@waynesboro.k12.va.us
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alleged harassment to the Title IX Coordinator. Any complaint that involves the Title IX 
Coordinator should be reported to the superintendent.  
 
 The reporting party should use the form, Report of Harassment, GBA-F/JFHA-F, 
to make complaints of harassment. However, oral reports and other written reports are 
also accepted.  
 
 The complaint, and identity of the person allegedly harassed and alleged 
harasser, will be disclosed only to the extent necessary to fully investigate the complaint 
and only when such disclosure is required or permitted by law. Additionally, a person 
allegedly harassed who wishes to remain anonymous shall be advised that such 
confidentiality may limit the School Division’s ability to fully respond to the complaint. 
 
 After receiving a complaint, the Title IX Coordinator makes an initial 
determination whether the allegations may be sexual harassment prohibited by Title IX. 
If they may be, the Title IX Grievance Process below is followed. If they cannot be 
sexual harassment prohibited by Title IX, then the complaint is referred to the 
Compliance Officer who follows the procedures below. 
 
 The Title IX Coordinator also determines whether the alleged harassment may 
also constitute criminal conduct and ensures that law enforcement officials are notified if 
necessary. 
 
 If the alleged harassment may also constitute child abuse, then it must be 
reported to the Department of Social Services in accordance with Policy GAE Child 
Abuse and Neglect Reporting. 
 

Investigation by Compliance Officer 
 

Generally 
 
 The Compliance Officer 

• receives complaints of harassment referred by the Title IX Coordinator; 
• conducts or oversees the investigation of any alleged harassment referred by 

the Title IX Coordinator; 
• assesses the training needs of the school division in connection with 

complaints referred by the Title IX Coordinator; 
• arranges necessary training; and 
• ensures that any harassment investigation is conducted by an impartial 

investigator who is trained in the requirements of equal 
employment/education opportunity and has the authority to protect the 
alleged victim and others during the investigation. 
 

 Compliance Officer Formal Procedure 
 
 Upon receiving a referral of a complaint of alleged prohibited harassment from 
the Title IX Coordinator, the Compliance Officer shall immediately authorize or  



File: GBA/JFHA 
Page 5 

 

© 5/21 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

undertake an investigation. The investigation may be conducted by school personnel or 
a third party designated by the school division. The investigation shall be completed as 
soon as practicable, which generally should be not later than 14 school days after 
referral of the complaint to the Compliance Officer. Upon receiving the complaint, the 
Compliance Officer shall acknowledge receipt of the complaint by giving written notice 
that the complaint has been received to both the person complaining of harassment and 
the person accused of harassment. Also, upon receiving the complaint, the Compliance 
Officer shall determine whether interim measures should be taken pending the outcome 
of the investigation. Such interim measures may include, but are not limited to, 
separating the alleged harasser and the person allegedly harassed. If the Compliance 
Officer determines that more than 14 school days will be required to investigate the 
complaint, the person allegedly harassed and the alleged harasser shall be notified of 
the reason for the extended investigation and of the date by which the investigation will 
be concluded.  
 
 The investigation may consist of personal interviews with the person allegedly 
harassed, the alleged harasser and any others who may have knowledge of the alleged 
harassment or the circumstances giving rise to the complaint. The investigation will 
consider witnesses and evidence from both the alleged harasser and the person 
allegedly harassed. The investigation may also consist of the inspection of any other 
documents or information deemed relevant by the investigator. The school division shall 
take necessary steps to protect the person allegedly harassed and others pending the 
completion of the investigation. 
 
 In determining whether alleged conduct constitutes a violation of this policy, the 
division shall consider, at a minimum: (1) the surrounding circumstances; (2) the nature 
of the behavior; (3) past incidents or past or continuing patterns of behavior; (4) the 
relationship between the parties; (5) how often the conduct occurred; (6) the identity of 
the alleged perpetrator in relation to the alleged victim (i.e. whether the alleged 
perpetrator was in a position of power over the alleged victim); (7) the location of the 
alleged harassment; (8) the ages of the parties and (9) the context in which the alleged 
incidents occurred. Whether a particular action or incident constitutes a violation of this 
policy requires a case-by-case determination based on all of the facts and 
circumstances revealed after a complete and thorough investigation. 
 
 The Compliance Officer shall issue a written report to the superintendent upon 
completion of the investigation. If the complaint involves the superintendent, then the 
report shall be sent to the School Board. The report shall include a determination of 
whether the allegations are substantiated, whether this policy was violated and 
recommendations for corrective action, if any. 
 
 All employees shall cooperate with any investigation of alleged harassment 
conducted under this policy or by an appropriate state or federal agency. 

 
Action by Superintendent 

 
 Within 5 school days of receiving the Compliance Officer’s report, the 
superintendent or superintendent’s designee shall issue a decision regarding whether 
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this policy was violated. This decision must be provided in writing to the person 
allegedly harassed and the alleged harasser. If the superintendent or superintendent’s 
designee determines that it is more likely than not that prohibited harassment occurred, 
the Waynesboro School Division shall take prompt, appropriate action to address and 
remedy the violation as well as prevent any recurrence. Such action may include 
discipline up to and including expulsion or discharge. Whether or not the superintendent 
or superintendent’s designee determines that prohibited harassment occurred, the 
superintendent or superintendent’s designee may determine that school-wide or 
division-wide training be conducted or that the person allegedly harassed receives 
counseling.  
 

Appeal 
 
 If the superintendent or superintendent’s designee determines that no prohibited 
harassment occurred, the employee or student who was allegedly subjected to 
harassment may appeal this finding to the School Board within 5 school days of 
receiving the decision. Notice of appeal must be filed with the superintendent who shall 
forward the record to the School Board. The School Board shall make a decision within 
30 calendar days of receiving the record. The School Board may ask for oral or written 
argument from the aggrieved party, the superintendent and any other individual the 
School Board deems relevant. Written notice of the School Board’s decision will be 
given to both the alleged harasser and the person allegedly harassed.  
  
 If the superintendent or superintendent’s designee determines that prohibited 
harassment occurred and discipline is imposed, the disciplined person may appeal the 
disciplinary sanction in the same manner as any other such sanction would be 
appealed. 
 
 Employees may choose to pursue their complaints under this policy through the 
relevant employee grievance procedure instead of the complaint procedure in this 
policy. 
 
 Compliance Officer Informal Procedure 
 
 If the person allegedly harassed and the person accused of harassment agree, 
the person allegedly harassed’ s principal or principal’s designee or supervisor may 
arrange for them to resolve the complaint informally with the help of a counselor, 
teacher or administrator. 
 
 If the person allegedly harassed and the person accused of harassment agree to 
resolve the complaint informally, they shall each be informed that they have the right to 
abandon the informal procedure at any time in favor of the initiation of the Compliance 
Officer Formal Procedures set forth herein. The principal or principal’s designee or 
supervisor shall notify the person allegedly harassed and the person accused of 
harassment in writing when the complaint has been resolved. The written notice shall 
state whether prohibited harassment occurred.  
 
 



File: GBA/JFHA 
Page 7 

 

© 5/21 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

 Sexual Harassment Prohibited by Title IX 
  

Definitions 
 
 “Actual knowledge” means notice of sexual harassment prohibited by Title IX or 
allegations of sexual harassment prohibited by Title IX to the Title IX Coordinator or any 
official of the school division who has authority to institute corrective measures or to any 
employee of an elementary or secondary school.  
 
 “Complainant” means an individual who is alleged to be the victim of conduct that 
could constitute sexual harassment prohibited by Title IX. 
 
 “Formal complaint” means a document filed by a complainant or signed by the 
Title IX Coordinator alleging sexual harassment prohibited by Title IX against a 
respondent and requesting that the allegation be investigated. A formal complaint may 
be filed with the Title IX Coordinator in person, by mail, or by electronic mail.  When the 
Title IX Coordinator signs a formal complaint, the Title IX Coordinator is not a 
complainant or otherwise a party. The allegations in a formal complaint must be 
investigated. In response to a formal complaint, the Title IX Grievance Process below is 
followed. 
 
 “Program or activity” includes locations, events or circumstances over which the 
School Board exercises substantial control over both the respondent and the context in 
which the sexual harassment occurs. 
 
 “Respondent” means an individual who has been reported to be the perpetrator 
of conduct that could constitute sexual harassment prohibited by Title IX. 
 
 “Supportive measures” means non-disciplinary, non-punitive individualized 
services offered as appropriate, as reasonably available, and without fee or charge to 
the complainant or the respondent before or after the filing of a formal complaint or 
where no formal complaint has been filed. Such measures are designed to restore or 
preserve equal access to the School Board’s education program or activity without 
unreasonably burdening the other party, including measures designed to protect the 
safety of all parties or the educational environment, or deter sexual harassment. 
Supportive measures may include counseling, extensions of deadlines or other course-
related adjustments, modifications of work or class schedules, campus escort services, 
mutual restrictions on contact between the parties, changes in work locations, leaves of 
absence, increased security or monitoring of parts of campus, and other similar 
measures, Any supportive measures provided to the complainant or respondent are 
maintained as confidential, to the extent that maintaining such confidentiality does not 
impair the ability to provide supportive measures. The Title IX Coordinator is 
responsible for coordinating the effective implementation of supportive measures. 
 

Title IX Grievance Process  
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 Generally 
 
 Any person may report sex discrimination prohibited by Title IX, including sexual 
harassment (whether or not the person reporting is the person alleged to be the victim 
of conduct that could constitute sex discrimination or sexual harassment), in person, by 
mail, by telephone, or by electronic mail, using the contact information listed for the Title 
IX Coordinator or by any other means that results in the Title IX Coordinator receiving 
the person’s verbal or written report. The reporting party may use the form, Report of 
Harassment, GBA-F/JFHA-F, to make a complaint. Such a report may be made at any 
time, including non-business hours, by using the telephone number or electronic mail 
address, or by mail to the office address listed for the Title IX Coordinator.  
 
 Complainants and respondents are treated equitably by offering supportive 
measures to a complainant and by following this grievance process before the 
imposition of any disciplinary sanctions or other actions that are not supportive 
measures against a respondent. 
 
 The Title IX Coordinator promptly contacts the complainant to discuss the 
availability of supportive measures, consider the complainant’s wishes with respect to 
supportive measures, inform the complainant of the availability of supportive measures 
with or without the filing of a formal complaint, and explain the process for filing a formal 
complaint.  
 

Applicants for admission and employment, students, parents or legal guardians, 
employees, and all unions or professional organizations holding collective bargaining or 
professional agreements with the School Board are notified  

• of the name or title, office address, electronic mail address, and telephone 
number of the Title IX Coordinator; and  

• that the School Board does not discriminate on the basis of sex in its 
education program or activity and that it is required by Title IX not to 
discriminate in such a manner. The notification states that the requirement not 
to discriminate extends to admission and employment and that inquiries about 
the application of Title IX may be referred to the Title IX Coordinator, the 
Assistant Secretary for Civil Rights of the United States Department of 
Education, or both.  

 
 The School Board prominently displays the contact information for the Title IX 
Coordinator and this policy on its website and in each handbook or catalog it makes 
available to persons listed above who are entitled to notifications. 
 
 Nothing herein precludes a respondent from being removed from the School 
Board’s education program or activity on an emergency basis, provided that an 
individualized safety and risk analysis determines that an immediate threat to the 
physical health or safety of any student or other individual arising from the allegations of 
sexual harassment justifies removal, and that the respondent is provided with notice 
and an opportunity to challenge the decision immediately following the removal. 
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 Nothing herein precludes a non-student employee respondent from being placed 
on administrative leave during the pendency of a grievance process 
 

This grievance process treats complainants and respondents equitably by 
providing remedies to a complainant where a determination of responsibility for sexual 
harassment has been made against the respondent, and by following this process 
before the imposition of any disciplinary sanctions or other actions that are not 
supportive measures against a respondent. Remedies are designed to restore or 
preserve equal access to the School Board’s education program or activity.   
 
 The respondent is presumed not responsible for the alleged conduct until a 
determination regarding responsibility is made at the conclusion of the grievance 
process. 
 
 All relevant evidence is evaluated objectively, including both inculpatory and 
exculpatory evidence. Credibility determinations are not based on a person’s status as a 
complainant, respondent, or witness. 
 
 Any Title IX Coordinator, investigator, decision-maker, or any person who 
facilitates an informal resolution process may not have a conflict of interest or bias for or 
against complainants or respondents generally or an individual complainant or 
respondent.  
 
 Title IX Coordinators, investigators, decision-makers, and any person who 
facilitates an informal resolution process receives training on the definition of sexual 
harassment prohibited by Title IX, the scope of the School Board’s education program 
or activity, how to conduct an investigation and grievance process including appeals, 
and informal resolution processes, and how to serve impartially, including by avoiding 
prejudgment of the facts at issue, conflicts of interest, and bias. Decision-makers 
receive training on issues of relevance of questions and evidence, including when 
questions and evidence about the complainant’s sexual predisposition or prior sexual 
behavior are not relevant. Investigators receive training on issues of relevance in order 
to create investigative reports that fairly summarize relevant evidence.  
 
 A finding of responsibility may result in disciplinary action up to and including 
expulsion for students or dismissal of employees. 
 
 The standard of evidence used to determine responsibility is preponderance of 
the evidence. 
 
 This grievance process does not allow, rely upon, or otherwise use questions or 
evidence that constitute, or seek disclosure of, information protected under a legally 
recognized privilege unless the person holding such privilege has waived the privilege. 
 

Notice of Allegations 
 
 On receipt of a formal complaint, the Title IX coordinator gives the following 
written notice to the parties who are known: 
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• notice of the grievance process, including any informal resolution process, 
and  

• notice of the allegations of sexual harassment potentially constituting sexual 
harassment prohibited by title IX, including sufficient details known at the time 
and with sufficient time to prepare a response before any initial interview. 
Sufficient details include the identities of the parties involved in the incident, if 
known, the conduct allegedly constituting sexual harassment prohibited by 
Title IX, and the date and location of the alleged incident, if known.  

 
 The written notice   

• includes a statement that the respondent is presumed not responsible for the 
alleged conduct and that a determination regarding responsibility is made at 
the conclusion of the grievance process; 

• informs the parties that they may have an advisor of their choice, who may 
be, but is not required to be, an attorney, and may inspect and review 
evidence; and  

• informs the parties of any provisions in the School Board’s code of conduct or 
the superintendent’s Standards of Student Conduct that prohibit knowingly 
making false statements or knowingly submitting false information during the 
grievance process. 

 
 If, in the course of an investigation, the investigator decides to investigate 
allegations about the complainant or respondent that are not included in the notice 
previously provided, notice of the additional allegations is provided to the parties whose 
identities are known. 
 
 Dismissal of formal complaints 
 

A formal complaint or any allegations therein must be dismissed if the conduct 
alleged in the complaint  

• would not constitute sexual harassment prohibited by title IX even if proved,  
• did not occur in the School Board’s education program or activity, or  
• did not occur against a person in the United States.  

 
Such a dismissal does not preclude action under another provision of the School 
Board’s code of conduct or the superintendent’s Standards of Student Conduct. 
 

A formal complaint or any allegations therein may be dismissed if at any time 
during the investigation:  

• a complainant notifies the Title IX Coordinator in writing that the complainant 
would like to withdraw the formal complaint or any allegations therein;  

• the respondent is no longer enrolled or employed by the School Board; or  
 

• specific circumstances prevent the School Board from gathering evidence 
sufficient to reach a determination as to the formal complaint or allegations 
therein. 
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  Investigation of formal complaint 
 
 When investigating a formal complaint and throughout the grievance process,  
the burden of proof and the burden of gathering evidence sufficient to reach a 
determination regarding responsibility rests on the School Board and not on the parties 
provided that a party’s records that are made or maintained by a physician, 
psychologist, or other recognized professional or paraprofessional acting in the 
professional’s or paraprofessional’s capacity, or assisting in that capacity, and which are 
made and maintained in connection with the provision of treatment to the party are not 
accessed, considered, disclosed or otherwise used without the voluntary, written 
consent of the party’s parent, or the party if the party is an eligible student, to do so for 
this grievance procedure.  
 
 The parties have an equal opportunity to present witnesses, including fact and 
expert witnesses, and other inculpatory and exculpatory evidence. 
 
 The ability of the parties to discuss the allegations under investigation or to 
gather and present relevant evidence is not restricted. 
 
 The parties have the same opportunities to have others present during any 
grievance proceeding, including the opportunity to be accompanied to any related 
meeting or proceeding by the advisor of their choice, who may be, but is not required to 
be, an attorney. The choice or presence of advisor for either the complainant for 
respondent is not limited in any meeting or grievance proceeding. 
 
 Any party whose participation is invited or expected is provided written notice of 
the date, time, location, participants, and purpose of all investigative interviews or other 
meetings with sufficient time for the party to prepare to participate. 
 
 The investigator provides both parties an equal opportunity to inspect and review 
any evidence obtained as part of the investigation that is directly related to the 
allegations raised in a formal complaint, including the evidence which will not be relied 
upon in reaching a determination regarding responsibility and inculpatory or exculpatory 
evidence whether obtained from a party or other source, so that each party can 
meaningfully respond to the evidence prior to conclusion of the investigation. Prior to 
the completion of the investigative report, the investigator must send to each party and 
the party’s advisor, if any, the evidence subject to inspection and review in an electronic 
format or a hard copy, and the parties must have at least 10 days to submit a written 
response, which the investigator will consider prior to completion of the investigative 
report.  
 
 The investigator creates an investigative report that fairly summarizes relevant 
evidence and, at least 10 days prior to the time a determination regarding responsibility 
 
is made, sends to each party and the party’s advisor, if any, the investigative report in 
an electronic format or a hard copy, for their review and written response. 
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 After the investigator has sent the investigative report to the parties and before 
reaching a determination regarding responsibility, the decision-maker must afford each 
party the opportunity to submit written, relevant questions that the party wants asked of 
any party or witness, provide each party with the answers, and allow for additional, 
limited follow-up questions from each party. Questions and evidence about the 
complainant’s sexual predisposition or prior sexual behavior are not relevant, unless 
such questions and evidence about the complainant’s prior sexual behavior are offered 
to prove that someone other than the respondent committed the conduct alleged by the 
complainant, or if the questions and evidence concern specific incidents of the 
complainant’s prior sexual behavior with respect to the respondent and are offered to 
prove consent. The decision-maker(s) must explain to the party proposing the question 
any decision to exclude a question as not relevant. 
 Determination regarding responsibility  
 
 The decision-maker, who cannot be the same person as the Title IX Coordinator 
or the investigator, must issue a written determination regarding responsibility. 
 
 The written determination must include 

• identification of the allegations potentially constituting sexual harassment 
prohibited by Title IX;  

• a description of the procedural steps taken from the receipt of the formal 
complaint through the determination, including any notifications to the parties, 
interviews with parties and witnesses, site visits, and methods used to gather 
other evidence; 

• findings of fact supporting the determination; 
• conclusions regarding the application of the School Board’s code of conduct 

or the superintendent’s Standards of Student Conduct to the facts; 
• a statement of, and rationale for, the result as to each allegation, including a 

determination regarding responsibility, any disciplinary sanctions the School 
Board imposes on the respondent, and whether remedies designed to restore 
or preserve equal access to the School Board’s education program or activity 
will be provided to the complainant; and 

• the procedures and permissible bases for the complainant and respondent to 
appeal. 
 

 The decision-maker must provide the written determination regarding 
responsibility to the parties simultaneously.  
 
 The determination regarding responsibility becomes final either on the date that 
the parties are provided with the written determination of the result of the appeal, if an 
appeal is filed, or, if an appeal is not filed, the date on which an appeal would no longer 
be considered timely. 
 
 The Title IX Coordinator is responsible for effective implementation of any 
remedies. 
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Appeals  
 

Either party may appeal from a determination regarding responsibility or from a 
dismissal of a formal complaint or any allegations therein, on the following bases: 

• procedural irregularity that affected the outcome of the matter; 
• new evidence that was not reasonably available at the time the determination 

regarding responsibility or dismissal was made, that could affect the outcome 
of the matter; and  

• the Title IX Coordinator, investigator, or decision-maker had a conflict of 
interest or bias for or against complainants or respondents generally or the 
individual complainant or respondent that affected the outcome of the matter.  

 
Notification of appeal must be given in writing to the Title IX Coordinator. 

 
As to all appeals, the Title IX Coordinator  
• notifies the other party in writing when an appeal is filed and implements 

appeal procedures equally for both parties;  
• ensures that the decision-maker for the appeal is not the same person as the 

decision-maker that reached the determination regarding responsibility or 
dismissal, the investigator, or the Title IX Coordinator; and  

• ensures that the decision-maker for the appeal complies with the standards 
set forth in title IX and this policy. 

 
 The appeal decision-maker 

• gives both parties a reasonable, equal opportunity to submit a written 
statement in support of, or challenging, the outcome; 

• reviews the evidence gathered by the investigator, the investigator’s report, 
and the decision-makers written decision;   

• issues a written decision describing the result of the appeal and the rationale 
for the result; and 

• provides the written decision simultaneously to both parties and the Title IX 
Coordinator.  
 

 Timelines 
 
 The investigative report will be provided to the parties within 35 days from the 
date the formal complaint is filed. 
 
 A decision will be issued within 10 working days from the date the investigative 
report is submitted to the decision-maker. 
 
 Either party may appeal within 5 working days from the date the written 
determination regarding responsibility is given to the parties. 
 
 Any appeal will be resolved with 15 calendar days from the filing of the appeal. 
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If the parties agree to an informal resolution process, these deadlines are tolled 
from the time one party requests an informal resolution process until either the time the 
other party responds, if that party does not agree to the informal resolution process, or 
until either party withdraws from the informal resolution process. 
 
 Temporary delays of the grievance process or the limited extension of time 
frames for good cause with written notice to the complainant and the respondent of the 
delay or extension and the reasons for the action are permitted. Good cause may 
include considerations such as the absence of a party, a party’s advisor, or a witness; 
concurrent law enforcement activity; disciplinary processes required by law or School 
Board policy; or the need for language assistance or accommodation of disabilities. 
 
 Informal Resolution Process 
 

At any time during the formal complaint process and prior to reaching a 
determination regarding responsibility, the parties may participate in an informal 
resolution process, such as mediation, that does not involve a full investigation and 
determination of responsibility. When one party requests an informal resolution process, 
the other party must respond to the request within 3 days. The informal resolution 
process must be completed within 10 days of the agreement to participate in the 
process.  
 

The informal resolution process may be facilitated by a trained educational 
professional, consultant, or other individual selected by the Title IX Coordinator under 
the following conditions: 

• the parties are provided a written notice disclosing the allegations, the 
requirements of the informal resolution process, including the circumstances 
under which it precludes the parties from resuming a formal complaint arising 
from the same allegations; provided, however that at any time prior to 
agreeing to a resolution, any party has the right to withdraw from the informal 
resolution process, resume the grievance process with respect to the formal 
complaint, and be informed of any consequences resulting from participating 
in the informal resolution process, including the records that will be 
maintained or could be shared; 

• the parties, voluntarily and in writing, consent to the informal resolution 
process; and 

• the informal resolution process cannot be used to resolve allegations that an 
employee sexually harassed a student. 

 
If the matter is resolved to the satisfaction of the parties, the facilitator shall 

document the nature of the complaint and the resolution, have both parties sign the 
documentation and receive a copy, and forward it to the Title IX Coordinator. If the 
matter is not resolved, the formal complaint process is resumed. 

 
Parties cannot be required to participate in an informal resolution process. 
 
An informal resolution process is not offered unless a formal complaint is filed. 
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Recordkeeping 
 

The School Board will maintain for a period of seven years records of:  
• each investigation of allegations of sexual harassment prohibited by Title IX 

including any determination regarding responsibility and any audio or 
audiovisual recording or transcript, if any, required under the Title IX 
regulations, any disciplinary sanctions imposed on the respondent, and any 
remedies provided to the complainant designed to restore or preserve equal 
access to School Board’s education program or activity;  

• any appeal and the result therefrom;  
• any informal resolution and the result therefrom; and  
• all materials used to train Title IX Coordinators, investigators, decision-

makers, and any person who facilitates an informal resolution process. These 
materials will also be made available on the School Board’s website.   
 

For each response required under 34 C.F.R. § 106.44, the School Board must 
create, and maintain for a period of seven years, records of any actions, including any 
supportive measures, taken in response to a report or formal complaint of sexual 
harassment prohibited by Title IX. In each instance, the School Board will document the 
basis for its conclusion that its response was not deliberately indifferent, and document 
that it has taken measures designed to restore or preserve equal access to its 
education program or activity. If the School Board does not provide a complainant with 
supportive measures, then it will document the reasons why such a response was not 
clearly unreasonable in light of the known circumstances.  
 
IV. Retaliation 

 
 Retaliation against students or school personnel who report harassment or 
participate in any related proceedings is prohibited. The school division shall take 
appropriate action against students or school personnel who retaliate against any 
student or school personnel who reports alleged harassment or participates in related 
proceedings. The Title IX Coordinator will inform persons who make complaints, who 
are the subject of complaints, and who participate in investigations of how to report any 
subsequent problems. 
 
V. Right to Alternative Complaint Procedure 
 
 Nothing in this policy shall deny the right of any individual to pursue other 
avenues of recourse to address concerns relating to prohibited harassment including 
initiating civil action, filing a complaint with outside agencies or seeking redress under 
state or federal law. 
 
VI. Prevention and Notice of Policy 

 
 Training to prevent harassment prohibited by law or by this policy is included in 
employee and student orientations as well as employee in-service training.   
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 This policy is (1) displayed in prominent areas of each division building in a 
location accessible to students, parents and school personnel (2) included in the 
student and employee handbooks; and (3) sent to parents of all students within 30 
calendar days of the start of school. Further, all students, and their parents/guardians, 
and employees are notified annually of the names and contact information of the 
Compliance Officers. 
 
VII. False Charges 

 
 Students or school personnel who knowingly make false charges of harassment 
shall be subject to disciplinary action as well as any civil or criminal legal proceedings. 
 
Adopted:  11/12/2013 
Reviewed/Revised:  12/8/2015, 10/13/2020, 8/10/2021, 5/10/2022 
 
Legal Refs: 20 U.S.C. §§ 1681-1688. 
  29 U.S.C. § 794. 
  42 U.S.C. §§ 2000d-2000d-7. 
  42 U.S.C. §§ 2000e-2000e-17. 
  42 U.S.C. § 2000ff-1. 
  34 C.F.R. 106.2, 106.8,106.9, 106,30, 106.44, 106.45, 106.71. 
 

Code of Virginia, 1950 as amended, §§ 2.2-3900, 2.2-3901, 2.2.3902, 
22.1-23.3, 22.1-295.2. 

  
Cross Refs: AC   Nondiscrimination 
  AD   Educational Philosophy 
  GAB/IIBEA  Acceptable Computer System Use 
  GB   Equal Employment Opportunity/Nondiscrimination 
  GBA-F/JFHA-F  Report of Harassment 
  GBM     Professional Staff Grievances 
  GBMA   Support Staff Grievances 
  JB   Equal Educational Opportunities/Nondiscrimination 
  JFC   Student Conduct 
  GCPD   Professional Staff Discipline 
  GAE   Child Abuse and Neglect Reporting 
  KKA   Service Animals in Public Schools 
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PROHIBITION OF ABUSIVE WORK ENVIRONMENTS  
 

The Waynesboro School Board prohibits abusive work environments in the 
school division.   

 
Any School Board employee who contributes to an abusive work environment is 

appropriately disciplined. 
 
Retaliation or reprisal against School Board employees who make allegations of 

abusive work environments or assist in the investigation of allegations of abusive work 
environments is prohibited.   
 
Definitions 
 

As used in this policy, 

"Abusive conduct" means conduct of a School Board employee in the workplace 
that a reasonable person would find hostile and that is severe enough to cause physical 
harm or psychological harm to another School Board employee based on a 
determination in which the following factors are considered: the severity, nature, and 
frequency of the conduct and, when applicable, the continuation of the conduct after a 
School Board employee requests that it cease or demonstrates outward signs of 
physical harm or psychological harm in the face of the conduct. "Abusive conduct" 
includes verbal or physical conduct that a reasonable person would find threatening, 
intimidating, or humiliating; the gratuitous sabotage or undermining of another School 
Board employee's work performance; attempts to exploit another School Board 
employee's known psychological or physical vulnerability; or repeated infliction of verbal 
abuse, such as the use of derogatory remarks, insults, or epithets. "Abusive conduct" 
does not include (i) a single act, unless it is especially severe, or (ii) conduct that the 
School Board proves with clear and convincing evidence is necessary for the 
furtherance of its legitimate and lawful interests. 

"Abusive work environment" means a workplace in the school division in which 
abusive conduct occurs. 

"Physical harm" means a material impairment of a School Board employee's 
physical health or bodily integrity, as documented by a licensed physician or another 
licensed health care provider. 

"Psychological harm" means a material impairment of a School Board 
employee's mental health, as documented by a licensed psychologist, psychiatrist, or 
psychotherapist or another licensed mental health care provider. 

Adopted:  10/13/2020 
Reviewed/Revised:  8/10/2021, 5/10/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-291.4 
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STAFF COMPENSATION PROCEDURES 
 

 Employees are paid in accordance with the Waynesboro School Division pay 
schedule. Employees who work less than 12 months are given a copy of the document 
entitled “Written Notice of How Employees Who Work Less Than 12 Months are to be 
Paid.”   
 
Adopted:  7/12/2016 
Reviewed/Revised:  10/8/2019, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-78. 
 
Cross Ref.: GBC-E2 Notice of How Employees Who Work Less Than 12 Months  

  Are To Be Paid 
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NOTICE OF HOW EMPLOYEES WHO WORK LESS THAN 12 MONTHS 
ARE TO BE PAID 

 
This notifies [name of employee] that Waynesboro school division requires him or 

her to be paid over 12 months regardless of the fact that he or she will actually work 
over a shorter time period. Specifically [name of employee] will receive 12 equal 
monthly payments of [dollar amount of each payment] beginning on [date]. 
 

In the event that a separation from service occurs before the end of the 12-month 
payment period, [name of employee] will be entitled to an additional payment for the 
amount actually earned from the beginning of the 12-month pay period until the date of 
separation from service which has not yet been paid. This additional payment will be 
included in the employee’s final paycheck. For this purpose, “separation from service” 
has the same meaning as that term is defined in section 1.409A-1(h) of the Treasury 
Regulations. 
 
Adopted:  7/12/2016 
Reviewed/Revised:  10/8/2019, 5/10/2022 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



 File: GBD 
(Also BG) 

© 2/19 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

BOARD-STAFF COMMUNICATIONS 
 

The Waynesboro School Board supports and encourages two-way 
communication between the board and employees. The superintendent is the official 
representative of the school board in its relations and communications with its 
employees.  

 
Employees are encouraged to communicate their ideas and concerns in an 

orderly and constructive manner to the school board and/or the superintendent or 
superintendent’s designee. 
 

The school board desires to develop and maintain the best possible working 
relationship with the employees of the school division. The school board welcomes the 
viewpoints of employees, and allows time at its meetings for employees to be heard. 
 

The school board does not discriminate against any employee because of 
membership in an employee organization, or participation in any lawful activities of the 
organization. 
 
Adopted:  9/13/1994 
Reviewed/Revised:  1/8/2013, 10/8/2019, 2/8/2022, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-253.13:7. 
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STAFF HEALTH 
  

As a condition of employment every new employee of the School Board including 
teachers, cafeteria workers, janitors and bus drivers, shall submit a certificate signed by 
a licensed physician, physician assistant, nurse practitioner or registered nurse stating 
the employee appears free of communicable tuberculosis. Volunteers may be required 
to provide such a certificate. 
 

After consulting with the local health director, the School Board may require the 
submission of such certificates annually, or at such intervals as it deems appropriate, as 
a condition to continued employment. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  2/14/2017, 5/10/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-300, 54.1-2952.2, 54.1-
2957.02. 
 
Cross Ref.: EBAB  Possible Exposure to Viral Infections 
  EBBB  Personnel Training—Viral Infections 
GDQ   School Bus Drivers 
JHCC  Communicable Diseases 
JHCCA Blood-Borne Contagious or Infectious Diseases 
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STAFF HEALTH REGULATION 

Tuberculosis Screening 
 

1. As a condition to employment, all Waynesboro Public Schools’ employees, 
including without limitation teachers, cafeteria workers, janitors, and bus drivers, 
shall complete the TB risk assessment and determine whether or not the 
employee is at low or high risk for TB disease or infection.  The TB risk 
assessment will be conducted by the Head Nurse (RN) of Waynesboro Public 
Schools as the first step in such determination.  This must be documented prior 
to beginning employment. 

 
2. If the employee is determined to be low risk by the TB risk assessment, then no 

further evaluation is needed. 
 

3. If the employee is determined to be at high risk, then the Head Nurse (RN) of 
Waynesboro Public Schools will refer the employee to the Public Health 
Department for evaluation.   
 

4. As a result of a referral for further evaluation for TB disease or infection, the 
employee must submit a certificate signed by a licensed physician, physician 
assistant, or by a registered nurse licensed pursuant to Article 2 (§ 54.1-3016et 
seq.) of Chapter 30 of Title 54.1, stating that such employee appears free of 
communicable tuberculosis. Such certificate shall be based on recorded results 
of such skin tests, X-rays and other examinations, singly or in combination, as 
are deemed necessary by a licensed physician that have been performed within 
the twelve months' period immediately preceding submission of the certificate.  

 
5. After consulting with the local health director, the School Board may require the  

submission of such certificates annually or at such intervals as it deems 
appropriate, as a condition of continued employment. This health certificate may 
also be required for volunteers. 

 
Medical Examinations or Records 
 
The Waynesboro School Board shall not require any employee to pay the costs of a  
medical examination or the cost of furnishing medical records required as a condition to  
continued employment.  Nothing in this section shall prohibit the immediate supervisor  
from requesting an employee to submit a physician's certificate verifying the illness of an 
employee or a determination for “fitness for duty” at the employee's expense. 
 
The School Board requires alcohol and drug testing in accordance with Policy GDQ 
School Bus Drivers. 
 
Bloodborne Pathogens Training 
 
All employees are required to participate in training regarding blood borne pathogens on 
an annual basis.  Documentation of participation in the training shall be maintained in 
the Departments of Student Services and Human Resources. 
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Adopted:  8/8/1996 
Reviewed/Revised:  8/8/2001, 2/14/2017, 10/10/2017, 5/10/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-178, 22.1-300, 22.1-301, 

54.1-2952.2, 54.1-2957.02. 
 
Cross Ref.: EBAB  Possible Exposure to Viral Infections 
  EBBB  Personnel Training -Viral Infections 

GDQ   School Bus Drivers 
JHCC  Communicable Diseases 
JHCCA Blood-Borne Contagious or Infectious Diseases 

 
                       Waynesboro Public Schools:   Health Services 
                                                                        Regulations and Procedures 
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BLOODBORNE PATHOGENS EXPOSURE CONTROL PLAN 

The Waynesboro City Public School System is committed to providing a safe and 
healthful work environment for our entire staff.  In pursuit of this endeavor, the 
following exposure control plan (ECP) is provided to eliminate or minimize 
occupational exposure to bloodborne pathogens in accordance with OSHA standard 
29 CFR 1910.1030, “Occupational Exposure to Bloodborne Pathogens.” 
 
The ECP is a key document to assist our school system in implementing and ensuring 
compliance with the standard, thereby protecting our employees.  This ECP includes: 
 
• Determination of employee exposure. 
• Implementation of various methods of exposure control, including: 

  Universal precautions 
  Engineering and work practice controls 
  Personal protective equipment 
  Housekeeping 

• Post-exposure evaluation and follow-up 
• Communication of hazards to employees and training 
• Record keeping 
• Procedures for evaluating circumstances surrounding an exposure incident 

 
Communication of Hazards to Employees 
 

Employees will be informed of hazards through a system of color coding (red 
bags, red containers), as well as a training program which is discussed in this 
written plan. 

 
The school nurse will ensure warning labels are affixed or red bas are used as 
required is regulated waste or contaminated equipment is brought into the facility.  
Employees are to notify the school nurse if they discover regulated waste 
containers, refrigerators containing blood or OPIM, contaminated equipment, etc. 
without proper labels. 

 
POST-EXPOSURE EVALUATION AND FOLLOW-UP 
 
Should an exposure incident occur, contact the immediate supervisor. 
 
An immediately available confidential medical evaluation and follow-up will be initiated 
by the school nurse.  Following the initial first aid (clean the wound, flush eyes or other 
mucous membrane, etc.), the following activities will be performed: 
 

• Document the routes of exposure and how the exposure occurred 
• Identify and document the source individual (unless the employer can establish 

that identification is infeasible or prohibited by state or local law) 
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Adopted:  10/1/1992                              
Reviewed/Revised: 4/24/2003, 9/12/2017, 5/10/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-178, 22.1-300, 22.1-301, 

54.1-2952.2, 54.1-2957.02. 
 
Cross Ref.: EBAB  Possible Exposure to Viral Infections 
                                            
              Waynesboro Public Schools:   Health Services 
                                                                                            Regulations and Procedures 
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UNLAWFUL MANUFACTURE, DISTRIBUTION, DISPENSING, 
POSSESSION OR USE OF A CONTROLLED SUBSTANCE 

 
Generally 
 

The Waynesboro School Board is committed to maintaining a Drug-Free 
Workplace. 
 
Prohibited Conduct 
 

Employees may not unlawfully manufacture, distribute, dispense, possess or use a 
controlled substance on school property, at any school activity or on any school-
sponsored trip. It is a condition of employment that each employee of the Waynesboro 
School Board will not engage in such prohibited conduct and will notify the Waynesboro 
School Board of any criminal drug conviction for a violation occurring on school property, 
at any school activity or on any school-sponsored trip no later than 5 days after such 
conviction. An employee who is convicted of criminal drug activity for a violation occurring 
on school property, at any school activity or on any school-sponsored trip will be subject 
to appropriate discipline, up to and including termination, or required to satisfactorily 
participate in a drug abuse assistance or rehabilitation program. 
 
Discipline 
 

Within 30 days of receiving notice from a School Board employee as described 
above, the superintendent and School Board will take appropriate personnel action up to 
and including dismissal of any employee found to have engaged in prohibited conduct 
listed above or require satisfactory participation in a drug abuse assistance or 
rehabilitation program approved by a federal, state, or local health, law enforcement, or 
other appropriate agency. 

  
Distribution of Policy 
 

All employees are given a copy of this policy. 
 
Drug-Free Awareness Program 
 

The Waynesboro School Board shall establish a drug-free awareness program to 
inform its employees about the dangers of drug abuse in the workplace, the Board’s policy 
of maintaining a drug-free workplace, any available drug counseling, rehabilitation, and 
employee assistance programs and the penalties that may be imposed upon employees 
for violations of laws and policies regarding drug abuse. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  2/14/2020, 10/13/2020, 5/10/2022 

 
Legal Refs.: 41 U.S.C. §§ 8103, 8104. 
 
  Code of Virginia, 1950, as amended, § 22.1-78. 
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Cross Refs.: GCPD Professional Staff Discipline 
GDQ School Bus Drivers 
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STAFF WEAPONS IN SCHOOL 
 

No one may possess or use any firearm or any weapon, as defined in Policy 
JFCD Weapons in School, on school property (including school vehicles), on that 
portion of any property open to the public and then exclusively used for school-
sponsored functions or extracurricular activities while such functions or activities are 
taking place or on any school bus without authorization of the superintendent or 
superintendent’s designee. The superintendent or superintendent’s designee is 
permitted to give authority to possess a firearm on school property only to persons 
expressly authorized by statute to possess a firearm on school property. 
 
Violation of this policy by an employee will result in appropriate personnel action up to 
and including dismissal.  
 
Illegal conduct will be reported to law enforcement officials.  
 
Adopted:  2/14/2017 
Reviewed/Revised:  12/10/2019, 10/13/2020, 5/10/2022 
 
Legal Refs: Code of Virginia, 1950, as amended, §§ 18.2-308.1, 22.1-78, 22.1-

279.3:1, 22.1-280.2:1, 22.1-280.2:4. 
  
  8 VAC 20-560-10. 
 
Cross Refs.: CLA    Reporting Acts of Violence and Substance 
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TOBACCO PRODUCTS AND NICOTINE VAPOR PRODUCTS 

Generally 

 Students are prohibited from possessing any tobacco product or nicotine vapor 
product on a school bus, on school property, or at an on-site or off-site school 
sponsored activity. 

In addition, the use or distribution of any tobacco product or nicotine vapor 
product, on a school bus, on school property, or at an on-site or off-site school-
sponsored activity is prohibited. 

The superintendent is responsible for developing a regulation which contains 
• provisions for the enforcement of this policy among students, employees, 

and visitors, including the enumeration of possible sanctions or 
disciplinary actions, and  

• referrals to resources to help staff and students overcome tobacco 
addiction. 

 
Definitions 
  

“Nicotine vapor product” means any noncombustible product containing nicotine 
that employs a heating element, power source, electronic circuit, or other electronic, 
chemical, or mechanical means, regardless of shape or size, that can be used to 
produce vapor from nicotine in a solution or other form. "Nicotine vapor product" 
includes any electronic cigarette, electronic cigar, electronic cigarillo, electronic pipe, or 
similar product or device and any cartridge or other container of nicotine in a solution or 
other form that is intended to be used with or in an electronic cigarette, electronic cigar, 
electronic cigarillo, electronic pipe, or similar product or device. "Nicotine vapor product" 
does not include any product regulated by the FDA under Chapter V (21 U.S.C. § 351 et 
seq.) of the Federal Food, Drug, and Cosmetic Act. 

 
"Tobacco product" means any product made of tobacco and includes cigarettes, 

cigars, smokeless tobacco, pipe tobacco, bidis, and wrappings. "Tobacco product" does 
not include any nicotine vapor product, alternative nicotine product, or product that is 
regulated by the FDA under Chapter V (21 U.S.C. § 351 et seq.) of the Federal Food, 
Drug, and Cosmetic Act. 

Adopted:  4/11/1996 
Reviewed/Revised:  2/14/2017, 12/10/2019, 5/10/2020 
 
Legal Refs.: 20 U.S.C. §§ 6083, 7183. 
 

Code of Virginia, 1950, as amended, §§ 18.2-371.2, 22.1-79.5, 22.1-
279.6.  

 
Cross Refs.: CLA Reporting Acts of Violence and Substance Abuse 
 JFC-R Standards of Student Conduct 
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JFCH/KGC Tobacco Products and Nicotine Vapor Products 
KG Community Use of School Facilities 
KGB Public Conduct on School Property 
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EMPLOYEE/PUPIL ACCIDENT REPORT 
 

 
Building administrators are responsible for the safety of pupils and employees working 
under their direction.  The administrator shall investigate any injury to an employee or 
pupil which occurs during the workday or school day.  Employees must report their 
accident to Workers’ Compensation (VRSA), at the time of the accident or as soon as 
feasible.  Should the employee refuse to report the accident to Workers’ Compensation, 
the administrator should contact VRSA to report the accident.  If the accident is of a 
serious nature, the administrator shall contact the Benefits Manager as soon as 
possible. The building administrators will update employees annually on these 
procedures along with any changes in contact information.   
 
 All school division employees are responsible for providing proper supervision for 
students to ensure student safety and report unsafe situations to their direct supervisor.  
In the event of a student injury, the Pupil Accident Report Form shall be completed 
immediately at the building level and filed with the Office of Student Services, within five 
(5) working days of the date of any injury. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  12/10/2019, 5/10/2022 
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File: GBEF/JHCL 
 

LACTATION SUPPORT 

 The superintendent shall designate a non-restroom location in each school as an 
area in which any mother who is employed by the Waynesboro School Board or 
enrolled as a student in the division may take breaks of reasonable length during the 
school day to express milk to feed her child until the child reaches the age of one. The 
area must be shielded from public view. 

Adopted:  2/14/2017 
Reviewed/Revised: 5/10/2022 

Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-79.6.  
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STAFF PARTICIPATION IN POLITICAL ACTIVITIES 
 

The Waynesboro School Board recognizes the right of its employees to engage 
in political activity. 

 
 The Board also recognizes that school time and school property should not be 
used for partisan political purposes. Thus, when engaging in political activities, an 
employee may not 
 

• use the employee’s position within the school division to further a political 
cause; 
 

• engage in any activity supporting or opposing a candidate or political party 
while on duty, while on school property during school hours, or while 
representing the school division; 
 

• suggest in any manner that the school division or any component of it 
supports or opposes a candidate for election to any office; or 
 

• use any school division property to engage in any activity supporting or 
opposing a candidate for public office or a political party. 

 
 These restrictions are not intended to limit the rights of school division employees 
to support or oppose any political candidate or party on their own time. They are 
intended to minimize distractions from instruction, to assure that no public funds are 
used to support any candidate for public office, and to assure that the public is not given 
the false impression that the school division supports or opposes any political candidate 
or party. School division employees who engage in political activities on their own time 
must make it clear that their views and actions represent their individual positions and 
do not represent the views of the school division. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  2/14/2017, 5/11/2021, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78 
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STAFF GIFTS AND SOLICITATIONS  
 

 Exchange of gifts between students and/or parents and staff is discouraged.  
 
 No school division employee solicits money, property, goods or services for 
personal use or use by staff or students during school hours on school property without 
written authorization from the superintendent or superindent’s designee. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  2/14/2017, 5/11/2021, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78. 
 
Cross Refs.: GAH  School Employee Conflict of Interest 
  JL  Fund Raising and Solicitation 
  KGA   Sales and Solicitations in Schools 
  KMA  Relations with Parent Organizations 
  KQ  Commercial, Promotional and Corporate Sponsorships and  
    Partnerships 
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PERSONNEL RECORDS 
 

Present and past employees have access to their personnel information 
maintained by the Waynesboro School Division. 
 

If information relative to employment is requested by banks or other 
establishments or individuals, written permission from the employee to release such 
information is required, except to comply with a judicial order, a lawfully issued 
subpoena, the Virginia Freedom of Information Act (Va. Code § 2.2-3700 et seq.), or 
other law or court order. The employee will be notified of the request for records. 
 

The superintendent or superintendent’s designee is responsible for maintaining a 
system of personnel records for all employees of the School Board. Personnel files of all 
School Board employees may be produced and maintained in digital or paper format. 
 

Teacher performance indicators, or other data collected by or for the Department 
of Education or the School Board or made available to and able to be used to judge the 
performance or quality of a teacher, maintained in a teacher's personnel file or 
otherwise, is confidential but may be disclosed, in a form that does not personally 
identify any student or other teacher, (i) pursuant to court order, (ii) for the purposes of a 
grievance proceeding involving the teacher, or (iii) as otherwise required by state or 
federal law. Nothing in this policy prohibits the release of or limits the availability of 
nonidentifying, aggregate teacher performance indicators or other data. 
 
Adopted:  2/14/2013 
Reviewed/Revised:  11/12/2013, 7/8/2014, 10/11/2016, 12/10/2019, 5/11/2021, 

5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-3705.1, 2.2-3800 et seq., 

22.1-295.1. 
 
Cross Ref.: CBA  Qualifications and Duties for the Superintendent 
 GA  Personnel Policies Goals 
 GBLA  Third Party Complaints Against Employees 
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THIRD-PARTY COMPLAINTS AGAINST EMPLOYEES 
 

Any parent or guardian of a student enrolled in the Waynesboro Public Schools 
or any resident of Waynesboro may file a complaint regarding an employee of the 
Waynesboro School Board. Such complaint should be filed with the superintendent or 
superintendent’s designee. If the complaint involves allegations that an employee of the 
Waynesboro School Board has abused or neglected a child in the course of his 
employment, the complaint will be investigated in accordance with Va. Code §§ 63.2-
1503, 63.2-1505 and 63.2-1516.1. 
 

Information determined to be unfounded after a reasonable administrative review 
is not maintained in any employee personnel file, but may be retained in a separate 
sealed file by the administration if such information alleges civil or criminal offenses. 
Any dispute over such unfounded information, exclusive of opinions retained in the 
personnel file, or in a separate sealed file, notwithstanding the provisions of the 
Government Data Collection and Dissemination Practices Act, Va. Code §§ 2.2-3800 et 
seq., is settled through the employee grievance procedure as provided in Va. Code §§ 
22.1-306 and 22.1-308 through 22.1-314. 
 

Individuals lodging a complaint are notified in writing that the complaint has been 
received and is being investigated. 
 

The complaint should be filed as soon as possible after the alleged incident, 
usually within 15 school days, and will be processed promptly, usually within 15 days. 
 
Adopted:  3/14/2017 
Reviewed/Revised:  12/10/2019, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-3800 et seq., 22.1-70, 22.1-
78, 22.1-295.1. 
 
Cross Refs.: GB  Equal Employment Opportunity/Nondiscrimination 

GBA/JFHA Prohibition Against Harassment and Retaliation 
GBL  Personnel Records 
GBM  Professional Staff Grievances 
GBMA  Support Staff Grievances 
JB  Equal Educational Opportunities/Nondiscrimination 
GAE  Child Abuse and Neglect Reporting 
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PROFESSIONAL STAFF GRIEVANCES 
 

The Waynesboro School Board adopts the most recent version of Procedure for 
Adjusting Grievances promulgated by the Virginia Board of Education based on current 
statutory provisions. 
 
Adopted:  11/12/2013 
Reviewed/Revised:  7/8/2014, 5/10/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-253.13:7 and 22.1-306 et 

seq. 
 
  8 VAC 20-90-10 through 8 VAC 20-90-80 and accompanying forms   
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SUPPORT STAFF GRIEVANCES 

The Waynesboro School Board adopts the following procedure in accordance 
with § 22.1-79(6) of the Code of Virginia, as amended.  Nothing in this procedure is 
intended to create, nor shall it be construed as creating, a property right in employment, 
nor shall this procedure be interpreted to limit in any way whatsoever the School 
Board’s exclusive final authority over the employment and supervision of its personnel. 

 
 The following words and terms are defined as indicated when used in this 
procedure, unless the context clearly indicates otherwise. 
 
  "Days" means calendar days unless a different meaning is clearly expressed in 
this procedure. Whenever any period of time fixed by this procedure shall expire on a 
Saturday, Sunday or legal holiday, the period of time for taking action under this 
procedure shall be extended to the next day that is not a Saturday, Sunday or legal 
holiday. Working days" means those days that the Waynesboro School Board office is 
open for business. 
 
 "Dismissal" means the termination of employment of any covered employee with 
or without cause during the term of such employee's employment.  
 
 "Employee" or "employees" means all full-time employees of the Waynesboro 
School Board who have completed the required probationary period except the 
superintendent and those employees covered under the provisions of Articles 2 and 3 of 
Chapter 15 of Title 22.1 of the Code of Virginia, as amended. "Employee" does not 
mean a part-time or temporary employee. 
 
 “Grievance” means a complaint or dispute involving the dismissal or other 
disciplinary action of an employee. A dismissal, reassignment or other action pursuant 
to a Reduction in Force (RIF) is not a disciplinary action and is not grievable. Employee 
evaluations are not disciplinary actions and are not grievable. “Grievance” does not 
mean a complaint or dispute regarding the suspension of an employee. The procedure 
for the suspension of employees is set forth in Policy GCPF Suspension of Staff 
Members. 
 
Procedure 
 

1. Written notice of the proposed dismissal or other disciplinary action, along with a 
statement of the reasons for the action, shall be given to the employee by the 
employee’s building administrator or department head. Upon receipt of the 
recommendation, the employee is required to meet with a Human Resources 
administrator.  During this meeting the employee receives a copy of this policy as 
notice of the employee’s grievance rights. The employee may file a written 
request for a hearing with the superintendent within ten (10) working days of 
receiving the written notice. The failure to file such a request within the 
prescribed time will constitute a waiver of the right to a hearing and the dismissal 
or other disciplinary action will become final without a hearing or further notice. 
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2. Upon receiving a timely written request, the superintendent shall select an 

impartial hearing administrator to hear the grievance. The hearing administrator 
will hold a hearing within fifteen (15) working days of receipt of the employee's 
request. Notice of the hearing shall be given orally or in writing to the employee 
at least five (5) working days before the hearing. The employee and the school 
division will share the cost of the hearing administrator and the cost of recording 
the hearing equally. 
 

3. The employee and the employee’s supervisor may be represented by legal 
counsel or a lay advocate at the hearing, but not both. The division may also be 
represented by legal counsel at the hearing. The hearing will be private and the 
hearing administrator will have full discretion over the conduct of the hearing. 
However, the employee and the division representative may make opening 
statements, may present all material and relevant evidence, including the 
testimony of witnesses, and may cross examine witnesses. Witnesses may be 
questioned by the hearing administrator. 
  

4. The hearing administrator shall give the employee and the division representative 
a written decision within ten (10) working days after the completion of the 
hearing. The decision shall be based on the evidence relevant to the issues 
produced at the hearing in the presence of each party. 

5. The decision may be appealed to the School Board by providing written notice of 
appeal to the superintendent within five (5) working days of receiving the decision 
of the hearing administrator. Upon timely appeal, the School Board shall decide 
the appeal on the written record and render its decision within thirty (30) days of 
the appeal. 

Adopted:  2/14/1995 
Reviewed/Revised:  10/8/2013, 10/11/2016, 10/13/2020, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-79(6), 22.1-311, 22.1-313. 

Cross Refs.: GCPF   Suspension of Staff Members 
GDG   Support Staff Probationary Period 

 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-79(6), 22.1-311, 22.1-313. 
 
Cross Refs.: GCPF   Suspension of Staff Members 

GDG   Support Staff Probation 
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STAFF HIRING PROCEDURES 
 

It is the desire of the Waynesboro School Board to recruit, hire and retain the best 
possible qualified applicants.  

 
The Superintendent is responsible for developing procedures for advertising 

vacancies and new positions. Those procedures will be designed to ensure that all 
openings are properly advertised to give all interested and qualified parties the opportunity 
to apply. While most positions will be filled using those procedures, the School Board 
may, at the request of the Superintendent, fill positions in other ways. For example, the 
School Board may authorize the filling of a position to accommodate the disability of an 
employee, to transfer an employee when it is determined to be in the best interest of the 
school division, to satisfy the rights of employees returning from leave, to move an 
employee whose performance is unsuccessful to a position in which the employee might 
be successful or to discipline an employee for conduct deficiencies.  

 
Current division employees are given an opportunity to apply for positions for which 

they are qualified.  
 

The applicant determined to be the best qualified shall be selected for a vacant or 
new position, regardless of whether the applicant is an internal or external candidate. 
 

Application for employment in the Waynesboro Public Schools shall be made on 
forms provided by the Assistant Superintendent. 
 

It is the responsibility of the applicant to furnish accurate information and any 
falsification of either information or credentials is cause for dismissal or refusal to employ. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  3/14/2017, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78. 
 
Cross Refs.: AC  Nondiscrimination 
  GA  Personnel Policies Goals 

GCDA Effect of Criminal Conviction or Founded Complaint of Child 
Abuse or Neglect 
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VIRGINIA RETIREMENT SYSTEM 

All eligible employees must be members of the Virginia Retirement System. 
Employee retirement benefits are governed by the rules and regulations established by 
the Virginia Retirement System. 

Adopted:  2/14/1995 
Reviewed/Revised:  3/14/2017, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950 as amended, §§ 22.1-78, 51.1-135. 

Cross Ref.: GBR   Voluntary Retirement Savings Program 
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VOLUNTARY RETIREMENT SAVINGS PROGRAM 

The Waynesboro School Division offers its employees the opportunity to 
participate in a defined contribution retirement plan, also known as a tax-sheltered 
annuity or 403(b) program. This program is maintained and operated pursuant to a 
written plan. 

The written plan contains all the material terms and conditions for eligibility, 
benefits, applicable limitations, the contracts available under the plan and the time and 
form under which benefit distributions may be made. 

The written plan also addresses any optional features, including hardship 
withdrawal distributions, loans, plan-to-plan or annuity contract-to-annuity contract 
transfers and acceptance of rollovers to the plan, which are included in the Division’s 
program. 

The written plan may  
• allocate responsibility for administrative functions, including functions to 

comply with the requirements of 26 U.S.C. § 403(b) and other tax 
requirements  

• assign such responsibilities to parties other than the school division, but 
not to participants (unless the administration of the plan is a substantial 
portion of the duties of the participant) 

• incorporate by reference other documents which thereupon become part 
of the written plan   

• address termination of the program 

Every employee of the school division is notified annually about the program.  

Adopted:  3/14/2017 
Reviewed/Revised: 05/10/2022 
 
Legal Refs.: 26 U.S.C. § 403(b). 
 
  26 CFR 1.403(b)-1 et seq. 
 
  Code of Virginia, 1950, as amended, §§ 51.1-603, 51.1-603.1 
 
Cross Ref.: GBO   Virginia Retirement System. 
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PROFESSIONAL STAFF 
 

No teacher is regularly employed by the School Board or paid from public funds 
unless such teacher 

• holds a license or provisional license issued by the Board of Education, 
• holds a three-year license to teach high school career and technical education 

courses in specified subject areas or 
• is hired to teach in a trade and industrial education program and for whom the 

teacher licensure requirements have been waived by the Virginia Department of 
Education. 
 

 If a teacher employed under a provisional license is activated or deployed for 
military service within a school year (July 1 - June 30), an additional year will be added 
to the teacher's provisional license for each school year or portion thereof during which 
the teacher is activated or deployed. The additional year shall be granted the year 
following the return of the teacher from deployment or activation.  

 
 The superintendent may request that the Board of Education extend the three-
year provisional license of a teacher for at least one year but no more than two 
additional years. The request must be accompanied by the superintendent’s 
recommendation for such extension and satisfactory performance evaluations for the 
teacher for each year of the original three-year license. 
 

The Board of Education prescribes, by regulation, the requirements for the 
licensure for teachers and other school personnel required to hold a license. On 
recommendation of the superintendent, the School Board may waive applicable 
licensing requirements as specified Va. Code § 22.1-298.1 for any individual the School 
Board seeks to employ as a career and technical education teacher who is also seeking 
initial licensure or renewal of a license with an endorsement in the area of career and 
technical education. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  10/11/2016, 3/14/2017, 2/11/2020, 5/10/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-298.1, 22.1-299, 22.1- 299.5 
  and 22.1-299.6. 



© 2/18 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

File: GCB 
 

PROFESSIONAL STAFF CONTRACTS 

The School Board enters into written contracts with teachers, principals, assistant 
principals, and supervisors as defined in 8 VAC 20-441-10 before such employees 
assume their duties except as noted below. Contracts are in the form permitted by the 
Board of Education, with special covenants added by the School Board as appropriate. 
Contracts are signed in duplicate, with a copy furnished to each party.  

Written contracts are not required with persons who are temporarily employed. A 
temporarily employed teacher, is 1) one who is employed to substitute for a contracted 
teacher for a temporary period of time during the contracted teacher's absence, or 
2) one who is employed to fill a teacher vacancy for a period of time, but for no longer 
than 90 teaching days in such vacancy, unless otherwise approved by the 
Superintendent of Public Instruction on a case-by-case basis, during one school year. 

Coaching contracts and contracts for extracurricular activity sponsorship 
assignments where a monetary supplement is paid are separate from the employee’s 
primary contract. Such contracts are in a form permitted by the Board of Education. 
Termination of the separate contract does not constitute cause for the termination of the 
primary contract. 

For purposes of this policy, “extracurricular activity sponsorship” means an 
assignment for which a monetary supplement is received, requiring responsibility for 
any student organizations, clubs, or groups such as service clubs, academic clubs and 
teams, cheerleading squads, student publication and literary groups, and visual and 
performing arts organizations except those that are conducted in conjunction with 
regular classroom, curriculum, or instructional programs. 

Adopted:  2/14/1995 
Reviewed/Revised:  3/11/2015, 5/10/2022 

Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-302. 

  8 VAC 20-441-10. 

  8 VAC 20-441-40. 

Cross Ref.: GCBB   Supplementary Pay 
GCDA   Effect of Criminal Conviction or Founded Complaint of 

    Child Abuse or Neglect 
GCE   Part-Time and Substitute Professional Staff   

    Employment 
  GCG   Professional Staff Probationary Term and Continuing  
     Contract 
  GCPB   Resignation of Staff Members 
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PROFESSIONAL CONTRACT DEGREE ADDITIVES 

  
Masters and Doctorate Degrees 
 
Professional Career Increments, Masters Degree and Doctorate Degree additives, and 
additional salary for extra duties will be granted as adopted by the Waynesboro School 
Board. 
 
Payroll Procedures 
 

1. The full additive will be paid for the Master's Degree if degree completion 
documentation is presented to the Assistant Superintendent's Office prior to 
August 15th.  

 
2. Half of the additive will be paid if Master’s Degree completion documentation is 

presented to the Assistant Superintendent’s Office between August 15th and 
February 1st. 

 
3. Additives for Master’s Degree completion presented to the Assistant 

Superintendent's Office after February 1st will begin with the next contract issued 
by the employer. 

 
Overtime 
 
Generally, professional employees do not qualify under the provisions of the Fair Labor 
and Standards Act in regard to overtime compensation. Any exceptions will be 
determined by the superintendent and the Executive Director of Finance. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  12/14/1999, 2/11/2020, 6/8/2021, 5/10/2022 
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STAFF SALARY SCHEDULES 
 

The School Board establishes and approves salaries for all school employees. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  3/14/2017, 5/11/2021, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-313. 
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SUPPLEMENTARY PAY 
 

 The Waynesboro School Board approves all athletic coaching and other 
extracurricular activity sponsorships for which supplemental pay is provided. The Board 
establishes the amount of compensation for employees who coach or supervise such 
activities. 
 
 A separate contract in a form permitted by the Board of Education is executed by 
the School Board with an employee who receives supplemental pay for any athletic 
coaching assignment or extracurricular activity sponsorship assignment. All such 
contracts require a party intending to terminate the contract to give reasonable notice to 
the other party before termination thereof becomes effective. 
 
 For purposes of this policy, "extracurricular activity sponsorship" means an 
assignment requiring responsibility for any student organizations, clubs, or groups, such 
as service clubs, academic clubs and teams, cheerleading squads, student publication 
and literary groups, and visual and performing arts organizations except those activities 
that are conducted in conjunction with regular classroom, curriculum, or instructional 
programs. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  3/14/2017, 5/11/2021, 5/10/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-302 and 22.1-313. 
   
Cross Ref.: GCB   Professional Staff Contracts 
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STAFF BENEFITS 

The Waynesboro School Board recognizes the need for benefits in order to 
promote the employment and retention of high quality personnel and effectively serve 
the educational needs of students. Accordingly, benefits are provided as established by 
the Board. 

Adopted:  2/14/1995 
Reviewed/Revised:  3/14/2017, 5/11/2021, 5/10/2022 

Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-85. 

  8 VAC 20-460-10. 

Cross Ref.: GCBD   Staff Leaves and Absences 
GBO   Virginia Retirement System 
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EDUCATIONAL ASSISTANCE PROGRAM REIMBURSEMENTS 
 
The purpose of this regulation is to establish guidelines and procedures for budgeting 
and administering reimbursements to Waynesboro Public School personnel under the 
Waynesboro Public Schools’ Educational Assistance Program. 

Guidelines for Administering the Educational Assistance Program  

General- 
1. It is the intent of Waynesboro Public Schools that reimbursements under this 

Educational Assistance Program be administered in a manner consistent with 
Internal Revenue Code section 127 for proper income tax treatment of such 
reimbursements by employees. Accordingly, the benefits received by an 
employee under the Plan are not taxable to the employee. 

2. Within that context, Waynesboro Public Schools will reimburse employees for 
tuition paid up to a maximum of $450.00 per course (graduate or 
undergraduate level), provided such course is at least three credit hours. 
Courses of less than three credit hours will be reimbursed at a rate not to 
exceed $150.00 per credit hour. 

3. In general, under this program, each employee may be reimbursed for no more 
than two courses per fiscal year ending June 30. However, see paragraph IV 
below for an exception to the general rule. 

4. A finite amount of funds are budgeted for this program each fiscal year. 
Therefore, courses will be approved for reimbursement on a first-come, first-
served basis. In addition, depending on the number of requests received, 
requests for the second course for any employee may be held until all first 
requests are reimbursed.  If  funds still remain after first and second course 
reimbursements have been accounted for, eligible employees may be 
reimbursed for a third eligible course under the criteria in paragraph ii above. 

5. To further instructional initiatives, Waynesboro Public Schools may in some 
cases offer and pay for graduate credit classes directly. In this event, the 
employee will not be required to follow the procedures below as the grade 
report will be sent directly to the instruction department. However, achieving a 
final grade of a "B” is still required.  In the event that the final grade is below a 
"B", the employee will be responsible for paying for the full cost of class. 

6. Participation in division funded cohorts will require a signed agreement for a 
period of continued employment with the school division or repayment of tuition 
payments subsidized by the division. 

7. Employees are responsible for repayment of 100% of all course 
reimbursements received within twelve months of terminating their contract with 
Waynesboro Public Schools, excluding retirement.  
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Procedures   --   The following procedures must be followed in order to receive 
reimbursement under the Program: 

 
1. Access the form “Waynesboro Public Schools Approval for Reimbursement for 

Inservice Courses” available online through the WPS website. 
2. Complete PART I of the tuition reimbursement request form and submit it to the 

Assistant Superintendent for approval PRIOR TO enrolling in your class or 
classes.  

3. If approved, the Assistant Superintendent will reserve funds in the budget for the 
employee for the preliminary approved reimbursement amount. 

4. The request form, indicating approval by the Assistant Superintendent in PART II 
will be returned to the employee, to retain until the course has been completed. 

5. Upon completion of the course, and after receiving the official grade report for 
the approved course (minimum grade of "B" is required to receive 
reimbursement), the employee signs the form in PART III.   

6. Send the completed request form, the official grade report for the course or an 
official transcript, and a copy of the receipt for payment for the course to the 
Assistant Superintendent for final approval for reimbursement. 

7. The Assistant Superintendent reviews the request and grade report and indicates 
approval for reimbursement by signature in PART IV of the request form.  

8. The completed request form sent to Accounts Payable, for the approved 
reimbursement to be paid in the next accounts payable check run. 

9. All approved reimbursement requests must be submitted for payment not later 
than June 10 of each fiscal year. 

 
Employee Eligibility- 

This Program is available to employees who are employed at least half-time by the 
Waynesboro School Board. 

 
Courses Not Eligible for Reimbursement- 

Courses taken that involve sports, games, hobbies, or religious trainings do not 
qualify for reimbursement under the Program unless the education (a) has a 
reasonable relationship to public K-12 education, or (b) is required as part of a 
degree program that would otherwise be eligible for reimbursement under the 
Program. Also, courses in which the final grade received is less than a “B” will not 
be eligible for reimbursement. 

 
Other Miscellaneous Provisions- 

1. This program does not allow employees to choose to receive cash or other benefits 
instead of educational assistance. 

2. The Assistant Superintendent must give annual notice of the program to all eligible 
employees. 
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Procedures for Budgeting and Financial Administration- 
1. The Assistant Superintendent is responsible for preparing an annual budget 

request for Educational Assistance Program funds in his/her assigned 
expenditure accounts within the MUNIS financial accounting system. This request 
shall be made in accordance with the budget instructions as issued by the 
Executive Director of Finance. 

2. Following budget adoption, the Assistant Superintendent will be advised of funds 
available for the Educational Assistance Program through the MUNIS financial 
accounting system. 

 
Adopted:  2/14/1995 
Reviewed/Revised:  12/14/2021, 5/10/2022 
 
 
 



File:  GCBC-R1 

WPS 2/20 WAYNESBORO PUBLIC SCHOOLS 

 
HEALTH INSURANCE SPOUSAL COVERAGE 

 
The Waynesboro Public School Board will not offer insurance coverage for the spouse 
of an employee or retiree, effective January 1, 2020, unless one of the following applies: 

• Employee/retiree’s spouse is unemployed and not eligible for any other 
employer-sponsored health coverage. 

• Employee/retiree’s spouse is employed/self-employed but is not 
eligible/offered affordable health coverage through their employer. 

Employees and retirees will be required to complete the Health Insurance Spousal 
Affidavit if an employee continues to cover their spouse. 
 
The Waynesboro Public School Board can request proof of the lack of coverage/ 
affordability from the spouse’s employer at any time. 
 
Should an employee or retiree’s spouse become eligible for health insurance during the 
plan year, the employee or retiree has 30 days from the effective date to remove their 
spouse’s coverage. 
 
Employees and retirees who knowingly make a false or fraudulent statement will lose 
coverage for themselves and anyone else covered for the remainder of the current plan 
year, plus an additional full plan year (January – December). 
 
Adopted:  11/9/2019   
Reviewed/Revised:  2/11/2020, 05/10/2022 
 
Ref:    Waynesboro Public Schools 2019-2020 Budget; Adopted: March 19, 2019 

Waynesboro Public Schools Health Insurance Spousal Coverage Affidavit 
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WAYNESBORO PUBLIC SCHOOLS HEALTH INSURANCE 

SPOUSAL COVERAGE AFFIDAVIT 
Effective January 1, 2020, employees’ spouses who have access to affordable health insurance 
that provides minimum value (as defined by the Affordable Care Act) through another employer 
will no longer be eligible for coverage with the Waynesboro Public Schools’ health insurance 
plan. This change allows Waynesboro Public Schools to maintain affordable coverage for its 
employees. 

Please check the appropriate box below if you would like to cover your 
spouse on Waynesboro Public Schools’ health insurance. 
 
□ My spouse is unemployed and not eligible for any other employer-self sponsored health 

coverage. 

□ My spouse is employed/self-employed but is not eligible/offered affordable health coverage 
through their employer. 

I hereby attest that the above information is true and correct to the best of my knowledge.  I 
further acknowledge and understand that if I knowingly make a false or fraudulent statement 
that everyone covered under my health insurance plan will no longer have coverage for the rest 
of the current plan year plus an additional full plan year (Jan-Dec). 

I understand that should my spouse become eligible for health insurance during the plan year, 
that I have 30 days from the effective coverage date to remove my spouse’s coverage from my 
plan. 

I understand that Waynesboro Public Schools may contact me or my spouses’ employer to 
verify if health insurance coverage is available and affordable according to the Affordable Health 
Care Act.  I give permission for Waynesboro Public Schools to request a letter from my spouse’s 
employer to verify the lack of coverage/affordability at any time. 

 

Employee Name: ___________________________   Employee Signature: _________________________ 

 

Date: ____________________    Spouse Name: ____________________________________________ 
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ANNUAL LEAVE 
 
Annual leave for all twelve (12) month full-time salaried employees of the Waynesboro 
School Board shall be earned according to the following schedule: 
 

A. One (1) day of annual leave is earned for each completed calendar month or 
major fraction of workdays thereof for the first five (5) years of continuous 
service as an employee in a position granting annual leave. 

 
B. One and one-fourth (1-1/4) days of annual leave are earned for each completed 

calendar month or major fraction of workdays thereof by personnel having over 
five (5) and up to ten (10) years of continuous service as an employee in a 
position granting annual leave. 

 
C. One and one-half (1-1/2) days of annual leave are earned for each completed 

calendar month or major fraction of workdays thereof by personnel having over 
ten (10) years and up to fifteen (15) years of continuous service as an employee 
in a position granting annual leave. 

 
D. After fifteen (15) years of continuous service in a position granting annual leave 

one and three-fourths (1-3/4) days of annual leave are earned for each 
completed calendar month or major fraction thereof. 

 
Annual leave must be earned before it can be taken. An employee will need to work 
through the 15th of the month in order to be eligible for annual leave for that month. 
 
Earnings, the use of annual leave, and the balance of available leave will be recorded 
through the Employee Self-Serve System (ESS). 
 
An employee will submit a request for approval of use of annual leave to his/her 
immediate supervisor through ESS and annual leave must be scheduled and approved 
prior to the beginning of leave for an individual. Annual leave cannot be taken in less 
than one-half (½) day increments. 
 
Ten (10) and Eleven (11) month professional and support staff employees of the 
Waynesboro School Board are not eligible to receive annual leave as a contract benefit. 
 
Annual leave earned by an eligible employee may be accumulated if it is not used, but 
not more than thirty (30) days of annual leave may be used or paid between July 1 and 
June 30. All employees terminating employment will receive a lump sum payment for 
earned, accumulated, unused annual leave days up to a maximum of thirty (30) days. 
The lump sum payment of 30 annual leave days will be reduced by the number of 
annual leave days taken during the fiscal year that the employee is retiring or resigning. 
 
Adopted:  6/14/1994, Effective July 1, 1994 
Reviewed/Revised:  12/14/1999, 10/8/2019, 5/10/2022 
 

Cross Ref.:  GCBD            Staff Leaves and Absences 
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STAFF LEAVES AND ABSENCES 
 

All employee leaves and absences are subject to school division policy and 
regulations. The superintendent shall establish any regulations necessary for the 
application of the division’s policies regarding leaves and absences.  
  
Adopted:  12/12/2020 
Reviewed/Revised:  11/11/2014, 12/8/2020, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-78. 
 
Cross Refs.: GCBE  Family and Medical Leave 
  GCBEA  Leave Without Pay 
  GCBEB  Military Leave and Benefits 
  GCQA   Nonschool Employment by Staff Members 
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STAFF LEAVES AND ABSENCES 
 
All leave is based on a fiscal year of July 1 – June 30.  Use of all leave must be 
approved in advance by the immediate supervisor/principal and the Superintendent’s 
designee. 
 
Attendance Expectations-  
 
Satisfactory attendance is a minimum expectation for all employees. In order to 
maintain quality instructional programs and to promote the health and safety of students 
and staff, absences from work are to be minimized to the extent possible. Frequent daily 
absences, late arrivals or early departures from the work site, excessive breaks or other 
interruptions to normal work schedules are grounds for disciplinary action which 
includes verbal/written reprimand, placement on probation, suspension, dismissal, or 
non-renewal of employment contracts.    
 
Employee Responsibilities-   
 
All employees are responsible for reading, understanding, and adhering to the 
employee attendance and leave policies, regulations, and procedures of Waynesboro 
Public Schools. Employees are to use the appropriate type of leave based on its 
purpose, following the procedures set by the Division Superintendent, the Human 
Resources Department, or their immediate supervisor. Employees for whom the 
securing of a substitute employee is necessary will notify their supervisor or designee in 
accordance with established procedures. Where applicable, employees will provide 
necessary lesson plans or other instructions for the substitute in order to maximize the 
substitute’s effectiveness and to minimize the disruption caused by the employee’s 
absence. The employee will use the established procedures to secure permission for 
leave.      
 
Supervisor’s Responsibilities-   
 
Supervisors are to inform employees of Waynesboro Public Schools about attendance 
and leave policies and regulations, and the procedures for taking leave. Supervisors are 
to monitor each employee’s attendance monthly for unsatisfactory attendance to include 
frequent absences, late arrivals to work, early departures, and excessive use of breaks. 
Employees will be evaluated in terms of attendance annually, with supervisors 
specifically noting any areas of concern. This does not preclude a supervisor, 
regardless of the period of time, from noting that the employee has displayed an 
unsatisfactory pattern of attendance and taking appropriate action. Judgments about 
employee attendance shall be made on consistent criteria in accordance with all federal 
and state labor laws and regulations, and the policies and regulations of Waynesboro 
Public Schools. For employees for whom the securing of a substitute employee is 
necessary, the supervisor shall verify the securing of an adequate substitute as soon as 
notification of the employee’s absence is known.  
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Unsatisfactory Patterns of Attendance-   
 
When an employee has displayed an unsatisfactory pattern of attendance, the 
supervisor will first address the issue with the employee orally followed by a written 
summary of the conversation in an attempt to rectify the unsatisfactory attendance. In 
cases of the frequent use of sick leave days, the supervisor may request supporting 
documentation from a medical professional. If the unsatisfactory attendance does not 
improve, the supervisor will issue letters of warning, then letters of reprimand to the 
employee accordingly. Ongoing unsatisfactory attendance may lead to further discipline 
up to and including termination.    
 
Absence Without Leave-   
 
The absence of an employee who does not secure prior approval of vacation, personal, 
leave without pay, and proper notification to the direct supervisor of sick leave is 
considered as absent without leave (AWOL). The employee receives no pay for the 
period of unauthorized absence and the AWOL may also result in disciplinary action 
leading up to and including dismissal 
 
Pay Deductions-   
 
If an employee is absent from work in excess of their earned sick, personal, or annual 
vacation leave days, pay equal to the excess of days absent shall be deducted from the 
employee's check. This applies to situations under FMLA in addition to those 
circumstances in which FMLA does not apply. 
 
Payment for Unused Sick Leave- 

 
Upon leaving Waynesboro Public Schools with at least five (5) years service or upon 
retirement, the school board will pay school employees twenty dollars ($20.00) per day 
for unused sick leave.  Part time employees will receive a percentage of the amount 
based on the time worked each day. Payment of unused sick leave will not be granted if 
employment is terminated before the end of the school year unless approved by the 
school board.  In any case, a maximum of one hundred twenty (120) days will be paid.  
 
Definitions-   
 
Eligible employees – (for the purpose of leave benefits) are employees on a 50% or 
greater contract, excluding any temporary or hourly positions.       
 
Leave – is defined as time the employee is away from their normally scheduled work 
duties or responsibilities. Leave benefits are awarded to employees in a series of 
categories:  Personal Leave, Professional Leave, Civic Leave (jury duty or subpoena for 
a school-related matter), Sick Leave, and Vacation Leave.       
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Day – (for purposes of personal leave, sick leave, and vacation leave) a day is defined 
in hours equal to the employee’s normal, contracted day.   
  • A day for full-time teachers, is defined as 7.5 hours for leave purposes. 
  • A day for administrators, and other certified staff is defined as 7 hours for leave purposes 
  • A day for clerical staff, custodial staff, maintenance staff, and certain other staff  
    members, is defined as 7 or 8 hours, as based upon contract, with a work schedule of  
    7.5 or 8.5 hours per day as appropriate.  
  • A day for instructional aides is defined as 7 hours for leave purposes. Their work  
    schedule is 7.5 hours per day. 
 
•  A day for school nutrition staff is defined by their contract, and may range from 3.0 

    hours to 6.0 hours.  Managers’ hours per day, a day is defined by contract for leave  
    purposes.   
 
 • Bus drivers and bus aides may have either a 4, 5, 6, or 7-hour schedule as 
    determined by their contract.  Thus, a day for leave purposes is defined as either 4, 5, 

6, or 7 hours, as appropriate.   
 
Adopted: 10/8/2019 
Reviewed/Revised:  12/14/2021, 05/10/2022 
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PAYMENT FOR UNUSED SICK LEAVE 
 

Upon leaving Waynesboro Public Schools with at least five (5) years’ service or upon 
retirement, the school board will pay school employees twenty dollars ($20.00) per day 
for unused sick leave.  Part time employees will receive a percentage of the amount 
based on the time worked each day. Payment of unused sick leave will not be granted if 
employment is terminated before the end of the school year unless approved by the 
school board.  In any case, a maximum of one hundred twenty (120) days will be paid. 
 
Adopted:   2/14/1995 
Reviewed/Revised:  6/11/2001, 7/8/2015, 2/11/2020, 5/10/2022 
 
Cross Ref.: GCBDA  Personal Illness /Sick Leave  
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PERSONAL ILLNESS/SICK LEAVE 
 
Sick leave by definition is the absence from duty by an employee as a result of any of 
the following: 

1. Personal illness or doctor’s quarantine 
2. Incapacitating personal injury 
3. Personal scheduled medical appointments (only if the appointment cannot be 

scheduled at a time other than a regular work day) 
4. Caring for an ill member of the employee’s immediate family (natural parents, 

foster parents, stepmother, stepfather, stepchildren, wife, husband, children, 
brother, sister, father-in-law, mother-in-law, brother-in-law, sister-in-law, 
daughter-in-law, son-in-law, grandparents, grandchildren, and any other relative 
living in the household of the employee) 

5. Death in the employee’s immediate family or an individual with unusually strong 
personal ties to the employee. 

6. Maternity leave 
 

Employees eligible for sick leave are any full time or part time employee under contract. 
Non-contracted employees are not eligible for sick leave benefits. 
 
Sick leave is earned as follows: 

1. 10-month employees earn 10 days per school year 
2. 11-month employees earn 11 days per school year 
3. 12-month employees earn 12 days per school year 
4. Part-time contracts earn days proportional to their contract 

 
For those employees hired after the prescribed reporting date or those terminating prior 
to completion of the contract, sick leave shall be computed on a pro rata basis at the 
rate of one day per month. An employee must work through the 15th of the month to 
earn that month’s sick leave day. 
 
Sick leave days shall be earned and credited as long as an employee is in a paid status. 
Unpaid FMLA and workers’ compensation are not considered paid status for the 
purposes of earning sick leave. 
 
Accumulation is unlimited. The maximum number of days that may be used in any given 
school year will depend upon type of employee. Hybrid employees (employees who 
were hired on or after January 1, 2014 and who are participating in the VRS Hybrid 
Retirement Plan or VRS Plan 1 or VRS Plan 2 members who opted to switch to the 
VRS Hybrid Retirement Plan during the opt-in period of January 1, 2014 through April 
30, 2014) will be allowed to take up to a maximum of sixty (60) days per school year. All 
other employees will be allowed to take up to a maximum of one hundred twenty (120) 
days per school year. 
 
Employees are responsible for ensuring all absences are reported in the proper manner 
through the Employee Self-Serve System (ESS) or if designated, submitted on the 
appropriate Leave Request Form, as well as, directly contacting the building or 
department administrator prior to leave if possible, or immediately upon return to work. 
Sick leave can only be taken in half day and whole day increments. Employees shall 
notify the appropriate supervisor as soon as an impending absence is known. 
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A maximum of five (5) sick leave days shall be allowed for illness or death in the 
immediate family. Extended leave beyond the maximum amount must be certified by a 
physician as medically necessary. 
 
The School Board or its designee, at its sole discretion may require medical 
documentation from a licensed physician or other accredited practitioner certifying that 
the employee was unable to perform his or her duties during the period of absence or to 
verify the employee visited the physician’s office for a specific appointment. This may be 
a requirement for sick leave used in conjunction with personal and/or vacation leave 
time. 
 
For the employee’s protection and the protection of co-workers, an employee may be 
required to present a written release to return to work, including any restrictions that 
may apply, from a licensed physician or other accredited practitioner, prior to resuming 
employment. An employee will only be allowed to return to work if he or she is able to 
perform the essential functions of the job. 
 
If the employee uses all accumulated days for illness and has to use more days for that 
illness additional time must be approved by the Assistant Superintendent and must be 
Leave Without Pay.  Employees may be asked at any time to produce current 
documentation of an illness from a medical professional.  Members of the Sick Leave 
Bank must present supportive documentation from a physician, bearing the current date 
of the request, to be eligible to use the Sick Bank. 
 
A maximum of ninety (90) days may be transferred to the Waynesboro Schools from 
other public school divisions within the state. Accumulated sick leave may be 
transferred to another Virginia public school system based on the policies and 
regulations of the new employer. 
 
Waynesboro Public Schools retains a record of leave balances for three years after 
termination of employment. Employees who return to work with Waynesboro Public 
Schools during that time period, and have not transferred sick leave to another division, 
will have the leave balance restored. 
 
Upon leaving Waynesboro Public Schools with at least five (5) years of service or upon 
retirement, the School Board will pay school employees twenty dollars ($20.00) per day 
for unused sick leave. Part-time employees will receive a percentage of the amount 
based on the time worked each day. 
 
The number of sick leave days paid will be up to a maximum of one hundred twenty 
(120) days. 
 
Payment of unused sick leave will not be granted if employment is terminated before the 
end of the school year unless approved by the School Board. 
 
Adopted: 2/14/1995 
Reviewed/Revised: 12/14/1999, 7/8/2015, 5/8/2018, 10/8/2019, 5/10/2022 
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PROFESSIONAL STAFF PERSONAL LEAVE 

 
Three (3) days per school year of personal leave is available to full-time staff, in 
addition to the maximum of 3 days personal leave accumulated from previous 
years. 
 
All part-time contracted professional employees will have three (3) days of personal 
leave according to the direct proportion of their contracted work days. 
 
Employees will submit their Leave Request through the Employee Self-Serve 
System (ESS) for approval by the principal or supervisor not less than two weeks 
prior to the date for which leave is requested. In cases of an emergency, the principal 
or supervisor may waive the two-week notification. 
 
For all leave requests to be approved, they must have the electronic signature and 
approval date of the principal/supervisor recorded in ESS. The additional approval of 
the Assistant Superintendent is required for requests to use three (3) or more 
personal leave days consecutively. 
 
The principal/supervisor and the Assistant Superintendent may disapprove the 
leave request for the following reasons: 

A. Personal leave may be subject to disapproval when the services of the 
employee are required on the date for which leave is requested, but is not 
subject to question regarding reason for the request. 

B. Unavailability of appropriate substitute 
C. If total absenteeism is more than 20% of the staff in any particular work 

site. 
D. Previously scheduled and announced activities at the school or department 

requiring the presence of the employee 
 
Final approval or disapproval of leave request rests with the principal/supervisor and the 
Assistant Superintendent. Unless extenuating circumstances are established, leave 
requests for the following periods will be disapproved: 

A. Days during the last fifteen (15) workdays of the school term 
B. The day before or after a holiday period 
C. During teacher workdays or on make-up days 

 
Employees must submit email/written requests for exceptions to the above, in 
advance of entering a Leave Request in ESS, to the Assistant Superintendent for 
consideration of leave requests for the restricted time periods. However, such 
consideration is subject to question regarding reason for the request. Documentation 
of approval for the exception will be forwarded to the principal/supervisor. 
 
Adopted: 12/14/1999 
Reviewed/Revised:  11/11/2014, 10/8/2019, 5/10/2022 
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SUPPORT STAFF PERSONAL LEAVE 
(EXCEPT BUS DRIVERS) 

 
Three (3) days per school year of personal leave is available to full-time support staff, 
excluding bus drivers.   
 
All twelve (12) month part-time contracted employees of the Waynesboro School 
Board will have the equivalent of three (3) days of personal leave according to the 
direct proportion of their contracted work days.  
 

For those employees hired after the prescribed reporting date or those terminating 
prior to completion of the contract, personal leave shall be computed on a prorated 
basis. 
 
Personal leave not used within a fiscal year will be transferred to sick leave. 
 
Employees will submit their Leave Request through the Employee self-Serve System 
(ESS) for approval by the principal or supervisor no less than two weeks prior to the 
date for which leave is requested. In cases of an emergency, the principal or 
supervisor may waive the two-week notification. 
 
Personal leave may be subject to disapproval when services of the employee are 
required on the date for which leave is requested, but is not subject to question 
regarding reason for the request. 
 
For all leave requests to be approved, they must have the electronic signature and 
approval date of the principal/supervisor recorded in ESS. The additional approval of 
the Assistant Superintendent is required for requests to use all three (3) personal 
leave days consecutively. 
 
Final approval or disapproval of leave requests rests with the principal/supervisor 
and the Assistant Superintendent. Unless extenuating circumstances are established, 
leave requests for the following periods will be disapproved:   
 

A. Days during the last fifteen (15) workdays of the school term 
B. The day before or after a holiday period 
C. On make-up school days 
D. Previously scheduled and announced activities at the school or of the 

department requiring the presence of the employee 
E. Lack of coverage due to the number of staff absences in the same 

position/department. 
 
Employees must submit email/written requests for exceptions to the above, in advance of 
entering a Leave Request in ESS, to the Assistant Superintendent for consideration of 
leave requests for the restricted time periods.  However, such consideration is subject to 
question regarding reason for the request. Documentation of approval for the exception 
will be forwarded to the principal/supervisor. 
 
Adopted:  12/10/2002 
Reviewed/Revised:  11/11/2014, 10/8/2019, 05/10/2022 
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PROFESSIONAL LEAVE 
(Leaves of Absence) 

 

Professional Leaves of Absence  
 
Personnel may be granted leaves of absence by the school board on a one-year basis, 
without pay, based on the recommendation of the superintendent. The person will be re-
employed in a similar position. 
 
Adopted:  2/14/1995 
Reviewed/Revised: 05/10/2022 
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FAMILY AND MEDICAL LEAVE 
 

Generally 
 

The Waynesboro School Board recognizes its obligation to provide its eligible 
employees with unpaid leave pursuant to the Family and Medical Leave Act (FMLA), 29 
U.S.C. § 2601 et seq. This policy describes the benefits available to eligible employees 
under the Act. 
 
Definitions   
 
Covered active duty: The term covered “active duty” means 

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

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

 
Covered servicemember: The term “covered servicemember” means 

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

• a veteran who is undergoing medical treatment, recuperation, or therapy, 
for a serious injury or illness and who was a member of the Armed Forces, 
including a member of the National Guard or Reserves, at any time during 
the period of 5 years preceding the date on which the veteran undergoes 
that medical treatment, recuperation, or therapy. 

 
Eligible employee: To be eligible for leave under this policy the employee must 

have at least twelve (12) months of service with the school division and have worked at 
least 1250 hours according to the Fair Labor Standards Act, 29 U.S.C. § 201 et seq., in 
the twelve (12) months preceding the commencement of the leave. Full-time teachers 
are deemed to meet the 1250-hour test. 
 

Instructional employee: Employees whose principal function is to teach and 
instruct students in a class, a small group, or an individual setting such as teachers, 
athletic coaches, driving instructors, and special education assistants such as signers 
for the hearing impaired. The term does not include teacher assistants or aides who do 
not have as their principal function actual teaching or instructing, or auxiliary personnel 
such as counselors, psychologists, curriculum specialists, cafeteria workers, 
maintenance workers, bus drivers, or other primarily noninstructional employees. 
 

Next of kin: The term “next of kin” used with respect to an individual, means the 
nearest blood relative of that individual other than the covered servicemember’s spouse, 
parent,  



File:  GCBE 
Page 2 

 

© 2/21 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

son, or daughter, in the following order of priority: blood relatives who have been 
granted legal custody of the covered servicemember by court decree or statutory 
provisions, brothers and sisters, grandparents, aunts and uncles, and first cousins, 
unless the covered servicemember has specifically designated in writing another blood 
relative as the covered servicemember’s nearest blood relative for purposes of military 
caregiver leave under the FMLA. When no such designation is made, and there are 
multiple family members with the same level of relationship to the covered 
servicemember, all such family members are considered the covered servicemember’s 
next of kin and may take FMLA leave to provide care to the covered servicemember, 
either consecutively or simultaneously. When such designation has been made, the 
designated individual is deemed to be the covered servicemember’s only next of kin. 
 

Outpatient status: The term “outpatient status,” with respect to a covered 
servicemember, means the status of a member of the Armed Forces assigned to 

A. a military medical treatment facility as an outpatient; or 
B. a unit established for the purpose of providing command and control of 

members of the Armed Forces receiving medical care as outpatients. 
 

Serious health condition: A serious health condition is an illness, injury, 
impairment or condition that involves inpatient care or continuing treatment by a health 
care provider. 
 
Serious injury or illness: The term “serious injury or illness,” in the case of  

• a member of the Armed Forces, including a member of the National Guard 
or Reserves, means an injury or illness incurred by the member in line of 
duty on active duty in the Armed Forces (or existed before the beginning 
of the member’s active duty and was aggravated by service in line of duty 
on active duty in the Armed Forces) and that may render the member 
medically unfit to perform the duties of the member’s office, grade, rank, or 
rating; and 

• a veteran who was a member of the Armed Forces, including a member of 
the National Guard or Reserves, at any time during a period described in 
29 U.S.C. § 2611(15)(B), means a qualifying (as defined by the Secretary 
of Labor) injury or illness that was incurred by the member in line of duty 
on active duty in the Armed Forces (or existed before the beginning of the 
member’s active duty and was aggravated by service in line of duty on 
active duty in the Armed Forces) and that manifested itself before or after 
the member became a veteran. 

 
Year:  A rolling 12-month period measured backward from the date an employee 

uses FMLA leave. 
 
Leave 
 
 Any eligible employee is entitled to leave for a combined total of twelve (12) 
weeks per year for the following situations: 
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1. the birth and care of a newborn child; 
2. the adoption or foster placement of a child; 
3. to care for an employee's spouse, parent, or child with a serious health condition;  
4. because of a serious health condition that makes the employee unable to 

perform the essential functions of the employee’s job; and 
5. because of any qualifying exigency as defined in Department of Labor 

regulations, arising out of the fact that the spouse, or a son, daughter, or parent 
of the employee is on covered active duty (or has been notified of an impending 
call or order to covered active duty) in the Armed Forces. 

 
However, an eligible employee who is the spouse, son, daughter, parent, or next 

of kin of a covered servicemember is entitled to a total of 26 workweeks of leave per 
year to care for the servicemember. Leave under this paragraph is available only during 
a single year. During that year the employee is entitled to a combined total of 26 
workweeks of leave under this policy. 
 

To the extent that an employee is entitled to compensated leave under other 
policies, such paid leave shall be substituted for unpaid FMLA leave. Otherwise, family 
and medical leave is unpaid. When paid leave is available, the employee must satisfy 
any procedural requirements of the division’s paid leave policy. 

 
Employees on FMLA leave must report their status and intention regarding 

returning to work to the school division at least every four weeks.  
 
Notice to Employees of Their Rights under the FMLA 
 
Posting and General Notice 
 

The school division posts, in conspicuous places, on the premises of the school 
division where notices to employees and applicants for employment are customarily 
posted, a notice explaining the FMLA’s provisions and providing information about the 
procedure for filing complaints with the Department of Labor.  Attachment 1 may be 
used as the notice.  

 
A copy of Attachment 1 is also given to each employee by including it in the 

employee handbook or similar document or by distributing it to each new employee 
upon hiring. 
 
Eligibility Notice 
 

When an employee requests FMLA leave, or the division has knowledge that an 
employee’s leave may be for an FMLA-qualifying reason, the division should notify the 
employee of the employee’s eligibility to take FMLA leave within five business days. The 
Eligibility Notice should state whether the employee is eligible for FMLA leave. If the 
employee is not eligible for FMLA leave, the Notice must state at least one reason why 
the employee is not eligible (such as, for example, the number of months the employee 
has worked for the division.) This notification may be accomplished by providing the  
employee a copy of Attachment 4. 
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Notice of Rights and Responsibilities 
 

The division provides written notice detailing the specific expectations and 
obligations of the employee and explaining the consequences of the failure to meet 
those obligations each time the employee is given an Eligibility Notice. This Notice 
includes, as appropriate: 
 

• that the leave may be designated and counted against the employee’s annual 
FMLA leave entitlement and the 12-month period for FMLA entitlement; 

• any requirements for the employee to furnish certification of a serious health 
condition, serious injury or illness, or qualifying exigency arising out of active duty 
or call to active-duty status, and the consequences of failing to provide 
certification; 

• that the division substitutes paid leave for unpaid leave and any conditions 
related to the substitution and the employee’s right to take unpaid FMLA leave if 
the employee does not meet the conditions for paid leave; 

• any requirement for the employee to make any premium payments to maintain 
health benefits and the arrangements for making such payments, and the 
possible consequences of failure to make such payments on a timely basis; 

• the employee’s rights to maintenance of benefits during the FMLA leave and 
restoration to the same or an equivalent job upon return from FMLA leave; and 

• the employee’s potential liability for payment of health insurance premiums paid 
by the employer during the employee’s unpaid FMLA leave if the employee fails 
to return to work after FMLA leave. 

 
The Notice of Rights and Responsibilities should be accompanied by any 

required certification form. 
 
The Notice of Rights and Responsibilities also includes notice that employees on 

FMLA leave must report their status and intention regarding returning to work to the 
division at least every four weeks. 

 
If the information provided by the Notice of Rights and Responsibilities changes, 

the division will, within five business days of receipt of the employee’s first notice of 
need for leave subsequent to any change, provide written notice referencing the prior 
notice and setting forth any of the information in the Notice of Rights and 
Responsibilities that has changed.  

 
Designation Notice  

 
When the division has enough information to determine whether the leave is 

being taken for a FMLA-qualifying reason, the division should give the employee written 
notice whether the leave will be designated and will be counted as FMLA leave within 
five business days. If the division determines that the leave will not be designated as 
FMLA-qualifying, the division must inform the employee of that determination. The 
division will also notify the employee that paid leave must be substituted for unpaid 
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FMLA leave or that paid leave taken under an existing leave plan be counted as FMLA 
leave at the time of designating the FMLA leave. 
 

If the division will require the employee to present a fitness-for-duty certification 
to be restored to employment after taking leave for a continuous period of time, the 
division will provide notice of the requirement with the Designation Notice. If the division 
will require that the fitness-for-duty certification address the employee’s ability to 
perform the essential functions of the employee’s position, the division so indicates in 
the Designation Notice and includes a list of the essential functions of the employee’s 
position. 

 
If the division has reasonable safety concerns regarding the ability of an 

employee who is returning to work after intermittent or reduced leave schedule to 
perform the employee’s duties based on the serious health condition for which the 
employee took leave, it may require the employee to submit a fitness for duty 
certification unless one has been submitted within the past 30 days. 

 
If the leave is not designated as FMLA leave because it does not meet the 

requirements of the FMLA, the notice to the employee that the leave is not designated 
as FMLA leave may be in the form of a simple written statement. 

 
If the information provided by the division to the employee in the Designation 

Notice changes, the division will provide, within five business days of receipt of the 
employee’s first notice of need for leave subsequent to any change, written notice of the 
change. 

 
The division notifies the employee of the amount of leave counted against the 

employee’s FMLA leave entitlement. If the amount of leave needed is known at the time 
the employer designates the leave as FMLA-qualifying, the division notifies the 
employee of the number of hours, days, or weeks that will be counted against the 
employee’s FMLA leave entitlement in the Designation Notice. If it is not possible to 
provide the hours, days, or weeks that will be counted against the employee’s FMLA 
leave entitlement, then the division provides notice of the amount of leave counted 
against the employee’s FMLA leave entitlement upon request by the employee but no 
more often than once in a 30-day period and only if leave was taken in that period. 
 

The division’s decision to designate leave as FMLA-qualifying is based only on 
information received from the employee or the employee’s spokesperson. If the division 
does not have sufficient information about the reason for an employee’s use of leave, 
the division will inquire further of the employee or the spokesperson to ascertain 
whether leave is potentially FMLA-qualifying. Once the division has knowledge that the 
leave is being taken for a FMLA-qualifying reason, the division provides the employee 
the notice described in this subsection.  

 
An employee giving notice of the need for FMLA leave must explain the reasons 

for the needed leave so as to allow the division to determine whether the leave is 
FMLA-qualifying. If the employee fails to explain the reasons, leave may be denied.  
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Leave for the Birth, Adoption or Foster Placement of a Child 
 

The employee’s entitlement to leave for a birth, adoption or foster placement of a 
child expires at the end of the twelve-month period beginning on the date of the birth, 
adoption or foster placement. Leave taken for the birth, adoption or foster placement of 
a child may be taken intermittently or on a reduced leave schedule if the superintendent 
or superintendent’s designee agrees to such an arrangement. 
 

If the necessity for leave for the birth, adoption or foster placement of a child is 
foreseeable based on an expected birth or placement, the employee shall provide the 
school division with not less than 30 days' notice, before the date the leave is to begin, 
of the employee's intention to take leave. If the date of the birth or placement requires 
leave to begin in less than 30 days, the employee shall provide such notice as is 
practicable. The employee’s notice should be sufficient to make the division aware that 
the employee needs FMLA-qualifying leave and of the anticipated timing and duration of 
the leave. 
 
Leave Because of a Serious Health Condition of Employee 
 

Employees are entitled, when medically necessary, to take such leave on an 
intermittent or reduced leave schedule except as provided below. 

 
If the necessity for leave is foreseeable based on planned medical treatment, the 

employee shall 
(1) make a reasonable effort to schedule the treatment so as not to disrupt 

unduly the operations of the division; and  
(2) provide the division with at least 30 days' notice, before the date the leave 

is to begin, of the employee's intention to take leave. If the date of the 
treatment requires leave to begin in less than 30 days, the employee shall 
provide such notice as is practicable.  

 
The employee’s notice should be sufficient to make the division aware that the 

employee needs FMLA-qualifying leave and of the anticipated timing and duration of the 
leave. 
 

The School Board may require that a request for leave because of the 
employee’s own serious health condition be supported by a certification issued by a 
health care provider of the employee. The division may use Form WH-380-E 
(Attachment 2) for this certification. The division should request that the employee 
furnish certification when the employee gives notice of the need for leave or within five 
business days thereafter, or, in the case of unforeseen leave, within five business days 
after the leave begins. The division may request certification at a later date if it later has 
reason to question the appropriateness of the leave or its duration. The employee must 
provide a complete and sufficient certification within 15 calendar days after the division’s 
request. When the division requests certification, it advises the employee of the 
anticipated consequences of the employee’s failure to provide adequate certification. 
 

Certification will be sufficient if it states  
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(1) the name, address, telephone number and fax number of the health care 
provider and the type of medical practice/specialization; 

(2) the approximate date on which the serious health condition commenced 
and its probable duration;  

(3) a statement or description of appropriate medical facts regarding the 
employee’s health condition for which FMLA leave is requested. The 
medical facts must be sufficient to support the need for leave; and   

(4) information sufficient to establish that the employee is unable to perform 
the essential functions of the employee’s position, the nature of any other 
work restrictions, and the likely duration of such inability. 

 
If an employee requests leave on an intermittent or reduced leave schedule for 

planned medical treatment of the employee’s serious health condition, the certification 
shall include information sufficient to establish the medical necessity for such 
intermittent or reduced schedule leave and an estimate of the dates on which such 
treatment is expected to be given and the duration of such treatment and any period of 
recovery. 
 

If an employee requests leave on an intermittent or reduced leave schedule 
because of the employee’s own serious health condition that may result in 
unforeseeable episodes of incapacity, the certification shall include information sufficient 
to establish the medical necessity for the intermittent leave or leave on a reduced leave 
schedule, and an estimate of the frequency and duration of the episodes of incapacity. 

 
If the employee submits a complete and sufficient certification signed by the 

health care provider, the division may not request additional information from the health 
care provider. However, the division may contact the health care provider for purposes 
of clarification and authentication of the medical certification. To make such contact, the 
division must use a health care provider, a human resources professional, a leave 
administrator, or a management official. The employee’s direct supervisor may not 
contact the employee’s health care provider. 
 

If the school division doubts the validity of a certification, it may require, at its own 
expense, that the employee obtain the opinion of a second health care provider 
designated or approved by the school division concerning any information certified. The 
health care provider designated or approved by the school division may not be 
employed by the school division on a regular basis.  
 

If the second opinion differs from the original certification, the school division may 
require, at its own expense, that the employee obtain the opinion of a third health care 
provider designated or approved jointly by the school division and the employee 
concerning information certified. The opinion of the third health care provider will be 
binding on both the school division and the employee. 
 
Leave Because of a Serious Health Condition of a Child, Spouse, or Parent of 
Employee 
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Family and medical leave is provided when the employee is needed to care for 
the employee’s spouse, child or parent with a serious health condition, as defined 
above. Employees are entitled, when medically necessary, to take such leave on an 
intermittent or reduced leave schedule except as provided below. 
 

If the necessity for leave is foreseeable based on planned medical treatment, the 
employee shall 

(1) make a reasonable effort to schedule the treatment so as not to disrupt 
unduly the operations of the division; and  

(2) provide the division with at least 30 days' notice, before the date the leave 
is to begin, of the employee's intention to take leave. If the date of the 
treatment requires leave to begin in less than 30 days, the employee shall 
provide such notice as is practicable.  

 
The employee’s notice should be sufficient to make the division aware that the 

employee needs FMLA-qualifying leave and the anticipated timing and duration of the 
leave. 
 

The School Board may require that a request for leave to care for an employee’s 
spouse, parent, or child with a serious health condition be supported by a certification 
issued by a health care provider of the family member in need of care. The division may 
use Form WH-380-F (Attachment 3) for this medical certification. The division should 
ask the employee to furnish certification when the employee gives notice of the need for 
leave or within five business days thereafter, or, in the case of unforeseen leave, within 
five business days after the leave begins. The division may request certification at some 
later date if it has reason to question the appropriateness of the leave or its duration. 
The employee must provide the requested certification within 15 calendar days after the 
division’s request. When the division requests certification, it advises the employee of 
the anticipated consequences of the employee’s failure to provide adequate 
certification.  

 
Certification will be sufficient if it states   

(1) the name, address, telephone number, and fax number of the health care 
provider and type of medical practice/specialization; 

(2) the approximate date on which the serious health condition commenced 
and its probable duration;  

(3) a statement or description of appropriate medical facts regarding the 
patient’s health condition for which FMLA leave is requested. The medical 
facts must be sufficient to support the need for leave; and 

(4) information sufficient to establish that the family member needs care and 
an estimate of the frequency and duration of the leave required to care for 
the family member. 

If an employee requests leave on an intermittent or reduced leave schedule for 
planned medical treatment of a family member’s serious health condition, the  
certification shall include information sufficient to establish the medical necessity for 
such intermittent or reduced schedule leave and an estimate of the dates and the 
duration of such treatments and any periods of recovery. 
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If an employee requests leave on an intermittent reduced leave schedule in order 
to care for a family member with a serious health condition, the certification shall include 
a statement that the employee's intermittent leave or leave on a reduced leave schedule 
is medically necessary for the care of the son, daughter, parent, or spouse who has a 
serious health condition, or will assist in their recovery, and the expected duration and 
schedule of the intermittent leave or reduced leave schedule.  
 

If the employee submits a complete and sufficient certification signed by the 
health care provider, the division may not request additional information from the health 
care provider. However, the division may contact the health care provider for purposes 
of clarification and authentication of the medical certification. To make such contact, the 
division must use a health care provider, a human resources professional, a leave 
administrator, or a management official. The employee’s direct supervisor may not 
contact the employee’s health care provider. 
 

If the school division doubts the validity of a certification, it may require, at its own 
expense, that the employee obtain the opinion of a second health care provider 
designated or approved by the school division concerning any information certified. The 
health care provider designated or approved by the school division may not be 
employed by the school division on a regular basis.  
 

If the second opinion differs from the original certification, the school division may 
require, at its own expense, that the employee obtain the opinion of a third health care 
provider designated or approved jointly by the school division and the employee 
concerning information certified. The opinion of the third health care provider will be 
binding on both the school division and the employee. 
 
Leave to Care for a Covered Servicemember 
 

If the necessity for leave is foreseeable based on planned medical treatment for 
a serious injury or illness of a covered servicemember, the employee shall 

(1) make a reasonable effort to schedule the treatment so as not to disrupt 
unduly the operations of the division; and 

(2) provide the division with at least 30 days' notice, before the date the leave 
is to begin, of the employee's intention to take leave. If the date of the 
treatment requires leave to begin in less than 30 days, the employee shall 
provide such notice as is practicable.  

 
The employee’s notice should be sufficient to make the division aware that the 
employee needs FMLA-qualifying leave and the anticipated timing and duration of the 
leave. 
 

The School Board may require that a request for leave to care for a covered  
servicemember with a serious injury or illness be supported by a certification issued by 
a health care provider of the covered serviceperson. The certification may be completed 
by any health care provider listed in 29 C.F.R. 825.310(a). The employee shall provide, 
in a timely manner, a copy of such certification to the school division. 
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Certification will be sufficient if it states 
(1) the name, address, and appropriate contact information (telephone 

number, fax number, and/or email address) of the health care provider, 
the type of medical practice, the medical specialty, and whether the health 
care provider is one of the following: a United States Department of 
Defense (DOD) health care provider, a United States Department of 
Veterans Affairs (VA) health care provider, a DOD TRICARE network 
authorized private health care provider, or a DOD non-network TRICARE 
authorized health care provider or a health care provider as defined in 29 
C.F.R. 825.125; 

(2) whether the covered servicemember’s injury or illness was incurred in the 
line of duty on active duty; 

(3) the approximate date on which the serious health condition or serious 
injury or illness commenced or was aggravated and its probable duration; 

(4) a statement or description of appropriate medical facts regarding the 
covered servicemember’s health condition for which FMLA leave is 
requested. The medical facts must be sufficient to support the need for 
leave; and 

(5) information sufficient to establish that the covered servicemember is in 
need of care and whether the covered servicemember will need care for a 
single continuous period of time, including any time for treatment and 
recovery, and an estimate as to the beginning and ending dates for this 
period of time.  

 
If an employee requests FMLA leave on an intermittent or reduced leave 

schedule for planned medical treatment appointments for the covered servicemember, 
the certification must state that there is a medical necessity for the covered 
servicemember to have such periodic care and must contain an estimate of the 
treatment schedule of such appointments. 

 
If an employee requests FMLA leave on an intermittent or reduced schedule 

basis to care for a covered servicemember other than for planned medical treatment, 
the certification must contain a statement that there is a medical necessity for the 
covered servicemember to have such periodic care, and must contain an estimate of 
the frequency and duration of the periodic care. 

 
In addition to the information listed above, the division may also request that the 

certification set forth the information on Form WH-385 (Attachment 7.) 
 

In lieu of Form WH-385, the division accepts invitational travel orders (ITOs) or 
invitational travel authorizations (ITAs) issued to any family member to join an injured or 
ill servicemember at the servicemember’s bedside. An ITO or ITA is sufficient  
certification for the duration of time specified in the ITO or ITA. During that time period, 
the employee may take leave to care for the covered servicemember in a continuous 
block of time or on an intermittent basis. 
 

The information on the certification must relate only to the serious injury or illness 
for which the current need for leave exists. The division may seek authentication or 
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clarification of the certification, ITO, or ITA but may not seek second or third opinions. 
The division may require an employee to provide confirmation of covered family 
relationship to the seriously injured or ill servicemember.  

 
The division also accepts as sufficient certification of the servicemember’s 

serious injury or illness documentation indicating the servicemember’s enrollment in the 
Department of Veterans Affairs Program of Comprehensive Assistance for Family 
Caregivers. 
 
Leave Related to a Qualifying Exigency arising from Covered Active Duty or a Call to 
Covered Active Duty 
 

If the necessity for leave because of a qualifying exigency arising from the fact 
that a family member is on covered active duty or has been notified of an impending call 
to covered active duty is foreseeable, the employee shall give such notice to the school 
division as is reasonable and practicable. The employee’s notice should be sufficient to 
make the division aware that the employee needs FMLA-qualifying leave and the 
anticipated timing and duration of the leave. 
 

The first time an employee requests leave because of a qualifying exigency 
arising out of the covered active duty or call to covered active duty status (or notification 
of an impending call or order to covered active duty) of a military member, the division 
may require the employee to provide a copy of the military member’s active duty orders 
or other documentation issued by the military which indicates that the military member is 
on covered active duty or call to covered active duty status and the dates of the military 
member’s covered active duty service. A copy of new active-duty orders or other 
documentation issued by the military shall be provided to the division if the need for 
leave because of a qualifying exigency arises out of a different covered active duty or 
call to covered active duty status (or notification of an impending call or order to covered 
active duty) of the same or a different military member. 
 
 A request for leave because of a qualifying exigency must be supported by 

(1) a statement or description signed by the employee of appropriate facts 
regarding the qualifying exigency for which FMLA leave is requested. The 
facts must be sufficient to support the need for leave; 

(2) the approximate date on which the qualifying exigency commenced or will 
commence; 

(3) the beginning and ending dates of absence if the employee requests leave 
because of a qualifying exigency for a single, continuous period of time; 

(4) an estimate of the frequency and duration of the qualifying exigency if the 
employee requests leave because of a qualifying exigency on an 
intermittent or reduced schedule basis;  

(5) if the qualifying exigency involves meeting with a third party, appropriate 
contact information for the individual or entity with whom the employee is 
meeting and a brief description of the purpose of the meeting; and 

(6) if the qualifying exigency involves Rest and Recuperation leave, a copy of 
the military member's Rest and Recuperation orders, or other 
documentation issued by the military which indicates that the military 
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member has been granted Rest and Recuperation leave, and the dates of 
the military member's Rest and Recuperation leave. 

The division may use Form WH-384 (Attachment 6) for this certification. 
 
Rules for Intermittent and Reduced Schedule Leave 
 

When permitted by the FMLA, intermittent and reduced schedule leave may be 
used until the aggregate amount of such leave equals twelve weeks or 26 weeks if the 
leave is taken to care for a covered servicemember in the employee’s rolling year. 
However, when the employee requests intermittent or reduced schedule leave that is 
foreseeable based on planned medical treatment the school division may temporarily 
transfer the employee to an available alternative position with equivalent pay and 
benefits that better accommodates the employee’s intermittent or reduced schedule 
leave. 
 

When an eligible employee employed principally in an instructional capacity 
requests leave to care for a family member with a serious health condition, leave 
because of the employee’s own serious health condition, or leave to care for a covered 
servicemember and the leave is foreseeable based on planned medical treatment and 
the employee would be on leave for greater than 20 percent of the total number of 
working days in the period during which the leave would extend, the school division may 
require the employee to elect either  

(1) to take leave for periods of a particular duration, not to exceed the 
duration of the planned medical treatment; or  

(2) to transfer temporarily to an available alternative position offered by the 
school division for which the employee is qualified and that has equivalent 
pay and benefits and better accommodates recurring periods of leave than 
the employee’s regular employment position.  

 
The school division may require an employee to make such an election when the 

employee has  
(1) made a reasonable effort to schedule the treatment so as not to disrupt 

unduly the operations of the division, subject to the approval of the health 
care provider; and  

(2) has provided the division with not less than 30 days’ notice before the date 
the leave is to begin, of the employee’s intention to take leave, except that 
if the date of the treatment requires leave to begin in less than 30 days, 
the employee shall provide such notice as is practicable. 

Rules for Husband and Wife Employed by the Waynesboro School Division 
 

A husband and wife who are both eligible for family and medical leave and are 
employed by the school division shall be granted family and medical leave only for a 
combined total of twelve weeks per year when the leave is taken for the birth, foster 
placement, or adoption of a child or to care for the child after birth, adoption, or foster 
placement or to care for a parent with a serious health condition. 
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A husband and wife who are both eligible for family and medical leave and are 
employed by the school division shall be granted family and medical leave only for a 
combined total of 26 workweeks per year if the leave  

(1) is taken to care for a covered servicemember; or 
(2) is taken as a combination of leave to care for a covered servicemember 

and leave for the birth, foster placement, or adoption of a child or to care 
for the child after birth, adoption, or foster placement or to care for a 
parent with a serious health condition. However, if the leave taken by the 
husband and wife includes leave for the birth, foster placement, or 
adoption of a child or to care for the child after birth, adoption, or foster 
placement or to care for a parent with a serious health condition, the leave 
for that reason shall be limited to 12 workweeks per year. 

 
Benefits During Family and Medical Leave 
 

Employees on family and medical leave receive group health insurance plan 
coverage on the same conditions as coverage would have been provided if the 
employee had been working during the period of leave. Other benefits are provided 
according to school division policy for paid or unpaid leave, whichever applies. 
 

If the employee fails to return to work when the period of leave to which the 
employee is entitled expires for any reason other than the continuation, recurrence, or 
onset of a serious health condition that entitles the employee to leave, or other 
circumstances beyond the employee’s control, the school division may recover the 
premium it paid for maintaining the employee’s coverage during the period of unpaid 
leave in accordance with federal law. 
 
Return to Work 
 

An employee on family and medical leave shall provide the division at least two 
work days’ notice of the intent to return to work. The employee shall be returned to the 
same or equivalent position at the end of the family and medical leave unless the 
division shows that the employee would not otherwise have been employed at the time 
reinstatement is requested. 
 
 The following return to work provisions apply to instructional employees:  
 

1. If an instructional employee begins family and medical leave more than five 
(5) weeks before the end of an academic term, the employee may be required 
to continue taking leave until the end of the term if the leave is at least three 
(3) weeks in duration and the return to work would occur during the last three 
(3) weeks of the academic term.  

2. If an instructional employee begins family and medical leave a) because of 
the birth, adoption, or foster care placement of a son or daughter of the 
employee, b) to care for a family member with a serious health condition, or c) 
to care for a covered servicemember during the five (5) week period before 
the end of an academic term, the employee may be required to continue 
taking leave until the end of the academic term if the leave is longer than two 
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(2) weeks in duration and the return to work would occur during the last two 
(2) weeks of the academic term. 

3. If an instructional employee begins family and medical leave a) because of 
the birth, adoption, or foster care placement of a son or daughter of the 
employee, b) to care for a family member with a serious health condition, or c) 
to care for a covered servicemember during the three (3) week period before 
the end of an academic term, the employee may be required to continue 
taking leave until the end of an academic term if the leave is longer than five 
(5) working days in duration.  

 
If an instructional employee is required to continue leave until the end of an 

academic term, only the period of leave until the employee is ready and able to return to 
work shall be counted against the family and medical leave entitlement. However, the 
division continues the group health insurance coverage under the same conditions as if 
the employee were working. 

 
Outside Employment 
 

An employee who is on family and medical leave may not engage in employment 
for any other employer or self-employment while on leave.  Falsification of records and 
failure to correct records known to be false are violations of this policy and will result in 
discipline which may include termination from employment.  
 
Adopted:  5/10/1994 
Reviewed/Revised:  5/11/2011, 7/8/2014, 3/14/2017, 5/10/2022 
 
Legal Refs.: 29 U.S.C. §§ 207, 2611, 2612, 2613, 2614, 2618, 2619. 
 

29 C.F.R. 825.110, 825.115, 825.122, 825.124, 825.125, 825.200, 
825.203, 825.207, 825.300, 825.301, 825.302. 825.303, 825.305, 
825.306, 825.307, 825.309, 825.310, 825.311, 825.312, 825.600, 
825.602, 825.603, 825.604, 825.800. 

 
Cross Refs.: GCBD  Staff Leaves and Absences 

GCBEA  Leave without Pay 
GCQA  Nonschool Employment by Staff Members 
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ATTACHMENTS 
 
Attachment 1 Employee Rights and Responsibilities Under the Family and 

Medical Leave Act (WHD Publication 1420) (Revised April 2016) 
 Please note: a copy of this poster can be downloaded from 
 http://www.dol.gov/whd/regs/compliance/posters/fmla.htm 
 
Attachment 2 Certification of Health Care Provider for Employee’s 

Serious Health Condition Under the Family and Medical 
Leave Act (Form WH-380-E) (Revised June 2020) 
Please note: a copy of the certification form can be downloaded 
from 

    http://www.dol.gov/whd/forms/WH-380-E.pdf 
 
Attachment 3 Certification of Health Care Provider for Family Member’s 

Serious Health Condition Under the Family and Medical Leave 
Act (Form WH-380-F) (Revised June 2020) 
Please note: a copy of this form may be downloaded from  

    http://www.dol.gov/whd/forms/WH-380-F.pdf 
 
Attachment 4 Notice of Eligibility and Rights & Responsibilities Under the 

Family and Medical Leave Act (Form WH-381) (Revised June 
2020) 
Please note: a copy of this form may be downloaded from 

    http://www.dol.gov/whd/forms/WH-381.pdf 
 
Attachment 5 Designation Notice Under the Family and Medical Leave Act 

(Form WH-382) (Revised June 2020) 
Please note: a copy of this form may be downloaded from  

    http://www.dol.gov/whd/forms/WH-382.pdf 
 
Attachment 6 Certification for Military Family Leave for Qualifying Exigency 

under the Family and Medical Leave Act (Form WH-384) 
(Revised June 2020) 
Please note: a copy of this form may be downloaded from  
http://www.dol.gov/whd/forms/WH-384.pdf 

 
Attachment 7 Certification for Serious Injury or Illness of Current 

Servicemember for Military Caregiver Leave under the Family 
and Medical Leave Act (Form WH-385) (Revised June 2020) 
Please note: a copy of this form may be downloaded from 

 
Attachment 8 Certification for Serious Injury or Illness of a Veteran for 

Military Caregiver Leave (Family and Medical Leave Act) 
(Form WH-385-V (revised May 2015) 
Please note: a copy of this form may be downloaded from 
http://www.dol.gov/whd/forms/wh385V.pdf 

 

http://www.dol.gov/whd/regs/compliance/posters/fmla.htm
http://www.dol.gov/whd/forms/WH-380-E.pdf
http://www.dol.gov/whd/forms/WH-380-F.pdf
http://www.dol.gov/whd/forms/WH-381.pdf
http://www.dol.gov/whd/forms/WH-382.pdf
http://www.dol.gov/whd/forms/WH-384.pdf
http://www.dol.gov/whd/forms/wh385V.pdf
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LEAVE WITHOUT PAY 
 
Employee’s Debilitating or Life-Threatening Illness or Injury 
 

A leave of absence, without pay, may be granted to employees of the school 
division who have a debilitating or life-threatening illness or injury and who are not 
eligible for Family and Medical Leave as described in Policy GCBE Family and Medical 
Leave because they have not worked for the division for 12 months or have not worked 
at least 1250 hours according to the Fair Labor Standards Act, 29 U.S.C. § 201 et seq. 
 

Employees with a debilitating or life-threatening illness who are entitled to leave 
under this policy may take up to thirty (30) days unpaid leave during their first year of 
employment with the school division. Leave may be taken only in full-day increments. 
Leave may be taken only when the employee has no other leave (such as sick leave) 
available.  
 

Employees must submit medical documentation of their need for leave. 
Whenever possible, documentation must be provided prior to leave being taken.  
 

Approval must be obtained prior to leave being taken. 
 

All rights under this policy expire at the end of the employee’s first year of 
service.  
 
Other Work During Leave 
 

Employees who are on unpaid leave pursuant to this policy or any other policy, 
except those on leave pursuant to the Uniformed Services Employment and 
Reemployment Rights Act of 1994 (USERRA) (see Policy GCBEB Military Leave and 
Benefits), may not engage in work for which they receive pay or any other type of 
remuneration without the prior written approval of the superintendent. 
 
Adopted:  7/8/2014 
Reviewed/Revised:  3/14/2017, 12/8/2020, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-296. 
 
Cross Refs.: GCBD  Staff Leaves and Absences 

GCBE  Family and Medical Leave 
GCBEB Military Leave and Benefits 
GCQA  Nonschool Employment by Staff Members 
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SICK LEAVE BANK 

 
An eligible employee may enroll by donating one day of his/her sick leave to the sick leave 
bank.   
 
Eligibility: 

1. Employees hired under the Virginia Retirement System’s (VRS) Hybrid Plan are 
not eligible for membership in the Sick Leave Bank.   

2. Any employee opting-into the VRS Hybrid Plan will be considered to have 
withdrawn from the bank and will no longer be eligible for this benefit.   

3. Bus drivers and part-time employees are not eligible for the sick leave bank.     
4. All other full-time employees on contract or letter of agreement are eligible for the 

sick leave bank. 
 
Enrollment may be accomplished by submitting the Sick Leave Bank Application Form 
to the Benefits Office. 
 
The period of enrollment shall be as follows: 

1.  An employee may enroll within the first thirty (30) calendar days of employment. 
2.  An employee who does not enroll when first eligible, may do so during any 

subsequent open enrollment period by making application and providing 
satisfactory evidence of good health.  

3. An employee must be enrolled in the plan for six months prior to becoming 
eligible to utilize the benefits of the sick leave bank.   

4. In order to determine how much sick bank leave time an employee has available; 
the school division will use a “rolling 12-month period” method. An employee 
would start at the point where the requested leave would begin and count back 
12 months.  Any leave qualifying as sick bank leave and so designated under this 
regulation, taken within the 12 months prior to the start of the requested leave, 
would reduce the amount of sick bank leave currently available. 

5. Membership in the bank shall be continuous unless the employee informs the 
Coordinator of Employee Benefits, in writing, any time prior to October 1, of their 
intent to withdraw from participation in the bank. 

 
Criteria: 

1. Sick bank days may be drawn for the member’s personal illness or injury only. 
2. The first thirty (30) consecutive working contract days of illness or injury will not 

be covered by the sick leave bank but must be covered by the employee's own 
accumulated leave or leave without pay. A maximum of thirty (30) days in a 
rolling 12-month period can be drawn by any one member. 

3. A member of the bank will not be able to utilize sick leave bank benefits until their 
own sick leave is depleted.  

4. Days drawn from the bank for any one period of eligibility must be consecutive. If 
the member suffers a recurrence or relapse within thirty (30) days due to the 
original illness or injury, the member need not meet another thirty (30) day 
elimination requirement before becoming eligible to utilize sick leave benefits 
again. 
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5. A member must make application for use of the sick leave bank entitlement; it is 

not automatic.   
6. A doctor's certificate is required before a sick leave bank member can use leave 

bank entitlement. A statement is to be submitted to the Benefits Office. 
 
Assessment: 

1. Participants in the sick leave bank will be asked to donate an additional day (or 
days) of sick leave at such times as the bank is depleted to fifty (50) days. 
Notification of such need shall be sent to each member at the time it is 
determined to be necessary. 

2. Members utilizing days from the bank will not have to replace these days except 
as a regular contributory member in accordance with the provisions for 
assessment. 

3. Retiree sick leave balances above the reimbursement level for unused sick leave 
will be added to the sick leave bank balance after the end of the current fiscal 
year. 

4. Upon termination of employment or withdrawal of membership, a participant will 
not be permitted to withdraw contributed day(s). 

 
Adopted:  2/14/1995 
Reviewed/Revised:  7/8/2014, 10/11/2016, 10/11/2016, 12/8/2020, 5/10/2022 
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MILITARY LEAVE AND BENEFITS 
 
Leave 
 

All employees of Waynesboro School Board who are members of the state or 
federal military reserves are entitled to leaves of absence from their duties on all days 
during which they are engaged in federally funded military duty, including training duty, 
or when called forth by the Governor.  

 
Immediately upon receipt of official notice to report for duty, the employee will 

notify his or her supervisor of the need for military leave. A copy of the official orders 
must accompany the leave request.   
 
Pay/Paid Leave 
 

All employees on military leave receive up to 15 days paid leave per federally 
funded tour of duty. When possible, military leave for employees on less than a 12- 
month contract should be arranged during non-duty hours. 

 
An employee who is scheduled for a physical examination for military service 

during working hours, including but not limited to pre-induction physicals, receives paid 
leave. 
 

In addition, full-time employees of the Waynesboro School Division whose active 
duty service with the regular armed forces of the United States or the National Guard or 
other reserve component requires his or her absence from employment will receive 
supplemental pay in the amount of the difference in the military pay and the employee’s 
regular school division pay for a period not to exceed 18 months, if the employee’s 
military compensation is less than the regular salary paid to the employee by the school 
division. Any leave that had accrued at the time military leave began will be applied 
during this period. The employee shall submit a request in writing for the compensation 
and shall attach their military pay stub.  
 

The employee will be permitted, upon request, to use any vacation, annual, or 
similar leave that had accrued at the time military leave began. 
 

Except as outlined above, military leave is unpaid. 
 
Benefits 
 
Health Benefits 
 
If the employee so desires, the employee and the employee’s dependents may continue 
to participate in the division’s group health plan for up to 24 months while the employee 
is on military leave. The employee must notify the Benefits Manager if the employee 
wants to continue participation in the division’s group health plan. Employees who elect 
to continue on the division’s health plan will be responsible for the payment of the 
employee’s share of the monthly premium.  
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Retirement Benefits 
 

An employee reemployed after military leave will be treated as not having 
incurred a break in service. The period of military leave will be considered service to the 
division for purposes of vesting and benefit accrual. The division is responsible for its 
pension plan funding obligation. The division is not required to make its contribution until 
the employee is reemployed. 
 

The employee is allowed, but not required, to make up the employee’s 
contributions to a contributory plan. The employee may repay his or her employee 
contributions for a period of up to three times the period of military service, but not to 
exceed five years. If the employee’s retirement plan is contributory and the employee 
does not make up the employee’s contributions, the employee will not receive the 
employer match or the accrued benefit attributable to the employee’s contribution 
because the employer is required to make contributions that are contingent on the 
employee’s contributions. 

 
The employer and employee contribution will be calculated on the rate of pay the 

employee would have received but for the absence to serve military duty.  
 
Reemployment 
 

An employee who is entitled to military leave by reason of service in the federal 
military reserves is entitled to be reemployed by the School Board as long as the 
employee 

• has given advance notice of the need for military leave (unless notice is 
precluded by military necessity or is otherwise impossible or unreasonable); 

• has not been absent from his or her job for more than five years; and 
• returns to work as outlined below.  

 
If the employee was absent from work for 

• less than 31 days, the employee must report back to work by the beginning of the 
next regularly scheduled work period after a reasonable amount of time to arrive 
home, rest and report to work; 

• more than 30 days but less than 181 days, the employee must submit an 
application for reemployment within 14 days after the completion of service; 

• more than 180 days, the employee must submit an application for reemployment 
within 90 days after the completion of service. 

 
Employees who are entitled to military leave due to service in the Virginia military 

reserves must make written application for reemployment within (1) 14 days of release 
from duty or from hospitalization following release if the length of the employee’s 
absence by reason of service in the uniformed services does not exceed 180 days or 
(2) 90 days of his release from duty or from hospitalization following release if the length 
of the employee’s absence by reason of service in the uniformed services exceeds 180 
days.  
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Upon returning from duty, an employee will be restored to the same job he held 
before leaving or to a comparable job. The School Board is not obligated to reemploy 
persons returning from military leave in certain unusual situations specified by state and 
federal law.  
 
Termination after Reemployment 
 

A person who is reemployed after returning from more than 30 days of military 
duty will not be discharged except for cause 

• within one year after the date of reemployment, if the person's period of military 
service before the reemployment was more than 180 days; or 

• within 180 days after the date of reemployment, if the person's period of military 
service before the reemployment was more than 30 days but less than 181 days. 

 
Discrimination Against Members of Military Reserves Prohibited 
 

Members of the military reserves will not be denied initial employment, 
reemployment, retention in employment, promotion, or any benefit of employment on 
the basis of that membership. 
 
Adopted:  9/14/2004 
Reviewed/Revised:  2/11/2020, 5/10/2022 
 
Legal Refs: 38 U.S.C. §§ 4312, 4313, 4316, 4317. 
 
 20 C.F.R. §§ 1002.259, 1002.261, 1002.262, 1002.267.  
 
 Code of Virginia, 1950, as amended, §§ 22.1-289.2, 44-93, 44-93.1, 44-

93.3, 44-93.4, 44-102.1. 
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PROFESSIONAL LEAVE 
 

Professional leave is for the purpose of being away from the place of employment or 
scheduled work assignment during a contracted workday for participation in school 
related activities, on school business, or other approved absence of professional nature. 
It is not counted against sick leave or personal leave. The number of staff absences 
permitted for professional leave in any given fiscal year are to be limited by budget 
constraints, the ability to employ qualified substitutes, provide necessary services, and 
other appropriate factors.  
 
Adopted: 02/14/1995  
Reviewed/Revised: 11/11/2014, 10/11/2016, 3/14/2017, 10/8/2019, 5/10/2022    
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PROFESSIONAL LEAVE REGULATION 

 
The number of professional leave days allocated to each school will be proportioned by 
budget accommodations. These days can be distributed amongst the staff of schools 
throughout the school year based on division needs, programs, and initiatives. All 
Professional Leave requests require the approval of the Assistant Superintendent. 
 
Instructional Conference/Professional Leave- 
 
Requests for instructional conference leave shall be made, in writing, on the Leave 
Request Form accompanied a copy of the Conference Participation/Registration form. 
The forms must be reviewed by the employee's Principal and submitted to the Assistant 
Superintendent, 14 days in advance of the conference. Individuals submitting proposals 
to be presenters at a conference should submit a participation form 14 days; in advance 
or when submitting their proposal.  
 
In evaluating requests, consideration shall be given to the conference's potential 
contribution to the school division and its instructional goals. Consideration shall 
address factors such as the conference's sponsor, the timeliness and length of the 
conference, the need for substitute coverage, and the number and frequency of 
approved requests from the individual.  
 
By receiving professional leave and participating in a conference, the employee agrees 
to share the information with other school/division /staff as requested by their principal 
or a division administrator. The amount of funding will be determined by the availability 
of budget allocations. Principals should use discretion in approval of multiple requests 
from an individual.  
 
Reimbursement for conference expenses must be filed within 14 days after attending 
the conference (Reimbursement of Travel Expenses) along with the Statement of 
Expenses form and accompanying receipts. 
 
Extra-Curricular Activities/Professional Leave-  
 
Professional leave requests by coaches, extracurricular sponsors, and all non-
certificated personnel to attend conferences, sport’s clinics, or league scheduled 
competitions are to be considered as Professional Leave and must be submitted in 
writing through the principal to the Assistant Superintendent. Approval must be received 
prior to attendance. 
 
Professional Workshops and Meetings/Professional Leave- 
 
Attendance at workshops, district and regional meetings, or other types of informational 
conference trainings for specific personnel is to be considered as Professional Leave 
and is to be submitted through the principal to the Assistant Superintendent. Approval 
must be received prior to attendance. Requests for leave to serve on state, regional and  
national committees must be made in writing to the Assistant Superintendent prior to  
accepting such responsibilities. Employees are to provide a copy of the invitation with  
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their letter of request. Administrators are to submit requests for conference attendance 
directly to the Assistant Superintendent for approval. 
 
Adopted: 9/1997  
Reviewed/Revised: 11/11/2014, 10/8/2019, 5/10/2022 
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HYBRID SHORT TERM DISABILITY 
 

The provisions of this policy apply to all full-time employees who are an active member 
of the Virginia Retirement System (VRS) Hybrid Retirement Plan. 
 
As of January 1, 2014, employees under the VRS Hybrid Retirement plan will be 
covered under a short-term disability plan offered by the Waynesboro School Board and 
administered by a third party administrator.  The short term disability plan provides for a 
weekly benefit of less than 100% of normal weekly pay in accordance with the 
provisions of the plan document. 
 
Employees are required to file a claim for benefits with the insurance company and be 
approved before any benefit will be paid.  The amount of benefit, length of coverage, 
and the process to file a claim are provided in short term disability plan documents.    
 
Annual, sick and/or any other applicable leave, if accrued, shall be used by the 
employee during periods of short term disability to cover the initial waiting period of 7 
calendar days, and may be used to make up the difference between the amount 
received under the benefit schedule and the employee’s pre-disability normal pay.   If an 
employee does not have accrued leave, the seven day waiting period shall be without 
pay.  An employee may not receive more than 100% of the normal base pay amount 
when combining the short term disability benefit and Annual, Personal and/or Sick 
Leave.  Short term disability is directly funded by the School Board, and therefore taxes 
shall be deducted from the amount paid to the employee for a non-work related 
disability as required by IRS regulations.   
 
Short term disability benefits will not be paid until the short term disability Claim has 
been approved.   As stated above, an employee shall use annual, sick and/or any other 
applicable leave, if accrued, to cover the initial waiting period of 7 calendar days, but the 
employee may not use these leaves to cover the time period between the end of the 
waiting period and the time that the claim is approved.  In the event an employee’s 
claim is still pending approval at the end of the 7 Day Waiting period, the employee will 
be placed in a Leave without Pay status until such time the claim is approved.  If the 
claim is approved, then the employee will be paid from the Date of Disability (as 
determined by the insurance company) through the date that the insurance company 
has determined is the last date of disability. 
 
The short term disability benefit period may last longer than the period established 
under the Family Medical and Leave Act.  Nothing in the Annual Leave, Sick Leave or 
short term disability plan extends FMLA benefits beyond those provided by law. 
 
Adopted:  5/9/2017 
Reviewed/Revised: 5/10/2022 
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PERSONNEL LEGAL LEAVE 
 

Employees of the school division who are called for jury panels shall make 
every reasonable effort to render such duty to the courts. The Waynesboro School 
Board supports its employees in fulfilling this civic duty. 
 
JURY DUTY 
Employees called for jury duty may be absent from work without loss of pay, subject to 
verification of actual day is to be served by the clerk of the court. 
 
COURT APPEARENCES 
Employees subpoenaed or summoned to appear in court for job-related legal 
transactions may be absent without loss of pay. The Assistant Superintendent shall 
have approval authority to grant such leave for employees attending to job-related 
legal transactions. In order to be paid under these circumstances, a copy of the 
subpoena or summons shall be submitted with the written request for leave. 
 
If summoned to appear in a court case for personal legal transactions, employees 
must use personal leave or annual leave, or be placed on leave without pay status, 
except if subpoenaed or summoned to appear in court as a witness for a criminal 
case, in which the employee has no other involvement in the legal proceedings. 
 
Adopted: 2/14/1995 
Reviewed/Revised: 1/9/2018, 5/10/2022 
 

Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-78, 22.1-295.  
 
Cross Refs:   GCBD        Staff Leaves and Absences 
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EMPLOYMENT OF FAMILY MEMBERS 
 

A. The School Board may not employ or pay, and the superintendent may not 
recommend for employment, any family member of the superintendent or of a 
School Board member except as authorized in below. This prohibition does not 
apply to the employment, promotion, or transfer within the school division of any 
family member who  

• has been employed pursuant to a written contract with the School Board 
or employed as a substitute teacher or teacher’s aide by the School Board 
prior to the taking of office of the superintendent or any School Board 
member, or  

• has been employed pursuant to a written contract with the School Board 
or employed as a substitute teacher or teacher’s aide by the School Board 
prior to the inception of the family relationship, or  

• was employed by the School Board at any time prior to June 10, 1994 and 
had been employed at any time as a teacher or other employee of any 
Virginia school board prior to the taking of office of any member of the 
School Board or the superintendent. 

 
A family member employed as a substitute teacher may not be employed to any 
greater extent than he was employed by the School Board in the last full school 
year prior to the taking of office of such Board member or superintendent or to 
the inception of such relationship. 
 

B. Notwithstanding the rules stated in Section A above, the School Board may 
employ or pay, and the superintendent may recommend for employment, any 
family member of a School Board member provided that 
 

• the member certifies that he had no involvement with the hiring decision; 
and 

 
• the superintendent certifies to the remaining members of the School 

Board in writing that the recommendation is based upon merit and 
fitness and the competitive rating of the qualifications of the individual 
and that no member of the Board had any involvement with the hiring 
decision. 

 
C. Notwithstanding the rules stated in Section A above, the School Board may 

employ or pay any family member of the superintendent provided that 
 

• the superintendent certifies that he had no involvement with the hiring 
decision; and 

• the assistant superintendent certifies to the members of the School Board 
in writing that the recommendation is based upon merit and fitness and 
the competitive rating of the qualifications of the individual and that the 
superintendent had no involvement with the hiring decision. 
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D. No family member of any employee may be employed by the School Board if       
the family member is to be employed in a direct supervisory and/or administrative 
relationship either supervisory or subordinate to the employee. The employment 
and assignment of family members in the same organizational unit is 
discouraged. 

 
E. Family members are defined as father, mother, brother, sister, spouse,  

       son, daughter, son-in-law, daughter-in-law, sister-in-law or brother-in-law. 
 

Adopted:  10/8/2019 
Reviewed/Revised: 05/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 2.2-3119. 
 
Cross Ref.: BBFA  Conflict of Interests and Disclosure of Economic   

  Interests 
 GCI  Professional Staff Assignments and Transfers 
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EFFECT OF CRIMINAL CONVICTION OR FOUNDED 
COMPLAINT OF CHILD ABUSE OR NEGLECT 

 
Generally 
 

The Board does not hire or continue the employment of any part-time, full-time, 
temporary, or permanent personnel who are determined to be unsuited for service by 
reason of criminal conviction or information appearing in the registry of founded 
complaints of child abuse and neglect maintained by the Department of Social Services. 

 
I. APPLICANTS FOR EMPLOYMENT 
 
A. Criminal Convictions 
 

As a condition of employment for all of its employees, whether full-time or part-
time, permanent, or temporary, the Waynesboro School Board requires on its 
application for employment certification of whether the applicant has been convicted of 
any violent felony set forth in the definition of barrier crime in subsection A of Va. Code 
§ 19.2-392.02; any offense involving the sexual molestation, physical or sexual abuse or 
rape of a child; or any crime of moral turpitude.  
 

The School Board does not employ any individual who has been convicted of any 
violent felony set forth in the definition of barrier crime in subsection A of Va. Code § 
19.2-392.02 or any offense involving the sexual molestation, physical or sexual abuse, 
or rape of a child. 

 
The School Board may employ any individual who has been convicted of any 

felony or crime of moral turpitude that is not set forth in the definition of barrier crime in 
subsection A of § Va. Code § 19.2-392.02 and does not involve the sexual molestation, 
physical or sexual abuse, or rape of a child, provided that in the case of a felony 
conviction, such individual’s civil rights have been restored by the Governor. 

 
The Waynesboro School Board also requires on its application for employment, 

as a condition of employment requiring direct contact with students, whether full-time or 
part-time, permanent, or temporary, certification that the applicant has not been the 
subject of a founded case of child abuse and neglect. Any person making a materially 
false statement regarding a finding of child abuse and neglect shall be guilty of a Class 
1 misdemeanor and upon conviction, the fact of said conviction shall be grounds for the 
Board of Education to revoke such person's license to teach.  

 
As a condition of employment, any applicant who is offered or accepts 

employment, whether full-time, part-time, permanent or temporary with the Waynesboro 
School Board shall submit to fingerprinting and provide personal descriptive information. 
The information and fingerprints shall be forwarded through the Central Criminal 
Records Exchange to the Federal Bureau of Investigations for the purpose of obtaining 
criminal history record information on applicants who are offered or accept employment.  
 

To conserve the costs of conducting criminal history record checks to applicants 
and school boards, upon the written request of the applicant, Waynesboro School Board 
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shall inform another school board with which reciprocity has been established and to 
which the applicant also has applied for employment of the results of the criminal history 
record information conducted within the previous ninety days that it obtained concerning 
the applicant. Criminal history record information pertaining to an applicant for 
employment by a school board shall be exchanged only between school boards in the 
Commonwealth in which a current agreement of reciprocity for the exchange of such 
information has been established and is in effect. Reciprocity agreements shall provide 
for the apportionment of the costs of the fingerprinting or criminal records check 
between the applicant and Waynesboro School Board as provided by statute. 

 
If an applicant is denied employment because of information appearing on the 

applicant’s criminal history record, the School Board provides a copy of the information 
provided by the Central Criminal Records Exchange to the applicant. 
 
B. Founded Complaints of Child Abuse or Neglect 

 
The School Board requires, as a condition of employment, that any applicant who is 

offered or accepts employment requiring direct contact with students, whether full-time 
or part-time, permanent or temporary, provide written consent and the necessary 
personal information for the School Board to obtain a search of the registry of founded 
complaints of child abuse and neglect. The registry is maintained by the Department of 
Social Services. The School Board ensures that all such searches are requested in 
conformance with the regulations of the Board of Social Services. In addition, where the 
applicant has resided in another state within the last five years, the School Board 
requires as a condition of employment that such applicant provide written consent and 
the necessary personal information for the School Board to obtain information from 
each relevant state as to whether the applicant was the subject of a founded complaint 
of child abuse and neglect in such state. The School Board takes reasonable steps to 
determine whether the applicant was the subject of a founded complaint of child abuse 
and neglect in the relevant state. The Department of Social Services shall maintain a 
database of central child abuse and neglect registries in other states that provide 
access to out-of-state school boards for use by local school boards. The applicant may 
be required to pay the cost of any search conducted pursuant to this subsection at the 
discretion of the School Board. From such funds as may be available for this purpose, 
however, the School Board may pay for the search.  
 

If the information obtained pursuant to the preceding paragraph indicates that the 
applicant is the subject of a founded case of child abuse and neglect, such applicant 
shall be denied employment, or the employment shall be rescinded. 
 

If an applicant is denied employment because of information appearing on the 
applicant’s record in the registry, the School Board provides a copy of the information 
obtained from the registry to the applicant. The information provided to the School 
Board by the Department of Social Services is confidential and is not disseminated by 
the School Board. 
 
II. EMPLOYEE CHARGES AND CONVICTIONS 
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A. Criminal Proceedings 
 

An employee who is charged by summons, warrant, indictment, or information 
with the commission of a felony or a misdemeanor specified in Va. Code § 22.1-315 
may be suspended in accordance with Policy GCPF Suspension of Staff Members. 

If a current employee is suspended or dismissed because of information 
appearing on the employee’s criminal history record, the School Board provides a copy 
of the information provided by the Central Criminal Records Exchange to the employee. 

The superintendent shall inform the School Board of any notification of arrest of a 
school board employee received pursuant to Virginia Code §19.2-83.1. The School 
Board shall require such employee, whether full-time or part-time, permanent, or 
temporary, to submit to fingerprinting and to provide personal descriptive information to 
be forwarded along with the employee's fingerprints through the Central Criminal 
Records Exchange to the Federal Bureau of Investigation for the purpose of obtaining 
criminal history record information regarding such employee. The contents of the 
employee’s criminal record shall be used only to implement dismissal, suspension or 
probation in accordance with §§22.1-307 and 22.1-315 of the Code of Virginia. 

B. Founded Complaints of Child Abuse or Neglect 
 

Any employee of Waynesboro School Board will be dismissed if he or she is or 
becomes the subject of a founded complaint of child abuse and neglect and after all 
rights to an appeal provided by Va. Code § 63.2-1526 have been exhausted. The fact of 
such finding, after all rights to an appeal provided by Va. Code § 63.2-1526 have been 
exhausted, is grounds for the school division to recommend that the Board of Education 
revoke such person's license to teach. 

III. COURT ORDERED PROBATION 

 For purposes of this policy, a court’s placing an individual on probation pursuant 
to Va. Code § 18.2-251 is treated as a conviction and as a finding of guilt. 

IV. COSTS OF FINGERPRINTING, CRIMINAL RECORD AND ABUSE AND 
NEGLECT CHECKS 

 The School Board pays for the fingerprinting, criminal record check and abuse 
and neglect check conducted pursuant to this policy. 

Adopted:  2/14/1995 
Reviewed/Revised:  4/11/2017, 10/13/2020, 9/10/2021, 5/10/2022 

Legal Ref.: Code of Virginia, as amended, §§ 18.2-251,19.2-83.1, 19.2-389, 22.1-78, 
22.1-296.1, 22.1-296.2, 22.1-296.4, 22.1-307, 22.1-315, 63.2-1515. 

Cross Refs.: GCPF  Suspension of Staff Members 
GCPD  Professional Staff Discipline 
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EFFECT OF CRIMINAL CONVICTION OR FOUNDED 
COMPLAINT OF CHILD ABUSE OR NEGLECT 

The following statement will appear on all applications for employment with Waynesboro 
Public Schools, whether part-time, full-time, temporary, or permanent personnel:   

 “I hereby authorize the Office of Personnel to conduct work history, personal 
 reference or police record inquiries, and waive the right to hold liable those 
 persons for providing any requested information.  It is understood that such  
           information is to be absolutely privileged, confidential, and used only in    
           determining my qualifications employment and assignment.” 
 
If an applicant for employment with Waynesboro Public Schools should refuse to permit 
a criminal history record search, or fails to provide the information necessary for 
obtaining criminal history record information, the applicant will be removed from further 
employment consideration. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  4/11/2017, 5/10/2022 
 
Legal Ref.: Code of Virginia, as amended, §§ 18.2-251,19.2-83.1, 19.2-389, 22.1-78, 

22.1-296.1, 22.1-296.2, 22.1-296.4, 22.1-307, 22.1-315, 63.2-1515. 
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PART-TIME AND SUBSTITUTE PROFESSIONAL STAFF EMPLOYMENT 

Substitute Teachers 

Substitute teachers shall:   

• be at least 18 years old, with preference given to persons 21 years old or 
older; 

• possess good moral character; 
• hold a high school diploma or have passed a high school equivalency 

examination approved by the Board of Education; 
• attend orientation to school policies and procedures; and 
• complete all components of the Waynesboro Public Schools Substitute 

Application; including fingerprinting for criminal history record and 
personal descriptive information for conducting the Child Registry search. 

The Waynesboro School Board shall seek to employ substitute teachers, especially 
those engaged as long-term substitutes, who exceed these requirements. 

 A substitute teacher, as used in this section, is (i) one who is employed to 
substitute for a contracted teacher for a temporary period of time during the contracted 
teacher's absence, or (ii) one who is employed to fill a teacher vacancy for a period of 
time, but for no longer than 90 teaching days in such vacancy, unless otherwise 
approved by the Superintendent of Public Instruction on a case-by-case basis, during 
one school year. 

Homebound Teachers 

Homebound teachers shall be employed on a part-time, hourly basis. They shall 
be selected from the active file of applicants in the Personnel Office or from the 
approved substitute teacher list and shall hold a valid teaching certificate. 

Part-Time Teachers 

An employee working less than 180 days or less than six (6) hours per day or 
who is restricted to temporary or interim employment is considered part-time. 

Part-time teachers shall meet the certification requirements of the State Board of 
Education.  

Summer School Teachers 

Summer school teachers shall meet all certification requirements. 

Interns 

Arrangements for the utilization of interns in the school division should be 
initiated through the superintendent. 
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Student Teachers 

The school division shall accept student teachers only from accredited 
institutions. All student teachers shall meet the same health requirements as all other 
personnel. The Assistant Superintendent shall have the responsibility for the 
assignment and placement of student teachers in the school system. 

Student teachers shall not be used as substitute teachers, except with expressed 
permission from the college or university. 

Adopted:  2/14/1995 
Reviewed/Revised:  2/14/1999, 4/11/2017, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78, 22.1-302. 

Cross Ref.: GCB   Professional Staff Contracts 
 GCPD   Professional Staff Discipline 
 GCPF  Suspension of Staff Members 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



File: GCG 
 

© 5/20 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

PROFESSIONAL STAFF PROBATIONARY TERM  
AND CONTINUING CONTRACT  

 
Teachers 
 
 Probationary Term 
 

A probationary term of service of three years in Waynesboro School Division is 
required before a teacher is issued a continuing contract. A mentor teacher is provided 
to every first-year probationary teacher to assist him or her in achieving excellence in 
instruction. Probationary teachers with prior successful teaching experience may be 
exempt from this requirement with approval from the superintendent. Probationary 
teachers are evaluated at least annually in accordance with policy GCN Evaluation of 
Professional Staff. A teacher in the first year of the probationary period is evaluated 
informally at least once during the first semester of the school year. The superintendent 
considers such evaluations as one factor in making recommendations to the School 
Board regarding the nonrenewal of such teacher’s contract.  

In order to achieve continuing contract status, every teacher must successfully 
complete training in instructional strategies and techniques for intervention for or 
remediation of students who fail or are at risk of failing the Standards of Learning 
assessments. Waynesboro School Board provides said training at no cost to teachers it 
employs. If such training is not offered in a timely manner, no teacher will be denied 
continuing contract status for failure to obtain such training. 

Once a continuing contract status has been attained in a school division in this 
state, another probationary period need not be served unless such probationary period, 
not to exceed two years, is made a part of the contract of employment. If a teacher 
separates from service and returns to teaching service in Virginia public schools by the 
beginning of the third year, the person shall be required to begin a new probationary 
period, not to exceed two years, if made part of the contract. 

If a teacher who has not achieved continuing contract status receives notice of 
re-employment, he must accept or reject in writing within 15 calendar days of receipt of 
the notice. Unless a conference with the superintendent is requested as specified in the 
Code of Virginia, or in the case of reduction in force, written notice of nonrenewal of the 
probationary contract must be given by the Board on or before June 15 of each year. If 
the teacher requests a conference with the superintendent, then written notice of non-
renewal by the School Board must be given within thirty days after the superintendent 
notifies the teacher of his intention with respect to the recommendation. 

Continuing Contract 

Teachers employed after completing the probationary period are entitled to 
continuing contracts during good behavior and competent service. Written notice of 
noncontinuation of the contract by either party must be given by June 15 of each year; 
otherwise the contract continues in effect for the ensuing year.  
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The School Board may reduce the number of teachers, whether or not such 
teachers have reached continuing contract status, because of decrease in enrollment or 
abolition of particular subjects.  

Furthermore, nothing in the continuing contract shall be construed to authorize 
the School Board to contract for any financial obligation beyond the period for which 
funds have been made available. 

As soon after June 15 as the school budget is approved by the appropriating 
body, the School Board furnishes each teacher a statement confirming continuation of 
employment, setting forth assignment and salary. 

Within two weeks of the approval of the school budget by the appropriating body, 
but no later than July 1, the School Board will notify any teacher who may be subject to 
a reduction in force due to a decrease in the School Board’s budget as approved by the 
appropriating body. 

Principals, Assistant Principals, and Supervisors 

A person employed as a principal, assistant principal or supervisor, including a 
person who has previously achieved continuing contract status as a teacher, shall serve 
a probationary term of three years in such position in the same school division before 
acquiring continuing contract status as a principal, assistant principal or supervisor.  

Continuing contract status acquired by a principal, assistant principal or 
supervisor shall not be construed (i) as prohibiting the School Board from reassigning 
such principal, assistant principal or supervisor to a teaching position if notice of 
reassignment is given by the School Board by June 15 of any year or (ii) as entitling any 
such principal, assistant principal or supervisor to the salary paid him as principal, 
assistant principal or supervisor in the case of any such reassignment to a teaching 
position. No such salary reduction and reassignment, however, shall be made without 
first providing such principal, assistant principal or supervisor with written notice of the 
reason for such reduction and reassignment and an opportunity to present his or her 
position at an informal meeting with the superintendent, the superintendent's designee 
or the School Board. Before recommending such reassignment, the superintendent 
shall consider, among other things, the performance evaluations for such principal, 
assistant principal or supervisor. The principal, assistant principal or supervisor shall 
elect whether such meeting shall be with the superintendent, the superintendent's 
designee or the School Board. The School Board, superintendent or superintendent's 
designee shall determine what processes are to be followed at the meeting. The 
decision to reassign and reduce salary shall be at the sole discretion of the School 
Board. 

The intent of this section is to provide an opportunity for a principal, assistant 
principal or supervisor to discuss the reasons for such salary reduction and 
reassignment with the superintendent, the superintendent’s designee or the School 
Board, and the provisions of this section are meant to be procedural only. Nothing  
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contained herein shall be taken to require cause for the salary reduction and 
reassignment of a principal, assistant principal or supervisor. 

As used in this policy, "Supervisor" means a person who holds an instructional 
supervisory position as specified in the regulations of the Board of Education and who is 
required to hold a license as prescribed by the Board of Education. 

Adopted:  11/12/2013 
Reviewed/Revised:  7/8/2014, 10/13/2020, 5/10/2022 

Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-294, 22.1-303, 22.1-304. 

Cross Refs.: GBM  Professional Staff Grievances 
  GCB  Professional Staff Contracts  
  GCE  Part-Time and Substitute Professional Staff Employment 
  GCN  Evaluation of Professional Staff 

GCPA  Reduction in Professional Staff Work Force 
GCPB  Resignation of Staff Members 
GCPD  Professional Staff Discipline 
GCPF  Suspension of Staff Members 
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PROFESSIONAL STAFF ASSIGNMENTS AND TRANSFERS 
 

Principals and other supervisory personnel may submit recommendations to the 
superintendent for the appointment, assignment, promotion, transfer and dismissal of all 
personnel assigned to their supervision. 
 

Upon recommendation of the superintendent, the Waynesboro School Board 
shall place all employees within the various schools and facilities located in the school 
division. The superintendent has the authority to assign such employees to their 
respective positions within the school or facility wherein they have been placed by the 
School Board. 
 

The superintendent may also reassign any such employee for that school year to 
any school or facility within such division, provided no change or reassignment during a 
school year shall affect the salary of such employee for that school year. However, no 
one will be employed in or reassigned to a situation where a family member, as defined 
in Policy GCCB Employment of Family Members, is directly responsible for that 
employee's supervision. 
 

Any employee seeking a transfer of assignment to another work location for the 
next school year must make a request in writing to the superintendent or the 
superintendent’s designee, with copies to the current supervisor, not later than April 1. 
This type of request, if granted, will be considered a voluntary transfer. A change of 
assignment within an immediate work station is the responsibility of the immediate 
supervisor.   
 
Adopted: 2/14/1995 
Reviewed/Revised:  4/13/2021, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-293, 22.1-295, 22.1-297. 
 
Cross Ref: GCCB   Employment of Family Members 
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PROFESSIONAL STAFF DEVELOPMENT  
 

The Waynesboro School Board provides a program of high-quality professional 
development  
 

(i) in the use and documentation of performance standards and evaluation 
criteria based on student academic progress and skills for teachers and 
administrators to clarify roles and performance expectations and to 
facilitate the successful implementation of instructional programs that 
promote student achievement at the school and classroom levels;  

(ii) as part of the license renewal process, to assist teachers and principals in 
acquiring the skills needed to work with gifted students, students with 
disabilities, and students who have been identified as having limited 
English proficiency and to increase student achievement and expand the 
knowledge and skills students require to meet the standards for academic 
performance set by the Board of Education;  

(iii) in educational technology for all instructional personnel which is designed 
to facilitate integration of computer skills and related technology into the 
curricula;  

(iv) for administrative personnel designed to increase proficiency in 
instructional leadership and management, including training in the 
evaluation and documentation of teacher and administrator performance 
based on student academic progress and the skills and knowledge of such 
instructional or administrative personnel; and 

(v) designed to educate School Board employees about bullying as defined in 
Va. Code § 22.1-276.01 and the need to create a bully-free environment.  

 
In addition, the Board provides teachers and principals with high-quality  

professional development programs each year in  
 
(i) instructional content; 
(ii) the preparation of tests and other assessment measures;  
(iii) methods for assessing the progress of individual students, including 

Standards of Learning assessment materials or other criterion-referenced 
tests that match locally developed objectives;  

(iv) instruction and remediation techniques in English, mathematics, science 
and history and social science;  

(v) interpreting test data for instructional purposes;  
(vi) technology applications to implement the Standards of Learning; and 
(vii) effective classroom management.  

 
All instructional personnel are required to participate each year in professional 

development programs. 
 
Each teacher school counselor, building level and/or division administrator, 

school nurse, social worker, school psychologist and other identified support staff 
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 Every employee holding a license issued by the Board of Education is required to 
complete cultural competency training, in accordance with guidance issued by the 
Board of Education, at least every two years. Each employee required to complete 
cultural competency training must complete at least one such training no later than the 
beginning of the 2022-2023 school year. 

 
The Board annually reviews its professional development program for quality, 

effectiveness, participation by instructional personnel and relevancy to the instructional 
needs of teachers and the academic achievement needs of the students in the school 
division. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  5/9/2017, 10/13/2020, 8/10/2021, 5/10/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-23.3, 22.1-

253.13:5, 22.1-276.01, 22.1-291.4, 22.1-298.6 and 22.1-298.7. 
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EVALUATION OF PROFESSIONAL STAFF 

Every employee of the Waynesboro School Board staff is evaluated on a regular 
basis at least as frequently as required by law. 

The superintendent assures that cooperatively developed procedures for 
professional staff evaluations are implemented throughout the division and included in 
the division's policy manual. The results of the evaluation are in writing, dated and 
signed by the evaluator and the person being evaluated, with one copy going to the 
central office personnel file and one copy to the person being evaluated. 

The primary purposes of evaluation are: 
• to optimize student learning and growth; 
• to contribute to the successful achievement of the goals and objectives of 

the division’s educational plan; 
• to improve the quality of instruction by ensuring accountability for 

classroom performance and teacher effectiveness; 
• to provide a basis for leadership improvement through productive 

performance appraisal and professional growth; 
• to implement a performance evaluation system that promotes a positive 

working environment and continuous communication between the 
employee and the evaluator that promotes continuous professional 
growth, leadership effectiveness, improvement of overall job performance 
and improved student outcomes; and 

• to promote self-growth, instructional effectiveness, and improvement of 
overall professional performance. 
 

Teacher, principal, and superintendent evaluations are consistent with the 
performance standards included in the Guidelines for Uniform Performance Standards 
and Evaluation Criteria for Teachers, Principals, and Superintendents. Evaluations 
include student academic progress as a significant component and an overall 
summative rating. Teacher evaluations include regular observation and evidence that 
instruction is aligned with the school’s curriculum.  Evaluations include identification of 
areas of individual strengths and weaknesses and recommendations for appropriate 
professional activities. Evaluations include an evaluation of cultural competency.  

Any teacher whose evaluation indicates deficiencies in managing student 
conduct may be required to attend professional development activities designed to 
improve classroom management and discipline skills. 

Adopted:  2/14/1995 
Reviewed/Revised:  11/12/2013, 5/9/2017, 10/13/2020, 9/10/2021, 5/10/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78, 22.1-294, 22.1-

295, 22.1-303, 22.1-253.13:5, 22.1-253.13:7 and 22.1-276.2. 
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Guidelines for Uniform Performance Standards and Evaluation Criteria for 
Teachers (Virginia Board of Education as approved March 18, 2021).  
 
Guidelines for Uniform Performance Standards and Evaluation Criteria for 
Principals (Virginia Board of Education as effective January 10, 2020). 
 

Cross Ref.: CBG   Evaluation of the Superintendent 
GCG  Professional Staff Probationary Term and Continuing   

 Contract 
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REDUCTION IN PROFESSIONAL STAFF WORK FORCE 
 

A decrease in enrollment, abolition of particular subjects, a decrease in the 
School Board’s budget as approved by the appropriating body, a consolidation of 
schools, the phasing out of programs, departments or grade levels and other conditions 
may cause a reduction in the number of staff needed in a building, program or 
department or in the entire school division. 
 

General reduction in total personnel and redistribution of personnel within 
designated programs is done in accordance with Reduction in Force (RIF) Guidelines 
established by the superintendent and reviewed and approved by the School Board. 
The Guidelines will not provide for reductions to be made solely on the basis of 
seniority; they will include consideration of the performance evaluations of the teachers 
potentially affected by the reduction in workforce. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  4/8/2014, 5/11/2021, 5/10/2022 
 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78, 22.1-304. 
 
Cross Ref.: GCG   Professional Staff Probationary Term and Continuing 
     Contract 
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REDUCTION IN PROFESSIONAL STAFF WORK FORCE 

 
In the event a Reduction in Force (RIF) is deemed necessary with respect to 
professional staff, the Superintendent shall develop a proposal and make a 
recommendation to the School Board to implement such RIF in the manner deemed to 
be in the best interests of the school division.  
 
Prior to implementation of a RIF, all possible alternatives to the elimination of positions 
and/or release of employees shall be considered. Alternative considerations may 
include, but are not necessarily limited to, reductions due to resignations, retirements, 
and non-renewals based on unacceptable job performance and/or reassignments to 
open positions that result from any of these occurrences. Contract reductions, as 
provided in (Section D) below, may also be an alternative to position elimination and/or 
release of employees.  
 
The School Board may reduce the number of teachers whether or not they have 
attained continuing contract status, and, in implementing a RIF, the School Board shall 
treat all teachers as though they have not attained continuing contract status. The 
School Board recognizes that normal attrition may lessen the need to reduce staff and 
ought to be reasonably supported. 
 
When a determination has been made to reduce the professional employee work force 
because of conditions such as a significant decline in enrollment; loss of federal, state 
or local funding; discontinuance of subjects, programs or special projects (e.g., grants); 
marked decline in revenues which result in a reduction in the number of professional 
staff needed in a building, program or department, or in the entire school division; the 
Superintendent shall effectuate the reduction in force by following the procedures listed 
below. 
 
A. DEFINITIONS 

For purposes of this regulation, the following definitions apply:  
 

Professional Employee - Those persons who hold certificates as teachers, 
administrators, supervisors, and other licensed or certificated instructional positions as 
defined by the State Board of Education under its rules and regulations. 
 
Endorsements - Specific areas listed on a teaching certificate that authorize a person to 
teach specific subjects or grade levels in Virginia public schools. The endorsement area 
applicable for purposes of this regulation is that endorsement area in which the 
individual is actively employed and assigned at the time it may be necessary to 
implement a RIF.  
 
Highly Qualified Teacher - A teacher who maintains either a valid postgraduate 
professional teaching license, collegiate professional or a valid provisional or special 
education conditional license; has passed the Praxis II examination, if applicable to the 
teaching endorsement or highly qualified special education status; and is actually 
teaching in his/her endorsed area(s) at the time it may become necessary to implement 
these RIF procedures.  
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Seniority – For purposes of this policy, “seniority” shall be defined in the following order           
of priority: 

 
1. Total length of continuous service in an endorsement area as a professional 

employee with Waynesboro Public Schools. For purposes of this provision, 
“continuous service” shall be defined as the period of continuous, uninterrupted 
service from the date the employee assumed employment duties in his/her current 
position in the endorsement area required for that position. While time off for 
approved leaves of absence (e.g., FMLA) shall not count for purposes of 
calculating time in service, such leaves shall not be considered an interruption of 
continuous service;  
 

2. Total length of accumulated service in an endorsement area as a professional 
employee with Waynesboro Public Schools. While an employee may be credited 
with service time in multiple endorsement areas, service credit will be earned only 
for actual service rendered in the identified endorsement area. 

 
B. PROCEDURES FOR REDUCTION  
 

1.  The Superintendent shall determine areas which must be reduced and inform the 
School Board of recommended reductions. The criteria set by this regulation for 
the order of reduction will be followed in the development of a RIF proposal. In 
accordance with state statutory notice requirements, the Superintendent or 
designee shall inform those professional employees who may be affected of the 
recommended reduction and of the reasons for such reduction. 
 

2.  All employees on a salary scale, whether 10-, 11-, or 12-month employees, shall 
be evaluated for release or reduction under this policy on an equal basis, without 
regard to their contract status of 10-, 11-, or 12-month. 
 

3. An employee will be released from employment in accordance with state statutory 
requirements. Only personnel with “Proficient” or better as their Overall or 
Summative performance rating in the evaluation cycle immediately prior to their 
release due to the RIF will be eligible for recall or re-employment. 
 

C. ORDER OF REDUCTION 
  

1. Program and/or Position Elimination  
If the School Board determines, upon recommendation of the Superintendent, that 
a reduction is necessary and would be best accomplished through program 
elimination and/or the elimination of specific positions (either because the duties of 
the job shall be eliminated or combined with the duties of some other position(s), 
then reduction shall occur by program and/or by specific positions and professional 
employees employed in such eliminated program and/or specific positions shall be 
released. 
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1. Reduction by Endorsement Areas on a Division-Wide Basis  
If the School Board determines, upon recommendation of the Superintendent, 
that either a further reduction is necessary beyond eliminating one or more 
programs or one or more specific positions, or that a reduction is not best 
accomplished through normal attrition, program elimination or specific position 
elimination, then reduction shall occur division-wide by endorsement area. In 
developing a RIF plan divisionwide by endorsement area, the Superintendent 
shall make reduction recommendations by applying the criteria to all professional 
employees actively employed and assigned in the affected endorsement area at 
the time the RIF is implemented. The following procedures and criteria will be 
followed to reduce by endorsement area: 
 
A. Employees who received a rating of “Unacceptable” as their Overall or 

Summative performance rating in the immediately previous evaluation cycle 
will be first subject to automatic release, followed by employees with an 
Overall or Summative rating of “Needs Improvement” in the immediately 
previous evaluation cycle. Only after employees rated “Unacceptable” and/or 
“Needs Improvement” have been released will employees rated “Proficient” or 
better be subject to the Reduction in Force, as provided in (Section B) below. 

 
B. If all employees within the affected endorsement areas are in active teaching 

assignments in that endorsement area and have “Proficient” or better Overall 
or Summative performance ratings, or if application of (Section C; 2 A) above 
was not sufficient to fully meet the division’s RIF needs, the Superintendent 
shall make reduction recommendations by applying the following factors in no 
particular order to those “Proficient” or better employees in active teaching 
assignments in the affected endorsement area: 

 
• The licensure or other qualifications of the employee and the   

corresponding curricular or other needs of the school division; 
• The employee’s current and previous performance evaluations; 
• The program or class demand based on enrollment history and student 

requests; 
• The employee’s collective contribution to the total school program; 
• The employee’s attendance (excluding FMLA or ADA absences); and 
• The employee’s seniority. 
 

In developing a proposed RIF plan by endorsement area division-wide, the 
Superintendent will take into account all of the above-identified considerations 
and factors that best meets the needs of the school division. When evaluating 
the factors listed in (Section C; 2 B), no single factor shall be determinative. If 
the Superintendent determines that two or more employees under consideration 
for reduction are equal after application of the above-identified factors, then and 
only then shall seniority be the determining factor. 

 
D. CONTRACT REDUCTIONS 
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The Superintendent may recommend budget reductions that result in reducing 
contracts. “Reducing contracts” means changing 12- or 11-month contracts to 11- or 10-
month contracts, reducing an employee’s hours worked from full- to part-time, or 
otherwise retaining contracts on altered terms rather than terminating contracts and 
releasing employees. 
 
In accordance with state statutory notice requirements, the Superintendent shall inform 
those professional employees who may be affected by the recommended reduction of 
the reasons for such reduction. Priority consideration will be given to resolving these 
situations through normal attrition. 
 

E. REASSIGNMENTS 
 
When RIF action recommended by the Superintendent results in moving an employee 
from his or her present position to another position of equal rank and/or salary in 
compliance with the School Board’s RIF Policy, a reassignment letter shall be sent from 
the Human Resources Office to the affected employee. All employee reassignments 
resulting from a RIF are irrevocable for the current school year. However, should a 
reassigned employee’s previous position become vacant within 12 months of the RIF 
reassignment, the affected employee will be considered for reassignment, at the sole 
discretion of administration, to his or her previous position prior to the position vacancy 
being posted publicly. 
 
F.     RECALL   
 

1. Employees released as the result of a RIF in accordance with (Section C; 2 B) 
above may be eligible for rehire, subject to the conditions provided herein, during 
the recall period as openings occur within their endorsement areas. 

 
2. An employee released under these RIF procedures shall be eligible for recall, 

subject to all of the terms and conditions of this regulation, for a period of twelve 
(12) months after the effective date of an employee’s release. The Waynesboro 
School Board shall not permanently fill any professional opening until all properly 
endorsed personnel released under this policy, and otherwise eligible for recall, 
have been provided with the opportunity to fill the available position through a 
notice of recall. 

 
3. Failure to respond to the notice of recall within fifteen (15) calendar days of receipt 

of notice of recall shall constitute rejection of the offer to return to the employment 
of the Waynesboro School Division. The 15 calendar day period shall begin on the 
date the receipt of service is signed by the former employee or someone acting on 
the former employee’s behalf. It shall be the responsibility of released employees 
who may be subject to recall to inform the personnel office of any change of 
address and to otherwise provide the necessary means to be informed by certified 
mail of an offer of recall. Failure of a former employee to provide information that  
enables timely receipt of the recall notice, or failure to sign for the notice within  
 
 



 
  File: GCPA-R 

WPS 1/14 WAYNESBORO PUBLIC SCHOOLS 

Page 5 
 
twenty-five (25) days of its initial postmark, shall result in removal of the former  
employee from the recall list and the former employee shall forfeit all recall rights. 
 

4. An employee forfeits all recall rights upon resignation or failure to maintain 
certification requirements. 
 

Adopted: 2/14/1995  
Reviewed/Revised: 2/4/2010, 4/8/2014, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78, 22.1-304. 
Amended: July 1, 2013 Cross Ref.: GCG Professional Staff Probationary Term and 
Continuing Contract 
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RESIGNATION OF STAFF MEMBERS 
 

The superintendent is authorized to approve resignations of employees. Any 
resignation must be in writing.  

 
A teacher may resign after June 15 of any school year with the approval of the 

superintendent. The teacher shall request release from contract at least two weeks in 
advance of the intended date of resignation. Such request shall be in writing and state 
the cause of the resignation. The teacher may, within one week, withdraw a request to 
resign. Upon the expiration of the one-week period, the superintendent shall notify the 
School Board of the decision to accept or reject the resignation. The School Board, 
within two weeks, may reverse the decision of the superintendent. In the event that the 
Board or the superintendent declines to grant the request for release on the grounds of 
insufficient or unjustifiable cause, and the teacher breaches such contract, disciplinary 
action, which may include revocation of the teacher's license, may be taken pursuant to 
regulations prescribed by the Board of Education.  

 
Other employees who wish to terminate their employment must give notice at least ten 
school days prior to their desired separation date. Notice should be given to the 
employee’s immediate supervisor, who will inform the superintendent. The 
superintendent will inform the School Board of the resignation at its next regular 
meeting. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  5/9/2017, 5/10/2022 

Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-304.   

Cross Refs.: GCPD   Professional Staff Discipline 

  GDB   Support Staff Employment Status 
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REDUCTION IN SUPPORT STAFF WORK FORCE 
 
If a reduction of staff is necessary, such reductions shall occur under the guidelines 
outlined below: 

 
A. Definitions 
 

Support Employee – Support personnel are defined as those persons assigned to a 
position not categorized as teacher or administrative/supervisory personnel. 

 
B. Order of Reduction 
 

1. If the School Board determines, upon recommendation of the Superintendent, that a 
reduction is necessary and would be best accomplished through program 
elimination or reduction and/or the elimination or reduction of specific positions 
(either because the duties of the job shall be eliminated or combined with the duties 
of some other position(s)), then reduction shall occur by program and/or by specific 
positions and support staff employees employed in such program and/or specific 
positions shall be reduced. 

 
2. Reduction by Job Title on a Division-Wide Basis 

 
If the School Board determines, upon recommendation of the Superintendent, that 
either a further reduction is necessary after eliminating one or more programs or 
one or more specific positions, or that a reduction is not best accomplished through 
program elimination or specific position elimination, then reduction shall occur 
division-wide by job title, the Superintendent shall make reduction recommendations 
by applying the following criteria to all support staff employees employed in the 
same job title in no particular order: 

 
• The employee’s job performance history and evaluations; 
• The employee’s education, training and experience; 
• The necessity of the position to provide expected and/or essential services and 

to meet school division goals; 
• The employee’s contribution to the total school program; and 
• The employee’s seniority. 

 
In developing a proposed RIF plan under this policy, the Superintendent will 
consider the above identified factors to develop a plan that is in the best interests of 
the school division. No single factor shall be determinative. If the Superintendent 
determines that two or more employees under consideration for reduction are equal 
after application of the above-identified criteria, then and only then shall seniority be 
the determining factor. For purposes of this policy, “seniority” shall be defined in the 
following order: 

 
Seniority - Will be based on, in order of priority: 
 

Total length of continuous service in a support position with Waynesboro Public  
 



File: GCPC 
Page 2  

WPS 4/14                                  WAYNESBORO PUBLIC SCHOOLS 
 

Schools. For purposes of this provision, “continuous service” shall be defined as 
the period of service from the date the employee assumed employment duties in 
his/her current position. While time off for approved leaves of absences in excess 
of twelve (12) weeks shall not count toward total length of accumulated service, 
such leaves shall not be considered as an interruption of continuous service; 

 
C. Recall and Reemployment 
 

Support staff employees shall be eligible for recall and reemployment as set forth in 
this paragraph. Released employees shall be offered reemployment as vacancies 
occur in the job title they held at the time or reduction. When a vacancy occurs the 
most senior released support staff employee will be recalled first. All employees 
subject to recall must remain fully qualified and credentialed, as necessary, to 
perform the essential functions of the position held at the time of release. No new 
persons shall be employed in a position until all persons released from such 
position have been provided with the opportunity of f9illing the available position. 
Pursuant to the provisions of this paragraph, an employee shall have the right to be 
offered a position by recall letter for a period of twelve (12) months from the date of 
the employee’s release. Such recall letter shall be sent by certified mail to the 
employee’s current address. It shall be the responsibility of the employee to keep 
the Human Resources department informed of his or her current address. An 
employee’s eligibility for recall shall automatically terminate at the end of the twelve 
(12) month recall period. Eligibility for recall shall also terminate if he or she: 

 
1. Fails to respond affirmatively in writing within ten (10) calendar days after the 

mailing of a recall letter offering him or her a position; 
 

2. Otherwise indicates in writing that he or she no longer wishes to be considered for 
recall; or 

 
3. Fails to maintain certification/license requirements, if required, for the position. 

 
Employees subject to a reduction in force who are ineligible for recall into a vacant 
position under the terms of this policy, but who wish nonetheless to be considered 
for employment with Waynesboro Public schools, must reapply for a vacancy in the 
school division. 

 
D. Notification 
 

Support staff employees subject to a reduction in force, under this policy, shall 
be notified at the earliest possible date. 

 
Adopted:  3/9/2010 
Reviewed/Revised:  4/8/2014, 5/10/2022 
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PROFESSIONAL STAFF DISCIPLINE 

A. Probation and Dismissal 
 

Teachers may be dismissed for incompetency, immorality, non-compliance with 
school laws and regulations, disability in accordance with State and federal law, 
conviction of a felony or a crime of moral turpitude or other good and just cause.  

A teacher shall be dismissed if such teacher is or becomes the subject of a 
founded complaint of child abuse and neglect, pursuant to Va. Code § 63.2-1505, and 
after all rights to an appeal provided by Va. Code § 63.2-1526 have been exhausted. 
The fact of such finding, after all rights to an appeal provided by Va. Code § 63.2-1526 
have been exhausted, shall be grounds for the School Board to recommend that the 
Board of Education revoke such person's license to teach.  

In those instances when licensed personnel are dismissed or resign due to a 
conviction of any felony; any offense involving the sexual molestation, physical or 
sexual abuse or rape of a child; any offense involving drugs; or due to having become 
the subject of a founded case of child abuse or neglect, the School Board shall notify 
the Board of Education within 10 business days of such dismissal or the acceptance of 
such resignation.  

If a current employee is dismissed because of information appearing on his/her 
criminal history record, the School Board shall provide a copy of the information 
obtained from the Central Criminal Records Exchange to the employee. 

Administrative regulations shall be developed for the dismissal or placing on 
probation of continuing contract teachers and probationary teachers during the school 
year.  

No teacher shall be dismissed or placed on probation solely on the basis of the 
teachers' refusal to submit to a polygraph examination requested by the School Board.  

B. Suspension 

Employees of Waynesboro School Board may be suspended as provided in 
Policy GCPF Suspension of Staff Members. 

C. Failure to Perform Nonemergency Health-Related Services 

With the exception of school administrative personnel and employees who have 
the specific duty to deliver health-related services, no licensed instructional employee, 
instructional aide, or clerical employee shall be disciplined, placed on probation, or 
dismissed on the basis of such employee's refusal to (i) perform nonemergency health-
related services for students or (ii) obtain training in the administration of insulin and 
glucagon. However, instructional aides and clerical employees may not refuse to 
dispense oral medications. 
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 "Health-related services" means those activities which, when performed in a 
health care facility, must be delivered by or under the supervision of a licensed or 
certified professional. 

D. Effect of Probation Pursuant to Va. Code §18.2-251 

For purposes of this policy, a court’s placing an individual on probation pursuant 
to Va. Code § 18.2-251 shall be treated as a conviction and as a finding of guilt. 

Adopted:  2/14/1995 
Reviewed/Revised:  5/9/2017, 10/13/2020, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 18.2-251, 22.1-274, 22.1-296.2, 

22.1-307, 22.1-313, 22.1-315. 

Cross Refs.: GBM  Professional Staff Grievances 
 GCE  Part-Time and Substitute Staff Employment 

GCG   Professional Staff Probationary Term and Continuing  
  Contract 
GCDA  Effect of Criminal Conviction or Founded Complaint of 

 Child Abuse or Neglect 
GCPF  Suspension of Staff Members 
JHC  Student Health Services  
JHCD  Administering Medicines to Students 
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SUSPENSION OF STAFF MEMBERS 

Employees of Waynesboro School Board, whether full-time or part-time, 
permanent or temporary, may be suspended for good and just cause  

• when the safety or welfare of the school division or the students therein is 
threatened or  

• when the employee has been charged by summons, warrant, indictment 
or information with the commission of  

o a felony; or  
o a misdemeanor involving  

• sexual assault as established in Article 7 (§18.2-61 et seq.) of 
Chapter 4 of Title 18.2, of the Code of Virginia,  

• obscenity and related offenses as established in Article 5 
(§18.2-372 et seq.) of Chapter 8 of Title 18.2, of the Code of 
Virginia,  

• drugs as established in Article 1 (§18.2-247 et seq.) of Chapter 
7 of Title 18.2, of the Code of Virginia,  

• moral turpitude, or  
• the physical or sexual abuse or neglect of a child;  

or an equivalent offense in another state. 
 

Except when an employee is suspended because of being charged by summons, 
warrant, indictment or information with the commission of any of the above-listed 
offenses, the superintendent or appropriate central office designee shall not suspend an 
employee for longer than sixty (60) days and shall not suspend an employee for a 
period in excess of five (5) days unless such employee is advised in writing of the 
reason for the suspension and afforded an opportunity for a hearing before the school 
board in accordance with Va. Code §§ 22.1-311 and 22.1-313, if applicable. Any 
employee so suspended shall continue to receive his then applicable salary unless and 
until the school board, after a hearing, determines otherwise. No employee shall be 
suspended solely on the basis of the employee's refusal to submit to a polygraph 
examination requested by the School Board. 

Any employee suspended because of being charged by summons, warrant, 
information or indictment with any of the above-listed criminal offenses may be 
suspended with or without pay. In the event an employee is suspended without pay, an 
amount equal to the employee's salary while on suspended status shall be placed in an 
interest-bearing demand escrow account. Upon being found not guilty of one of the 
above-listed criminal offenses or upon the dismissal or nolle prosequi of the charge, 
such employee shall be reinstated with all unpaid salary and accrued interest from the 
escrow account, less any earnings received by the employee during the period of 
suspension, but in no event shall such payment exceed one year's salary. 

In the event an employee is found guilty by an appropriate court of any of the 
above-listed criminal offenses and, after all available appeals have been exhausted and 
such conviction is upheld, all funds in the escrow account shall be repaid to the School 
Board.  
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If an employee is suspended because of information appearing on the 
employee’s criminal history record, the School Board provides a copy of the information 
obtained from the Central Criminal Records Exchange to the employee. 

No employee will have his insurance benefits suspended or terminated because 
of suspension in accordance with this policy. 

 The placing of a school employee on probation pursuant to the terms and 
conditions of Va. Code § 18.2-251 shall be deemed a finding of guilt. 

Adopted:  10/11/2016 
Reviewed/Revised:  10/10/2021, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-296.2, 22.1-315. 

Cross Refs.  
GBMA  Support Staff Grievances 

 GCDA  Effect of Criminal Conviction or Founded Complaint of 
 Child Abuse or Neglect 

  GCPD   Professional Staff Discipline 
GDG  Support Staff Probationary Period 
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NONSCHOOL EMPLOYMENT BY STAFF MEMBERS 
 

Employees may, during the hours not required of them to fulfill their 
responsibilities to Waynesboro School Board, engage in other employment as long as 
such employment does not detract from or interfere with their employment by 
Waynesboro School Board.  
 

An employee who is on leave from Waynesboro School Board, in a paid or 
unpaid status, may not be employed by the School Board or any other employer in any 
capacity during the period of leave except with the prior written authorization of the 
superintendent or superintendent’s designee. 
 
 The School Board does not endorse, support, or assume liability for any activity 
conducted by School Board employees in which division students or employees 
participate which is not sponsored by the School Board. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  8/8/2017, 5/11/2021, 5/10/2022 
 
Legal Ref.: 29 C.F.R. 825.216(e). 
 

Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78. 
 
Cross Refs.: BBFA   Conflict of Interests and Disclosure of Economic  
     Interests 

GAA   Staff Time Schedules 
GAH   School Employee Conflict of Interests 
GCBE   Family and Medical Leave 

 GCBEA  Leave Without Pay 
GCBEB  Military Leave and Benefits 
GCQAB  Tutoring for Pay 
GCQB   Staff Research and Publishing 
IICA   Field Trips 
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TUTORING FOR PAY 
 

Staff members may not be paid by anyone other than the Waynesboro School 
Board for tutoring students enrolled in a class under their direction. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  8/8/2017, 5/11/2021, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78 
 
Cross Ref.: GCQA  Nonschool Employment by Staff Members 
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STAFF RESEARCH AND PUBLISHING 
 

The Waynesboro School Board encourages employee innovation in creating and 
developing high-quality materials to improve student achievement and the efficiency of 
division operations. The superintendent shall establish regulations pursuant to which the 
ownership rights to works produced by employees within the scope of their employment 
may be assigned. 
 

Employees who develop materials, including instructional materials and 
computer programs, outside the scope of their employment that have a connection to or 
are related to the division shall inform the superintendent in writing of their intent to 
develop such materials prior to commencing work.  
  
Adopted:  8/8/2017 
Reviewed/Revised: 05/10/2022 
 
Legal Ref.: 17 U.S.C. §§ 101, 102, and 201. 
 

Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78. 
 
Cross Refs.: EGAA   Reproduction of Copyrighted Materials 
  GCQA   Nonschool Employment by Staff Members 
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SUPPORT STAFF 

Support staff personnel are those employees who need not hold a license issued 
by the Virginia Board of Education in order to obtain their positions. This category 
includes, but is not limited to, non-licensed administrative, clerical, maintenance, 
transportation, food services, and paraprofessional positions.  

Adopted:  2/14/1995 
Reviewed/Revised:  8/8/2017, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-78. 
 
Cross Refs.: GCDA   Effect of Criminal Conviction or Founded Complaint of 
     Child Abuse or Neglect 
  GCPB   Resignation of Staff Members 
  GCPF   Suspension of Staff Members 
  GDB   Support Staff Employment Status
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SUPPORT STAFF EMPLOYMENT STATUS 

Support staff are not issued written contracts unless such contracts are required 
by law.  

The school division employs three types of support staff:  

• Temporary employees who are hired for short-term needs on a daily 
basis; these employees do not receive benefits and are paid only for hours 
worked. 

• Probationary employees who are fully qualified new employees assigned 
to authorized positions; these employees are eligible for salary increases 
and receive benefits. 

• Regular employees who have successfully completed the prescribed 
probationary period; regular employees receive all employment benefits 
available under School Board policy.  

The employment of support personnel may be terminated with fifteen calendar 
days’ notice. Support personnel may also be subject to immediate dismissal for just 
cause. 

Support personnel who are removed from employment for just cause shall be 
ineligible thereafter for employment by Waynesboro School Board. 

Employees of Waynesboro School Board may be suspended as provided in 
Policy GCPF Suspension of Staff Members. 

Adopted:  2/14/1995 
Reviewed/Revised:  10/11/2016, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-78. 
 
Cross Ref.: GCDA   Effect of Criminal Conviction or Founded Complaint of 
     Child  Abuse or Neglect 

GDG   Support Staff Probationary Period 
GBMA  Support Staff Grievances 

GCPF  Suspension of Staff Members 
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SUPPORT STAFF PROBATIONARY PERIOD  

The probationary period for all support staff positions is 180 days. 

Employees who have successfully completed the probationary period for one 
position will serve another probationary period if they move to another position. 

Adopted:  10/11/2016 
Reviewed/Revised:  5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-79. 
 
Cross Ref.: GBMA  Support Staff Grievances 

GD  Support Staff 
GDB   Support Staff Employment Status 
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SUPPORT STAFF ASSIGNMENTS AND TRANSFERS 

Support staff shall be assigned to positions for which their qualifications meet the 
needs of the school division's operations. 

Support staff personnel may request a transfer to a position within their area of 
competence and for which they are qualified. Support staff personnel may be 
transferred to positions for which their qualifications best meet the needs of the school 
division. 

Adopted:  2/14/1995 
Reviewed/Revised:  8/8/2017, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78. 

Cross Ref.: GA   Personnel Policies Goals 
  GD   Support Staff 
  GDB   Support Staff Employment Status 
  GDG   Support Staff Probationary Period 
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EVALUATION OF SUPPORT STAFF 

Every employee of the Waynesboro School Board is evaluated on a regular 
basis. 

The superintendent ensures that cooperatively developed procedures for support 
staff evaluations are implemented within the division.  The results of the evaluation shall 
be in writing, dated and signed by the evaluator and the person being evaluated, with 
one copy going to the central office personnel file and one copy to the employee. 

The primary purposes of evaluation and assistance are: 

• to optimize student learning and growth; 
• to contribute to the successful achievement of the goals and objectives of 

the division’s educational plan; 
• to provide a basis for leadership improvement through productive 

performance appraisal and professional growth; 
• to implement a performance evaluation system that promotes a positive 

working environment and continuous communication between the 
employee and the evaluator that promotes continuous professional 
growth, leadership effectiveness, improvement of overall job performance 
and improved student outcomes; and 

• to promote self-growth, instructional effectiveness, and improvement of 
overall professional performance. 
 

Adopted:  2/14/1995 
Reviewed/Revised:  8/8/2017, 5/11/2017, 5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78, 22.1-313, 22.1-

253.13:7. 
 
Cross Ref.: CBG   Evaluation of the Superintendent 

GCN   Evaluation of the Professional Staff  
GD   Support Staff 
GDB   Support Staff Employment Status 
GDG    Support Staff Probationary Period 
GCPF   Suspension of Staff Members 
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SCHOOL BUS DRIVERS 
 

Eligibility for Employment 

Any applicant for employment operating a school bus transporting pupils must 

a. have a physical examination of a scope prescribed by the Board of Education 
and furnish a form prescribed by the Board of Education showing the results 
of such examination  

b. furnish a statement or copy of records from the Department of Motor Vehicles 
showing that the applicant, within the preceding five years, has not been 
convicted of a charge of driving under the influence of alcohol or drugs, 
convicted of a felony or assigned to any alcohol safety action program or 
driver alcohol rehabilitation program pursuant to Va. Code § 18.2-271.1 or, 
within the preceding 12 months, has not been convicted of two or more 
moving traffic violations or required to attend a driver improvement clinic by 
the Commissioner of the Department of Motor Vehicles pursuant to Va. Code 
§ 46.2-498  

c. furnish a statement signed by two reputable persons who reside in the school 
division or in the applicant's community that the person is of good moral 
character  

d. exhibit a license showing the person has successfully undertaken the 
examination prescribed by Va. Code § 46.2-339  

e. have reached the age of 18 on the first day of the school year  
f. submit to testing for alcohol and controlled substances as required by state 

and federal law and regulation  

Persons for whom registration with the Sex Offender and Crimes Against Minors 
Registry is required are not eligible for employment as a school bus driver. 

Persons hired as school bus drivers must annually furnish the documents listed 
in (a) and (b) above prior to the anniversary date of their employment as a condition of 
continued employment as a school bus operator. 

The Waynesboro School Board requires proof of current certification or training in 
emergency first aid, cardiopulmonary resuscitation, and the use of an automated 
external defibrillator as a condition of employment to operate a school bus transporting 
pupils. 

The Waynesboro School Board does not employ drivers subject to controlled 
substances and alcohol testing required by federal law without first conducting a pre-
employment query of the federal Drug and Alcohol Clearinghouse (the Clearinghouse) 
to obtain information about the driver. Drivers must give specific consent for the query. 

No driver is permitted to perform any safety-sensitive function if the results of a 
Clearinghouse query demonstrate that the driver has a verified positive, adulterated, or 
substituted controlled substances test result; has an alcohol confirmation test with a 
concentration of 0.04 or higher; has refused to submit to a test; or that an employer has 
reported actual knowledge that the driver used alcohol on duty, used alcohol before 



File:  GDQ 
 Page 2 

 

 
© 2/20 VSBA WAYNESBORO PUBLIC SCHOOLS 
 
 

duty, used alcohol following an accident, or used a controlled substance in violation of 
federal regulations, except where a query of the Clearinghouse demonstrated that  
the driver has successfully completed the substance abuse professional (SAP) 
evaluation, referral, and education/treatment process required by federal regulation; 
achieves a negative return-to-duty test result; and completes the follow-up testing plan 
prescribed by the SAP. 
 
The School Board also conducts a query of the Clearinghouse at least once per year for 
information for all employees subject to controlled substance and alcohol testing 
required by federal law and regulation to determine whether information exists in the 
Clearinghouse about these employees. 
 
Drug and Alcohol Testing 
 

Drivers are subject to drug and alcohol testing as required by state and federal 
law. Any driver who refuses to submit to a test shall not perform or continue to perform 
safety-sensitive functions. The division administers alcohol and controlled substance 
tests in accordance with federal laws and regulations. 
 
Prohibited conduct 
 

Drivers are prohibited from alcohol possession and/or use on the job, use during 
the four hours before performing safety-sensitive functions, having prohibited 
concentrations of alcohol in their systems while on duty or performing safety-sensitive 
functions, and use during eight hours following an accident or until after undergoing a 
post-accident alcohol test, whichever occurs first. 

 
No driver shall report for duty or remain on duty requiring the performance of 

safety-sensitive functions when the driver uses any controlled substances except when 
the use is pursuant to the instructions of a licensed medical practitioner who is familiar 
with the driver’s medical history and has advised the driver that the substance does not 
adversely affect his ability to safely operate a commercial motor vehicle. 

 
Notification 
 
The superintendent or superintendent’s designee is responsible for providing 
educational materials to drivers that explain the requirements of federal regulations and 
the divisions’ policies and procedures with regard to meeting those requirements.  The 
superintendent or superintendent’s designee ensures that a copy of the materials is 
distributed to each driver prior to the start of testing and to each driver subsequently 
hired or transferred into a position requiring driving a commercial vehicle. Those 
materials contain at least the following information 
 

• the identity of the person designated by the school division to answer driver 
questions about the materials; 

• the categories of drivers subject to this policy; 
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• sufficient information about the safety-sensitive functions performed by those 
drivers to make clear what period of the work day the driver is required to be in 
compliance; 

• specific information concerning driver conduct that is prohibited; 
• the circumstances under which a driver will be tested for alcohol and/or 

controlled substances, including post-accident testing; 
• the procedures that will be used to test for the presence of alcohol and controlled 

substances, protect the driver and the integrity of the testing processes, 
safeguard the validity of the test results, and ensure that those results are 
attributed to the correct driver, including post-accident information, procedures 
and instructions; 

• the requirement that a driver submit to alcohol and controlled substances tests; 
• an explanation of what constitutes a refusal to submit to an alcohol or controlled 

substances test and the attendant consequences; 
• the consequences for drivers found to have violated federal law or regulations, 

including the requirement that the driver be immediately removed from safety-
sensitive functions; 

• the consequences for drivers found to have an alcohol concentration of 0.02 or 
greater but less than 0.04; 

• information concerning the effects of alcohol and controlled substances use on 
an individual’s health, work, and personal life; signs and symptoms of an alcohol 
or a controlled substances problem (the driver’s or a co-worker’s); and available 
methods of intervening when an alcohol or a controlled substances problem is 
suspected, including confrontation, referral to any employee assistance program 
and/or referral to management; and 

• the requirement that the following personal information be reported to the 
Clearinghouse: a verified positive, adulterated, or substituted drug test result; an 
alcohol confirmation test with a concentration of 0.04 or higher; a refusal to 
submit to required tests; an employer’s report of actual knowledge of on duty 
alcohol use, pre-duty alcohol use, post-accident alcohol use, and controlled 
substance use; a SAP report of the successful completion of the return-to-duty 
process; a negative return-to-duty test; and an employer’s report of completion of 
follow-up testing. 

 
Each driver must sign a statement certifying that the driver has received a copy 

of the above materials and the division maintains this signed copy. 
 

Before performing each alcohol or controlled substances test, the division notifies 
the driver that the test is required by federal law or regulation. 
 
Consequences of prohibited conduct 

A driver who has engaged in conduct prohibited by federal regulation or for 
whom testing confirms prohibited alcohol concentration levels or the presence of a 
controlled substance, is removed immediately from safety-sensitive functions. Before a 
driver is returned to the performance of safety-sensitive functions, if at all, the driver 
shall undergo an evaluation by a substance abuse professional, as defined by 49 C.F.R.  
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§ 40.281, comply with any required rehabilitation and undergo a return-to-duty test with 
negative drug test results and/or an alcohol test with an alcohol concentration of less 
than 0.02. 

 
Record retention 
 

The division maintains records in compliance with federal regulations in a secure 
location with controlled access. With the driver's consent, the division may obtain any of 
the information concerning drug and alcohol testing from the driver's previous employer. 
A driver is entitled upon written request to obtain copies of any records pertaining to the 
driver's use of alcohol or controlled substances including information pertaining to 
alcohol or drug tests. 
 

Records shall be made available to a subsequent employer upon receipt of a 
written request from a driver. Disclosure by the subsequent employer is permitted only 
as expressly authorized by the terms of the driver's request. 
 
Adopted:  2/14/1995 
Reviewed/Revised:  4/11/1996, 2/14/2017, 5/10/2022 
 
Legal Refs.: 49 U.S.C. § 31136. 

49 C.F.R. §§ 40.305, 382.105, 382.113, 382.201, 382.205, 382.207, 
382.209, 382.213, 382.217, 382.301, 382.303, 382.401, 382.405, 
382.601, 382.605, 382.701. 

 
  Code of Virginia, 1950, as amended, §§ 22.1-178, 46.2-339, 46.2-340. 
 
Cross Ref.: GBEA  Unlawful Manufacture, Distribution, Dispensing, 

 Possession or Use of a Controlled Substance 
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TESTING REGULATIONS FOR ALCOHOL AND CONTROLLED SUBSTANCES 

 
I. PURPOSE 
 
The purpose of these regulations are to set forth the procedures for the Waynesboro 
Public Schools' alcohol and controlled substance testing program guided by Federal 
Law 49CFR Parts 382, et. al. The law was issued to help prevent accidents and injuries 
resulting from the misuse of alcohol and controlled substances by drivers of commercial 
motor vehicles. The provisions of these regulations are in addition to the school's Drug 
and Alcohol Free Workplace Policy. These procedures are intended as a supervisory 
guide only and are in no way intended to alter the existing relationship between the 
school board and any individual. 
 
II. CONTACT PERSON FOR ADDITIONAL INFORMATION 
 
If an employee or applicant with a Commercial Driver's License (CDL) wishes to obtain 
additional information about policies or procedures, the person should contact the 
Executive Director of Operations, Waynesboro Public Schools, 301 Pine Avenue, 
Waynesboro, Virginia, (540) 946-4600. 
 
III. CATEGORIES OF EMPLOYEES SUBJECT TO TESTING 
 
In compliance with federal regulations written by the United States Department of 
Transportation, all employees of the Waynesboro Public Schools who drive commercial 
motor vehicles (CMV) shall be subject to controlled substance and alcohol testing. 
These drivers include, but are not limited to, all school bus drivers. Additionally, as a 
condition of employment, job applicants for the position of CDL driver must agree to and 
successfully complete controlled substance and alcohol testing prior to being hired. 
 
IV. PERIOD OF THE WORKDAY: FUNCTIONS COVERED BY THESE 
REGULATIONS 
 
Policies and regulations prohibit the use of any controlled substances without a licensed 
doctor of medicine or osteopathy's written prescription. No driver shall report for duty or 
remain on duty requiring the performance of safety-sensitive functions when the driver 
uses any controlled substances except when the use is pursuant to the instructions of a 
physician who has advised the driver that the substance does not adversely affect the 
driver's ability to safely operate a motor vehicle. Drivers must inform their supervisor of 
any therapeutic drug use. 
 
Drivers are prohibited from alcohol possession and/or use as follows: on the job, use 
during the four hours before performing safety-sensitive functions, having alcohol 
concentrations of 0.02 or greater in their systems while on duty or while performing 
safety-sensitive functions, exhibiting behavior/appearance characteristics of alcohol 
misuse, and use during eight hours following an accident or until after the driver 
undergoes a post-accident alcohol test, whichever occurs first. 
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Time periods for safety-sensitive functions include any period in which the driver is 
actually performing, ready to perform, or immediately after the performance of a safety-
sensitive function. 
 
V. CIRCUMSTANCES THAT TRIGGER TESTING 
 

A. PRE-EMPLOYMENT 
 
As a condition of employment, the CDL applicants will be required to submit and pass a 
urine controlled substance test and an evidential breath test for alcohol. Any CDL 
applicant who refuses to submit to, fails to satisfactorily complete, or has a confirmed 
positive for these tests will be automatically disqualified for consideration for 
employment. 
 
Employment is contingent upon passing the Waynesboro School Board’s medical 
review in addition to passing the controlled substance and alcohol tests. CDL applicants 
who have received firm job offers are cautioned against giving notice at their current job 
since employment offers will not be made until after medical clearance has been 
received. 
 
Pre-employment testing of drivers will be performed each time a driver returns to work 
after a layoff period when the driver does not continue to be subject to random 
controlled substance testing or has been employed by another entity. 
 
CDL applicants will be specifically notified of the controlled substance and alcohol test 
results provided the applicant submits a written request for such results within 60 days 
of being notified of the disposition of their application. 
 

B. REASONABLE SUSPICION TESTING 
 
A CDL employee will be tested for controlled substance use or alcohol misuse when the 
immediate supervisor has reasonable suspicion to believe that the employee has 
violated the prohibitions in these regulations or if the employee’s behavior and/or 
appearance indicate alcohol misuse or controlled substance use. 
 
The administrative determination that testing is required will be based on specific, 
contemporaneous, and articulable observations by a trained supervisor concerning the 
appearance, behavior, speech, or body odors of the employee. A supervisor will not 
base his determination that testing is required on reports made by a third person. 

 
Reasonable suspicion testing will only be conducted if the required observations are 
made during, just preceding or just after the period of the work day that a CDL 
employee is performing a safety sensitive function. 

 
C. RANDOM TESTING 
 

The Waynesboro School Board will conduct random controlled substance and alcohol  
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testing for CDL employees. Controlled substance and alcohol testing may be combined. 
 
Random alcohol testing is limited to the time period surrounding the performance of 
safety-related functions. Controlled substances testing may be performed anytime while 
the driver is at work for the Waynesboro Public Schools. 

 
A division-wide or wider selection process which removes discretion in selection from 
any supervisory personnel will be utilized by the school board. Once a driver has been 
randomly chosen, the driver will be notified and must report immediately. If the driver is 
employed elsewhere, it is the employee's responsibility to notify their other employer 
that they may need to report late to work because of this mandatory testing. 

 
D. POST-ACCIDENT TESTING 

 
As soon as practical during the eight hours following an accident, drivers involved must 
be tested for alcohol and controlled substances if the accident involved a fatality, if the 
driver's performance cannot be discounted as a contributing cause of the accident. 
 
The need for testing is presumed when there is an accident. Any decision not to test will 
be made and documented by the Executive Director of Operations. 
 

A driver who is subject to post-accident testing must remain available or that employee 
may be considered to have refused to submit to testing. 
 
Breath or blood tests for alcohol use and a urine test for the use of controlled substances 
conducted by law enforcement officials will be acceptable in lieu of post-accident testing 
by the school board. 
 

E. TESTING PROCEDURES AND SAFEGUARDS  
 
All controlled substances and alcohol testing required by the school board will be 
conducted in accordance with the Department of Transportation regulations. A 
copy of these regulations can be obtained by contacting the coordinator of 
administrative services.  
 
F. REFUSAL TO SUBMIT TO TESTING AND THE ATTENDANT 

CONSEQUENCES  
 
Refusal to test is a violation of the school board's controlled substance and 
alcohol policies and regulations. The consequences for refusing to submit to 
testing will be the same as if the employee had tested positive on a controlled 
substance or alcohol test. 
 

VI. REPORTING TEST RESULTS 
 
The Medical Review Officer (MRO) for the company contracted to perform the testing is 
responsible for receiving laboratory results generated by the school board's controlled  
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substance and alcohol testing program. If the laboratory reports a positive result to the 
MRO, the MRO contacts the employee and conducts an interview to determine if there  
 
is an alternative medical explanation for the positive test. If the employee provides 
appropriate documentation and the MRO determines that it is legitimate medical use of  
the prohibited substance, the test result is reported as negative to the Executive 
Director of Operations.  
 
VII. CONSEQUENCES OF VIOLATED POLICIES 
 
Violation of the Waynesboro School Board's controlled substance and alcohol policies 
or regulations will result in immediate suspension and referral to the superintendent as 
per school board policy. File: GBEA. 
 
VIII. TRAINING AND NOTIFICATION 
 
Each driver shall receive educational materials that explain the requirements of federal 
law and regulations together with a copy of the division's policy and procedures for 
meeting these requirements. Each driver shall sign a statement certifying that the driver 
has received a copy of the above materials and the division shall maintain this signed 
copy. 
 
IX. RECORD RETENTION 
 
The division shall maintain records in compliance with the federal regulations in a 
secure location with controlled access. With the driver's consent, the division will obtain 
any of the information concerning drug and alcohol testing from the driver's previous 
employer. A driver shall be entitled upon written request to obtain copies of any records 
pertaining to the driver's use of alcohol or controlled substances including information 
pertaining to alcohol or drug tests. 
 
Records shall be made available to a subsequent employer upon receipt of a written 
request from a driver only as expressly authorized by the terms of the driver's request. 
 
Adopted: 2/14/1995 
Reviewed/Revised:  4/11/1996, 2/14/2017, 5/10/2022 
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ACCEPTANCE OF ELECTRONIC SIGNATURES AND RECORDS 
 
Policy Statement 
 
 Electronic or digital signatures can take many forms and can be created using 
many different types of technology. The authenticity and reliability of electronic 
signatures relating to transactions are dependent on the accompanying processes, 
supplemental records and the overall context in which records are created, transferred, 
and signed. The Waynesboro School Board adopts the following policy with respect to 
the use of electronic records and signatures in connection with its communications with 
parents, guardians, or other persons having control over a child enrolled in this division. 
 
Definitions 
 
“Attribution” – An electronic record or electronic signature is attributable to a person if it 
was the act of the person. The act of the person may be shown in any manner, 
including a showing of the efficacy of any security procedure applied to determine the 
person to which the electronic record or electronic signature was attributable. 
 
“Electronic Signature”- An electronic sound, symbol or process attached to or logically 
associated with a record and executed or adopted by a person with the intent to sign the 
record. 
 
“Electronic Record” – Any record created, generated, sent, communicated, received or 
stored by electronic means. 
 
Applicability 
 
 This policy applies to parents, guardians, and other persons having control or 
charge of a child enrolled in the division; and also to individuals affiliated with the 
division, whether paid or unpaid, including but not limited to teachers, administrators, 
staff, students, affiliates, and volunteers.  
 
Electronic Records 
 
 Electronic records created or received by the division shall be appropriately 
attributed to the individual(s) responsible for their creation and/or authorization or 
approval. The division shall utilize available technology to implement reliable methods 
for generating and managing electronic records. Any electronic record filed with or 
issued by the division may be given full force and effect of a paper communication if the 
following conditions are satisfied: 
 

1. The communication is an electronic filing or recording and the 
Waynesboro School Board agrees to accept or send such communication 
electronically; and 
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2. If a signature is required on the record or communication by any statute, 
rule or other applicable law or School Board policy, the electronic 
signature must conform to the requirements set forth in this policy 
governing the use of electronic signatures. 

 
Electronic Signatures 
 
 An electronic signature may be used if the law requires a signature unless there 
is a specific statute, regulation, or policy that requires records to be signed in non- 
electronic form. The issuance and/or acceptance of an electronic signature by the 
School Board may be permitted in accordance with the provisions of this policy and all 
applicable state and federal law. If permitted, such electronic signature shall have the 
full force and effect of a manual signature only if the electronic signature satisfies all of 
the following requirements: 
 

1. The electronic signature identifies the individual signing the document by 
the individual’s name and title; 
 
2. The identity of the individual signing with an electronic signature is capable 
of being validated through the use of an audit trail; 
 
3. The electronic signature and the document to which it is affixed cannot be 
altered once the electronic signature has been affixed; 
 
4. The electronic signature conforms to all other provisions of this policy. 

 
Acceptance, Use and Issuance of Electronic Records and Signatures 
 
 The School Board shall maintain an electronic recordkeeping system that can 
receive, store, and reproduce electronic records and signatures relating to 
communications and transactions in their original form. Such system should include 
security procedures whereby the School Board can (a) verify the attribution of a 
signature to a specific individual, (b) detect changes or errors in the information 
contained in a record submitted electronically, (c) protect and prevent access, alteration, 
manipulation or use by an unauthorized person, and (d) provide for nonrepudiation 
through strong and substantial evidence that will make it difficult for the signer to claim 
that the electronic representation is not valid. 
 
 The School Board shall ensure that all electronic records and signatures are 
capable of being accurately reproduced for later reference and retained until such time 
as all legally mandated retention requirements are satisfied. 
 
 The School Board shall maintain a secure hard copy log of the PIN/password or 
actual signature of any individual authorized to provide an electronic signature in 
connection with School Board business. 
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 The School Board may receive and accept as original, electronic records and 
signatures so long as the communication, on its face, appears to be authentic. 
 
Adopted:  11/9/2021 
Reviewed/Revised:  5/10/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-79.3, 59.1-479 et seq. 
 
Cross Ref.: JO    Student Records  
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INSTRUCTIONAL GOALS AND OBJECTIVES 
 
 The Waynesboro School Board develops and implements a program of 
instruction for grades kindergarten through 12 that is aligned to the Standards of 
Learning established by the Board of Education and that meets or exceeds the 
requirements of the Board of Education. The program of instruction emphasizes 
reading, writing, speaking, mathematical concepts and computations, proficiency in the 
use of computers and related technology, computer science and computational thinking, 
including computer coding, and scientific concepts and processes; essential skills and 
concepts of citizenship, including knowledge of Virginia history and world and United 
States history, economics, government, foreign languages, international cultures, health 
and physical education, environmental issues and geography necessary for responsible 
participation in American society and in the international community; fine arts, which 
may include, but need not be limited to, music and art, and practical arts; knowledge 
and skills needed to qualify for further education, gainful employment, or training in a 
career or technical field; and development of the ability to apply such skills and 
knowledge in preparation for eventual employment and lifelong learning and to achieve 
economic self-sufficiency. 
 

The School Board also implements: 
 

 1. programs in grades kindergarten through three that emphasize 
developmentally appropriate learning to enhance success 
 
 2. programs based on prevention, intervention, or remediation designed to 
increase the number of students who earn a high school diploma and to prevent 
students from dropping out of school; such programs shall include components that 
are research-based 
 
 3. career and technical education programs incorporated into the kindergarten 
through grade 12 curricula 

 
 4. educational objectives in middle and high school that emphasize economic 
education and financial literacy pursuant to Va. Code § 22.1-200.03 
 
 5. early identification of students with disabilities and enrollment of such students 
in appropriate instructional programs consistent with state and federal law 
 
 6. early identification of gifted students and enrollment of such students in 
appropriately differentiated instructional programs 
 
 7. educational alternatives for students whose needs are not met in programs 
prescribed elsewhere in the Standards of Learning 
 
 8. adult education programs for individuals functioning below the high school 
completion level 
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 9. a plan to make achievements for students who are educationally at risk a 
divisionwide priority that includes procedures for measuring the progress of such 
students 
 
 10. an agreement for postsecondary degree attainment with a community college 
in Virginia specifying the options for students to complete an associate's degree or a 
one-year Uniform Certificate of General Studies from a community college 
concurrent with a high school diploma; such agreement specifies the credit available 
for dual enrollment courses and Advanced Placement courses with qualifying exam 
scores of three or higher 
 

11. a plan to notify students and their parents of the availability of dual enrollment 
and Advanced Placement classes; career and technical education programs, 
including internships, externships, apprenticeships, credentialing programs, 
certification programs, licensure programs, and other work-based learning 
experiences; the International Baccalaureate Program, and Academic Year 
Governor's School Programs; the qualifications for enrolling in such classes, 
programs and experiences; and the availability of financial assistance to low-income 
and needy students to take the Advanced Placement and International 
Baccalaureate examinations; this plan includes notification to students and parents 
of the agreement with a community college in Virginia to enable students to 
complete an associate's degree or a one-year Uniform Certificate of General Studies 
concurrent with a high school diploma 
 
 12. identification of students with limited English proficiency and enrollment of 
such students in appropriate instructional programs, which programs may include 
dual language programs whereby such students receive instruction in English and in 
a second language 
 
 13. early identification, diagnosis, and assistance for students with reading and 
mathematics problems and provision of instructional strategies and reading and 
mathematics practices that benefit the development of reading and mathematics 
skills for all students 
 
 14. incorporation of art, music, and physical education as a part of the 
instructional program at the elementary school level 
 
 15. a program of physical activity available to all students in grades kindergarten 
through five consisting of at least 20 minutes per day or an average of 100 minutes 
per week during the regular school year and available to all students in grades six 
through 12 with a goal of at least 150 minutes per week on average during the 
regular school year; such program may include any combination of (i) physical 
education classes, (ii) extracurricular athletics, (iii) recess, or (iv) other programs and 
physical activities deemed appropriate by the School Board 
 
 16. a program of student services for grades kindergarten through grade 12 
designed to aid students in their educational, social, and career development 
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 17. the collection and analysis of data and the use of the results to evaluate and 
make decisions about the instructional program 
 
 18. a program of instruction in each government course in the school division on 
all information and concepts in the civics portion of the U.S. Naturalization test 

 
Timely written notification is provided to the parents of any student who: 

• undergoes literacy and Response to Intervention screening and services; 
• does not meet the benchmark on any assessment used to determine at-risk 

learners in preschool through grade 12, which notification includes all such 
assessment scores and subscores and any intervention plan that results from 
such assessment scores or subscores; or 

• receives reading intervention services. Parents of each student who receives 
reading intervention services are notified before the services begin. 
 

Adopted:  4/11/1995 
Reviewed/Revised:  10/11/2016, 11/10/2020, 7/13/2021, 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-23.3, 22.1-215.2, 
22.1-253.13:1.  
 
Cross Refs.: IGAD   Career and Technical Education 
  IGBE   Remedial and Summer Instructional Program 
  IGBI   Advanced Placement Classes and Special Programs 
  JHCF   Student Wellness 
 
 
 
 



File: IAA 
  

 
© 2/19 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

NOTIFICATION OF LEARNING OBJECTIVES 
 
I. Annual Notice 
 

At the beginning of each school year, each school within the Waynesboro School 
Division provides to its students’ parents or guardians information on the availability of  
and source for receiving: 

• the learning objectives developed in accordance with the Standards of 
Accreditation to be achieved at their child’s grade level, or, in high school, a 
copy of the syllabus for each of their child’s courses; 

• the Standards of Learning (SOLs) applicable to the child’s grade or course 
requirements and the approximate date and potential impact of the child’s 
next SOL testing; 

• an annual notice to students in all grade levels of all requirements for Board  
of Education-approved diplomas; and 

• the board’s policies on promotion, retention and remediation. 
 

The superintendent certifies to the Department of Education that the notice 
required by this policy has been given. 
 
II. Notice of Credits Needed for Graduation and of the Right to a Free Public Education 
 

A. The school board notifies the parent of rising eleventh and twelfth grade  
students of 
• the requirements for graduation pursuant to the standards for accreditation  

and  
• the requirements that have yet to be completed by the individual student. 

 
B. The school board will notify the parent of students with disabilities who have an 

Individualized Education Program (IEP) and who fail to meet the graduation 
requirements of the student's right to a free and appropriate education to age 21, 
inclusive, pursuant to Va. Code § 22.1-213 et seq. 

 
C. The school board will notify the parent of students who fail to graduate or who fail 

to achieve graduation requirements as provided in the Standards of Accreditation 
and who have not reached 20 years of age on or before August 1st of the school 
year of the right to a free public education. If the student who does not graduate 
or complete such requirements is a student for whom English is a second 
language, the school board will notify the parent of the student's opportunity for a 
free public education in accordance with Va. Code § 22.1-5. 

 
Adopted: 10/11/2016 
Reviewed/Revised: 7/12/2022 
 
Legal Refs.:  Code of Virginia, 1950, as amended, § 22.1-253.13:4. 
 

8 VAC 20-131-270. 
   

Cross Refs.: IGBC  Parental Involvement 
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IKF The Virginia Assessment Program and Graduation 

Requirements 
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GRADING AND REPORTING STUDENT PROGRESS 
 
Teachers shall periodically evaluate student progress and report student achievement according to established 
guidelines. The staff shall ensure that explanations of the grading system being used have been communicated 
to students and parents. Teachers shall maintain a record of grades and be prepared to interpret the meaning 
of the grades that have been assigned. 
 
Student evaluation should be based on the SOL objectives of the course and/or specific course competencies 
appropriate for the grade level, content area, and ability of the student. 
 
Grading practices should be consistent across subject areas and levels taught. Grades must be in reference to 
specific criteria, with a primary focus on academic performance and a means of measuring student progress 
and achievement. 
 
A variety of assessment strategies should be utilized within a grading period and a sufficient number of grades 
are to be gathered to assist in making a valid assessment of student achievement. 
 
Grading Period 
 
A grading period is nine weeks. At the elementary level, assessment and grading of student progress are 
based on the premise that students have diverse capabilities and individual patterns of growth and learning. 
Teachers and principals are responsible for developing instructional plans based on frequent and varied 
assessments of the students’ needs, abilities, progress and mastery of grade level objectives. In determining 
students’ grades for each nine weeks, secondary teachers are to develop a plan for student assessment that 
best fits the specific content area and instructional needs of the students. 

 
Reporting Student Progress 
 
Reporting student progress to parents is a multi-faceted and ongoing process, including report cards, periodic 
student conferences, parent conferences, individual parent contacts, and standardized test profiles. 
 
Student progress and grades can be accessed and monitored regularly online through the Parent Portal of 
the Waynesboro Public Schools Student Database. Instructions for creating a parent/guardian account can be 
found under the “Parent & Students” section of our division website, http://waynesboro.k12.va.us. 
 

Report Cards 
 
Report Cards shall be prepared and available according to dates posted on the annual school calendar 
through the Parent Portal of the Waynesboro Public Schools Student Database. Printed copies of report 
cards will not be sent home automatically. Parents can receive a printed copy by indicating this as a 
preference within the Parent Portal or providing written notice to the school office. 
 
A cumulative copy of the report card for each academic year will be placed and remain in the student's 
education record as the permanent record of a student's grades and the teacher's comments reflecting 
academic progress. 
 
ELEMENTARY SCHOOLS 
 
Elementary report cards have been approved for use in the grades K-5, with formats that are content or 
objectives specific to each grade level. A combination of progress indicators, descriptors, and the adopted 
grading scale* are designated for use at each grade level. 

http://waynesboro.k12.va.us/
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Progress Indicators for Grades K-3 
 

S Successful with independence and consistency 
P Progressing, but needs additional learning experiences 
N Needs time and assistance in order to develop 

 
Grading Scale for Grades 3-5 
 

Passing Failing 
A+ 97-100 F 0-59 
A 94-96 U Unsatisfactory 
A- 90-93 I Incomplete 
B+ 87-89  
B 84-86  
B- 80-83  
C+ 77-79  
C 74-76  
C- 70-73  
D+ 67-69  
D 64-66  
D- 60-63  
S Satisfactory  

 
MIDDLE AND HIGH SCHOOL 
 
Since grades are reported in order to communicate student performance, it is important that a standard 
system be used. All grades given to middle and high school students should reflect the alphabetic and 
numeric values of the adopted grading scale*. This scale is to be used in reporting grades on report cards 
and other scholastic records. 
 
Grading System for Grades 6-12 
 

Letter 
Grades 

Numerical 
Grades 

Quality 
Points 

Weighted 
Quality Points 

A+ 97-100 4.3 5.3 
A 94-96 4.0 5.0 
A- 90-93 3.7 4.7 
B+ 87-89 3.3 4.3 
B 84-86 3.0 4.0 
B- 80-83 2.7 3.7 
C+ 77-79 2.3 3.3 
C 74-76 2.0 3.0 
C- 70-73 1.7 2.7 
D+ 67-69 1.3 2.3 
D 64-66 1 2 
D- 60-63 .7 1.7 
F 0-59 0.00 0.00 
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Grade Point Average 
 
Grade point average (GPA) is based on grades earned in courses for which high school credit is awarded in 
grades 9-12. Courses taken in 7th and 8th grades, designated for high school credit, count toward meeting 
graduation requirements, computing GPA, and determining rank in class. Students may elect to retake an 
identical course or a course at a higher level to replace a grade on the transcript and to be used for GPA. 
 
A 4-point scale is used for computing the grade point average (GPA) and class rank. Advanced Placement, 
Governor’s School, and Dual Enrollment courses are weighted an additional grade point (1) or by a 5-point 
scale. Ranking includes all courses for which credit was earned or could have been earned. Also included are 
those ninth-grade courses taught at the seventh and eighth-grade levels. 
 
For determining class rank and all purposes of reporting a student’s grade point average (GPA), a single 
method is to be used. In this calculation, numeric grades for courses taken for high school credit will be 
converted to a quality point value (see chart grading system for grades 6 - 12), totaled and divided by the total 
number of courses for which a student has received a semester or year’s grade. 
 

Adopted:  8/14/2009 
Reviewed/Revised:  9/7/2010, 10/14/2014, 11/11/2014, 8/14/2018, 7/12/2022 
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ACADEMIC FREEDOM 
 

The School Board seeks to educate young people in the democratic tradition, to 
foster a recognition of individual freedom and social responsibility, and to inspire 
meaningful awareness of and respect for the Constitution and the Bill of Rights. 
 
 Freedom of individual conscience, association, and expression are encouraged 
and fairness in procedures is observed both to safeguard the legitimate interests of the 
schools and to exhibit by appropriate examples the basic objectives of a democratic 
society as set forth in the Constitutions of the United States and the Commonwealth of 
Virginia. 

Students may express their beliefs about religion in homework, artwork, and 
other written and oral assignments free from discrimination based on the religious 
content of their submissions. Such home and classroom work is evaluated by ordinary 
academic standards of substance and relevance and against other legitimate 
pedagogical concerns identified by the school.  

Adopted:  4/11/1995 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-203.3. 
 
Cross Refs.: IKB   Homework 

INDC  Religion in the Schools 
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SCHOOL YEAR/SCHOOL DAY 
 

School Year 
 

The length of the school year is at least 180 teaching days or 990 teaching 
hours. The School Board offers in-person instruction to each student enrolled in an 
elementary or secondary school in the division for at least 990 teaching hours except as 
otherwise permitted by Va. Code § 22.1-98.C.4 or Article 3 of Chapter 14 of Title 22.1 of 
the Code of Virginia. Days on which a school or schools or all the schools in the division 
are closed due to severe weather or other emergencies are made up as provided below 
if necessary to meet these requirements. 

 
Students are provided a minimum of 680 hours of instructional time in elementary  

school in the four academic disciplines of English, mathematics, science, and history 
and social science. 

 
Unstructured recreational time that is intended to develop teamwork, social skills, 

and overall physical fitness may be included in the calculation of total instructional time 
or teaching hours for elementary school, provided that such unstructured recreational 
time does not exceed 15 percent of total instructional time or teaching hours. 
 
Make Up Days 
 

If severe weather conditions or other emergency situations result in the closing of 
a school or schools or all the schools in the school division or in an unscheduled remote 
learning day for a school or schools in the division for  

• five or fewer days, all missed days are made up by adding teaching days 
to the school calendar or extending the length of the school day; 

• six days or more, the first five days plus one day for each two days missed 
in excess of the first five are made up by adding teaching days to the 
school calendar or extending the length of the school day. 

If severe weather conditions or other emergency situations result in the closing of 
any school in the school division and such school has been unable to meet the 180 
teaching day requirement, the school division may make up the missed teaching days 
by providing its students with instructional hours equivalent to such missed teaching 
days to meet the minimum 990 teaching hour requirement.  

If severe weather conditions or other emergency situations result in the closing of 
any school in the school division for in-person instruction, the school division may 
declare an unscheduled remote learning day whereby the school provides instruction 
and student services that are consistent with guidelines established by the Department 
of Education to ensure the equitable provision of such services.  

The Board of Education may waive the requirement that the school division 
provide additional teaching days or teaching hours to compensate for school closings 
resulting from a declared state of emergency or severe weather conditions or other 
emergency situations under certain circumstances. If the School Board desires a 
waiver, it will submit a request to the Board of Education. The request will include 
evidence of efforts that have been made by the school division to reschedule as many 
days as possible and certification by the superintendent and chairman of the School 
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Board that every reasonable effort for making up lost teaching days or teaching hours 
was exhausted before requesting a waiver. If the waiver is denied, the school division 
will make up the missed instructional time.   

 The Board of Education waives the requirement that school divisions provide 
additional teaching days or teaching hours to compensate for school closings resulting 
from an evacuation directed and compelled by the Governor pursuant to Va. Code § 44-
146.17 for up to five teaching days. If the School Board desires such a waiver, it notifies 
the Board of Education and provides evidence of efforts that have been made by the 
school division to reschedule as many days as possible and certification by the 
superintendent and chair of the School Board that every reasonable effort for making up 
lost teaching days or teaching hours was exhausted. After receiving such notification, 
the Board of Education grants the waiver and there is no proportionate reduction in the 
amount paid by the Commonwealth from the Basic School Aid Fund. Further, the local 
appropriations for educational purposes necessary to fund 180 teaching days or 990 
teaching hours shall not be proportionally reduced by the local appropriating body due 
to any reduction in the length of the term of any school or the schools in a school 
division permitted by such waiver. 
 
School Calendar 

The School Board establishes the division’s calendar in accordance with state 
law. The School Board establishes teaching contracts in accordance with applicable 
regulations of the Board of Education to include contingencies for making up teaching 
days and teaching hours missed for emergency situations. 

 
An advisory committee composed of teachers, parents and school administration 

may be utilized to recommend a proposed calendar to the superintendent. The 
recommendation of this committee is advisory. 

Joint or Regional Schools 

 School boards operating joint or regional high schools, including regional charter 
schools, offering a specialized curriculum leading to a high school diploma and a 
postsecondary credential, such as industry certification, career certificate, or degree 
may, by agreement, establish alternative schedules for the delivery of instruction. Those 
schedules may include alternatives to standard school day and year requirements, 
subject to the issuance of any necessary waivers by the Board of Education and 
relevant Board of Education regulations. 

Certification 

 The superintendent and School Board chair certify the total number of teaching 
days and teaching hours each year as part of the annual report to the Board of Education. 

Adopted:  4/11/1995 
Reviewed/Revised:  11/9/2021, 7/12/2022 
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Legal Refs.: Code of Virginia, 1950, as amended §§ 22.1-26, 22.1-79.1, 22.1-98, 22.1-
200.2. 

 
  Acts 2019, cc. 569, 570 and 637. 
 
Cross Ref.: BCF  Advisory Committees to the School Board 
  DL  Payroll Procedures 
  GAA  Staff Time Schedules 

IKF The Virginia Assessment Program and Graduation 
Requirements 

  IKFD  Alternative Paths to Attaining Standard Units of Credit 
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MOMENT OF SILENCE 
 

One minute of silence is observed in each classroom in the division every day. 

During such period of silence, the teacher responsible for each classroom takes 
care that all pupils remain seated and silent and make no distracting display so that 
each pupil may, in the exercise of individual choice, meditate, pray, or engage in any 
other silent activity which does not interfere with, distract, or impede other pupils in the 
like exercise of individual choice. 

Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-203. 
 
 
 
 
 
 
 
 
 
 
 
 
 



File:  IEA 
 

 
© 2/21 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

PLEDGE OF ALLEGIANCE 
 

The Pledge of Allegiance, as established in 4 U.S.C. § 4, is recited daily in each 
classroom of the Waynesboro school division. 
 

During the recitation of the Pledge, students shall stand and recite the Pledge 
while facing the flag with their right hands over their hearts or in an appropriate salute if 
in uniform. 
 

No student is compelled to recite the Pledge if the student or the student’s parent 
or legal guardian objects on religious, philosophical, or other grounds to the student’s 
participation in this exercise. Students who are exempt from reciting the Pledge shall 
quietly stand or sit at their desks while others recite the Pledge and shall make no 
display that disrupts or distracts those who are reciting the Pledge.  
 

Appropriate accommodations are made for students who are unable to comply 
with the procedures described herein due to disability. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Refs: 4 U.S.C. § 4. 
 
  Code of Virginia, 1950, as amended, § 22.1-202. 
 
Cross Refs.: JFC  Student Conduct 
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NATIONAL MOTTO 
 

The statement “’In God We Trust,’ the National Motto, enacted by Congress in 
1956” is posted in a conspicuous place in each school for all students to read. 
 
Adopted:  11/10/2020 
Reviewed/Revised: 7/12/2022 
 
Legal Ref: Acts 2003, c. 902. 
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BILL OF RIGHTS OF THE 
CONSTITUTION OF THE UNITED STATES 

 
The Bill of Rights of the Constitution of the United States is posted in a 

conspicuous place in each school for all students to read. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Ref: Acts 2003, c. 902.   
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CURRICULUM DEVELOPMENT AND ADOPTION 
 

 The curriculum is a coherent and comprehensive plan for teaching and learning 
built upon a framework that promotes continuity and the cumulative acquisition and 
application of skills. The curriculum states clearly and specifically what students are 
expected to know and be able to do by grade level and course.  The Waynesboro 
School Board curricula meets or exceeds the requirements and are aligned with the 
Standards of Learning. 
 
Adopted:  4/11/1995 
Reviewed/Revised: 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-253.13:1. 
 
Cross Ref.: AF  Comprehensive Plan 
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CAREER AND TECHNICAL EDUCATION 

The Waynesboro School Board provides career and technical educational 
programs incorporated into the kindergarten through twelfth grade curricula that include 

• knowledge of careers and all types of employment opportunities including, 
but not limited to, apprenticeships, entrepreneurship and small business 
ownership, the military, and the teaching profession, and emphasize the 
advantages of completing school with marketable skills;  

• career exploration opportunities in the middle school grades; and  
• competency-based career and technical education programs which 

integrate academic outcomes, career guidance and job-seeking skills for 
all secondary students based on labor market needs and student interest. 
Career guidance includes counseling about available employment 
opportunities and placement services for students exiting school; and  

• annual notice on its website to enrolled high school students and their 
parents of (i) the availability of the postsecondary education and 
employment data published by the State Council of Higher Education on 
its website and (ii) the opportunity for such students to obtain a nationally 
recognized career readiness certificate at a local public high school, 
comprehensive community college or workforce center. 
 

The School Board develops and implements a plan to ensure compliance with 
this Policy. This plan is developed with the input of area business and industry 
representatives and local comprehensive community colleges and is submitted to the 
Superintendent of Public Instruction in accordance with the timelines established by 
federal law.  

The School Board may establish High School to Work Partnerships or delegate 
the authority to establish High School to Work Partnerships to the division's career and 
technical education administrator or the administrator’s designee, in collaboration with 
the school counselor office of each high school in the school division, and educate high 
school students about opportunities available through High School to Work 
Partnerships.  

The School Board may enter into agreements for postsecondary course credit, 
credential, certification, or license attainment, referred to as College and Career Access 
Pathways Partnerships, with comprehensive community colleges or other public 
institutions of higher education or educational institutions that offer a career and 
technical education curriculum. College and Career Access Pathways Partnerships 
specify  

• the options for students to take courses as part of the career and technical 
education curriculum that lead to course credit or an industry-recognized 
credential, certification, or license concurrent with a high school diploma;  

• the credit, credentials, certifications, or licenses available for such courses; and  
• available options for students to participate in pre-apprenticeship and 

apprenticeship programs at comprehensive community colleges concurrent with 
the pursuit of a high school diploma and receive college credit and high school 
credit for successful completion of any such program. 
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Adopted:  4/11/1995 
Reviewed/Revised: 7/12/2022 

Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-227.1, 22.1-253.13:1.   

Cross Ref.: IJ Guidance and Counseling Program 
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 HEALTH EDUCATION/PHYSICAL EDUCATION 
 

Students receive health instruction and physical training as prescribed by the 
Board of Education and approved by the Board of Health. 

 
 Such health instruction  

• incorporates standards that recognize the multiple dimensions of health by 
including mental health and the relationship of physical and mental health so as 
to enhance student understanding, attitudes, and behavior that promote health, 
well-being and human dignity, and 

• may include an age-appropriate program of instruction on the safe use of and 
risks of abuse of prescription drugs that is consistent with curriculum guidelines 
developed by the Board of Education and approved by the Board of Health.  

 
The Waynesboro school division provides a program of physical activity available 

to all students in grades kindergarten through five consisting of at least 20 minutes per 
day or an average of 100 minutes per week during the regular school year and available 
to all students in grades six through 12 with a goal of at least 150 minutes per week on 
average during the regular school year. Such program may include any combination of 
physical education classes, extracurricular athletics, recess or other programs and 
physical activities. Any physical education class offered to students in grades seven and 
eight includes at least one hour of personal safety training per school year in each such 
grade level that is developed and delivered in partnership with the local law-
enforcement agency and consists of situational safety awareness training and social 
media education. 
 
Adopted: 4/11/1995 
Reviewed/Revised:  4/11/1996, 07/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-207, 22.1-253.13:1. 
   
Cross Refs.: IC/ID School Year/School Day 
 IGAG Teaching About Drugs, Alcohol, and Tobacco 

JHCA Physical Examinations of Students 
JHCF Student Wellness 
JO Student Records 
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TEACHING ABOUT DRUGS, ALCOHOL AND TOBACCO 

Waynesboro Public Schools provides instruction concerning  
• drugs and drug abuse,  
• the public safety hazards and dangers of alcohol abuse, underage 

drinking, underage marijuana use, and drunk driving,  
• the health and safety risks of using tobacco products, nicotine vapor 

products, and alternative nicotine products, and 
• gambling and the addictive potential thereof. 

Adopted:  4/11/1995 
Reviewed/Revised:  11/9/2021, 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-206. 
 
Cross Refs: GBEC/JFCH/KGC Tobacco Products and Nicotine Vapor Products 
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FAMILY LIFE EDUCATION (FLE) 
 

Generally 
 

The Waynesboro School Board provides Family Life Education (FLE) based on 
the FLE Standards of Learning (SOL) and curriculum guidelines developed by the 
Board of Education. The SOL objectives related to dating violence and the 
characteristics of abusive relationships are taught at least once in middle school and at 
least twice in high school. The high school FLE curriculum incorporates age-appropriate 
elements of effective and evidence-based programs on the prevention of dating 
violence, domestic abuse, sexual harassment, including sexual harassment using 
electronic means, and sexual violence, human trafficking, and the law and meaning of 
consent. Such age-appropriate elements of effective and evidence-based programs on 
the prevention of sexual violence may include instruction that increases student 
awareness of the fact that consent is required before sexual activity. The FLE 
curriculum offered in any school incorporates age-appropriate elements of effective and 
evidence-based programs on the importance of the personal privacy and personal 
boundaries of other individuals and tools for a student to use to ensure that he respects 
the personal privacy and personal boundaries of other individuals. The FLE curriculum 
incorporates age-appropriate elements of effective and evidence-based programs on 
the harmful physical and emotional effects of female genital mutilation; associated 
criminal penalties; and the rights of the victim, including any civil action pursuant to Va. 
Code § 8.01-42.5. 

 
The FLE curriculum may incorporate age-appropriate elements of effective and 

evidence-based programs on the prevention, recognition, and awareness of child 
abduction, child abuse, child sexual exploitation and child sexual abuse, and in any 
such curriculum offered in high school, human trafficking of children. 

 
The School Board reviews its family life education curricula at least once every 

seven years, evaluates whether the curricula reflects contemporary community 
standards, and revises the curricula if necessary. 
 
Right of Parental Review 
 

A parent or guardian has the right to review the family life curricula, including all 
supplemental materials used in the program. A complete copy of all printed materials 
not subject to copyright protection and a description of all audio-visual materials is made 
available through any available parental portal and kept in the school library or office 
and made available for review to any parent or guardian during school office hours 
before and during the school year. The audio-visual materials are made available to 
parents for in-person review, upon request, on the same basis as printed materials are 
made available. 
 

The School Board develops and distributes to the parents or guardians of 
students participating in the FLE program and posts for public viewing on the division’s 
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website a summary designed to assist them in understanding the program implemented 
in its school division and to encourage parental guidance and involvement in the 
instruction of the students. Such information reflects the curricula of the program as 
taught in the classroom. The following statement is included on the summary: "Parents 
and guardians have the right to review the family life education program offered by their 
school division, including written and audio-visual educational materials used in the 
program. Parents and guardians also have the right to excuse their child from all or part 
of family life education instruction." 
 
Adopted:  4/11/1995 
Reviewed/Revised:  12/8/2015, 10/11/2016, 11/10/2020, 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-207.1, 22.1-207.1:1, 

22.1-207.2. 
 

Cross Refs.: BCF   Advisory Committees to the School Board 
IIA   Instructional Materials 

  INB   Teaching About Controversial Issues 
  KLB   Public Complaints About Learning Resources 
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CHARACTER EDUCATION 
 

The Waynesboro School Board provides, within its existing program or as a 
separate program, a character education program in its schools. The character 
education program may occur during the regular school year, during the summer in a 
youth development academy offered by the school division, or both. The purpose of the 
program is to foster civic virtues and personal character traits so as to improve the 
learning environment, promote student achievement, reduce disciplinary problems and 
develop civic-minded students of high character. The program is cooperatively 
developed with students, parents and the community. Specific character traits 
emphasized may include trustworthiness, respect, responsibility, fairness, caring and 
citizenship.  

 
 Character education is interwoven into the school procedures and environment 
so as to instruct primarily by example, illustration and participation, in such a way as to 
complement the Standards of Learning. Classroom instruction may also be used to 
supplement the program. The program also addresses the inappropriateness of 
bullying, as defined in Va. Code § 22.1-276.01. Parents have the right to review any 
audio-visual materials that contain graphic sexual or violent content used in any anti-
bullying program. Prior to the use of any such material, the parent of a child participating 
in such a program is provided written notice of the parent’s right to review the material 
and the right to excuse the child from participating in the part of such program utilizing 
such material. 
 
The character education program  

• specifies those character traits to be taught, selecting from those which 
are common to diverse social, cultural and religious groups; 

• is implemented at the elementary and secondary levels; 
• provides for relevant professional development and adequate resources; 

and 
• includes a method for program evaluation. 

 
Character education is intended to educate students regarding those core civic 

values and virtues which are efficacious to civilized society and are common to the 
diverse social, cultural, and religious groups of the Commonwealth. It shall not include 
indoctrination in any particular religious or political belief. Consistent with this purpose, 
Virginia's civic values, which are the principles articulated in the Bill of Rights (Article I) 
of the Constitution of Virginia and the ideals reflected in the seal of the Commonwealth, 
as described in Va. Code § 1-500, may be taught as representative of such civic values.  

 
Adopted: 10/11/2016 
Reviewed/Revised:  7/13/2021, 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-23.3, 22.1-207.2:1, 22.1-
208.01. 
 
Cross Refs.: IKF   The Virginia Assessment Program and Graduation  
     Requirements 

INB  Teaching About Controversial Issues 
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INDC  Religion in the Schools 
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DRIVER EDUCATION 
 

The Waynesboro School Board offers a program of driver education in the high 
schools in the safe operation of motor vehicles.  The program includes instruction 
concerning: 

• alcohol and drug abuse;  
• aggressive driving;  
• the dangers of distracted driving and speeding;  
• motorcycle awareness;  
• organ and tissue donor awareness;  
• fuel-efficient driving practices; and  
• traffic stops, including law-enforcement procedures for traffic stops, appropriate 

actions to be taken by drivers during traffic stops, and appropriate interactions 
with law-enforcement officers who initiate traffic stops. 

 
The program also includes an additional minimum 90-minute parent/student driver 

education component as part of the classroom portion of the driver education 
curriculum. However, no student who is (1) at least 18 years of age, (2) an emancipated 
minor, or (3) an unaccompanied minor who is not in the physical custody of the 
student’s parent or guardian is required to participate in the parent/student driver 
education component. The parent/student driver program emphasizes (i) parental 
responsibilities regarding juvenile driver behavior, (ii) juvenile driving restrictions 
pursuant to the Code of Virginia, (iii) the dangers of driving while intoxicated and 
underage consumption of alcohol, and (iv) the dangers of distracted driving. 
 

Any student who participates in a driver education program must meet the 
academic requirements established by the Board of Education. No student is permitted 
to operate a motor vehicle without a learner's permit or a license. Necessary certification 
of students' academic standing and compliance with compulsory attendance laws is 
provided by the administration to the Department of Motor Vehicles upon request, in 
accordance with state law. 
 
 Driver education instructors possess valid driver’s licenses and maintain 
satisfactory driving records. Any teacher of behind-the-wheel instruction who receives 
six or more demerit points in a 12-month period will be suspended from teaching driver 
education for 24 months.  
 

At the beginning of each school year and thereafter as necessary, the 
superintendent reports to the Department of Motor Vehicles the name and driver’s 
license number of all persons providing instruction in driver education for the school 
division.  

 
Adopted:  7/12/2022 
Reviewed/Revised: 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-205, 46.2-334, 46.2-340. 
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 8 VAC 20-340-10. 
 
 8 VAC 20-720-80. 
 
Cross Ref.: JED   Student Absences/Excuses/Dismissals 
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ALTERNATIVES TO ANIMAL DISSECTION 
 

The Waynesboro School Board provides one or more alternatives to animal 
dissection for students enrolled in classes that incorporate dissection exercises. The 
superintendent is responsible for implementing such alternatives. The superintendent 
considers the Virginia Board of Education Guidelines Alternatives to Animal Dissection 
in implementing the alternatives. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-200.01. 
 

Virginia Board of Education Guidelines Alternatives to Animal Dissection 
(Attachment to Virginia Department of Education Superintendent’s Memo 
#161 (Aug. 6, 2004)). 
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PROGRAMS FOR STUDENTS WITH DISABILITIES 
 

Generally 
 

The Waynesboro School Board provides a free, appropriate public education for 
all children and youth with disabilities, ages 2 through 21, inclusive, who are residents of 
Waynesboro or who are not residents of Waynesboro but are residents of Virginia and 
who are enrolled in a full-time virtual school program provided by the Board. To the 
maximum extent appropriate, students with disabilities are educated with children who 
are not disabled.  

 
An Individualized Education Program (IEP) is developed and implemented for 

each child with a disability served by the Waynesboro School Board. The program is 
developed in a meeting of the child’s IEP team, which includes the child's teachers, 
parent, the student (when appropriate), a school division representative qualified to 
provide or supervise the provision of special education services, an individual who can 
interpret the instructional implications of evaluation results and other individuals at the 
discretion of the parent or school division in accordance with State and federal law and 
regulations. This IEP is reviewed at least annually. 
 

Parents of students with disabilities are provided guidance from the Virginia 
Department of Education regarding the Applied Studies Diploma and its limitations at a 
student’s annual IEP program meeting corresponding to grades three through 12 when 
curriculum or statewide assessment decisions are being made that impact the type of 
diploma for which the student can qualify. 

 
The IEP includes areas specified by state and federal statutes and regulations. 

 
Explanation of Procedural Safeguards 

 
A copy of the procedural safeguards available to the parent of a child with a 

disability is given to the parent. The procedural safeguards notice includes a full 
explanation of all the procedural safeguards available. 

 
Child Find 
 

The Waynesboro School Board maintains an active and continuing child find 
program designed to identify, locate and evaluate those children residing in the division 
who are birth to 21 inclusive who are in need of special education and related services  
 

The School Board provides all applicable procedural safeguards including written 
notice to the parents of the scheduled screening and, if the child fails the screening, the 
results of the screening, confidentiality and maintenance of the student’s scholastic 
record.  
 
Adopted:  4/11/1995 
Reviewed/Revised: 7/12/2022 
 
Legal Refs.: 20 U.S.C. § 1400 et seq. 
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29 U.S.C. § 701 et seq. 
 

42 U.S.C. § 12101 et seq. 
 

 Code of Virginia, 1950, as amended, §§ 22.1-213, 22.1-214, 22.1-215, 
22.1-253.13:4. 

 
 8 VAC 20-81-30. 
 
 8 VAC 20-81-50. 
 
 8 VAC 20-81-80. 
 
 8 VAC 20-81-100. 
 
 8 VAC 20-81-110. 
 
 8 VAC 20-81-130. 
 
 8 VAC 20-81-170. 
 
Cross Refs.: IAA  Notification of Learning Objectives 

IKF The Virginia Assessment Program and Graduation 
Requirements 
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PROGRAMS FOR GIFTED STUDENTS 

The Waynesboro School Board approves a comprehensive plan for the 
education of gifted students that includes the components identified in Board of 
Education regulations. The development process for the plan includes opportunities for 
public review of the school plan. The plan for the education of gifted students is 
accessible through the division’s website and printed copies of the plan are available to 
citizens who do not have online access. 

 
The school division has uniform procedures for screening, referring, identifying, 

and serving students in kindergarten through twelfth grade who are gifted in general 
intellectual aptitude.  

 
The school division provides written notification to and seeks written consent 

from parents and legal guardians to conduct any required assessment to determine a 
referred student’s eligibility for the division’s gifted education program, and to provide 
services for an identified gifted student in the division’s gifted education program. 

 
The School Board may establish a local advisory committee composed of 

parents, school personnel, and other community members appointed by the School 
Board. The committee will reflect the ethnic and geographical composition of the school 
division. If established, the committee will annually review the division’s plan for the 
education of gifted students, including revisions, and determine the extent to which the 
plan for the previous year was implemented. The findings of the annual program 
effectiveness and the recommendations of the committee will be submitted annually in 
writing to the superintendent and the School Board.  
 
Adopted:  4/11/1995 
Reviewed/Revised: 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-16, 22.1-18.1, 22.1-

253.13:1. 
 
  8 VAC 20-40-40. 
 
  8 VAC 20-40-55.  
 

8 VAC 20-40-60. 

 

Cross Refs.: BCF Advisory Committees to the School Board 
IKEB Acceleration 
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PARENT AND FAMILY ENGAGEMENT 
 

Generally 
  

The Waynesboro School Board recognizes that the education of each student is 
a responsibility shared by the school and the student’s family. The Waynesboro School 
Board endorses the parent and family engagement goals of Title I (20 U.S.C. § 6318) 
and encourages the regular participation by parents and family members of all children 
including those eligible for Title I and English learner programs in all aspects of those 
programs.  

 
In keeping with these beliefs, the Waynesboro School Board cultivates and 

supports active parent and family engagement in student learning. The Waynesboro 
School Board: 

• provides activities that educate parents regarding the intellectual and 
developmental needs of their children. These activities promote 
cooperation between the division and other agencies or 
school/community groups (such as parent-teacher groups, the Head 
Start program, the Reading First program, Early Reading First 
program, Even Start program, and Parents as Teachers program) to 
furnish learning opportunities and disseminate information regarding 
parenting skills and child/adolescent development 

• implements strategies to involve parents in the educational process, 
including: 

o keeping families informed of opportunities for involvement 
and encouraging participation in various programs 

o providing access to educational resources for parents and 
families to use with their children 

o keeping families informed of the objectives of division 
educational programs as well as of their child’s participation 
and progress with these programs 

• enables families to participate in the education of their children through 
a variety of roles. For example, family members may   
o provide input into division policies 
o volunteer time within the classroom and school program 

• provides professional development opportunities for teachers and 
staff to enhance their understanding of effective parent 
involvement strategies 

• performs regular evaluations of parent involvement at each school and 
in the division 

• provides access, upon request, to any instructional material used as 
part of the educational curriculum 

• if practicable, provides information in a language understandable to 
parents 

 
In addition, for parents of students eligible for English learner programs, the 

School Board informs such parents of how they can be active participants in assisting 
their children 
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• to learn English; 

• to achieve at high levels in core academic subjects; and 
• to meet the same challenging academic content and student academic 

achievement standards as all children are expected to meet. 
 

Parental Involvement in Title I Plan 
 
The Waynesboro School Board encourages parents of children eligible to 

participate in Title I, Part A, programs to participate in the development of the Board’s 
Title I plan. Parents may participate by: 

• parent-teacher conferences in elementary schools, at least annually, during 
which the compact is discussed as it related to the individual child’s achievement;  

• the school will provide frequent reports to parents on their children’s progress; 
• reasonable access to school staff, opportunities to volunteer for class, grade 

level, and school activities; 
• ensuring regular two-way, meaningful communication between family members 

and school staff, and to the extent practicable, in a language that family members 
can understand; or, 

• encourage parent attendance for school sponsored events and programs. 
 
Parental Involvement in School Review and Improvement 

 
The Waynesboro School Division encourages parents of children eligible to 

participate in Title I, Part A, and English learner programs to participate in the process 
of school review and, if applicable, the development of support and improvement plans 
under 20 U.S.C. § 6311(d)(1) and (2). Parents may participate by: 

• provide parents with information as to the relationship of School Improvement 
goals to individual child’s academic progress in focus areas; 

• solicit parent input through surveys and provide support for receiving this input 
from families in a language they can understand; or, 

• include parent representation at some level of the process. 
 

Division Responsibilities 
 
The Waynesboro School Division, and each school which receives Title I, Part A, 

funds: 
• provides assistance to parents of children served by the school or division, 

as applicable, in understanding topics such as Virginia’s challenging 
academic standards, state and local academic assessments and how to 
monitor a child's progress and work with educators to improve the 
achievement of their children 

• provides materials and training to help parents work with their children to 
improve their children’s achievement, such as literacy training and using 
technology (including education about the harms of copyright piracy), as 
appropriate, to foster parental involvement 

educates teachers, specialized instructional support personnel, principals, and other 
school leaders, and other staff, with the assistance of parents, in 
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• the value and utility of contributions of parents and in how to reach out to, 
communicate with, and work with parents as equal partners, implement 
and coordinate parent programs and build ties between parents and the 
school 

• to the extent feasible and appropriate, coordinates and integrates parental 
involvement programs and activities with other federal, state and local 
programs, including public preschool and conduct other activities, such as 
parent resource centers, that encourage and support parents in more fully 
participating in the education of their children 

• ensures that information related to school and parent programs, meetings 
and other activities is sent to the parents of participating children in a 
format and, to the extent practicable, in a language the parents can 
understand  

• provides such other reasonable support for parental involvement activities 
as parents may request 
 

The Waynesboro School Division, and each school which receives Title I, Part A, funds, 
MAY: 

• involve parents in the development of training for teachers, principals, and 
other educators to improve the effectiveness of such training 

• provide necessary literacy training from Title I funds if the division has 
exhausted all other reasonably available sources of funding for such 
training 

• pay reasonable and necessary expenses associated with local parental 
involvement activities, including transportation and child care costs, to 
enable parents to participate in school-related meetings and training 
sessions 

• train parents to enhance the involvement of other parents 
• arrange school meetings at a variety of times, or conduct in-home 

conferences between teachers or other educators who work directly with 
participating children and parents who are unable to attend such 
conferences at school in order to maximize parental involvement and 
participation 

• adopt and implement model approaches to improving parental 
involvement 

• establish a divisionwide parent advisory council to provide advice on all 
matters related to parental involvement in programs supported by Title I  

• develop appropriate roles for community-based organizations and 
businesses in parental involvement activities 
 

School Parent and Family Engagement Policies 
 

Each school served under Title I, Part A, jointly develops with and 
distributes to parents and family members of participating children a written 
parent and family engagement policy, agreed on by such parents, that describes 
the means for carrying out the following: 
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• convening an annual meeting, at a convenient time, to which all parents of 
participating children are invited and encouraged to attend, to inform 
parents of their school’s participation in Title I, Part A, and to explain the 
requirements of Title I, Part A, and the rights of parents to be involved 

• offering a flexible number of meetings, such as meetings in the morning or 
evening. Schools may provide, with funds provided under this part, 
transportation, child care, or home visits, as such services relate to 
parental involvement 

• involving parents, in an organized, ongoing, and timely way, in the 
planning, review, and improvement of Title I, Part A, programs including 
the planning, review, and improvement of the school parent and family 
engagement policy and the joint development of the school wide program 
plan under 20 U.S.C. § 6314(b), except that if a school has in place a 
process for involving parents in the joint planning and design of the 
school’s programs, the school may use that process, if such process 
includes an adequate representation of parents of participating children 

• providing parents of participating children: 
- timely information about Title I, Part A, programs; 
- a description and explanation of the curriculum in use at the 

school, the forms of academic assessment used to measure 
student progress, and the achievement levels of the challenging 
state academic standards; and 

- if requested by parents, opportunities for regular meetings to 
formulate suggestions and to participate, as appropriate, in 
decisions relating to the education of their children, and responding 
to any such suggestions as soon as practicably possible  

• if the school wide program plan under 20 U.S.C. § 6314(b) is not 
satisfactory to the parents of participating children, submitting any parent 
comments on the plan when the school makes the plan available to the 
School Board 
 

Parent and Family Involvement in Allocation of Funding 
 

Parents and family members of children receiving services under Title I, Part A, 
are involved in the decisions regarding how funds provided under Title I, Part A, are 
allotted for parental involvement activities. 
 
Policy Review 

 
 The School Board conducts, with the meaningful involvement of parents and 
family members, an annual evaluation of the content and effectiveness of this policy in 
improving the academic quality of all schools served under Title 1, Part A, including 
identifying  

• barriers to greater participation by parents (with particular attention to parents 
who are economically disadvantaged, are disabled, have limited English 
proficiency, have limited literacy or are of any racial or ethnic minority 
background); 
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• the needs of parents and family members to assist with the learning of their 
children, including engaging with school personnel and teachers; and 

• strategies to support successful school and family interactions. 
 
Adopted:  4/11/1995 
Reviewed/Revised:  7/13/2021, 7/12/2022 
 
Legal Refs.: 20 U.S.C. §§ 6312, 6318. 
 

Code of Virginia, 1950, as amended, § 22.1-23.3, 22.1-78.  
 
 
Cross Refs.: AD  Educational Philosophy 

BCF  Advisory Committees to the School Board 
IAA  Notification of Learning Objectives 
IKA  Parental Assistance with Instruction 
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REMEDIAL AND SUMMER INSTRUCTION PROGRAM 

Generally  

The School Board develops and implements programs of prevention, 
intervention, or remediation for students who are educationally at risk, including but not 
limited to those who fail to achieve a passing score on any Standards of Learning 
assessment in grades three through eight, or who fail an end-of-course test required for 
the award of a verified unit of credit. Such programs shall include components that are 
research based. 

Any student who achieves a passing score on one or more, but not all, of the 
Standards of Learning assessments for the relevant grade level in grades three through 
eight may be required to attend a remediation program. 

Any student who fails to achieve a passing score on all of the Standards of 
Learning assessments for the relevant grade level in grades three through eight or who 
fails an end-of-course test required for the award of a verified unit of credit is required to 
attend a remediation program or to participate in another form of remediation. The 
superintendent requires such students to take special programs of prevention, 
intervention, or remediation, which may include attendance in public summer school 
programs. 

Remediation programs include, when applicable, a procedure for early 
identification of students who are at risk of failing the Standards of Learning 
assessments in grades three through eight or who fail an end-of-course test required for 
the award of a verified unit of credit. Such programs may also include summer school 
for all elementary and middle school grades and for all high school academic courses, 
as defined by regulations promulgated by the Board of Education, or other forms of 
remediation. Summer school remediation programs or other forms of remediation are 
chosen by the superintendent to be appropriate to the academic needs of the student.  

Students who are required to attend such summer school programs or to 
participate in another form of remediation are not charged tuition. 

The requirement for remediation may, however, be satisfied by the student's 
attendance in a program of prevention, intervention or remediation which has been 
selected by his parent, in consultation with the superintendent or superintendent’s 
designee, and is either (i) conducted by an accredited private school or (ii) a special 
program which has been determined to be comparable to the required public school 
remediation program by the superintendent. The costs of such private school 
remediation program or other special remediation program are borne by the student's 
parent. 

Targeted mathematics remediation and intervention are provided to students in 
grades six through eight who show computational deficiencies as demonstrated by their 
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individual performance on any diagnostic test or grade-level Standards of Learning 
mathematics test that measures non-calculator computational skills. 

The School Board annually evaluates and modifies, as appropriate, the 
remediation plan based on an analysis of the percentage of students meeting their 
remediation goals and consideration of the pass rate on the Standards of Learning 
assessments.  

Summer School 

The courses offered and the quality of instruction in the summer school program 
shall be comparable to that offered during the regular school term. Students must meet 
the requirements for SOL testing if appropriate. 

Summer school instruction at any level which is provided as part of a state-
funded remedial program is designed to improve specific identified student deficiencies. 

Compulsory Attendance 

When a student is required to participate in a remediation program pursuant to 
this policy, the superintendent may seek immediate compliance with the compulsory 
school attendance laws if a reasonable effort to seek the student’s attendance, including 
direct notification of the parents of such student of the attendance requirement and 
failure of the parents to secure the student’s attendance, have failed and the 
superintendent determines that remediation of the student's poor academic 
performance, passage of the Standards of Learning Assessment in grades three 
through eight, or promotion is related directly to the student's attendance in the 
remediation program. 

Adopted:  4/11/1995 
Reviewed/Revised: 7/12/2022 
 

Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-253.13:1, 22.1-253.13:3, 
22.1-254, 22.1-254.01. 

8 VAC 20-131-120. 

8 VAC 20-630-40. 

Cross Refs.: BCF  Advisory Committees To The School Board 
  IKG   Remediation Recovery Program 
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ENGLISH LEARNERS 
 

Generally 
 

The Waynesboro School Board provides programs to improve the education of 
English learners by assisting the children to learn English and meet Virginia’s 
challenging academic content and student academic achievement standards. 
 

The School Board accepts and provides programs for students for whom English 
is a second language who entered school in Virginia for the first time after reaching their 
12th birthday, and who have not reached age 22 on or before August 1 of the school 
year. No tuition is charged such students, if state funding is provided for such programs. 
 
Assessments 
 

The School Board annually assesses the English proficiency of all English 
learners. 
 
Notification of Programs for English Learners 
 

The School Board, not later than 30 days after the beginning of the school year, 
informs a parent or the parents of an English learner identified for participation in, or 
participating in, a program for English learners, of  

• the reasons for the identification of their child as an English learner and in 
need of placement in a language instruction education program;  

• the child’s level of English proficiency, how that level was assessed and the 
status of the child’s academic achievement; 

• the method of instruction used in the program in which their child is, or will be, 
participating, and the methods of instruction used in other available programs, 
including how such programs differ in content, instruction goals, and use of 
English and a native language in instruction; 

• how the program in which their child is, or will be, participating will meet the 
educational strengths and needs of the child; 

• how such program will specifically help their child learn English, and meet age 
appropriate academic achievement standards for grade promotion and 
graduation; 

• the specific exit requirements for such program, the expected rate of 
transition from such program into classrooms that are not tailored for English 
learners, and the expected rate of graduation from high school (including four-
year adjusted cohort graduation rates and extended-year adjusted cohort 
graduation rates for such program); 

• in the case of a child with a disability, how such program meets the objectives 
of the individualized education program of the child; and 

• information pertaining to parental rights that includes written guidance 
• detailing the right that parents have to have their child immediately 

removed from such program upon their request and the options that 
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parents have to decline to enroll their child in such program or to 
choose another program or method of instruction, if available, and 

• assisting parents in selecting among various programs and methods of 
instruction, if more than one program or method is offered by the 
school division. 

 
For a child who has not been identified as an English learner prior to the 

beginning of the school year but is identified as an English learner during the school 
year, the School Board provides the notice detailed above within 2 weeks of the child 
being placed in the program. 

 
The information described above is provided to parents in an understandable and 

uniform format and, to the extent practicable, in a language that the parent can 
understand.  
 
Notification of Availability of Testing Accommodations 
 

Each high school principal or principal’s designee notifies each English learner of 
the availability of testing accommodations available for industry certifications, state 
licensure examinations, national occupational competency assessments, the Armed 
Services Vocational Aptitude Battery and the Virginia workplace readiness skills 
assessment prior to the student's participation in any such certification, examination, 
assessment, or battery. 
 
Adopted:  4/11/1995 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: 20 U.S.C. §§ 6311, 6312, 6825. 
 

Code of Virginia, 1950, as amended, §§ 22.1-5, 22.1-253.13:4. 
 
Cross Ref.: IA   Instructional Goals and Objectives 

IGBC   Parent and Family Engagement 
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OFF-SITE INSTRUCTION AND VIRTUAL COURSES 
 

Homebound Instruction 
 

The School Board maintains a program of homebound instruction for students 
who are confined at home or in a health care facility for periods that would prevent 
normal school attendance based upon certification of need by a licensed physician, 
physician assistant, nurse practitioner, or clinical psychologist.  
 

Credit for the work is awarded when it is done under the supervision of a licensed 
teacher qualified in the relevant subject areas and employed by the School Board, and 
there is evidence that the instructional time requirements or alternative means of 
awarding credit adopted by the School Board have been met. 
 
Virtual Courses  

Students may enroll in and receive a standard and verified unit of credit for 
supervised virtual courses with prior approval of the principal. The superintendent is 
responsible for developing regulations governing this method of delivery of instruction 
that include the provisions of 8 VAC 20-131-110 and the administration of required 
Standards of Learning tests prescribed by 8 VAC 20-131-30. For courses offered for 
possible high school credit, standard units of credit are awarded for successful 
completion of such courses when the course is equivalent to that offered in the regular 
school program and the work is done under the supervision of a licensed teacher 
qualified in the relevant subject areas. A verified unit of credit may be earned when the 
student has successfully completed the requirements specified in 8 VAC 20-131-110. 
 
Adopted:  4/11/1995 
Reviewed/Revised:  10/11/2016/ 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-253.13:3, 54.1-2952.2, 54.1-

2957.02. 

 8 VAC 20-131-180. 

Cross Ref.: IGBGA  Online Courses and Virtual School Programs 
  IKFD   Alternative Paths to Attaining Standard Units of Credit 
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ONLINE COURSES AND VIRTUAL SCHOOL PROGRAMS 

The Waynesboro School Board may enter into contracts, consistent with the 
criteria approved by the Board of Education, with approved private or nonprofit 
organizations to provide multidivision online courses and virtual school programs. Such 
contracts are exempt from the Virginia Public Procurement Act. 

Information regarding online courses and programs that are available through the 
school division is posted on the division’s website. The information includes the types of 
online courses and programs available to students through the division, when the 
division will pay course fees and other costs for nonresident students, and the granting 
of high school credit. 

Any student enrolled in any online course or virtual program offered by the school 
division must be enrolled in a public school in Virginia as provided in Va. Code § 22.1-
3.1. The student's parent or guardian must give written permission prior to the 
enrollment of the student in any full-time virtual program offered by the school division. 

A student who resides in Waynesboro school division is not charged tuition for 
enrolling in any online course or virtual program offered by the school division. 
However, tuition may be charged to students, except children with disabilities who are 
enrolled in the division’s full-time virtual school program, who do not reside within the 
boundaries of the school division.   

Teachers who deliver instruction to students through online courses or virtual 
school programs must be licensed by the Board of Education and are subject to the 
requirements of Policy GCDA Effect of Criminal Conviction or Founded Complaint of 
Child Abuse or Neglect. 

The administrator of a virtual school program must hold an advanced degree 
from a regionally accredited institution of higher education with educational and work 
experience in administering educational programs. 

For purposes of this policy, the following definitions apply. 

"Multidivision online provider" means (i) a private or nonprofit organization that enters 
into a contract with a local school board to provide online courses or programs through 
that school board to students who reside in Virginia both within and outside the 
geographical boundaries of that school division; (ii) a private or nonprofit organization 
that enters into contracts with multiple local school boards to provide online courses or 
programs to students in kindergarten through grade 12 through those school boards; or 
(iii) a local school board that provides online courses or programs to students who 
reside in Virginia but outside the geographical boundaries of that school division. 
However, "multidivision online provider" shall not include (a) a local school board's 
online learning program in which fewer than 10 percent of the students enrolled reside 
outside the geographical boundaries of that school division; (b) multiple local school 
boards that establish joint online courses or programs in which fewer than 10 percent of  
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the students enrolled reside outside the geographical boundaries of those school 
divisions; (c) local school boards that provide online learning courses or programs for 

their students through an arrangement with a public or private institution of higher 
education; or (d) local school boards providing online courses or programs through a 
private or nonprofit organization that has been approved as a multidivision online 
provider. 

"Online course" means a course or grade-level subject instruction that (i) is 
delivered by a multidivision online provider primarily electronically using the Internet or 
other computer-based methods and (ii) is taught by a teacher primarily from a remote 
location, with student access to the teacher given synchronously, asynchronously, or 
both. 

"Virtual school program" means a series of online courses with instructional 
content that (i) is delivered by a multidivision online provider primarily electronically 
using the Internet or other computer-based methods; (ii) is taught by a teacher primarily 
from a remote location, with student access to the teacher given synchronously, 
asynchronously, or both; (iii) is delivered as a part-time or full-time program; and (iv) has 
an online component with online lessons and tools for student and data management. 

Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-212.24, 22.1-212.25, 22.1-

212.26, 22.1-212.27, 22.1-215, 22.1-296.1, 22.1-296.2, and 22.1-296.4. 
 
Cross Refs.: DJF  Purchasing Procedures 
 GCDA  Effect of Criminal Conviction or Founded Complaint of 

  Child Abuse or Neglect 
 IGBA  Programs for Students with Disabilities 
 IGBG  Off-Site Instruction and Virtual Courses 
 
 
 



File:  IGBH 
 

© 2/21 VSBA WAYNESBORO PUBLIC SCHOOLS 
 
 

ALTERNATIVE SCHOOL PROGRAMS 
 

The Waynesboro School Board establishes alternative educational programs 
within existing schools or at separate sites as needed. No person of school age meeting 
the residency requirements of Va. Code § 22.1-3 is charged tuition for enrollment in an 
alternative program offered as a regional or divisionwide initiative by the School Board. 
 
Adopted:  4/11/1995 
Reviewed/Revised: 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-5, 22.1-253.13:1. 
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ADVANCED PLACEMENT CLASSES AND SPECIAL PROGRAMS 

Students and their parents are notified of the availability of dual enrollment and 
advanced placement classes; career and technical education programs, including 
internships, externships, apprenticeships, credentialing programs, certification 
programs, licensure programs, and other work-based learning experiences; the 
International Baccalaureate program and Academic Year Governor’s School Programs; 
the qualifications for enrolling in such classes, programs, and experiences; and the 
availability of financial assistance to low-income and needy students to take the 
advanced placement and International Baccalaureate examinations. Students and their 
parents are also notified of the program with a community college to enable students to 
complete an associate’s degree or a one-year Uniform Certificate of General Studies 
concurrent with a high school diploma. The superintendent promulgates regulations to 
implement this policy, which ensure the provision of timely and adequate notice to 
students and their parents.  

Adopted: 7/12/2022 
Reviewed/Revised: 

Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-253.13:1. 

Cross Ref.: IGAD   Career and Technical Education 
LEB   Advanced/Alternative Courses for Credit 
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STUDENT ORGANIZATIONS 

Generally 

Public school facilities are devoted primarily to instructional programs and 
school-sponsored activities. Curriculum-related student organizations are an extension 
of the regular school program. Their function is to enhance the participants' educational 
experience and supplement course materials. The activities of these organizations 
should bear a clear relationship to the regular curriculum.  

Secondary school students may organize and conduct meetings of 
noncurriculum-related groups. Any secondary school which permits one or more 
noncurriculum-related student group to meet on school premises during noninstructional 
time provides equal access to any students who wish to conduct a meeting without 
discrimination on the basis of the religious, political, philosophical, or other content of 
the speech at such meetings. 

Noncurriculum-related student groups may use school facilities provided that  

• the group’s meetings are voluntary and student-initiated; 
• the group is not sponsored by the school, the government, or any 

government agent or employee; 
• agents or employees of the school or government are present at religious 

meetings only in a nonparticipatory capacity; 
• meetings do not materially and substantially interfere with the orderly 

conduct of educational activities at the school; and 
• nonschool persons do not direct, conduct, control, or regularly attend 

activities of the group. 
Meetings of Student Organizations 

The principal of each school determines the times and places which are available 
for the meetings of student organizations. The principal also develops procedures for 
scheduling meetings of student organizations. Meeting times are limited to non-
instructional time.  

Faculty Involvement 

Curriculum-related student organizations must be sponsored and supervised by 
one or more school faculty members and approved by the principal. Faculty sponsors 
participate in the supervision and direction of all activities of the organization and attend 
all meetings and activities. 

Noncurriculum-related student organizations do not have a faculty sponsor. 
However, a member of the school's staff attends every meeting or activity of such 
organizations in a nonparticipatory capacity for purposes of general supervision. The 
organization is responsible for assuring the presence of a staff member for its meetings. 
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No school employee is compelled to attend a meeting of any student 
organization if the content of such meeting is contrary to the beliefs of that school 
employee.  

Compliance with Law and Policy 

Student organizations shall not engage in any activity which is contrary to law, 
division policy or school rules; which disrupts or clearly threatens to disrupt the orderly 
operation of the school; or which would adversely affect the health, safety or welfare of 
any students or staff members. Failure to comply with these provisions is grounds for 
disciplinary action.  

Adopted:  4/11/1995 
Reviewed/Revised:  4/11/1996,7/12/2022 
 
Legal Ref.: 20 U.S.C. § 4071.  
 
  Code of Virginia, 1950, as amended, § 22.1-23.3. 
 
Cross Refs.: KF   Distribution of Information/Materials 
  KG   Community Use of School Facilities 
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ADULT EDUCATION 
 

Adult education programs are offered to those residents of the school division 
over the age of compulsory school attendance who are not enrolled in the regular public 
school program, including adult basic education, credit programs, cultural adult 
education, external diploma programs, general adult education, and high school 
equivalency programs, and who are functioning below the high school completion level. 
The School Board seeks to ensure that every individual participating in such a program 
has the opportunity to earn a high school diploma or pass a high school equivalency 
examination approved by the Board of Education. Such programs may be conducted 
solely by the School Board or through a collaborative arrangement between the School 
Board and other school boards or agencies. Credits and diplomas are awarded in 
accordance with regulations established by the Board of Education. Additional 
educational programs for individuals over the age of compulsory attendance also may 
be offered. Tuition and fees are established by the School Board.    
 
Adopted:  4/11/1995 
Reviewed/Revised: 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-210, 22.1-223, 22.1-225, 

22.1-253.13:1, 22.1-253.13:4. 
 

8 VAC 20-30-20. 
   
Cross Refs.: JEA Compulsory Attendance 
 JEG Exclusions and Exemptions from School Attendance 
 JN Student Fines, Fees and Charges 

IKF The Virginia Assessment Program and Graduation 
Requirements 
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CLASS SIZE 
 

The Waynesboro School Board assigns licensed instructional personnel in a 
manner that produces divisionwide ratios of students in average daily membership to 
full-time equivalent teaching positions, excluding special education teachers, principals, 
assistant principals, counselors and librarians, that are not greater than the following 
ratios: 
 

• 24 to one in kindergarten with no class being larger than 29 students; if the 
average daily membership in any kindergarten class exceeds 24 pupils, a full-
time teacher’s aide will be assigned to the class; 
 

• 24 to one in grades one, two and three with no class being larger than 30 
students; 
 

• 25 to one in grades four through six with no class being larger than 35 students; 
and 
 

• 24 to one in English classes in grades six through 12. 
 

After September 30 of any school year, anytime the number of students in a 
class exceeds the class size limit established by this policy, the school division will 
notify the parent of each student in such class of such fact no later than 10 days after 
the date on which the class exceeded the class size limit. The notification shall state the 
reason that the class size exceeds the class size limit and describe the measures that 
the school division will take to reduce the class size to comply with this policy. 
 

In addition, the Waynesboro School Board assigns instructional personnel in a 
manner that produces schoolwide ratios of students in average daily memberships to 
full-time equivalent teaching positions of 21 to one in middle schools and high schools.  
 

When determining the assignment of instructional and other licensed personnel 
for purposes of this policy, full-time students of approved virtual school programs are 
not included. 
 
Adopted:  4/11/1995 
Reviewed/Revised:  10/11/2016, 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-253.13:2. 
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INSTRUCTIONAL MATERIALS 
 
The Waynesboro School Board is responsible for the selection and use of 

instructional materials.  
 
  The superintendent or superintendent’s designee creates and updates, as 
necessary, guidelines and procedures for the selection of instructional materials. The 
guidelines and procedures are designed to ensure that appropriate instructional 
materials are selected and provide an opportunity for the professional staff and 
community to participate and be informed on the selection and use of instructional 
materials.   
 

Parents may inspect, on request, any instructional material used as part of their 
student’s curriculum. 
 
Adopted:  4/11/1995 
Reviewed/Revised: 7/12/2022 
 
Legal Refs.: 20 U.S.C. § 1232h. 
 

Code of Virginia, 1950, as amended, § 22.1-16. 
 

  8 VAC 20-720-160. 
   
Cross Ref.: IGAH  Family Life Education 

IIAA  Textbook Adoption, Selection and Purchase 
IIAB  Supplementary Materials Selection and Adoption 
KLB  Public Complaints About Learning Resources 
INB  Teaching About Controversial Issues 
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TEXTBOOK SELECTION, ADOPTION AND PURCHASE 
 

Selection of Textbooks 
 
The School Board may adopt textbooks, including print or electronic media, for 

student use that serve as the primary curriculum basis for a grade-level subject or 
course from the list of textbooks approved by the Board of Education. The School Board 
may also adopt books which are not on the state-adopted list in accordance with the 
Board of Education regulations. 
 
 In approving textbooks, the School Board 
 

• appoints evaluation committees to review and evaluate textbooks, 
• gives notice to parents that textbooks under consideration will be listed on the 

division’s website and made available at designated locations for review by 
any interested citizens, 

• creates opportunities for persons reviewing such textbooks to present their 
comments and observations to the School Board, 

• creates procedures to ensure appropriate consideration of citizen comments 
and observations and 

• establishes and makes known selection criteria. 
 
Textbooks Approved by the Board of Education 
 

The Waynesboro School Board may either enter into written term contracts or 
issue purchase orders with publishers of textbooks approved by the Board of Education. 
Such written contracts or purchase orders are exempt from the Virginia Public 
Procurement Act (Va. Code § 2.2-4300 et seq.) The contract price shall not exceed the 
lowest wholesale price at which the textbook or textbooks involved in the contract are 
currently bid under contract anywhere in the United States. If, subsequent to the date of 
any contract entered into by the School Board, the prices of textbooks named in the 
contract are reduced or the terms of the contract are made more favorable to purchase 
anywhere in the United States or a special or other edition of any book named in the 
contract is sold outside of Virginia at a lower price than contracted in Virginia, the 
publisher shall grant the same reduction or terms to the School Board and give the 
School Board the option of using such special or other edition adapted for use in 
Virginia and at the lowest price at which such special edition is sold elsewhere and the 
contract shall so state.  
 

Contracts and purchase orders with publishers of textbooks approved by the 
Board of Education shall require the publisher to furnish an electronic file of the textbook 
in the National Instructional Materials Accessibility Standards (NIMAS) format that will 
then be deposited in the National Instructional Materials Access Center (NIMAC) from 
which accessible versions of the particular textbook may be produced for students with 
print disabilities, as defined in 20 U.S.C. § 1474. Publishers shall deliver the NIMAS file 
of the textbook on or before the date of delivery of the regular text version. 

 
Contracts and purchase orders with publishers of textbooks approved by the Board of 
Education for use in grades 6-12 shall allow for the purchase of printed textbooks, 
printed textbooks with electronic files, or electronic textbooks separate and 
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apart from printed versions of the same textbook. The School Board may purchase an 
assortment of textbooks in any of the three forms listed above. 

 
The School Board shall order directly from the respective publishers the 

textbooks needed to supply the public schools in the school division. The publishers 
shall ship the textbooks to the School Board. The purchase price of such textbooks shall 
be paid directly to the publishers by the School Board. 
 
Locally-Approved Textbooks 
 
 In approving textbooks that have not been approved by the Board of Education, 
the School Board will also include a correlation of the content to the Virginia Standards 
of Learning in the content area and an analysis of strengths and weaknesses of the 
textbook in terms of instructional planning and support when the textbooks pertain to 
Virginia Standards of Learning subjects. 
 
 The publishers of such textbooks shall 
 

• provide the School Board with certification that the content of the textbook is 
accurate and  

• sign an agreement with the School Board to correct all factual and editing 
errors found at its own expense. 

 
 The purchase of textbooks other than those approved by the Board of Education 
is not exempt from the Virginia Public Procurement Act. 
 
Adopted:  4/11/1995 
Reviewed/Revised: 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-238, 22.1-241. 
 

8 VAC 20-720-170. 
 
Cross Refs.: DJF  Purchasing Procedures 

IIA  Instructional Materials 
KQ  Commercial, Promotional, and Corporate 

 Sponsorships and Partnerships  
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SUPPLEMENTARY MATERIALS SELECTION AND ADOPTION 
 

Materials used by students under the guidance of teachers to extend, expand, 
and supplement basal materials constitute an integral part of the instructional program. 
Supplemental materials are those items which are used to assist the teaching and 
learning process and include such items as magazines, newspapers, charts, pictures, 
certain workbooks, kits, videos, film strips, and games. Materials selected for 
supplemental use must relate directly to the established objectives of the course or 
content area in which they are used. 
 

The school board delegates the responsibility for the selection and use of 
supplemental materials to the individual schools. Teachers must carefully review 
materials prior to use and exercise a high degree of professional judgment in their 
selection and use of supplemental materials to ensure that the use of such materials 
serves to both support and complement the basic educational objectives within the 
specific subject areas and classrooms. 
 
Adopted:  4/11/1995 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-16, 22.1-78. 
 
  8 VAC 20-720-160. 
 
Cross Refs.: IIA  Instructional Materials 

IIAA  Textbook Selection, Adoption and Purchase 
KLB  Public Complaints About Learning Resources 
KQ  Commercial, Promotional, and Corporate 

 Sponsorships and Partnerships  
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INNOVATIVE OR EXPERIMENTAL PROGRAMS 
 

Experimental and innovative programs that are not consistent with accreditation 
standards or other regulations promulgated by the Board of Education are submitted to 
the Board of Education for approval prior to implementation.  
 
Adopted:  4/11/1995 
Revised/Revised: 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-78. 

 
8 VAC 20-131-420. 

 
Cross Ref.: IKF   The Virginia Assessment Program and Graduation  
     Requirements 
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SCHOOL LIBRARIES/MEDIA CENTERS 
 

Each school shall maintain an organized library media center as the resource 
center of the school and provide a unified program of media services and activities for 
students and teachers before, during and after school. The library media center shall 
contain hard copy, electronic technological resources, materials, and equipment that are 
sufficient to meet research, inquiry, and reading requirements of the instructional 
program and general student interest. 
 
 Each school provides a variety of materials, resources and equipment to support 
the instructional program. 
 
Adopted:  4/11/1995 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: 8 VAC 20-131-190. 
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ACCEPTABLE COMPUTER SYSTEM USE 
 

The School Board provides a computer system, including the internet, to promote 
educational excellence by facilitating resource sharing, innovation and communication.  
The term computer system includes, but is not limited to, hardware, software, data, 
communication lines and devices, terminals, display devices, printers, CD, DVD and 
other media devices, tape or flash drives, storage devices, servers, mainframe and 
personal computers, tablets, laptops, telephones, cameras, projectors, multimedia 
devices, workstations, the internet and other electronic services and internal or external 
networks. This includes any device that may be connected to or used to connect to the 
school division’s network or electronically stored division material. 
 
 All use of the division’s computer system must be (1) in support of education 
and/or research, or (2) for legitimate school business. Use of the computer system is a 
privilege, not a right. Inappropriate use may result in cancellation of those privileges, 
disciplinary action, and/or legal action. Any communication or material generated using 
the computer system, including electronic mail, social media posts, instant or text 
messages, tweets, and other files, including communications and materials deleted from 
a user’s account, may be monitored, read, and/or archived by division staff. 
 

This policy applies to all users of the division’s computer system. By using or 
accessing the computer system, the user agrees to abide by this policy and the 
Technology Use Guidelines established by the superintendent. 
 

The superintendent is responsible for establishing Technology Use Guidelines, 
containing the appropriate uses, ethics and protocols for use of the computer system. 
The superintendent is also responsible for reviewing and updating, as necessary, the 
Guidelines at least every two years. It is the user’s responsibility to know and follow this 
policy and the Technology Use Guidelines. 

  
The Guidelines include: 
 

(1) a prohibition against use by division employees and students of the division’s 
computer equipment and communications services for sending, receiving, 
viewing or downloading illegal material via the internet;  
 

(2) provisions, including the selection and operation of a technology protection 
measure for the division’s computers having internet access to filter or block 
Internet access through such computers, that seek to prevent access to: 
  
(a) child pornography as set out in Va. Code § 18.2-374.1:1 or as defined in 18 

U.S.C. § 2256; 
 

(b) obscenity as defined by Va. Code § 18.2-372 or 18 U.S.C. § 1460; and 
 

(c) material that the school division deems to be harmful to juveniles as defined 
in Va. Code § 18.2-390, material that is harmful to minors as defined in 47 
U.S.C. § 254(h)(7)(G), and material that is otherwise inappropriate for minors; 
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(3) provisions establishing that the technology protection measure is enforced during 
any use of the division’s computers; 
   

(4) provisions establishing that all usage of the computer system may be monitored; 
 

(5) provisions designed to educate students and employees about appropriate online 
behavior, including interacting with students and other individuals on social 
networking websites, blogs, in chat rooms, and cyberbullying awareness and 
response;  
 

(6) provisions designed to prevent unauthorized online access by minors, including 
“hacking” and other unlawful online activities.; 
 

(7) provisions requiring every user to protect the security of information necessary to 
access the computer system, such as usernames and passwords, and 
prohibiting the sharing of passwords; 
  

(8) provisions prohibiting the unauthorized disclosure, use, and dissemination of 
photographs and/or personal information of or regarding minors; and 
 

(9) a component of internet safety for students that is integrated in the division’s 
instructional program. 

 
Use of the school division’s computer system shall be consistent with the 

educational or instructional mission or administrative function of the division as well as 
the varied instructional needs, learning styles, abilities and developmental levels of 
students. 

 
The division’s computer system is not a public forum. 
 
Users of the division’s computer system have no expectation of privacy for use of 

the division’s resources or electronic devices including non-division owned devices 
while connected to division networks or computer resources. 

 
Software and/or services may not be installed or downloaded on the division’s 

computer system without the prior approval of the superintendent or superintendent’s 
designee. 
 

The failure of any user to follow the terms of the Agreement, this policy or the 
Technology Use Guidelines may result in loss of computer system privileges, 
disciplinary action, and/or appropriate legal action. 
 

The School Board is not responsible for any information that may be lost, 
damaged or unavailable when using the computer system or for any information 
retrieved via the Internet.  Furthermore, the School Board is not responsible for any 
unauthorized charges or fees resulting from access to the computer system. 
 

The School Board reviews and amends, if necessary, this policy every two years. 
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Adopted: 9/11/2007 
Reviewed/Revised: 7/8/2014, 8/8/2017, 10/8/2019, 8/10/2021, 5/10/2022,7/12/2022 
 
Legal Refs: 18 U.S.C. §§ 1460, 2256. 

47 U.S.C. § 254. 
 

Code of Virginia, 1950, as amended, §§ 18.2-372, 18.2-374.1:1, 18.2-390, 
22.1-70.2, and 22.1-78. 
 

 
Cross Refs.: EGAA   Reproduction and Use of Copyrighted Materials 
  GBA/JHFA  Prohibition Against Harassment and Retaliation 

GCPD   Professional Staff Discipline 
GCQB   Staff Research and Publishing 
JFC  Student Conduct 
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FIELD TRIPS 
 

Field trips are off-campus instructional activities. Field trips can provide excellent 
educational experiences for students by enriching the curriculum and by making 
classroom learning experiences more meaningful. To be educationally beneficial, a field 
trip requires thoughtful selection, careful advance preparation, and opportunities to 
assimilate the experience during and after the trip. Teachers plan advance activities that 
prepare students for the trip and follow-up activities that assist students in summarizing, 
applying, and evaluating information learned on the trip. 

 
The following factors should be considered in proposing and approving field trips: 

 
• The value of the trip to the particular class 

 
• The relationship of the field trip to a particular aspect of the curriculum 

 
• The distance travelled 

 
• The time away from the regular instructional program 

 
• The availability of transportation 

 
No student is denied the opportunity to participate in a field trip because of a lack 

of funds. 
 

Trips are approved by the superintendent or superintendent’s designee pursuant 
to regulations developed by the superintendent.  Approval must be obtained before 
commitments are made to students, parents, or commercial establishments. The 
superintendent makes an annual report to the School Board on field trips taken. 
 

Trips for activities governed by the Virginia High School League do not require 
approval on a trip-by-trip basis. Parental permission for such trips may be obtained for 
the entire athletic season or school year. 
 

The Waynesboro School Board does not endorse or accept responsibility for any 
privately sponsored trips for students or any student trips which are not part of the 
instructional program. Employees are not permitted to solicit students for such trips. 
Employees who are involved with such trips must emphasize to any interested 
student/parent that such trips are strictly private enterprises. 
 
Adopted:  4/11/1995 
Reviewed/Revised:  12/13/2016, 5/10/2022, 07/22/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78, 22.1-176. 
 
  8 VAC 20-70-190. 
 
  8 VAC 20-720-80. 
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Cross Ref.: JFCB   Sportsmanship, Ethics and Integrity 
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COMMUNITY RESOURCE PERSONS/SCHOOL VOLUNTEERS 
 

The Waynesboro School Board supports and encourages the active participation 
of parents and members of the community in providing and extending educational 
opportunities for children. The involvement of parents, volunteers and others in the 
community who can serve as a resource to schools is a fundamentally important 
component of successful school programs. The administration of each school directs 
the activities of parents, volunteers and other community resources at the building level. 
 
Adopted: 10/11/2011 
Reviewed/Revised: 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-78. 
 

8 VAC 20-131-270. 
 
Cross Ref.: AD  Educational Philosophy 
 IGBC  Parent and Family Engagement 
 KA  Goals for School-Community Relations 
 KN  Sex Offender and Crimes Against Minors Registry 

 Information 
 KQ  Commercial, Promotional, and Corporate 

 Sponsorships and Partnerships  
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COMMUNITY RESOURCE PERSONS/SCHOOL VOLUNTEERS 

 
The School Board values and appreciates parents and other members of the 
community who volunteer their time, talent and expertise to Waynesboro Public Schools 
and its student and staff.  Volunteers perform functions that, among other things, allow 
instructional staff to spend more time with students, help students understand the 
relevance of the curriculum to “real life,” and help individual students improve their 
academic skills.  The School Board, therefore, encourages parents and other members 
of the community to volunteer in the schools, and supports the recognition of volunteers 
by schools and the division. 
 
While the Waynesboro division values and supports volunteers and volunteerism, 
school personnel are directed to take reasonable precautions to see the students are 
safe while in school.  Therefore, no person shall be permitted to volunteer in any 
capacity in any school-related activity without the prior approval of the principal or the 
principal’s designee.  For purposes of this policy, a school-related activity shall be 
defined as any curricular, co-curricular, extracurricular or to the activity that is organized 
and sponsored by a school or a school staff member acting in his or her official 
capacity.  Volunteering in a school-related activity school include, but not be limited to, 
serving as a volunteer coach, guest speaker, volunteer for a school fundraiser, field trip 
chaperone, classroom assistant, or tutor, whether or not an individual is to serve in a 
long-, short-, or one-time capacity.  Additionally, a school-related activity is any activity 
that is organized and sponsored by a booster club, the Parent Teacher Organization 
(the PTO), or any other similar organization, if such activity is for the benefit of a school 
or its students or staff and is reasonably anticipated to cause volunteers to have direct 
contact with students on school property during regular school hours or during school 
sponsored activities. 
 
All volunteers must complete an annual application at the school level, signed by the 
building principal with a copy sent to the Personnel Office for record and review.  As a 
part of this application, volunteers shall sign a volunteer certificate agreeing to abide by 
the rules and regulations of the Waynesboro Public Schools.  Volunteers may be 
subject to a background check at any time during the time that they provide volunteer 
services to the school division. 
 
In deciding whether or not an individual may serve as a volunteer in a school-related 
activity, the principal or principal’s designee shall, at a minimum and prior to service, 
determine that the individual’s name does not appear on the sex offender registry and 
that the school is not in possession of a court order prohibiting the person from being on 
school grounds or near a student or staff member. 
 
Each principal shall establish procedures that all volunteers must follow.  A principal 
may, at any time and in his or her sole discretion, prohibit any individual from serving as 
a volunteer. 
 
Adopted: 10/11/2011 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78.  
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Volunteer/Mentor Application 

Waynesboro Public Schools 
 
Please note:  This form is not applicable to athletic coaches who must follow guidelines established by the 
Waynesboro Public Schools Athletic Department. 
 
Name:  
_____________________________________________________________________________________________ 
      (PRINT) First    Middle    Last 
 
Address:______________________________________________________________________________________ 
 
Phone Number: ________________________________________________________________________________ 
   Home #    Business  #  Emergency # 
 
Do you have a valid driver’s license:  ________  ________ 
           Yes             No 
 
Issuing state: ___________ License ID # _______________________     Expiration Date _______________ 
 
Occupation/Employer 
_____________________________________________________________________________________________ 
 
Children  Grade Levels  Schools they attend Relationship to Student Teacher 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
 
Specific mentoring program or area of volunteer service in which you are interested (chaperone, tutor, classroom 
assistance, program assistance, etc.) 
 
_____________________________________________________________________________________________ 
 
Volunteer Information (Please list any previous volunteer experience with WPS) 
 
_____________________________________________________________________________________________ 
 
Have you been convicted of any offense involving the sexual molestation, sexual battery physical abuse, sexual 
abuse or rape of a child?       ____  ____ 
       Yes   No 
 
Have you been investigated by the Department of Social Services (Child Protective Services Unit) for abuse or 
neglect with a result of “founded”?  ____ ____ 
               Yes  No 
 
Have you been convicted of a misdemeanor?  _____ _____   and/or a felony?  _____ _____ 
         Yes  No      Yes    No 
 
If yes, please explain, and give dates of conviction, type of conviction, and jurisdiction where convicted. 
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
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If you answered “Yes” to any of the above questions, WPS may need to contact Child Protective Services (CPS) 
before making a decision about your application.  Do you grant WPS the right to check with CPS and/or police 
regarding any of the above investigations and/or convictions?  _____ _____ 
           Yes    No 
 
A school volunteer is defined as a person who has chosen to donate his/her time and talent, without compensation, to 
assist with programs and activities in Waynesboro Public Schools in an effort to enhance instruction and to promote 
learning opportunities. 
 
The safety and security of the school community is a top priority of Waynesboro Public Schools.  For your 
protection and that of the students and staff, the school system conducts a check with the National Sex Offender 
Public Website which includes the Virginia State Police “Registry of Sexual Offenders and Crimes against Minors” 
on all school personnel and volunteers. 
 
Anyone convicted of a misdemeanor or felony offense, especially an offense against a minor, may be disqualified 
from volunteering depending upon the nature of the offense and/or volunteer activity. 
 
I understand that Waynesboro Public Schools will check my name against the National Sex Offender Public 
Website. 
 
The statements made by me in this application are true and complete to the best of my knowledge.  I understand that 
any willful misstatements or material omission on this application will be considered sufficient cause to disqualify 
me for volunteer opportunities with Waynesboro Public Schools. 
 
During such times as I am a participant in the Waynesboro Public Schools volunteer program, I agree to assume full 
responsibility for such participation and release Waynesboro Public Schools from any damages which I may sustain 
thereby.  I fully understand that if my services are no longer needed, or my performance is not acceptable, 
Waynesboro Public Schools has the right to terminate my services as required and without notice. 
 
 
__________________________________________________  ____________________________________ 
  Signature       Date 
 
If volunteer applicant is under 18 years of age, a parent/guardian must sign below: 
 
______________________________________  _______________ _____________________ 
Parent/Guardian Signature      Date   Phone 
 
______________________________________     _____________________ 
In case of emergency, please contact       Phone 
 
All applications must be filled out completely, or they will not be processed.  Please return this completed form to 
your local school.  Questions regarding the volunteer policy can be directed to the Assistant Superintendent at  
540-946-4600. 
 
 
FOR OFFICE USE ONLY 
 
Name of Person Verifying Application _________________________________________________________ 
Date of Verification ____________________ 
National Sex Offender Public Registry Checked _____ _____ Follow-up Necessary _____ ______ 
          Yes    No     Yes    No 
 
__________________________________________  ________________________________________ 
 Principal’s Signature     Date     
           
Ref: IICB/IICC-R  
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Voluntarios Escolares 
 
La Junta Escolar valora y aprecia a los padres y otros miembros de la comunidad que 
ofrecen voluntariamente su tiempo, talento y experiencia con las Escuelas Públicas de 
Waynesboro, estudiantes y personal.  Los Voluntarios realizan funciones que, entre 
otras cosas, les permiten que el personal docente pase mayor tiempo con los 
estudiantes, ayude a los estudiantes a entender la relevancia del plan de estudio en “la 
vida real”, y a mejorar sus habilidades académicas. Por tal razón, la Junta Escolar 
alienta a los padres y otros miembros de la comunidad a ser voluntarios en las 
escuelas, y apoya el reconocimiento de los voluntarios por las escuelas y la división. 
Mientras que la división de Waynesboro valora y apoya a los voluntarios y el 
voluntariado, el personal escolar debe tomar precauciones razonables para estar 
seguros de que los estudiantes están a salvo mientras que están en la escuela. Por lo 
tanto, ninguna persona podrá ser voluntaria en cualquier puesto o cualquier actividad 
relacionada con la escuela, sin la previa autorización del director o de la directora. Para 
propósitos de esta politica, una actividad relacionada con la escuela debe ser definida 
como cualquier actividad curricular, co-curricular, extracurricular o una actividad 
organizada y patrocinada por la escuela o el personal escolar que actúa en su 
capacidad oficial. Ser voluntario en una actividad escolar incluye, pero no se limita a, 
servir como ayudante voluntario, orador invitado, voluntario para recoger fondos para la 
escuela, chaperones en los paseos escolares, asistentes en el aula, tutor sea o no un 
individuo que va a servir a corto o largo plazo, o una sola vez. Adicionalmente, una 
actividad relacionada con la escuela es cualquier actividad patrocinada por un club de 
apoyo, la organización de padres y maestros (the PTO), o cualquier organización 
similar, si tal actividad es para el beneficio de la escuela, de los estudiantes o del 
personal, y se puede predecir de manera razonable que los voluntarios van a tener 
contacto directo con los estudiantes en la propiedad escolar durante las horas 
regulares de la escuela o durante actividades patroncinadas por la escuela. 
 
Todos los voluntarios deben llenar una solicitud anual a nivel de la escuela, firmada por 
el director de la escuela y una copia debe ser enviada a la oficina de personal para 
registro y revision. Como parte de esta solicitud, los voluntarious deben firmar un 
certificado de voluntariado donde está de acuerdo a seguir las normas y regulaciones 
de las Escuelas Públicas de Waynesboro. Los voluntarios están sujetos a la verificación 
de antecedentes en cualquier momento durante el tiempo que presten servicios 
voluntarios a la división escolar. 
Para decidir si una persona poder servir o no como voluntario en una actividad 
relacionada con la escuela, el director o su designado deberá, como minimo, y antes 
del servicio, determinar que el nombre del individuo no aparece en el registro de 
delincuentes sexuales y que no está en posesión de una orden judicial que prohiba a la 
persona estar en plantel escolar o cerca de un estudiante o miembro del personal. 
Cada director deberá establecer los procedimientos que el voluntario deba sequir. Un 
director, puede en cualquier momento y bajo su discreción, prohibir a cualquier 
individuo a servir como voluntario. 
 
Adoptado: 10/11/2011  
Revisadas/Revisión: 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78.  
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Solicitud deVoluntario/Mentor  
Escuelas Publicas de Waynesboro 

 

Tenga en cuenta: Esta forma no es aplicable para los entrenadores de atletismo quienes deben seguir las 
directrices establecidas por el Departamento de Atletismo de las Escuelas Públicas de Waynesboro. 
 
Nombre: 
____________________________________________________________________________________________ 
(ESCRIBA)  Primer Nombre    Segundo Nombre    Apellido   
 
Direccion: 
___________________________________________________________________________________________  
 
Numero de Telefono: 
_____________________________________________________________________________________________ 

 Casa #      Trabajo #     Emergencia#  
 
¿Tiene una Licencia de Conducir valida?: ________ ________ 

 Sí       No  
 

Estado de Emisión: ___________ Licencia ID # ______________________ Fecha de Vencimiento _____________  
 
Ocupación/Empleador___________________________________________________________________________ 
 
Niños   Grado Escolar   Escuela a la que Asisten    Maestro(a) 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________  
 
Especifique el programa del cual es tutor o el área en la cual usted está interesado(a) en servir de voluntario 
(chaperón (a), tutor, asistente en el aula etc…)  
 
_____________________________________________________________________________________________ 
 
Información de Voluntariado (Por favor mencione cualquier experiencia previa como voluntario en WPS)  
 
_____________________________________________________________________________________________ 
 
¿Ha sido condenado por algún delito relacionado con abuso sexual, abuso sexual con violencia física, abuso sexual o  
 
violación de un niño? ____ ____  

Sí    No  
¿Ha sido investigado por el Departamento de Servicios Sociales (La Unidad de Servicios de Protección al Niño) por 
abuso o negligencia con el resultado de “fundada”? ____ ____  

Sí     No  
 

¿Ha sido condenado por un delito menor? _____ _____ y/o un Delito? _____ _____  
Sí       No                Sí  No     

Si su respuesta es Sí, por favor explique, proporcione fecha de condenatoria, tipo de condenación, y la jurisdicción 
en donde fue condenado.  
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________  
 
_____________________________________________________________________________________________ 
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Si usted respondió “Si” a cualquiera de las preguntas anteriores, WPS deberá contactar al Servicio de Protección de 
Niños (CPS) antes de tomar cualquier decisión acerca de su solicitud. Usted autoriza a WPS a consultar con CPS y/o 
la policía cualquiera de las investigaciones o convicciones anteriores? _____ _____ 

 Si       No  
Un voluntario escolar es definido como una persona la cual ha escogido donar su tiempo y talento, sin 
compensación, para ayudar con programas y actividades en la Escuela Pública de Waynesboro, en un esfuerzo por 
mejorar la enseñanza y promover oportunidades de aprendizaje. La seguridad y la seguridad de la comunidad escolar 
es una prioridad para las Escuelas Públicas de Waynesboro. Para su protección y la de los estudiantes y el personal, 
el sistema escolar realiza una comprobación con el Sitio Web Público Nacional de Delincuentes Sexuales que 
incluye la Policía del estado de Virginia "Registro de Delincuentes Sexuales y Delitos contra Menores" en todo el 
personal escolar y los voluntarios.  
 
Cualquier persona condenada por un delito menor o delito grave, especialmente un delito contra un menor de edad, 
puede ser descalificado del voluntariado en función de la naturaleza de la infracción y / o la actividad voluntaria.  
 
Estoy consciente de que las Escuelas Públicas de Waynesboro van a revisar mi nombre en el sitio en línea Público 
Nacional de Delincuentes sexuales.  
 
Las declaraciones hechas por mí en esta solicitud son verdaderas y completas al mejor de mi conocimiento. 
Entiendo que cualquier inexactitud u omisión dolosa material en esta solicitud será considerada causa suficiente para 
descalificarme de las oportunidades de voluntariado en las Escuelas Públicas de Waynesboro.  
 
Durante esos momentos en que yo este participando en el programa de voluntarios de las Escuelas Públicas de 
Waynesboro, me comprometo a asumir la plena responsabilidad de esa participación y eximo de toda 
responsabilidad a las Escuelas Públicas de Waynesboro de cualquier daño que yo pueda sufrir. Entiendo 
completamente que si mis servicios ya no son necesarios, o mi rendimiento no es aceptable, las Escuelas Públicas de 
Waynesboro tienen el derecho de terminar mis servicios según sea necesario y sin previo aviso. 
 
__________________________________________________ ____________________________________  
Firma        Fecha                   
 
Si el voluntario es menor de 18 años de edad, su padre/guardián deberá firmar abajo:  
 
______________________________________  _______________  _____________________  
Firma          del Padre/Guardián  Fecha Teléfono 
______________________________________  _____________________ 
En caso de emergencia, por favor comunicarse con  Teléfono  
 
Todas las solicitudes deben llenarse completamente, o no serán procesadas. Por favor devuelva esta forma a su 
escuela local. Preguntas en referencia a las políticas de voluntariado pueden ser dirigidas a la Asistente del 
Superintendente al 540-946-4600.  
 
_____________________________________________________________________________________________ 
SOLO PARA EL USO DE LA OFICINA  
 
Nombre de la persona que verifica la solicitud ________________________________________________________  
 
Fecha de Verificación ____________________  
 
Registro Público Nacional de Delincuentes Sexuales revisado   _____ _____ Seguimiento Necesario  _____ _____ 

   Sí        No                                             Sí        No  
 
__________________________________________    __________________________________ 
Firma del Director        Fecha 
 
 
Ref: IICB/IICC-R 
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GUIDANCE AND COUNSELING PROGRAM 
 

School Guidance and Counseling Services 
 

Each school provides the following guidance and counseling services to all 
students: 

• Academic guidance which assists students and their parents to acquire 
knowledge of the curricula choices available to students, to plan a program of 
studies, to arrange and interpret academic testing and to seek post-
secondary academic opportunities. 

• Career guidance which helps students to acquire information and plan action 
about work, jobs, apprenticeships and post-secondary educational and career 
opportunities. 

• Personal/social counseling which assists a student to develop an 
understanding of themselves, the rights and needs of others, how to resolve 
conflict and to define individual goals, reflecting their interests, abilities and 
aptitudes. Information and records of personal/social counseling will be kept 
confidential and separate from a student's educational records and not 
disclosed to third parties without prior parental consent or as otherwise 
provided by law. Parents may elect, by notifying their child’s school in writing, 
to have their child not participate in personal/social counseling. 

No student is required to participate in any counseling program to which the 
student's parents object.  

The guidance and counseling program does not include the use of counseling 
techniques which are beyond the scope of the professional certification or training of 
counselors, including hypnosis, or other psychotherapeutic techniques that are normally 
employed in medical or clinical settings and focus on mental illness or psychopathology. 

Parents are notified annually about the counseling programs which are available 
to their children. The notification will include the purpose and general description of the 
programs, information regarding ways parents may review materials to be used in 
guidance and counseling programs at their child's school and information about the 
procedures by which parents may limit their child's participation in such programs.  

Employment Counseling and Placement Services 
 
 The School Board provides to secondary students employment counseling and 
placement services to furnish information relating to the employment opportunities 
available to students graduating from or leaving the schools in the school division. Such 
information includes all types of employment opportunities, including, but not limited to, 
apprenticeships, the military, career education schools and the teaching profession. In 
providing such services, the School Board consults and cooperates with the Virginia 
Employment Commission, the Department of Labor and Industry, local business and 
labor organizations and career schools. 
 
 If the School Board provides access to one or more of its high schools and 
contact with such high school's student body or other contact with its high school 
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students during a school or school division-sponsored activity to persons or groups for 
occupational, professional or educational recruitment, it provides equal access on the 
same basis to official recruiting representatives of the military forces of the 
Commonwealth and the United States. 
 
Adopted:  4/11/1995 
Reviewed/Revised:  7/13/2021, 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-23.3, 22.1-130.1, 22.1-209. 
 

8 VAC 20-620-10. 
 
Cross Ref.: IGAD  Career and Technical Education 
 IJD  College and Career Readiness 

JO  Student Records 
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COLLEGE AND CAREER READINESS 
 

 Each middle and secondary school provides for the early identification and 
enrollment of students in a program with a range of educational and academic 
experiences related to college and career readiness in and outside the classroom, 
including an emphasis on experiences that will motivate disadvantaged and minority 
students to prepare for a career or postsecondary education.  
 
 Each elementary, middle, and secondary school provides for the identification by 
all students of personal interests and abilities to support planning for postsecondary 
opportunities and career preparation. Such support includes provision of information 
concerning exploration of career cluster areas in elementary schools, and course 
information and planning for college preparation programs, opportunities for educational 
and academic experiences in and outside the classroom, including internships and 
work-based learning, and the multiple pathways to college and career readiness in 
middle and high school.  
 
 Beginning in the elementary school years, students explore the different 
occupations associated with career clusters and select an area or areas of interest. 
Students begin the development of an academic and career plan portfolio (ACPP) in 
elementary grades to include information about interests, values such as dependability 
and responsibility, and skills supporting decisions about their future interests and goals. 
The information contained in the ACPP serves as the foundation for creating the 
Academic and Career Plan (ACP) in grade 7. 
 
 In middle school, students complete a locally selected career interest inventory 
and select a career pathway. To support development of the ACP, students complete at 
least one course in career investigation selected from the career and technical 
education state-approved list, or a school division-provided alternative means of 
delivering the career investigation course content, provided that the alternative is 
equivalent in content and academic rigor. 
 
 The School Board may require such courses in career investigation at the high 
school level as it deems appropriate, subject to approval by the Board of Education. The 
School Board may require such courses in career investigation at the elementary school 
level as it deems appropriate. 
 
 All schools continue development of a personal ACP with each seventh-grade 
student with completion by the end of the fall semester of the student's eighth-grade 
year. The components of the ACP include the student's program of study for high school 
graduation and a postsecondary career pathway based on the student's academic and 
career interests. In high school, a career-related learning experience is chosen by the 
student and documented in the ACP.  
 
 The ACP is developed in accordance with guidelines established by the Board of 
Education and signed by the student, student's parent or guardian, and school official or 
officials designated by the principal. The ACP is included in the student's record and is 
reviewed and updated annually. Lists, as compiled annually by the Department of  
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Education and provided to the School Board, of 1) the top 100 professions in Virginia by 
median pay and the education, training and skills required for each such profession and 
2) the top 10 degree programs at institutions of higher education in Virginia by median 
pay of program graduates are included as part of each student’s ACP. 
 
 Beginning in the middle school years, students are counseled on opportunities 
for beginning postsecondary education and opportunities for obtaining industry 
certifications, occupational competency credentials, or professional licenses in a career 
and technical education field prior to high school graduation as described in Policy LEB 
Advanced/Alternative Courses for Credit. Such opportunities include access to at least 
three Advanced Placement (AP), International Baccalaureate (IB), or Cambridge 
courses or three college-level courses for degree credit pursuant to 8 VAC 20-131-100.  
Students taking advantage of such opportunities are not denied participation in school 
activities for which they are otherwise eligible. Wherever possible, students are 
encouraged and afforded opportunities to take college courses simultaneously for high 
school graduation and college degree credit (dual enrollment), under the following 
conditions: 

a. Written approval of the high school principal prior to participation in dual 
enrollment must be obtained; 

b. The college must accept the student for admission to the course or courses; 
and 

c. The course or courses must be given by the college for degree credits (no 
remedial courses will be accepted).  

Information that assists high school students in making informed decisions about 
their futures after graduating from high school and ensures that such students are 
aware of the costs and benefits of different educational and certificate programs, as 
collected and compiled by the Virginia Department of Education in consultation with the 
State Council of Higher Education for Virginia, is readily available to each high school 
student. The information is distributed to each high school student who expresses an 
interest in attending an institution of higher education or completing a training program. 

 
Adopted:  11/10/2020 
Reviewed/Revised: 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-206.1, 22.1-253.13:1, 22.1- 
                      253.13:3. 
 
  8 VAC 20-131-140. 
 
Cross Ref.: IGAD  Career and Technical Education 
 IJ  Guidance and Counseling Program 

JO  Student Records 
LEB  Advanced/Alternative Courses for Credit 
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PARENTAL ASSISTANCE WITH INSTRUCTION 
 

The Waynesboro School Board encourages parents to provide instructional 
assistance to their children in the home. The school division may offer a voluntary 
training program to the parents of children in kindergarten through third grade to assist 
them in developing the skills necessary to provide effective instructional assistance to 
their children.  
 
Adopted:  4/11/1995 
Revised/Reviewed: 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-253.13:7.C.5. 
 
Cross Ref.: IGBC   Parent and Family Engagement 
  IKB   Homework 
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HOMEWORK 
 

Homework provides an essential communication link between the school and the 
home. One measure of a program or course is the quality of the work done at home by 
the student. A strong home-school partnership, with many lasting benefits for the 
individual student and the student’s family, can be greatly enhanced by a sound 
program of homework. In addition, homework should be an important tool in developing 
independent thought, self-direction and self-discipline. It assists the student in 
developing good work habits and in the wise use of time. 
 

Guidelines for homework include: 
• Homework should be assigned after introduction and thorough explanation of 

the skills necessary to successfully complete the assignment. 
• Homework should be assigned in such a manner that it will be clearly 

understood by all students. 
• Homework should serve a valid purpose and be closely related to classroom 

activities. 
• A student's access to resource materials should be considered when making 

assignments. 
• Homework should be evaluated promptly and returned to the student. 

Appropriate rewards should be given to those students who successfully 
complete assigned work. Effort and competency should be recognized and 
rewarded. 

• Teachers should seek to determine the cause if a student regularly fails to 
complete assigned work. Teachers should not avoid giving homework 
because they believe students will not do the work. 

• Excessive homework, like the absence of homework, should be avoided. 
• Homework should not be used for disciplinary purposes 
• Teachers and administrators should take appropriate steps to communicate 

with parents regarding the division's homework policy and to solicit their 
support. 

 
Adopted:  4/11/1995 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-78. 
 
 
 
 
Cross Ref.: IB  Academic Freedom 
 IGBC  Parent and Family Engagement 
 IKA  Parental Assistance with Instruction 
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PROMOTION/RETENTION 

 
In grades K-8, the promotion or retention of students is determined using a set of 
multiple criteria which reflects the students' academic achievement and ability; and 
which may include other consideration (social, emotional, or physical development, 
attendance, parent support, and special needs of the student). In grades where 
Standards of Learning tests are administered, SOL scores are used as one of the 
criteria. Promotion/retention decisions are made at the school level. 

 
At the high school level, students' standing in grades 9, 10, 11, or 12 is determined by 
the number of credits earned, as shown below: 

 
0-4 credits 9th grade 5-9 credits 10th grade 
10-14 credits 11th grade 
15 or more credits 12th grade  
 

Adopted: 10/14/2003 
Reviewed/Revised: 7/12/2022 
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ACCELERATION 
 

The curriculum and schedule of elementary, middle and high schools provides 
flexibility in placing certain students in programs or subjects normally considered above 
their grade level. Scheduling eighth grade students into subjects above the normal 
grade level is done with counseling based on evidence of ability, past scholastic 
achievement and cooperation of the individual student and his parents or guardian. 
 

When students below the ninth grade successfully complete courses offered for 
credit in grades 9 through 12, credit is counted toward meeting the standard units 
required for graduation provided the courses are equivalent in content and academic 
rigor as those courses offered at the secondary level. To earn a verified unit of credit for 
these courses, students below ninth grade level must meet the same requirements 
applicable to other students. 
 

In any high school credit-bearing course taken in middle school, a parent may 
request that the grade be omitted from the student’s transcript and the student not earn 
high school credit for the course. Such request shall be made in the format and by the 
deadline set forth in regulations developed by the superintendent. 
 
Adopted: 4/11/1995 
Revised: 12/8/2015, 10/11/2016, 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-78. 22.1-253.13:3. 
 
  8 VAC 20-131-50. 
 
  8 VAC 20-131-51. 
 
  8 VAC 20-131-90. 
 
Cross Ref.: IGBB    Programs for Gifted Students 
  JO   Student Records 
  JOA   Student Transcripts 
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THE VIRGINIA ASSESSMENT PROGRAM AND GRADUATION REQUIREMENTS 
 
Generally 
 

The Board of Education has established educational objectives known as the 
Standards of Learning (SOLs), which form the core of Virginia’s educational program, 
and other education objectives, which together are designed to ensure the development 
of the skills that are necessary for success in school and in preparation for life in the 
years beyond.  
 

The Waynesboro School Board has developed and implemented a program of 
instruction that is aligned to the Standards of Learning and that meets the requirements 
of the Board of Education. It awards diplomas to all secondary school students, 
including students who transfer from nonpublic schools or from home instruction, who 
meet the requirements prescribed by the Board of Education. 
 

The Waynesboro School Board awards diplomas and certificates in accordance 
with state laws and regulations. The requirements for a student to earn a diploma and 
graduate from high school are those in effect when the student enters ninth grade for 
the first time. 
 
Virginia Assessment Program 
 

In kindergarten through eighth grade, where the administration of Virginia 
Assessment Program tests are required by the Board of Education, each student is 
expected to take the tests following instruction. Students who are accelerated take the 
test aligned with the highest grade level, following instruction in the content. No student 
takes more than one test in any content area in each year, except in the case of 
expedited retakes as provided for in 8 VAC 20-131-30. Schools use the test results in 
kindergarten through eighth grade as part of a set of multiple criteria for determining the 
promotion or retention of students.  
 

Each student in middle and secondary school takes all applicable end-of-course 
SOL tests following course instruction. The superintendent certifies to the Department of 
Education that the division’s policy for dropping courses ensures that students’ course 
schedules are not changed to avoid end-of-course SOL tests. Students who achieve a 
passing score on an end-of-course SOL test will be awarded a verified unit of credit in 
that course in accordance with 8 VAC 20-131-110. Students may earn verified credits in 
any courses for which end-of-course SOL tests are available. Students are not required 
to take an end-of-course SOL test in an academic subject after they have earned the 
number of verified credits required for that academic content area for graduation unless 
such test is necessary in order for the school to meet federal accountability 
requirements. Middle and secondary schools may consider the student’s end-of-course 
SOL test score in determining the student’s final course grade.  
 

Participation in the Virginia Assessment Program by students with disabilities is 
prescribed by provisions of their Individualized Education Program (IEP) or 504 Plan. All 
students with disabilities are assessed with appropriate accommodations and alternate 
assessments where necessary. 
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Any student identified as an English Learner (EL) participates in the Virginia 

Assessment Program. A school-based committee convenes and makes determinations 
regarding the participation level of EL students in the Virginia Assessment Program. In 
kindergarten through eighth grade, EL students may be granted a one-time exemption 
from SOL testing in the areas of writing, and history and social science. 

 
Definitions 
 
Authentic Performance Assessment 
 
 An “Authentic Performance Assessment” is a test that complies with guidelines 
adopted by the Board of Education that requires students to perform a task or create a 
product that is typically scored using a rubric. 
 
Standard Unit of Credit 

 
 A “standard unit of credit” or “standard credit” is a credit awarded for a course in 
which the student successfully completes 140 clock hours of instruction and the 
requirements of the course. A standard unit of credit may be awarded based on a 
waiver of the 140 clock hour requirement as provided in Policy IKFD Alternative Paths 
to Attaining Standard Units of Credit. 
 
Verified Unit of Credit 
 
 A “verified unit of credit” or “verified credit” is a credit awarded for a course in 
which a student earns a standard unit of credit and completes one of the following:  
 

1. Achieves a passing score on a corresponding end-of-course SOL 
test. 

2. Achieves a passing score on an additional test, as defined in 8 VAC 
20-131-5, as a part of the Virginia Assessment Program.  

3. Meets the criteria for the receipt of a locally awarded verified credit 
when the student has not passed a corresponding SOL test.  

4. Meets the criteria for the receipt of a verified credit in history and 
social science by demonstrating mastery of the content of the 
associated course on an authentic performance assessment that 
complies with guidelines adopted by the Board of Education.  

5. Meets the criteria for the receipt of a verified credit for English 
(writing) by demonstrating mastery of the content of the associated 
course on an authentic performance assessment that complies with 
guidelines adopted by the Board of Education. 

  
 Students may also earn verified credits by taking alternative tests to the SOL 
assessment. Such tests may only be those approved by the Virginia Board of 
Education, and the student may earn verified credits only by achieving that score 
established by the Board of Education. 
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Virginia Assessment Program 
 

 The “Virginia Assessment Program” is a system used to evaluate student 
achievement that includes SOL tests and additional tests that may be approved from 
time to time by the Board of Education. 

 
Adopted: 5/8/2001 
Reviewed/Revised: 10/11/2016, 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-253.13:1, 22.1-253.13:4. 
 

8 VAC 20-131-5. 

8 VAC 20-131-30. 

8 VAC 20-131-50. 

8 VAC 20-131-51. 

8 VAC 20-131-110. 

Guidelines for Graduation Requirements; Local Alternative Paths to 
Standard Units of Credit (Virginia Board of Education Oct. 2015). 

 
Cross Refs.: IAA   Notification of Learning Objectives 

IKFA   Locally Awarded Verified Credits 
IKFD   Alternative Paths to Attaining Standard Units of Credit 
IKH   Retaking SOL Assessments 
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LOCALLY AWARDED VERIFIED CREDITS 
 
Generally 

The Waynesboro School Board awards verified credits in accordance with 
Virginia law and Virginia Board of Education regulations. 

 
To be eligible for locally awarded verified credits as credit accommodations, 

students with disabilities must meet all criteria established by Virginia law or regulation 
and eligibility for such credit accommodations must be established in the student’s 
Individualized Education Program (IEP) or Section 504 plan.  
 
Review Panels 
 

The Waynesboro School Board appoints review panels comprised of at least 
three educators to consider evidence of the student’s achievement. Different panels 
may be appointed for individual schools or groups of schools. 
 

The review panel reviews information which provides evidence of the student’s 
achievement of adequate knowledge of the Standards of Learning content. The panel 
has discretion in determining the information it considers. That information may include, 
but is not limited to, results of classroom assessments, divisionwide exams, course 
grades and additional academic assignments (e.g. papers, projects, essays or written 
questions) as the panel deems appropriate. 

 
Based on the evidence it reviews, the review panel may: 

• award the verified credit; 
• deny the verified credit; 
• suggest participation in a remedial program and retesting; or 
• make additional academic assignments prior to determining whether to 

award the verified credit. 
 

The decision of the review panel is final. 
 

Adopted:  12/10/2013 
Reviewed/Revised:  10/11/2016, 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-253.13:3. 

8 VAC 20-131-110. 
 
Revised Guidance Governing the Use of Locally-Awarded Verified Credits 
(Virginia Department of Education May 11, 2018) (attachment to Virginia 
Department of Education Superintendent’s Memo No. 130-18 (May 11, 
2018)). 
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ALTERNATIVE PATHS TO ATTAINING STANDARD UNITS OF CREDIT 
 

Students who enroll in high school as freshmen before July 1, 2018, as 
sophomores before July 1, 2019, as juniors before July 1, 2020 or as seniors before 
July 1, 2021 are required to earn standard and verified units of credit as specified in the 
regulations of the Board of Education. A “standard unit of credit” or “standard credit” is a 
credit awarded for a course in which the student successfully completes 140 clock 
hours of instruction and the requirements of the course. The Waynesboro School Board 
recognizes that instruction, learning and outcomes equivalent to those achieved in 140 
clock hours of instruction can be attained in a variety of ways. Therefore, the School 
Board waives the requirement that a student receive 140 clock hours of instruction to 
earn a standard unit of credit as provided below.  The total number of standard credits 
that can be achieved via the waiver option is two (2). Students may earn fractional 
credits via waiver.   
 
 Waivers are available for all secondary courses including Board of Education 
approved courses, Career and Technical education courses and local elective courses. 
Elective courses must be approved by the School Board, be explicitly described in the 
division’s secondary course of study and have clearly defined and publicly available 
learning objectives commensurate in scope and detail with state learning standards and 
competencies. 
 
 In order to attain a standard unit of credit by means of a waiver of the 140 clock 
hour requirement 

• the outcomes of the work for which standard credit is awarded must be equal to 
progress and learning achieved in 140 clock hours of instruction;  

• upon completion of the assigned work for the course, a student must have 
demonstrated mastery by meeting specific objectives and performance 
requirements of the course that match or exceed the expectations of students 
who have received 140 clock hours of instruction with similar standards, 
competencies or objectives; and 

• the evidence of mastery of the pertinent content and skills for a student receiving 
a waiver must be fully documented, retained securely by the school division and 
available for review by the Virginia Department of Education (VDOE) on request. 

 
Procedures 

 Criteria for awarding a waiver of the 140 clock hour requirement for the course 
must be clear, objective and clearly communicated to the student and the student’s 
parents prior to a student embarking on the effort. 

The consequences of standard credits achieved by waiver with regard to class 
rank, grade point average and extracurricular eligibility must also be clearly defined and 
communicated to students and parents before a student embarks on the effort.  

 
A student must receive approval from the school principal before pursuing the 

work, task or assessment that is required to meet the waiver criteria.  
 
Students who meet the following criteria are eligible to seek standard units of 

credit via waiver of the 140 clock hour requirement: 
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• current and prior academic performance; 
• student demonstrated readiness; and, 
• recommendations by school staff or other knowledgeable adults. 

 
Miscellaneous 
 
 The superintendent will identify a process for developing accommodations for 
students with limited English proficiency.  

 
Pursuit of credit by waiver by students with disabilities will be prescribed by the 

student's Individualized Education Program (IEP) or 504 Plan.  
 
Students who attain credit by waiver of the 140 clock hour requirement will 

receive a grade for the course. 

The fact that a student has received credit via waiver will be reflected on the 
student's transcript.   

 
A student who is pursuing credit via waiver is enrolled in the relevant course for 

purposes of determining eligibility for extracurricular activities. 
 

Waiver Pathway Options 

 Waivers are available by three pathways.   
 

1. Courses that award a standard credit and have less than 140 clock hours of 
instruction 

  
 For students attaining standard units of credit by this waiver method, the 
school division maintains documentation based on this policy that defines its 
rationale for the reduction of instructional time and substantive evidence that it 
provides equivalent instruction with equivalent outcomes in the reduced clock 
hours.  
 
2. Independent study, work sample portfolio, demonstrated performance and 
locally developed or Standards of Learning assessment  
 

Evidence of the student's learning must encompass a comprehensive 
assemblage of media products, artifacts, and performance that demonstrates the 
student has mastered academically rigorous material and meets or exceeds 
approved learning standards, competencies or objectives for the course.  

 
The required content and evaluative criteria for the products must be 

defined prior to the advent of student work and based on the same objectives as 
the standard course. 

  
The assemblage of evidence and overall process must be managed by a licensed and 
endorsed teacher in the area of the coursework with a series of program checkpoints 
throughout a specified timeline for the study. The checkpoints and timeline must be 
clearly articulated and communicated to the student. 
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The managing teacher must determine whether the work is of 

commensurate depth and quality as work performed in the traditional secondary 
classroom and meets predefined evaluative criteria communicated to the student. 

  
The student must meet a predefined performance level on a locally-

developed assessment for the coursework. This may be an oral examination, 
performance (e.g., recital/concert), written test or some other objective tool or 
process developed by the school division. Applicable Standards of Learning 
assessments may also be used for this purpose.  

 
3. Demonstrated achievement via national or international assessments  
 

The assessment must:  
• have a standardized administration;  
• be determined to be valid and reliable by an external body; 
• be used in other states or internationally; and 
• be scored independently of the school division.  

 
 
Before a waiver may be granted under this option, the division must have 

completed a rigorous review of the assessment, in accordance with this policy, 
and determined that it is aligned with the course objectives for which the waiver 
is being requested. The division determines a qualifying score for awarding a 
standard credit that equates with mastery of the course content and skills and 
communicates that score to the student. 

 
The student must provide evidence to the school principal or the 

principal's designee through performance, product, interview and/or school staff 
professional judgment that the student has some command of the course content 
and should be allowed to demonstrate mastery-level performance for a standard 
credit.  

 
The superintendent will develop a process for determining a qualifying 

score for awarding a standard credit that equates with mastery of the course 
content and skills.  

 
A student may attempt to achieve the qualifying score two (2) times per 

year. 
 
If the division selects an assessment that has a monetary cost, it will 

ensure equitable access to this option for all students.   
 
Appeal Process  
 

The superintendent shall appoint a review panel comprised of at least three 
educators to resolve disputes regarding the attainment of standard units of credit via 
waivers in accordance with this policy. Different panels may be appointed for individual 
schools or groups of schools. 
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The panel may review whether a student was properly denied permission to seek 

a standard unit of credit via waiver and whether a student was properly denied a 
standard unit of credit after having been determined to be eligible to seek the standard 
unit of credit via waiver  

 
Based on the evidence it reviews, the review panel may: 

• award the standard credit  
• deny the standard credit 
• make additional assignments prior to determining whether to award the 

standard credit 
 

The decision of the review panel will be final. 
 
Continuing Role of State Assessments  
 

While the division may use the Standards of Learning assessments for awarding 
a standard credit as outlined above, the Standards of Learning assessments will 
continue to be used in their traditional role as determiners of awarding verified credits. 

 
Adopted:  10/9/2018 
Reviewed/Revised:  7/12/2022 
 
Legal Refs: Code of Virginia, 1950, as amended, § 22.1-253.13:4. 
 
  8 VAC 20-131-110. 
 
  Guidelines for Graduation Requirements; Local Alternative Paths to  
  Standard Units of Credit, Virginia Board of Education (Oct. 2015). 
 
Cross Refs: IAA Notification of Learning Objectives 
 IGBG Homebound, Correspondence and Alternative Means of  
  Instruction 
 IGBGA On Line Courses and Virtual School Programs 
 IGBF English Learners 
 IKEB Acceleration 
 IKF The Virginia Assessment Program and Graduation 

Requirements 
 IKFA Locally Awarded Verified Credits 
 JO Student Records 
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REMEDIATION RECOVERY PROGRAM 
 

The Waynesboro School Board supports efforts to provide instructional support 
to those students who have demonstrated a need for such support by their failure to 
pass certain Standards of Learning (SOL) assessments. Therefore, in kindergarten 
through grade 12, students may participate in a remediation recovery program as 
established by the Board of Education in English (reading) or mathematics or both. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 

 
Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-253.13:3. 
 

8 VAC 20-131-30. 
 

Cross Refs.: IKF  The Virginia Assessment Program and Graduation   
  Requirements 

  IKH  Retaking SOL Assessments 
  IL  Testing Programs 
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RETAKING SOL ASSESSMENTS 

Students in kindergarten through grade 8 are not required to retake Virginia 
Assessment Program tests unless they are retained in grade and have not previously 
passed the related tests or as otherwise permitted by the Board of Education. Students 
in high school are required to retake end-of-course SOL tests as determined by the 
Board of Education.  

Adopted: 7/12/2022 
Reviewed/Revised: 

Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-253.13:3. 

8 VAC 20-131-30. 

8 VAC 20-131-110. 

Cross Refs.: IKF The Virginia Assessment Program and Graduation 
Requirements 

IKG Remediation Recovery Program 
IL Testing Programs 
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TESTING PROGRAMS 
 

A program of standardized testing prescribed by the Virginia Department of 
Education is administered annually. Standardized tests are administered according to 
state and local directives.  

 
In administering tests or other assessment instruments, School Board employees 

do not require any public school students being tested to disclose their race or ethnicity 
on such tests. School division personnel, however, may obtain such information from a 
student’s permanent record and place the information on the test or assessment. 

 
No student or his parent is required to disclose information related to the 

student’s race or ethnicity unless (i) the student or his parent is given an option to 
designate “other” for the students race or ethnicity or (ii) such disclosure is required by 
federal law. 
 
Adopted:  4/11/1995 
Reviewed/Revised:  11/10/2015, 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-4.2, 22.1-253.13:3. 
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TEACHING ABOUT CONTROVERSIAL ISSUES 
 
 The Waynesboro School Board recognizes that preparation for effective 
citizenship is one of the major purposes of education. The preparation for effective 
citizenship includes the study of issues that are controversial. Such study is carried out 
in an atmosphere free from bias, prejudice, or coercion.  
 
 In teaching about controversial issues, teachers are expected to 
 

• establish a learning environment where each student can study the issues 
within a curriculum that is appropriate to the student’s knowledge and 
maturity; and 
 

• provide instruction in an atmosphere that is free from bias, prejudice, or 
coercion. 

 
Although the instructional program includes study of the political party system in 

the United States, the School Board does not endorse any political party or candidate. 
 

Adopted:  4/11/1995 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-78. 
 
Cross Ref.: KF   Distribution of Information/Materials 
  JOB   Administration of Surveys and Questionnaires 
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RELIGION IN THE SCHOOLS 
 

The Waynesboro School Board is neutral in matters of religion. This means that 
the Waynesboro schools 
 

• assume no role or responsibility for the religious training of any student and 
 

• do not become involved in the religious belief, disbelief or doubt of any 
student. 

 
This neutrality does not preclude or hinder the Waynesboro school division in 

fulfilling its responsibility to educate students to be tolerant and respectful of religious 
diversity. The division recognizes that one of its educational responsibilities is to 
advance the students' knowledge and appreciation of the role that religion has played in 
the social, cultural and historical development of civilization. 
 

Therefore, the division approaches religion from an objective, curriculum-related 
perspective, encouraging all students and staff members to be aware of the diversity of 
beliefs and respectful of each other's religious and/or non-religious views. In that spirit of 
respect, students and staff members may be excused from participating in activities that 
are contrary to their religious beliefs. 
 

The School Board may authorize, as an elective in grades nine through 12 with 
appropriate credits toward graduation, a comparative religion class that focuses on the 
basic tenets, history, and religious observances and rites of world religions.  
 
Adopted:  4/11/1995 
Reviewed/Revised: 7/12/2022 
 
Legal Refs.: U.S. Const. amend. I. 
 
  Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-202.1. 
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EQUAL EDUCATIONAL OPPORTUNITIES/NONDISCRIMINATION 
 
I. Policy Statement 

 
Equal educational opportunities are available for all students, without regard to 

sex, sexual orientation, race, creed, color, national origin, gender, gender identity 
ethnicity, religion, disability, ancestry, marital or parental status or any other unlawful 
basis. Educational programs are designed to meet the varying needs of all students. 
 
II. Complaint Procedure 
 

A. File Report 
 

Any student who believes he or she has been the victim of prohibited 
discrimination should report the alleged discrimination as soon as possible to one of 
the Compliance Officers designated in this policy or to any other school personnel. 
The alleged discrimination should be reported as soon as possible, and the report 
generally should be made within fifteen (15) school days of the occurrence. Further, 
any student who has knowledge of conduct which may constitute prohibited 
discrimination should report such conduct to one of the Compliance Officers 
designated in this policy or to any school personnel. Any employee who has 
knowledge of conduct which may constitute prohibited discrimination shall 
immediately report such conduct to one of the Compliance Officers designated in 
this policy. 

 
The reporting party should use the form, Report of Discrimination, JB-F, to 

make complaints of discrimination. However, oral reports and other written reports 
shall also be accepted. The complaint should be filed with either the building 
principal or one of the Compliance Officers designated in this policy. The principal 
shall immediately forward any report of alleged prohibited discrimination to the 
Compliance Officer. Any complaint that involves the Compliance Officer shall be 
reported to the superintendent. 

 
The complaint, and identity of the complainant and of the person or persons 

allegedly responsible for the discrimination, will not be disclosed except as required 
by law or policy, as necessary to fully investigate the complaint or as authorized by 
the complainant. A complainant who wishes to remain anonymous will be advised 
that such confidentiality may limit the school division’s ability to fully respond to the 
complaint. 

 
B. Investigation 

 
Upon receipt of a report of alleged prohibited discrimination, the Compliance 

Officer shall immediately authorize or undertake an investigation. The investigation 
may be conducted by school personnel or a third party designated by the school 
division. The investigation shall be completed as soon as practicable, which should 
generally be not later than 14 school days after receipt of the report by the 
Compliance Officer. Upon receiving the complaint, the Compliance Officer shall 
acknowledge receipt of the complaint, by giving written notice that the complaint  
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has been received, to both the person complaining of discrimination and the person 
or persons allegedly responsible for the discrimination. Also, upon receiving the 
complaint, the Compliance Officer shall determine whether interim measures should 
be taken pending the outcome of the investigation. If the Compliance Officer 
determines that more than 14 school days will be required to investigate the 
complaint, the complainant and the person or persons allegedly responsible for the 
discrimination will be notified of the reason for the extended investigation and of the 
date by which the investigation will be concluded. 

 
The investigation may consist of personal interviews with the complainant, 

the person or persons allegedly responsible for the discrimination, and any others 
who may have knowledge of the alleged discrimination or the circumstances giving 
rise to the complaint. The investigation will consider witnesses and evidence from 
both the complainant and the person or persons responsible for the alleged 
discrimination.  The investigation may also include the inspection of any documents 
or information deemed relevant by the investigator. The school division shall take 
necessary steps to protect the complainant and others pending the completion of 
the investigation.  

 
Whether a particular action or incident constitutes a violation of this policy 

requires a case-by-case determination based on all of the facts and circumstances 
revealed by a complete and thorough investigation. 

 
The Compliance Officer shall issue a written report to the superintendent 

upon completion of the investigation. If the complaint involves the superintendent, 
then the report shall be sent to the School Board. The report shall include a 
determination of whether the allegations are substantiated, whether this policy was 
violated and recommendations for corrective action, if any. 

 
All employees shall cooperate with any investigation of alleged discrimination 

conducted under this policy or by an appropriate state or federal agency. 
 

C. Action by Superintendent 
 
Within 5 school days of receiving the Compliance Officer’s report, the 

superintendent or designee shall issue a decision regarding (1) whether this policy 
was violated and (2) what action, if any, should be taken. This decision must be 
provided in writing to the complainant. If the superintendent or designee determines 
that prohibited discrimination occurred, the Waynesboro School Division shall take 
prompt, appropriate action to address and remedy the violation as well as prevent 
any recurrence. Such action may include discipline up to and including expulsion or 
discharge. 

 
D. Appeal 

 
If the superintendent or designee determines that no prohibited discrimination 

occurred, the student who was allegedly subjected to discrimination may appeal this 
finding to the School Board within 5 school days of receiving the decision. Notice of  
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School Board. The School Board shall make a decision within 30 appeal must be 
filed with the superintendent who shall forward the record to the School Board. The 
School Board shall make a decision within 30 calendar days of receiving the record. 
The School Board may ask for oral or written argument from the aggrieved party and 
the superintendent and any other individual the School Board deems relevant. 
Written notice of the School Board’s decision will be given to both the complainant 
and the person or persons responsible for the alleged discrimination.  

 
If the superintendent or designee determines that prohibited discrimination 

occurred and discipline is imposed, the disciplined person may appeal the 
disciplinary sanction in the same manner as any other such sanction would be 
appealed.  

 
E. Compliance Officer and Alternate Compliance Officer 

 
The School Board designates a Compliance Officer responsible for identifying, 

preventing and remedying discrimination as well as receiving complaints under this 
Policy. The name and contact information for the Compliance Officer is posted on 
the Division’s website at all times. The Compliance Officer may be contacted at 
wpscomplianceofficer@waynesboro.k12.va.us. Complaints of discrimination may 
also be made to the Alternate Compliance Officer at 
wpsaltcomplianceofficer@waynesboro.k12.va.us. 

 
The Compliance Officer  
• receives reports or complaints of discrimination; 
• conducts or oversees the investigation of any alleged discrimination; 
• assesses the training needs of the school division in connection with this 

policy; 
• arranges necessary training to achieve compliance with this policy; and 
• ensures that any discrimination investigation is conducted by an impartial 

investigator who is trained in the requirements of equal education opportunity 
and has the authority to protect the alleged victim and others during the 
investigation. 

 
III. Retaliation 
 

Retaliation against students or school personnel who report discrimination or 
participate in the related proceedings is prohibited. The school division shall take 
appropriate action against any student or employee who retaliates against another 
student or employee who reports alleged discrimination or participates in related 
proceedings. The Compliance Officer will inform persons who make complaints, who 
are the subject of complaints, and who participate in investigations of how to report any 
subsequent problems. 

 
IV. Right to Alternative Complaint Procedure 
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Nothing in this policy denies the right of any individual to pursue other avenues of 
recourse to address concerns relating to prohibited discrimination including initiating  

 
civil action, filing a complaint with outside agencies or seeking redress under state or 
federal law. 
 
V. Prevention and Notice of Policy 
 

Training to prevent discrimination should be included in employee and student 
orientations as well as employee in-service training.  

 
This policy shall be (1) displayed in prominent areas of each division building in a 

location accessible to students, parents and school personnel, (2) included in the 
student and employee handbooks; and (3) sent to parents of all students within 30 
calendar days of the start of school. All students and their parents/guardians shall be 
notified annually of the names and contact information of the Compliance Officers. 

 
VI. False Charges 
 

Students or school personnel who knowingly make false charges of 
discrimination shall be subject to disciplinary action. 
 
Adopted:  9/12/1995 
Reviewed/Revised:  10/8/2013, 11/10/2020, 7/18/2021, 7/12/2022 

 
Legal Refs: 20 U.S.C. §§ 1681-1688. 

29 U.S.C. §§ 794. 
42 U.S.C. §§ 2000d through 2000d-7. 

 
34 C.F.R. 106.9. 
Code of Virginia, 1950 as amended, §§ 2.2-3900, 2.2-3901, 2.2-3902, 
22.1-212.6:1. 

 
Cross Refs: AC   Nondiscrimination 
 AD   Educational Philosophy 
 GB   Equal Employment Opportunity/Nondiscrimination 
 JB-F   Report of Discrimination 
 JBA   Section 504 Nondiscrimination Policy and Grievance  

   Procedures 
JFHA/GBA  Prohibition Against Harassment and Retaliation 
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REPORT OF DISCRIMINATION 
 

 
Name of Complainant: 
 
____________________________________________________________________________ 
 
Student’s School and Class: 
 
____________________________________________________________________________ 
 
Address, Phone Number and Email Address: 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
Date(s) of Alleged Discrimination: 
 
____________________________________________________________________________ 
 
Name(s) of person(s) you believe discriminated against you or others:  
____________________________________________________________________________ 

____________________________________________________________________________ 
 
Please describe in detail the incident(s) of alleged discrimination, including where and when the 
incident(s) occurred. Please name any witnesses that may have information regarding the 
situation. Please include a description of any past incidents that may be related to this 
complaint. Attach additional pages if necessary. 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
I certify that the information provided in this report is true, correct and complete to the best of my 
knowledge. 
 
____________________________ ______________________ 
Signature of Complainant   Date 
 
Complaint Received By:  _______________________     _________________ 
     Compliance Officer      Date 
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SECTION 504 NONDISCRIMINATION POLICY AND GRIEVANCE PROCEDURES 
 

The Waynesboro School Board does not discriminate against individuals on the 
basis of disability. The Waynesboro School Board has established this policy as a way 
to provide prompt and impartial review of complaints alleging any action prohibited by 
Section 504 of the Rehabilitation Act of 1973. This policy provides an optional resolution 
procedure for a complainant. This procedure is not a prerequisite before a complainant 
may directly pursue any other remedy available under state or federal law. However, the 
policy of Waynesboro School Board is for students, parents/guardians and employees 
to have the opportunity to make concerns known to the School Board and for the School 
Board to have the opportunity to respond to and resolve concerns as rapidly as 
practicable.   

 
The goal of these procedures is to protect the substantive rights of interested 

persons, meet appropriate due process standards, assure School Board compliance 
with Section 504 of the Rehabilitation Act of 1973 and provide a prompt, equitable and 
impartial resolution of complaints alleging a violation of Section 504.     

 
Any student or any parent or guardian of a student may be a complainant and 

may file a formal or informal grievance as provided below.  
 
A. FORMAL PROCEDURE 
 

1. Filing a Complaint 
 
Any complainant should submit a complaint alleging discrimination as soon as 
possible to the Compliance Officer or to any other school or school division staff. 
The complaint shall be submitted within 45 school days of the alleged 
discrimination. Any employee who has knowledge of conduct which may 
constitute discrimination shall immediately report such conduct to the 
Compliance Officer, the employee's supervisor, or to any other school or school 
division staff. Any employee who receives a complaint under this policy shall 
immediately forward the complaint to the Compliance Officer.   
 
The complainant should use the “Complaint of Discrimination” form (see end of 
this policy) to make a complaint of discrimination. However, oral complaints are 
also accepted. The complaint should be filed with the school principal, other 
school or school division staff, or the Compliance Officer. School or school 
division staff receiving a complaint of discrimination shall forward it to the school 
principal; who shall immediately forward the complaint of discrimination to the 
Compliance Officer. Any complaint that involves the Compliance Officer shall be 
reported to the superintendent. Any complaint that involves the superintendent 
shall be reported to the School Board Chair. 
 
The complaint and the identity of the complainant, the individual who is the 
subject of the complaint (if other than the complainant), and the persons 
allegedly responsible for the discrimination will not be disclosed except as 
required by law or policy, as necessary to fully investigate the complaint or as 
authorized by the complainant.  
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2. Investigation 
 
Upon receipt of a report or complaint of discrimination, the Compliance Officer 
immediately authorizes or undertakes an investigation. The investigation may be 
conducted by school staff or a third party designated by the school division. The 
investigation shall be completed as soon as practicable, but not later than 15 
school days after receipt of the complaint of alleged discrimination by the 
Compliance Officer unless the extension below is exercised. Within 3 school 
days of receiving the complaint, the Compliance Officer sends written notice that 
the complaint has been received to the complainant and the person or persons 
allegedly responsible for the discrimination.  
 
Also, upon receiving the complaint, the Compliance Officer determines whether 
interim measures should be taken pending the outcome of the investigation. If 
the Compliance Officer determines that more than 15 school days will be 
required to investigate the complaint, the Compliance Officer will notify the 
complainant and the person or persons allegedly responsible for the 
discrimination of the reasons for the extended investigation and of the date by 
which the investigation is projected to be concluded, which will be no longer than 
an additional 15 school days. The investigation may consist of personal 
interviews with the complainant, the person or persons allegedly responsible for 
the discrimination, and any others who may have knowledge of the alleged 
discrimination or the circumstances giving rise to the complaint. The investigation 
may also include the inspection of any documents or information deemed 
relevant by the investigator. The complainant and the person or persons 
allegedly responsible for the discrimination have the right to identify witnesses 
and other relevant information as well as rebut evidence presented by others. 
The school division takes necessary steps to protect the complainant and others 
pending the completion of the investigation. 
 
Whether a particular action or incident constitutes a violation of this policy 
requires a case by case determination based on all of the facts and 
circumstances revealed by a complete and thorough investigation. 
 
The Compliance Officer shall issue a written report to the superintendent upon 
completion of the investigation. If the complaint involves the superintendent, then 
the report shall be sent to the School Board. The report shall include a 
determination of whether the allegations are substantiated, whether this policy 
was violated and recommendations for corrective action, if any. The Compliance 
Officer’s written report, and all written notices sent pursuant to this policy are 
maintained and distributed in accordance with the Family Educational Rights and 
Privacy Act and Policy JO Student Records. The report shall be issued to the 
superintendent, the complainant and the accused person or persons allegedly 
responsible for the discrimination within 20 school days of receipt of the 
complaint, unless additional time was utilized for the investigation in which case 
the report shall be issued within 35 school days of receipt of the complaint.   
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3. Action by the Superintendent 
 
Within 10 school days of receiving the Compliance Officer’s report, the 
superintendent or superintendent's designee shall issue a decision regarding:   
(1) whether this policy was violated and, if so (2) what action, if any, will be taken. 
This decision must be provided in writing to the complainant and the person or 
persons allegedly responsible for the discrimination. If the superintendent 
determines that discrimination occurred, the school division takes prompt, 
appropriate action to address and remedy the harm and prevent any recurrence. 
Such action may include discipline up to and including recommending that a 
student be expelled or that an employee be discharged. 

 
4. Appeal 

 
If the superintendent or designee determines that no discrimination occurred, the 
complainant may appeal this determination to the School Board within 5 calendar 
days of receiving the decision. Notice of appeal must be filed with the 
superintendent, who shall forward the Compliance Officer’s report and any 
documentation or information deemed relevant by the Compliance Officer during 
the course of the investigation to the School Board. The School Board shall make 
a decision within 30 calendar days of receiving the record. The School Board 
may require oral or written argument from the complainant, the person or 
persons allegedly responsible for the discrimination, the superintendent, and any 
other individual it deems appropriate. An extension of the 30 calendar day time 
limit may occur if necessary as determined by the School Board Chair up to an 
additional 10 calendar days. The decision of the School Board shall be in writing 
and shall be provided to the complainant and the person or persons allegedly 
responsible for the discrimination.  
 
If the superintendent or superintendent’s designee determines that discrimination 
occurred and discipline is imposed, the disciplined person (i.e. student or 
employee) may appeal the disciplinary sanction in accordance with existing 
School Board policies and regulations. 

 
5. Compliance Officer  

 
The School Board designates a Compliance Officer responsible for identifying, 
preventing and remedying discrimination as well as receiving complaints under 
this Policy. The name and contact information for the Compliance Officer is 
posted on the Division’s website at all times. The Compliance Officer may be 
contacted at wpscomplianceofficer@waynesboro.k12.va.us. 
  
The Waynesboro School Board’s Compliance Officer receives training and is 
knowledgeable about the requirements of Section 504 in order to impartially and 
equitably resolve complaints and ensure compliance with the law. In addition, the 
Compliance Officer shall: 

• receives reports and complaints of discrimination, 
• conducts or oversees the investigation of any alleged discrimination, 
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• assesses the training needs of the school division in connection with 

this policy and 
• arranges necessary training to achieve compliance with this policy. 

 
B. INFORMAL PROCEDURE 

 
If the complainant and the person or persons allegedly responsible for the 
discrimination agree, the school principal, principal’s designee or the Compliance 
Officer may arrange for them to resolve the complaint informally with the assistance 
of a counselor, teacher or other school or school division staff. 
 
If the complainant and the person or persons allegedly responsible for the 
discrimination agree to attempt to resolve the complaint informally, they shall each 
be informed that they have the right to abandon the informal procedure at any time 
in favor of the initiation of the above formal procedures.  
 
If the complaint is resolved informally, the counselor, teacher or other school or 
school division staff shall notify the school principal of the resolution. The school 
principal shall notify the complainant, the person or persons allegedly responsible for 
the discrimination and the Compliance Officer in writing that the complaint has been 
resolved informally. 
 

C. RETALIATION 
 
Retaliation against students, school staff or school division staff who report 
discrimination or participate in the related proceedings is prohibited. The school 
division shall take appropriate action against any student or employee who retaliates 
against another student or employee who reports alleged discrimination or 
participates in related proceedings. 

 
D. FALSE CHARGES 

 
Students, school staff or school division staff who make false charges of 
discrimination are subject to disciplinary action. 
 

Adopted: 11/9/2021 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: 29 U.S.C. § 794  

34 C.F.R. §104.7(b) 
 
Cross Ref: GCPD  Professional Staff Discipline 
  JB  Equal Educational Opportunities/Nondiscrimination 
  JGD/JGE Student Suspension/Expulsion  
  JO   Student Records 
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COMPLAINT OF DISCRIMINATION 
 

 
Name of Complainant:   
  
Student’s School and Class:   
  

 
 

Address:   
  
Email Address:  Phone Number(s):   
  
Name(s) of Parent/Legal Guardian:   
  
Address(es):   
  
Email address(es):   Phone Number(s):   
  
Dates of Alleged Discrimination:   
 
Names of the person or persons you believe discriminated against you or others: 

 
 
 

Please describe in detail the incidents of alleged discrimination, including where and when the incidents occurred. Please name any witnesses 
that may have information regarding the alleged discrimination. Attach additional pages if necessary. 
 
 
 
 
 
 
 
 
 
 
 
 
Please describe any past incidents that may be related to this complaint. 
 
 
 

 
I certify that the information provided in this report is true, correct and complete to the best of my knowledge. 
 

Signature of Complainant  Date   
  

Complaint Received By:      
   Compliance Officer  Date  
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SCHOOL ATTENDANCE AREAS 
 

School attendance areas for each school are established by the School Board. 
Students attend the school in the attendance area in which they reside and to which 
they are assigned, unless special permission is granted by the School Board.  

 
The superintendent is responsible for establishing an application process which 

may include the following: 
• A process by which a parent or guardian indicates a school preference for 

purposes of his child attending a school in the division but outside of the 
attendance area in which the child resides 

• A requirement that the parent or guardian provide transportation for the 
student attending a school outside the attendance zone in which the child 
resides 

• A requirement that the student may be disqualified from attending a school 
outside the attendance area in which the child resides if he has been 
subject to specified disciplinary actions 

• A prohibition on the recruitment of a student from one school to another by 
a school division employee 

• A limitation on participation in certain athletic activities for a student who 
chooses to attend a school outside the attendance zone in which he 
resides 

• A random, unbiased selection process in the event enrollment requests 
exceed the capacity of a school 

• A provision that a student will be permitted to remain at the receiving 
school until the student has completed the highest grade level in that 
school 

• A preference to a student  
o who resides in a location that has been subject to a change in 

school attendance area during the previous two years  
o who has a sibling attending the receiving school, or  
o whose parent or guardian is an employee of the receiving school 

 
Changes in attendance areas are determined by the School Board, upon 

recommendation of the superintendent based on the need to provide for the orderly 
administration of the schools, the competent instruction of the students and the health, 
safety, best interests and general welfare of all students. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950 as amended, §§ 22.1-7.1, 22.1-7.2, 22.1-78, 22.1-

79, 22.1-253.13:7. 
 
Cross Refs: JCA Transfers by Student Victims of Crime 

JCB Transfers by Students in Persistently Dangerous Schools 
 
 



File:  JCA 
 

 
© 2/15 VSBA WAYNESBORO PUBLIC SCHOOLS 

TRANSFERS BY STUDENT VICTIMS OF CRIME 
 

Whenever any student has been the victim of any crime against the person 
pursuant to Chapter 4 of Title 18.2 of the Code of Virginia including crimes by mobs, 
crimes by gangs, terrorism offenses, kidnapping and related offenses, assaults and 
bodily woundings, robbery, extortion or other threats, or sexual assault, and such crime 
was committed: 

 by another student attending classes in the school, or 
 by any employee of the school board, or 
 by any volunteer, contract worker or other person who regularly performs 

services in the school, or 
 if the crime was committed upon the school property or on any school bus 

owned or operated by the school division 
the student upon whom the crime was committed shall, upon written request from the 
student’s parents, or the student, if such student is an emancipated minor, be permitted 
to transfer to another comparable school within the division if available. Any 
transportation services for such students shall be provided in accordance with School 
Board policies. 
 

For purposes of this policy, “victim” means any student who has been the victim 
of a crime against the person pursuant to Chapter 4 of Title 18.2 of the Code of Virginia, 
and who has suffered physical, psychological, or economic harm as a direct result of the 
commission of such crime. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Refs.: 20 U.S.C. § 7912.  
 

Code of Virginia, §§ 22.1-3, 22.1-3.3. 
 
Cross Refs.: JC  Student Attendance Areas 

JCB  Transfers by Students in Persistently Dangerous  
   Schools 
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TRANSFERS BY STUDENTS IN PERSISTENTLY DANGEROUS SCHOOLS 
 

Any student attending a school which has been designated as a persistently 
dangerous school by the Virginia Department of Education will be offered the 
opportunity to transfer to another school in the division which is not so designated. If 
there is not another school in the division to which students may transfer, the division 
may explore other appropriate options such as an agreement with a neighboring 
division to accept transfer students. 

 
In the event that a student elects to transfer, the transfer may remain in effect as 

long as the student’s original school is identified as persistently dangerous. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Refs.: 20 U.S.C. § 7912. 
 

Attachment A (No Child Left Behind Act of 2001 Unsafe School Choice 
Option Persistently Dangerous Schools Identification Process and Criteria) 
to Superintendent’s Memo No. 86 (May 9, 2003). 

 
Cross Refs.: JC  Student Attendance Areas 

JCA  Transfers By Student Victims of Crime 
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CLASSROOM ASSIGNMENTS FOR TWINS 
 

A parent of twins or higher order multiples in the same grade level may request 
that the children be placed in the same classroom or in separate classrooms if they are 
at the same elementary school. A parent must request the classroom placement no 
later than 3 days after the first day of each school year or 3 days after the first day of 
attendance of the children durlng a school year. Schools may recommend classroom 
placement to the parent. 

 
Schools must provide the placement requested by the children’s parent, unless 

the division superintendent or his designee makes a classroom placement 
determination following the school principal’s request, at the end of the initial grading 
period, and in consultaion with the children’sclassroom teacher, based upon a 
determination that the requested classroom placement is disruptive to the school or is 
harmful to the children’s educational progress. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, as amended , S 22.1-79.3. 
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COMPULSORY ATTENDANCE  

Every parent, guardian, or other person having control or charge of any child who 
will have reached the fifth birthday on or before September 30 of any school year and 
who has not passed the eighteenth birthday shall cause such child to attend a public 
school or otherwise provide the child with an education in accordance with state law 
unless the child is exempt from the state’s compulsory attendance requirement. 

Further, in the case of any five-year-old child, the requirements of this policy may 
be alternatively satisfied by causing the child to attend any public educational pre-
kindergarten program, including a Head Start program, or in a private, denominational, 
or parochial educational pre-kindergarten program. 

As used in this policy, “attend” includes participation in educational programs and 
courses at a site remote from the school with the permission of the school and in 
conformity with applicable requirements. 

The requirements of this policy apply to  
• any child in the custody of the Department of Juvenile Justice or the 

Department of Corrections who has not passed his eighteenth birthday, and  
• any child whom the division superintendent has required to take a special 

program of prevention, intervention, or remediation as provided in Va. Code 
§§ 22.1-253.13:1.C and 22.1-254.01.  

 
The requirements of this policy do not apply to  
• any person 16 through 18 years of age who is housed in an adult correctional 

facility when such person is actively pursuing the achievement of a passing 
score on a high school equivalency examination approved by the Board of 
Education but is not enrolled in an individual student alternative education 
plan, and  

• any child who has obtained a high school diploma or its equivalent, a 
certificate of completion, a passing score on a high school equivalency 
examination approved by the Board of Education or who has otherwise 
complied with compulsory school attendance requirements. 

 
Individual Student Alternative Education Plan 
 

The School Board may allow the compulsory attendance requirements to be met 
pursuant to an individual student alternative education plan developed in conformity with 
guidelines prescribed by the Board of Education under the following conditions: 

1. The student must be at least sixteen years of age. 
2. There shall be a meeting of the student, the student’s parents, and the 

principal or principal’s designee of the school in which the student is enrolled 
to develop the plan, which must include the following: 

• career guidance counseling; 
• mandatory enrollment and attendance in a preparatory program for 

passing a high school equivalency examination approved by the Board  
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of Education or other alternative education program approved by the 
School Board, with attendance reported to the principal or principal’s 
designee; 

• mandatory enrollment in a program to earn a Board of Education-
approved career and technical education credential, such as the 
successful completion of an industry certification, a state licensure 
examination, a national occupational competency assessment, or the 
Virginia workplace readiness skills assessment; 

• successful completion of the course in economics and personal 
finance required to earn a Board of Education-approved high school 
diploma; 

• counseling on the economic impact of failing to complete high school; 
and 

• procedures for re-enrollment. 
 

3. A student for whom such an individual student alternative education plan has 
been granted but who fails to comply with the conditions of the plan shall be 
in violation of the compulsory attendance laws, and the superintendent or 
attendance officer shall seek immediate compliance with such laws. 

 
Alternative Education Programs 

 
The Superintendent, pursuant to regulations adopted by the School Board, may 

in accordance with the procedures set forth in Va. Code § 22.1-276.01 et seq. and 
School Board policy and upon a finding that a school-age child has been  

• charged with an offense relating to the Commonwealth’s laws, or with a violation 
of School Board policies, on weapons, alcohol or drugs, or intentional injury to 
another person;  

• found guilty or not innocent of a crime that resulted in or could have resulted in 
injury to others, or of an offense that is required to be disclosed to the 
superintendent of the school division pursuant to subsection G of Va. Code 
§ 16.1-260;  

•  suspended pursuant to Va. Code § 22.1-277.05; or  
• expelled from school attendance pursuant to Va. Code §§ 22.1-277.06, 22.1-

277.07, or subsection C of § 22.1-277, 
require a student to attend an alternative education program as provided by Va. Code 
§§ 22.1-209.1:2 or 22.1-277.2:1. 

Prior to requiring a student to attend an alternative education program, the 
Superintendent shall provide: (1) written notice to the student and his parent/guardian 
that the student will be required to attend an alternative education program and 
(2) written notice to the student and his parent/guardian of the right to a hearing before 
the superintendent or designee regarding the placement. The decision of the 
superintendent or his designee regarding such alternative education placement shall be 
final unless altered by the school board, upon timely written petition, as established in 
regulation, by the student or his parent, for a review of the record by the school board. 
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Whenever a court orders any pupil into an alternative education program, 
including a program of general educational development, offered in the public schools, 
the School Board shall determine the appropriate alternative education placement of the 
pupil regardless of whether the pupil attends the public schools it supervises or resides 
within its school division. 

Adopted:  7/7/2011 
Reviewed/Revised:  3/12/2019, 7/12/2022 

Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-254. 
Cross Refs.: JEG   Exclusions and Exemptions from School Attendance 
  LBD   Home Instruction 
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SCHOOL ADMISSION 

A person of school age (i.e., a person who will have reached his or her fifth 
birthday on or before September 30 of the school year and who has not reached 20 
years of age on or before August 1st of the school year) is eligible for admission on a 
non-tuition basis if residing in the Waynesboro School Division, or if eligible for 
admission under Policy JECA Admission of Homeless Children.  

 A person of school age is deemed to reside in the school division 

• when the person is living with a natural parent, or a parent by legal adoption, 
in the Waynesboro School Division; 

• when, in accordance with the provisions of Va. Code § 22.1-360, the person 
is living with a noncustodial parent or other person standing in loco parentis, 
not solely for school purposes, pursuant to a Special Power of Attorney 
executed under 10 United States Code § 1044b by the custodial parent; 

• when the parents of such person are dead and the person is living with a 
person in loco parentis who actually resides within the school division; 

• when the parents of such person are unable to care for the person and the 
person is living, not solely for school purposes, with another person who 
resides in the school division and is either  

(i) the court-appointed guardian, or has legal custody of the person, 
(ii) acting in loco parentis pursuant to placement of the person for adoption 

by a person or entity authorized to do so under Va. Code § 63.2-1200; 
or  

(iii) an adult relative providing temporary kinship care as that term is 
defined in Va. Code § 63.2-100. Both parents and the relative 
providing kinship care must submit signed, notarized affidavits  

(a) explaining why the parents are unable to care for the person,  
(b) detailing the kinship care arrangement, and  
(c) agreeing that the kinship care provider or a parent will notify the 

school within 30 days of when the kinship care arrangement 
ends.  

The parent must also provide a power of attorney authorizing the adult 
relative to make educational decisions regarding the person. A parent 
or the kinship care provider must also obtain written verification from 
the department of social services where the parent or parents live, 
and the department of social services where the kinship provider lives, 
that the kinship arrangement serves a legitimate purpose that is in the 
best interest of the person other than school enrollment. If the kinship 
care arrangement lasts more than one year, the school division must 
receive continued verification directly from both departments of social 
services that the parents are unable to care for the person and that 
the kinship care arrangement serves a legitimate purpose other than 
school enrollment.  

• when the person is living in the school division not solely for school purposes, 
as an emancipated minor;  
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• when all or any portion of the building in which the person resides (i) with 
another person as set forth in the first through fourth bullets above or (ii) as 
an emancipated minor as set forth in the fifth bullet above is taxable by the  
locality in which the school division is located; or 

• when the person has been placed in a foster care placement within the school 
division by a local social services agency. The sending and receiving school 
divisions will cooperate in facilitating the enrollment of any child placed in 
foster care across jurisdictional lines to enhance continuity of instruction. The 
child will be allowed to continue to attend the school in which he was enrolled 
prior to the most recent foster care placement, upon the joint determination of 
the placing social services agency and the school division that such 
attendance is in the best interest of the child. No person of school age who is 
the subject of a foster care placement will be charged tuition regardless of 
whether the child is attending the school in which he was enrolled prior to the 
most recent foster care placement or is attending a school in the receiving 
school division. 

 
Certain other students may be admitted into the public schools of the division and 

may be charged tuition in accordance with Va. Code § 22.1-5 and pursuant to 
Waynesboro School Board Regulation JEC-R School Admission. These provisions 
apply to any student who was in in foster care upon reaching 18 years of age and has 
not reached 22 years of age. 

Children of Persons on Active Military Duty 

No child of a person on active military duty  

• who is attending a school free of charge in accordance with this policy shall be 
charged tuition by the school division upon such child's relocation to military 
housing located in another school division in the Commonwealth, pursuant to 
orders received by such child's parent to relocate to base housing. Such children 
shall be allowed to continue attending school in the school division and shall not 
be charged tuition for attending such school; 

• who is attending a school free of charge in accordance with this policy shall be 
charged tuition upon such child's relocation pursuant to orders received by such 
child's parent to relocate to a new duty station or to be deployed. Such children 
shall be allowed to remain enrolled in the current school division free of tuition 
through the end of the school year; and 

• who is eligible to attend school free of charge in accordance with this policy shall 
be charged tuition by a school division that will be the child's school division of 
residence once his service member parent is relocated pursuant to orders 
received. Such a child shall be allowed to enroll in the school division of the 
child's intended residence if documentation is provided, at the time of enrollment, 
of military orders of the service member parent or an official letter from the 
service member's command indicating such relocation. Documentation indicating 
a permanent address within the school division shall be provided to the school 
division within 120 days of a child's enrollment or tuition may be charged, 
including tuition for the days since the child's enrollment in school. In the event 
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that the child's service member parent is ordered to relocate before the 120th day 
following the child's enrollment, the school division shall not charge tuition. 
Students eligible to enroll in the school division in accordance with this policy 
because they are the children of military personnel on active military duty who 
will reside in the division may register, remotely or in-person, for courses and 
other academic programs and participate in the lottery process for charter 
schools and college partnership laboratory schools in the school division at the 
same time and in the same manner as students who reside in the division. The 
assignment of the school such child will attend shall be determined by the school 
division. 
 
Such children shall be counted in the average daily membership of the school 

division in which they are enrolled. Further, the school division in which such children 
are enrolled subsequent to their relocation to base housing shall not be responsible for 
providing for their transportation to and from school.  

ADDITIONAL ADMISSION REQUIREMENTS 

A. Except as otherwise provided below, no pupil shall be admitted for the first time to 
any public school in any school division in Virginia unless the person enrolling the 
pupil presents, upon admission, a certified copy of the pupil's birth record. The 
principal or his designee shall record the official state birth number from the pupil's 
birth record into the pupil's permanent school record and may retain a copy in the 
pupil's permanent school record. If a certified copy of the pupil's birth record cannot 
be obtained, the person so enrolling the pupil shall submit an affidavit setting forth 
the pupil's age and explaining the inability to present a certified copy of the birth 
record. If the school division cannot ascertain a child's age because of the lack of a 
birth certificate, the child shall nonetheless be admitted into the public schools if the 
division superintendent determines that the person submitting the affidavit presents 
information sufficient to estimate with reasonable certainty the age of such child. 

B. If a certified copy of the birth record is not provided, the administration shall 
immediately notify the local law enforcement agency. The notice to the local law-
enforcement agency shall include copies of the submitted proof of the pupil's identity 
and age and the affidavit explaining the inability to produce a certified copy of the 
birth record. 
 

C. Within 14 days after enrolling a transfer student, the administration shall request 
documentation that a certified copy of the pupil's birth record was presented when 
the pupil was enrolled in the former school. 

D. The School Board assigns a unique student identification number, determined in 
accordance with a system developed by the Department of Education, to each 
student enrolled in the division. No student identification number includes or is 
derived from the student’s social security number. Each student retains the student’s 
identification number for as long as the student is enrolled in a public elementary or 
secondary school in Virginia. 

E. Tuition rates are established each year in accordance with the provisions of Va. 
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Code § 22.1-5. 

F. Prior to admission to the Waynesboro School Division, the parent, guardian, or other 
person having control or charge of the child shall provide, upon registration,  

• a sworn statement or affirmation indicating whether the student has been 
expelled from school attendance at a private school or in a public school 
division of the Commonwealth or another state for an offense in violation of 
school board policies relating to weapons, alcohol or drugs, or for the willful 
infliction of injury to another person. This document shall be maintained as a 
part of the student’s scholastic record; and 

• a sworn statement or affirmation indicating whether the student has been 
found guilty of or adjudicated delinquent for any offense listed in subsection G 
of  Va. Code § 16.1-260 or any substantially similar offense under the laws of 
any state, the District of Columbia, or the United States or its territories. This 
document shall be maintained by the superintendent and by any others to 
whom he disseminates it, separately from all other records concerning the 
student.  

However, if the school administrators or the School Board takes disciplinary 
action against a student based upon an incident which formed the basis for 
the adjudication of delinquency or conviction for an offense listed in 
subsection G of § 16.1-260, the notice shall become a part of the student's 
disciplinary record. 

When the child is registered as a result of a foster care placement, the 
information required under this subsection must be furnished by the local 
social services agency or licensed child-placing agency that made the 
placement.  

G. A student, who has been expelled or suspended for more than thirty days from 
attendance at school by a school board or a private school in Virginia or in another 
state or for whom admission has been withdrawn by a private school in Virginia or 
another state may be excluded from attendance in the Waynesboro School Division 
regardless of whether such student has been admitted to another school division or 
private school in Virginia or in another state subsequent to such expulsion, 
suspension, or withdrawal of admission upon a finding that the student presents a 
danger to the other students or staff of the school division after (i) written notice to 
the student and his/her parent that the student may be subject to exclusion, 
including the reasons therefore, and notice of the opportunity for the student or his 
parent to participate in a hearing to be conducted by the superintendent or his 
designee regarding such exclusion; and (ii) a hearing of the case has been 
conducted by the superintendent or his/her designee; and the decision has been to 
exclude the student from attendance. The student or his parent may file a written 
petition for review with the School Board within 15 days of notice of the decision of 
the superintendent or his/her designee. If the School Board grants a review of the 
record, the decision of the superintendent or his/her designee may be altered. 

 

http://leg1.state.va.us/cgi-bin/legp504.exe?000+cod+16.1-260
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Upon the expiration of the exclusion period for an expulsion or a withdrawal of 
admission, which period shall be established by the School Board, committee 
thereof, or superintendent or his designee, as the case may be, at the relevant 
hearing, the student may petition the School Board for readmission. If the petition for 
readmission is rejected, the School Board shall identify the length of the continuing 
exclusion period and the subsequent date upon which such student may petition the 
School Board for readmission. 

For the purposes of this section, the superintendent's designee shall be a (i) trained 
hearing officer or (ii) professional employee within the administrative offices of the 
school division who reports directly to the superintendent and who is not a school-
based instructional or administrative employee. 

In excluding any such expelled student from school attendance, the School Board 
may accept or reject any or all of any conditions for readmission imposed upon such 
student by the expelling school board pursuant to Va. Code § 22.1-277.06. The 
excluding School Board shall not impose additional conditions for readmission to 
school. 

H. This policy does not preclude contractual arrangements between the Waynesboro 
School Board and agencies of the federal government or the school board of 
another jurisdiction to permit students not otherwise eligible to attend Waynesboro 
Public Schools. 
 

I. Prior to admission, the student must document compliance with, or eligibility for 
exemption from, the physical examination and immunization requirements contained 
in Va. Code §§ 22.1-270, 22.1-271.2 and 32.1-46 and policies JHCA Physical 
Examinations of Students and JHCB Student Immunizations. 

If the person enrolling a child who has been placed in foster care by a local social 
services agency is unable to produce a report of a comprehensive physical 
examination and/or proof of immunization, the student shall be immediately enrolled; 
however, the person enrolling the child shall provide a written statement that, to the 
best of his knowledge, the student is in good health and is free from communicable 
or contagious disease. In addition, the placing social service agency shall obtain and 
produce the required documents or otherwise ensure compliance with the statutory 
requirements for the foster child within 30 days after the child’s enrollment. 

Adopted:  9/12/1995 
Reviewed/Revised:  7/14/2015, 11/10/2020, 7/12/2022 

Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-1, 22.1-3, 22.1-3.1, 22.1-3.2, 
22.1-3.4, 22.1-5, 22.1-255, 22.1-260, 22.1-270, 22.1-271.2, 22.1-276.01, 
22.1-277.2,  22.1-287.02, 22.1-288.2, 32.1-46, 63.2-100, 63.2-900, and 
63.2-1200. 

 2007 Va. Opin. AG 07-015. 
1987-88 Va. Opin. AG 374. 
 



File:  JEC 
Page 6 

 

© 5/20 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

Cross Refs.: JEC-R  School Admission 
 JECA  Admission of Homeless Children  

JHCA  Physical Examinations of Students 
JHCB  Immunization of Students 
JGD/JGE  Student Suspension/Expulsion 
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WAYNESBORO PUBLIC SCHOOLS 301 Pine Avenue 
(540) 946-4600 Waynesboro, VA 22980 

 
 
 

NON-RESIDENT APPLICATION OR STUDENT TRANSFER APPLICATION 
 

Date __________ School Year _________ Grade ____________ Age ____________ Birthdate _______________ 
 

Name of Student:   

Address:  

Parent/Guardian: ________________________________________ Telephone Number: ______________________ 
 

Parent/Guardian Address: 

School Student Should Attend: 

School Requesting to Attend: 
 

Reason for Request: 
(Continue on back if necessary) 

 
 

            Signature of Parent/Guardian: ______________________________ 
 
*A new application is required annually and must be submitted by August l to the 
requested school. Please contact the requested school for an application. Tuition 
amount is $750 per school year. 

540-946-4680 Berkeley Glenn Elementary School 540-946-4660 Wenonah Elementary School 
540-946-4635 Kate Collins Middle School 540-946-4616 Waynesboro High School 
540-946-4670 Westwood Elementary School 540-946-4650  William Perry Elementary School 

 

Initial Application   Renewed Application   WPS Employee 

Principal's Signature __________________________________ Date ____________________________________ 

APPROVED  DISAPPROVED  
FOR CENTRAL OFFICE USE ONLY 

  APPROVED        DISAPPROVED  
Date Received __________________ 

 
Assistant Superintendent's Signature _________________________________ Tuition                Non-Tuition  
 

Notification Sent______________________ (for tuition or employee applications) 

 
2021/22 
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GUIDELINES FOR ENROLLING 

OUT-OF-DISTRICT AND NON-RESIDENT STUDENTS 
(Copies of these guidelines should be given to all families of all students who are 

attending school out of their attendance area or from out of the city.) 
 
1. An out-of-district application must be completed for students to attend Waynesboro Schools who live outside 

of the school attendance zones or reside outside of the City. 

2. Application is made by submitting a Student Transfer Request Form or a Non-Resident Application to the 
school being requested for the student to attend. Consideration is only given to complete written applications. 

3. According to School Board policy, pupils living in Waynesboro will be given first consideration for enrollment. 
Upon written application requests, children of employees of Waynesboro Public Schools are given 
consideration next and, if there is a space available, tuition pupil are accepted. 

4. Primary consideration is given to student enrollment numbers. New classes will not be created to 
accommodate out-of-district students. 

5. Students in Waynesboro, desiring to attend another school other than their enrollment area, must make 
application and be approved by the principal and Central Office. 

6. Out-of-district students in an individual school building who have been approved for the first time by the 
principal and Central Office may continue attendance in that building with annual application renewal. 

7. Students enrolled in a school who move to another attendance area in the City after the first semester may 
continue for the remainder of the year with the family providing transportation. An application request may be 
submitted for a rising 5th grader to continue the following year. 

8. Students who move out of the City prior to March 31st must be approved for continued attendance by the 
Central Office. Tuition will be prorated for the remainder of the year from the date of the move occurred. 

9. Students who move out of the City after March 31st may continue with the approval of the principal. No tuition 
will be charged. 

10. Tuition pupils who complete the eleventh grade in Waynesboro may submit application to return to 
Waynesboro for the twelfth grade without paying tuition. The principal must grant approval. 

11. All tuition pupils are subject to approval annually by the principal and the Central Office. 

12. Children of employees living outside the City will be approved by the principal and Central Office with tuition 
fees waived. 

13. Employees making request after June 15th each year are subject to consideration based on enrollment. 

14. In the event that it becomes necessary to deny continuation of out-of-district permission due to enrollment 
changes, the following guidelines should be followed and the order of priority will be: 

• Pupils living within the attendance area will have priority over all other pupils. 
• Children of resident school employees will receive the same considerations as other resident pupils. 

Children of non-resident school employees will receive priority over other non-resident pupils. 
• Tuition paying students will have the next priority. 
• Waynesboro resident pupils who live outside the school attendance area will have the lowest priority. 
• In the event that all other conditions are the same, the student with the greatest longevity within the 

school will have priority. 

15. Out-of-district approval may become void due to student attendance problems, excessive tardies, increased 
student enrollment, or nonpayment of tuition fees. 

Revised 7-2010 
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DIRECTRICES PARA INSCRIBIR ESTUDIANTES  
FUERA DEL DISTRITO Y NO RESIDENTES 

(Copias de estas directrices se deben dar a todas las familias de todos los estudiantes que asisten 
a la escuela fuera de su área de asistencia o de fuera de la ciudad.) 

 
 
1. Un formulario de solicitud fuera del distrito debe ser completado para que los estudiantes asistan a escuelas de Waynesboro si viven 
fuera de las zonas de asistencia escolar o residen fuera de la ciudad. 

La solicitud se hace mediante la presentación de un Formulario de Solicitud de Transferencia del Estudiante o  una aplicación para no 
Residentes a la escuela que se solicita para el estudiante.Sólo se considerarán solicitudes completas por escrito. 

3. Según la política de la Junta Escolar, los alumnos que viven en Waynesboro tendrán primera consideración para la inscripción. Por 
solicitud de aplicación escrita, los hijos de los empleados de las Escuelas Públicas de Waynesboro son considerados a continuación y, si 
hay un espacio disponible, alumnos con matrícula paga son aceptados. 
2. La consideración primordial se da al número de estudiantes matriculados. Nuevas clases no se crearán para dar cabida a estudiantes de 
fuera del distrito . 

5. Los estudiantes en Waynesboro, deseosos de asistir a otra escuela fuera de su área de inscripción, deberán presentar una solicitud y ser 
aprobados por la oficina central y por la rectoría de su escuela. 

6. Los estudiantes de Fuera del distrito que han sido aprobados por primera vez por la oficina principal y central podrán continuar asistiendo 
a dicha escuela renovando anualmente su solicitud. 

7. Los estudiantes inscritos en una escuela que se trasladan a otra área de asistencia en la ciudad después del primer semestre pueden 
continuar durante el resto del año si la familia proporciona el transporte.Una petición de solicitud puede ser presentada por un alumno de 
5 º para seguir en su escuela el año siguiente. 

8. Los estudiantes que se trasladan fuera de la ciudad antes del 31 de marzo deben ser aprobados por la Oficina Central para contiuar su 
asistencia .El costo de la matrícula será prorrateado por el resto del año a partir de la fecha en que se dió la mudanza. 

8. Los estudiantes que se trasladan fuera de la ciudad después del 31 de marzo pueden continuar con la aprobación del director.No se 
cobrará matrícula. 

10. Los alumnos con matrícula paga que terminan el grado once en Waynesboro podrán presentar una solicitud para volver a Waynesboro 
para el último año escolar, sin pagar matrícula. El director debe dar su aprobación. 

11. Todos los alumnos pagos están sujetos a la aprobación anual por el director y la Oficina Central. 

12. Los hijos de los empleados que viven fuera de la Ciudad deberán ser aprobado por la oficina principal y central sin pagar matrícula. 

12. Los empleados que hacen solicitud después del 15 de junio cada año están sujetos a consideración basada en el número de estudiantes 
inscritos. 

13. En el caso de que sea necesario negar la continuación de permiso fuera del distrito, debido a cambios de matrícula, las siguientes 
directrices se deben seguir y el orden de prioridad será: 

• Los alumnos que viven dentro del área de asistencia tendrán prioridad sobre todos los demás alumnos. 
• Hijos de empleados de la escuela residentes recibirán las mismas consideraciones que los alumnos residentes.Hijos de 

empleados de la escuela no residentes tendrán prioridad sobre otros alumnos no residentes. 
• Los estudiantes pagos tendrán la siguiente prioridad. 
• Waynesboro alumnos residentes que viven fuera del área de asistencia de la escuela tendrá la menor prioridad. 
• En caso de que todas las demás condiciones sean las mismas, el estudiante con mayor longevidad dentro de la escuela 

tendrá prioridad. 

14. La matrícula se puede anular debido a problemas de asistencia del estudiante, tardanzas excesivas, números elevados en el salón de 
clase, o la falta de pago de la matrícula. 
 
 
 
 
 
 
 
Revisada 7-2010 
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SCHOOL ADMISSION 
 
No person is charged tuition for admission or enrollment in the Waynesboro 

public schools, whether on a full-time or part-time basis, who is eligible for admission 
under Policies JEC School Admission or JECA Admission of Homeless Children. 
School officials do not inquire into the student’s citizenship or B, C or D visa status in 
determining eligibility for tuition-free enrollment in the Waynesboro public schools.  
 

However, the school division may admit and charge tuition to a student who: 
 

A. Is a resident of the school division but not of school age; 
 

B. Is of school age and not a resident of Virginia but is temporarily living with a 
non-parent who resides within the school division; 

 
C. Is of school age and attending a school in the division pursuant to a foreign 

student exchange program approved by the School Board; 
 

D. Is a resident of the Commonwealth but not of the school division, except as 
provided in Policy JEC School Admission; or 

 
E. Is of school age and residing within the school division, and is enrolled in 

summer programs other than remediation required under Va. Code § 22.1-
253:13.1, or is enrolled in local initiatives or programs not required by the 
Standards of Quality or the Standards of Accreditation. 

 
The following category(ies) of students are eligible for consideration for admission:  
Nonresident Out-of-Division and children of Waynesboro Public Schools employees 
who reside outside of the division. Eligibility for consideration does not signify 
acceptance of the admission application of a student. Each application for admission 
will be considered on an individual basis. The residency of persons in the above 
categories who reside in housing or temporary shelter, or on property located in multiple 
jurisdictions, shall be determined in the manner set forth in Policy JEC School 
Admission. 
 

Foreign students in an F-1 immigration status or who obtain F-1 student visas are 
not admitted in the division’s elementary schools or publicly funded adult education 
programs. Such students may be admitted, for a period up to twelve months, in the 
division’s secondary schools only if they pre-pay the full, unsubsidized per capita cost of 
the education. 
 
Procedure for Admission 
 

The following procedure is followed for application and review of applications for 
admission of students who are not eligible for tuition-free enrollment. 

A parent or guardian of a student shall apply for admission on behalf of the 
student by completing the division application. The application form contains information 
and agreements including, but not limited to: 
 the current legal residence of the child and the school division in which the 

child is currently enrolled, if any; 
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 the child’s unique student identification number, if any; 
 the basis for requesting admission; 
 the specific building and grade level (elementary) or course offerings 

(secondary) in which the student desires to be enrolled if accepted by the 
division; and, 

 the agreement that the student is subject to all policies and regulations of 
the school division, including the Policy JFC Student Conduct and the 
Standards of Student Conduct. 

 
Within 15 calendar days of receipt of the application, the Waynesboro Office of 

the Superintendent shall provide the applicant with written notification of the approval or 
denial of the application. If the student is to be admitted, the superintendent or 
superintendent’s designee shall notify the division which the student previously 
attended, if any, and make necessary arrangements for the transfer of student records. 
The notification of admission shall state the period for which the student is accepted and 
the subsequent conditions which could cause the acceptance to be terminated. 
 

If the application is denied, the Waynesboro Office of the Superintendent shall 
notify the parent or guardian of the right to have the decision reviewed by sending a 
written request to the superintendent or superintendent’s designee within seven 
calendar days. Applications denied based upon the student's suspension, expulsion or 
withdrawal of admission shall be reviewed as provided in Policy JEC School Admission. 
For all other denials of admission, the superintendent or superintendent’s designee shall 
respond in writing to the request for review within 10 calendar days. 
 
Tuition Rate 
 

The tuition rate is set by the superintendent for each academic year. 
 
Transportation 
 

Transportation is not furnished to nonresident students except in those cases 
where: 

 agreements between divisions specify transportation services;  
 federal or state legislation mandates the provision of transportation services; 

or 
 transportation services can be provided at no cost to the division. 

 
Adopted:  9/12/1995 
Reviewed/Revised:  7/14/2015, 11/10/2020, 7/12/2022 
 
Legal Refs: 8 CFR 214.2. 
 

Code of Virginia, 1950, as amended, §§ 22.1-3, 22.1-5 and 22.1-287.02. 
 
  1999 Va. Op. Atty. Gen. 105 
 
Cross Refs.: JEC  School Admission 
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JECA   Admission of Homeless Children 

  JFC   Student Conduct 
  JO   Student Records 
 
 
 
 
 
 



File:  JECA 
 

© 5/18 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

ADMISSION OF HOMELESS CHILDREN 
 

The Waynesboro School Board is committed to educating homeless children and 
youth. Homeless children and youth are not stigmatized or segregated on the basis of 
their status as homeless. The school division coordinates the identification and 
provision of services to such students with relevant local social services agencies and 
other agencies and programs providing services to such students, and with other school 
divisions as may be necessary to resolve interdivisional issues.  
 

The Waynesboro School Division serves each homeless student according to the 
student’s best interest and will  

• continue the student's education in the school of origin for the 
duration of homelessness 
o if the student becomes homeless between academic years 

or during an academic year; or 
o for the remainder of the academic year, if the student 

becomes permanently housed during an academic year; or 
• enroll the student in any public school that nonhomeless 

students who live in the attendance area in which the student is 
actually living are eligible to attend. 

 
In determining the best interest of a homeless student, the Waynesboro School 

Board  
• presumes that keeping the student in the school of origin is in the student’s 

best interest, except when doing so is contrary to the request of the student’s 
parent or guardian, or (in the case of an unaccompanied youth) the youth; 

• considers student-centered factors related to the student’s best interest, 
including factors related to the impact of mobility on achievement, education, 
health and safety of homeless students, giving priority to the request of the 
student’s parent or guardian or (in the case of an unaccompanied youth) the 
youth; 

• if, after conducting the best interest determination based on consideration of 
the presumption and the student-centered factors above, the Waynesboro 
school division determines that it is not in the student’s best interest to attend 
the school of origin or the school requested by the parent or guardian, or (in 
the case of an unaccompanied youth) the youth, provides the student’s parent 
or guardian or the unaccompanied youth with a written explanation of the 
reasons for its determination, in a manner and form understandable to such 
parent, guardian or unaccompanied youth, including information regarding the 
right to appeal; and 

• in the case of an unaccompanied youth, ensures that the division homeless 
liaison assists in placement or enrollment decisions, gives priority to the views 
of such unaccompanied youth and provides notice to such youth of the right 
to appeal. 

 
Enrollment 
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• is unable to produce records normally required for enrollment, such as 
previous academic records, records of immunization and other required 
health records, proof of residency or other documentation; or  

• has missed application or enrollment deadlines during any period of 
homelessness. 

 
The enrolling school immediately contacts the school last attended by the student 

to obtain relevant academic and other records. 
 
If the student needs to obtain immunizations or other required health records, the 

enrolling school immediately refers the parent or guardian of the student or, (in the case 
of an unaccompanied youth) the youth, to the division’s homeless liaison, who assists in 
obtaining necessary immunizations or screenings, or immunization or other required 
health records. 

 
If the documentation regarding the comprehensive physical examination required 

by Policy JHCA Physical Examinations of Students cannot be furnished for a homeless 
child or youth, and the person seeking to enroll the pupil furnishes to the school division 
an affidavit stating that the documentation cannot be provided because of the 
homelessness of the child or youth and also indicating that, to the best of his or her 
knowledge, such pupil is in good health and free from any communicable or contagious 
disease, the school division immediately refers the student to the division’s homeless 
liaison who, as soon as practicable, assists in obtaining the necessary physical 
examination by the county or city health department or other clinic or physician's office 
and immediately admits the pupil to school.  

 
The decision regarding placement is made regardless of whether the student 

lives with the homeless parents or has been temporarily placed elsewhere. 
 
Enrollment Disputes 

 
If a dispute arises over eligibility, or school selection or enrollment in a school 

• the homeless student is immediately enrolled in the school in which 
enrollment is sought, pending final resolution of the dispute, including all 
available appeals; 

• the parent or guardian of the student or (in the case of an unaccompanied 
youth) the youth is provided with a written explanation of any decisions 
related to school selection or enrollment made by the school, the school 
division or the Virginia Department of Education, including the rights of the 
parent, guardian or student to appeal the decision; 

• the student, parent or guardian is referred to the division’s homeless 
liaison who carries out the appeal process as expeditiously as possible 
after receiving notice of the dispute; and 

• in the case of an unaccompanied youth, the homeless liaison ensures that 
the youth is immediately enrolled in the school in which the youth seeks 
enrollment pending resolution of the dispute. 

•  
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Appeal Process 
 

Oral Complaint 
 

In the event that an unaccompanied student or the parent or guardian of a 
student (hereinafter referred to as the Complainant) disagrees with a school’s 
decision regarding the student’s eligibility to attend the school, the Complainant 
shall orally present his position to the division’s homeless liaison. 

 
Written Complaint 
 

If the disagreement is not resolved within five (5) school days, the 
Complainant may present a written complaint to the homeless liaison. The written 
complaint must include the following information: the date the complaint is given 
to the homeless liaison; a summary of the events surrounding the dispute; the 
name(s) of the school division personnel involved in the enrollment decision; and 
the result of the presentation of the oral complaint to the homeless liaison. 
 

Within five (5) school days after receiving the written complaint, the 
homeless liaison will reach a decision regarding the contested enrollment and 
shall provide a written statement of that decision, including the reasons therefore, 
to the Complainant. The liaison will inform the Superintendent of the formal 
complaint and its resolution. 
 

Appeal to Superintendent 
 
If the Complainant is not satisfied with the written decision of the homeless 

liaison, the Complainant may appeal that decision to the Superintendent by filing a 
written appeal. The homeless liaison shall ensure that the Superintendent receives 
copies of the written complaint and the response thereto. The Superintendent or 
designee shall schedule a conference with the Complainant to discuss the complaint. 
Within five (5) school days of receiving the written appeal, the Superintendent, or 
designee, shall provide a written decision to the Complainant including a statement of 
the reasons therefore. 
 
Comparable Services 
 

Each homeless student is provided services comparable to services offered to 
other students in the school attended by the homeless student including the following: 

• transportation services; 
• educational services for which the student meets the eligibility criteria, 

such as services provided under Title I, educational programs for 
children with disabilities and educational programs for English learners; 

• programs in career and technical education; 
• programs for gifted and talented students; and 
• school nutrition programs. 
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Transportation 
 

At the request of the parent or guardian (or in the case of an unaccompanied 
youth, the liaison), transportation is provided for a homeless student to and from the 
school of origin as follows: 

• if the homeless child or youth continues to live in the area served by the 
division in which the school of origin is located, the child's or youth's 
transportation to and from the school of origin is provided or arranged by the 
division in which the school of origin is located. 

• if the homeless child's or youth's living arrangements in the area served by 
the division in which the school of origin is located terminate and the child or 
youth, though continuing his or her education in the school of origin, begins 
living in an area served by another division, the division of origin and the 
division in which the homeless child or youth is living must agree upon a 
method to apportion the responsibility and costs for providing the child with 
transportation to and from the school of origin. If the divisions are unable to 
agree upon such method, the responsibility and costs for transportation are 
shared equally. 

 
Definitions 
 

The term “homeless student” means an individual who lacks a fixed, regular and 
adequate nighttime residence and includes: 

 
1. children and youths, including unaccompanied youths who are not in the physical 

custody of their parents, who  
 

a. are sharing the housing of other persons due to loss of housing, economic 
hardship or a similar reason; are living in motels, hotels, trailer parks or 
camping grounds due to the lack of alternative adequate accommodations 
or in emergency or transitional shelters, or are abandoned in hospitals;  

b. have a primary nighttime residence that is a public or private place not 
designed for or ordinarily used as a regular sleeping accommodation for 
human beings; or 

c. are living in parked cars, parks, public spaces, abandoned buildings, 
substandard housing, bus or train stations or similar settings; and 

 
2. migratory children who qualify as homeless for the purposes of this policy 

because the children are living in circumstances described above. 
 

The term “migratory child” means a child who moved from one residence to 
another and from one school division to another in the preceding 36 months as a 
migratory agricultural worker or migratory fisher or with, or to join, a parent or spouse 
who is a migratory agricultural worker or a migratory fisher. 

 
The term "school of origin" means the school that the student attended when 

permanently housed or the school in which the student was last enrolled. 
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The term "unaccompanied youth" includes a youth not in the physical custody of 
a parent or guardian. 

 
Adopted:  2/12/2008 
Reviewed/Revised:  3/12/2019, 7/12/2022 
 
Legal Refs.: 20 U.S.C. § 6399 
 
  42 U.S.C. §§ 11302, 11431, 11432, 11433, 11434a. 
 
  Code of Virginia, 1950 as amended, §§ 22.1-3, 22.1-70, 22.1-78,  
  22.1-253.13:1, 22.1-270. 
   
Cross Ref.: JEC   School Admission 
  JHCA   Physical Examinations of Students 
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ADMISSION OF NONPUBLIC STUDENTS FOR PART-TIME ENROLLMENT 
 

Generally 
 

The Waynesboro School Board acknowledges the provisions for equivalent 
instruction under Virginia law.  
 
 The parents of students attending private school or being home schooled pursuant 
to Va. Code § 22.1-254.1 who wish to enroll their students on a part-time basis in the 
Waynesboro Schools for participation in academic and/or extracurricular/club activities 
shall, along with the students, comply with this policy. 
 
Admission 
 
 The parents shall identify their children as private school or home school students 
who desire part-time enrollment in academic courses of study. Students admitted under 
this policy are designated as part-time students. At the time of applying for admission, 
students shall designate the academic course(s) in which they want to enroll and each 
extracurricular or club activity in which they wish to participate.  
 
Enrollment 
 
 Students must enroll in at least one academic class (high school) or one 
instructional unit (elementary/middle school) more than the requested course(s) and for 
each extracurricular or club activity in which they choose to participate. If no activity 
participation is sought, the part-time student must enroll in a minimum of two classes. 
Students wishing to participate in an academic class shall have completed all prerequisite 
course work or the equivalent required of full-time public school students wishing to enroll 
in the course. If part-time enrollment causes total enrollment in a class or grade level to 
exceed the maximum allowed by state or local policy (e.g. resulting in the need to employ 
another teacher) admission will be denied. 
 
 Once enrolled, the student shall comply with behavioral, disciplinary, attendance 
and other rules applicable to all students, including rules governing the use of the 
division’s computer systems. If a student fails to comply, the school may withhold credit 
and/or terminate the student's participation in addition to taking any disciplinary action that 
would be taken against a full-time student for similar conduct. 
 
Activities 
 
   Students wishing to participate in a Virginia High School League (VHSL) 
governed extracurricular or club activity shall satisfy the same or equivalent criteria for 
such activities that full-time students must satisfy. Students admitted under this policy 
shall participate in any try-out or selection process required of full-time students. 
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Transportation 
 
 The parents of the children for whom part-time admission is sought are responsible 
for the transportation of the child to and from school, including any expenses incident 
thereto. 
 
Academic Credit 
 
 Class ranking and grade-point-average are not computed for part-time students. 
 
JROTC Membership for Homeschooled Students 
 

Membership in Junior Reserve Officer Training (JROTC) units is open to homeschooled 
students as provided in Policy LBD Home Instruction. 
 
Adopted:  4/11/2017 
Reviewed/Revised: 7/12/2022 

Legal Refs.: 10 U.S.C. § 2031. 

Code of Virginia, as amended, §§ 22.1-78, 22.1-254.1; 22.1-253.13:2. 
 

1973-74 Ops. Va. Att'y Gen. 305. 
 
Cross Refs.: JECA  School Admission 
  JHCB  Student Immunizations 
  IGDA  Extracurricular Activities 
  IHB   Class Size 
  IIBEA  Acceptable Computer System Use 
  JFC  Student Conduct 
  LBD  Home Instruction 
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STUDENT ABSENCES/EXCUSES/DISMISSALS 

 
I. Student Attendance Policy 

 
Student attendance is a cooperative effort and the School Board involves parents 

and students in accepting the responsibility for good attendance. 
 
Each parent/guardian or person having control or charge of a child within the 

compulsory attendance age is responsible for such child's regular and punctual 
attendance at school as required under provisions of the law. 

 
Parents of students who are absent must inform the school of the reason for the 

absence no later than upon the student’s return to school. Absences are excused for 
the following reasons: 

• for middle and high school students, one school day per school year to 
engage in a civic event 

• absences that are excused by a Medical professional (AEX) 
• the parent is aware of and supports the absence (APX- Parent/Guardian 

contacts the school and the secretary notes reason for absence) 
 

 The superintendent, by regulation, establishes procedures for appropriate 
interventions when a student engages in a pattern of absences for less than a full day, 
the explanation of which, if it were a full-day absence, would not be an excused 
absence. 

 
The superintendent’s regulations include procedures for excusing students who 

are absent by reason of observance of a religious holiday. Such regulations ensure that 
a student is not deprived of any award or of eligibility or opportunity to compete for any 
award, or of the right to take an alternate test or examination, which the student missed 
by reason of such absence, if the absence is verified in an acceptable manner. 

 
Students shall attend school for a full day unless excused by the principal or 

principal’s designee.  
 
High school students may spend a maximum of ten school days each academic 

year participating in High School to Work Partnerships established pursuant to 
guidelines developed by the Board of Education. Students who miss a partial or full day 
of school while participating in Partnership programs are not counted as absent for the 
purposes of calculating average daily membership. The superintendent’s regulations 
include procedures by which students may make up work missed while participating in a 
High School to Work Partnership. 

 
An attendance officer, or a division superintendent or superintendent’s designee 

when acting as an attendance officer pursuant to Va. Code § 22.1-258, may complete, 
sign, and file with the intake officer of the juvenile and domestic relations district court, 
on forms approved by the Supreme Court of Virginia, a petition for a violation of a 
school attendance order entered by the juvenile and domestic relations district court 
pursuant to Va. Code § 16.1-278.5 in response to the filing of a petition alleging the 
pupil is a child in need of supervision as defined in Va. Code § 16.1-228. 
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Nothing in this policy shall be construed to limit in any way the authority of any 

attendance officer or the division superintendent to seek immediate compliance with the 
compulsory school attendance law. 
 
II. Compulsory Attendance Procedures  

 
Whenever a student fails to report to school on a regularly scheduled school day 

and no information has been received by school personnel that the student’s parent 
is aware of and supports the absence, or the parent provides a reason for the 
absence that is unacceptable to the school administration, the school principal, 
principal’s designee, attendance officer or other school personnel or volunteer 
notifies the parent by phone, email or other electronic means to obtain an 
explanation. School staff records the student’s absence for each day as “excused” or 
“unexcused”. Early intervention with the student and parent or parents takes place 
for repeated unexcused absences. 

 
A. Upon Fifth Absence Without Parental Awareness and Support  

 
If (1) a pupil fails to report to school for a total of five scheduled school 

days for the school year, and (2) there is no indication that the pupil’s parent is 
aware of and supports the absence; and (3) a reasonable effort to notify the 
parent has failed, then the principal or principal’s designee makes a reasonable 
effort to ensure that direct contact is made with the parent in person, through 
telephone conversation, or through the use of other communication devices to 
obtain an explanation for the pupil’s absence and to explain to the parent the 
consequences of continued nonattendance. The school principal or principal’s 
designee, the pupil, and the pupil’s parent shall jointly develop a plan to resolve 
the pupil’s nonattendance. Such plan shall include documentation of the reasons 
for the pupil’s nonattendance.  

 
B. Upon Additional Absences Without Parental Awareness and Support 

 
If the pupil is absent for more than one additional day after direct contact with the 
pupil’s parent and school personnel have received no indication that the pupil’s 
parent is aware of and supports the pupil’s absence, the school principal or 
principal’s designee shall schedule a conference with the pupil, the pupil’s parent 
and school personnel. Such conference may include the attendance officer and 
other community service providers to resolve issues related to the pupil’s 
nonattendance. The conference shall be held no later than 10 school days after 
the tenth absence of the pupil, regardless of whether the student’s parent 
approves of the conference. The conference team shall monitor the pupil's 
attendance and may meet again as necessary to address concerns and plan 
additional interventions if attendance does not improve. In circumstances in 
which the parent is intentionally noncompliant with compulsory attendance 
requirements or the pupil is resisting parental efforts to comply with compulsory 
attendance requirements, the principal or principal’s designee shall make a 
referral to the attendance officer. The attendance officer shall schedule a  
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conference with the pupil and pupil’s parent within 10 school days and 
may (i) file a complaint with the juvenile and domestic relations district court 
alleging the pupil is a child in need of supervision as defined in Va. Code § 16.1-
228 or (ii) institute proceedings against the parent pursuant to Va. Code § 18.2-
371 or § 22.1-262. In filing a complaint against the student, the attendance officer 
shall provide written documentation of the efforts to comply with the provisions of 
this policy. In the event that both parents have been awarded joint physical 
custody pursuant to Va. Code § 20-124.2 and the school has received notice of 
such order, both parents shall be notified at the last known addresses of the 
parents.  

 
III. Report for Suspension of Driver’s License 
 

In addition to any other actions taken pursuant to this policy, if a student who is 
under 18 years of age has 10 or more unexcused absences from school on consecutive 
school days, the principal may notify the juvenile and domestic relations court, which 
may take action to suspend the student’s driver’s license.  
 
IV. Attendance Reporting 
 

Student attendance is monitored and reported as required by state law and 
regulations. At the end of each school year, each public school principal reports to the 
superintendent the number of pupils by grade level for whom a conference was 
scheduled pursuant to Part II (B) above. The superintendent compiles this information 
and provides it annually to the Superintendent of Public Instruction. 
 
V. Dismissal Precautions 

 
Principals do not release a student during the school day to any person not    

authorized by the student's parent/guardian to assume responsibility for the pupil. 
Students are released only on request and authorization of parent or guardian. The 
superintendent establishes procedures for release of pupils who are not residing with or 
under the supervision of a parent/guardian. The burden of proof on the authority of the 
person to receive the student is on the requesting party. A formal check-out system is 
maintained in each school. 
 
Adopted:  12/10/2013 
Reviewed/Revised:  11/10/2020, 11/9/2021, 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-227.1, 22.1-254, 22.1-258, 

22.1-260, 22.1-279.3, 46.2-323, 46.2-334.01 and 54.1-3900. 

  8 VAC 20-730-10. 
 
  8 VAC 20-730-20. 
  
Cross Refs.: IGAJ  Driver Education 

JFC  Student Conduct 
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EXCLUSIONS AND EXEMPTIONS FROM SCHOOL ATTENDANCE 
 

The School Board shall excuse from attendance at school: 
 
1. Any student who, together with the student’s parents, by reason of bona fide 

religious training or belief is conscientiously opposed to attendance at school.  
 

2. On the recommendation of the juvenile and domestic relations court of the 
city or county in which the student resides, and for such period of time as the 
court determines appropriate, any student who, together with the student’s 
parents, is opposed to attendance at a school by reason of concern for the 
student’s health as verified by competent medical evidence, or by reason of 
such pupil's reasonable apprehension for personal safety when such concern 
or apprehension in that pupil's specific case is determined by the court, upon 
consideration of the recommendation of the principal and division 
superintendent, to be justified. 

 
The School Board may excuse from attendance at school: 

 
1. On recommendation of the principal and the superintendent and with the 

written consent of the parent or guardian, any student who the school board 
determines, in accordance with regulations of the Board of Education, cannot 
benefit from education at school; or 

 
2. On recommendation of the juvenile and domestic relations district court of the 

city or county in which the student resides, any student who, in the judgment 
of the court, cannot benefit from education at school. 

 
Any request for exemption from attendance shall be presented annually in writing 

to the superintendent or superintendent’s designee. 
 

The compulsory education requirements do not apply to  
 

• Children suffering from contagious or infectious diseases; 
• Children whose immunizations against communicable diseases have not 

been completed; 
• Children under 10 years of age who live more than two miles from a public 

school unless public transportation is provided within one mile of the place 
where such children live; and 

• Children between the ages of 10 and 17, inclusive, who live more than 2.5 
miles from a public school unless public transportation is provided within 1.5 
miles of the place where such children live. 

 
In addition, any child who will not have reached the child’s sixth birthday on or before 
September 30 of each school year whose parent or guardian notifies the school board 
that the parent does not wish the child to attend school until the following year. 
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Adopted:  8/13/2020 
Reviewed/Revised:  12/8/2020, 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-254. 
 
Cross Refs.: JEA  Compulsory Attendance 

JHCB  Immunization of Students 
JHCC   Communicable Diseases 
LBD   Home Instruction 
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STUDENT INVOLVEMENT IN DECISION MAKING 
 

The School Board recognizes the student body as a significant part of the 
community and in the decision-making process. 

 
Student input is important in the data collection process, and on relevant issues, 

students' views are sought and considered by the superintendent and the School Board. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-78.  
 
Cross Refs.: AE   School Division Goals and Objectives 

BBBB   Student Liaison to the School Board 
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STUDENT CONDUCT 
 

Generally 
 
 The Waynesboro School Board establishes expectations for student conduct so 
that public education is conducted in an atmosphere free of disruption and threat to 
persons or property and supportive of individual rights. 

 
In addition to the types of conduct prohibited below, the superintendent issues 

Standards of Student Conduct and a list of possible actions for violations of those 
Standards. 

 
This Policy and the Standards of Student Conduct apply to all Waynesboro 

school students. They are enforced when the student’s conduct occurs when the 
student is 

• On school property. 
• Traveling to school or from school. 
• Traveling to, at, and from bus stops. 
• In School Board vehicles. 
• In attendance at any school-sponsored activity. 
• Off school property if the conduct disrupts the learning environment. 

 
The School Board and superintendent biennially review the model student 

conduct code developed by the Virginia Board of Education to incorporate into policy 
and the Standards of Student Conduct a range of discipline options and alternatives to 
preserve a safe and non-disruptive environment for effective learning and teaching. 
 
Parental Involvement and Responsibility 
 

Each parent of a student enrolled in Waynesboro schools has a duty to assist in 
enforcing this policy, the Standards of Student Conduct and compulsory school 
attendance in order that education may be conducted in an atmosphere free of 
disruption and threat to persons or property and supportive of individual rights. This 
policy, the Standards of Student Conduct, a notice of the requirements of Va. Code § 
22.1-279.3, and a copy of the compulsory school attendance law is sent to all parents 
within one calendar month of the opening of schools simultaneously with any other 
materials customarily distributed at that time. A statement for the parent's signature 
acknowledging the receipt of this policy, the Standards of Student Conduct, the 
requirements of Va. Code § 22.1-279.3 and the compulsory school attendance law is 
also sent. Parents are notified that by signing the statement of receipt, they are not 
deemed to waive, but expressly reserve, their rights protected by the constitution or 
laws of the United States or Virginia. Each school maintains records of the signed 
statements.  
 

The school principal may request the student's parent or parents, if both have 
legal and physical custody, to meet with the principal or principal’s designee to review 
the student’s compliance with compulsory school attendance law and to discuss 
improvement of the child's behavior, school attendance and educational progress.  
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The school principal may notify the parents of any student who violates a School 

Board policy, the Standards of Student Conduct, or the compulsory school attendance 
requirements when such violation could result in the student's suspension or the filing of 
a court petition, whether or not the school administration has imposed such disciplinary 
action or filed such a petition. The notice shall state (1) the date and particulars of the 
violation; (2) the obligation of the parent to take actions to assist the school in improving 
the student's behavior and ensuring compliance with compulsory school attendance; (3) 
that, if the student is suspended, the parent may be required to accompany the student 
to meet with school officials; and (4) that a petition with the juvenile and domestic 
relations court may be filed under certain circumstances to declare the student a child in 
need of supervision.  
 

The principal or principal’s designee notifies the parent of any student involved in 
an incident required to be reported to the superintendent and Virginia Board of 
Education as described in Policy CLA Reporting Acts of Violence and Substance 
Abuse. 

 
If a parent fails to comply with the requirements of this Policy, the School Board 

may ask the Juvenile and Domestic Relations Court to proceed against the parent in 
accordance with the requirements of the Code of Virginia. 
 
 A parent, guardian or other person having control or charge of a student is 
notified in writing of any disciplinary action taken with regard to any incident upon which 
an adjudication of delinquency or conviction for an offense listed in Va. Code § 16.1-
260.G was based and the reasons therefor. The parent or guardian is also notified of 
the parent or guardian’s right to review, and to request an amendment of, the student's 
scholastic record, in accordance with regulations of the Board of Education governing 
the management of scholastic records. 
 
Prevention, Intervention, and Treatment Activities and Programs 
 

Any student involved in a reportable drug or violent incident, as described in 
Policy CLA Reporting Acts of Violence and Substance Abuse, participates in prevention 
and intervention activities deemed appropriate by the superintendent or 
superintendent’s designee. Further, any student who has been found to be in 
possession of or under the influence of drugs or alcohol on school property or at a 
school sponsored activity may be required to (1) undergo evaluation for drug or alcohol 
abuse and (2) participate in a drug and/or alcohol treatment program if recommended 
by the evaluator and if the parent consents. 
 
Prohibited Conduct 
 
 The following conduct is prohibited. Students engaging in such conduct are 
subject to disciplinary action. 

 
 

 
 



File: JFC 
Page 3 

© 5/21 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

Prohibited Conduct 
 
 The following conduct is prohibited. Students engaging in such conduct are 
subject to disciplinary action. 
 
Bullying and Use of Electronic Means for Bullying 
 

Bullying is prohibited. "Bullying" means any aggressive and unwanted behavior 
that is intended to harm, intimidate, or humiliate the victim; involves a real or perceived 
power imbalance between the aggressor or aggressors and victim; and is repeated over 
time or causes severe emotional trauma. "Bullying" includes cyber bullying. "Bullying" 
does not include ordinary teasing, horseplay, argument or peer conflict. 
 
Gang Activity 
 

Gang activity, as defined in Policy JFCE Gang Activity or Association, is 
prohibited. 
 
Harassment 
 

As provided in Policy JFHA/GBA Prohibition Against Harassment and Retaliation, 
students are prohibited from harassing other students, school staff, volunteers, student 
teachers or any other person present in school facilities or at school functions.  
 
Hazing 
 
 Hazing is prohibited. 
 

Hazing means to recklessly or intentionally endanger the health or safety of a 
student or students or to inflict bodily harm on a student or students in connection with 
or for the purpose of initiation, admission into or affiliation with or as a condition for 
continued membership in a club, organization, association, fraternity, sorority, or student 
body regardless of whether the student or students so endangered or injured 
participated voluntarily in the relevant activity.   
 
Intentional Injury of Others 
 
 Students are prohibited from intentionally injuring others. 
 
Self-defense 
 

Whether a student acted in self-defense is considered when the student’s 
conduct is evaluated for disciplinary action. 
 
Threats: Intimidation 
 

Students are prohibited from making any verbal, written or physical threat of 
bodily injury to another person.  
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Trespassing 
 

Students, including students who have been suspended or expelled, are subject 
to disciplinary action for trespassing on school property 
 
Use and/or Possession of Alcohol, Tobacco Products, Nicotine Vapor Products, 
Anabolic Steroids, and Other Drugs 
 

Students are prohibited from possessing, using, or distributing any of the 
restricted substances listed below on school property, on school buses or during school 
activities, on or off school property. 
 

Students are prohibited from attempting to possess, use, consume, procure 
and/or purchase, any of the restricted substances listed below or what is represented by 
or to the student to be any of the restricted substances listed below or what the student 
believes is any of the restricted substances listed below. 
 

Students are prohibited from being under the influence of any of the restricted 
substances listed below, regardless of whether the student’s condition amounts to legal 
intoxication. 
 

Restricted substances include but are not limited to alcohol, tobacco products as 
defined in Policy JFCH Tobacco Products and Nicotine Vapor Products, nicotine vapor 
products as defined in Policy JFCH Tobacco Products and Nicotine Vapor Products, 
inhalant products, and other controlled substances defined in the Drug Control Act, 
Chapter 15.1 of Title 54 of the Code of Virginia, such as anabolic steroids, stimulants, 
depressants, hallucinogens, marijuana, imitation and look-alike drugs, drug 
paraphernalia and any prescription or non-prescription drug possessed in violation of 
School Board policy. 

 
In addition to any other consequences which may result, a student who is a 

member of a school athletic team will be ineligible for two school years to compete in 
interscholastic athletic competition if the school principal and the superintendent 
determine that the student used anabolic steroids during the training period immediately 
preceding or during the sport season of the athletic team, unless such steroid was 
prescribed by a licensed physician for a  
medical condition. 
 
Use of Profane or Obscene Language and Conduct   
 

Students are prohibited from using profane or obscene language or engaging in 
profane or obscene conduct. 
 
 Vandalism 
 

Students are prohibited from vandalizing school property and the property of any 
School Board staff member or any other person. 
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The School Board may recover damages sustained because of the willful or 

malicious destruction or, or damage to, public property pursuant to Policy ECAB 
Vandalism. 
  
Adopted:  9/12/1995 
Reviewed/Revised:  4/11/1996, 8/13/2008, 10/8/2013, 7/14/2015, 2/9/2021, 7/13/2021, 

7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§16.1-260, 18.2-56,18.2-308.1, 

18.2-308.7, 22.1-23.3, 22.1-78, 22.1-200.1, 22.1-253.13:7.C.3; 22.1-254, 
22.1-276.3, 22.1-277, 22.1-277.08, 22.1-277.2, 22.1-279.1, 22.1-279.3, 
22.1-279.3:1, 22.1-279.6, 22.1-288.2. 

 
 Model Guidance for Positive and Preventive Code of Student Conduct 

Policy and Alternatives to Suspension, Virginia Board of Education 
January 2019. 

 
Cross Refs.: CLA   Reporting Acts of Violence and Substance Abuse 
 EBB   Threat Assessment Teams 

ECAB   Vandalism 
IIBEA/GAB  Acceptable Computer System Use 
JFCE  Gang Activity or Association 
JFCF  Drugs in School 
JFG   Search and Seizure 
JFHA/GBA  Prohibition Against Harassment and Retaliation 

 JGA   Corporal Punishment 
JGD/JGE  Student Suspension/Expulsion 
JGDA   Disciplining Students with Disabilities 
JGDB Discipline of Students with Disabilities for Infliction of 

Serious Bodily Injury 
JN   Student Fees, Fines and Charges 
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NONDISCRIMINATION STATEMENT 
 
The Waynesboro School Board is committed to nondiscrimination with regard to sex, 
sexual orientation, gender, gender identity, race, color, national origin, disability, 
religion, ancestry, age, marital status, pregnancy, childbirth or related medical 
conditions, military status, genetic information or any other characteristic protected by 
law.  This commitment prevails in all of its policies and practices concerning staff, 
students, educational programs and services, and individuals and entities with whom 
the Board does business. 
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INTRODUCTION 

The Code of Student Conduct is meant to provide a framework for staff when teaching, re-
teaching, and disciplining students due to behavioral infractions.  Also, the Code of Student 
Conduct sets clear expectations for students about their behavior while engaged in school 
division programming. 
 
Establishing a Purpose for the Waynesboro Student Code of Conduct Policy 

The Code of Virginia requires the Virginia Board of Education to provide model policy 
guidelines for local school divisions to use in developing a local student code of conduct.  
The Waynesboro School Board accepts the model policy guidelines in framing this 
document for our community.   
The purpose of this document is to: 

1. Promote a vision for improving conditions for learning so that all students 
experience a safe, supportive school environment that allows them to acquire the 
attributes outlined in the Virginia Board of Education’s Profile of a Graduate.1 

2. Advocate for professional learning for school staff and allocates resources to 
implement the local division’s code of conduct using data to analyze and address 
challenges and successes.  

3. Promote the development of local division codes of conduct that clearly articulate 
expectations for student and adult behavior to enhance school safety and create 
equitable, supportive school environments.  

4. Focus on prevention and provides a leveled system of responses to discipline 
incidents that uses instructional, restorative, and age-appropriate responses before 
resorting to exclusionary practices while respecting the social-emotional 
development of children at elementary, middle, and high school. 

5. Provide that all students who are removed from the classroom for disciplinary 
reasons are able to access services for a quality education and behavioral 
interventions needed to ensure their successful return to the setting from which 
they were removed. 

6. Encourage partnerships with students and their families; behavioral health, child 
welfare, and juvenile justice professionals; law enforcement agencies; and other 
community members to assess and improve the school climate and conditions for 
learning.2  

  

 
 

 
 
 
                                                 
1Virginia Department of Education Link: Profile of a Virginia Graduate.  
2 Morgan, E., Salomon, N., Plotkin, M., and Cohen, R., 23-25. 
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Roles and Responsibilities 

The Principal 
The Waynesboro School Board values the role of the school principal to create positive change in 
our schools.  Principals work with parents, community members, students and staff to establish and 
maintain a positive school climate that reflects the philosophy of the local school board. As leader of 
a team of essential stakeholders, the principal should demonstrate support for a prevention 
framework for behavior by: 
 

• aligning philosophically with a positive approach to behavior,  
• allocating funding,  
• providing visibility (active communication with relevant stakeholders),  
• supporting plans for implementation,  
• allowing for professional learning,  
• establishing coaching supports,  
• providing performance feedback,  
• establishing a team of leaders to drive implementation, 
• utilizing specialized instructional support personnel to analyze data and develop 

interventions and supports, and 
• involving teachers, families, and communities in data analysis and development of 

interventions and supports. 
 

The Virginia Standards of Accreditation (2000), Section 8 VAC 20-131-210.A., state that the 
principal "is recognized as the instructional leader of the school and is responsible for 
effective school management that promotes positive student achievement, a safe and secure 
environment in which to teach and learn, and efficient use of resources." Section B.2. 
specifies that the principal shall "ensure that the school division's student code of conduct is 
enforced and seek to maintain a safe and secure school environment." Section 8 VAC 20-
131-260.C.3 requires a school administration to ensure "a written procedure, in accordance 
with guidelines established by the local board, for responding to violent, disruptive or illegal 
activities by students on school property or during a school-sponsored activity." 
In addition, Section D of the Code of Virginia § 22.1-279.3:1 requires that school principals 
report certain student conduct violations to law enforcement. The same section also states, 
“Nothing in this section shall require delinquency charges to be filed or prevent schools 
from dealing with school-based offenses through leveled sanctions or educational 
programming before a delinquency charge is filed with the juvenile court.” The Waynesboro 
School Board believes the following: 

1. Principals are responsible for managing student conduct on school premises, on 
the school bus, and at school sponsored events in accordance with local board 
policy; 

2. Principals are responsible for establishing and implementing a clear, consistent, 
restorative process consistent with local board policy for removing students from 
an instructional setting at a teacher’s request and for returning the student to the 
instructional setting; 
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3. Law enforcement officers should not become involved in instances of student 
misconduct except at the request of the school principal unless there is imminent 
danger to students, staff, or community members; 

4. Reports to law enforcement do not necessitate the filing of delinquency charges; 
5. Law enforcement officers and school administrators should work together to 

implement systems of support to address juvenile delinquent behavior when 
possible; and 

6. In instances where the law enforcement determines that charges should be filed, 
law enforcement is required to notify the school principal that charges have been 
filed.  

 
Families as Partners  
Creating a positive school climate requires involving families and creating a welcoming 
atmosphere to ensure their participation. Today’s families are not necessarily traditional, 
composed of two parents and siblings. They often include stepparents, grandparents, aunts, 
uncles, stepchildren, and sometimes friends. Waynesboro School Board policy allows for 
non-traditional families to designate who is to be considered a “parent” within the student’s 
family structure within the boundaries of the law. Families should be involved in the 
analysis of data to inform developing policies and practices to improve conditions for 
learning. They have a right to be informed and participate in decisions affecting their 
individual child and to access grievance procedures, which are addressed in Student and 
Parent Rights section of this document. 
 
Section 22.1-279.3. of The Code of Virginia sets forth the duty of each parent of a student 
enrolled in a public school to assist the school in enforcing the standards of student conduct 
and compulsory school attendance. Parents are required to sign and return a statement 
acknowledging the receipt of the school board’s standards of student conduct, use of 
directory information, family life education participation, and acceptable technology use. 
Parents are also required to notify the school upon registration of information concerning 
criminal convictions or delinquency adjudications for any offense listed in subsection G of § 
16.1-260.  
 
Recognizing the partnership between schools and families in making schools safe, effective 
learning environments and in promoting the social-emotional development of children is 
important. Positive communication between families and educators is the foundation of 
student success and processes exist that allow families to formally document any concerns. 
 
Professional Teaching Staff 
According to the Standards of Accreditation 8VAC20-131-220, “The professional teaching 
staff shall be responsible for providing instruction that is educationally sound in an 
atmosphere of mutual respect and courtesy….” Teachers are responsible for establishing and 
maintaining a safe, supportive environment that is developmentally and culturally 
appropriate and promotes student academic, behavior and social-emotional development. 
Developing positive relationships with students that are built on mutual trust and respect 
have been shown to demonstrate some of the highest positive effects on student 
achievement and behavior. Developing relationships requires “specific skills of the teacher 
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such as the skills of listening, empathy, caring and having a positive regard for others.” The 
impact of teacher student relationship variables includes gains in positive behavior, 
critical/creative thinking, math, verbal skills, and overall grades. Because there is a 
correlational link among student behaviors, positive school climate, and academic 
achievement, the Waynesboro School Board affirms the following teachers’ responsibilities: 

• Develop positive relationships; 
• Develop a safe and positive physical environment; 
• Teach (and re-teach when necessary) behavioral expectations;  
• Reinforce positive behavior;  
• Provide instructional feedback on behaviors; 
• Utilize the school’s tiered framework of interventions and supports for students who 

are not meeting behavioral expectations; 
• Recognize personal stress, reactions that may escalate negative student behavior, and 

personal bias; and 
• Use individual and classroom data to progress monitor student behavior and the 

teacher’s responses to behavior. 
 

In addition, teachers should be provided training and follow up coaching that promotes 
positive relationships with other staff, parents, and families, and opportunities to develop 
partnerships that support students’ development. 
If a student is not meeting the behavioral expectations and the teacher has implemented 
classroom or school-based interventions as outlined in school procedures, the teacher may 
request that a student be removed from a class. Waynesboro School Board policy cites the 
initial authority of teachers to remove a student from a class for disruptive behavior in 
accordance with § 22.1-276.2. of the Code of Virginia. The Waynesboro School Board has 
established the following: 

1. Criteria for teachers to remove disruptive students from their classes. 
2. Requirements for incident reports of student behavior to school administrators 

and any other documentation to support such removals from class.  
3. Procedures for the written notification of a student and the student’s parents of 

any incident report and its contents and for the opportunity to meet with the 
teacher and school administrators to discuss the student's behavior and the 
possible consequences if such behavior is not remediated. 

4. Guidelines for the alternative assignment and instruction of such students and for 
the duration of such removals. 

5. Procedures for the return of students to class, for teacher participation in any 
decision by the principal to return a student to the class from which the student 
has been removed, and for the resolution of any disagreements between the 
principal and teacher regarding the return. 
 

Decisions regarding a removal may be made collaboratively using a school team that 
includes specialized instructional support personnel, the student and parents, the teacher, 
and a school-based administrator. When a student is removed from a class at a teacher’s 
request, that student should continue to receive both academic instruction and instruction to 
address the behavior. The teacher should also receive support to address student behavior. 
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The section Preventive and Positive Approaches to Discipline provides further guidance regarding 
the removal of a student by a teacher. 
 
Specialized Instructional Support Personnel 
Specialized instructional support personnel (SISP) include those members of the staff who 
have direct responsibilities for providing for the physical, mental, and social-emotional 
health of students. They include school nurses, school counselors, school psychologists, 
school social workers, behavior specialists, and others who work in the school to provide for 
the health and development of students. Each of these professionals has a direct role in 
promoting and supporting a positive school climate that focuses on prevention, intervention, 
and support to assist students in meeting the behavioral expectations of the student code of 
conduct. As schools work to decrease the use of exclusionary practices, the role of SISP 
becomes more critical.3  
 
School Counselors  
School counseling programs support the Virginia Standards of Learning by providing 
guidance to students in their academic, career, and personal, and social development. 
School counselors collaborate with parents, teachers, administrators, and others to promote 
learning and to help students establish and achieve their education, career, and personal 
goals. School counselors provide leadership to ensure that students benefit from effective 
strategies and services aligned with The Standards for School Counseling Programs in 
Virginia Public Schools. The standards are organized by grade level under the following 
goals: 

• Academic Development – Students will acquire the academic preparation essential 
to choose from a variety of educational, training, and employment options upon 
completion of secondary school.  

• Career Development – Students will investigate the world of work in order to make 
informed career decisions.  

• Social-Emotional – Students will acquire an understanding of, and respect for, self 
and others, and the skills to be responsible citizens. 
  

8VAC20-620-10. School guidance and counseling services states that personal/social counseling 
assists a student to develop an understanding of themselves, the rights and needs of others, 
how to resolve conflict and to define individual goals, reflecting their interests, abilities, and 
aptitudes. Such counseling may be provided either: (i) in groups (e.g., all fifth graders) in 
which generic issues of social development are addressed; or (ii) through structured 
individual or small group multi-session counseling which focuses on the specific concerns of 
the participant (e.g., divorce, abuse or aggressive behavior). 
 
School Social Workers  
School social workers “have special expertise in understanding family and community 
systems and linking students and their families with the community services that are 
                                                 
3 Cowan, K. C., Vaillancourt, K., Rossen, E., & Pollitt, K. (2013). A Framework for safe and successful schools [Brief]. 
Bethesda, MD: National Association of School Psychologists. p. 9. 
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essential for promoting student success. School social workers’ training includes specialized 
preparation in cultural diversity, systems theory, social justice, risk assessment and 
intervention, consultation and collaboration, and clinical intervention strategies to address 
the mental health needs of students. They work to remedy barriers to learning created 
because of poverty, inadequate health care, and neighborhood violence. School social 
workers often focus on providing supports to vulnerable populations of students that have a 
high risk for truancy and dropping out of school, such as homeless and foster children, 
migrant populations, students transitioning between school and treatment programs or the 
juvenile justice system, or students experiencing domestic violence. They work closely with 
teachers, administrators, parents, and other educators to provide coordinated interventions 
and consultation designed to keep students in school and help their families access the 
supports needed to promote student success.”4 
 
School Psychologists 
School psychologists have specialized training that enables them to understand and work 
with students in relation to their academic progress, behavior, social-emotional 
development, and relationships. “School psychologists specialize in analyzing complex 
student and school problems and selecting and implementing appropriate evidence-based 
interventions to improve outcomes at home and school.”5 The School Psychologist is an 
important member of the school team that addresses student progress. They may consult 
with teachers and parents to coordinate services and supports for students’ academic, social, 
and behavioral needs. They are critical members of the student support teams and the crisis 
intervention teams. Their training in conducting risk and threat assessments and in 
evaluation, data collection, and interpretation can facilitate identifying and implementing 
the supports that students may need to ensure their success.  
 
School Nurses 
The school nurse provides emergency care assessments and interventions, management of 
acute and chronic health conditions, referral, and support to access primary care, preventive 
services, communicable disease control measures, counseling for health promotion, and 
identification and management of health-related barriers to student learning. The National 
Association of School Nurses (NASN) framework provides guidance for student-centered 
nursing care that occurs within the context of the students’ family and school community 
and provides guidance for the practicing school nurse to reach the goal of supporting student 
health and academic success by contributing to a healthy and safe school environment 
(NASN, 2016). The VDOE guidance documents and evidence-based practices for school 
nurses are available at the following link: School Health. 
 
Non-Certified Staff 
All members of the school community should be engaged in and responsible for establishing 
a positive school climate. All employees are responsible for establishing and maintaining a 
positive school environment. The Waynesboro School Board is committed to providing 
appropriate professional learning for all staff members in how to support a positive school 

                                                 
4 Cowan, p. 9  
5 Cowan, p. 9 
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environment. At the building level, school principals are responsible for engaging all 
members of the staff in establishing and supporting positive behavioral expectations, 
interventions, and supports. Every school employee is responsible for ensuring a safe, 
supportive, effective learning environment. 
 
Law Enforcement Agencies/Personnel 
School Resource Officer (SRO) is defined in § 9.1-101. of the Code of Virginia as “a certified 
law enforcement officer hired by the local law enforcement agency to provide law 
enforcement and security services to Virginia public elementary and secondary schools.”6 
The School Resource Officers who are assigned to Waynesboro schools operate under a 
Memorandum of Understanding (MOU) that outlines the roles and responsibilities of the 
law enforcement agency, the school division, and personnel from both.  The school 
division’s MOU with local law enforcement clarifies that: 
 “School administrators and teachers are responsible for school discipline. Although SROs 
are expected to be familiar with the school division code of student conduct, the rules of 
individual schools, and their application in day-to-day practice, SROs should not be 
involved with the enforcement of school rules or disciplinary infractions that are not 
violations of law.”7 
Waynesboro School Board policies reinforce the following: 

1. Law enforcement officers are not school disciplinarians. 
2. The officer’s presence does not reduce the responsibility of teachers and of 

administrators to enforce school rules and the school division’s student code of 
conduct. 

3. Classroom management rests with the teacher. 
4. Disciplinary responses remain the responsibility of school administrators. 
5. The focus of law enforcement involvement in conduct matters is properly 

centered on incidents that involve a violation of law. 
 
Additionally, issues that do not present “real and immediate” threat of serious physical 
injury to a student, teacher, or other member of the school community, or are not a 
violation of the law, should be handled by school personnel and not by SROs, police, other 
law enforcement or security officers. Involving police in school discipline undermines 
positive school climate and student attendance and achievement. School personnel, in 
partnership with law enforcement and community diversion organizations, has developed 
positive behavioral interventions and supports to address adolescent behaviors that do not 
pose a serious or immediate threat to safety, including: 

• Disorderly conduct; 
• Trespassing;  
• Loitering; 
• Profanity; 
• Insubordination/defiance; 
• Verbal abuse and/or harassment; 

                                                 
6 § 9.1-101. of the Code of Virginia 
7Atkinson, p. 2. 
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• Vandalism and/or graffiti; 
• Failure to wear or correctly wear school uniform or follow policies regarding 

clothing; 
• Possession of a prohibited item that does not violate the penal law (i.e., cell phones); 
• Being late, cutting class, absenteeism, or truancy; 
• Fighting that does not involve a weapon or injury; 
• Perceived drunkenness or intoxication; 
• Possession of a tool that could be taken to be, but is not intended as a weapon, such 

as a nail clipper or file, small pen knife, butter knife, toy gun, or pepper spray, unless 
that item is being brandished as a weapon; and 

• Promoting or claiming of a neighborhood or crew (including verbally, through 
graffiti, through clothing, or hand signs).8 

 
Well-trained SROs can “protect the community and the campus while supporting schools’ 
educational mission.”9 Waynesboro’s SROs may serve in the following roles: 

• Law enforcement officer who responds to “requests for assistance from 
administrators and coordinates the response of other law enforcement resources to 
the school;”10  

• Expert “on law-related topics such as law enforcement practices, changes in relevant 
laws, crime trends, crime prevention, school safety strategies, and crisis response 
procedures;”11  

• Community police officer who builds positive relationships with students, staff, and 
parents; and 

• Participant on the “school’s policy making teams when it comes to environmental 
safety planning and facilities management, school safety policy, and emergency 
response preparedness.” They can participate in conducting “safety assessments of 
the campus,” in developing and implementing school safety plans and crisis plans,12 
and in conducting threat assessments. 

 
In addition, § 22.1-279.3:1.B. of the Code of Virginia requires law enforcement agencies to 
notify a division superintendent, a principal, or a designee when a student in their school 
commits certain offenses that would be a felony if committed by an adult or a violation of 
the Drug Control Act, or an adult misdemeanor as listed in § 22.1-279.3:1.A. and whether the 
student is released to the custody of his parent or, if 18 years of age or more, is released on 
bond. It further requires that any school superintendent who receives notification that a 
juvenile has committed an act that would be a crime if committed by an adult pursuant to 
subsection § 16.1-260 to report the information to the principal of the school in which the 
juvenile is enrolled. Requirements for law enforcement agencies to report the release status 
of the student and for school superintendents to inform principals were added by the 2006 
General Assembly. 

                                                 
8 Dignity in Schools, Dignity in Schools website  
9 Cowan, K.C., p. 9. 
10 Atkinson, p. 3. 
11 Atkinson, p. 3. 
12 Cowan, p. 10. 
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Section 22.1-279.3:1.A. of the Code of Virginia lists certain offenses that school officials are 
required to report to local law enforcement agencies. Additional information about this 
requirement and a list of reportable offenses are included in the Related Policy Issues section 
of this document. 
 
Role of the Community 
Schools and school divisions should not be expected to stand alone when addressing the 
needs of struggling students; therefore, the Waynesboro School Board is provide of the  
collaborative partnerships within the community to meet the needs of students. The School 
Board’s partnerships with mental health agencies, juvenile justice, and social service 
agencies as well as businesses and nonprofit organizations are critical to establishing a 
network of services and supports that ensure success for all students and create safe, 
supportive learning environments.13 In order to create effective community partnerships, 
school board vision and policy development should include broad community 
representation and formalized partnerships with local agencies through memoranda of 
understanding. Those partnerships will improve the board’s ability “to implement its vision 
for improved conditions for learning and to support students with unmet behavioral and 
related needs.”14 
 

 

 

 

 

 

 

 

 

 

                                                 
13 Skiba, Russell, J., Losen, Daniel, p. 11. 
14 Morgan, E., Salomon, p.2. 
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STUDENT AND PARENT RIGHTS 

School Attendance 

All children and youth have the right to a free public education from age 5 to 20 (up to age 
22 if IDEA-eligible), and to attend the public school where they are a bona fide resident. In 
Virginia, the law also requires children to attend school from kindergarten through their 
18th birthday, unless the student reaches completion before age 18 or falls into one of a few 
limited exemptions, such as home-schooling, certified health or safety concerns, and 
conscientious religious objection. 
 
Waynesboro Public Schools has attendance policies that encourage regular attendance and 
address underlying causes of chronic absence and truancy to avoid punishment or 
criminalization of students. Virginia law also makes clear that in no case may students be 
suspended solely for instances of truancy.15 
Students experiencing homelessness,16 students in the foster care system,17 immigrant, and 
non-English speaking students also have rights and protections under federal and state law 
with regard to school enrollment. Schools should ensure that students and caregivers are 
aware of and understand these rights and protections.  
 
Schools are to record any student who is suspended or expelled from their regular school for 
discipline incidents as absent unless the student is physically present at an alternative 
education program (Valley Academy) approved by the school board. Schools are to report 
the suspension or expulsion of a student from the student’s regular school in the discipline 
data collection even though the student is attending an alternative program. 
 
School Discipline 

All students have a right to adequate and meaningful due process prior to being excluded 
from school for disciplinary purposes. Schools should ensure that students and families 
understand school discipline processes and their related right to due process. 

Students have the right to be informed of any suspension, given specific reasons for the 
suspension, and offered the opportunity to tell their side of the story before being suspended.  
Short-term suspensions:18  Students and families have the right to receive in writing a 
description of the incident, the date the student may return to school, and notice of their 
right to appeal. This letter must also be sent to the school superintendent or designee. Upon 
written request by the student or parent/guardian, the Waynesboro Discipline Committee 

                                                 
15 §22.1-277 of the Code of Virginia 
16 See generally, U.S. DEPT. OF EDUC., EDUCATION FOR HOMELESS CHILDREN AND YOUTH PROGRAM: 
TITLE VII-B OF THE MCKINNEYVENTO HOMELESS ASSISTANCE ACT: NON-REGULATORY GUIDANCE 
(2004), available at http://www2.ed.gov/programs/homeless/guidance.pdf. 
17 Fostering Connections to Success and Increasing Adoptions Act of 2008, PL 110-351 
18 §22.1-277.04 of the Code of Virginia 
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must review the suspension. If no alternative education program is provided, schools should 
make academic assignments available to students during a short-term suspension. 
Long-term suspensions:19 Students and families have the right to written notice from the 
Waynesboro Discipline Committee about the conditions of a long-term suspension and their 
relevant due process rights. The student has a right to the following: 
  

• A hearing in front of the Superintendent or their designee; 
• An appeal of an unfavorable decision to the School Board; 
• Consideration of a variety of factors aside from the offense itself, among them: age 

and grade level; the student’s academic and behavioral history; the availability of 
alternatives; mental health, substance abuse, or special education assessments; and 
any other relevant matters; and 

• Upon appeal to the School Board, a written decision within 30 days. 
 

Schools should provide an academically appropriate alternative education program that 
permits students serving a long-term suspension to maintain sufficient progress in the 
curriculum and allow a smooth transition back into the student’s school once the suspension 
term concludes. Schools should provide opportunities for earlier re-admittance based on 
student progress. 
 
Expulsion:20 Students have the same due process rights to hearings and appeals as with long-
term suspension, except that no expulsion is effective until approved by the School Board.  
Students have the right to apply for re-admittance to school from an expulsion. Students 
also have the right to appeal a denial of re-admittance from an expulsion to the School 
Board. 
 
Due Process Rights for Students with Disabilities21 

Students with disabilities are entitled to all the same due process protections as students who 
do not have disabilities, plus additional protections under federal (IDEA, ADA) and state 
law. Appendix B provides detailed requirements for disciplining students with disabilities. 
In brief, 

• Short-term suspensions: A short-term suspension is not considered a “change in 
placement” for special education purposes, but schools must still provide a free and 
appropriate education (FAPE) and strive to fulfill the IEP during this suspension.  

• Even so, a series of short-term suspensions that form a pattern of behavior can be 
considered a change in placement. 

• In most cases, students with disabilities cannot be suspended for more than ten 
school days for conduct that is caused by the disability. 

• Students with disabilities who are long-term suspended or expelled are entitled to an 
expedited decision from a due process hearing challenging the disciplinary action. 

                                                 
19 §22.1-277.05 of the Code of Virginia 
20 §22.1-277.06 through 277.08 of the Code of Virginia 
21 8VAC20-81-10 through 8VAC20-81-340 Link: Chapter 81. Regulations Governing Special Education Programs for 
Children with Disabilities in Virginia 
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Waynesboro School Board policy specifies that suspension and/or expulsions of students 
with disabilities will be in compliance with state regulations and federal law. Additional 
information is found at the following link: Regulations Governing Special Education 
Programs for Children with Disabilities (2010). Additional information on students with 
disabilities is included in Appendix B. 
 
Parents’ Rights 

Schools should create welcoming environments for all parents and caregivers. Schools have 
the duty to provide opportunities for parental and community involvement.22 Schools 
should ensure parents and guardians understand and are able to exercise their rights to 
participate in decisions affecting their child’s education by: 

• Ensuring all students and parents know and understand school norms, expectations, 
rules, and processes.23 

• Ensuring all students and families receive copies of the school code of conduct within 
one calendar month of the beginning of school (or, for students who transfer in or 
register late, at the time of registration). 

• Collaborating with students and families to host forums to discuss positive school 
climate and behavioral expectations, including student assemblies and family “Town 
Hall” discussions. 

• Protecting and adhering to due process rights, including those related to attendance, 
school discipline, school policing, restraint and seclusion, and special education. 

• Assuring timely notice to parents—as required and otherwise—of academic or 
behavioral challenges in order to work with parents, guardians, and others to identify 
positive solutions and supports. 

• Accommodating—as required and otherwise—family schedules and availability to 
ensure family involvement in decision-making. 

• Providing parents with timely information regarding the process for appealing 
discipline decisions and allowing for situations that may affect their ability to 
respond to school division timelines. 
 

Parents also have an affirmative duty to collaborate with schools in implementing conduct 
codes and assuring student attendance.24 Schools should strive to establish positive, 
affirmative opportunities to build strong parent-school relationships before any specific 
academic, behavioral, or attendance-related issues arise.  
  

                                                 
22  §22.1-279.3(B) of the Code of Virginia 
23 §22.1-279.3(C) of the Code of Virginia 
24 §22.1-279.3(A) of the Code of Virginia 
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PREVENTIVE AND POSITIVE APPROACHES TO DISCIPLINE 

Tiered Systems of Support 

“Preventive and positive approaches to discipline create safe, supportive, and positive 
schools where adults respond to misbehavior with interventions and consequences aimed at 
understanding and addressing the causes of misbehavior, resolving conflicts, meeting 
students’ needs and keeping students in school and learning.”25 The Waynesboro School 
Board has adopted evidence-based, schoolwide preventative and positive discipline policies 
described below.  

The Virginia Tiered Systems of Supports (VTSS), grounded in the research of national 
models for Multi-Tiered System of Supports (MTSS), is a data-driven decision-making 
framework for establishing the academic, behavioral, and social-emotional supports needed 
for a school to be an effective learning environment for all students. It is a model for systems 
reform with the goal of improving student outcomes. The VTSS supports school divisions in 
their paradigm shift to understand the role of context, environment, and instruction as it 
applies to the development and improvement of academic, behavior, and social-emotional 
wellness skills. Division and school-based teams, in collaboration with VTSS Systems 
Coaches, establish a range of evidence-based instructional interventions that are 
implemented systematically based on student academic, behavioral, and mental health 
needs. The interventions are an array of high quality, evidence-based practices that are 
layered and implemented according to increasing levels of intensity or tiers. The core 
features of VTSS include: 

• Aligned Organizational Culture 
• Data Informed Decision Making 
• Evidence Based Practices 
• Family, School, Community Partnerships 
• Monitoring Student Progress 
• Evaluation of Process 

 
For more information on VTSS, please visit the VTSS website. 

Professional Learning for School Personnel 

Effective training of administrators and other staff with responsibility for implementation of 
student conduct policy is critical. Professional learning should be designed to include, but 
not be limited to, the following: 
 

• Multi-Tiered Systems of Support 
• Child development 
• Social-emotional learning 

                                                 
25 Dignity in Schools, p. 21. 
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• Brain research 
• Trauma 
• Purpose and intent of student conduct policy 
• Specific staff roles and responsibilities for implementing student conduct policy 

including the role of central office staff, hearing officers, and student services 
personnel 

• Leveled systems of intervention and disciplinary responses 
• Establishing behavioral expectations and supporting students to meet them 
• Disciplinary processes and procedures including classroom managed and office 

managed behaviors 
• Requirements and procedures for reporting offenses to local law enforcement 

authorities 
• Bullying prevention required by the Code of Virginia at § 22.1-291.4  
• Family engagement 
• Restorative practices 
• Relationship of student conduct policy to other policies and procedures 
• Special considerations for disciplining students with disabilities 
• Due process 
• Behavior support plans 
• Functional Behavior Assessments 
• Health plans 
• Threat assessments required by the Code of Virginia §  22.1-79.4.C 

 
Clear Objective Behavioral Expectations  

Using a process for collecting and analyzing academic, behavior, attendance, and other 
available data, the Waynesboro School Board has developed policies and has allocated 
resources for a defined set of instructional and prevention-based practices that define, teach, 
and reinforce clear, objective behavioral expectations. Such practices ensure equity, as 
defined in policy, and consistency across schools within the division.   
The Waynesboro School Board supports schools’ use of data to clearly define a set of three 
to five positively stated, schoolwide (and aligned classroom), social-emotional and 
behavioral expectations. These expectations define how staff and students learn, work, and 
interact in order to establish the positive school climate outlined in school vision and 
mission statements and/or strategic planning documents. They are, in essence, the 
curriculum for developing a positive community. As such, this curriculum should be taught, 
reinforced, prompted, re-taught, and have a continuum of procedures for instructional 
behavior correction as would be available for the academic curriculum. Parent, student, and 
community involvement in the development of expectations is critical and expected.  
 
Social-Emotional Learning (SEL) 

Social-emotional learning has been attributed to positive attitudes about school and to 
significant improvement in academic achievement. The Collaborative for Social and 
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Emotional Learning (CASEL) produced a review which found that students who 
participated in a social-emotional learning program “demonstrated significantly improved 
social and emotional skills, attitudes, behavior, and academic performance that reflected an 
11-percentile-point gain in achievement” over the control group.26 
Learning social-emotional skills is vital to student development and is directly related to 
Virginia’s Profile of a Graduate, which expects students to demonstrate the “Five C’s:” 
critical thinking, creative thinking, communication, collaboration, and citizenship. A 
Virginia high school graduate should be able to: 

1. Achieve and apply appropriate academic and technical knowledge; 
2. Attain and demonstrate productive workplace skills, qualities and behaviors; 
3. Build connections and value for interactions with diverse communities; and 
4. Align knowledge, skill, and personal interests with career opportunities.27 

In order to achieve the goals of Virginia’s Profile of a Graduate, students need to develop the 
following social-emotional competencies:  
 

1. Self-awareness, 
2. Self-management, 
3. Social awareness, 
4. Relationship skills, and 
5. Responsible decision-making.28 

 
Student Behavior Categories  

The following behavior categories are designed to recognize the impact student behavior has 
on the school environment and on learning. They encourage awareness for administrators, 
teachers, parents, and counselors of students’ social-emotional development and emphasize 
the importance of helping students achieve academically and develop SEL competencies. 
 

A. Behaviors that Impede Academic Progress (BAP): These behaviors impede 
academic progress of the student or of students. They are typically indicative of the 
student’s lack of self-management or self-awareness. Sometimes, the student may 
need help in understanding how the behavior impacts others so training in social 
awareness may also be indicated.  

B. Behaviors Related to School Operations (BSO): These behaviors interfere with the 
daily operation of school procedures. Students exhibiting these behaviors may need 
to develop self-management, self-awareness, or social awareness skills. 

C. Relationship Behaviors (RB): These behaviors create a negative relationship 
between two or more people that does not result in physical harm. Relationship 
behaviors affect the whole school community in that the school climate is often a 
reflection of how people treat one another. Students who exhibit difficulty with 

                                                 
26 Durlak, Joseph A; Weissberg, Roger P; Dymnicki, Allison B.; Taylor, Rebecca D. and Schellinger, Kriston B. The Impact of 
Enhancing Students’ Social Emotional Learning: A Meta-Analysis of School-based Universal Interventions. Child Development 
Journal, Jan.-Feb. 2011 vol. 82. #1, pages 405-432.  
27 Virginia’s Revised Standards of Accreditation 
28  Hanover Research: Prioritizing Social Emotional Learning in School Districts. 4401 Wilson Boulevard, Suite 400, Arlington, 
VA. 
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relationship behaviors may also have difficulty with the other social-emotional 
competencies.  

D. Behaviors that Present a Safety Concern (BSC): These behaviors create unsafe 
conditions for students, staff, and visitors to the school. The underlying reasons for 
this type of behavior may lie in any of the social-emotional competencies so the 
administrator should investigate the underlying motivation for the student’s 
behavior. Training in social awareness and decision-making are usually indicated in 
any behavior that creates a safety concern. 

E. Behaviors that Endanger Self or Others (BESO): These behaviors endanger the 
health, safety, or welfare of either the student or others in the school community. 
Behaviors that rise to this level of severity are often complex. While they are 
indicative of poor decision-making skills, students who exhibit these behaviors may 
also have developmental needs in the other social-emotional competencies.  

The categories are a means to sorting behaviors in order to apply leveled administrative 
responses to student behaviors. The Standards of Student Conduct section provides examples 
of how the behavior categories work with leveled administrative responses. 

Leveled Systems of Disciplinary Responses and Instructional Interventions 

In an effective approach to intervention and discipline, when students do not meet 
behavioral expectations, they receive supports to address the root causes of the behavior and 
learn appropriate alternatives. When a specific student behavior does not change following 
an intervention—or the behavior increases in frequency, intensity, or duration—a problem 
solving approach identifies alternative interventions and responses. All stages of a system of 
intervention should include opportunities for learning acceptable replacement behaviors 
within the school and community and access to interventions to address the underlying 
causes of behavior.  
Delivering disciplinary responses to unwanted behaviors is often needed but never a 
sufficient strategy for reducing inappropriate behavior. Therefore, leveled systems of 
disciplinary responses should always be only one part of more comprehensive policy around 
behavior that includes instructional, preventive, and proactive strategies as described earlier 
in this document. The delivery of disciplinary responses should only serve four key 
functions: 
 

● preventing a negative behavior from being rewarded; 
● preventing a problem behavior from escalating; 
● preventing a problem behavior from significantly interrupting instruction; and 
● preventing physical and/or social-emotional harm to others. 

Equitable Processes for Managing Student Behavior 

Waynesboro School Board policies and practices include an explanation of and guidance for 
the use of positive, proactive, preventive, evidenced-based approaches to respond to student 
behavioral incidents that include appropriate teacher responses. As with academic error 
correction and feedback, responses to student behavior are anchored in an instructional 
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approach that emphasizes teaching and the modeling of desired behaviors in a supportive 
classroom environment. A combination of teacher and administrative responses should be 
used with the goal of preventing misbehavior from occurring, encouraging positive student 
behavior, developing social-emotional skills, and maximizing academic instructional time. 
Principals and leadership teams are responsible for engaging staff in data informed decision-
making that identifies student behaviors that are teacher managed versus those that are 
administrator managed. Such decisions must then be documented in writing and include an 
explanation of the processes and procedures for addressing student behavior. Effective 
evidence-based responses within the classroom-managed and administrator-managed 
categories should be delineated within a table or flowchart. They should be disseminated, 
taught, and reinforced to the entire school community. Uniform definitions and decision 
rules applied consistently are essential to ensuring equitable application of disciplinary 
actions across teachers, grades, and school buildings within a division. Examples of both a 
flowchart and table of teacher responses follow. 
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Discipline Process Flow Chart 

The flow chart below is the process for managing student behaviors through a positive, 
proactive, preventive, evidenced-based approach. 
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Teacher Responses to Manage Student Behaviors 

Prior to administrative involvement in student behavior issues, teachers are responsible for 
supporting students in acquiring the behaviors expected in the school environment. Below 
are examples of proactive and instructional teacher actions to assist students in meeting 
behavioral expectations. Teachers have the authority to remove a student from a class for 
disruptive behavior in accordance with § 22.1-276.2. of the Code of Virginia. 
 
Examples of Proactive Teacher Supports for 
Classroom Managed Behaviors: 
• Develop, teach, and maintain clearly defined 

classroom expectations that are consistent 
with schoolwide behavioral expectations and 
applicable across all classroom settings at all 
times. 

• Build positive relationships with students and 
families. 

• Model and practice expectations in the 
appropriate settings. 

• Reteach/review expectations throughout the 
school year (i.e., quarterly, after breaks). 

• Use pre-correction strategies to remind 
students of expectations before transitioning 
between tasks/assignments. 

• Use more positive than corrective statements 
(4:1 ratio). 

• Create a classroom acknowledgement system 
to increase responsible student behavior. 

• Implement effective, evidence based 
instructional practices match to student 
learning needs. 

• Actively engage students in the teaching and 
learning process. 

• Teach prevention lessons that address 
students’ social-emotional competencies. 
Teach lessons that apply the competencies to 
situations (i.e.,  bullying, suicide awareness 
and prevention, workplace skills, citizenship, 
character education). 

• Flexible classroom arrangements/seating. 
 

 

Examples of Instructional Teacher 
Responses for Classroom Managed 
Behaviors: 
• Restructure/revise classroom practices based 

upon student needs. 
• Adjust pacing of instruction to increase on-

task behavior. 
• Actively observe and plan for ignoring low-

level misbehavior. 
• Change student seating. 
• Provide immediate positive feedback when 

students engage in expected behavior. 
• Respond calmly, restating the desired 

behavior. 
• Use progress-monitoring tools (i.e., behavior 

chart that includes the replacement behavior, 
on-task monitoring form, reflection sheets). 

• Communicate and collaborate with 
parents/guardians and the student’s counselor 
and/or case manager regarding student 
behavior, teacher-based actions, and to problem 
solve. 

• Reteach desired behavior. 
• Problem-solve the behavior during a teacher-

student conference using active listening. 
• Establish and consistently implement 

corrective responses to student misbehavior 
[i.e., positive practice, community service, 
restitution, loss of time for a valued activity, 
in-class time out (not to exceed ten minutes), 
time-out in another class under adult 
supervision, loss of privileges]. 

• Facilitate restorative practices with the student 
and person(s) affected by the student’s 
behavior. 

• Assign a working lunch to facilitate re-
teaching or making up missed work (ex: lunch 
with teacher to catch up on work, review a 
social story, and reteach behavior). 

 



 

  
 

STANDARDS OF STUDENT CONDUCT 

Application of Policy 

Waynesboro School Board policy explicitly states the following: 

(1) Standards of student conduct apply to all students under the jurisdiction of a school board.  
(2) Disciplinary action will be determined based on the facts of each incident in the reasonable 

discretion of the school board and other appropriate school officials.  
(3) Disciplinary responses to student behavior will be aligned with the levels established by the school 

board. 
(4) Students are subject to disciplinary action for misconduct that occurs: 

a) In school or on school property,  
b) On a school vehicle, 
c) While participating in or attending any school-sponsored activity or trip,  
d) On the way to and from school, and  
e) Off school property, when the acts lead to  

(i) an adjudication of delinquency or a conviction for an offense listed in  
§ 16.1-305.1. of the Code of Virginia (unlawful purchase, possession or use of a weapon, 
homicide, felonious assault and bodily wounding, criminal sexual assault, manufacture, 
sale, gift, distribution or possession of Schedule I or II controlled substances or 
marijuana, arson, and related crimes, and burglary and related offenses), criminal street 
gang activity or recruitment for such activity, or an act of violence by a mob, or 

(ii)  a charge that would be a felony if committed by an adult. 
 
Equity through Leveled Responses to Student Behavior  
The Waynesboro School Board has a vested interest in the consistent and the equitable implementation 
of policy across school sites and varying demographics. To ensure greater consistency, the school board 
has developed descriptors of student behaviors and prescribed certain minimum and maximum 
disciplinary actions. The leveled system for administrators enables equitable disciplinary responses to 
student behaviors, they increase the fidelity of implementation of a school division's discipline policy and 
therefore improve equity. 
 
Categories of Behavior Descriptors 

The following lists bring together the Categories of Student Behavior Descriptors to facilitate the 
equitable, responsive application of standards of student conduct.  Behaviors that a report to law 
enforcement should be considered are marked with “LE.” 
 
Category A:   Behaviors that Impede the Academic Progress (BAP)  
Behaviors in this category impede the academic progress of the student or of other students. For 
elementary students, level one responses are recommended for these behaviors. For secondary students, 
level one or level two responses are recommended. These behaviors should not involve or be reported to 
law enforcement. 

• (BAP1) Interfering with learning in the classroom (examples include talking, excessive noise, off-
task, out of seat, possessing items that distract) 



 

  
 

 
• (BAP2) Interfering with learning outside of the classroom (examples include excessive noise, 

interrupting a class) 
 

• (BAP3) Scholastic dishonesty (such as cheating, plagiarism) 
 

• (BAP4) Unexcused tardiness to class 
 

• (BAP5) Unexcused tardiness to school 
 
Category B: Behaviors related to School Operations (BSO) 
These behaviors interfere with the daily operation of school procedures. Recommended responses to 
these behaviors for elementary and secondary students range from level one to level three. These 
behaviors should not involve or be reported to law enforcement. 

• (BSO1) Altering an official document or record 
 

• (BSO2) Giving false information, misrepresentation 
 

• (BSO3) Refusal to comply with requests of staff in a way that interferes with the operation of 
school 

 
• (BSO4) Failure to be in one’s assigned place 

 
• (BSO5) Failure to attend assigned disciplinary setting (detention, in-school suspension, Saturday 

school) 
 

• (BSO6) Bringing unauthorized persons to school or allowing unauthorized persons to enter the 
school building 

 
• (BSO7) Dress Code Violation 

 
• (BSO8) Gambling (games of chance for money or profit) 

 
• (BSO9) Possessing items that are inappropriate for school (examples include toys, literature, 

electronics) 
 

• (BSO10) Possession of stolen items 
 

• (BSO11) Unauthorized use of school electronic or other equipment 
 

• (BSO12) Violation of the Acceptable Use of Technology/internet policy 
 

• (BSO13) Violation of school board policy regarding the possession or use of portable 
communication devices 

 
• (BSO14) Vandalism, graffiti, or other damage to school or personal property 



 

  
 

 
Category C: Relationship Behaviors (RB) 
Behaviors in this category create a negative relationship between two or more members of the school 
community (No physical harm is done). For elementary and secondary students, recommended 
responses to these behaviors range from level one to level three. These behaviors should not involve or be 
reported to law enforcement. 

• (RB1) Bullying with no physical injury (Model Policy to Addressing Bullying in Virginia’s  Public 
Schools) 
 

• (RB2) Cyberbullying (Model Policy to Addressing Bullying in Virginia’s  Public Schools) 
 

• (RB3) Posting, distributing, displaying, or sharing inappropriate material or literature, including 
using electronic means 

 
• (RB4) Saying or writing, either directly or through electronic communication, sexually suggestive 

comments, innuendos, propositions, or other remarks of a sexual nature 
 

• (RB5) Stealing money or property without physical force 
 

• (RB6) Speaking to another in an uncivil, discourteous manner 
 

• (RB7) Teasing, taunting, engaging in a verbal confrontation, verbally inciting a fight 
 

• (RB8) Using profane or vulgar language or gestures (swearing, cursing, hate speech, gang signs or 
gestures) 

 
• (RB9) Using slurs based upon the actual or perceived race, ethnicity, color, national origin, 

citizenship/immigration status, weight, gender, gender identity, gender expression, sexual 
orientation, or disability 

 
• (RB10) Failure to respond to questions or requests by staff 

 
• (RB11) Unwanted or inappropriate physical contact 

 
Category D: Behaviors of a Safety Concern (BSC)  
Behaviors in this category create unsafe conditions for students, staff, and/or visitors to the school. The 
range of recommended responses for elementary and secondary students is noted in parenthesis and 
should be based on the age and development of the student and the harm caused by the behavior.  

• (BSC1) Alcohol: Possessing or using alcohol (LE) 
 

• (BSC2) Alcohol: Distributing alcohol to other students (LE) 
 

• (BSC3) Drugs: Possessing drug paraphernalia 
 

• (BSC4) Drugs: Violating school board non-prescription (Over the counter) medication policy or 
look-alike drug policy 



 

  
 

 
• (BSC5) Tobacco: Possessing/Using/Distributing tobacco products, possessing tobacco 

paraphernalia, electronic cigarettes, vaping equipment 
 

• (BSC6) Bullying Behavior without physical injury that continues after intervention (Model Policy 
to Addressing Bullying in Virginia’s Public Schools). Bullying that leads to physical injury should 
be classified as Assault and Battery. 

 
• (BSC7) Cyberbullying that continues after intervention (Model Policy to Addressing Bullying in 

Virginia’s Public Schools) Cyberbullying that relates a threat to the safety of students and staff 
should be treated with a higher level of intervention and consequences. 

 
• (BSC8) Harassment:  Repeatedly annoying or attacking a student or a group of students or 

personnel creating an intimidating or hostile educational or work environment 
 

• (BSC9) Bus: Distracting the bus driver 
 

• (BSC10) Bus: Endangering the safety of others on the bus 
 

• (BSC11) Fire alarm: Falsely activating or other disaster alarm 
 

• (BSC12) Fire related: Possessing items that could be used to set or cause a fire or produce large 
amounts of smoke 

 
• (BSC13) Engaging in reckless behavior the creates a risk of injury to self or others 

 
• (BSC14) Fighting that results in no injury as determined by the school administration 

 
• (BSC15) Inciting or causing a substantial disturbance to the operation of school or the safety of 

staff and/or students 
 

• (BSC16) Throwing an object that has the potential to cause a disturbance, injury, or property 
damage 

 
• (BSC17) Shoving, pushing, striking a student with no visible injury 

 
• (BSC18) Exposing body parts, lewd or indecent public behavior (LE) 

 
• (BSC19) Physical contact of a sexual nature – patting body parts, pinching, tugging clothing 

 
• (BSC20) Physical sexual aggression and/or forcing another to engage in sexual activity 

 
• (BSC21) Stalking as described in the Code of Virginia section § 18.2-60.3 

 
• (BSC22) Stealing money or property using physical force; no weapon involved 

 



 

  
 

• (BSC23) Stealing money or property or attempting to steal money or property using weapons or 
dangerous instruments 

 
• (BSC24) Leaving school grounds without permission 
 
• (BSC25) Trespassing 

 
• (BSC26) Possessing dangerous instruments/substances that could be used to inflict harm upon 

another 

• (BSC27) Weapons: Possessing any weapon (other than firearm) as defined by the Code of Virginia 
§18.2-308.1 

 
Category E: Behaviors that Endanger Self or Others (BESO) 
Behaviors in this category endanger the health, safety, and/or welfare of either the student or others in 
the school community. Recommended responses for all students range from level one to level five 
depending upon the age and development of the student and the danger caused by the behavior. The 
range of recommended responses is noted in parenthesis. 

• (BESO1) Assault: Intending to cause physical injury to another person 

• (BESO2) Assault and Battery: Causing physical injury to another person (LE) 

• (BESO3) Fighting: The use of physical violence between students or on another person where 
there is minor injury as determined by the school administration 

• (BESO4) Striking Staff: The use of force against a staff member when no injury is caused 

• (BESO5) Drugs: Possessing controlled substances, illegal drugs or synthetic hallucinogens or 
unauthorized prescription medications (LE) 

• (BESO6) Drugs: Being under the influence of controlled substances, illegal drugs, or synthetic 
hallucinogens or unauthorized prescription medications 

• (BESO7) Drugs: Using controlled substances or using  illegal drugs or synthetic hallucinogens or 
unauthorized prescription medications (LE) 

• (BESO8) Drugs: Distributing controlled substances or prescription medications or illegal drugs or 
synthetic hallucinogens or alcohol to another student(s) (LE) 

• (BESO9) Fire: Attempting to set, aiding in setting, or setting a fire 

• (BESO10) Gang-Related Behavior: Engaging in threatening or dangerous behavior that is gang-
related as defined in §18.2-46.1. 

• (BESO11) Hazing as defined in §18.2-56. and noted in § 22.1-279.6. 



 

  
 

• (BESO12) Threatening, intimidating, or instigating violence, injury or harm to a staff member or 
members 

• (BESO13) Threatening, intimidating, or instigating violence, injury, or harm to another student(s) 
or other(s) 

• (BESO14) Possession of a firearm or destructive device as defined in § 22.1-277.07. (LE) 

• (BESO15) Using any weapon to threaten or attempt to injure school personnel (LE) 

• (BESO16) Using any weapon to threaten or attempt to injure student(s) or other(s) (LE) 

• (BESO17) Bomb threat- Making a bomb threat 
 
Leveled Administrative Responses to Student Behavior 

Administrators and leadership teams should engage in a data driven decision-making process to 
determine appropriate responses for behaviors at all levels. Consequent actions or punishment should 
always be addressed with instruction and intervention. Instruction should focus on helping students 
develop social-emotional competencies needed to change the behavior.  
 
As a part of the administrative decision-making process, the Waynesboro School Board has developed an 
investigation process. The process helps ensure the students’ rights are respected and that all student 
behavior is addressed in an equitable manner. All referrals to an administrator should include 
communication with the family. Family involvement is critical to addressing student behavior.   
 

Investigative Decision-Making Process 

The administrator will: 
1. Determine if the behavior is an office-managed behavior (See the Discipline Process Flow 

Chart on page 26). If it is a teacher-managed behavior, consult with the teacher, team, school 
counselor, or other personnel on appropriate next steps. 

2. Gather information to determine the complete picture of the situation, including statements 
from the student(s).  

3. Identify contributing factors and existing data and/or previous interventions. 
4. Consult the regulations for students with disabilities Appendix C, if the student is identified as 

having a disability. 
5. Communicate with the family to inform and gather information.  
6. Consider whether contributing factors, data, or previous interventions indicate that a support 

or intervention is appropriate for the student.  
7. Refer the student to the support services or restorative justice intervention, if supports are 

indicated. 
8. Label the behavior according to the behavior descriptors; assign the appropriate level of 

consequence, if disciplinary consequences are indicated. 
9. Inform families of results of the investigation, the discipline consequence, and the academic 

and behavioral interventions that will be provided. 



 

  
 

10. Document all interventions and consequences.  
11. Notify the Superintendent Designee and Law Enforcement as required by policy. 
12. Initiate a Threat Assessment, as indicated or required. 
13. Follow through on the recommendations from the Threat Assessment Team. 
14. Develop an action plan to provide for the student’s academic and behavioral needs during the 

suspension or expulsion if the student is long-term suspended or expelled.  

Administrative responses and interventions should be designed to address student behavior, reinforce 
school and classroom expectations for appropriate behavior, and prevent further behavioral issues. The 
following levels of administrator responses go hand-in-hand with tiered supports, which are more fully 
described in the Guidelines for the Reduction of Exclusionary Practices. Neither is intended to be the sole 
response to student discipline incidents. The following lists of leveled administrative responses to student 
behavior are provided as an example of a leveled system of discipline responses. School boards are 
encouraged to develop their own levels of response based on local data and resources. 

Level 1 Responses: Level 1 responses are intended to prevent further behavioral issues while keeping the 
student in school.  

• Re-teaching or modeling of desired behavior  
• Recognize/Reward appropriate behavior 
• Administrator/Student conference and/or Administrator/Student/Teacher conference  
• Written reflection or letter of apology 
• Peer mediation or conflict resolution  
• Behavior progress chart 
• Restorative justice practices 
• Restitution 
• Seat change 
• Loss of school privileges 
• Confiscation by the administration 
• Administrator/Teacher/Parent/Guardian conference 
• Detention (before school, at lunch, after school) 
• Consultation with other school division professionals  

 
Level 2 Responses: Administrative responses and interventions at this level are designed prevent further 
behavior issues and keep the student in school. Depending upon the severity of the behavior, short-term 
removal of the student from the classroom may be appropriate. 

• Student conference 
• Administrator/Teacher/Counselor/Student conference (includes re-teaching of expected 

behavior) 
• Administrator/Teacher/Parent/Guardian conference 
• Check-In/Check-Out 
• Mediation or conflict resolution  
• Detention  (before school, at lunch, after school) 
• Referral to support services (e.g., School Counselor, Behavior Interventionist, Mentor Program, 

and Problem-Solving Team (ex. VTSS), Substance Use and Intervention Program) 
• Referral to Individualized Education Plan (IEP) Team 
• Administrative review of student schedule 



 

  
 

• Restorative justice practices 
• Referral for community-based services 
• Saturday school 
• Restitution 
• Confiscation 
• Temporary loss of privileges  
• In-school suspension with behavioral interventions and/or restorative practices (up to one day) 

Level 3 Responses: Dependent upon the severity, chronic nature of the behavior and/or safety concerns, 
Level 3 behaviors may result in the student’s short-term removal from school.  

• Administrator/Teacher/Parent/Guardian Conference 
• Detention 
• In-school suspension with restorative practices (more than one day, not to exceed five days) 
• Referral to support services (e.g., School Counselor, Behavior Interventionist, Mentor Program, 

Problem Solving Team, Therapeutic Day Treatment (TDT), Substance Use and Intervention 
Program) 

• Referral for community-based services 
• Functional Behavioral Assessment (FBA) and Behavior Intervention Plan (BIP) Development 

(Special Education Students) 
• Functional Behavioral Assessment (FBA) and Behavior Support Plan (BSP) Development 

(General Education Students) 
• Restorative justice practices 
• Revocation of privileges  
• Restitution 
• Referral to alternative education programs 
• Short-term out-of-school suspension29 (one-three days for elementary students30/one-five days for 

secondary students) with restorative circle or conference upon return 
• Behavior contract (developed with and signed by the student, parent/guardian, and school 

officials) 
• Notification to law enforcement where required 
• Administrative review of student schedule 

 
Level 4 Responses: Some Level 4 behaviors require a report to the superintendent or superintendent’s 
designee as outlined in the Code of Virginia § 22.1-279.3:1. Local school board policy may require 
additional reporting. A referral to the superintendent or superintendent’s designee does not automatically 
result in a long-term suspension, change of placement or expulsion. After a review of the incident in 
context, the superintendent or designee may return students to the comprehensive setting with additional 
supports and/or responses to be implemented. 

• Threat Assessment as indicated by the behavior 
• Notification to law enforcement as required 
• Parent-Administrator-Teacher-Student behavior contract 

                                                 
29 § 22.1-276.01. Definitions. "Short-term suspension" means any disciplinary action whereby a student is not permitted to attend school for 
a period not to exceed 10 school days. For the purpose of data collection, removal from the student’s home school for disciplinary reasons 
constitutes suspension. 
30 § 22.1-277 Prohibits, except for drug offenses, firearm offenses, and certain criminal acts, students in preschool through grade three from 
being suspended for more than three school days or expelled from attendance at school unless (i) the offense involves physical harm or 
credible threat of physical harm to others or (ii) the local school board or the division superintendent or his designee finds that aggravating 
circumstances exist, as defined by the Department of Education. 



 

  
 

• Long-term revocation of privileges 
• Restitution via written contract 
• Referral for community-based services 
• Administrative review of student schedule 
• Short-term out-of-school suspension (for preschool to grade three students one to three days31, 

four to ten days for fourth- to sixth-grade students, or five to ten days for seventh- to twelfth-grade 
students)  

• Recommendation for a long-term suspension as determined by local policy or by Code. Link: (11 
to 45 days as defined in § 22.1-276.01) 

 
Level 5 responses: Level 5 responses are reserved for those behaviors that require a referral to the 
superintendent or designee. For preschool to grade three students, any suspension beyond three days 
must be referred to the superintendent. A referral to the superintendent or designee may not 
automatically result in an expulsion, alternative placement, school reassignment, or long-term 
suspension.  
 
Required School-based Administrative Responses to Level 5 Behaviors 

• Threat Assessment as indicated by the behavior 
• Notification to law enforcement as required 
• Referral to Superintendent or designee  
• Administrative review of student schedule 

 
Examples of superintendent or designee responses to Level 5 behavior 

• Long term suspension32 Link: (11 to 45 days as defined in § 22.1-276.01) 
• Alternative placement   
• Expulsion33 
• School reassignment: Students may be assigned to another school within the division. Board 

policy should establish the procedures for assigning any student to another school. Those policies 
and procedures should ensure equity. 

• Return the student to the school setting with appropriate supports and interventions. 
 
 
 
 

Categories of Behavior Descriptors and Responses 

The following charts bring together the Categories of Student Behavior Descriptors and the Levels of 
Administrative Responses to facilitate the equitable, responsive application of standards of student conduct.  There 

                                                 
31 § 22.1-277 Prohibits, except for drug offenses, firearm offenses, and certain criminal acts, students in preschool through grade three from 
being suspended for more than three school days or expelled from attendance at school unless (i) the offense involves physical harm or 
credible threat of physical harm to others or (ii) the local school board or the division superintendent or his designee finds that aggravating 
circumstances exist, as defined by the Department of Education. 
32§ 22.1-276.01. as amended by House Bill 1600 Approved March 23, 2018  Long-term suspension" means any disciplinary action whereby 
a student is not permitted to attend school for 11 to 45 school days. For the purpose of data collection, removal from the student’s home 
school for disciplinary reasons constitutes suspension. 
33 § 22.1-276.01. "Expulsion" means any disciplinary action imposed by a school board or a committee thereof, as provided in school board 
policy, whereby a student is not permitted to attend school within the school division and is ineligible for readmission for 365 calendar days 
after the date of the expulsion.  



 

  
 

are two sets of charts, one for elementary and one for secondary schools.  The Waynesboro School Board supports 
differentiated responses to behavior for elementary students and secondary students. 

ELEMENTARY SCHOOLS LEVELED RESPONSES TO STUDENT 
BEHAVIORS 

Category A: Behaviors that Impede the 
Academic Progress (BAP) of the student or of other students  

(Elementary Schools) Le
ve

l 1
 

L
ev

el
 2

 

L
ev

el
 3

 

L
ev

el
 4

 

L
ev

el
 5

 

(BAP1) Interfering with learning in the classroom 
(talking, excessive noise, off-task, out of seat, possessing items that distract) 

 
X 

    

(BAP2) Interfering with learning outside of the classroom 
(examples include excessive noise, interrupting a class) 

 
X 

    

(BAP3) Scholastic dishonesty (cheating, plagiarism) X 
    

(BAP4) Unexcused tardiness to class X 
    

(BAP5) Unexcused tardiness to school X 
    

 

Category B: Behaviors related to School Operations (BSO) interfere with 
the daily operation of school procedures 

(Elementary Schools) Le
ve

l 1
 

 
L

ev
el

 2
 

L
ev

el
 3

 

L
ev

el
 4

 

L
ev

el
 5

 

(BSO1) Altering an official document or record 
X X 

   

(BSO2) Giving false information, misrepresentation  
X 

 
X 

 
 

  

(BSO3) Refusal to comply with requests of staff in a way that interferes with the operation of 
school 

X X X   

(BSO4) Failure to be in one’s assigned place X X 
   

(BSO5) Failure to attend assigned disciplinary setting (detention, in-school suspension, Saturday 
school) X X 

   

(BSO6) Bringing unauthorized persons to school or allowing unauthorized persons to enter the 
school building 

X X X 
  

(BSO7) Dress Code Violation X X  
  

(BSO8) Gambling (games of chance for money or profit) X X  
  

(BSO9) Possessing items that are inappropriate for school (examples include toys, literature, 
electronics) 

X X  
  

(BSO10) Possession of stolen items X X  
  

(BSO11) Unauthorized use of school electronic or other equipment X X  
  

(BSO12) Violation of the Acceptable Use of Technology/internet policy X X  
  

(BSO13) Violation of school board policy regarding the possession or use of portable 
communication devices 

X X  
  

(BSO14) Vandalism, graffiti, or other damage to school or personal property X X X 
  



 

  
 

 

Category C: Relationship Behaviors (RB) create a negative relationship between two or more members of the 
school community (No physical harm is done.) 

(Elementary Schools) Le
ve

l 1
 

L
ev

el
 2

 

 
L

ev
el

 3
 

L
ev

el
 4

 

L
ev

el
 5

 

(RB1) Bullying with no physical injury 
X X 

   

(RB2) Cyberbullying  X X   

(RB3) Posting, distributing, displaying, or sharing inappropriate material or literature, including 
using electronic means 

X X    

(RB4) Saying or writing, either directly or through electronic communication, sexually 
suggestive comments, innuendos, propositions, or other remarks of a sexual nature 

 
X 

 
X 

 
 

  

(RB5) Stealing money or property without physical force  
X 

 
X 

 
 

  

(RB6) Speaking to another in an uncivil, discourteous manner  
X 

 
 

   

(RB7) Teasing, taunting, engaging in a verbal confrontation, verbally inciting a fight  
X 

 
X 

 
X 

  

(RB8) Using profane or vulgar language or gestures (swearing, cursing, hate speech, gang signs or 
gestures) 

 
X 

 
X 

 
X 

  

(RB9) Using slurs based upon the actual or perceived race, ethnicity, color, national origin, 
citizenship/immigration status, weight, gender, gender identity, gender expression, sexual 
orientation, or disability 

 
 

 
X 

 
X 

  

(RB10) Failure to respond to questions or requests by staff  
X 

 
X 

   

(RB11) Unwanted or inappropriate physical contact  
X 

 
X 

 
X 

  



 

  
 

 

 
 
 
 

Category D: Behaviors of a Safety Concern (BSC) create unsafe conditions for students, staff, 
and/or visitors to the school. 

(Elementary Schools) Le
ve

l 1
 

L
ev

el
 2

 

L
ev

el
 3

 

L
ev

el
 4

 

L
ev

el
 5

 

(BSC1) Alcohol: Possessing or using alcohol X X X   

(BSC2) Alcohol: Distributing alcohol to other students  X X X  

(BSC3) Drugs: Possessing drug paraphernalia  
X 

 
X 

 
X 

 
 

 

(BSC4) Drugs: Violating school board non-prescription (Over the counter) medication 
policy or look-alike drug policy 

 
    X 

 
    X 

 
X 

  

(BSC5) Tobacco: Possessing/Using/Distributing tobacco products, possessing tobacco 
paraphernalia, electronic cigarettes, vaping equipment 

  
    X 

 
X 

  

(BSC6) Bullying Behavior without physical injury that continues after 
intervention (Model Policy to Addressing Bullying in Virginia’s Public Schools). 
Bullying that leads to physical injury should be classified as Assault and Battery. 

   

X 

 

X 

 

 

(BSC7) Cyberbullying that continues after intervention (Model Policy to Addressing 
Bullying in Virginia’s Public Schools) Cyberbullying that relates a threat to the safety of 
students and staff should be treated with a higher level of intervention and 
consequences. 

   
    X 

 
X 

 
X 

(BSC8) Harassment:  Repeatedly annoying or attacking a student or a group of students 
or personnel creating an intimidating or hostile educational or work environment 

   
    X 

 
    X 

 
X 

(BSC9) Bus: Distracting the bus driver X X    

(BSC10) Bus: Endangering the safety of others on the bus X X    

(BSC11) Fire alarm: Falsely activating or other disaster alarm (Level 1 to 3)  X X   

(BSC12) Fire related: Possessing items that could be used to set or cause a fire or 
produce large amounts of smoke X X X 

  

(BSC13) Engaging in reckless behavior the creates a risk of injury to self or others 
X X X 

  

(BSC14) Fighting that results in no injury as determined by the school administration     X X X   

(BSC15) Inciting or causing a substantial disturbance to the operation of school or the 
safety of staff and/or students 

X X X   

(BSC16) Throwing an object that has the potential to cause a disturbance, injury, or 
property damage 

X X    

(BSC17) Shoving, pushing, striking a student with no visible injury X X X   

(BSC18) Exposing body parts, lewd or indecent public behavior X X X   

(BSC19) Physical contact of a sexual nature – patting body parts, pinching, tugging 
clothing 

X X X   

(BSC20) Physical sexual aggression and/or forcing another to engage in sexual activity    X X 



 

  
 

 

 
 
 
 

Category D: Behaviors of a Safety Concern (BSC) create unsafe conditions for students, staff, 
and/or visitors to the school. 

(Elementary Schools) Le
ve

l 1
 

L
ev

el
 2

 

L
ev

el
 3

 

L
ev

el
 4

 

L
ev

el
 5

 

(BSC21) Stalking as described in the Code of Virginia section § 18.2-60.3 
  

 X X 

(BSC22) Stealing money or property using physical force; no weapon involved  
 X X 

 

(BSC23) Stealing money or property or attempting to steal money or property using 
weapons or dangerous instruments 

    
X 
 

 
X 

(BSC24) Leaving school grounds without permission  
X 

  
  

(BSC25) Trespassing   
X 

 

 
X   

(BSC26) Possessing dangerous instruments/substances that could be used to inflict 
harm upon another 

  
X 

 
X 

 
X 

 
X 

(BSC27) Weapons: Possessing any weapon (other than firearm) as defined by the 
Code of Virginia §18.2-308.1 

    
X 

 

 
X 

 

 
 
 

Category E: Behaviors that Endanger Self or Others (BESO) These behaviors endanger the health, 
safety, or welfare of either the student or others in the school community. 

(Elementary Schools) Le
ve

l 1
 

L
ev

el
 2

 

L
ev

el
 3

 

L
ev

el
 4

 

L
ev

el
 5

 

(BESO1) Assault: Intending to cause physical injury to another person X X X   

(BESO2) Assault and Battery: Causing physical injury to another person   X X X 

(BESO3) Fighting: The use of physical violence between students or on another person 
where there is minor injury as determined by the school administration 

  X X X 

(BESO4) Striking Staff: The use of force against a staff member when no injury is 
caused 

 
X 

 
X 

 
X 

 
X  

(BESO5) Drugs: Possessing controlled substances, illegal drugs or synthetic 
hallucinogens or unauthorized prescription medications 

  
X X X 

(BESO6) Drugs: Being under the influence of controlled substances, illegal drugs, or 
synthetic hallucinogens or unauthorized prescription medications 

  
X X X 

(BESO7) Drugs: Using controlled substances or using  illegal drugs or synthetic 
hallucinogens or unauthorized prescription medications 

   
X 

 
X X 

 



 

  
 

 
 
 

Category E: Behaviors that Endanger Self or Others (BESO) These behaviors endanger the health, 
safety, or welfare of either the student or others in the school community. 

(Elementary Schools) 

Le
ve

l 1
 

L
ev

el
 2

 

L
ev

el
 3

 

L
ev

el
 4

 

L
ev

el
 5

 

(BESO8) Drugs: Distributing controlled substances or prescription medications 
or illegal drugs or synthetic hallucinogens or alcohol to another student(s)    

 
X 

 
X 

(BESO9) Fire: Attempting to set, aiding in setting, or setting a fire  X X X  

(BESO10) Gang-Related Behavior: Engaging in threatening or dangerous 
behavior that is gang-related as defined in §18.2-46.1. X X X X 

 

(BESO11) Hazing as defined in §18.2-56. and noted in § 22.1-279.6. 
   

 
X 

 
X 

(BESO12) Threatening, intimidating, or instigating violence, injury or harm to 
a staff member or members X X X X 

 

(BESO13) Threatening, intimidating, or instigating violence, injury, or harm to 
another student(s) or other(s) X X X  

 

(BESO14) Possession of a firearm or destructive device as defined in § 22.1-
277.07.    

 
X 

 
X 

(BESO15) Using any weapon to threaten or attempt to injure school personnel 
   

 
X 

 
X 

(BESO16) Using any weapon to threaten or attempt to injure student(s) or 
other(s)    

 
X 

 
X 

(BESO17) Bomb threat- Making a bomb threat  
X 

 
X 

 
X 

 
X 

 



 

  
 

SECONDARY SCHOOLS LEVELED RESPONSES TO STUDENT 
BEHAVIORS 

Category A: Behaviors that Impede the 
Academic Progress (BAP) of the student or of other students  

(Secondary Schools) Le
ve

l 1
 

L
ev

el
 2

 

L
ev

el
 3

 

L
ev

el
 4

 

L
ev

el
 5

 

(BAP1) Interfering with learning in the classroom 
(talking, excessive noise, off-task, out of seat, possessing items that distract) 

 
X 

 
X 

   

(BAP2) Interfering with learning outside of the classroom 
(examples include excessive noise, interrupting a class) 

 
X 

 
X 

   

(BAP3) Scholastic dishonesty (cheating, plagiarism) 
X X    

(BAP4) Unexcused tardiness to class 
X X    

(BAP5) Unexcused tardiness to school 
X X    

 

Category B: Behaviors related to School Operations (BSO) interfere with 
the daily operation of school procedures 

(Secondary Schools) Le
ve

l 1
 

 
L

ev
el

 2
 

L
ev

el
 3

 

L
ev

el
 4

 

L
ev

el
 5

 

(BSO1) Altering an official document or record 
X X 

   

(BSO2) Giving false information, misrepresentation  
X 

 
X 

 
X 

  

(BSO3) Refusal to comply with requests of staff in a way that interferes with the operation of 
school 

X X    

(BSO4) Failure to be in one’s assigned place X X 
   

(BSO5) Failure to attend assigned disciplinary setting (detention, in-school suspension, Saturday 
school) X X 

   

(BSO6) Bringing unauthorized persons to school or allowing unauthorized persons to enter the 
school building 

X X X 
  

(BSO7) Dress Code Violation X X  
  

(BSO8) Gambling (games of chance for money or profit) X X  
  

(BSO9) Possessing items that are inappropriate for school (examples include toys, literature, 
electronics) 

X X  
  

(BSO10) Possession of stolen items X X  
  

(BSO11) Unauthorized use of school electronic or other equipment X X  
  

(BSO12) Violation of the Acceptable Use of Technology/internet policy X X  
  

(BSO13) Violation of school board policy regarding the possession or use of portable 
communication devices 

X X X 
  

(BSO14) Vandalism, graffiti, or other damage to school or personal property 

 
X X X 

  



 

  
 

 



 

  
 

 

Category C: Relationship Behaviors (RB) create a negative relationship between two or more members of the 
school community (No physical harm is done.) 

(Secondary Schools) Le
ve

l 1
 

L
ev

el
 2

 

 
L

ev
el

 3
 

L
ev

el
 4

 

L
ev
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 5

 

(RB1) Bullying with no physical injury 
X X 

   

(RB2) Cyberbullying  
X X 

  

(RB3) Posting, distributing, displaying, or sharing inappropriate material or literature, including 
using electronic means 

 
X 

 
X 

 
X 

  

(RB4) Saying or writing, either directly or through electronic communication, sexually 
suggestive comments, innuendos, propositions, or other remarks of a sexual nature 

 
X 

 
X 

 
X 

  

(RB5) Stealing money or property without physical force  
X 

 
X 

 
X 

 

  

(RB6) Speaking to another in an uncivil, discourteous manner  
X 

 
X 

   

(RB7) Teasing, taunting, engaging in a verbal confrontation, verbally inciting a fight  
X 

 
X 

 
X 

 

  

(RB8) Using profane or vulgar language or gestures (swearing, cursing, hate speech, gang signs or 
gestures) 

 
X 

 
X 

 
X 

 
X 

 

(RB9) Using slurs based upon the actual or perceived race, ethnicity, color, national origin, 
citizenship/immigration status, weight, gender, gender identity, gender expression, sexual 
orientation, or disability 

 
 

 
X 

 
X 

 
X 

 
X 

(RB10) Failure to respond to questions or requests by staff  
X 

 
X 

 
X 

  

(RB11) Unwanted or inappropriate physical contact  
X 

 
X 

 
X 

 
X 

 



 

 

 

 
 
 

 
Category D: Behaviors of a Safety Concern (BSC) create unsafe conditions for students, staff, 
and/or visitors to the school. 

(Secondary Schools) Le
ve

l 1
 

L
ev

el
 2

 

L
ev

el
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L
ev
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L
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(BSC1) Alcohol: Possessing or using alcohol X X X 
  

(BSC2) Alcohol: Distributing alcohol to other students  
X X X 

 

(BSC3) Drugs: Possessing drug paraphernalia  
X 

 
X 

 
    X 

 
 

 

(BSC4) Drugs: Violating school board non-prescription (Over the counter) medication 
policy or look-alike drug policy 

 
X 

 
X 

 
X 

  

(BSC5) Tobacco: Possessing/Using/Distributing tobacco products, possessing tobacco 
paraphernalia, electronic cigarettes, vaping equipment 

 
 

 
X 

 
X 

  

(BSC6) Bullying Behavior without physical injury that continues after 
intervention (Model Policy to Addressing Bullying in Virginia’s Public Schools). 
Bullying that leads to physical injury should be classified as Assault and Battery. 

  
X 

 
X 

 
X 

 

 

(BSC7) Cyberbullying that continues after intervention (Model Policy to Addressing 
Bullying in Virginia’s Public Schools) Cyberbullying that relates a threat to the safety of 
students and staff should be treated with a higher level of intervention and 
consequences. 

       
   X 

 
X 

 
X 

(BSC8) Harassment:  Repeatedly annoying or attacking a student or a group of students 
or personnel creating an intimidating or hostile educational or work environment 

       
   X 

 
X 

 
X 

(BSC9) Bus: Distracting the bus driver X X X   

(BSC10) Bus: Endangering the safety of others on the bus X X X 
  

(BSC11) Fire alarm: Falsely activating or other disaster alarm (Level 1 to 3)  
X X 

  

(BSC12) Fire related: Possessing items that could be used to set or cause a fire or 
produce large amounts of smoke X X X 

  

(BSC13) Engaging in reckless behavior the creates a risk of injury to self or others 
X X X 

  

(BSC14) Fighting that results in no injury as determined by the school administration X X X   

(BSC15) Inciting or causing a substantial disturbance to the operation of school or the 
safety of staff and/or students 

  
X 

 
X 

 
X 

 
X 

(BSC16) Throwing an object that has the potential to cause a disturbance, injury, or 
property damage 

 
X 

 
X 

 
X 

  

(BSC17) Shoving, pushing, striking a student with no visible injury X X X   

(BSC18) Exposing body parts, lewd or indecent public behavior X X X X  

(BSC19) Physical contact of a sexual nature – patting body parts, pinching, tugging 
clothing 

X X    X    X  

(BSC20) Physical sexual aggression and/or forcing another to engage in sexual activity    X X 



 

 

 

 
 
 

 
Category D: Behaviors of a Safety Concern (BSC) create unsafe conditions for students, staff, 
and/or visitors to the school. 

(Secondary Schools) Le
ve

l 1
 

L
ev

el
 2

 

L
ev

el
 3

 

L
ev
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L
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 5

 

(BSC21) Stalking as described in the Code of Virginia section § 18.2-60.3 
  

  
X 

 
X 

(BSC22) Stealing money or property using physical force; no weapon involved  
X X X 

  

(BSC23) Stealing money or property or attempting to steal money or property using 
weapons or dangerous instruments 

   X X 

(BSC24) Leaving school grounds without permission  
X 

 
X 

 
  

(BSC25) Trespassing   
X 

 
X X  

(BSC26) Possessing dangerous instruments/substances that could be used to inflict 
harm upon another 

   
X X X 

(BSC27) Weapons: Possessing any weapon (other than firearm) as defined by the 
Code of Virginia §18.2-308.1 

   
X X X 

 

 
 
 

Category E: Behaviors that Endanger Self or Others (BESO) These behaviors endanger the health, 
safety, or welfare of either the student or others in the school community. 

(Secondary Schools) 

Le
ve

l 1
 

L
ev

el
 2

 

L
ev

el
 3

 

L
ev

el
 4

 

L
ev

el
 5

 

(BESO1) Assault: Intending to cause physical injury to another person  X X X  

(BESO2) Assault and Battery: Causing physical injury to another person   X X X 

(BESO3) Fighting: The use of physical violence between students or on another person 
where there is minor injury as determined by the school administration 

   
X 

 
X 

 
X 

(BESO4) Striking Staff: The use of force against a staff member when no injury is 
caused 

  
X X X 

(BESO5) Drugs: Possessing controlled substances, illegal drugs or synthetic 
hallucinogens or unauthorized prescription medications 

  
 X X 

(BESO6) Drugs: Being under the influence of controlled substances, illegal drugs, or 
synthetic hallucinogens or unauthorized prescription medications 

  
 X X 

(BESO7) Drugs: Using controlled substances or using  illegal drugs or synthetic 
hallucinogens or unauthorized prescription medications 

    
X X 



 

 

 
 
 

Category E: Behaviors that Endanger Self or Others (BESO) These behaviors endanger the health, 
safety, or welfare of either the student or others in the school community. 

(Secondary Schools) 

Le
ve

l 1
 

L
ev

el
 2

 

L
ev

el
 3

 

L
ev

el
 4

 

L
ev
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 5

 

(BESO8) Drugs: Distributing controlled substances or prescription medications 
or illegal drugs or synthetic hallucinogens or alcohol to another student(s)    

 
X 

 
X 

(BESO9) Fire: Attempting to set, aiding in setting, or setting a fire  
 X X X 

(BESO10) Gang-Related Behavior: Engaging in threatening or dangerous 
behavior that is gang-related as defined in §18.2-46.1.  X X X 

 
X 

(BESO11) Hazing as defined in §18.2-56. and noted in § 22.1-279.6. 
   

 
X 

 
X 

(BESO12) Threatening, intimidating, or instigating violence, injury or harm to 
a staff member or members  X X X 

 
X 

(BESO13) Threatening, intimidating, or instigating violence, injury, or harm to 
another student(s) or other(s)  X X X 

 
X 

(BESO14) Possession of a firearm or destructive device as defined in § 22.1-
277.07.     

 
X 

(BESO15) Using any weapon to threaten or attempt to injure school personnel 
    

 
X 

(BESO16) Using any weapon to threaten or attempt to injure student(s) or 
other(s)     

 
X 

(BESO17) Bomb threat- Making a bomb threat 
   X 

 
X 

Use of Exclusionary Practices including Suspension and Expulsion 

Research has shown that the use of exclusionary practices, like suspension and expulsion, as 
a response to code of conduct violations are ineffective for changing student behavior. 
“There is no evidence that suspension produces positive outcomes in students, schools, 
districts, or communities, though there is evidence that suspension produces negative 
outcomes among all four populations.”34 
 
Substantial research indicates that exclusionary practices have considerable negative consequences 
for students and for schools including:  

• Negative school environments of distrust and alienation 
• Higher risk of retention in grade 
• Higher rates of misbehavior 
• Lower academic achievement 
• Chronic Absenteeism 
• Higher dropout rates 

                                                 
34 Losen, Daniel J. and Jonathan Gillespie. “Opportunities Suspended: The Disparate Impact of Disciplinary Exclusion from 
School.” August 2012. The Civil Rights Project , pg.20 cited in Hanover Research: Alternatives to Suspension @2012 Hanover 
Research, District Administration Practice, pg. 10. 



 

 

• Restricted access to school services that might improve behavior 
• Harm to healthy adult relationships 
• Unsupervised time and increased opportunity for delinquency for suspended students 
• Higher risk of involvement with the juvenile justice system35 

 
The detrimental effect of suspensions and expulsions on students and on school climates led 
the General Assembly to enact Senate Bill 829, amending the Code of Virginia § 22.1-16-1 and 
directing the Board of Education to “establish guidelines for alternatives to short-term and 
long-term suspension for consideration by local school boards.” In response, the Board has 
developed Guidelines for the Reduction of Exclusionary Practices in Virginia Schools, which is the 
next section of this document. The purpose of the guidelines is to provide a framework for 
school divisions to develop and implement evidence-based methods that reduce 
exclusionary practices in Virginia schools and provide all Virginia students with a quality 
education that enables them to attain the standards outlined in Virginia’s Profile of a Graduate.   
The recommended policies and practices are intended to provide a guide to alternatives to 
suspension and to assist school divisions in creating safe, supportive learning environments 
for all students. Recommended practices include implementing tiered systems of supports to 
meet the academic, social, and emotional needs of every student, engaging families and 
community agencies, and improving alternative education settings. The document outlines 
several approaches that school divisions may implement to reduce exclusionary practices.  
The Waynesboro School Board has developed policies that outline when the use of 
suspension and expulsion is appropriate in a leveled system of discipline responses. 
Appropriate instructional supports are considered when suspending or expelling a student. 
The Waynesboro School Board has:  
 

1. Establish the parameters of exclusionary discipline,  
2. Ensure equitable application of exclusionary practices, and  
3. Ensure students have access to the supports and interventions needed to change 

their behavior and re-enter their home school.  
 
The requirements of the Code of Virginia regarding suspension and expulsion are included in 
Appendix A. Requirements for the suspension or expulsion of students with disabilities are 
outlined in Appendix B and are available in the Link: Regulations Governing Special Education 
Programs for Children with Disabilities. Policies should establish a restorative process that 
outlines re-entry after a student has been excluded.  
 
The following recommendations should be considered when a student is suspended or 
expelled.  

1. Allow a student who has been suspended or expelled to complete academic 
assignments during the period of suspension or expulsion. 

2. Provide appropriate alternative placements to allow the student to make academic 
progress. 

3. Promote access to social-emotional and/or behavioral supports to assist the student 
in learning appropriate behaviors before returning to school. 

                                                 
35 Hanover Research: Alternatives to Suspension @2012 Hanover Research, District Administration Practice, pg. 10. 



 

 

4. Outline re-entry processes for students who are returning to school after a suspension 
or expulsion.  

5. Require a readmission conference with the student, parent, principal, counselor, and 
other relevant support personnel to review the student’s schedule, expectations for 
behavior, continuing or new student supports or interventions. 

6. Require a monitoring process for the student’s academic, behavioral, and social-
emotional progress upon return to school, which may include drug testing. 

7. Specify any limitations that may be included in a student’s re-enrollment. 
8. Address the use of community service or restitution. 
9. Address student and staff participation in a restorative practice. 
10. Outline any preparation of the teacher(s) and or student(s) for the re-enrollment of 

the suspended or expelled student. 
 

Addressing Bullying and Biased Based Behaviors 

Section 22.1-291.4. of the Code of Virginia requires the Waynesboro School Board to 
implement policies and procedures to address bullying. The school division’s policy affirms 
that bullying or harassment of any student is prohibited, regardless of where it originated, if 
it disrupts the educational environment. It is important to note that the Code of Virginia 
specifies that local policy “direct the principal to notify the parent of any student involved in 
an alleged incident of bullying of the status of any investigation within five school days of 
the allegation of bullying.”36 
 
Within a tiered model, the same principles and practices established for teaching prosocial, 
community behaviors can and should be applied to bullying and biased based behaviors. 
Bullying is defined as “unwanted, aggressive behavior among school aged children that 
involves a real or perceived power imbalance. The behavior is repeated, or has the potential 
to be repeated, over time.” Bullying is a behavior based on a lack of respect for a certain 
person or group of people and is maintained by attention from recipients, bystanders, and 
peers. If a school or schools’ data indicates a prevalence of bullying, divisions should 
support the school to include “respect” as an expectation within the behavior curriculum. In 
addition, the school(s) should be directed to include specific lessons to teach strategies for 
students to stop attending to and acknowledging bullying, walking away from bullies, 
telling/talking to trusted adults, seeking/accessing help if exposed to bullying, and 
supporting peers who are being or have been bullied. These strategies are most effective and 
are more likely to be implemented as a comprehensive, schoolwide approach to teaching 
behavior.   

                                                 
36 § 22.1-279.6. of the Code of Virginia Board of Education guidelines and model policies for codes of student conduct; school 
board regulations. 



 

 

DEFINITIONS 

Behaviors referenced in the Code of Virginia and terms related to those references are listed 
alphabetically in this section. The Code of Virginia requires that certain behaviors be included 
in codes of student conduct and reported to law enforcement. Those behaviors are noted in 
the last column of the leveled response tables. The Code also states that whenever a student 
commits a reportable incident named in the Code, the student shall be required to participate 
in prevention and intervention activities as determined appropriate by the superintendent or 
designee (Link: § 22.1-279.3:1.C).  
 
Alcohol, Tobacco and Related Products, and Other Drugs 

Waynesboro’s student conduct policy for alcohol and drugs should addresses the 
possession, use, consumption, purchase, distribution, manufacture, and/or sale of restricted 
substances on school property, in school vehicles, or during school-sponsored activities on 
or off school property. This includes, but may not be limited to, alcohol, tobacco, electronic 
cigarettes, and inhalant (vaping) products, and other controlled substances defined in the 
Drug Control Act, Chapter 15.1 of Title 54 of the Code of Virginia, such as anabolic steroids, 
stimulants, depressants, hallucinogens, marijuana, imitation and look-alike drugs, drug 
paraphernalia, and any prescription or non-prescription drug possessed in violation of 
school board policy. 
 
School boards may consider the use of leveled sanctions in which a substance abuse 
prevention/intervention program is available to students in cases of possession, use, or 
distribution violations. A student assistance program can serve as an important 
programmatic element for substance abuse prevention, intervention, and linkage to 
treatment. 
 
School boards, in accordance with § 22.1-277.2:1. of the Code, may require any student who 
has been found in possession of, or under the influence of, or distributing drugs or alcohol in 
violation of school board policy to undergo evaluation for drug or alcohol abuse, or both, 
and, if recommended by the evaluator and with the consent of the student's parent, to 
participate in a treatment program. 
 
Arson  

The Code of Virginia § 18.2-79 prohibits the burning or destroying of any school. The 
destruction may be in whole or in part--only a slight burning is necessary to violate this 
section of the Code. Incidents that rise to the level of arson of a school should be turned over 
to law enforcement for investigation. 



 

 

 
Assault: Assault and Battery 

The legal definition of assault is a threat of bodily injury. A battery according to Black’s 
online law dictionary is any “wrongful physical violence or constraint, inflicted on a human 
being without his consent.” Courts use these terms to describe behavior. They do not take 
into account the developmental age of children and therefore should not be used to describe 
student behavior that does not rise to the level of delinquency. Within the leveled system of 
student behaviors, age and development should be considered in any instance of physical 
contact between students. Behavior that is developmentally expected should not be labeled 
as assault or battery. The Waynesboro student conduct policy prohibits assault and battery 
of students and staff.  
 
Attendance: Truancy  

The Waynesboro School Board expects regular attendance, criteria for absences to be 
excused and not excused, and applicable disciplinary consequences and intervention 
assistance for unexcused absences and tardies. The comprehensive policy should address 
parental responsibilities, duties of the school division's attendance officer and procedures for 
taking action against the child and/or parent for failure to comply with applicable law. 
Section 22.1-254. of the Code of Virginia addresses compulsory attendance, excuses and 
waivers, alternative education program attendance, and exemptions. The Code of Virginia 
specifically prohibits the use of suspension in cases of truancy: 
 
§ 22.1-277. Suspensions and expulsions of pupils generally. 

A. Students may be suspended or expelled from attendance at school for sufficient 
cause; however, in no cases may sufficient cause for suspensions include only 
instances of truancy. 

"Truancy" means unexcused absence from school. However, there is an important 
distinction between a student who is truant and one who is chronically truant. A student 
displays truant behavior with a single unexcused absence from school, but a student needs 
to reach or surpass a certain number of unexcused absences to be considered chronically 
truant. Virginia law does not define a truant specifically but does define a child who is 
habitually and without justification absent from school as a "child in need of supervision" 
when certain other conditions are met. 
 
According to § 16.1-228.A. of the Code of Virginia, the following criteria defines a “child in 
need of supervision” who is truant:  

 A child who, while subject to compulsory school attendance, is habitually and 
without justification absent from school; 

 The child has been offered an adequate opportunity to receive the benefit of any 
and all educational services and programs that are required to be provided by law 
and which meet the child's particular educational needs; 



 

 

 The school division from which the child is absent or other appropriate agency 
has made a reasonable effort to affect the child’s regular attendance without 
success; and 

 The school division has provided documentation that it has complied with the 
provisions of § 22.1-258 that address actions to be taken when a pupil fails to 
report to school. 
 

Absenteeism labeled as chronic incorporates all absences: excused, unexcused, and suspensions. 
Students who are suspended or expelled for any period of time may be counted present if 
they are physically present in an alternative program approved by the school board. 
Addressing chronic absenteeism focuses on the academic consequences of this lost 
instructional time and on preventing absences before students miss so much school that they 
fall behind. It recognizes that students miss school for many understandable issues such as 
asthma or homelessness or unreliable transportation, for which a punitive response is not 
appropriate. Chronic absenteeism should be seen as a symptom of an underlying issue and 
should be addressed via a tiered system of supports framework. That framework may 
include working with juvenile and domestic court services personnel to address the 
underlying issues before a Child in Need of Services (CHINS) petition is filed. Developing a 
Memorandum of Understanding with the Juvenile Court Services is an important part of 
addressing chronic absenteeism and truancy. 
 
Aggravating Circumstances 

For the purposes of §22.1-277 and §22.1-277.05 of the Code of Virginia, “aggravating 
circumstances” shall mean: 

i. That a student engaged in misconduct which caused serious harm (including but not 
limited to physical, emotional, and psychological harm) to another person(s) or 
posed a credible threat of serious harm to another person(s), as determined by a 
threat assessment; or 

ii. That a student’s presence in the school poses an ongoing and unreasonable risk to 
the safety of the school, its students, staff, or others in the school; or 

iii. That a student engaged in a serious offense that is:   
a) persistent (repeated similar behaviors are documented on the student’s 

disciplinary record), and 
b) unresponsive to targeted interventions as documented through an established 

intervention process. 
 
Bomb Threat 

Waynesboro School Board policy specifically prohibits bomb threats. Threats to bomb or 
damage buildings and giving false information as to danger to such buildings are prohibited 
by § 18.2-83. of the Code of Virginia. Definitions of "explosive material," "fire bomb," and 



 

 

"hoax explosive device" are defined in § 18.2-85. of the Code. Bomb threats must be reported 
to law enforcement. 
 
Bullying 

Section § 22.1-276.01 of the Code defines bullying as any aggressive and unwanted behavior 
that is intended to harm, intimidate, or humiliate the victim; involves a real or perceived 
power imbalance between the aggressor or aggressors and victim; and is repeated over time 
or causes severe emotional trauma. This includes cyberbullying. It does not include ordinary 
teasing, horseplay, argument, or peer conflict. School boards are expected to include 
bullying as a prohibited behavior in their student codes of conduct. Non-criminal behavior 
associated with bullying includes intimidation, taunting, name-calling, and insults. 
Another form of bullying occurs using electronic means and is referred to as cyberbullying. 
Typically, cyberbullying is defined as using information and communication technologies, 
such as cell phone text messages and pictures, email, social media, blogs, networking 
websites, defamatory personal websites, and defamatory online personal polling websites to 
support deliberate, hostile, behavior intended to harm others. 
 
Bus-Related Offenses 

Waynesboro School Board policy clearly communicates that rules governing student 
conduct apply not only at school but also on a school vehicle, while on a school-sponsored 
trip, and on the way to and from school, including at the bus stop. § 22.1-279.3:1.  
 
Cheating 

Cheating is not defined in the Code of Virginia. A student conduct policy may address 
cheating as a single offense or approach it as one of several offenses. 
 
Disruptive Behavior 

“Disruptive behavior” is defined in § 22.1-276.01. of the Code as conduct that interrupts or 
obstructs the learning environment. Local school board policy should cite the initial 
authority of teachers to remove a student from a class for disruptive behavior. The term 
“disruptive” describes a range of behaviors that is subjective and can reflect individual bias. 
Schools should define specific actions that obstruct the learning environment (yelling, 
making noise to distract others, wandering around the classroom, etc.) in their behavioral 
expectations to help ensure equity in the application of discipline responses. Policies should 
also outline behaviors that are classroom managed and office managed. 



 

 

 
Dress Standards  

Establishing standards for dress should involve all members of the school community. A 
Level 1 response is appropriate for violations of dress standards. All efforts should be made 
to prevent dress code violations from being viewed as instances of defiance or disruption.  
 
Drug-Related Offenses 

Waynesboro School Board policy, in accordance with § 22.1-277.08. of the Code of Virginia, 
shall permit, but not require, the expulsion of any student determined to have brought a 
controlled substance, imitation controlled substance, or marijuana as defined in § 18.2-247. 
onto school property or to a school sponsored activity (See Appendix A.). 
A school administrator, pursuant to school board policy, or a school board may determine, 
based on the facts of a particular situation, that special circumstances exist, and that no 
disciplinary action or other disciplinary action is appropriate. By regulation, a school board 
may authorize the superintendent or his designee to conduct a preliminary review of such 
cases.  The Waynesboro School Board policy allows for the Discipline Committee to permit 
or require students suspended or expelled for drug-related offenses to attend an alternative 
education program provided by the school board for the term of the suspension or 
expulsion. 
 
Gambling  

Section 18.2-325. of the Code of Virginia defines illegal gambling as the “making, placing, or 
receipt, of any bet or wager of money or other thing of value, made in exchange for a 
chance to win a prize, stake or other consideration or thing of value.” A gambling device 
includes any device, machine, paraphernalia, equipment, or other thing, including books, 
records, and other papers, which are actually used in illegal gambling operations or activity.  
 
Gang-Related Activity 

"Criminal street gang" is defined in § 18.2-46.1. of the Code as meaning “any ongoing 
organization, association, or group of three or more persons, whether formal or informal, (i) 
which has as one of its primary objectives or activities the commission of one or more 
criminal activities, (ii) which has an identifiable name or identifying sign or symbol, and (iii) 
whose members individually or collectively have engaged in the commission of, attempt to 
commit, conspiracy to commit, or solicitation of two or more predicate criminal acts, at 
least one of which is an act of violence, provided such acts were not part of a common act or 
transaction.” 
 
Section 16.1-260.G. of the Code requires an intake officer to report to the division 
superintendent any student against whom a petition is filed for certain offenses including: 

1. Prohibited criminal street gang activity pursuant to § 18.2-46.2. 



 

 

2. Recruitment of other juveniles for a criminal street gang activity pursuant to  
§ 18.2-46.3. 
 
Hazing  

The Waynesboro School Board Code of Student Conduct, in accordance with § 22.1-
279.6.B. of the Code, prohibits hazing and to cite “the provisions of § 18.2-56., which defines 
and prohibits hazing and imposes a Class 1 misdemeanor penalty for violations; i.e., 
confinement in jail for not more than 12 months and a fine of not more than $2,500, either 
or both.” 
 
Internet Use 

The Waynesboro School Board Code of Student Conduct related to computer use is 
developed in accordance with information provided in the Virginia Department of 
Education’s Acceptable Use Policies: A Handbook.   In its 2006 Session, the General 
Assembly amended § 22.1-70.2. of the Code to require school divisions to add to their 
acceptable use policies a component on Internet safety for students that is integrated with a 
school division’s instructional program. (See Appendix A.)  

The 2009 General Assembly amended § 22.1-279.6 of the Code to include the inappropriate 
“use of electronic means for purposes of bullying, harassment, and intimidation....”  
 
Other Conduct 

A school board may consider including an “other conduct” category that addresses behavior 
not specifically listed elsewhere. The “other conduct” should be confined to that which 
disrupts the educational environment or is a violation of federal, state, or local law. 
 
Portable Communication Devices 

Section 22.1-279.6.B. of the Code authorizes school boards to regulate the use or possession 
of portable communication devices and establish disciplinary procedures for students 
violating such regulations. 
 
Profane or Obscene Language or Conduct 

The Waynesboro School Board Code of Student Conduct, in accordance with § 22.1-
279.6.C. of the Code, prohibits profane or obscene language or conduct. The Code of Virginia 



 

 

does not specifically define these terms. Conduct typically prohibited under this provision 
includes swearing and obscene/offensive gestures, materials, and communications. 
 
Property Violations 

• Property violations include, but are not limited to, arson, destruction of property, 
vandalism, and theft. 

• Destruction of property § 22.1-280.4. School boards are authorized to seek 
reimbursement from a pupil or the pupil's parent for any “actual loss, breakage, or 
destruction of or failure to return property, owned by or under the control of the 
school board, caused or committed by such pupil in pursuit of his studies.” 

• Theft – Larceny: The wrongful taking of the property of another without the 
owner’s consent and with the intention of permanently depriving the owner of 
possession of the property. 

 
Stalking 

Stalking is defined in § 18.2-60.3. of the Code of Virginia as conduct, occurring on more than 
one occasion and directed at another person, that places that other person in reasonable fear 
of death, criminal sexual assault, or bodily injury. The 2005 General Assembly added 
stalking to the list of offenses that require a report to law enforcement officials (see page 78). 
Reports of this nature should be turned over to law enforcement for investigation. 
 
Threats: Intimidation 

Threats to kill or to do bodily harm “to any person or persons, regardless of whether the 
person who is the object of the threat actually receives the threat, and the threat would place 
the person who is the object of the threat in reasonable apprehension of death or bodily 
harm” are specifically prohibited by § 18.2-60. of the Code of Virginia. The prohibition 
includes threats to any person or persons “(i) on the grounds or premises of any elementary, 
middle or secondary school property, (ii) at any elementary, middle, or secondary school-
sponsored event, or (iii) on a school bus….”  
 
Section 18.2-60.B. of the Code prohibits an oral threat to kill or to do bodily injury to any 
employee of any elementary, middle or secondary school, while on a school bus, on school 
property, or at a school-sponsored activity. The 2009 General Assembly amended  
§ 22.1-279.6 of the Code of Virginia to prohibit the “use of electronic means for purposes of 
bullying, harassment, and intimidation....” 
 
Section 22.1-79.4.C. (Threat assessment teams and oversight committees) directs division 
superintendents to establish threat assessment teams for schools. The teams are to: 
 

provide guidance to students, faculty, and staff regarding recognition of threatening or aberrant 
behavior that may represent a threat to the community, school, or self…. 



 

 

Depending on local conditions, a school board may also consider including content on cultural 
awareness, gang awareness, and substance abuse prevention and intervention. 
 
Trespassing 

Trespassing upon church or school property, including school buses, is specifically 
prohibited by § 18.2-128. of the Code of Virginia: Any person who, without the consent of 
some person authorized to give such consent, goes or enters upon, in the nighttime, the 
premises or property of any church or upon any school property for any purpose other than 
to attend a meeting or service held or conducted in such church or school property, shall be 
guilty of a Class 3 misdemeanor. 
 
Trespassing must be included in student codes of conduct per § 22.1-279.6 of the Code of 
Virginia. “Trespassing should be used to report instances of unauthorized student presence 
that occur outside of school hours or are deemed to have an unlawful purpose. These 
instances should be reported to law enforcement as they are violations of § 18.2-128. of the 
Code of Virginia.  
 
Weapons or Other Dangerous Articles 

The Waynesboro School Board Code of Student Conduct policy on weapons addresses the 
possession, use, sale, or purchase of restricted items on school property, on school vehicles, 
or during school-sponsored activities on or off school property. This includes, but may not 
be limited to, any firearm or weapon. A school board additionally may prohibit the 
possession of unloaded weapons by students on their persons or in their lockers, backpacks, 
or vehicles. 
 
Weapons violations considered for expulsion shall permit, but not require those stipulations 
enumerated in the Code of Virginia § 18.2-308.1. and in the federal Gun-Free Schools Act. An 
exception to this policy may be made for students participating in an authorized 
extracurricular activity or team involving the use of firearms. 
 
Carrying, bringing, using, or possessing dangerous instruments in any school building, on 
school grounds, in any school vehicle, or at any school-sponsored activity on or off school 
property is grounds for disciplinary action. Dangerous instruments, for example, may 
include letter openers, screwdrivers, hammers, hatchets, and other devices that could be 
used to inflict harm upon another person. Not subject to mandatory expulsion is possession 
of a knife that is customarily used for food preparation or service and is possessed by the 
student for the sole purpose of personal food preparation and service. 
 
Weapons-Related Offenses 

School board policy, in accordance with § 22.1-277.07. of the Code of Virginia, permits, but 
does not require, expulsion of any student determined to possess a firearm, destructive 
device, a firearm muffler or firearm silencer, or a pneumatic gun on school property or at a 



 

 

school-sponsored activity (See Appendix A.). Definitions of "firearm," "destructive devices," 
and “pneumatic gun” are set forth in § 22.1-277.07.E. of the Code, and are consistent with 
the federal Gun-Free Schools Act. A copy of this Act is included as Appendix E.  
This prohibition does not apply to Junior Reserve Officers Training Corps (JROTC) 
programs or to the possession of firearms as part of the curriculum or other programs 
sponsored by the schools or other organization permitted by the school to use its premises. 
A school administrator, pursuant to school board policy, or a school board may determine, 
based on the facts of a particular situation, that special circumstances exist, and that no 
disciplinary action or another disciplinary action is appropriate. A school board may, by 
regulation, authorize the division superintendent or designee to conduct a preliminary 
review of such cases. 
 
A school board policy may permit or require students suspended or expelled for weapons-
related offenses to attend an alternative education program provided by the school board for 
the term of the suspension or expulsion. 
  



 

 

Tiered Systems of Support 

Tier 1 or Universal Supports 
A multi-tiered system of support includes prevention strategies at Tier 1 to establish positive 
expectations and the systems to teach and reinforce those expectations. The universal 
components needed to create a learning environment that reduces the use of punitive, 
exclusionary practices are listed below. Appendix G provides more details of these 
components. 

Components of Schoolwide Prevention at Tier 1 
• Establishing and teaching core behavioral expectations, 
• Aligned school counseling program,  
• Family engagement practices, 
• Challenging, engaging  academic curriculum, 
• Social-emotional Curriculum, 
• Health curriculum, 
• Bullying prevention, 
• Restorative approaches to relationship building and problem solving, and  
• Professional Learning Opportunities (PLO). 

Management of Tier 1or Universal Supports 
Everyone in the school is responsible for teaching and modeling core expectations, though 
specific groups of adults may hold more responsibility for some components. For example, 
classroom teachers might be responsible for explicitly teaching behavioral expectations, but 
the school administrative and support staff must model and reinforce appropriate behaviors. 
Lunchroom monitors may teach the application of the core expectations in the lunchroom, 
gym teachers in the gym, art teachers in the art room, etc. School programming is designed 
to support students’ academic and social-emotional development.  The School Leadership 
Team analyzes data regularly. School climate surveys are conducted and used with other 
data sources to determine needs and set priorities. 
 
Tier 2 or Targeted Interventions and Supports 
Tier 2 or Targeted Supports are developed based on data analysis to determine what types of 
supports some students need to meet behavioral expectations. For example, the data may 
indicate a need for bullying prevention intervention, substance abuse counseling, anger 
management, or self-management. Each school will determine the appropriate targeted 
supports. Resources for providing Tier 2 supports may come from community service 
providers and other government agencies. School divisions are encouraged to develop 
memoranda of understanding with other agencies to improve Tier 2 and 3 supports.  
Targeted Supports include the components listed below. Appendix D provides specific 
approaches that schools may wish to implement. 

Components of Tier 2 or Targeted Interventions and Supports 
• Meet the core behavioral expectations, 
• Develop social-emotional skills, mindsets, and behaviors, 



 

 

• Improve academic achievement, 
• Improve physical and/or mental health, 
• Address substance abuse issues, 
• Restore balance to situations caused by misconduct, 
• Address bias, 
• Address Adverse Childhood Experiences (ACEs), and 
• Engage families 

Management of Targeted Supports or Tier 2 
A school-developed team manages Tier 2 by assessing needs for targeted group instruction 
and needed supports. Teams include staff best situated to gather data, identify students who 
need targeted interventions, and provide access to the interventions. Students who 
participate in these programs are monitored to ensure the effectiveness of the intervention.  
Staff trained in special education services and behavioral intervention services may provide 
supports at this level, but not all students who need Tier 2 supports are students with 
disabilities. Students who have experienced trauma or adverse childhood experiences may 
need targeted supports as well. Those students for whom the Tier 2 intervention is not 
effective may be referred for an intensive intervention, the next tier of support service. 

When a student is referred to a school administrator for a disciplinary incident, the 
administrator may determine that a targeted support is needed in addition to or in lieu of a 
disciplinary consequence. The administrator should follow a process of investigation and 
decision-making that keeps the ASCD Whole Child Tenets in mind. Local school divisions 
are encouraged to design an investigative and decision-making process to assist school 
administrators in the investigation and to ensure that students are treated equitably within a 
system that values safety and support.  
 
Tier 3 or Intensive Interventions and Supports 
Tier 3 supports are individualized and based on the needs of a single student. 
Approximately five percent of students in any school population may need Tier 3 supports. 
A school that exceeds this percentage of students receiving intensive supports should re-visit 
school data regarding Tier 1 and 2 supports to determine their effectiveness. Placing 
students in an alternative setting is a Tier 3 intervention and should include a specific plan 
to allow the student to return to his or her home school. Criteria for quality alternative 
programs are included in Appendix D.  

Components of Tier 3 or Intensive Interventions and Supports  
Wraparound strategies to assist student/family in:   

• Meeting core behavioral expectations 
• Developing social-emotional skills, mindsets, and behaviors 
• Improving academic achievement 
• Improving physical and/or mental health 
• Restoring balance to situations caused by misconduct 
• Addressing Adverse Childhood Experiences (ACEs) 
• Addressing bias 



 

 

Management of Tier 3 or Intensive Interventions and Supports 
Mental health, counseling, and community resource providers may be involved in providing 
supports. Students who display chronic behavioral or academic problems are assessed and 
an individualized plan is developed to meet their needs and promote achievement. Staff 
trained in special education services and behavioral intervention services may provide 
supports at this level, but not all students who need Tier 3 supports are students with 
disabilities. Students who have experienced trauma or adverse childhood experiences may 
need intensive supports as well. 
  



 

 

APPENDICES 

  



 

 

APPENDIX A: RELATED POLICY ISSUES 

The relationship of the student conduct policy to other related local policies, rules, and regulations 
should be explicitly stated. Other related local policies may include, but are not limited to, those 
governing student searches, bullying, drug testing, attendance, transfer students, discipline of 
students with disabilities, and threat assessments. Relevant sources such as federal and state 
regulations and guidance may be cross-referenced. 
 
Reporting of Certain Offenses to Superintendents or Designee and to Law 
Enforcement Authorities 

Local school board policy must provide for notification of the Superintendent or designee in 
accordance with § 22.1-279.3:1.A. of the Code of Virginia. § 22.1-279.3:1.D. requires 
principals to immediately report to the local law enforcement agency any act enumerated in 
clauses (ii) through (vii) of § 22.1-279.3:1.A. that may constitute a criminal offense. A 
principal may report to the local law enforcement agency any incident described in clause (i) 
of subsection A. When there is injury, reporting is mandatory. Local board policy may 
require reporting of incidents not listed here to the Superintendent or designee. 

However, nothing in § 22.1-279.3:1.D. shall require delinquency charges to be filed or 
prevent schools from dealing with school-based offenses through leveled sanctions or 
educational programming before a delinquency charge is filed with the juvenile court.  
§ 22.1-279.3:1.A. of the Code of Virginia lists offenses that require reporting to the 
Superintendent or designee as stated below: 

i The assault or assault and battery, without bodily injury, of any person on a school 
bus, on school property, or at a school-sponsored activity; 

ii The assault and battery that results in bodily injury, sexual assault, death, shooting, 
stabbing, cutting, or wounding of any person, or stalking of any person as described 
in § 18.2-60.3, on a school bus, on school property, or at a school-sponsored 
activity; 

iii Any conduct involving alcohol, marijuana, synthetic cannabinoids as defined in  
§ 18.2-248.1:1, a controlled substance, imitation controlled substance, or an 
anabolic steroid on a school bus, on school property, or at a school-sponsored 
activity, including the theft or attempted theft of student prescription medications; 

iv Any threats against school personnel while on a school bus, on school property or at 
a school-sponsored activity; 

v The illegal carrying of a firearm, as defined in § 22.1-277.07, onto school property; 
vi Any illegal conduct involving firebombs, explosive materials or devices, or hoax 

explosive devices, as defined in § 18.2-85, or explosive or incendiary devices, as 
defined in § 18.2-433.1, or chemical bombs, as described in § 18.2-87.1, on a school 
bus, on school property, or at a school-sponsored activity; 



 

 

vii Any threats or false threats to bomb, as described in § 18.2-83, made against school 
personnel or involving school property or school buses; or 

viii The arrest of any student for an incident occurring on a school bus, on school 
property, or at a school-sponsored activity, including the charge therefore. 

The superintendent of the school division must also report these incidents to the 
Department of Education in accordance with § 22.1-279.3:1.C. of the Code of Virginia. 
Incidents reported to the Department of Education annually must accurately indicate any 
offenses, arrests, or charges as recorded by law enforcement authorities. Effective since the 
2005-2006 school year, compliance with this requirement is documented in the annual 
discipline report.  

The principal or designee must also notify the parent of any student involved in the 
incidents listed above, as well as incidents committed by students enrolled at the school if 
the offense would be a felony if committed by an adult, regardless of where the offense is 
committed, or would be a violation of the Drug Control Act if it occurs on a school bus, 
school property, or at a school-sponsored activity [§ 22.1-279.3:1.B. and C.]. The 2005 
General Assembly amended § 22.1-279.3:1.D. to require that principals notify parents that 
the incident has been reported to local law enforcement as required by law and that the 
parents may contact local law enforcement for further information, if they so desire. 
Whenever a student commits a reportable incident named in the Code of Virginia, the student 
shall be required to participate in prevention and intervention activities as determined 
appropriate by the superintendent or designee (§ 22.1-279.3:1.C.). A school board may 
require reporting of other offenses. This determination is best made in consultation with 
local school and law enforcement officials. 
 
Notification of Parental Responsibilities and Involvement 

The Waynesboro School Board policy provides for notification of parental responsibilities in 
accordance with § 22.1-279.3. of the Code of Virginia that sets forth the duty of each parent of 
a student enrolled in a public school to assist the school in enforcing the standards of student 
conduct and compulsory school attendance. 
 
Within one calendar month of the opening of school, school boards are required to send the 
parents of each enrolled student (i) a notice of parental responsibilities; (ii) a copy of the 
school board's standards of student conduct; and (iii) a copy of the compulsory school 
attendance law. These materials must include a notice to the parents that, by signing the 
statement of receipt, parents shall not be deemed to waive, but to expressly reserve, their 
rights protected by the constitutions or laws of the United States or the Commonwealth. 
The notice also informs a parent of the right to express disagreement with a school's or 
school division's policies or decisions. A school board’s policy should address 
documentation of receipt of materials, the conditions for requiring parent involvement, and 
criteria/steps for proceeding against parents in juvenile and domestic relations court for 
willful and unreasonable refusal to participate in efforts to improve the student's behavior or 
school attendance. 



 

 

Admission of Students Suspended or Expelled from another School Division 
or a Private School 

Section 22.1-277.2. of the Code of Virginia authorizes the exclusion of a student suspended or 
expelled from another school division or a private school upon a finding that the student 
presents a danger to the other students or staff of the school division. This action is 
permitted after: 

• Written notice to the student and student’s parent that the student may be subject to 
exclusion, the reasons therefore, and, in the event of such exclusion, the right to 
appeal the decision at a hearing before the school board or a committee thereof; and 

• Review of the case by the division superintendent or designee and a recommendation 
of exclusion. 

In cases where the suspension is for more than 30 days, the term of the exclusion may not 
exceed the duration of such suspension.  
 
In cases of expelled students, the local school board may accept or waive any or all of any 
conditions for readmission imposed upon such a student by the expelling school board, but 
may not impose additional conditions for readmission to school. Waynesboro School Board 
policy cites the authority to exclude such students and establish procedures in accordance 
with § 22.1-277.2. of the Code of Virginia. 
 
Access to Certain Juvenile Records the Code of Virginia 

Section 16.1-300 of the Code of Virginia governs the confidentiality of Department of Juvenile 
Justice records of children who have been before a juvenile court, under probation 
supervision, received services from a court service unit, or who are committed to the 
Department of Juvenile Justice. In its 2006 Session, the General Assembly specified that a 
school administration is among the entities that may have access to these records by order of 
the court when they are deemed to have a legitimate interest in the case or the juvenile. 
 
Related Sections, Regulations, and Guidelines of the Code of Virginia 

Standards of Quality 
Section 22.1-253.13:7. of the Code of Virginia 
Standards of Accreditation 
8 VAC 20-131-210 Role of the Principal 
8 VAC 20-131-260 Facilities and Safety  



 

 

Parental Responsibilities 

§ 22.1-279.3. Parental responsibility and involvement requirements. 
A. Each parent of a student enrolled in a public school has a duty to assist the school in 

enforcing the standards of student conduct and compulsory school attendance in 
order that education may be conducted in an atmosphere free of disruption and 
threat to persons or property, and supportive of individual rights. 

B. A school board shall provide opportunities for parental and community involvement 
in every school in the school division. 

C. Within one calendar month of the opening of school, each school board shall, 
simultaneously with any other materials customarily distributed at that time, send to 
the parents of each enrolled student (i) a notice of the requirements of this section; 
(ii) a copy of the school board's standards of student conduct; and (iii) a copy of the 
compulsory school attendance law. These materials shall include a notice to the 
parents that by signing the statement of receipt, parents shall not be deemed to 
waive, but to expressly reserve, their rights protected by the constitutions or laws of 
the United States or the Commonwealth and that a parent shall have the right to 
express disagreement with a school's or school division's policies or decisions. 

Each parent of a student shall sign and return to the school in which the student is enrolled 
a statement acknowledging the receipt of the school board's standards of student conduct, 
the notice of the requirements of this section, and the compulsory school attendance law. 
Each school shall maintain records of such signed statements. 

D. The school principal may request the student's parent or parents, if both parents have 
legal and physical custody of such student, to meet with the principal or his designee 
to review the school board's standards of student conduct and the parent's or parents' 
responsibility to participate with the school in disciplining the student and 
maintaining order, to ensure the student's compliance with compulsory school 
attendance law, and to discuss improvement of the child's behavior, school 
attendance, and educational progress. 

E. In accordance with the due process procedures set forth in this article and the 
guidelines required by § 22.1-279.6, the school principal may notify the parents of 
any student who violates a school board policy or the compulsory school attendance 
requirements when such violation could result in the student's suspension or the 
filing of a court petition, whether or not the school administration has imposed such 
disciplinary action or filed a petition. The notice shall state (i) the date and 
particulars of the violation; (ii) the obligation of the parent to take actions to assist 
the school in improving the student's behavior and ensuring compulsory school 
attendance compliance; (iii) that, if the student is suspended, the parent may be 
required to accompany the student to meet with school officials; and (iv) that a 
petition with the juvenile and domestic relations court may be filed under certain 
circumstances to declare the student a child in need of supervision. 

 



 

 

F. No suspended student shall be admitted to the regular school program until such 
student and his parent have met with school officials to discuss improvement of the 
student's behavior, unless the school principal or his designee determines that 
readmission, without parent conference, is appropriate for the student. 

G. Upon the failure of a parent to comply with the provisions of this section, the school 
board may, by petition to the juvenile and domestic relations court, proceed against 
such parent for willful and unreasonable refusal to participate in efforts to improve 
the student's behavior or school attendance, as follows: 

1. If the court finds that the parent has willfully and unreasonably failed to meet, 
pursuant to a request of the principal as set forth in subsection D of this 
section, to review the school board's standards of student conduct and the 
parent's responsibility to assist the school in disciplining the student and 
maintaining order, and to discuss improvement of the child's behavior and 
educational progress, it may order the parent to so meet; or 

2. If the court finds that a parent has willfully and unreasonably failed to 
accompany a suspended student to meet with school officials pursuant to 
subsection F, or upon the student's receiving a second suspension or being 
expelled, it may order the student or his parent, or both, to participate in such 
programs or such treatment, including, but not limited to, extended day 
programs, summer school, other educational programs and counseling, as the 
court deems appropriate to improve the student's behavior or school 
attendance. The order may also require participation in a parenting, 
counseling or a mentoring program, as appropriate or that the student or his 
parent, or both, shall be subject to such conditions and limitations, as the 
court deems appropriate for the supervision, care, and rehabilitation of the 
student or his parent. In addition, the court may order the parent to pay a civil 
penalty not to exceed $500. 

H. The civil penalties established pursuant to this section shall be enforceable in the 
juvenile and domestic relations court in which the student's school is located and 
shall be paid into a fund maintained by the appropriate local governing body to 
support programs or treatments designed to improve the behavior of students as 
described in subdivision G 2. Upon the failure to pay the civil penalties imposed by 
this section, the attorney for the appropriate county, city, or town shall enforce the 
collection of such civil penalties. 

I. All references in this section to the juvenile and domestic relations court shall be also 
deemed to mean any successor in interest of such court. 

 



 

 

 
 
Definitions 

"Alternative education program"  
§ 22.1-276.01. Definitions. 
 

A. For the purposes of this article, unless the context requires a different meaning: 
"Alternative education program" includes night school, adult education, or any other 
education program designed to offer instruction to students for whom the regular program of 
instruction may be inappropriate. 

 
"Bullying"  
Any aggressive and unwanted behavior that is intended to harm, intimidate, or humiliate 
the victim; involves a real or perceived power imbalance between the aggressor or 
aggressors and victim; and is repeated over time or causes severe emotional trauma. 
"Bullying" includes cyber bullying. "Bullying" does not include ordinary teasing, horseplay, 
argument, or peer conflict. 
§ 22.1-291.4. Bullying prohibited. 

1. Each school board shall implement, by July 1, 2014, policies and procedures to 
educate school board employees about bullying, as defined in § 22.1-276.01, and 
the need to create a bully-free environment. 

 
2. That the Board of Education shall develop, by January 1, 2014, model policies 

and procedures for use by each school board to educate school board employees 
about bullying, as defined in § 22.1-276.01, and the need to create a bully-free 
environment. 

 
"Disruptive behavior"  
A violation of school board regulations governing student conduct that interrupts or obstructs the 
learning environment. 
 
"Exclusion"  
A Virginia school board's denial of school admission to a student who has been expelled or has been 
placed on a long-term suspension of more than 30 calendar days by another school board or a 
private school, either in Virginia or another state, or for whom admission has been withdrawn by a 
private school in Virginia or another state. 
 
"Expulsion"  
Any disciplinary action imposed by a school board or a committee thereof, as provided in school 
board policy, whereby a student is not permitted to attend school within the school division and is 
ineligible for readmission for 365 calendar days after the date of the expulsion. 
 
"Long-term suspension"  
Any disciplinary action whereby a student is not permitted to attend school for 11 to 45 school days. 
 



 

 

"Short-term suspension"  
Any disciplinary action whereby a student is not permitted to attend school for a period not to 
exceed ten school days. 
 
"Superintendent's designee" 

A. For the purposes of §§ 22.1-277 , 22.1-277.04, 22.1-277.05, 22.1-277.06, 22.1-277.2, 
and 22.1-277.2:1, "superintendent's designee" means a (i) trained hearing officer or 
(ii) professional employee within the administrative offices of the school division 
who reports directly to the division superintendent and who is not a school-based 
instructional or administrative employee. 

 
Suspensions and Expulsions 

§ 22.1-277. Suspensions and expulsions of pupils generally. 
A. Students may be suspended or expelled from attendance at school for sufficient cause; however, in no 

cases may sufficient cause for suspensions include only instances of truancy. 
B. Except as provided in subsection C or § 22.1-277.07 or 22.1-277.08, no student in preschool through 

grade three shall be suspended for more than three school days or expelled from attendance at school, 
unless (i) the offense involves physical harm or credible threat of physical harm to others or (ii) the 
local school board or the division superintendent or his designee finds that aggravating circumstances 
exist, as defined by the Department.  

C. Any student for whom the division superintendent of the school division in which such student is 
enrolled has received a report pursuant to § 16.1-305.1 of an adjudication of delinquency or a 
conviction for an offense listed in subsection G of  
§ 16.1-260 may be suspended or expelled from school attendance pursuant to this article. 

D. The authority provided in § 22.1-276.2 for teachers to remove students from their classes in certain 
instances of disruptive behavior shall not be interpreted to affect the operation of § 22.1-277.04, 22.1-
277.05, or 22.1-277.06. 

 
Short-term suspension 
§ 22.1-277.04. Short-term suspension; procedures; readmission. 
A pupil may be suspended for not more than ten school days by either the school principal, 
any assistant principal, or, in their absence, any teacher. The principal, assistant principal, 
or teacher may suspend the pupil after giving the pupil oral or written notice of the charges 
against him and, if he denies them, an explanation of the facts as known to school personnel 
and an opportunity to present his version of what occurred. In the case of any pupil whose 
presence poses a continuing danger to persons or property, or whose presence is an ongoing 
threat of disruption, the pupil may be removed from school immediately and the notice, 
explanation of facts, and opportunity to present his version shall be given as soon as 
practicable thereafter. 
 
Upon suspension of any pupil, the principal, assistant principal, or teacher responsible for 
such suspension shall report the facts of the case in writing to the division superintendent or 
his designee and the parent of the pupil suspended. The division superintendent or his 
designee shall review forthwith the action taken by the principal, assistant principal, or 
teacher upon a petition for such review by any party in interest and confirm or disapprove 
such action based on an examination of the record of the pupil's behavior. 



 

 

The decision of the division superintendent or his designee may be appealed to the school 
board or a committee thereof in accordance with regulations of the school board; however, 
the decision of the division superintendent or his designee shall be final if so prescribed by 
school board regulations. 
 
The school board shall require that any oral or written notice to the parent of a student who 
is suspended from school attendance for not more than ten days include notification of the 
length of the suspension, information regarding the availability of community-based 
educational programs, alternative education programs or other educational options, and of 
the student's right to return to regular school attendance upon the expiration of the 
suspension. The costs of any community-based educational program, or alternative 
education program or educational option, which is not a part of the educational program 
offered by the school division, shall be borne by the parent of the student. 
 
Long-term suspensions 
§ 22.1-277.05. Long-term suspensions: procedures; readmission  

A. A pupil may be suspended from attendance at school for 11 to 45 school days after 
providing written notice to the pupil and his parent of the proposed action and the 
reasons therefor and of the right to a hearing before the school board, or a committee 
thereof, or the superintendent or his designee, in accordance with regulations of the 
school board. If the regulations provide for a hearing by the superintendent or his 
designee, the regulations shall also provide for an appeal of the decision to the full 
school board. Such appeal shall be decided by the school board within 30 days. 

If the regulations provide for a hearing by a committee of the school board, the regulations 
shall also provide that such committee may confirm or disapprove the suspension of a 
student. Any such committee of the school board shall be composed of at least three 
members. If the committee's decision is not unanimous, the pupil or his parent may appeal 
the committee's decision to the full school board. Such appeal shall be decided by the school 
board within 30 days. 

B. A school board shall include in the written notice of a suspension for 11 to 45 school 
days required by this section, notification of the length of the suspension. In the case 
of a suspension for 11 to 45 school days, such written notice shall provide information 
concerning the availability of community-based educational, alternative education, 
or intervention programs. Such notice shall also state that the student is eligible to 
return to regular school attendance upon the expiration of the suspension or to attend 
an appropriate alternative education program approved by the school board during 
or upon the expiration of the suspension. The costs of any community-based 
educational, alternative education, or intervention program that is not a part of the 
educational program offered by the school division that the student may attend 
during his suspension shall be borne by the parent of the student. 



 

 

Nothing in this section shall be construed to prohibit the school board from permitting or 
requiring students suspended pursuant to this section to attend an alternative education 
program provided by the school board for the term of such suspension. 

C. Notwithstanding the provisions of subsections A and B, a long-term suspension may extend 
beyond a 45-school-day period but shall not exceed 364 calendar days if (i) the offense is one 
described in § 22.1-277.07 or 22.1-277.08 or involves serious bodily injury or (ii) the school 
board or division superintendent or his designee finds that aggravating circumstances exist, as 
defined by the Department. Such definition shall include a consideration of a student's 
disciplinary history. 

Alternative placement  
Section 22.1-277.2:1. authorizes school boards to require any student to attend an 
alternative education program under prescribed circumstances. Procedures to be followed 
when requiring an alternative education program are also prescribed. It should be noted that 
alternative education programs are authorized but not required by the Code of Virginia to be 
established. 
 
In its 2006 Session, the General Assembly added to the list of persons who may participate 
in the GED testing program to include (i) persons 16 years of age or older who have been 
expelled from school and (ii) persons required by court order to participate in the testing 
program (Section 22.1-254.2.A.6. and 7). (Section 22.1-254.2 of the Code of Virginia, 
amended in 2014, requires that any program preparing students to pass a high school 
equivalency examination must be approved by the Board of Education.) 
 
Expulsion 
Section 22.1-277.06. of the Code of Virginia defines expulsion as “any disciplinary action 
imposed by a school board or a committee thereof, as provided in school board policy, 
whereby a student is not permitted to attend school within the school division and is 
ineligible for readmission for 365 calendar days after the date of the expulsion.” 
 
Waynesboro School Board policy cites the authority to expel a student and establish the 
procedures for written notice to the pupil and parent of the action, its reason, and right to a 
hearing and confirmation in accordance with § 22.1-277.06. of the Code of Virginia and with 
regulations of the school board. A school board may prescribe in regulation whether the 
hearing is before the school board or a committee thereof. If the regulations provide for a 
hearing by a committee of the school board, the regulations must also provide that the 
committee may confirm or disapprove the expulsion. The committee must be composed of 
at least three members and, if the committee's decision is not unanimous, the pupil or 
pupil’s parent may appeal the committee's decision to the full school board. Such an appeal 
must be decided by the school board within 30 days. School board policy must also provide 
for confirmation or disapproval of a proposed expulsion by the school board or a committee 
thereof, regardless of whether the pupil exercises the right to a hearing. 
 
The school board policy requires, in accordance with § 22.1-277.06. of the Code of Virginia, 
that the written notice of expulsion includes the following: 



 

 

 
1. The length of the expulsion.  
2. Information to the parent of the student concerning the availability of 

community-based educational, training, and intervention programs.  
3. Whether or not the student is eligible to return to regular school attendance, or to 

attend an appropriate alternative education program approved by the school 
board, or an adult education program offered by the school division, during or 
upon the expiration of the expulsion. 

4. A notice advising that the student may petition the school board for readmission 
to be effective one calendar year from the date of the student’s expulsion, if the 
school board determines that the student is ineligible to return to regular school 
attendance or to attend during the expulsion an alternative education program or 
an adult education program in the school division. 

5. The terms and conditions, if any, under which readmission may be granted. 
  
A school board may include a statement specifying that the costs of any community-based 
educational program, or alternative education program or educational option, which is not a 
part of the educational program offered by the school division, is the responsibility of the 
parent of the student. 
 
School board policy may permit or require students expelled to attend an alternative 
education program provided by the school board for the term of the expulsion in accordance 
with procedures set forth in § 22.1-277.2:1. of the Code of Virginia. Alternative education 
programs are authorized but not required to be established. In its 2006 Session, the General 
Assembly added to the list of persons who may participate in the GED testing program (i) 
those persons 16 years of age or older who have been expelled from school and (ii) persons 
required by court order to participate in the testing program (Section 22.1-254.2.A.6. and 
7.). 
 
A school board must establish, by regulation, a schedule by which pupils who have been 
expelled may apply and reapply for readmission to school. The schedule must be designed 
to ensure that the hearing or ruling on any initial petition for readmission, if granted, would 
enable the student to resume school attendance one calendar year from the date of the 
expulsion. Some school divisions develop an individualized plan or contract for expelled 
students specifying conditions the student must meet for readmission and actions the 
student has agreed to take to meet the conditions. 
 
§ 22.1-277.07. Expulsion of students under certain circumstances; exceptions. 

A. In compliance with the federal Improving America's Schools Act of 1994 (Part F-Gun-Free Schools 
Act of 1994), a school board shall expel from school attendance for a period of not less than 
one year any student whom such school board has determined, in accordance with the 
procedures set forth in this article, to have possessed a firearm on school property or at a 
school-sponsored activity as prohibited by § 18.2-308.1 or to have possessed a firearm or 
destructive device as defined in subsection E, a firearm muffler or firearm silencer, or a 
pneumatic gun as defined in subsection E of § 15.2-915.4 on school property or at a school-
sponsored activity. A school administrator, pursuant to school board policy, or a school 



 

 

board may, however, determine, based on the facts of a particular situation, that special 
circumstances exist and no disciplinary action or another disciplinary action or another term 
of expulsion is appropriate. A school board may promulgate guidelines for determining what 
constitutes special circumstances. In addition, a school board may, by regulation, authorize 
the division superintendent or his designee to conduct a preliminary review of such cases to 
determine whether a disciplinary action other than expulsion is appropriate. Such 
regulations shall ensure that, if a determination is made that another disciplinary action is 
appropriate, any such subsequent disciplinary action is to be taken in accordance with the 
procedures set forth in this article. Nothing in this section shall be construed to require a 
student's expulsion regardless of the facts of the particular situation. 

 
B. The Board of Education is designated as the state education agency to carry out the 

provisions of the federal Improving America's Schools Act of 1994 and shall administer the funds 
to be appropriated to the Commonwealth under this act. 

 
C. Each school board shall revise its standards of student conduct no later than three months 

after the date on which this act becomes effective. Local school boards requesting moneys 
apportioned to the Commonwealth through the federal Improving America's Schools Act of 1994 
shall submit to the Department of Education an application requesting such assistance. 
Applications for assistance shall include: 

1. Documentation that the local school board has adopted and implemented student 
conduct policies in compliance with this section; and 

2. A description of the circumstances pertaining to expulsions imposed under this 
section, including (i) the schools from which students were expelled under this 
section, (ii) the number of students expelled from each such school in the school 
division during the school year, and (iii) the types of firearms involved in the 
expulsions. 

 
D. No school operating a Junior Reserve Officers Training Corps (JROTC) program shall 

prohibit the JROTC program from conducting marksmanship training when such training is 
a normal element of such programs. Such programs may include training in the use of 
pneumatic guns. The administration of a school operating a JROTC program shall cooperate 
with the JROTC staff in implementing such marksmanship training. 

 
E. As used in this section: 

"Destructive device" means (i) any explosive, incendiary, or poison gas, bomb, grenade, 
rocket having a propellant charge of more than four ounces, missile having an explosive or 
incendiary charge of more than one-quarter ounce, mine, or other similar device; (ii) any 
weapon, except a shotgun or a shotgun shell generally recognized as particularly suitable for 
sporting purposes, by whatever name known that will, or may be readily converted to, expel 
a projectile by the action of an explosive or other propellant, and that has any barrel with a 
bore of more than one-half inch in diameter that is homemade or was not made by a duly 
licensed weapon manufacturer, any fully automatic firearm, any sawed-off shotgun or 
sawed-off rifle as defined in § 18.2-299 or any firearm prohibited from civilian ownership by 



 

 

federal law; and (iii) any combination of parts either designed or intended for use in 
converting any device into any destructive device described in this subsection and from 
which a destructive device may be readily assembled. "Destructive device" does not include 
any device that is not designed or redesigned for use as a weapon, or any device originally 
designed for use as a weapon and that is redesigned for use as a signaling, pyrotechnic, line-
throwing, safety, or other similar device, nor shall it include any antique firearm as defined 
in subsection G of § 18.2-308.2:2. 
 
"Firearm" means any weapon, including a starter gun, that will, or is designed or may 
readily be converted to, expel single or multiple projectiles by the action of an explosion of a 
combustible material or the frame or receiver of any such weapon. "Firearm" does not 
include any pneumatic gun, as defined in subsection E of  
§ 15.2-915.4. 
 
"One year" means 365 calendar days as required in federal regulations. 
 
"School property" means any real property owned or leased by the school board or any 
vehicle owned or leased by the school board or operated by or on behalf of the school board. 

 
F. The exemptions set out in § 18.2-308 regarding concealed weapons shall apply, mutatis 

mutandis, to the provisions of this section. The provisions of this section shall not apply to 
persons who possess such firearm or firearms or pneumatic guns as a part of the curriculum 
or other programs sponsored by the schools in the school division or any organization 
permitted by the school to use its premises or to any law-enforcement officer while engaged 
in his duties as such. 

 
G. This section shall not be construed to diminish the authority of the Board of Education or 

the Governor concerning decisions on whether, or the extent to which, Virginia shall 
participate in the federal Improving America's Schools Act of 1994, or to diminish the Governor's 
authority to coordinate and provide policy direction on official communications between the 
Commonwealth and the United States government. 

 
(1995, cc. 724, 801; 1999, cc. 707, 1027; 2000, c. 523, § 22.1-277.01; 2001, cc. 688, 820; 2003, cc. 
843, 976; 2004, c. 930; 2006, c. 703; 2013, c. 288; 2014, cc. 109, 312, 765.) 
 
§ 22.1-277.08. Expulsion of students for certain drug offenses. 

A. School boards shall expel from school attendance any student whom such school board 
has determined, in accordance with the procedures set forth in this article, to have 
brought a controlled substance, imitation controlled substance, or marijuana as defined 
in § 18.2-247 onto school property or to a school-sponsored activity. A school 
administrator, pursuant to school board policy, or a school board may, however, 
determine, based on the facts of a particular situation, that special circumstances exist 
and no disciplinary action or another disciplinary action or another term of expulsion is 
appropriate. A school board may, by regulation, authorize the division superintendent 
or his designee to conduct a preliminary review of such cases to determine whether a 



 

 

disciplinary action other than expulsion is appropriate. Such regulations shall ensure 
that, if a determination is made that another disciplinary action is appropriate, any 
such subsequent disciplinary action is to be taken in accordance with the procedures set 
forth in this article. Nothing in this section shall be construed to require a student's 
expulsion regardless of the facts of the particular situation. 

 
Each school board shall revise its standards of student conduct to incorporate the 
requirements of this section no later than three months after the date on which this act 
becomes effective. 
(1998, c. 655; 1999, cc. 706, 732, § 22.1-277.01:1; 2001, cc. 688, 820; 2011, cc. 384, 410; 
2014, cc. 109, 312, 577, 674, 719, 765.) 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



 

 

APPENDIX B: DISCIPLINE OF STUDENTS WITH DISABILITIES 

Excerpt from The Regulations Governing Special Education Programs for Children with Disabilities in 
Virginia, effective 2010, (the Virginia Regulations). 
 
8VAC20-81-160 Discipline procedures. 
 
A. General. (§ 22.1-277 of the Code of Virginia; 34 CFR 300.530(a); 34 CFR 300.324(a)(2)(i)) 

 
1. A child with a disability shall be entitled to the same due process rights that all 

children are entitled to under the Code of Virginia and the local educational 
agency's disciplinary policies and procedures. 
 

2. In the event that the child's behavior impedes the child's learning or that of others, 
the IEP Team shall consider the use of positive behavioral interventions, 
strategies, and supports to address the behavior. The IEP Team shall consider 
either: 

  
a. Developing goals and services specific to the child's behavioral needs; or 

 
b. Conducting a functional behavioral assessment and determining the need for 

a behavioral intervention plan to address the child's behavioral needs. 
 

3. School personnel may consider any unique circumstances on a case-by-case basis 
when deciding whether or not to order a change in placement for a child with a 
disability that violates a code of student conduct. 

 
a. In reviewing the disciplinary incident, school personnel may review the child's 

IEP and any behavioral intervention plan, or consult with the child's 
teacher(s) to provide further guidance in considering any unique 
circumstances related to the incident. 

 
b. School personnel may convene an IEP Team for this purpose. 

 
B. Short-term removals. 

 
1. A short-term removal is for a period of time of up to ten consecutive school days or ten 

cumulative school days in a school year. (34 CFR 300.530(b)) 
 

a. School personnel may short-term remove a child with a disability from the child's 
current educational setting to an appropriate interim alternative educational setting, 
another setting, or suspension, to the extent those alternatives are applied to a child 
without disabilities. 

 



 

 

b. Additional short-term removals may apply to a child with a disability in a 
school year for separate incidents of misconduct as long as the removals do 
not constitute a pattern. If the short-term removals constitute a pattern, the 
requirements of subsection C of this section apply. 

 
(1) The local educational agency determines when isolated, short-term 

removals for unrelated instances of misconduct are considered a pattern. 
 

(2) These removals only constitute a change in placement if the local 
educational agency determines there is a pattern. 

 
2. Services during short-term removals. 

 
a. The local educational agency is not required to provide services during the 

first ten school days in a school year that a child with a disability is short-term 
removed if services are not provided to a child without a disability who has 
been similarly removed. (34 CFR 300.530(b)(2)) 

 
b. For additional short-term removals, which do not constitute a pattern, the 

local educational agency shall provide services to the extent determined 
necessary to enable the student to continue to participate in the general 
education curriculum and to progress toward meeting the goals of the 
student's IEP. School personnel, in consultation with the student's special 
education teacher, make the service determinations. (34 CFR 300.530(b)(2)) 

 
a. For additional short-term removals that do not constitute a pattern, the local 

educational agency shall ensure that children with disabilities are included in 
the Virginia Department of Education and division wide assessment programs 
in accordance with the provisions of subdivision 4 of  
8VAC20-81-20. (20 USC § 1412(a) (16) (A) 

  



 

 

C. Long-term removals. 
 

1.  A long-term removal is for more than ten consecutive school days (34 CFR 300.530; 
34 CFR 300.536); or  

 
2.  The child has received a series of short-term removals that constitutes a pattern: 
 

a. Because the removals cumulate to more than ten school days in a school year; 
 
b. Because the child's behavior is substantially similar to the child's behavior in 

previous incidents that results in a series of removals; and 
 
b. Because of such additional factors such as the length of each removal, the 

total amount of time the student is removed, and the proximity of the 
removals to one another.  

 
3.  The local educational agency determines on a case-by-case basis whether a pattern of 

removals constitutes a change in placement. This determination is subject to review 
through due process and judicial proceedings. (34CFR 300.530(a) and (b) and 34 
CFR 300.536) 

4. On the date on which the decision is made to long-term remove the student because 
of a violation of a code of student conduct, the local educational agency shall notify 
the parent(s) of the decision and provide the parent(s) with the procedural 
safeguards. (34 CFR 300.530(h)) 

5.  Special circumstances. (34 CFR 300.530(g)) 
 

a. School personnel may remove a child with a disability to an appropriate 
interim alternative educational setting for the same amount of time that a 
child without a disability would be subject to discipline, but for not more than 
45 school days without regard to whether the behavior is determined to be a 
manifestation of the child's disability, if: 

 
(1)  The child carries a weapon to or possesses a weapon at school, on 

school premises, or at a school function under the jurisdiction of a local 
educational agency or the Virginia Department of Education; or 

(2)  The child knowingly possesses or uses illegal drugs or sells or solicits the 
sale of a controlled substance while at school, on school premises, or at a 
school function under the jurisdiction of a local educational agency or 
the Virginia Department of Education; or 

(3) The child inflicts serious bodily injury upon another person at school, on 
school premises, or at a school function under the jurisdiction of a local 
educational agency or the Virginia Department of Education.  

b. For purposes of this part, "weapon," "controlled substance," and "serious 
bodily injury" have the meaning given the terms under 8VAC20-81-10. 

 
6. Services during long-term removals. 



 

 

 
a. A child with a disability who is long-term removed receives services during 

the disciplinary removal so as to enable the student to: (34 CFR 300.530(d)) 
 

(1) Continue to receive educational services so as to enable the student to 
continue to participate in the general educational curriculum, although 
in another setting; 

 
(2) Continue to receive those services and modifications including those 

described in the child's current IEP that will enable the child to progress 
toward meeting the IEP goals; and  

 
(3) Receive, as appropriate, a functional behavioral assessment, and 

behavioral intervention services and modifications, that are designed to 
address the behavior violation so that it does not recur. 

 
b. For long-term removals, the local educational agency shall ensure that 

children with disabilities are included in the Virginia Department of 
Education and division wide assessment programs in accordance with the 
provisions of sub-division 4 of 8VAC20-81-20. (20 USC § 1412(a)(16)(A) 

 
c. The IEP Team determines the services needed for the child with a disability 

who has been long-term removed. (34CFR 300.530(d)(5) and  
34 CFR 300.531) 

 
D. Manifestation determination. (34 CFR 300.530(c), (e), (f), and (g)) 

 
1. Manifestation determination is required if the local educational agency is 

contemplating a removal that constitutes a change in placement for a child with a 
disability who has violated a code of student conduct of the local educational agency 
that applies to all students. 

 
2. The local educational agency, the parent(s), and relevant members of the child's IEP 

Team, as determined by the parent and the local educational agency, constitute the 
IEP Team that shall convene immediately, if possible, but not later than ten school 
days after the date on which the decision to take the action is made. 

 
3. The IEP Team shall review all relevant information in the child's file, including the 

child's IEP, any teacher observations, and any relevant information provided by the 
parent(s). 

 
4. The IEP Team then shall determine the conduct to be a manifestation of the child's 

disability: 
 

(1)  If the conduct in question was caused by, or had a direct and substantial 
relationship to, the child's disability; or 



 

 

 
(2)  If the conduct in question was the direct result of the local educational 

agency's failure to implement the child's IEP. 
 

5.   If the IEP Team determines that the local educational agency failed to implement the 
child's IEP, the local educational agency shall take immediate steps to remedy those 
deficiencies. 

 
6. If the IEP Team determines that the child's behavior was a manifestation of the 

child's disability: 
 

a. The IEP Team shall return the child to the placement from which the 
child was removed unless the parent and the local educational agency 
agree to a change in placement as part of the modification of the 
behavioral intervention plan. The exception to this provision is when the 
child has been removed for not more than 45 school days to an interim 
alternative educational setting for matters described in subdivision C. 5. a. 
of this section. In that case, school personnel may keep the student in the 
interim alternative educational setting until the expiration of the 45-day 
period. 

 
(1)  Conduct a functional behavioral assessment, unless the local 

educational agency had conducted this assessment before the behavior 
that resulted in the change in placement occurred, and implement a 
behavioral intervention plan for the child. 

 
(a)  A functional behavioral assessment may include a review of 

existing data or new testing data or evaluation as determined by the 
IEP Team. 

(b)  If the IEP Team determines that the functional behavioral 
assessment will include obtaining new testing data or evaluation, 
then the parent is entitled to an independent educational evaluation 
in accordance with 8VAC20-81-170 B if the parent disagrees with 
the evaluation or a component of the evaluation obtained by the 
local educational agency; or 

(2)  If a behavioral intervention plan already has been developed, review  
this plan, and modify it, as necessary, to address the behavior. 

 
7.   If the IEP Team determines that the child's behavior was not a manifestation of the 

child's disability, school personnel may apply the relevant disciplinary procedures to 
children with disabilities in the same manner and for the same duration as the 
procedures would be applied to children without disabilities, except that services 
shall be provided in accordance with subdivision C. 6. a. of this section. 

 
E. Appeal. (34 CFR 300.532(a) and (c)) 

 



 

 

1. If the child's parent(s) disagrees with the determination that the student's behavior 
was not a manifestation of the student's disability or with any decision regarding 
placement under these disciplinary procedures, the parent(s) may request an 
expedited due process hearing. 

 
2.   A local educational agency that believes that maintaining the current placement of 

the child is substantially likely to result in injury to the child or others may request an 
expedited due process hearing. 

 
3.  The local educational agency is responsible for arranging the expedited due process 

in accordance with the Virginia Department of Education's hearing procedures at  
8VAC20-81-210. 

a.  The hearing shall occur within 20 school days of the date the request for the 
hearing is filed. 

 
c. The special education hearing officer shall make a determination within ten 

school days after the hearing. 
 

c.   Unless the parent(s) and the local educational agency agree in writing to 
waive the resolution meeting, or agree to use the mediation process, 

 
(1) A resolution meeting shall occur within seven calendar days of receiving 

the request for a hearing. 
 

(2) The due process hearing may proceed unless the matter has been 
resolved to the satisfaction of both parties within 15 calendar days of the 
receipt of the request for a hearing. 

 
d.  The decisions on expedited due process hearings are appealable consistent 

with 8VAC20-81-210. 
 
F. Authority of the special education hearing officer. (34 CFR 300.532(a) and (b)) 

 
1.   A  local  educational  agency  may  request  an  expedited  due  process  hearing  

under  the  Virginia  Department  of Education's due process hearing procedures to 
effect a change in placement of a child with a disability for not more than 45 school 
days without regard to whether the behavior is determined to be a manifestation of 
the child's disability, if the local educational agency believes that the child's behavior 
is substantially likely to result in injury to self or others. 

 
2.  The special education hearing officer under 8VAC20-81-210 may: 
 

a.  Return the child with a disability to the placement from which the child was 
removed if the special education hearing officer determines that the removal 
was a violation of subsections C and D of this section, or that the child's 
behavior was a manifestation of the child's disability; or 



 

 

 
b.  Order a change in the placement to an appropriate interim alternative 

educational setting for not more than 45 school days if the special education 
hearing officer determines that maintaining the current placement of the child 
is substantially likely to result in injury to the student or others. 

 
3.   A local educational agency may ask the special education hearing officer for an 

extension of 45 school days for the interim alternative educational setting of a child 
with a disability when school personnel believe that the child's return to the regular 
placement would result in injury to the student or others. 

 
G. Placement during appeals. (34 CFR 300.533) 

 
1.   The child shall remain in the interim alternative educational setting pending the 

decision of the special education hearing officer, or 
 

2. Until the expiration of the time for the disciplinary period set forth in this section, 
whichever comes first, unless the parent and the local educational agency agree 
otherwise.  

 

H. Protection for children not yet eligible for special education and related services.  

(34 CFR 300.534) 
 

1.   A child who has not been determined to be eligible for special education and related 
services and who has engaged in behavior that violates a code of student conduct of 
the local educational agency may assert any of the protections provided in this 
chapter if the local educational agency had knowledge that the child was a child with 
a disability before the behavior that precipitated the disciplinary action occurred. 

 
2.   A local educational agency shall be deemed to have knowledge that a child is a child 

with a disability if before the behavior that precipitated the disciplinary action 
occurred: 

 
a.  The parent(s) of the child expressed concern in writing (or orally if the 

parent(s) does not know how to write or has a disability that prevents a 
written statement) to school personnel that the child is in need of special 
education and related services; 

 
b.  The parent(s) of the child requested an evaluation of the child to be 

determined eligible for special education and related services; or 
 

c.  A teacher of the child or school personnel expressed concern about a pattern 
of behavior demonstrated by the child directly to the director of special 
education of the local educational agency or to other supervisory personnel of 
the local educational agency. 



 

 

 
3.  A local educational agency would not be deemed to have knowledge that a child is a 

child with a disability if: 
 

a. The parent of the child has not allowed a previous evaluation of the child or 
has refused services; or 

 
b. The child has been evaluated in accordance with 8VAC20-81-70 and  

8VAC20-81-80 and determined ineligible for special education and related 
services. 

 
4.   If the local educational agency does not have knowledge that a child is a child with a 

disability prior to taking disciplinary measures against the child, the child may be 
subjected to the same disciplinary measures applied to a child without a disability 
who engages in comparable behaviors. 

 
5.   If a request is made for an evaluation of a child during the time period in which the 

child is subjected to disciplinary measures under this section, the evaluation shall be 
conducted in an expedited manner. 

 
a.  Until the evaluation is completed, the child remains in the educational 

placement determined by the school personnel, which can include suspension 
or expulsion without educational services. 

 
b.  If the child is determined to be a child with a disability, taking into 

consideration information from the evaluations conducted by the local 
educational agency and information provided by the parent(s), the local 
educational agency shall provide special education and related services as 
required for a child with a disability who is disciplined. 

 
I. Referral to and action by law enforcement and judicial authorities. (34 CFR 300.535) 

 
1. Nothing in this chapter prohibits a local educational agency from reporting a crime 

by a child with a disability to appropriate authorities, or prevents state law 
enforcement and judicial authorities from exercising their responsibilities with regard 
to the application of federal and state law to crimes committed by a child with a 
disability to the extent such action applies to a student without a disability. 

 
2.   In reporting the crime, the local educational agency shall ensure that copies of the 

special education and disciplinary records of the child are transmitted for 
consideration by the appropriate authorities to whom school personnel report the 
crime. Transmission of such records shall be in accordance with requirements under 
the Management of the Student's Scholastic Record in the Public Schools of Virginia 
(8VAC20-150). 

 
 



 

 

J. Information on disciplinary actions. (34 CFR 300.229) 
 

1.   The Virginia Department of Education requires that local educational agencies 
include in the records of a child with a disability a statement of any current or 
previous disciplinary action that has been taken against the child. 

 
2.   Local educational agencies are responsible for transmitting the statement to the 

Virginia Department of Education upon request to the same extent that the 
disciplinary information is included in, and transmitted with, the student records of 
nondisabled students. 

 
3.  The statement may include: 
 

a.  A description of any behavior engaged in by the child who required 
disciplinary action; 

 
b.  A description of the disciplinary action; and 

 
c.   Any other information that is relevant to the safety of the child and other 

individuals involved with the child. 
 

4.   If the child transfers from one school to another, the transmission of any of the 
child's records shall include the child's current IEP and any statement of current or 
previous disciplinary action that has been taken against the child.  

 
  



 

 

Use of Exclusionary Settings within the School Setting 

Most schools have exclusionary settings, like in-school suspension, that have traditionally 
been used as punitive consequences for student behavior. They are usually a setting within 
the school building that is used for temporary removal of a student from his or her regularly 
scheduled classes. Exclusionary settings may also include lunch or after-school detention. 
These forms of exclusion can be reframed and used as a time for students to reflect and 
adjust their behavior if they are provided with the appropriate setting and supports.  
Exclusionary time within the school setting should be a time for learning, catching up on 
missed work, problem-solving, getting academic support/tutoring, meeting with counselors 
or social-emotional coaches. It is incumbent on the school and school division to hire and 
train supervisory personnel who have the skills and knowledge to work with a variety of 
students. Traditionally a paraprofessional fills the role of supervisor in exclusionary settings 
at school. Paraprofessionals assigned to students in these settings should have excellent 
interpersonal skills, organizational skills, and appropriate training for implementing a 
program that supports students to return to their regularly scheduled classrooms with 
improved self-management skills. Teachers, school counselors, and mental health 
professionals should also be a part of a well-designed in-school exclusionary setting.  
See the Administrative Code of Virginia 8VAC20-671-640 and 8VAC20-671-650 for regulations, 
definitions, and prohibitions regarding the use of time-out and seclusion in private schools for 
students with disabilities. 
 

Homebound Services 

The regulations and guidelines for homebound services are available in the Virginia 
Department of Education Homebound Instructional Services Guidelines.  
 
Recommended Criteria for Alternative Educational Programs 

Alternative educational settings are typically developed locally and designed to meet the 
needs of a specific population of students. Regardless of the alternative educational setting, 
all divisions are encouraged to use the Code of Virginia § 22.1-209.1:2 criteria for evaluating 
regional alternative education programs. These criteria provide a standard, which can be 
applied to determine the essential components of a quality alternative educational program 
developed by school divisions. The Code of Virginia and best practice research cite the 
following as essential components of an alternative educational setting:   

• Specific criteria for student placement; 
• Expectations for parent or guardian involvement in placement decisions and 

educational plans; 
• Frequent review of placement decisions (at least yearly); 
• Development of an alternative educational plan for each student; 
• Interagency involvement to provide support services for students, including local 

departments of health and social services or welfare; the Juvenile and Domestic 
Relations District Court; law-enforcement agencies; institutions of higher education 
and other postsecondary training programs; professional and community 



 

 

organizations; the business and religious communities; dropout prevention and 
substance abuse prevention programs; community services boards;  

• Intensive, accelerated instructional program designed to meet the needs of the 
student so the student can meet the standards in Profile of a Graduate, including 
academic, social-emotional, and behavior standards; 

• A low pupil teacher ratio; 
• A plan for transitioning the students to their home schools, other division programs, 

community college programs, GED programs, or other appropriate educational 
settings; and 

• Measureable goals and objectives of the program to assess its effectiveness at meeting 
students’ academic, social-emotional, and behavioral needs and progress. 

  
Link: Alternative Education Models and Strategies, Hanover Research 
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TEACHER REMOVAL OF STUDENTS FROM CLASS 
 

Teachers have the initial authority to remove students from class for disruptive 
behavior. "Disruptive behavior" means a violation of School Board policies or 
regulations issued by the superintendent governing student conduct that interrupts or 
obstructs the learning environment. 

 
Criteria for Removal   

 
In order for a teacher to remove a student from class for disruptive behavior 
 

• removal of the student from the class must be necessary to restore a 
learning environment free from interruptions and obstructions caused by 
the student’s behavior 

 
• interventions by the teacher and/or administrators have been attempted 

and failed to end the student’s disruptive behavior, and 
 

• notice of the student’s disruptive behavior and the opportunity to meet with 
the teacher and/or school administrators must have been provided to the 
student’s parents as described below. 

 
When all of the above criteria have been satisfied, a teacher may remove a 

student from class. 
 

Requirements for Incident Reports 
 
 Teachers should write incident reports regarding all incidents of disruptive 
behavior. The reports will be filed with the school administration and provided to the 
student’s parents within 24 hours of the incident. The parents must be given the 
opportunity to meet with the teacher and/or school administrator to discuss the student’s 
behavior and the possible consequences if the behavior continues. The teacher will 
document, in writing, attempts to request and encourage the parents to meet with him or 
her or school administrators.  

 
A student may not be removed from class for disruptive behavior unless two 

written incident reports have been filed with school administrators and provided to the 
student’s parents concerning two prior incidents of disruptive behavior. Upon removal, 
the teacher shall file a “Student Removal Form” (JFCA-E) with school administrators. 
The teacher will include any other documentation supporting the removal including, but 
not limited to, the previous two incident reports. 

 
Procedures for Written Notification of Student and Parents 
 

The teacher shall provide copies of any incident report and Student Removal 
Form to the student and the student’s parents and notify them of the opportunity to meet 
with the teacher and/or school administrators to discuss the behavior and the possible 
consequences if the behavior continues. Such notice shall be provided within twenty- 
and encourage the parents to meet with school administrators and/or the teacher. Such 
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and encourage the parents to meet with school administrators and/or the teacher. Such 
notice and documentation shall be required for each incident report and student 
removal. 

 
Guidelines for Alternative Assignment and Instruction of Removed Students 

 
The principal shall determine the appropriate placement of any student removed 

from class by a teacher. The principal may 
 
• assign the student to an alternative program 

 
• assign the student to another class 

 
• send the student to the principal’s office or study hall. If the principal chooses 

this option, the teacher shall provide and evaluate appropriate make-up work 
for the student 
 

• suspend the student or recommend the student for expulsion. If the principal 
chooses this option, alternative instruction and assignment, if any, shall be 
provided according to School Board policy and in the case of students with 
disabilities, in accordance with federal law 
 

• return the student to class in accordance with the procedures below 
 

Procedure for the Student’s Return to Class 
 
The principal shall determine, after consultation with the teacher, the duration of 

the student’s removal from class. The principal shall notify the teacher of the decision to 
return the student to class. If the teacher disagrees with the principal’s decision to return 
a student to the class 

• the teacher and principal shall discuss the teacher’s objection to returning the 
student to class and the principal’s reason for returning the student. 

 
• the teacher, after meeting with the principal, may appeal the principal’s 

decision to the superintendent or designee within one school day. The 
incident reports and removal form must accompany the appeal. After 
discussion with the principal and teacher or receiving their written comments, 
the decision of the superintendent or designee shall be final. The decision 
shall be made within forty-eight hours of the teacher’s appeal. During the 
appeal process, the student shall not be returned to class and the principal 
will determine an appropriate placement for the student. 

 
Once the decision has been made to return the student to class, the teacher and 

principal shall develop a plan to address future disruptive behavior. 
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Other Provisions 
 
The principal shall ensure that students removed from class under this policy 

continue to receive an education in accordance with School Board policies.  
Application of this policy to students with disabilities shall be consistent with 

federal and state law and regulations as well as School Board policy regarding students 
with disabilities. 

 
Teacher deficiencies in classroom management shall be addressed in teacher 

evaluations pursuant to Policy GCN Evaluation of Professional Staff. 
 
This policy does not limit or restrict the ability of School Board employees to 

apply other policies, regulations or laws for maintaining order in the classroom. 
 

Adopted:  10/8/2008 
Reviewed/Revised:  12/8/2020, 2/9/2021, 11/9/2021, 7/12/2022 
 
Legal Ref: Code of Virginia, 1950, as amended, §§ 22.1-276.01, 22.1-276.2 
 
Cross Refs: GCN  Evaluation of Professional Staff 

JFC  Student Conduct 
JFC-R  Standards of Student Conduct 
JGDA  Disciplining Students with Disabilities 
JGDB  Discipline of Students with Disabilities for Infliction of 

 Serious Bodily Injury 
JGD/JGE  Student Suspension/Expulsion 
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STUDENT REMOVAL FORM 
 
School 
Name: 

 

Student:  

Teacher:  

Class:  

Date:  

 
Description of Behavior: 
 

Administrative and/or Teacher Interventions Attempted Prior to Removal and Results 
 

Date of Prior Incident Reports:  
(Note:  Prior incident reports must be 
attached.)  

 

Signature of Teacher: 
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SPORTSMANSHIP, ETHICS, AND INTEGRITY 
 

The School Board recognizes the value of extracurricular activities in the 
educational process and the values that students develop when they have the 
opportunity to participate in an organized activity outside of the traditional classroom. 

 
Participants and responsible adults involved in School Board approved 

extracurricular activities are expected to demonstrate the same level of responsibility 
and behavior at practice and competitions as is expected in the classroom. The School 
Board further encourages the development and promotion of sportsmanship, ethics, and 
integrity in all phases of the educational process and in all segments of the community, 
including administrators, participants, adult supervisors, parents, fans, spirit groups, and 
support/booster groups. 
 
Adopted:  8/13/2008 
Reviewed/Revised:  11/9/2021, 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950 as amended, §§ 22.1-78.  
 
Cross Ref.: JFC  Student Conduct 
   

JFCC  Student Conduct on School Buses 
KQ Commercial, Promotional, and Corporate Sponsorships and 

Partnerships  
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STUDENT CONDUCT ON SCHOOL BUSES 
 

Students are required to conduct themselves on school buses in a manner 
consistent with established standards for classroom behavior. 

 
The school principal may suspend or revoke the riding privileges of students 

and/or take other disciplinary actions for students who are disciplinary problems on the 
bus. Parents (or guardians) of children whose behavior and misconduct on school 
buses violates the Student Code of Conduct or otherwise endangers the health, safety 
and welfare of other riders shall be notified that their child/children face the loss of 
school bus riding privileges and/or other disciplinary actions. 

 
If a student’s riding privileges are suspended or revoked, the student’s parents 

are responsible for seeing that the student gets to and from school safely. 
 
The bus driver is responsible for maintaining the orderly behavior of students on 

school buses and shall report misconduct to the student's principal and provide a copy 
of the report to the transportation office. 
 
Adopted:  8/13/2008 
Reviewed/Revised:  2/9/2021, 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950 as amended, §§ 22.1-78, 22.1-176, 22.1-293. 
 
Cross Refs.: CLA  Reporting Acts of Violence and Substance Abuse 
 EEA  Student Transportation Services 

JFC  Student Conduct 
JFCD  Weapons in School 
JGD/JGE  Student Suspension/Expulsion 
JGDA  Disciplining Students with Disabilities 
GBEC/JFCH/KGC Tobacco Products and Nicotine Vapor Products 
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WEAPONS IN SCHOOL 

 
I. Generally 

 
Carrying, bringing, using or possessing any firearm, dangerous device, or 

dangerous or deadly weapon in any school building, on school grounds, in any school 
vehicle or at any school-sponsored activity without the authorization of the school 
principal or the superintendent or superintendent’s designee is prohibited, and grounds 
for disciplinary action. The superintendent or superintendent’s designee is permitted to 
give authority to possess a firearm on school property only to persons expressly 
authorized by statute to possess a firearm on school property. 

 
Such weapons include, but are not limited to: 
 any pistol, shotgun, stun weapon, revolver, or other firearm listed in Va. 

Code § 22.1-277.07, designed or intended to propel a projectile of any 
kind, including a rifle, 

 unloaded firearms in closed containers, 
 any air rifle or BB gun, 
 toy guns and look-alike guns, 
 any dirk, bowie knife, switchblade knife, ballistic knife, machete, knife or 

razor, 
 slingshots, 
 spring sticks, 
 brass or metal knuckles, blackjacks, 
 any flailing instrument consisting of two or more rigid parts connected in 

such a manner as to allow them to swing freely, which may be known as a 
nun chahka, nun chuck, nunchaku, shuriken, or fighting chain, 

 any disc, of whatever configuration, having at least two points or pointed 
blades, and which is designed to be thrown or propelled and which may 
be known as a throwing star or oriental dart, 

 explosives, and 
 destructive devices as defined in Va. Code § 22.1-277.07, and 
 other dangerous articles. 

 
II. Expulsion for Possession of Firearms 

 
A student who has possessed a firearm on school property or at a school-

sponsored activity as prohibited by Va. Code § 18.2-308.1 or who has possessed a 
firearm or destructive device as defined in Va. Code § 22.1-277.07, or a firearm 
muffler or firearm silencer, or a pneumatic gun as defined in Va. Code § 15.2-915.4 
on school property or at a school-sponsored activity may be expelled for at least one 
year in accordance with Policy JGD/JGE Student Suspension/Expulsion. The School 
Board may determine, based on the facts of a particular situation, that special 
circumstances exist and no disciplinary action or another disciplinary action or 
another term of expulsion is appropriate. The School Board may promulgate 
guidelines for determining what constitutes special circumstances. The School 
Board authorizes the superintendent or the superintendent’s designee to conduct a 
preliminary review of such cases to determine whether a disciplinary action other 



File:  JFCD 
Page 2 

 

© 5/20 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

than expulsion is appropriate. If it is determined by the superintendent or 
superintendent’s designee that a disciplinary action other than expulsion is 
appropriate, such disciplinary action is taken in accordance with Article 3 of Chapter 
14 of Title 22.1 of the Code of Virginia. 
 

III. Students with Disabilities 
 

A. Students with disabilities are subject to this policy and may be disciplined to the 
same extent as a nondisabled student provided the manifestation review 
committee determines that the violation was not a manifestation of the student’s 
disability. The provisions of Policy JGDA Disciplining Students with Disabilities 
will be followed in addition to the regular disciplinary procedures. 
 

B. Additional authority to remove a student with a disability from school for a 
weapons violation. 
 
1. In addition to the authority granted in subsection A above, a student with a 

disability may also be removed without parent consent and assigned to an 
interim alternative education program by school personnel for not more than 
forty-five (45) school days when the student carries or possesses a weapon 
to or at school, on school premises, or to or at a school function under the 
jurisdiction of a state or local educational agency. This option is available 
regardless of whether a manifestation exists. The removal should not be in 
excess of any removal imposed on a student without a disability for the same 
offense. 
 

2. For purposes of this forty-five (45) school day removal, the weapon must 
meet the following definition: 

 
“a weapon, device, instrument, material or substance, animate or 
inanimate, that is used for, or is readily capable of, causing death or 
serious bodily injury, except that such term does not include a pocket knife 
with a blade of less than 2 ½ inches in length.”  

 
Adopted:  8/13/2008 
Reviewed/Revised:  7/14/2005, 12/8/2020, 7/12/2022 
 
Legal Refs.: 18 U.S.C. § 930. 
 
  20 U.S.C. § 1415. 
 

Code of Virginia, §§ 15.2-915.4,18.2-308, 18.2-308.1, 18.2-308.7, 22.1-
277.07, 277.07:1, 22.1-280.2:4. 

 
  8 VAC 20-81-10. 
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Cross Refs.:  GBEB   Staff Weapons in School 
JGD/JGE  Student Suspension/Expulsion 
JFC  Student Conduct 
JGDA  Disciplining Students with Disabilities 
JGDB  Discipline of Students with Disabilities for Infliction of 

 Serious Bodily Injury 
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GANG ACTIVITY OR ASSOCIATION 
 

The Waynesboro School Board recognizes the existence of gangs in the 
community and the threat they pose to the educational environment. Therefore, 
students shall not engage in gang activity on school grounds, on school buses or on any 
school sponsored activity. In addition, students shall not engage in gang activity using 
the School Division computer system at any time. A gang is defined as any group of 
three or more persons whose purpose includes: 

 
 commission of illegal acts 
 participation in activities that threaten the safety of persons or property 
 disruption of the school environment  
 creation of an atmosphere of fear and intimidation.   
 
Students are subject to disciplinary action in accordance with Policy JFC Student 

Conduct and the Standards of Student Conduct issued by the superintendent for 
participating in gang activity. Gang activity is defined as: 
 

 wearing, using, distributing, displaying, or selling any clothing, jewelry, 
emblem, badge, symbol, sign, or other thing that is evidence of membership 
or affiliation in any gang; 

 committing any act, or using any speech, either verbal or non-verbal (such as 
gestures or handshakes) showing membership or affiliation in a gang; 

 using any speech or committing any act in furtherance of the interests of any 
gang, including: (a) soliciting, hazing and initiating others for membership in 
any gang, (b) requesting any person to pay protection or otherwise 
intimidating or threatening any person, (c) committing any other illegal act or 
other violation of school policy and inciting other students to act with physical 
violence; 

 inappropriate congregating, bullying, cyberbullying, harassment, intimidation, 
degradation, disgrace and/or related activities which are likely to cause bodily 
danger, physical harm, or mental harm to students, employees or visitors. 

 
The superintendent or superintendent’s designee, in cooperation with local law 

enforcement and/or juvenile agencies, develops and regularly updates a regulation 
listing known gang clothing, jewelry, emblems, badges, signs, gestures, handshakes 
and symbols.   
 

The superintendent or superintendent’s designee provides in-service training in 
gang behavior and characteristics to facilitate staff identification of students at-risk of 
gang involvement and promote membership in authorized school groups and/or 
activities as an alternative. 
 
Adopted:  8/13/2008 
Reviewed/Revised:  12/10/2013, 7/12/2022 
 
Legal Refs.: Code of Virginia, as amended, §§ 18.2-46.1, 22.1-70, 22.1-78, 22.1-79(2),  
   § 22.1-276.01, 22.1-279.6. 
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Cross Refs: IIBEA/GAB Acceptable Computer System Use 
 

 
JFC  Student Conduct 
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DRUGS IN SCHOOL 
 

I. Generally 
 

No person may manufacture, sell or distribute or possess with intent to sell, give 
or distribute any controlled substance or imitation controlled substance while 

• on the property, including building or grounds, of any public school; 
• on public property or any property open to public use within 1,000 feet of the 

property, including building or grounds, of any public school; 
• on any school bus; or 
• at any designated school bus stop or any property open to public use within 

1,000 feet of such school bus stop during the time when school children are 
waiting to be picked up and transported to or are being dropped off from school 
or a school sponsored activity. 

A. Expulsion 
 

A student who is determined to have brought a controlled substance or 
imitation controlled substance onto school property or to a school-sponsored 
activity may be expelled in accordance with Policy JGD/JGE Student 
Suspension/Expulsion. The superintendent may determine, based on the facts of 
the particular case that special circumstances exist and another form of discipline 
is appropriate. Any such disciplinary action shall be taken in accordance with 
Article 3 of Chapter 14 of Title 22.1 of the Code of Virginia. 

 
B. Prevention and Intervention 

 
Any student who violates this policy shall participate in the prevention and 

intervention activities identified in the school division’s drug and violence 
prevention plan. 

 
The School Board may require any student who is in possession of or under 

the influence of drugs at school or school-sponsored activities to: (1) undergo 
evaluation for drug abuse and (2) participate in a drug treatment program if 
recommended by the evaluator and if the student’s parent consents. 

 
C. Required Reporting to Parents and Local Law Enforcement 

 
 The Principal shall report a violation of this policy to parents and local law 
enforcement as required by Policy CLA Reporting Acts of Violence and Substance 
Abuse. 

   
II. Students with Disabilities 
 

A. Students with disabilities are subject to the provisions of Section I of this policy and 
may be disciplined to the same extent as a nondisabled student provided the 
manifestation review committee determines that the violation was not a 
manifestation of the student’s disability. The provisions of Policy JGDA  
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B. Disciplining Students with Disabilities will be followed in addition to the regular 
disciplinary procedures. 

 
C. Additional authority to remove a student with a disability from school for a drug 

violation. 
 

1. In addition to the authority granted in subsection A above, a student with a 
disability may be removed without parent consent and assigned to an interim 
alternative education program by school personnel for not more than forty-five 
(45) school days when the student knowingly possesses or uses illegal drugs, 
or  sells or solicits the sale of a controlled substance, while at school, on 
school premises, or at a school function under the jurisdiction of a state or 
local educational agency. This option is available regardless of whether a 
manifestation exists. The removal should not be in excess of any removal 
imposed on a student without a disability for the same offense. 
 

2. For purposes of this forty-five (45) school day removal, “illegal drugs” and 
“controlled substance” are defined as follows: 

 
a. Controlled substance means a drug or other substance identified under 

schedules I, II, III, IV, or V in § 202(c) of the Controlled Substances Act at 
21 U.S.C. § 812(c).  

 
b. Illegal drug means a controlled substance, but does not include a 

controlled substance that is legally possessed or used under the 
supervision of a licensed health-care professional or that is legally 
possessed or used under any other authority under the Controlled 
Substances Act or under any other provision of federal law.   

 
Adopted:  7/14/2015 
Reviewed/Revised:  4/13/2021, 11/9/2021, 7/12/2022 
 
Legal Refs: 20 U.S.C. §§1415. 
 
 21 U.S.C. § 812. 
 

Code of Virginia, 1950, as amended, §§ 18.2-247, 18.2-250, 18.2-250.1, 
18.2-255.2, 22.1-277.08. 
 
8 VAC 20-81-10. 

 
Cross Refs: CLA  Reporting Acts of Violence and Substance Abuse 
  JGD/JGE Student Suspension/Expulsion 
  JFC  Student Conduct 
  JGDA  Disciplining Students with Disabilities 
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TOBACCO PRODUCTS AND NICOTINE VAPOR PRODUCTS 
 

Generally 
 
 Students are prohibited from possessing any tobacco product or nicotine vapor 
product on a school bus, on school property, or at an on-site or off-site school 
sponsored activity. 
 

In addition, the use or distribution of any tobacco product or nicotine vapor 
product, on a school bus, on school property, or at an on-site or off-site school-
sponsored activity is prohibited. 

 
The superintendent is responsible for developing a regulation which contains 

• provisions for the enforcement of this policy among students, employees, and 
visitors, including the enumeration of possible sanctions or disciplinary actions, 
and  

• referrals to resources to help staff and students overcome tobacco addiction.  
 

Definitions 
 
 “Nicotine vapor product” means any noncombustible product containing nicotine 
that employs a heating element, power source, electronic circuit, or other electronic, 
chemical, or mechanical means, regardless of shape or size, that can be used to 
produce vapor from nicotine in a solution or other form. "Nicotine vapor product" 
includes any electronic cigarette, electronic cigar, electronic cigarillo, electronic pipe, or 
similar product or device and any cartridge or other container of nicotine in a solution or 
other form that is intended to be used with or in an electronic cigarette, electronic cigar, 
electronic cigarillo, electronic pipe, or similar product or device. "Nicotine vapor product" 
does not include any product regulated by the FDA under Chapter V (21 U.S.C. § 351 et 
seq.) of the Federal Food, Drug, and Cosmetic Act. 
 
"Tobacco product" means any product made of tobacco and includes cigarettes, cigars, 
smokeless tobacco, pipe tobacco, bidis, and wrappings. "Tobacco product" does not 
include any nicotine vapor product, alternative nicotine product, or product that is 
regulated by the FDA under Chapter V (21 U.S.C. § 351 et seq.) of the Federal Food, 
Drug, and Cosmetic Act. 
 
Adopted:  4/11/1996 
Reviewed/Revised:  2/14/2017, 12/10/2020, 7/12/2022 
 
Legal Refs.: 20 U.S.C. §§ 6083, 7183. 
 

Code of Virginia, 1950, as amended, §§ 18.2-371.2, 22.1-79.5, 22.1-
279.6.  
 

Cross Refs.: CLA  Reporting Acts of Violence and Substance Abuse 
GBEC/KGC Tobacco Products and Nicotine Vapor Products 
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JFC-R  Standards of Student Conduct 
KG  Community Use of School Facilities 
KGB  Public Conduct on School Property 
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SUBSTANCE ABUSE - STUDENT ASSISTANCE PROGRAM 
 

The primary responsibility for helping students who are involved with substance 
abuse lies with the students and their parents. Nevertheless, the School Board strives to 
provide a supportive school environment for students involved with substance use or 
abuse. 

  
The School Board supports substance abuse programs which vary according to 

individual needs. Included among these are programs for persons who desire more 
information, and for those who need help with intervention activities and programs.  

 
The School Board supports efforts to help students during the school day as well 

as to reinforce programs provided by other sources. To that end, individual school 
substance abuse programs may provide group experiences, individual counseling and 
other programs. 

 
Students are prohibited from possessing, using, or distributing restricted 

substances in accordance with Policy JFC Student Conduct. 
 
Adopted:  2/9/2021 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950 as amended, §§ 22.1-78, 16.1-305.1. 
 
Cross Refs.: CLA  Reporting Acts of Violence and Substance Abuse 

IGAG  Teaching about Drugs, Alcohol and Tobacco 
JFC  Student Conduct 

  JFCF  Drugs in School 
  JGD/JGE Student Suspension/Expulsion 
  GAE  Child Abuse and Neglect Reporting 
  JO  Student Records 
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WRITTEN NOTIFICATION OF VIOLATION OF SCHOOL POLICIES BY  

STUDENTS IN ALTERNATIVE EDUCATION PROGRAMS 
 

The School Board requires written notification of an offense to the parent, 
guardian or other person having charge or control of a pupil in an alternative education 
program as described in Va. Code § 22.1-209.1:2 when 

 
• a pupil commits an offense in violation of School Board policies and school 

officials determine the offense was committed without the willful intent to violate 
such policies, or  

 
• the offense did not endanger the health and safety of the individual or other 

persons.  
 

The notification shall be made no later than two school days following the 
incident. The School Board requires the principal of the school the child attends, or 
other appropriate school personnel, to develop appropriate measures, in conjunction 
with the pupil's parent or guardian, for correcting such behavior. 
 
Adopted:  8/13/2008 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-209.1:2(D). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



File: JFCL 
 

© 2/21 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

NOTIFICATION REGARDING PROSECUTION OF JUVENILES AS ADULTS 

 The Waynesboro School Board annually provides information developed by the 
Office of the Attorney General to students regarding laws governing the prosecution of 
juveniles as adults for the commission of certain crimes. 

Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-279.4. 
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SEARCH AND SEIZURE 
 

A search involves an invasion of privacy.  Whether a search of a student is 
permissible depends on a balancing of the student’s right to privacy and freedom from 
unreasonable search and seizure against the school division’s responsibility to protect 
the health, safety and welfare of all persons in the school community and to carry out its 
educational mission. To maintain order and discipline in the schools and to protect the 
health, safety and welfare of students and school personnel, school authorities may 
search a student, student belongings, student lockers or student automobiles under the 
circumstances outlined below and may seize any illegal, unauthorized or contraband 
materials discovered in the search.  

 
As used in this policy, the term "unauthorized" means any item dangerous to the 

health or safety of students or school personnel, or disruptive of any lawful function, 
mission or process of the school or any item described as unauthorized in school rules 
available beforehand to the student. 

 
The locations at which searches of students and student property may be 

conducted are not limited to the school building or school property. Searches may be 
conducted wherever the student is involved in a school-sponsored function. 
 
PERSONAL SEARCHES 

 
A student's person and/or personal effects (e.g. purse, book bag, etc.) may be 

searched by a school official whenever the official has reasonable suspicion to believe 
that the student has violated or is about to violate the law or a school rule and that the 
search will yield evidence of the violation. 

 
All individual searches of students must be based on reasonable suspicion.  In 

order to be permissible, the search must be: 
• justified at its inception and 
• reasonably related in scope to the circumstances justifying the search. 

 
 An individual search is justified at its inception when a school official has 
reasonable grounds, based on the totality of the known circumstances, for suspecting 
that the search will reveal evidence that the student has violated or is violating either the 
law or the rules of the school. A search is reasonable in scope when it is reasonably 
related to the objectives of the search and is not excessively intrusive in light of the age 
and sex of the student and the nature of the suspected infraction.    

 
A personal search may include requiring a student to be scanned with a metal 

detector. 
 
A pat down search of a student may only be conducted if a school administrator 

has established a high level of reasonable suspicion that evidence will be found to 
corroborate suspicion that a law or school rule has been broken. If a pat down search of 
a student's person is conducted, it will be conducted in private by a school official of the 
same sex and with an adult witness of the same sex present. 
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Strip searches involve an extreme intrusion into the rights of a student and may 

only be conducted when an extremely serious situation exists requiring immediate 
action because of an imminent threat of death or great bodily injury to a person or 
persons. If a strip search is necessary the school official should contact the appropriate 
law enforcement official, and the search should be conducted by a sworn law 
enforcement officer of the same sex, in the presence of a same sex adult witness. 
School officials may only conduct a strip search in cases where it is necessary to avoid 
the imminent threat of death or great bodily injury to the student or another person. If a 
strip search must be conducted by a school official, it must be by a same sex official 
with a same sex adult witness, and the school official must have the prior approval of 
the superintendent or superintendent’s designee, unless the health or safety of the 
student is endangered by the delay. 

 
LOCKER AND DESK SEARCHES 

 
Student lockers and desks are school property and remain at all times under the 

control of the school; however, students are expected to assume full responsibility for 
the security of their lockers and are responsible for the content of their assigned locker 
at all times. Periodic general inspections of lockers and desks may be conducted by 
school authorities for any reason at any time without notice, without student consent 
and without a search warrant. 

  
AUTOMOBILE SEARCHES 

 
Students are permitted to park on school premises as a matter of privilege, not of 

right. The school retains authority to conduct routine patrols of student parking lots and 
inspections of the exteriors of student automobiles on school property. The interiors of 
student vehicles may be inspected whenever a school official has reasonable suspicion 
to believe that the student has violated or is about to violate the law or a school rule and 
that the search will yield evidence of the violation, or that illegal or unauthorized 
materials or other evidence of illegal or otherwise prohibited activities are contained 
inside the automobile. Such patrols and inspections may be conducted without notice, 
without student consent and without a search warrant. 

 
COMPUTER SEARCHES 

 
The school computer system, as defined in Policy GAB/IIBEA Acceptable 

Computer System Use, is school property. Students are only authorized to use the 
school’s computer system and other similar educational technology consistent with the 
educational mission of the school and in accordance with Policy GAB/IIBEA Acceptable 
Computer System Use. School officials may search school computers, software and 
internet access records at any time for any reason and without student consent. 

 
CONSENT SEARCHES 

 
If a student gives a school official consent for a search the school official does 

not need to demonstrate reasonable suspicion. A student’s consent is only valid if given 
willingly and with knowledge of the meaning of consent. Students should be told of their  
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right to refuse to be searched, and students must not perceive themselves to be at risk 
of punishment for refusing to grant permission for the search. 

 
SEIZURE OF ILLEGAL MATERIALS 

 
If a properly conducted search yields illegal or contraband materials, such 

findings shall be turned over to proper legal authorities for ultimate disposition.  The 
current Memorandum of Understanding with the Waynesboro Police Department will be 
followed by school administration. 

 
Adopted:  8/13/2008 
Reviewed/Revised: 7/12/2022 
 
Legal Refs.: New Jersey v. T.L.O., 469 U.S. 325 (1985). 
  
  U.S. Const. amend IV. 
  
  Va. Const. art.I, § 10. 
 

Code of Virginia, 1950, as amended, §§ 22.1-279.7, 22.1-280.2:3. 
 

Virginia School Search Resource Guide (Virginia Department of Education 
Oct. 2000). 

 
Cross Ref.: CLA  Reporting Acts of Violence and Substance Abuse 

EGAA  Reproduction and Use of Copyrighted Materials 
GAB/IIBEA Acceptable Computer System Use 
JFC  Student Conduct 
JFC-R  Standards of Student Conduct 
JFCD  Weapons in School 
JFCF  Drugs in School 
KNAJ  Relations with Law Enforcement Authorities 

 
 
 
 
 



File: JFHA-F/GBA-F 

© 10/12 VSBA WAYNESBORO PUBLIC SCHOOLS 

 REPORT OF HARASSMENT 
 
Name of Complainant:  __________________________________________________ 
 
For Students, School Attending:   __________________________________________ 

 
For Employees, Position and Location:  
 
 __________________________________      ________________________________ 
 
 
Address:  ____________________________________________________________ 
 
Phone Number: _______________________________________________________ 
 
Email Address:  _______________________________________________________  
 
 
Date(s) of Alleged Incident(s) of Harassment:  
 
______________________________________________________________________ 
 
Name of person(s) you believe harassed you or others:  
 
____________________________________________________________________ 

 
If the alleged harassment was toward another, please identify that person:  
 
______________________________________________________________________ 
 
Please describe in detail the incident(s) of alleged harassment, including where and 
when the incident(s) occurred.  Please note any witnesses that may have observed the 
incident(s).  Please include a description of any past incidents that may be related to 
this complaint. Attach additional pages if necessary. 
 
 
 
 
 
 
 
I certify that the information provided in this report is true, correct and complete to the 
best of my knowledge: 
 
___________________________________________________________________ 
Signature of Complainant                                                        Date 
 
Complaint Received By: ________________________________________________ 
      (Principal or Compliance Officer) Date 
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PROHIBITION AGAINST HARASSMENT AND RETALIATION 

 
I. Policy Statement 

 
 The Waynesboro School Board is committed to maintaining an educational 
environment and workplace that is free from harassment. In accordance with law, the 
Board prohibits harassment against students, employees, or others on the basis of sex,  
sexual orientation, gender, gender identity, race, color, national origin, disability, 
religion, ancestry, age, marital status, pregnancy, childbirth or related medical 
conditions, military status, genetic information or any other characteristic protected by 
law or based on a belief that such characteristic exists, hereinafter referred to as 
protected group status, at school or any school sponsored activity.  
 
 It is a violation of this policy for any student or school personnel to harass a 
student or school personnel based on protected group status at school or any school 
sponsored activity. Further, it is a violation of this policy for any school personnel to 
tolerate harassment based on a student’s or employee’s protected group status at 
school or any school sponsored activity, by students, school personnel or third parties 
participating in, observing or otherwise engaged in school sponsored activities.  
 
 For the purpose of this policy, school personnel includes School Board members, 
school employees, agents, volunteers, contractors or other persons subject to the 
supervision and control of the school division. 
 
 The school division  

• promptly investigates all complaints, written or verbal, of harassment based 
on protected group status at school or any school sponsored activity;  

• promptly takes appropriate action to stop any harassment;   
• takes appropriate action against any student or school personnel who violates 

this policy; and  
• takes any other action reasonably calculated to end and prevent further 

harassment of school personnel or students. 
 

II. Definitions 
 
 The Compliance Officer is the person designated by the School Board to receive 
complaints of harassment referred by the Title IX Coordinator and oversee 
investigation of those complaints as described below.  

 
 “Consent” is clear, unambiguous, and voluntary agreement between the 
participants to engage in specific sexual activity. 

 
Prohibited Conduct 

 
 Harassment Based on Sex  
 

Harassment based on sex consists of unwelcome sexual advances, requests for 
sexual favors, sexually motivated physical conduct or other verbal or physical conduct 
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or communication, which may include use of cell phones or the internet, of a sexual 
nature when submission to that conduct or communication is made a term or condition, 
either explicitly or implicitly, of obtaining or retaining employment or education; 
submission to or rejection of the conduct or communication by an individual is used as a 
factor in decisions affecting that individual’s employment or education; or that conduct 
or communication substantially or unreasonably interferes with an individual’s 
employment or education, or creates an intimidating, hostile or offensive employment or 
educational environment (i.e. the conduct is sufficiently serious to limit a student’s or 
employee’s ability to participate in or benefit from the educational program or work 
environment). 
 
 Examples of conduct which may constitute harassment based on sex if it meets 
the immediately preceding definition include: 

• unwelcome sexual physical contact  
• unwelcome ongoing or repeated sexual flirtation or propositions, or remarks 
• sexual slurs, leering, epithets, threats, verbal abuse, derogatory comments or 

sexually degrading descriptions 
• graphic comments about an individual’s body 
• sexual jokes, notes, stories, drawings, gestures or pictures 
• spreading sexual rumors 
• touching an individual’s body or clothes in a sexual way 
• displaying sexual objects, pictures, cartoons or posters 
• impeding or blocking movement in a sexually intimidating manner 
• sexual violence 
• display of written materials, pictures, or electronic images 
• unwelcome acts of verbal, nonverbal, written, graphic, or physical conduct 

based on sex or sex stereotyping 
 
 “Sexual harassment prohibited by Title IX” means conduct on the basis of sex 
that satisfies one or more or the following: 

• an employee of the School Board conditioning the provision of an aid, benefit, 
or service of the School Board on an individual’s participation in unwelcome 
sexual conduct; 

• unwelcome conduct determined by a reasonable person to be so severe, 
pervasive, and objectively offensive that it effectively denies a person equal 
access to the School Board’s education program or activity; or 

• “sexual assault” as defined in 20 U.S.C. § 1092(f)(6)(A)(v), “dating violence” 
as defined in 34 U.S.C. § 12291(a)(10), “domestic violence” as defined in 34 
U.S.C. § 12291(a)(8), or “stalking” as defined in 34 U.S.C.  § 12291(a)(30). 

 
Harassment Based on Race, National Origin, Disability or Religion 
 
 Harassment based on race, national origin, disability or religion consists of 
physical or verbal conduct, which may include use of cell phones or the internet, relating 
to an individual’s race, national origin, disability or religion when the conduct 
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• creates an intimidating, hostile or offensive working or educational 

environment;  
• substantially or unreasonably interferes with an individual’s work or education; 

or 
• otherwise is sufficiently serious to limit an individual’s employment 

opportunities or to limit a student’s ability to participate in or benefit from the 
education program. 

 
 Examples of conduct which may constitute harassment based on race, national 
origin, disability or religion if it meets the immediately preceding definition include: 

• graffiti containing racially offensive language 
• name calling, jokes or rumors 
• physical acts of aggression against a person or his property because of that 

person’s race, national origin, disability or religion 
• hostile acts which are based on another’s race, national origin, religion or 

disability 
• written or graphic material which is posted or circulated and which intimidates 

or threatens individuals based on their race, national origin, disability or 
religion 

 
 Additional Prohibited Behavior 
 
 Behavior that is not unlawful may nevertheless be unacceptable for the 
educational environment or the workplace. Demeaning or otherwise harmful actions are 
prohibited, particularly if directed at personal characteristics including socioeconomic 
level regardless of whether the personal characteristic is protected by law. 
 

 “Title IX” means 20 U.S.C. §§ 1681-1688 and the implementing regulations. 
 

“Title IX Coordinator” means the person designated by the School Board to 
coordinate its efforts to comply with its responsibilities under this policy and Title 
IX.  

 
 The Title IX Coordinator may be contacted at: 

 wpscomplianceofficer@waynesboro.k12.va.us 
 
III. Complaint Procedures 

 
Report 

 
 Any student or school personnel who believes he or she has been the victim of 
harassment prohibited by law or by this policy by a student, school personnel or a third 
party should report the alleged harassment to the Title IX Coordinator or to any school 
personnel. The alleged harassment should be reported as soon as possible, and the 
report generally should be made within fifteen (15) school days of the occurrence. 
Further, any student who has knowledge of conduct which may constitute prohibited 
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harassment should report such conduct to the Title IX Coordinator or to any school 
personnel. Any school personnel who has notice that a student or other school  
 
personnel may have been a victim of prohibited harassment shall immediately report the 
alleged harassment to the Title IX Coordinator. Any complaint that involves the Title IX 
Coordinator should be reported to the superintendent.  
 
 The reporting party should use the form, Report of Harassment, GBA-F/JFHA-F, 
to make complaints of harassment. However, oral reports and other written reports are 
also accepted.  
 
 The complaint, and identity of the person allegedly harassed and alleged 
harasser, will be disclosed only to the extent necessary to fully investigate the complaint 
and only when such disclosure is required or permitted by law. Additionally, a person 
allegedly harassed who wishes to remain anonymous shall be advised that such 
confidentiality may limit the School Division’s ability to fully respond to the complaint. 
 
 After receiving a complaint, the Title IX Coordinator makes an initial 
determination whether the allegations may be sexual harassment prohibited by Title IX. 
If they may be, the Title IX Grievance Process below is followed. If they cannot be 
sexual harassment prohibited by Title IX, then the complaint is referred to the 
Compliance Officer who follows the procedures below. 
 
 The Title IX Coordinator also determines whether the alleged harassment may 
also constitute criminal conduct and ensures that law enforcement officials are notified if 
necessary. 
 
 If the alleged harassment may also constitute child abuse, then it must be 
reported to the Department of Social Services in accordance with Policy GAE Child 
Abuse and Neglect Reporting. 
 

Investigation by Compliance Officer 
 

Generally 
 
 The Compliance Officer 

• receives complaints of harassment referred by the Title IX Coordinator; 
• conducts or oversees the investigation of any alleged harassment referred by 

the Title IX Coordinator; 
• assesses the training needs of the school division in connection with 

complaints referred by the Title IX Coordinator; 
• arranges necessary training; and 
• ensures that any harassment investigation is conducted by an impartial 

investigator who is trained in the requirements of equal 
employment/education opportunity and has the authority to protect the 
alleged victim and others during the investigation. 
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Compliance Officer Formal Procedure 

 
 Upon receiving a referral of a complaint of alleged prohibited harassment from 
the Title IX Coordinator, the Compliance Officer shall immediately authorize or 
undertake an investigation. The investigation may be conducted by school personnel or 
a third party designated by the school division. The investigation shall be completed as 
soon as practicable, which generally should be not later than 14 school days after 
referral of the complaint to the Compliance Officer. Upon receiving the complaint, the 
Compliance Officer shall acknowledge receipt of the complaint by giving written notice 
that the complaint has been received to both the person complaining of harassment and 
the person accused of harassment. Also, upon receiving the complaint, the Compliance 
Officer shall determine whether interim measures should be taken pending the outcome 
of the investigation. Such interim measures may include, but are not limited to, 
separating the alleged harasser and the person allegedly harassed. If the Compliance 
Officer determines that more than 14 school days will be required to investigate the 
complaint, the person allegedly harassed and the alleged harasser shall be notified of 
the reason for the extended investigation and of the date by which the investigation will 
be concluded.  
 
 The investigation may consist of personal interviews with the person allegedly 
harassed, the alleged harasser and any others who may have knowledge of the alleged 
harassment or the circumstances giving rise to the complaint. The investigation will 
consider witnesses and evidence from both the alleged harasser and the person 
allegedly harassed. The investigation may also consist of the inspection of any other 
documents or information deemed relevant by the investigator. The school division shall 
take necessary steps to protect the person allegedly harassed and others pending the 
completion of the investigation. 
 
 In determining whether alleged conduct constitutes a violation of this policy, the 
division shall consider, at a minimum: (1) the surrounding circumstances; (2) the nature 
of the behavior; (3) past incidents or past or continuing patterns of behavior; (4) the 
relationship between the parties; (5) how often the conduct occurred; (6) the identity of 
the alleged perpetrator in relation to the alleged victim (i.e. whether the alleged 
perpetrator was in a position of power over the alleged victim); (7) the location of the 
alleged harassment; (8) the ages of the parties and (9) the context in which the alleged 
incidents occurred. Whether a particular action or incident constitutes a violation of this 
policy requires a case-by-case determination based on all of the facts and 
circumstances revealed after a complete and thorough investigation. 
 
 The Compliance Officer shall issue a written report to the superintendent upon 
completion of the investigation. If the complaint involves the superintendent, then the 
report shall be sent to the School Board. The report shall include a determination of 
whether the allegations are substantiated, whether this policy was violated and 
recommendations for corrective action, if any. 
 
 All employees shall cooperate with any investigation of alleged harassment 
conducted under this policy or by an appropriate state or federal agency. 



File: JFHA/GBA 
Page 6 

 
© 5/21 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

 
Action by Superintendent 

 
 Within 5 school days of receiving the Compliance Officer’s report, the 
superintendent or superintendent’s designee shall issue a decision regarding whether 
this policy was violated. This decision must be provided in writing to the person 
allegedly harassed and the alleged harasser. If the superintendent or superintendent’s 
designee determines that it is more likely than not that prohibited harassment occurred, 
the Waynesboro School Division shall take prompt, appropriate action to address and 
remedy the violation as well as prevent any recurrence. Such action may include 
discipline up to and including expulsion or discharge. Whether or not the superintendent 
or superintendent’s designee determines that prohibited harassment occurred, the 
superintendent or superintendent’s designee may determine that school-wide or 
division-wide training be conducted or that the person allegedly harassed receives 
counseling.  
 

Appeal 
 
 If the superintendent or superintendent’s designee determines that no prohibited 
harassment occurred, the employee or student who was allegedly subjected to 
harassment may appeal this finding to the School Board within 5 school days of 
receiving the decision. Notice of appeal must be filed with the superintendent who shall 
forward the record to the School Board. The School Board shall make a decision within 
30 calendar days of receiving the record. The School Board may ask for oral or written 
argument from the aggrieved party, the superintendent and any other individual the 
School Board deems relevant. Written notice of the School Board’s decision will be 
given to both the alleged harasser and the person allegedly harassed.  
  
 If the superintendent or superintendent’s designee determines that prohibited 
harassment occurred and discipline is imposed, the disciplined person may appeal the 
disciplinary sanction in the same manner as any other such sanction would be 
appealed. 
 
 Employees may choose to pursue their complaints under this policy through the 
relevant employee grievance procedure instead of the complaint procedure in this 
policy. 
 
 Compliance Officer Informal Procedure 
 
 If the person allegedly harassed and the person accused of harassment agree, 
the person allegedly harassed’ s principal or principal’s designee or supervisor may 
arrange for them to resolve the complaint informally with the help of a counselor, 
teacher or administrator. 
 
 If the person allegedly harassed and the person accused of harassment agree to 
resolve the complaint informally, they shall each be informed that they have the right to 
abandon the informal procedure at any time in favor of the initiation of the Compliance 
Officer Formal Procedures set forth herein. The principal or principal’s designee or  
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supervisor shall notify the person allegedly harassed and the person accused of 
harassment in writing when the complaint has been resolved. The written notice shall 
state whether prohibited harassment occurred.  
 

Sexual Harassment Prohibited by Title IX 
 
 Definitions 
 
 “Actual knowledge” means notice of sexual harassment prohibited by Title IX or 
allegations of sexual harassment prohibited by Title IX to the Title IX Coordinator or any 
official of the school division who has authority to institute corrective measures or to any 
employee of an elementary or secondary school.  
 
 “Complainant” means an individual who is alleged to be the victim of conduct that 
could constitute sexual harassment prohibited by Title IX. 
 
 “Formal complaint” means a document filed by a complainant or signed by the 
Title IX Coordinator alleging sexual harassment prohibited by Title IX against a 
respondent and requesting that the allegation be investigated. A formal complaint may 
be filed with the Title IX Coordinator in person, by mail, or by electronic mail. When the 
Title IX Coordinator signs a formal complaint, the Title IX Coordinator is not a 
complainant or otherwise a party. The allegations in a formal complaint must be 
investigated. In response to a formal complaint, the Title IX Grievance Process below is 
followed. 
 
 “Program or activity” includes locations, events or circumstances over which the 
School Board exercises substantial control over both the respondent and the context in 
which the sexual harassment occurs. 
 
 “Respondent” means an individual who has been reported to be the perpetrator 
of conduct that could constitute sexual harassment prohibited by Title IX. 
 
 “Supportive measures” means non-disciplinary, non-punitive individualized 
services offered as appropriate, as reasonably available, and without fee or charge to 
the complainant or the respondent before or after the filing of a formal complaint or 
where no formal complaint has been filed. Such measures are designed to restore or 
preserve equal access to the School Board’s education program or activity without 
unreasonably burdening the other party, including measures designed to protect the 
safety of all parties or the educational environment, or deter sexual harassment. 
Supportive measures may include counseling, extensions of deadlines or other course-
related adjustments, modifications of work or class schedules, campus escort services, 
mutual restrictions on contact between the parties, changes in work locations, leaves of 
absence, increased security or monitoring of parts of campus, and other similar 
measures, Any supportive measures provided to the complainant or respondent are 
maintained as confidential, to the extent that maintaining such confidentiality does not 
impair the ability to provide supportive measures. The Title IX Coordinator is 
responsible for coordinating the effective implementation of supportive measures. 
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 Title IX Grievance Process  
 
 Generally 
 
 Any person may report sex discrimination prohibited by Title IX, including sexual 
harassment (whether or not the person reporting is the person alleged to be the victim 
of conduct that could constitute sex discrimination or sexual harassment), in person, by 
mail, by telephone, or by electronic mail, using the contact information listed for the Title 
IX Coordinator or by any other means that results in the Title IX Coordinator receiving 
the person’s verbal or written report. The reporting party may use the form, Report of 
Harassment, GBA-F/JFHA-F, to make a complaint. Such a report may be made at any 
time, including non-business hours, by using the telephone number or electronic mail 
address, or by mail to the office address listed for the Title IX Coordinator.  
 
 Complainants and respondents are treated equitably by offering supportive 
measures to a complainant and by following this grievance process before the 
imposition of any disciplinary sanctions or other actions that are not supportive 
measures against a respondent. 
 
 The Title IX Coordinator promptly contacts the complainant to discuss the 
availability of supportive measures, consider the complainant’s wishes with respect to 
supportive measures, inform the complainant of the availability of supportive measures 
with or without the filing of a formal complaint, and explain the process for filing a formal 
complaint.  
 

Applicants for admission and employment, students, parents or legal guardians, 
employees, and all unions or professional organizations holding collective bargaining or 
professional agreements with the School Board are notified  

• of the name or title, office address, electronic mail address, and telephone 
number of the Title IX Coordinator; and  

• that the School Board does not discriminate on the basis of sex in its 
education program or activity and that it is required by Title IX not to 
discriminate in such a manner. The notification states that the requirement not 
to discriminate extends to admission and employment and that inquiries about 
the application of Title IX may be referred to the Title IX Coordinator, the 
Assistant Secretary for Civil Rights of the United States Department of 
Education, or both.  

 
 The School Board prominently displays the contact information for the Title IX 
Coordinator and this policy on its website and in each handbook or catalog it makes 
available to persons listed above who are entitled to notifications. 
 
 Nothing herein precludes a respondent from being removed from the School 
Board’s education program or activity on an emergency basis, provided that an 
individualized safety and risk analysis determines that an immediate threat to the 
physical health or safety of any student or other individual arising from the allegations of  
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sexual harassment justifies removal, and that the respondent is provided with notice 
and an opportunity to challenge the decision immediately following the removal. 
 Nothing herein precludes a non-student employee respondent from being placed 
on administrative leave during the pendency of a grievance process 
 

This grievance process treats complainants and respondents equitably by 
providing remedies to a complainant where a determination of responsibility for sexual 
harassment has been made against the respondent, and by following this process 
before the imposition of any disciplinary sanctions or other actions that are not 
supportive measures against a respondent. Remedies are designed to restore or 
preserve equal access to the School Board’s education program or activity.   
 
 The respondent is presumed not responsible for the alleged conduct until a 
determination regarding responsibility is made at the conclusion of the grievance 
process. 
 
 All relevant evidence is evaluated objectively, including both inculpatory and 
exculpatory evidence. Credibility determinations are not based on a person’s status as a 
complainant, respondent, or witness. 
 
 Any Title IX Coordinator, investigator, decision-maker, or any person who 
facilitates an informal resolution process may not have a conflict of interest or bias for or 
against complainants or respondents generally or an individual complainant or 
respondent.  
 
 Title IX Coordinators, investigators, decision-makers, and any person who 
facilitates an informal resolution process receives training on the definition of sexual 
harassment prohibited by Title IX, the scope of the School Board’s education program 
or activity, how to conduct an investigation and grievance process including appeals, 
and informal resolution processes, and how to serve impartially, including by avoiding 
prejudgment of the facts at issue, conflicts of interest, and bias. Decision-makers 
receive training on issues of relevance of questions and evidence, including when 
questions and evidence about the complainant’s sexual predisposition or prior sexual 
behavior are not relevant. Investigators receive training on issues of relevance in order 
to create investigative reports that fairly summarize relevant evidence.  
 
 A finding of responsibility may result in disciplinary action up to and including 
expulsion for students or dismissal of employees. 
 
 The standard of evidence used to determine responsibility is preponderance of 
the evidence. 
 
 This grievance process does not allow, rely upon, or otherwise use questions or 
evidence that constitute, or seek disclosure of, information protected under a legally 
recognized privilege unless the person holding such privilege has waived the privilege. 
 
 Notice of Allegations 
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On receipt of a formal complaint, the Title IX coordinator gives the following written 
notice to the parties who are known: 

• notice of the grievance process, including any informal resolution process, 
and  

• notice of the allegations of sexual harassment potentially constituting sexual 
harassment prohibited by title IX, including sufficient details known at the time 
and with sufficient time to prepare a response before any initial interview. 
Sufficient details include the identities of the parties involved in the incident, if 
known, the conduct allegedly constituting sexual harassment prohibited by 
Title IX, and the date and location of the alleged incident, if known.  

 
 The written notice   

• includes a statement that the respondent is presumed not responsible for the 
alleged conduct and that a determination regarding responsibility is made at 
the conclusion of the grievance process; 

• informs the parties that they may have an advisor of their choice, who may 
be, but is not required to be, an attorney, and may inspect and review 
evidence; and  

• informs the parties of any provisions in the School Board’s code of conduct or 
the superintendent’s Standards of Student Conduct that prohibit knowingly 
making false statements or knowingly submitting false information during the 
grievance process. 

 
 If, in the course of an investigation, the investigator decides to investigate 
allegations about the complainant or respondent that are not included in the notice 
previously provided, notice of the additional allegations is provided to the parties whose 
identities are known. 
 
 Dismissal of formal complaints 
 

A formal complaint or any allegations therein must be dismissed if the conduct 
alleged in the complaint  

• would not constitute sexual harassment prohibited by title IX even if proved,  
• did not occur in the School Board’s education program or activity, or  
• did not occur against a person in the United States.  

 
Such a dismissal does not preclude action under another provision of the School 
Board’s code of conduct or the superintendent’s Standards of Student Conduct. 
 

A formal complaint or any allegations therein may be dismissed if at any time 
during the investigation:  

• a complainant notifies the Title IX Coordinator in writing that the complainant 
would like to withdraw the formal complaint or any allegations therein;  

• the respondent is no longer enrolled or employed by the School Board; or  
• specific circumstances prevent the School Board from gathering evidence 

sufficient to reach a determination as to the formal complaint or allegations 
therein. 
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Investigation of formal complaint 
 

When investigating a formal complaint and throughout the grievance process, the 
burden of proof and the burden of gathering evidence sufficient to reach a determination 
 
regarding responsibility rests on the School Board and not on the parties provided that a 
party’s records that are made or maintained by a physician, psychologist, or other 
recognized professional or paraprofessional acting in the professional’s or 
paraprofessional’s capacity, or assisting in that capacity, and which are made and 
maintained in connection with the provision of treatment to the party are not accessed, 
considered, disclosed or otherwise used without the voluntary, written consent of the 
party’s parent, or the party if the party is an eligible student, to do so for this grievance 
procedure.  
 
 The parties have an equal opportunity to present witnesses, including fact and 
expert witnesses, and other inculpatory and exculpatory evidence. 
 
 The ability of the parties to discuss the allegations under investigation or to 
gather and present relevant evidence is not restricted. 
 
 The parties have the same opportunities to have others present during any 
grievance proceeding, including the opportunity to be accompanied to any related 
meeting or proceeding by the advisor of their choice, who may be, but is not required to 
be, an attorney. The choice or presence of advisor for either the complainant for 
respondent is not limited in any meeting or grievance proceeding. 
 
 Any party whose participation is invited or expected is provided written notice of 
the date, time, location, participants, and purpose of all investigative interviews or other 
meetings with sufficient time for the party to prepare to participate. 
 
 The investigator provides both parties an equal opportunity to inspect and review 
any evidence obtained as part of the investigation that is directly related to the 
allegations raised in a formal complaint, including the evidence which will not be relied 
upon in reaching a determination regarding responsibility and inculpatory or exculpatory 
evidence whether obtained from a party or other source, so that each party can 
meaningfully respond to the evidence prior to conclusion of the investigation. Prior to 
the completion of the investigative report, the investigator must send to each party and 
the party’s advisor, if any, the evidence subject to inspection and review in an electronic 
format or a hard copy, and the parties must have at least 10 days to submit a written 
response, which the investigator will consider prior to completion of the investigative 
report.  
 
 The investigator creates an investigative report that fairly summarizes relevant 
evidence and, at least 10 days prior to the time a determination regarding responsibility 
is made, sends to each party and the party’s advisor, if any, the investigative report in 
an electronic format or a hard copy, for their review and written response. 
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After the investigator has sent the investigative report to the parties and before reaching 
a determination regarding responsibility, the decision-maker must afford each party the 
opportunity to submit written, relevant questions that the party wants asked of any party 
or witness, provide each party with the answers, and allow for additional, limited follow-
up questions from each party. Questions and evidence about the complainant’s sexual 
predisposition or prior sexual behavior are not relevant, unless such questions and 
evidence about the complainant’s prior sexual behavior are offered to prove that 
someone other than the respondent committed the conduct alleged by the complainant, 
or if the questions and evidence concern specific incidents of the complainant’s prior 
sexual behavior with respect to the respondent and are offered to prove consent. The 
decision-maker(s) must explain to the party proposing the question any decision to 
exclude a question as not relevant. 
 

Determination regarding responsibility  
 
 The decision-maker, who cannot be the same person as the Title IX Coordinator 
or the investigator, must issue a written determination regarding responsibility. 
 
 The written determination must include 

• identification of the allegations potentially constituting sexual harassment 
prohibited by Title IX;  

• a description of the procedural steps taken from the receipt of the formal 
complaint through the determination, including any notifications to the parties, 
interviews with parties and witnesses, site visits, and methods used to gather 
other evidence; 

• findings of fact supporting the determination; 
• conclusions regarding the application of the School Board’s code of conduct 

or the superintendent’s Standards of Student Conduct to the facts; 
• a statement of, and rationale for, the result as to each allegation, including a 

determination regarding responsibility, any disciplinary sanctions the School 
Board imposes on the respondent, and whether remedies designed to restore 
or preserve equal access to the School Board’s education program or activity 
will be provided to the complainant; and 

• the procedures and permissible bases for the complainant and respondent to 
appeal. 
 

 The decision-maker must provide the written determination regarding 
responsibility to the parties simultaneously.  
 
 The determination regarding responsibility becomes final either on the date that 
the parties are provided with the written determination of the result of the appeal, if an 
appeal is filed, or, if an appeal is not filed, the date on which an appeal would no longer 
be considered timely. 
 
 The Title IX Coordinator is responsible for effective implementation of any 
remedies. 
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 Appeals  
 
 The determination regarding responsibility becomes final either on the date that 
the parties are provided with the written determination of the result of the appeal, if an 
appeal is filed, or, if an appeal is not filed, the date on which an appeal would no longer 
be considered timely. 
 
 The Title IX Coordinator is responsible for effective implementation of any 
remedies. 
 
 Appeals  
 

Either party may appeal from a determination regarding responsibility or from a 
dismissal of a formal complaint or any allegations therein, on the following bases 

• procedural irregularity that affected the outcome of the matter; 
• new evidence that was not reasonably available at the time the determination 

regarding responsibility or dismissal was made, that could affect the outcome 
of the matter; and  

• the Title IX Coordinator, investigator, or decision-maker had a conflict of 
interest or bias for or against complainants or respondents generally or the 
individual complainant or respondent that affected the outcome of the matter.  

 
Notification of appeal must be given in writing to the Title IX Coordinator. 

 
As to all appeals, the Title IX Coordinator  
• notifies the other party in writing when an appeal is filed and implements 

appeal procedures equally for both parties;  
• ensures that the decision-maker for the appeal is not the same person as the 

decision-maker that reached the determination regarding responsibility or 
dismissal, the investigator, or the Title IX Coordinator; and  

• ensures that the decision-maker for the appeal complies with the standards 
set forth in title IX and this policy. 

 
 The appeal decision-maker 

• gives both parties a reasonable, equal opportunity to submit a written 
statement in support of, or challenging, the outcome; 

• reviews the evidence gathered by the investigator, the investigator’s report, 
and the decision-maker’s written decision;   

• issues a written decision describing the result of the appeal and the rationale 
for the result; and 

• provides the written decision simultaneously to both parties and the Title IX 
Coordinator.  

 
 Timelines 
 
 The investigative report will be provided to the parties within 35 days from the 
date the formal complaint is filed. 
 



File: JFHA/GBA 
Page 14 

 
© 5/21 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

  
A decision will be issued within 10 working days from the date the investigative report is 
submitted to the decision-maker. 
 
 Either party may appeal within 5 working days from the date the written 
determination regarding responsibility is given to the parties. 
 
  

Notification of appeal must be given in writing to the Title IX Coordinator. 
 

As to all appeals, the Title IX Coordinator  
• notifies the other party in writing when an appeal is filed and implements 

appeal procedures equally for both parties;  
• ensures that the decision-maker for the appeal is not the same person as the 

decision-maker that reached the determination regarding responsibility or 
dismissal, the investigator, or the Title IX Coordinator; and  

• ensures that the decision-maker for the appeal complies with the standards 
set forth in title IX and this policy. 

 
 The appeal decision-maker 

• gives both parties a reasonable, equal opportunity to submit a written 
statement in support of, or challenging, the outcome; 

• reviews the evidence gathered by the investigator, the investigator’s report, 
and the decision-maker’s written decision;   

• issues a written decision describing the result of the appeal and the rationale 
for the result; and 

• provides the written decision simultaneously to both parties and the Title IX 
Coordinator.  
 

 Timelines 
 
 The investigative report will be provided to the parties within 35 days from the 
date the formal complaint is filed. 
 
 A decision will be issued within 10 working days from the date the investigative 
report is submitted to the decision-maker. 
 
 Either party may appeal within 5 working days from the date the written 
determination regarding responsibility is given to the parties. 
 
 Any appeal will be resolved with 15 calendar days from the filing of the appeal. 
 
 If the parties agree to an informal resolution process, these deadlines are tolled 
from the time one party requests an informal resolution process until either the time the 
other party responds, if that party does not agree to the informal resolution process, or 
until either party withdraws from the informal resolution process. 
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Temporary delays of the grievance process or the limited extension of time frames for 
good cause with written notice to the complainant and the respondent of the delay or 
extension and the reasons for the action are permitted. Good cause may include 
considerations such as the absence of a party, a party’s advisor, or a witness; 
concurrent law enforcement activity; disciplinary processes required by law or School 
Board policy; or the need for language assistance or accommodation of disabilities. 

•  
•  

Informal Resolution Process 
 

At any time during the formal complaint process and prior to reaching a 
determination regarding responsibility, the parties may participate in an informal 
resolution process, such as mediation, that does not involve a full investigation and 
determination of responsibility. When one party requests an informal resolution process, 
the other party must respond to the request within 3 days. The informal resolution 
process must be completed within 10 days of the agreement to participate in the 
process.  
 

The informal resolution process may be facilitated by a trained educational 
professional, consultant, or other individual selected by the Title IX Coordinator under 
the following conditions: 

• the parties are provided a written notice disclosing the allegations, the 
requirements of the informal resolution process, including the circumstances 
under which it precludes the parties from resuming a formal complaint arising 
from the same allegations; provided, however that at any time prior to 
agreeing to a resolution, any party has the right to withdraw from the informal 
resolution process, resume the grievance process with respect to the formal 
complaint, and be informed of any consequences resulting from participating 
in the informal resolution process, including the records that will be 
maintained or could be shared; 

• the parties, voluntarily and in writing, consent to the informal resolution 
process; and 

• the informal resolution process cannot be used to resolve allegations that an 
employee sexually harassed a student. 

 
If the matter is resolved to the satisfaction of the parties, the facilitator shall 

document the nature of the complaint and the resolution, have both parties sign the 
documentation and receive a copy, and forward it to the Title IX Coordinator. If the 
matter is not resolved, the formal complaint process is resumed. 

 
Parties cannot be required to participate in an informal resolution process. 
 
An informal resolution process is not offered unless a formal complaint is filed. 
 

 Recordkeeping 
 

The School Board will maintain for a period of seven years records of:  
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• each investigation of allegations of sexual harassment prohibited by Title IX 

including any determination regarding responsibility and any audio or 
audiovisual recording or transcript, if any, required under the Title IX 
regulations, any disciplinary sanctions imposed on the respondent, and any 
remedies provided to the complainant designed to restore or preserve equal 
access to School Board’s education program or activity;  

• any appeal and the result therefrom;  
• any informal resolution and the result therefrom; and  
• all materials used to train Title IX Coordinators, investigators, decision-

makers, and any person who facilitates an informal resolution process. These 
materials will also be made available on the School Board’s website.   
 

For each response required under 34 C.F.R. § 106.44, the School Board must 
create, and maintain for a period of seven years, records of any actions, including any 
supportive measures, taken in response to a report or formal complaint of sexual 
harassment prohibited by Title IX. In each instance, the School Board will document the 
basis for its conclusion that its response was not deliberately indifferent, and document 
that it has taken measures designed to restore or preserve equal access to its 
education program or activity. If the School Board does not provide a complainant with 
supportive measures, then it will document the reasons why such a response was not 
clearly unreasonable in light of the known circumstances.  
 
IV. Retaliation 

 
 Retaliation against students or school personnel who report harassment or 
participate in any related proceedings is prohibited. The school division shall take 
appropriate action against students or school personnel who retaliate against any 
student or school personnel who reports alleged harassment or participates in related 
proceedings. The Title IX Coordinator will inform persons who make complaints, who 
are the subject of complaints, and who participate in investigations of how to report any 
subsequent problems. 
 

V. Right to Alternative Complaint Procedure 
 
 Nothing in this policy shall deny the right of any individual to pursue other 
avenues of recourse to address concerns relating to prohibited harassment including 
initiating civil action, filing a complaint with outside agencies or seeking redress under 
state or federal law. 
 
VI. Prevention and Notice of Policy 

 
 Training to prevent harassment prohibited by law or by this policy is included in 
employee and student orientations as well as employee in-service training.   
 
 This policy is (1) displayed in prominent areas of each division building in a 
location accessible to students, parents and school personnel (2) included in the 
student and employee handbooks; and (3) sent to parents of all students within 30  



File: JFHA/GBA 
Page 17 

 
© 5/21 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

 
calendar days of the start of school. Further, all students, and their parents/guardians, 
and employees are notified annually of the names and contact information of the 
Compliance Officers. 
 
VII. False Charges 
 

Students or school personnel who knowingly make false charges of harassment 
shall be subject to disciplinary action as well as any civil or criminal legal proceedings. 
 
 
Adopted:  11/12/2013 
Reviewed/Revised:  12/8/2015, 10/13/2020, 8/10/2021, 7/12/2022, 7/12/2022 

 
Legal Refs: 20 U.S.C. §§ 1681-1688. 
  29 U.S.C. § 794. 
  42 U.S.C. §§ 2000d-2000d-7. 
  42 U.S.C. §§ 2000e-2000e-17. 
  42 U.S.C. § 2000ff-1. 
  34 C.F.R. 106.2, 106.8,106.9, 106,30, 106.44, 106.45, 106.71. 
 

Code of Virginia, 1950 as amended, §§ 2.2-3900, 2.2-3901, 2.2.3902, 
22.1-23.3, 22.1-295.2. 

  
Cross Refs: AC   Nondiscrimination 
  AD   Educational Philosophy 
  GAB/IIBEA  Acceptable Computer System Use 
  GB   Equal Employment Opportunity/Nondiscrimination 
  GBA-F/JFHA-F  Report of Harassment 
  GBM     Professional Staff Grievances 
  GBMA   Support Staff Grievances 
  JB   Equal Educational Opportunities/Nondiscrimination 
  JFC   Student Conduct 
  GCPD   Professional Staff Discipline 
  GAE   Child Abuse and Neglect Reporting 
  KKA   Service Animals in Public Schools 
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CORPORAL PUNISHMENT 
 

No teacher, principal or other person employed by the School Board shall subject 
a student to corporal punishment. This prohibition does not prohibit the use of 
incidental, minor or reasonable physical contact or other actions designed to maintain 
order and control or the use of reasonable and necessary force  

• to quell a disturbance or remove a student from the scene of a disturbance 
which threatens physical injury to persons or damage to property;  
 

• to prevent a student from inflicting physical harm on himself;  
 

• for self-defense or the defense of others; or  
 

• to obtain possession of weapons or other dangerous objects or controlled 
substances or paraphernalia which are upon the person of the student or 
within his control. 

 
For the purposes of this policy, "corporal punishment" means the infliction of, or 

causing the infliction of, physical pain on a student as a means of discipline. “Corporal 
punishment” does not include physical pain, injury, or discomfort caused by participation 
in practice or competition in an interscholastic sport, or participation in physical 
education or an extracurricular activity. 
 
Adopted:  8/13/2008 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950 as amended, §§ 22.1-78, 22.1-279.1. 
 
Cross Ref.: JM   Restraint and Seclusion of Students 
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STUDENT SUSPENSION/EXPULSION 

 
I. DEFINITIONS 
 

As used in this Policy,  
 
“Alternative education program” shall include night school, adult education or 

another education program designed to offer instruction to students for whom the 
regular program of instruction may be inappropriate. 
 

“Destructive device” means (1) any explosive, incendiary, or poison gas, bomb, 
grenade, rocket having a propellant charge of more than four ounces, missile having an 
explosive or incendiary charge of more than one-quarter ounce, mine, or other similar 
device; (2) any weapon, except a shotgun or a shotgun shell generally recognized as 
particularly suitable for sporting purposes, by whatever name known that will, or may be 
readily converted to, expel a projectile by the action of an explosive or other propellant, 
and that has any barrel with a bore of more than one-half inch in diameter that is 
homemade or was not made by a duly licensed weapon manufacturer, any fully 
automatic firearm, any sawed-off shotgun or sawed-off rifle as defined in Va. Code 
§ 18.2-299 or any firearm prohibited from civilian ownership by federal law; and (3) any 
combination of parts either designed or intended for use in converting any device into 
any destructive device described herein and from which a destructive device may be 
readily assembled. “Destructive device” does not include any device that is not 
designed or redesigned for use as a weapon, or any device originally designed for use 
as a weapon and that is redesigned for use as a signaling, pyrotechnic, line-throwing, 
safety, or other similar device, nor shall it include any antique firearm as defined in 
subsection G of Va. Code § 18.2-308.2:2.  

 
“Disruptive behavior” means a violation of school board policies or the Standards 

of Student Conduct issued by the superintendent pursuant to Policy JFC Student 
Conduct that interrupts or obstructs the learning environment. 

  
“Exclusion” means a Virginia school board’s denial of school admission to a 

student who has been expelled or has been placed on a long-term suspension of more 
than thirty calendar days by another school board or a private school, either in Virginia 
or another state, or for whom admission has been withdrawn by a private school in 
Virginia or another state. 
 

“Expulsion” means any disciplinary action imposed by a school board or a 
committee thereof, as provided in school board policy, whereby a student is not 
permitted to attend school within the school division and is ineligible for readmission for 
365 calendar days after the date of the expulsion. 
 

“Firearm” means (1) any weapon, including a starter gun, that will, or is designed 
or may readily be converted to, expel single or multiple projectiles by the action of an 
explosion of a combustible material; (2) the frame or receiver of any such weapon; or 
(3) any unloaded firearm in a closed container. “Firearm” does not include any 
pneumatic gun as defined in this Policy. 
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“Long-term suspension” means any disciplinary action whereby a student is not 

permitted to attend school for more 11 to 45 school days. 
 

“One year” means 365 calendar days as required in federal regulations. 
 

“Pneumatic gun” means any implement, designed as a gun, that will expel a BB 
or a pellet by action of pneumatic pressure. "Pneumatic gun" includes a paintball gun 
that expels by action of pneumatic pressure plastic balls filled with paint for the purpose 
of marking the point of impact. 
 
 “School Board Disciplinary Committee or Disciplinary Committee” means a 
committee composed of at least three members designated by the Superintendent of 
Waynesboro Public Schools.  
 

“School property” means any real property owned or leased by the School Board 
or any vehicle owned or leased by the School Board or operated by or on behalf of the 
School Board. 
 

“Short-term suspension” means any disciplinary action whereby a student is not 
permitted to attend school for a period not to exceed ten school days. 

 
In Sections III, IV, VI, and VIII of this Policy, “superintendent’s designee" means a 

1) trained hearing officer or 2) professional employee in the administrative offices of the 
school division who reports directly to the superintendent and who is not a school-based 
instructional or administrative employee. 
 
II. SUSPENSIONS AND EXPULSIONS OF STUDENTS GENERALLY 

 
Pupils may be suspended or expelled from attendance at school for sufficient 

cause; however, in no case may sufficient cause for suspension include only instances 
of truancy. 

 
 Except as provided in subsection C of Va. Code § 22.1-277 or Va. Code §§ 22.1-
277.07 or 22.1-277.08, no student in preschool through grade three is suspended for 
more than three school days or expelled from attendance at school, unless (i) the 
offense involves physical harm or credible threat of physical harm to others or (ii) the 
School Board or the superintendent or superintendent’s designee finds that aggravating 
circumstances exist, as defined by the Virginia Department of Education. 
 

Any student for whom the superintendent has received a report pursuant to Va. 
Code § 16.1-305.1 of an adjudication of delinquency or a conviction for an offense listed 
in subsection G of Va. Code § 16.1-260 may be suspended or expelled from school 
attendance.  

 
The authority of teachers to remove students from their classes in certain 

instances of disruptive behavior shall not be interpreted to affect the operation of this 
Policy. 
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The superintendent is responsible for creating procedures to ensure that 
suspended students are able to access and complete graded work during and after the 
suspension. 

 
III. SHORT-TERM SUSPENSIONS 

A pupil may be suspended for not more than ten school days by either the 
school, any assistant principal, or, in their absence, any teacher. The principal, assistant 
principal or teacher may suspend the pupil after giving the pupil oral or written notice of 
the charges against him and, if he denies them, an explanation of the facts as known to 
school personnel and an opportunity to present his version of what occurred. In the 
case of any pupil whose presence poses a continuing danger to persons or property, or 
whose presence is an ongoing threat of disruption, the pupil may be removed from 
school immediately and the notice, explanation of facts and opportunity to present his 
version shall be given as soon as is practical thereafter.  

 
Upon suspension of any pupil, the principal, assistant principal or teacher 

responsible for such suspension reports the facts of the case in writing to the 
superintendent or superintendent’s designee and the parent of the pupil suspended. 
The superintendent or superintendent's designee reviews forthwith the action taken by 
the principal, assistant principal or teacher upon a petition for such review by any party 
in interest and confirms or disapproves such action based on an examination of the 
record of the pupil’s behavior. 
 

The decision of the superintendent or superintendent’s designee is final and may 
not be appealed. 
 

Any oral or written notice to the parent of a student who is suspended from 
school attendance for not more than ten days includes notification of the length of the 
suspension, information regarding the availability of community-based educational 
programs, alternative education programs or other educational options and of the 
student’s right to return to regular school attendance upon the expiration of the 
suspension. The costs of any community-based educational program, or alternative 
education program or educational option, which is not a part of the educational program 
offered by the school division, are borne by the parent of the student.  
 
IV. LONG-TERM SUSPENSION 

A pupil may be suspended from attendance at school for 11 to 45 school days 
after written notice is provided to the pupil and the pupil’s parent of the proposed action 
and the reasons therefor and of the right to a hearing before the School Board 
Disciplinary Committee. The Disciplinary Committee may confirm or disapprove the 
suspension. If the Disciplinary Committee's decision is not unanimous, the pupil or the 
pupil’s parent may appeal the Disciplinary Committee's decision to the full School 
Board. Such appeal shall be decided by the School Board within thirty days. 

 
The written notice of a suspension for 11 to 45 school days includes notification 

of the length of the suspension and provides information concerning the availability of 
 
 



File:  JGD/JGE 
Page 4 

© 5/21 VSBA  WAYNESBORO PUBLIC SCHOOLS 
 

 
community-based educational, alternative education or intervention programs. 

Such notice also states that the student is eligible to return to regular school attendance 
upon the expiration of the suspension or to attend an appropriate alternative education 
program approved by the School Board during or upon the expiration of the suspension. 
The costs of any community-based educational, alternative education, or intervention 
program that is not a part of the educational program offered by the school division that 
the student may attend during his suspension is borne by the parent of the student.  

 
A long-term suspension may extend beyond a 45-school-day period but shall not 

exceed 364 calendar days if (i) the offense is one described in Va. Code §§ 22.1-277.07 
or 22.1-277.08 or involves serious bodily injury or (ii) a committee of the School Board 
or the division superintendent or superintendent’s designee finds that aggravating 
circumstances exist, as defined by the Virginia Department of Education. 

 
Nothing herein shall be construed to prohibit the School Board from permitting or 

requiring students suspended pursuant to this section to attend an alternative education 
program provided by the School Board for the term of such suspension.  

 
V. EXPULSION 
 
A. Generally 
 

Pupils may be expelled from attendance at school after written notice to the pupil 
and the pupil’s parent of the proposed action and the reasons therefor and of the right to 
a hearing before the School Board Disciplinary Committee. 

 
 The School Board Disciplinary Committee may confirm or disapprove the 

expulsion of a student. If the Committee’s decision is not unanimous, the pupil or the 
pupil’s parent may appeal the Committee’s decision to the full School Board. Such 
appeal is decided by the School Board within 30 days. 

 
The Committee confirms or disapproves of proposed expulsions regardless of 

whether the pupil has exercised the right to a hearing. 
 The written notice given to the pupil and the pupil’s parent includes notification of 
the length of the expulsion and provides information concerning the availability of 
community-based educational, training, and intervention programs. The notice states 
whether or not the student is eligible to return to regular school attendance, or to attend 
an appropriate alternative education program approved by the School Board, or an adult 
education program offered by the school division, during or upon the expiration of the 
expulsion, and the terms or conditions of such readmission. The costs of any 
community-based educational, training, or intervention program that is not a part of the 
educational program offered by the school division that the student may attend during 
the expulsion is borne by the parent of the student. 

 
Nothing in this section shall be construed to prohibit the School Board from 

permitting or requiring students expelled pursuant to this Policy to attend an alternative 
education program provided by the School Board for the term of such expulsion.  
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If the School Board determines that the student is ineligible to return to regular 

school attendance or to attend during the expulsion an alternative education program or 
an adult education program in the school division, the written notice also advises the 
parent of such student that the student may petition the School Board for readmission to 
be effective one calendar year from the date of the expulsion, and of the conditions, if 
any, under which readmission may be granted. 
 

Such students may apply and reapply for readmission to school within thirty (30) 
days of eligibility to return. 
 
B. Conduct Giving Rise to Expulsion 

 
Recommendations for expulsions for actions other than those specified below 

are based on consideration of the following factors: 
• the nature and seriousness of the conduct; 
• the degree of danger to the school community; 
• the student’s disciplinary history, including the seriousness and number of 

previous infractions; 
• the appropriateness and availability of an alternative education placement or 

program; 
• the student’s age and grade level; 
• the results of any mental health, substance abuse or special education 

assessments; 
• the student’s attendance and academic records; and 
• other appropriate matters. 
 
No decision to expel a student shall be reversed on the grounds that such factors 

were not considered. Nothing in this subsection precludes the School Board from 
considering any of the factors listed above as “special circumstances” for purposes of 
expulsions discussed in the following subsections. 

 
Firearms, Destructive Devices and Pneumatic Guns 
 

The School Board shall expel from school attendance for a period of not less 
than one year any student whom the School Board has determined to have possessed 
a firearm on school property or at a school-sponsored activity as prohibited by Va. Code 
§ 18.2-308.1, or to have possessed a firearm or destructive device as defined in this 
Policy, a firearm muffler or firearm silencer, or a pneumatic gun as defined in this Policy 
on school property or at a school-sponsored activity. A school administrator or the 
School Board may, however, determine, based on the facts of a particular situation, that 
special circumstances exist and no disciplinary action or another disciplinary action or 
another term of expulsion is appropriate. The School Board may promulgate guidelines 
for determining what constitutes special circumstances. In addition, the School Board 
authorizes the superintendent or superintendent’s designee to conduct a preliminary 
review of such cases to determine whether a disciplinary action other than expulsion is 
appropriate. Nothing in this section shall be construed to require a student’s expulsion 
regardless of the facts of the particular situation. 
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The exemptions set out in Va. Code § 18.2-308 regarding concealed weapons 
apply, mutatis mutandis, to the provisions of this Policy. The provisions of this section 
do not apply to students who possess such firearm or firearms or pneumatic guns as a 
part of the curriculum or other programs sponsored by the schools in the school division 
or any organization permitted to use school premises. 

 
Drug Offenses 

 
The School Board shall expel from school attendance any student whom the 

School Board has determined to have brought a controlled substance or imitation 
controlled substance as those terms are defined in Va. Code § 18.2-247 onto school 
property or to a school-sponsored activity. The School Board may, however, determine, 
based on the facts of the particular case, that special circumstances exist and another 
disciplinary action is appropriate. In addition, the School Board authorizes the 
superintendent or the superintendent’s designee to conduct a preliminary review of such 
cases to determine whether a disciplinary action other than expulsion is appropriate. 
Nothing in this section shall be construed to require a student’s expulsion regardless of 
the facts of the particular situation. 

 
C. Procedure for School Board Disciplinary Committee Hearing 
 

The procedure for the Disciplinary Committee hearing is as follows: 
• The Disciplinary Committee determines the propriety of attendance at the 

hearing of persons not having a direct interest in the hearing. The hearing 
is private unless otherwise specified by the Disciplinary Committee. 

• The Disciplinary Committee may ask for opening statements from the 
principal or principal’s representative and the student or student’s 
parent(s) (or their representative) and, at the discretion of the Disciplinary 
Committee, may allow closing statements. 

• The parties then present their evidence. Because the principal has the 
ultimate burden of proof, he presents his evidence first. Witnesses may be 
questioned by the Disciplinary Committee members and by the parties (or 
their representative). The Disciplinary Committee may, at its discretion, 
vary this procedure, but it shall afford full opportunity to both parties for 
presentation of any material or relevant evidence and shall afford the 
parties the right of cross-examination provided, however, that the 
Disciplinary Committee may take the testimony of student witnesses 
outside the presence of the student, the student’s parent(s) and their 
representative if the Disciplinary Committee determines, in its discretion, 
that such action is necessary to protect the student witness. 

• The parties shall produce such additional evidence as the Disciplinary 
Committee may deem necessary. The Disciplinary Committee is the judge 
of the relevancy and materiality of the evidence. 

• Exhibits offered by the parties may be received in evidence by the 
Disciplinary Committee and, when so received, are marked and made part 
of the record. 

• The Disciplinary Committee may, by majority vote, uphold, reject or alter 
the recommendations. 
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• The Disciplinary Committee transmits its decision, including the reasons 

therefor, to the student, the student’s parent(s), the principal and 
superintendent. 

 
Following the decision of the Disciplinary Committee or upon expiration of the 

appeal period, the student’s parent(s) or guardian is provided with written notice which 
includes the following: 

• the terms or conditions of re-admission, if any; 
• the duration of expulsion; 
• a statement declaring whether the student is eligible to return to school or 

attend an appropriate alternative education program approved by the 
School Board or an adult education program offered by the division during 
or after the expulsion. If neither option applies, a statement that the 
student may petition the School Board for readmission after one calendar 
year from the date of his expulsion; and 

• the availability of community-based educational, training and intervention 
programs. 

 
The student or student’s parent(s) may appeal the Disciplinary Committee's 

decision to the full School Board only if the decision of the Disciplinary Committee is not 
unanimous. Otherwise, the decision of the Disciplinary Committee is final. 

 
The appeal to the full School Board must be in writing and must be filed with the 

superintendent within thirty (30) calendar days of the Committee's decision. Failure to 
file a written appeal within the specified time constitutes a waiver of the right to an 
appeal. The full School Board decides the appeal upon the record of the case within 
thirty (30) calendar days of the request for an appeal and communicates its decision in 
writing to the student and the student’s parent, guardian or other person having control 
or  
charge of the student. Such written notice includes any changes in: (1) the duration of 
the suspension or expulsion; (2) the availability of community-based educational, 
training, and intervention programs; and/or (3) eligibility to return to school or attend an 
alternative education program. No statements, witnesses or evidence may be presented 
at this appeal unless specifically requested by the Chair of the Board. 
 
VI. ALTERNATIVE EDUCATION PROGRAM 
 

The School Board may require any student who has been  
● charged with an offense relating to the laws of Virginia, or with a violation of 

School Board policies, on weapons, alcohol, or drugs, or intentional injury to another 
person, or with an offense that is required to be disclosed to the superintendent 
pursuant to Va. Code § 16.1-260.G;  

● found guilty or not innocent of an offense relating to Virginia’s laws on 
weapons, alcohol, or drugs, or of a crime that resulted in or could have resulted in injury 
to others, or of an offense that is required to be disclosed to the superintendent 
pursuant to Va. Code § 16.1-260.G.;  

● found to have committed a serious offense or repeated offenses in violation of 
School Board policies;  
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 suspended pursuant to Va. Code § 22.1-277.05; or  
● expelled pursuant to Va. Code § 22.1-277.06, 22.1-277.07, or 22.1-277.08 or 

subsection C of Va. Code § 22.1-277,  
to attend an alternative education program.  
 

The School Board may require such student to attend such programs regardless of 
where the conduct occurred.  
 
 The School Board may require any student who has been found to have been in 
possession of, or under the influence of, drugs or alcohol on a school bus, on school 
property, or at a school-sponsored activity in violation of School Board policies, to 
undergo evaluation for drug or alcohol abuse, or both, and, if recommended by the 
evaluator and with the consent of the student’s parent, to participate in a treatment 
program. 
 

The School Board authorizes the superintendent or superintendent’s designee to 
require students to attend an alternative education program consistent with the 
provisions of this section after (i) written notice to the student and the student’s parent 
that the student will be required to attend an alternative education program and (ii) 
notice of the opportunity for the student or the student’s parent to participate in a 
hearing to be conducted by the superintendent or the superintendent’s designee 
regarding such placement. If the student or parent wants to participate in a hearing 
regarding the placement, the student or parent must notify the superintendent or 
superintendent’s designee within thirty (30) days of receiving the written notice of the 
student’s assignment to the alternative education program. The decision of the 
superintendent or superintendent’s designee regarding such alternative education 
placement is final unless altered by the Board upon written petition by the student or 
student’s parent for a review of the record by the School Board. Such petition must be 
received by the superintendent or superintendent’s designee within thirty (30) days after 
receiving written notice of the decision after the hearing. 
 

A principal or principal’s designee may impose a short-term suspension, 
pursuant to Va. Code § 22.1-277.04, upon a student who has been charged with an 
offense involving intentional injury enumerated in Va. Code § 16.1-260.G, to another 
student in the same school pending a decision as to whether to require that such 
student attend an alternative education program. 

 
As used in this section, “charged” means that a petition or warrant has been filed 

or is pending against a pupil. 
 

VII. REPORTING 
 
A. Except as may otherwise be required by federal law, regulation, or jurisprudence, 

reports are made to the superintendent and to the principal or principal’s designee 
on all incidents involving 
 

(1) the assault, or assault and battery, without bodily injury, of any person on a 
school bus, on school property or at a school-sponsored activity;  
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(2) the assault and battery which results in a bodily injury, sexual assault, death, 

shooting, stabbing, cutting, or wounding of any person, abduction of any 
person as described in Va. Code § 18.2-47 or Va. Code § 18.2-48, or stalking 
of any person as described by Va. Code § 18.2-60.3, on a school bus, on 
school property or at a school-sponsored activity; 

(3) any conduct involving alcohol, marijuana, a controlled substance, imitation 
controlled substance, or an anabolic steroid on a school bus, on school 
property or at a school-sponsored activity, including the theft or attempted 
theft of student prescription medications;  

(4) any threats against school personnel while on a school bus, on school 
property or at a school-sponsored activity; 

(5) the illegal carrying of a firearm as defined in Va. Code § 22.1-277.07 onto 
school property;  

(6) any illegal conduct involving firebombs, explosive materials or devices or 
hoax explosive devices, as defined in Va. Code § 18.2-85, or explosive or 
incendiary devices, as defined in Va. Code § 18.2-433.1, or chemical bombs, 
as described in Va. Code § 18.2-87.1, on a school bus, on school property or 
at a school sponsored activity;  

(7) any threats or false threats to bomb, as described in Va. Code § 18.2-83, 
made against school personnel or involving school property or school buses; 

(8) the arrest of any student for an incident occurring on a school bus, on school 
property or at a school-sponsored activity, including the charge therefor and  

(9) any illegal possession of weapons, alcohol, drugs or tobacco products. 
 
B. The superintendent and the principal or principal’s designee may receive reports 

made by local law enforcement authorities on offenses, wherever committed, by 
students enrolled at the school if the offense would be a felony if committed by an 
adult or would be a violation of the Drug Control Act, Va. Code § 54.1-3400 et seq., 
and occurred on a school bus, on school property, or at a school-sponsored activity, 
or would be an adult misdemeanor involving any incidents described in the clauses 
(1) through (8) of subsection VII.A. of this Policy, and whether the student is 
released to the custody of the student’s parent or, if 18 years of age or more, is 
released on bond. A superintendent who receives notification that a juvenile has 
committed an act that would be a crime if committed by an adult pursuant to 
subsection G of Va. Code § 16.1-260 reports such information to the principal of the 
school in which the juvenile is enrolled. 
 

C. The principal or principal’s designee submits a report of all incidents required to be 
reported pursuant to subsection VII.A.(1-8) of this Policy to the superintendent. The 
superintendent annually reports all such incidents to the Department of Education.  

 
In submitting reports of such incidents, principals and superintendents accurately 
indicate any offenses, arrests, or charges as recorded by law-enforcement 
authorities and required to be reported by such authorities pursuant to subsection 
VII.B. of this Policy. 

 
D. The principal or principal’s designee also notifies the parent of any student involved 

in an incident required by this subsection to be reported, regardless of whether  
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E. disciplinary action is taken against such student or the nature of the disciplinary 

action. Such notice relates to only the relevant student’s involvement and does not 
include information concerning other students. 

 
F. Whenever any student commits any reportable incident as set forth in this 

subsection, such student shall be required to participate in such prevention and 
intervention activities as deemed appropriate by the superintendent or 
superintendent’s designee.  

 
G. Except as may otherwise be required by federal law, regulation, or jurisprudence, a 

principal immediately reports to the local law-enforcement agency any act 
enumerated in clauses (2) through (7) of subsection VII.A. of this Policy that may 
constitute a felony offense and may report to the local law enforcement agency any 
incident described in clause (1) of subsection VII.A. of this Policy. 

 
In addition, except as may be prohibited by federal law, regulation, or jurisprudence, 
the principal also immediately reports any act enumerated in clauses (2) through (5) 
of subsection VII.A of this Policy that may constitute a criminal offense to the parents 
of any minor student who is the specific object of such act. Further, the principal 
reports whether the incident has been reported to local law enforcement pursuant to 
this subsection and if the incident is so reported, that the parents may contact local 
law enforcement for further information, if they so desire. 

 
H. For purposes of this section, “parent” or “parents” means any parent, guardian or 

other person having control or charge of a child. 
 
VIII. RE-ADMISSION OF SUSPENDED AND/OR EXPELLED STUDENTS   
 

Any student who has been suspended from a school of this division is not eligible 
to attend any other school within the division until eligible to return to the student’s 
regular school.  

 
Any student who has been expelled or suspended for more than thirty days from 

attendance at school by a school board or a private school in this Commonwealth or in 
another state or for whom admission has been withdrawn by a private school in this 
Commonwealth or in another state may be excluded from attendance in the 
WAYNESBORO Schools, in accordance with Policy JEC School Admission. In the case 
of a suspension of more than thirty days, the term of the exclusion may not exceed the 
duration of such suspension. 

 
In excluding any such expelled student from school attendance, the Waynesboro 

School Board may accept or waive any or all of any conditions for readmission imposed 
upon such student by the expelling school board pursuant to Va. Code § 22.1-277.06. 
The School Board shall not impose additional conditions for readmission to school. 

 
No suspended student is admitted to the regular school program until such student and 
the student’s parent have met with school officials to discuss improvement 
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of the student’s behavior, unless the school principal or principal’s designee 

determines that re-admission, without parent conference, is appropriate for the student. 
 

If the parent fails to comply with this Policy or Policy JEC School Admission, the 
School Board may ask the Juvenile and Domestic Relations Court to proceed against 
the parent for willful and unreasonable refusal to participate in efforts to improve the 
student’s behavior. 
 

Upon the expiration of the exclusion period for an expulsion or a withdrawal of 
admission, which period shall be established by the School Board Disciplinary 
Committee or superintendent or superintendent’s designee, as the case may be at the 
relevant hearing, the student may re-petition the School Board for admission. If the 
petition for admission is rejected, the School Board shall identify the length of the 
continuing exclusion period and the subsequent date upon which such student may re-
petition the School Board for admission. 

 
The School Board may permit students excluded pursuant to this subsection to 

attend an alternative education program provided by the School Board for the term of 
such exclusion. 

 
IX. DISCIPLINING STUDENTS WITH DISABILITIES   
 
 Students with disabilities are disciplined in accordance with Policy JGDA 
Disciplining Students with Disabilities. 
 
Adopted:  10/9/2008 
Reviewed/Revised:  12/8/2020, 11/9/2021, 7/12/2022 
 
Legal Refs.: 20 U.S.C. § 7961. 
 

Code of Virginia, 1950, as amended, §§ 15.2-915.4, 16.1-260, 18.2-119, 
18.2-308.1, 18.2-308.7, 18.2-308.2:2, 22.1-200.1, 22.1-254, 22.1-276.01, 
22.1-276.2, 22.1-277, 22.1-277.04, 22.1-277.05, 22.1-277.06, 22.1-
277.07, 22.1-277.07:1, 22.1-277.08, 22.1-277.2, 22.1-277.2:1, 22.1-
279.3:1. 
 
8 VAC 20-560-10. 
 

 
Cross Refs.:  BCEA      Disciplinary Committee 

 IGBH       Alternative School Programs 
JEC   School Admission  
JFC   Student Conduct 

 JFCD      Weapons in School 
 JGDA      Disciplining Students with Disabilities 

JGDB  Discipline of Students with Disabilities for Infliction of 
 Serious Bodily Injury 

KG  Community Use of School Facilities 
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DISCIPLINING STUDENTS WITH DISABILITIES 
 

Students with disabilities, who violate the student code of conduct, or engage in 
conduct for which they may be disciplined, will be disciplined in accordance with this 
policy. Additionally, the regular disciplinary procedures must be followed. School 
personnel may consider any unique circumstances on a case-by-case basis when 
determining whether to order a change in placement for a child with a disability as a 
result of discipline. 

 
I. Long-Term Suspensions, Expulsions or Short-Term Suspensions Which Constitute 

a Pattern are Long Term Removals and Considered a Disciplinary Change in 
Placement 

 
For the purpose of removing students with disabilities from their current 

educational placements, a disciplinary change in placement occurs when: 
(1) the removal is for more than 10 consecutive school days at a time; or 
(2) Pattern analysis: there is a series of removals during the school year, 

each of which is for 10 days or less and they cumulate to more than 10 
days in a school year and constitute a pattern because of: 

(a) the length of each removal, 
(b) the proximity of the removals to each other,  
(c) the total time the student is removed, and 
(d) the child’s behavior is substantially similar to the child’s behavior 

in the series of removals for previous incidents in the school year. 
(e) The pattern analysis determination is made and documented by 

the administration.  
 

If the disciplinary action will result in a long term removal, the student’s 
parents must be sent notice of the recommendation of discipline the same day as 
the decision is made for the disciplinary change in placement and must be provided 
with a copy of the procedural safeguards. The procedures outlined in Section IV 
must also be followed. 

 
A parent may request a due process hearing to challenge the pattern 

analysis determination.  For any disciplinary change in placement, a Manifestation 
Determination Review (“MDR”) must be held and the Individualized Education 
Program (IEP) team must meet to determine the educational services to be 
provided during the long-term removal. 

 
II. Short-Term Suspensions 

 
A short-term suspension is a suspension of 10 consecutive days or less at a 

time.  
 

School authorities may remove a student with a disability from the student’s  
current educational setting for 10 school days cumulative in a school year to the 
extent that such removals would be applied to students without disabilities and for 
additional short-term suspensions during the school year provided no pattern   
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exists. Short term suspensions which constitute a pattern will be handled through 
long term removal procedures.  

 
No MDR or IEP meeting is required for a short term removal, although an 

IEP meeting may be held if needed. Educational services are provided for each 
day of removal after the first ten days of removal in a school year. Educational 
services should also be provided during the first ten days of removal if services are 
provided to a student without disabilities in the same circumstances. 

 
III. Functional Behavior Assessments and Behavior Intervention Plans 

 
If the MDR team members determine that a manifestation exists, the IEP 

team must: 
• conduct a Functional Behavioral Assessment (FBA) and 

implement a Behavioral Intervention Plan (BIP), if no FBA was 
conducted previously; or, 

• if the student already has an FBA and a BIP in place, review and 
modify the BIP, as necessary to address the behavior. 

If a manifestation is found, the school division and the parent may still agree 
to a change in placement made through the IEP process. Without this agreement, 
the student must return to the placement from which the student was removed. 
Nothing in this section limits the authority of the school division for the first ten days 
of removal in a school year or for applicable forty-five school day removals. 

 
If the MDR team members determine that there is no manifestation, then the 

IEP team should decide whether there is a need to conduct or review an FBA and 
BIP. 

 
IV. Educational Services While Disciplined 
 

For the first 10 days of removal in a school year, the School Board is not 
required to provide educational services to the student with a disability if services 
are not provided to students without disabilities who have been similarly removed. 

 
After the first 10 days of removal in a school year, the School Board shall 

provide educational services to the student during the period of removal. The 
services must enable the student to: 

1) continue to progress in the general curriculum, although in another 
setting, and 

2) make progress toward meeting the goals set out in the student’s IEP. 
 

The determination of the educational services is made by the IEP team if the 
discipline constitutes a change in placement. For a short term removal which is not 
a change in placement, the determination of the education services is made by 
school personnel in consultation with the student’s special education teacher. 
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V. Manifestation Determination Review 
 

When a disciplinary action is proposed that will result in a disciplinary 
change of placement, an MDR shall be conducted within 10 school days after the 
date on which the decision to take disciplinary action is made. This review shall be 
conducted by the Manifestation Team which consists of a local educational agency 
representative, the parent(s) and relevant members of the IEP team (as 
determined by the parent and the school division). 

 
The Manifestation Team may determine that the behavior of the student was 

not a manifestation of such child's disability only if the Team: 
 

1) considers all relevant information in the student’s file, including the 
student’s IEP, any teacher observations, and any relevant information 
supplied by the parents; and 

2) determines that:  
(a) the conduct in question was not caused by, or did not have a 

direct and substantial relationship to, the student’s disability; 
and 

(b) the conduct in question was not the direct result of the school 
division’s failure to implement the IEP. 

 
VI. Disciplinary Action Following an MDR Determination that there is No Manifestation 
 

If the behavior is not a manifestation of the student’s disability, the 
disciplinary procedures will be applied in the same manner as applied to students 
without disabilities. The student must continue to receive the educational services 
necessary to enable the student to continue to participate in the general curriculum, 
although in another setting, and to progress toward meeting the goals set out in the 
student’s IEP. In addition, the special education and disciplinary records of the 
student must be made available to the person who makes the final decision 
regarding the imposition of discipline.  

 
A parent may request an expedited due process hearing if the parent 

disagrees with the determination that the behavior was not a manifestation of the 
student’s disability or if the parent disagrees with any decision regarding the 
placement of the student while disciplined. During any appeal, the student will 
remain in the interim alternative education setting unless reversed by decision of 
the hearing officer; provided, however, the student may still serve the balance of 
any applicable forty-five school day removal. The placement may also be changed 
through the IEP process with the consent of the parent. 

 
VII. Disciplinary Action Following MDR Determination that there is a Manifestation 
 

A student with a disability whose behavior is determined to be a manifestation 
of the student’s disability may not be disciplined except to the extent a removal is 
otherwise permitted by law. The student may be removed to a more restrictive 
placement by following change in placement procedures through the IEP following   
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process. The IEP team must conduct or review an FBA and/or BIP as provided in 
Section III. 

 
VIII. Interim Alternative Educational Settings for Weapons, Drugs and Infliction of Serious 

Bodily Injury 
 

Students with disabilities 1) who carry or possess a weapon to or at school, 
or on school premises, or to or at a school function under the jurisdiction of a state 
or local educational agency; 2) who knowingly possess or use illegal drugs or sell 
or solicit the sale of a controlled substance, while at school, on school premises, or 
at a school function under the jurisdiction of a state or local educational agency; or 
3) who inflict serious bodily injury upon another person at school, on school 
premises, or at a school function under the jurisdiction of a state or local 
educational agency may be disciplined pursuant to Policies JFCD Weapons in 
School, JFCF Drugs in School or JGDB Discipline of Students with Disabilities for 
Infliction of Serious Bodily Injury and may be placed in an interim alternative 
educational setting for up to forty-five school days. These options are available 
even if a manifestation exists. If no manifestation is found, the student may be 
disciplined to the extent a student without disabilities would be disciplined. 

 
Weapons, controlled substance and serious bodily injury have the meaning 

given under state regulations in 8 VAC 20-81-10. 
  
Any interim alternative educational setting shall be selected, by the IEP 

team, so as to enable the student to continue to progress in the general curriculum, 
although in another setting, and to progress toward meeting the goals set out in the 
student’s IEP. The student must also receive, as appropriate, an FBA, behavioral 
intervention services and modifications designed to address the behavior so it does 
not recur. 

 
IX. Change of Placement by Hearing Officer 
 

In addition to the other options for removal, a hearing officer through an 
expedited due process hearing requested by the school division, may order a 
change in the placement for a student with a disability to an appropriate interim 
alternative educational setting for not more than forty-five (45) school days if the 
hearing officer determines that maintaining the current placement of such student 
is substantially likely to result in injury to the student or others. Additional forty-five 
(45) school day removals may be authorized by the hearing officer as appropriate. 

 
X. Placement During Appeals 
 

During the course of any appeals, the student’s placement shall be in 
accordance with the provisions of state and federal law unless the parent and the 
school division agree otherwise. Students with disabilities are also entitled to the due 
process rights available to a non-disabled student who is subject to discipline. In 
addition, students with disabilities are entitled to the due process procedures 
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available under the Individuals with Disabilities Education Act, as amended, and 
any state procedures. 

 
XI. Students Not Yet Identified as Disabled 
 

Students for whom the parents assert there is a disability but who have not 
yet been identified as disabled may be subjected to the same measures applied to 
students without disabilities if the school division did not have knowledge of the 
disability before the behavior that precipitated the disciplinary action occurred. A 
school division will be found to have knowledge of the student’s disability if, before 
the behavior that precipitated the disciplinary action occurred, one of the following 
occurred:  

(1) the parent expressed concern in writing to supervisory or 
administrative personnel of the school division, or to a teacher of the 
student, that the student is in need of special education and related 
services; or   

(2) the parent requested an evaluation of the student for special education 
eligibility; or 

(3) the student’s teacher or other school personnel expressed specific 
concerns about a pattern of behavior demonstrated by the student 
directly to the director of special education or to other supervisory 
personnel of the school division that suggests the presence of a 
disability.  

 
A school division would not be found to have knowledge of a student’s 

disability if: 
(1) the parents refused to allow an evaluation of the student or refused 

special education services; or 
(2) the student was evaluated and found not eligible for special education 

services. 
 

If a request for an initial evaluation is made during the period a student is 
subject to disciplinary measures, the evaluation shall be conducted in an expedited 
manner. If the student is found eligible as a child with a disability, taking into 
consideration information from the evaluation conducted by the school division and 
information provided by the parents, then the student must be provided special 
education and related services, although in another setting. Pending the results of 
the evaluation, the student shall remain in the educational placement determined 
by the school authorities which placement can include suspension or expulsion 
without services.  

 
XII. Disciplining Certain Section 504 Students Who Violate Alcohol and Drug Policies 

 
Students who are identified as disabled solely under Section 504 of the 

Rehabilitation Act, and who are currently engaging in the illegal use of drugs or 
alcohol, may be disciplined for violating the division's alcohol and drug policies to 
the same extent as non-disabled students. The student is not entitled to a due 
process hearing under special education procedures in this circumstance but does 
retain the protections afforded to regular education students. 
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XIII. Reporting of Crimes 
 

Nothing in these procedures prevents the reporting of a crime to appropriate 
authorities or prevents state law enforcement and judicial authorities from 
exercising their responsibilities.   

 
Adopted:  9/12/1995 
Reviewed/Revised:  8/13/2008, 4/13/2021, 11/9/2021, 7/12/2022 
 
Legal Refs.: 20 U.S.C. § 1415. 
 29 U.S.C. § 705. 
 
 34 C.F.R. 300.530-300.536. 
 
 Code of Virginia, 1950, as amended, § 22.1-279.6. 
 
 8 VAC 20-81-160. 
 
Cross Ref.: JFC   Student Code of Conduct 
  JFCD   Weapons in School 
  JFCF   Drugs in School 
  JGD/JGE  Student Suspensions/Expulsions 
 JGDB   Discipline of Students with Disabilities for Infliction of  
    Serious Bodily Injury 
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DISCIPLINE OF STUDENTS WITH DISABILITIES FOR 
INFLICTION OF SERIOUS BODILY INJURY 

 
A student with a disability may be removed without parent consent and assigned 

to an interim alternative education program by school personnel for not more than forty-
five (45) school days when the student has inflicted serious bodily injury upon another 
person while at school, on school premises, or at a school function under the jurisdiction 
of a state or local educational agency. This option is available regardless of whether a 
manifestation exists. If no manifestation is found, the student may be disciplined to the 
extent that a student without disabilities would be disciplined. 

 
In addition, the applicable procedures of Policies JGDA and JGD/JGE will be 

followed. 
 
The term serious bodily injury has the same meaning given the term “serious 

bodily injury” under paragraph (3) of subsection (h) of section 1365 of title 18 of the 
United States Code.  
 
Adopted:  4/13/2021 
Reviewed/Revised: 7/12/2022 
 
Legal Refs: 18 U.S.C. § 1365(h)(3). 

20 U.S.C. § 1415(k)(1)(G)(iii). 
 

Cross Refs: JFCD  Weapons in School 
JFCF  Drugs in School 
JGD/JGE  Student Suspension/Expulsion 
JGDA  Disciplining Students with Disabilities 
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STUDENT HEALTH SERVICES 

The Waynesboro School Board may employ school nurses, physicians, physical 
therapists, occupational therapists and speech therapists who meet such standards as 
may be determined by the Board of Education. Subject to the approval of the local 
appropriating body, a local health department may provide personnel for health services 
for the school division. 

Adopted:  9/12/1995 
Reviewed/Revised:  4/11/1996, 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-274. 
 
Cross Refs.: EBBA  Emergency First Aid, CPR and AED Certified Personnel 
  GCPD  Professional Staff Discipline 
  GCPF  Suspension of Staff Members 
  JHCA  Physical Examinations of Students 
  JHCB  Student Immunizations 
  JHCC  Communicable Diseases 
  JHCCA Blood Borne Contagious or Infectious Diseases 
  JHCD  Administering Medicines to Students 
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PHYSICAL EXAMINATIONS OF STUDENTS 
 

No pupil is admitted for the first time to any public kindergarten or elementary school in 
Waynesboro School Division unless such pupil furnishes, prior to admission,  

 
• a report from a qualified licensed physician, or a licensed nurse 

practitioner or licensed physician assistant acting under the supervision of 
a licensed physician, of a comprehensive physical examination of a scope 
prescribed by the State Health Commissioner performed within the 12 
months prior to the date such pupil first enters such public kindergarten or 
elementary school; or  

 
• records establishing that such pupil furnished such report upon prior 

admission to another school or school division and providing the 
information contained in such report.  

 
If the pupil is a homeless child or youth as defined in Va. Code § 22.1-3, and for 

that reason cannot furnish the required report or records, and the person seeking to 
enroll the pupil furnishes to the school division an affidavit so stating and also indicating 
that, to the best of his knowledge, such pupil is in good health and free from any 
communicable or contagious disease, the school division immediately refers the student 
to the division’s homeless liaison, who, as soon as practicable, assists in obtaining the 
necessary physical examination by the local health department or other clinic or 
physician's office and immediately admits the pupil to school.  
 
 The health care provider making a report of a physical examination shall, at the 
end of such report, summarize the abnormal physical findings, if any, and shall 
specifically state what, if any, conditions are found that would identify the child as 
handicapped.  

 
 Physical examination reports are placed in the child's health record at the school 
and made available for review by any employee or official of the State Department of 
Health or any local health department at the request of such employee or official. 
 
 A physical examination is not required of any child whose parent or guardian 
objects on religious grounds and who shows no visible evidence of sickness. The parent 
or guardian shall state in writing that, to the best of his or her knowledge, the child is in 
good health and free from any communicable or contagious disease. 
 
 The health departments of the counties and cities of the Commonwealth conduct 
such required physical examinations for medically indigent children, upon request, 
without charge and may provide such examinations to others on such uniform basis as 
the departments establish. 
 

Parents/guardians of students entering school shall complete a health 
information form as required by state law. Such forms shall be returned within 15 days 
of receipt unless reasonable extensions have been granted by the superintendent or 
superintendent’s designee. Upon failure of the parent to complete such form within the 
extended time, the superintendent may send the parent written notice of the date he 

 



File:  JHCA 
Page 2 

© 2/19 VSBA                          WAYNESBORO PUBLIC SCHOOLS 
 

intends to exclude the child from school; however, no child who is a homeless child or 
youth as defined in subdivision 6 of Va. Code § 22.1-3 shall be excluded from school for 
such failure to complete such form. 
 
Adopted:  8/14/2007 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-270. 
 
Cross Refs.: JEC  School Admission 

JECA  Admission of Homeless Students  
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STUDENT IMMUNIZATIONS 

No student is admitted by a school unless at the time of admission the student or 
the student’s parent submits documentary proof of immunization as required by Va. 
Code §§ 22.1-271.2 and 32.1-46 to the admitting official of the school or unless the 
student is exempted from immunization as described below or is a homeless child or 
youth as defined in Va. Code § 22.1-3.  

If a student does not have documentary proof of immunization, the school will 
notify the student or the student’s parent  

• that it has no documentary proof of immunization for the student;  
• that it may not admit the student without proof unless the student is 

exempted, including any homeless child or youth as defined in Va. Code § 
22.1-3;  

• that the student may be immunized and receive certification by a licensed 
physician, physician assistant, licensed nurse practitioner, registered nurse or 
an employee of a local health department; and  

• how to contact the local health department to learn where and when it 
performs these services. 

Any parent, guardian, or other person having control or charge of a child being 
home instructed or exempted or excused from school attendance shall comply with 
immunization requirements provided in Va. Code §§ 22.1-271.4 and 32.1-46 in the 
same manner and to the same extent as if the child has been enrolled in and is 
attending school.   

Conditional Enrollment 

Any student whose immunizations are incomplete may be admitted conditionally 
if that student provides documentary proof at the time of enrollment of having received 
at least one dose of the required immunizations accompanied by a schedule for 
completion of the required doses within 90 calendar days. If the student requires more 
than two doses of hepatitis B vaccine, the conditional enrollment period will be 180 
calendar days. 

The immunization record of each student admitted conditionally is reviewed 
periodically until the required immunizations have been received. 

Any student admitted conditionally who fails to comply with the student’s 
schedule for completion of the required immunizations will be excluded from school until 
the student’s immunizations are resumed. 

Exemptions 

No certificate of immunization is required for the admission to school of any 
student if  
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• the student or the student’s parent submits an affidavit to the admitting official 
stating that the administration of immunizing agents conflicts with the 
student's religious tenets or practices; or 

• the school has written certification from a licensed physician, physician 
assistant, licensed nurse practitioner, or local health department that one or 
more of the required immunizations may be detrimental to the student's 
health, indicating the specific nature and probable duration of the medical 
condition or circumstance that contraindicates immunization. 
 

Homeless Pupils 

If a student is a homeless child or youth as defined in Va. Code § 22.1-3 and 
• does not have documentary proof of necessary immunizations or has 

incomplete immunizations and  
• is not exempted from immunization,  

the school division immediately admits such student and refers the student to the school 
division homeless liaison who will assist in obtaining the documentary proof of, or 
completing, immunization.  

Immunization Record 

Every school records each student's immunizations on the school immunization 
record. The school immunization record is a standardized form provided by the State 
Department of Health, which is a part of the mandatory permanent student record. Such 
record is open to inspection by officials of the State Department of Health and the local 
health departments. 

The school immunization record is transferred by the school whenever the school 
transfers any student's permanent academic or scholastic records. 

Within 30 calendar days after the beginning of each school year or entrance of a 
student, each admitting official files a report with the local health department. The report 
is filed on forms prepared by the State Department of Health and states the number of 
students admitted to school with documentary proof of immunization, the number of 
students who have been admitted with a medical or religious exemption and the number 
of students who have been conditionally admitted, including those students who are 
homeless children or youths as defined in Va. Code § 22.1-3. 

Adopted:  4/11/1996 
Reviewed/Revised:  7/12/2022 

Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-271.2, 22.1-271.4, 32.1-46, 
54.1-2952.2, 54.1-2957.02.  

Cross Refs.: JEC  School Admission 
JECA  Admission of Homeless Students  
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JO  Student Records 

  LBD  Home Instruction 
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STUDENT WELLNESS 
 

Goals 
 

Based on review and consideration of evidence-based strategies and techniques, the 
Waynesboro School Board establishes the following goals to promote student wellness.  
 
Nutrition Promotion and Education 
 

• Students receive nutrition education that teaches the skills they need to 
adopt and maintain healthy eating behaviors. 

 
• Nutrition education is offered in the school cafeteria as well as in the classroom, 

with coordination between the foodservice staff and other school personnel, 
including teachers. 

 
• Students receive consistent nutrition messages from all aspects of the school 

program. 
 

• Division health education curriculum standards and guidelines address both 
nutrition and physical education. 

 
• Nutrition is integrated into the health education or core curricula (e.g., math, 

science, language arts). 
 

• Schools link nutrition education activities with the coordinated school health 
program. 

 
• Staff who provide nutrition education have appropriate training. 

 
• School nutrition education activities and promotions for students will involve 

parents and community agencies as appropriate. 
 

• The level of student participation in the school breakfast and school lunch 
programs is appropriate. 

 
• School nutrition education activities and promotions for students will involve 

parents and community agencies as appropriate. 
 
Physical activity 
 
The Waynesboro school division has a goal of making a program of physical fitness 
available to all students for at least 150 minutes per week on average during the regular 
school year. Such program may include any combination of physical education   
classes, extracurricular activities, and other programs and physical activities. The  
division’s goal for the implementation of its physical fitness program is committed to 
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providing a school environment that enhances learning and development of lifelong 
wellness practices that promote student health, prevent childhood obesity, and combat 
problems associated with poor nutrition and physical inactivity. 
 
To accomplish these goals: 
 

• Students are given opportunities for physical activity during the school day through 
physical education (PE) classes, daily recess periods for elementary school 
students, and the integration of physical activity into the academic curriculum 
where appropriate. 

 
• Students are given opportunities for physical activity through a range of before- 

and/or after-school programs including, but not limited to, intramurals, 
interscholastic athletics, and physical activity clubs. 

 
• Schools work with the community to create ways for students to walk, bike, 

rollerblade or skateboard safely to and from school. 
 

• Schools encourage parents and guardians to support their children's participation 
in physical activity, to be physically active role models, and to include physical 
activity in family events. 

 
• Schools provide training to enable staff to promote enjoyable, lifelong physical 

activity among students. 

Other school-based activities 

• An adequate amount of time is allowed for students to eat meals in adequate 
lunchroom facilities. 

• Environmentally-friendly practices such as the use of locally grown and seasonal 
foods, school gardens, and non-disposable tableware have been considered and 
implemented where appropriate. 
 

• Physical activities and/or nutrition services or programs designed to benefit staff 
health have been considered and, to the extent practical, implemented. 

 
Nutrition Standards and Guidelines 

 The School Board incorporates and adopts the nutrition standards in 8 VAC 20-
740-10 through 8 VAC 20-740-40. 

The superintendent is responsible for creating 

A. regulations to develop and implement standards for all foods and beverages 
provided, but not sold, to students on the school campus during the school 
day; and 
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B. standards and nutrition guidelines for all foods and beverages sold to 
students on the school campus during the school day that promote student 
health and reduce childhood obesity and are consistent with the applicable 
standards and requirements in 7 C.F.R. §§ 210.10, 210.11 and 220.8. 

 
Marketing on the school campus during the school day is permitted only for those foods 
and beverages that meet the nutrition standards under 7 C.F.R. § 210.11, serve to 
promote student health, reduce and prevent childhood obesity, and combat problems 
associated with poor nutrition and physical inactivity.  
 

Implementation 

The School Board encourages parents, students, representatives of the school 
food authority, teachers of physical education, school health professionals, school 
administrators and the general public to participate in the development, implementation 
and periodic review and update of this policy by communicating questions, concerns, 
and comments to the School Nutrition Manager, Head Nurse, and/or the Assistant 
Superintendent. 

 
The Assistant Superintendent, in coordination with the School Nutrition Manager 

will be responsible for overseeing the implementation of this policy and will develop 
procedures for evaluating the policy, including indicators that will be used to measure its 
success. The public, including parents, students, and others in the community, will be 
informed and updated about the content of implementation of the policy. 

 
Implementation procedures will include periodically measuring and making 

available to the public an assessment on the implementation of the policy, including the 
extent to which schools are in compliance with the policy, the extent to which this policy 
compares to model school wellness policies, and a description of the progress made in 
attaining the goals of the policy. 

 
Implementation procedures include measuring and making available to the 

public, at least once every three years, an assessment of the implementation of the 
policy, including the extent to which schools are in compliance with the policy, the extent 
to which this policy compares to model school wellness policies and a description of the 
progress made in attaining the goals of the policy. The results of the triennial 
assessment are considered in updating the policy. 

 
The School Board retains the following records to document compliance with 7 C.F.R.  
§ 210.31:  

• the policy;  
• documents demonstrating compliance with community involvement 

requirements, including requirements to make the policy and triennial 
assessments available to the public; and  

• documentation of the triennial assessment of the policy 
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Adopted:  2/9/2016 
Reviewed/Revised:  3/12/2019, 5/14/2019, 11/9/2021, 7/12/2022 

Legal Refs: 42 U.S.C. § 1758b. 

  7 C.F.R. 210.31. 

Code of Virginia, 1950, as amended, § 22.1-207.4. 

  8 VAC 20-740-30. 

  8 VAC 20-740-40. 

Cross Refs: EFB   Food Services 
IGAE/IGAF  Health Education/Physical Education 
JL   Fund Raising and Solicitation 
KQ Commercial, Promotional and Corporate 

Sponsorships and Partnerships 
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BLOOD BORNE CONTAGIOUS OR INFECTIOUS DISEASES 
 

 The attendance at school of students who suffer from blood borne diseases 
which are infectious or contagious, such as AIDS and Hepatitis B, and which may be 
transmitted by the exchange of body secretions is determined by the superintendent on 
a case-by-case basis. The superintendent obtains the advice of the local department of 
health to assist with the determination. The student may be excluded from school and 
school-related functions pending the superintendent's decision. The superintendent 
issues regulations setting forth the procedures to be followed to effectuate this policy. 
 
 The identity of a student who has tested positive for human immunodeficiency 
virus is confidential in accordance with law. 
 
 An alternative educational program is made available to any student whose 
removal pursuant to this policy is expected to result in a prolonged absence from school 
or where otherwise required by law. 
 
 Training in the use of universal precautions for handling blood is conducted 
periodically in accordance with state and federal law. Universal precautions for handling 
blood are implemented within the school setting and on buses in accordance with state 
and federal law. 
 
 The school board adopts guidelines for school attendance for children with 
human immunodeficiency virus. Such guidelines are consistent with the model 
guidelines for such school attendance developed by the Board of Education. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-271.3, 32.1-36.1, 32.1-45.2. 
 

Model Guidelines for School Attendance for Children with Human 
Immunodeficiency Virus (Attachment to Virginia Department of Education 
Superintendent’s Memo #32 (Feb. 13, 2004)). 

 
Cross Ref: EBAB  Possible Exposure to Viral Infections 
  EBBB  Personnel Training—Viral Infections 

IGBG Off-Site Instruction and Virtual Courses 
 JHCCA-E Guidelines for School Attendance for Students with Human 

Immunodeficiency Virus 
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GUIDELINES FOR SCHOOL ATTENDANCE FOR 
STUDENTS WITH HUMAN IMMUNODEFICIENCY VIRUS 

 
 The Waynesboro School Board recognizes its dual obligations to protect the 
rights of individual students infected with human immunodeficiency virus (HIV) and to 
provide a safe environment for students, staff, and the public. Because HIV is not 
transmitted through casual contact, any student who is HIV-infected continues in a 
regular classroom assignment unless the student’s health significantly interferes with 
the student’s ability to benefit from the educational program. 
 

Waynesboro Public Schools works cooperatively with the local health department 
with regard to the school attendance of students infected with HIV. To enhance the 
school attendance of students who are HIV-infected, the school division collaborates 
with public and private organizations in the provision of support services to HIV-infected 
students.  
 
 All students are expected to satisfy the immunization requirements of Virginia 
Code § 22.1-271.2 unless a required immunization would be harmful to the health of the 
student. Students who are HIV-infected or have acquired immune deficiency syndrome 
(AIDS) may be exempted from obtaining immunizations which would otherwise be 
required. School personnel cooperate with public health personnel regarding 
exemptions from the requirements. 
 
 Mandatory screening for HIV infection is not warranted as a condition of school 
attendance. Upon learning that a student is HIV-infected or has AIDS, the 
superintendent may consult with the student’s family, the student’s family physician, or 
an official from the local department of health to determine whether the student is well 
enough to stay in school. If a change in the student’s program is necessary because of 
the student’s health, the superintendent or superintendent’s designee will work with the 
student’s family, family physician or local health official to develop an educational plan 
for the student.  
 
 Any school board employee or volunteer who has any information regarding a 
student’s HIV-infected status treats that information as confidential.  
 
 Despite the extremely remote risk that exposure of skin to blood could result in 
infection, the following universal precautions for handling blood are implemented within 
schools and on school buses: 

• persons involved in cleaning surfaces exposed to blood and persons 
rendering first aid to bleeding students should wear disposable gloves to 
avoid exposure of open skin lesions and mucous membranes to blood; 

• surfaces contaminated with blood should be promptly cleaned with household 
bleach (1 part bleach to 9 parts water) using disposable towels and tissues; 

• hands must be washed after gloves are removed; 
• if one person’s skin is exposed to the blood of another person, the exposed 

areas should be washed with soap and water. 
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Universal precautions do not apply to feces, nasal secretions, saliva, sputum, sweat, 
tears, urine, and vomitus unless they contain blood.  
 
 To ensure implementation of the proper procedures for all body fluids, training is 
provided to all school personnel. Training includes information regarding the following: 
etiology, transmission, prevention, and risk reduction of HIV; standard procedures for 
handling blood and body fluids; community resources available for information and 
referral; and school board policies.   
 
 Comprehensive and age-appropriate instruction on the principal modes by which 
HIV is spread and the best methods for the reduction and prevention of AIDS is 
provided. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
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ADMINISTERING MEDICINES TO STUDENTS 

Self-Care and Self-Administration of Medication 

Each enrolled student who is diagnosed with diabetes, with parental consent and 
written approval from the prescriber, is permitted to  

• carry with him and use supplies, including a reasonable and appropriate 
short-term supply of carbohydrates, an insulin pump, and equipment for 
immediate treatment of high and low blood glucose levels, and  

• self-check his own blood glucose levels on school buses, on school property, 
and at school-sponsored activities. 
 

 A School Board employee, as defined in Va. Code § 22.1-274.E, who is a 
registered nurse, licensed practical nurse, or certified nurse aide and who has been 
trained in the administration of insulin, including the use and insertion of insulin pumps, 
and the administration of glucagon may assist a student who is diagnosed with diabetes 
and who carries an insulin pump with the insertion or reinsertion of the pump or any of 
its parts. Prescriber authorization and parental consent shall be obtained for any such 
employee to assist with the insertion or reinsertion of the pump or any of its parts. 
Nothing in this policy requires any employee to assist with the insertion or reinsertion of 
the pump or any of its parts. 

Self-Administration of Asthma Medications and Auto-Injectable Epinephrine 

Students with a diagnosis of asthma or anaphylaxis, or both, are permitted to 
possess and self-administer inhaled asthma medications or auto-injectable epinephrine, 
or both, as the case may be, in accordance with this policy during the school day, at 
school-sponsored activities, or while on a school bus or other school property. A student 
may possess and self-administer asthma medication, or auto-injectable epinephrine, or 
both, when the following conditions are met: 

• Written parental consent that the student may self-administer inhaled asthma 
medications or auto-injectable epinephrine, or both, is on file with the school. 

• Written notice from the student’s health care provider is on file with the 
school, indicating the identity of the student, stating the diagnosis of asthma 
or anaphylaxis, or both, and approving self-administration of inhaled asthma 
medications or auto-injectable epinephrine, or both, that have been 
prescribed for the student; specifying the name and dosage of the medication, 
the frequency in which it is to be administered and the circumstances which 
may warrant its use; and attesting to the student’s demonstrated ability to 
safely and effectively self-administer the medication. 

• An individualized health care plan is prepared, including emergency 
procedures for any life-threatening conditions. 

• There is a consultation with the student’s parent before any limitations or 
restrictions are imposed on a student’s possession and self-administration of 
inhaled asthma medications and auto-injectable epinephrine, and before the 
permission to possess and self-administer inhaled asthma medications and 
auto-injectable epinephrine at any point during the school year is revoked   
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• Self-administration of inhaled asthma medications and auto-injectable 
epinephrine is consistent with the purposes of the Virginia School Health 
Guidelines and the Guidelines for Specialized Health Care Procedure 
Manual, which are jointly issued by the Virginia Department of Education and 
the Virginia Department of Health. 

• Information regarding the health condition of the student may be disclosed to 
school board employees in accordance with state and federal law governing 
the disclosure of information contained in student scholastic records. 

Permission granted to a student to possess and self-administer asthma 
medications or auto-injectable epinephrine, or both, will be effective for a period of 365 
calendar days, and must be renewed annually. However, a student’s right to possess 
and self-administer inhaled asthma medication or auto-injectable epinephrine, or both, 
may be limited or revoked after appropriate school personnel consult with the student’s 
parents. 

Epinephrine 

 Pursuant to an order or standing protocol issued by the prescriber within the 
course of his professional practice, any school nurse, School Board employee, 
employee of a local appropriating body or employee of a local health department who is 
authorized by a prescriber and trained in the administration of epinephrine may possess 
epinephrine and administer it to any student believed to be having an anaphylactic 
reaction.  

Albuterol Inhalers  

Albuterol inhalers and valved holding chambers are stocked in each school in the 
division to be administered by any school nurse, employee of the School Board, 
employee of a local appropriating body, or employee of a local health department who is 
authorized by the local health director and trained in the administration of albuterol 
inhalers and valved holding chambers for any student believed in good faith to be in 
need of such medication. 

Regulation 

The superintendent shall develop a regulation for administration of medicines to 
students. The regulation shall include provisions for the handling, storage, monitoring, 
documentation and disposal of medication. 

Adopted:  10/10/1995 
Reviewed/Revised:  12/10/2013, 11/11/2014, 11/9/2021, 7/12/2022 
 
Legal Refs.: Code of Virginia, as amended, §§ 22.1-78, 22.1-274, 22.1-274.01:1, 22.1-

274.2, 54.1-2952.2, 54.1-2957.02, 54.1-3408.  

Cross Refs.: EBBA   Emergency First Aid, CPR and AED Certified  
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HEALTH SERVICES REGULATIONS 
 

School personnel shall give pupils no medication except as provided in these guidelines. 
Parents are advised to give medications at home and on a schedule other than school 
hours if possible. Students will be given medication at school when the medicine is 
prescribed or ordered by a physician, when a parent/guardian completes a Medication 
Permission Form and if the medication must be given during school hours to maintain 
sufficient health to participate in the school program. All references in these regulations 
pertaining to physician's orders also apply to orders from a nurse practitioner or other 
healthcare professional licensed to prescribe medications in the State of Virginia. 

 
I. PRESCRIPTION MEDICATION FOR ALL GRADE LEVELS 

 
A. Physician Order 

1. Any student under medical care and using prescribed medication 
during school hours is required to present to the principal/principal's 
designee a physician's order for each medication stating the following: 
a. The name of the medication prescribed for the student 
b. The time to be administered 
c. The dosage of the medication 
d. Duration of treatment 
e. The diagnosis or reason the medication is needed unless 

reason should remain confidential 
f. If a serious reaction might occur if the medication is not 

administered 
g. When a student might experience a serious reaction while 

receiving this medication 
2. Medication Permission Forms are required and are available for this 

purpose in each local doctor's office, the Augusta Staunton Health 
Department, the Augusta Waynesboro Health Department, the 
Emergency Department of Augusta Medical Center and each school 
office. Physician orders will be accepted on forms other than the 
Medication Permission Form if they are clearly written on the doctor's 
prescription pad or stationery. However, a Medication Permission Form 
will then be completed appropriately by school personnel and must be 
signed by a parent/guardian. 
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3. A new prescription and Medication Permission Form is required at the 
beginning of each school year and whenever there is a change in the 
order/dosage. 

4. The physician may order a non-prescription medication to be 
administered during the school day if he/she feels that it is 
absolutely necessary. 

5. It is strongly recommended that a Medication Permission Form be 
completed by the physician; however, the prescription label on the bottle 
may be accepted as the physician's order for medications taken for 10 
days or less. 

6. Narcotics WILL NOT be given at school. 
 

B. Parent/Guardian Consent and Responsibilities 
1. Administration of medication at school also requires the written signature 

of the parent/guardian on the Medication Permission Form prior to the 
administration of any medication. 

2. It is the parent/guardian's responsibility to refill/renew medications in a 
timely manner and to also keep a check on the expiration date of any 
medication. 

3. For the safety and protection of students, all medication must be brought 
to school by the parent/guardian or adult designee in the original 
container which is appropriately labeled by the pharmacist. Medication 
MAY NOT be transported on the school bus due to the potential danger 
of improper use and handling. Medication in plastic bags or other non- 
original containers will not be accepted. 

4. Parents will cut tablets as needed for appropriate dosing. 
5. When medication is brought to school, the amount of medication in the 

container should be noted (e.g., the number of capsules or the volume of 
liquid). 

 
C. Storage of Medications 

1. All medications will be secured in a locked cabinet 
2. Only a two-week or less supply of medication should be brought to 

school unless medication is taken on a daily basis throughout the 
school year. 

3. Unused medication should be picked up by parents/guardians within 
two weeks of the last day of school or last date given. After this time, 
the principal or principal designee will destroy the medication. 

 
D. Recordkeeping 

1. Persons administering medication will record in ink on the back of 
the Medication Permission Form each dose of medication given 
to a student. 
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2. The Medication Permission Form will be filed at the end of the 
school year as deemed appropriate by the school division. This file 
is to be maintained for a minimum of five years after the student's 
eighteenth birthday. (Appendix A) 

3. Absences and missed doses are also to be documented. 
 

E. Medication Administration 
1. Supervised Administration 

a. For safety purposes, medicines should be handled by a 
minimal number of school personnel 

b. Appropriately trained health professionals should always 
supervise administration of parenteral medications given on a 
scheduled basis. An exception has been made in cases of 
potential emergencies, such as an epinephrine injection to stop a 
life- threatening allergic reaction or glucagon for diabetes. 
Appropriately trained staff members will give these injections 
using prepared kits provided by the parent and with the 
appropriate parent/guardian consent and physician order form. 

c. Since full-time medical personnel are not available in each school, 
only the person/persons who have received the appropriate 
training in medication administration will administer the 
medications. 

d. The designated school employee will give the medication to the 
student to be self-administered unless the student is physically 
unable to administer the medication himself/herself. If possible, 
the school employee should observe the student taking the 
medication. 

e. It is the student's responsibility to remember to take his/her 
medication. However, if severe consequences might occur 
without a dosage, then every attempt will be made to assure the 
timely administration of the medication. 

f. In case of severe emergencies (such as allergic reactions to 
medications) school personnel will call 911 for emergency 
assistance and then call the parent/guardian of the student. 

g. All medication errors are to be reported to the principal, the parents 
and the school nurse, and documented appropriately and 
consistently. 

h. Anyone administering medication must complete a Medication 
Administration Orientation and receive a complete Medication 
Administration Skill Checklist signed by the person providing 
the training. 
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i. The school nurse (RN or LPN) has the right to question, 
verify, or refuse to administer medication or treatment 
orders received in the school setting if they are in violation 
of standard safe practice. 

j. At each school, the building principal has the final 
responsibility for medication administration. 

2. Self-administration 
Students may be allowed to carry and administer their own 
medication under the following circumstances: 
a. The medication is for a chronic disease such as asthma, cystic 

fibrosis, diabetes mellitus and/or severe allergy requiring 
epinephrine 

b. The medication does not require either refrigeration or 
security as determined by the school 

c. Both the physician and the parent/guardian have authorized the 
student to self-administer the medication 

d. The student has demonstrated to the school nurse or his/her 
designee his/her capability for self-administration and for 
responsible behavior based on standards established by the 
school system and appropriate health personnel. 

e. The medication is not to be shared with other students and 
shall be restricted from them. 

f. The ability to self-administer medications is to be 
considered a privilege. Immediate confiscation of the 
medication and loss of privileges will occur if medication 
policies are abused or ignored 

g. Students who are accustomed to self-administering medical 
testing procedures before taking medication (such as 
measurement of blood glucose for a student with diabetes or 
peak flow measurements for a student with asthma) will be 
allowed this responsibility in the school setting after appropriate 
authorization and instructions from the family and the physician. 

h. Appropriate team members (teachers, principals, support staff) 
will be notified of all self-testing or self-administration of 
medications and will be appropriately prepared for working with 
the individual student. 

 
II. NON-PRESCRIPTION MEDICATIONS 

 
As a matter of routine, non-prescription (over-the-counter), homeopathic, and herbal 
medications will not be administered during school hours. Homeopathic and herbal 
medications will not be administered by school personnel at any time, but a parent 
may come to their student's school and administer it themselves or the middle/high 
school student may self-administer these substances following the guidelines 
established for self- administration of non-prescription medications. 
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A. Elementary Students 
1. Non-prescription medications are strongly discouraged within the 

schools. However, if the physician deems it necessary for a student 
to have a non- prescription medication for a specific health problem, 
he/she may write an ' order for the medication, the parent will 
complete the Medication Permission Form and will provide the school 
with an unopened container of the medication. School personnel will 
administer the medication following the physician's order. 

2. Although this policy may cause difficulties for the parents and 
students, the issue of school safety and security of drug use is the 
primary concern. Parent/Guardians should seek advice from the 
child's physician about the possibility of longer acting medications for 
coughs, colds, pain, etc. so that a dosage is not necessary during the 
school day. 

3. Parents/guardians may come to the school to administer the 
medication to their child. They may also authorize an adult other than 
school personnel to administer the medication through a written note. 

 
B. Middle and High School Students 

1. Self-administration 
If the parent/physician deems it necessary for a student to have a 
non- prescription medication during the school day, the student will 
be allowed to self-medicate at school under the following conditions: 
a. The student is to carry only a one-day dose in the original 

container with a written note from the parent. 
b. The parent's note relieves the school of any responsibility for the 

benefits or consequences of the medication and acknowledges that 
the school bears no responsibility for assuring that the medication is 
taken. The school also bears no responsibility if the student does not 
follow the directions of administration. 

c. The student/parent must be aware that the medication is for the 
student's personal use only and is not to be shared with other 
students. It is only to be taken under the conditions outlined by the 
parent. 

d. Self-medication is a privilege that can be revoked at any 
time if medication policies are abused or ignored. 

e. Any medication found in the student's possession that does not 
follow the above guidelines will be taken and placed in the school 
office for the parent to pick up. Medications left longer than one 
week will be destroyed. 
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1. Staff Administration 
If a parent/student wants school personnel to keep the non- 
prescription medication in the office to administer on a PRN (as 
needed) or regular basis, then the procedure for prescription 
medications will be followed. 

 

Ill FOOD SUPPLEMENTS 
In support of the National Federation of State High School Associations, it is the policy 
of Augusta County, Waynesboro City, and Staunton City Schools that school personnel 
and workers should never supply, recommend, or permit the use of any drug, 
medication, or food supplement solely for performance-enhancing purposes. 

 
IV FIELD TRIPS 

A. Medication prescribed or ordered as above will be taken on field trips to be 
administered by the teacher. The teacher administering the medication will be 
responsible for signing the Field Trip Log indicating they picked up the medication 
and are responsible for administration. The teacher will "log in" returned medications 
that remain in the clinic (inhalers, epipen). 

B. The appropriate teacher will notify the person who administers the medication of the 
date of the field trip at least 10 days in advance so that arrangements can be made 
to meet the student's need for medication. If the field trip involves an overnight stay, 
written parental permission is required for administration of medication on that trip. 

 
V DEVIATIONS 

Deviations to these regulations may be necessary depending on individual 
circumstances. Only a Central Office administrator or principal in consultation with 
the school nurse may authorize these deviations. 

 
Adopted: 10/10/1995 
Revised: 10/22/2003, 8/9/2016, 7/12/2022 
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APPENDIX A 

Student Health Record Retention 
Health Services - Waynesboro Public Schools 

 
Document Location Schedule 

Screening logs clinic destroy once all screening results have 
been recorded and filed in the student's 
cumulative health file 

Questionnaires for 
Health Care Plans 

clinic destroy at the discretion of the school 
nurse once no longer needed for 
reference 

Emergency care cards school office destroy at the discretion of the 
building principal 

Accident reports 
(include DOB) 

central office destroy 5 years after the student turns 
18 

Anecdotal nurses' 
notes (include DOB) 

inactive - central 
office active - locked 
in clinic (except for 
summer storage in 
the CO) 

destroy 5 years after the student turns 
18 

Medication records central office destroy 5 years after the student turns 
18 

Heath care plans inactive - filed with 
anecdotal notes at 
CO active - attached 
to emergency care 
card in school office 
(stored at CO during 
the summer) 

destroy 5 years after the student turns 
18 

Clinic logs central office at end 
of the school year 

destroy after 5 years 

Year end 
- summary of 
accident reports 
- vision/hearing 
screening summary 
- scoliosis 
screening 
summary 
- health services report 

central office no timetable required 
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RECOMMENDATION OF MEDICATION BY SCHOOL PERSONNEL 
 

 School personnel are prohibited from recommending the use of psychotropic 
medications for any student. School health staff, classroom teachers, or other school 
professionals may recommend that a student be evaluated by an appropriate medical 
practitioner with the written consent of the student’s parent. In addition, school 
personnel may consult with a medical practitioner who is serving the student with the 
written consent of the student’s parent. 
 
 For the purpose of this policy, “psychotropic medications” means those 
medications that are prescribed with the intention of altering mental activity or state, 
including, but not limited to, antipsychotic, antidepressant, and anxiolytic medication and 
behavior-altering medication.  
 
Adopted:  7/12/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-274.3. 
 
Cross Ref.: JHCD Administering Medicine to Students 
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STUDENT WELLNESS 
 

Goals 
 

Based on review and consideration of evidence-based strategies and techniques, the 
Waynesboro School Board establishes the following goals to promote student wellness.  
 
Nutrition Promotion and Education 
 

• Students receive nutrition education that teaches the skills they need to 
adopt and maintain healthy eating behaviors. 

 
• Nutrition education is offered in the school cafeteria as well as in the 

classroom, with coordination between the foodservice staff and other school 
personnel, including teachers. 

 
• Students receive consistent nutrition messages from all aspects of the 

school program. 
 

• Division health education curriculum standards and guidelines address 
both nutrition and physical education. 

 
• Nutrition is integrated into the health education or core curricula (e.g., 

math, science, language arts). 
 

• Schools link nutrition education activities with the coordinated school 
health program. 

 
• Staff who provide nutrition education have appropriate training. 

 
• School nutrition education activities and promotions for students will involve 

parents and community agencies as appropriate. 
 

• The level of student participation in the school breakfast and school 
lunch programs is appropriate. 

 
• School nutrition education activities and promotions for students will involve 

parents and community agencies as appropriate. 
 
Physical activity 
 
The Waynesboro school division has a goal of making a program of physical fitness 
available to all students for at least 150 minutes per week on average during the regular 
school year. Such program may include any combination of physical education   
classes, extracurricular activities, and other programs and physical activities. The  
division’s goal for the implementation of its physical fitness program is committed to 
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providing a school environment that enhances learning and development of lifelong 
wellness practices that promote student health, prevent childhood obesity, and combat 
problems associated with poor nutrition and physical inactivity. 
 
To accomplish these goals: 
 

• Students are given opportunities for physical activity during the school day 
through physical education (PE) classes, daily recess periods for elementary 
school students, and the integration of physical activity into the academic 
curriculum where appropriate. 

 
• Students are given opportunities for physical activity through a range of before- 

and/or after-school programs including, but not limited to, intramurals, 
interscholastic athletics, and physical activity clubs. 

 
• Schools work with the community to create ways for students to walk, bike, 

rollerblade or skateboard safely to and from school. 
 

• Schools encourage parents and guardians to support their children's 
participation in physical activity, to be physically active role models, and to 
include physical activity in family events. 

 
• Schools provide training to enable staff to promote enjoyable, lifelong physical 

activity among students. 

Other school-based activities 

• An adequate amount of time is allowed for students to eat meals in adequate 
lunchroom facilities. 

• Environmentally-friendly practices such as the use of locally grown and 
seasonal foods, school gardens, and non-disposable tableware have been 
considered and implemented where appropriate. 
 

• Physical activities and/or nutrition services or programs designed to benefit staff 
health have been considered and, to the extent practical, implemented. 

 
Nutrition Standards and Guidelines 

 The School Board incorporates and adopts the nutrition standards in 8 VAC 20-
740-10 through 8 VAC 20-740-40. 

The superintendent is responsible for creating 

A. regulations to develop and implement standards for all foods and beverages 
provided, but not sold, to students on the school campus during the school 
day; and 
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B. standards and nutrition guidelines for all foods and beverages sold to 
students on the school campus during the school day that promote student 
health and reduce childhood obesity and are consistent with the applicable 
standards and requirements in 7 C.F.R. §§ 210.10, 210.11 and 220.8. 

 
Marketing on the school campus during the school day is permitted only for those foods 
and beverages that meet the nutrition standards under 7 C.F.R. § 210.11, serve to 
promote student health, reduce and prevent childhood obesity, and combat problems 
associated with poor nutrition and physical inactivity.  
 

Implementation 

The School Board encourages parents, students, representatives of the school 
food authority, teachers of physical education, school health professionals, school 
administrators and the general public to participate in the development, implementation 
and periodic review and update of this policy by communicating questions, concerns, 
and comments to the School Nutrition Manager, Head Nurse, and/or the Assistant 
Superintendent. 

 
The Assistant Superintendent, in coordination with the School Nutrition Manager 

will be responsible for overseeing the implementation of this policy and will develop 
procedures for evaluating the policy, including indicators that will be used to measure its 
success. The public, including parents, students, and others in the community, will be 
informed and updated about the content of implementation of the policy. 

 
Implementation procedures will include periodically measuring and making 

available to the public an assessment on the implementation of the policy, including the 
extent to which schools are in compliance with the policy, the extent to which this policy 
compares to model school wellness policies, and a description of the progress made in 
attaining the goals of the policy. 

 
Implementation procedures include measuring and making available to the 

public, at least once every three years, an assessment of the implementation of the 
policy, including the extent to which schools are in compliance with the policy, the extent 
to which this policy compares to model school wellness policies and a description of the 
progress made in attaining the goals of the policy. The results of the triennial 
assessment are considered in updating the policy. 

 
The School Board retains the following records to document compliance with 7 C.F.R. § 
210.31:  

• the policy;  
• documents demonstrating compliance with community involvement 

requirements, including requirements to make the policy and triennial 
assessments available to the public; and  

• documentation of the triennial assessment of the policy 
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Adopted:  2/9/2016 
Reviewed/Revised:  3/12/2019, 5/14/2019, 11/9/2021, 7/12/2022 

Legal Refs: 42 U.S.C. § 1758b. 

  7 C.F.R. 210.31. 

Code of Virginia, 1950, as amended, § 22.1-207.4. 

  8 VAC 20-740-30. 

  8 VAC 20-740-40. 

Cross Refs: EFB   Food Services 
IGAE/IGAF  Health Education/Physical Education 
JL   Fund Raising and Solicitation 
KQ Commercial, Promotional and Corporate 

Sponsorships and Partnerships 
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Leadership

The Director of Health Senices. uith support from the school health advisory board (SHAB)|,

shall implement and ensure compliance *ith the Local School Wellness Policl'(Wellness Policy)

by leading the review. update. and evaluation of the policy.

Public lnvolvement

The division uill invite a diverse group ol'stakeholders trom the list below and the public to

panicipate in the dcvelopment. implemenlalion. and periodic review of the Wellncss Policy.'Ihe
public will be notified through social media posts and the lrVa1'nesboro Public School's uebsite

fbr opportunities to participale.

; Administrators

i Classroom teachers

z Phvsical education

teachers

z School food authority

(SFA) reprcsentatiYes

i School nurse

z Communiq memhrs
z Students

z Parenls

z School Board members

- Medical/[-lealthcarc
prof'essionals

- Virginia Cooperative

Extension agents

i Local farmers. chet's.

or nutritionists

School Health Advisory Borrd

Waynesboro Cig Public Schools u'ill convene a representalive school health advisory board

(SllAB) that meets at least lhree per !'ear to establish goals lbr and oversee school health policies

and programs. This board assists uith the development. implementation. and periodic revieu of
the Waynesboro Clity Public Schools Wellness Policy. The SHAB will include representatives

tiom each school and reflect the diversiq ofthe communiq'lo lhe greatest extent possible. Rel'er

to Appendix A lbr a list of participants of the SHAB.
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Each school building will designate a wellness policl coordinator who will ensure compliance

uith the policy and establish an ongoing school r,l'ellncss comminee that convenes lhe revie\r of
school-level issues in accordancc with the division wide SHAB on an annual basis. Rcfer to

Appendix B for a list of school-level uellness policy coordinators.

School Meals

All schools rvithin Wa1'nesboro Cig' Public Schools participate in the National School Lunch

Program (NSLP). School Brcalthst Program (SBP). and Summer Food Service Program (SFSP)

All meals sery-ed to students meet or exceed cunent nutrition requirements established under the

Healthl' Hunger-trce Kids Acl of2010. as specified in the Code of Federal Regulations at

7( I I{ll(r.lo and r( l'Rlllr.li.

Meal pattems and nutrition standalds align rvith the nutrition recommendations of the Dietary

Guidelines for Americans. For more intbrmation on the Llnited States Department of Agriculture

Food and Nutrition Sen.ice (I-ISDA-FNS) child nutrition progftrms. visit the L SI).\-lr\S ('hild

\ utritron Pro ranrs rrehsitc

Every school within Wayneskrro City Public Schools will provide breakfast through at least one

alrcmative breakfast sen,ice model in addition to the traditional breakthst service in the cafeteria

to encoumge breakt'ast consumplion and ensure access tbr elerl student. Altematil'e breaklast

models include:

Breakfast in the Classroom - Students eat breakt'ast in lhe classroom with their classmates

and teacher. Breakfast can be sen'ed alier the first bell or when sludents arrive but befbre the

beginning ofthe official instructional day. Breakfbst meals can be delivered to each

classroom or picked up fiom a central location (e.9.. caf'eteria or kiosk) on thc u'ay to class.

Waynesboro Cirl-. Public Schools is committed to sening health."- meals to children uith plentl'

of Iruits. vegetables. whole grains. and fat-free and lou-t'at milk. Meals fearure minimalll'

processed and scratch cooked lirods from local sources to lhe greatest extent possible. The meals

servcd meet the nutrition needs ofstudents u'ithin their calorie requirements and are moderate in

sodium. lou in saturated fat. and contain zero grams oltrans tat per sen'ing. The school meal

programs aim to improve the diet and health of school children. help mitigate childhood obesitl'.

model healthy eating to support the development ollil'elong healthy cating pattems. and support

healrhl- choices u'hile accommodating cultural t-ood prctbrcnces and special dietary needs.
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Grab-and-Go Breakfast - Students pick up breakfasr meals as thel arrive at school and eat in

their classroom. Meals are available in a variety oflocations, such as mobile service cBrts

equipped u'ith a computerized point olsale or roster. and located at the school entrance. other

high-tratlic areas. or in the cafeleria. Food items are packaged as a unit to assure a

reimbursable meal is received and to make this model convenienl and appealing to students.

Second Chance Breakfast - Students eat breakt-ast during a nutrition breali in the morning.

usually'afier first period. either in the cafeteria. hom a mobile service cart. or in the

classroom. Breaklast meals are usually packaged together to allow sludents lo receive their

breakf'ast in just a l'eu' minules and get to their next class.

Students rlill be atlowed adequate meal times counting from the time they have received their

meal and are seated. Adequate meal times include at least l0 minutes to eat breakfast and at least

20 minutes to eat lunch.

Waynesboro Ciq'Public Schools sill accommodale students u'ith special dietary needs and

Ibllow the USDA regulations outlined in SP -ia-l(,)16 to make reasonable modilications to

accommodate children with disabilities. Ihis includes providing special meals. al no extra

charge. to children *ith a disabilig that restricts their diet.

All school nutrition progmm managers and staffwill meet or exceed hiring and annual

continuing education and training requirements as outlined in the I Sl)..\ Proti'ssional Stilndards

N utrition I)rot'essitrnals u'ebsite

Wal,nesboro Cig Public Schools recognizes $ater as an essential nutrient and encourages

students. staff. teachers. and administrators to model positive hydration behaviors. Waynesboro

Cit;.. Public Schools will compll *ith the I S[).\ rcgLrlaritr) c( l]R: l(t.l(l that requires ttee.
potable *ater be prol'ided in rhe cat'eteria during breakfast and lunch. Water is not a replacement

lbr milk at meals but rather an additional beverage available to studenls. Easy access to clean.

sat'e. and good-tasting water is accessible to students and staffduring and after the school da1..

\{'aler sources. such as w'ater fountains. uater refill stalions. or dispensers, *'ill be regularly.

Waynesboro Cig' Public Schools participates in The Communitl' Eligibilig Provision (CEP).

CEP is a powerful tool that allows high poveny schools and school divisions to olTer breakfast

and lunch to all students at no charge. ln addition. the measure streamlines school meal

operalions by eliminating the need to collect and process school meal applications.

Available funding and resource allocation for student health and wellness are equitable across

Wa1'nesboro Cig Public Schools
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maintained. Students are allowed to carry clear water bottles throughout the school day filled
with only u,ater.

Foods Sold Outside of the School Meel Programs (Smart Snacks)

Waynesboro City Public Schools is commitled to ensuring that all foods and beverages available

to students on the school campus during the school day support health) eating. All foods and

beverages sold outside of the school meal programs shall meet the standards established in the

t-'SDr\-FNS Nutrition Srandards for All Foods Sold in Schools (Sman Snacks) rule. These

standards will apply in all locations and to all sen'ices where foods and beverages are sold.

which may include. but are not limited to. a la carte oplions in cafeterias. vending machines.

school stores. and snack or food carts.

All snacks sold and served to students outside ofschool hours on the school campus. including

before and after school care. clubs. and after school programming, will meet the same nutrition

standards as food sold during the school day. Beverages containing caffehe will not be sold on

high school campuses.

l-he I SDA s pror ides resources to assist

schools. parents. and teachers with identiffing tbod items that meel the USDA-FNS Smart

Snacks criteria and \ ays to encourage children to make healthier snack choices.

Foods Provided, Not Sold

Celebrating success or events with poor nutritional qualitv foods can undermine healthy eating

messages and lead to unhealthy eating habits that can continue into adulthood. The division

recommends foods offered on the school campus meet or exceed the USDA-FNS Smart Snacks

rule including those provided at celebrations or classroom snacks by statT or t'amily members.

Compliant products are available through Waynesboro Citv Public Schools School Nutrition

Department. Contact the school nutrition director for more inibrmation.

Foods and beverages will not be used as a rewfid, or wilhheld as punishment for any reason.

such as for performance or behavior.

Refer to Appendix C for a healthy celebration and snack ideas that meet the USDA-FNS Smart

Snacks rule. The division will provide this list to parents. teachers. and students annually in the

student handbook or school newsletter.
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Food and Beverage Marketing

Schools will restrict food and beverage marketing to only those l'oods and beverages lhat meet

the nutrition standards sel tbrth by the USDA-I'NS Smart Snacks rule. Marketing will promote

healthl' tbod and belerage choices.

Food advertising and marketing is dclined as an oral. *'ritten. or graphic statement made lbr the

purpose of promoting the sale ofa food or beverage product. Marketing on the school campus

includes. but is not limited to:

z brand names. trademarks. logos or tags. except when placed on a physically present food or

beverage product or i1s container:

- displal s. such as on vending machine exteriors:

z brands. logos. or trademarks on school equipment, such as marquees. message boards.

scoreboards. or backboards:

,, brands. logos. or trademarks on cups. menu boards. coolers. recycle and trash cans. and other

food service equipmentl
i brands. logos. or trademarks on posters. book covcrs. pupil assignment books. or school

supplies displa]"ed. distributed. ofl'ered. or sold b! lhe division:
i advertisements in school publicalions or school mailings:

i free product samples. taste tests. or coupons of a product: and

i fundraisers and corporate-incentives Programs.

lmmediate rcplacement of large items is not required: however. Waynesboro Cig Public Schools

will update equipment to be in compliance with food and beverage marketing standards outlined

in this Jnlicl as items are replaced.

School-Sponsored Fundraisers

Fundraising during and outside school hours witl sell onll' non-iood items or foods and

bcveragcs that meet or exceed the USDA-FNS Smarl Snacks rule. Schools are encouraged to

promote ph.vsical activitl' fundraisers such as walk-a-thons. jump rope for heart. and fun runs.

Wal nesboro City Public Schools will make available to parents and teachers a list ofhealthy

fundraising ideas. such as these alternative lunrlraising itlcas tittm the .\lliance lbr a IIealthi,-'1

(;cncrirti,rn.
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Any l'undraiser that sells lbod or beverages may nol be conducted during meal sen,ice times.
This includes fiom 6:00 a.m. to the end ofthe brealilhst period and liom the beginning ofthe
first lunch period to the end ofthe last lunch period. 

.Ihe 
income tiom an1' food or beverage sold

lo students during these times shall accrue lo the non-prollt nutrition program accounl

The fundraiser designee approves- tracks. and monitors fundraisers to ensure compliance with
the nutrition standards lor school-sponsored fundraisers. The fundraiser designee for
Wal,nesboro Ciry" Public Schools is building principal and the Director of Health Services. A
fundraiser-tracking docume is kept on file in the main oflice or on the school website.

Schools are permined to allow two school-sponsored f'undraisers per grade during the school da1

to be exempt from the USDA-FNS Smart Snacks rule in accordance with Yirginra ( ode

llYA( lo-7{0.

An1' lundraiser that sells food or beverages. whether the ilems meet the USDA-lrNs Sman

Snacks rule or are exempt. ma] nol be conducted during meal service times. This includes from

6:00 a.m. to the end of thc br€akt'Bst period and liom the beginning ofthe first lunch period to

the end ofthe last lunch period. The income from any tbod or beverage sold to $udents during

these times shall accrue to the non-profit nutrition progftIm account.

The t'undraiser designee approves. tracks. and monitors fundraisers to ensure compliance with

the limit on exempt school-sponsoretl lundraisers. The fundraiser designee for Waynesboro City
Public Schools is the building principal and the Director of Health Sen'ices. A l'undraiser-

lracking document is kept on file in the main olTice or on the school websile.

Nutrition Education

Walnesboro Ciq Public Schools u'ill provide at least 140 minules ofnutrilion education and

exceed the expectations of the Virginia Depafimenl of Education llciil.lhlalrd4' dlr[!=gglninlr
(Sol.!l by integrating nutrition concepts and skills into mathemalics. language arts. social

science. and elective courses throughout the school 1ear. The cal'eteria environment u'ill

reinlbrce nulrition education prol'ided in lhe classroom.

Schools will provide nutrition education and engage in nutrition promotion thal includes

enjol'able. developmcntally appropriatc. culturally rclevant. and participalory activities. such as

cooking demonstrations or lessons. promotions. taste testing. iarm visits. and school gardens.

Nutrition topics shall be integrated \^ithin the comprehensive health education curriculum and

taughr at every grade lcvel. Nutrition cducation will incorporate lessons helping children acquire

skills for reading t'ood labels and menu planning.
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Academic coordinators and teachers shall work with the school meal progmm to develop school
gardens and use the cafeteria as a leaming lab.

The school district supports the integration ofa farm to school program into the school food
program and the curricular and co-curricular activities as appropriate to facilitate the nutritional

and educational goals of the school district,

Nulrition Promotion

Every elementary school hosts a school garden and plans to produce fruits and/or vegetables for

consumption and educational purposes. For more information on school gardens. contacl lhe

school wellness coordinator in Appendix B.

Staffshall integrate farm to school experiential activities. such as gardening. cooking

demonstrations. t'arm and farmers' market tours. into existing curricula at all grade levels.

Nutrition education is provided to families on a quarterly basis via the school newsletter to

promote healthy eating practices outside of school.

Waynesboro CiR Public Schools will promote positive nutrition habits in the cafeteria.

classrooms. and throughout the school environment. Schools may participate in nutrition

promotion though farm to school activities. such as:

i Local loods served are promoted u'ith signage and/or social media posts:

i Special events rcvolve around agriculture or farming:

i An active school garden is operated and garden produce is offered in the cafeteria;

i A local agricultural farmer visits our school each school year;

i Students take field trips to local agricultural farms.

Physical Education/Physical Activity

Waynesboro City Public Schools will provide every student with physical education that exceeds

the expectations ofthe VDOE Ph-r sical Education SOLs and teaches the skills needed to achieve

and maintain a health-enhancing level of personal fitness and develop the knowledge, attitudes.

behaviors, and confidence needed to be physically active for life. A program ofphysical activity

is provided for all students in grades kindergarten through five consisting ofat least 20 minutes

per day or an average of 100 minutes per week during the school year. A program ofphysical

activity is available to all students in grades six through l2 with a goal ofat least 150 minutes

per week on average during the school year.
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Students *'ill be moderately to vigorously active lbr at least 50 percent ofclass time during all
physical educarion class sessions.

Waivers. exemptions. or substitutions for physical education classes are not granted.

All students will be provided an equal opponunity to participate in physical education classes.

'rl'a1-nesboro Citl Public Schools u'ill make appropriate accommodations to allow for equitable

parlicipation tbr all students and uill adapt ph1'sical education classes and equipment as

neceSSarJ-.

All physical education classes in Waynesboro City Public Schools are taught by licensed

leachers endorsed to reach physical education. All physical education teachers will be required to

parlicipate in prot'essional del'elopment at least once p€r )'ear.

All elementary schools u'ill offer at least 30 minutes ofrecess on all da1's during the school year

Outdoor recess uill be ollered r,r'hen weather allou's ftrr outdoor pla1. In the event that

Wal,nesboro City Public Schools must conduct indoor recess. teachers and stalTwill follow the

indoor recess guidelines that promote physical activity lbr sludents. Each school will maintain

and enforce its own indoor recess guidelines. Recess will nol be \+ithheld for disciplinary or

instruclional reasons such as lesting or unfinished homework. Physical activity may not be

u ithheld as punishmcnt.

Wa1'nesboro Ciq Public Schools will support active transporl to and lrom school. such as

rvalking or biking. b1' engaging in each ofthe lbllowing activities:

i designation of sal'e or pret'erred routes to school and distribution ofmaps ofthe school

environments (e.g.. sidewalks. crosswalks. roads. pathways' bike racks. etc.):

i secure storage tacilities tbr bicl'cles and helmets (e.g.. rack. shed. cage. I'enced area):

i crossing guards and crosswalks available on roules leading to schools; and

i promotion ofthe safe routes program to students. statl and parents via newsleners, websites.

andror the local neu spapers.

Waynesboro Cit.v- Public Schools recognizes that students are more attentive and read.v to leam if
provided with periodic breaks when they can be physically active or stretch. Teachers will

provide short (3-5 minute) physical activity breaks to students during and between classroom

limes or transitions. Schools are encouraged to provide one physical activity break for every 60

minutes of instnrction. When activities. such as mandatory schoolwide testing. make it necessa4'

l'crr students to remain sedentall for long periods of time. schools should give students periodic

breaks during u.hich thel' are encouraged lo stand and be moderatel,v aclile. Extended periods of

inactivit-v (periods of two hours or more ) arc discouraged.
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l'eachers will incorporate active academics into core subject instruction. such as science.
mathematics. language arts. and social studies and do their part to limit sedentary behavior
during the school day- Prol'essional development opportunities for movement and kinesthetic
leaming appmaches will be provided annually by Waynesboro City Public Schools Teachers will
sene as role modcls by being phl sicalll active alongside students during active academics.

Middle and high schools within Waynesboro City Public Schools u,ill offer opportunities lbr
students lo paflicipate in phvsical activilv belbre and/or after the school day tkough a variery* of
methods. Ph1'sical activiq'clubs and intramural or varsilv sports *'ill be offered at each school

throughout the school )'ear. Inlbrmation on ho\{'10 get invoh'ed will be distributed on the school
website and through the school's social media page.

All schools u'ill develop a (,,rtrllt! iedl!h!r!l_l]]1 ,.xI \clltjlt_ll1lgerJ1r (CSPAP) that

addresses all five areas ofCSPAP. which include ph1'sical education. physical activitl'
betbre/after school. physical actif ity during school. staff involvemenl. and family and

communitv engagement. The division will develop shared use agreements with community
partners in order to provide expanded physical activiq" opportunities lbr alI students. tamilies.
and communiry* members.

Other Activities that Promote Student Wellness

Waynesboro City Public Schools will seek to provide school climates that support social and

emotional *ellbeing and promote positive relationships ,rmong students. staff. parents. and

communig' members. Using the ( e1l&{u.!r\_l oL. U\Lln ie . Soe ial. mdf,41Li9ql!=gg11i1g
t( .\Sl.l. t. schools will provide students qith instruction to increase self-awareness. self-

management. social awareness. relationship skills. and responsible dccision-making. Schools

will seek to identil-v students who mav have mental health concerns. challenges. and/or traumatic
experiences to provide parents and students uith referrals to appropriate mental heallh providers

in the school and community. Schools will develop cunicula and implement trainings for stall
studenls. and parents on recognizing the signs oimental illness and emotional distress and

stmtegies for addressing their needs.

To promote increased appelite and decrease lbod waste. Waynesboro City Public Schools will
provide the recess period before lunch for upper elementary grade levels in 75 percent ofthe
elemenlar-'r' schools across the division.

Waynesboro City Public Schools wi[[ provide health promotion communication to parents and

caregivers. families. and the general community on the benelits ofand approaches to healthy

ealing and phl sical activitl' lhroughout the school year. Families r,r'ill be informed. invited to
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participate in school-sponsored activities. and uill receive inlbrmation about health promotion

cfltrns. These health promotion efforts include al least one ofths folloning:

> t-all health lhir:
z school-sponsored t'un run lbr students and t'amilies:

i quarterll, health and wellness newslener sent to families and the communi6":

Schools *ill have appropriate hand-washing facilities and/or hand-sanitizing mechanisms

located inside and outside the cafeteria to ensure proper hygiene prior to eating and students are

required to use lhese mechanisms before eating.

Students will practice sustainable living by recycling: conserving materials. water. and energYl

using biodegradable materials rvhen possible: and disposing ol'\'astes through compost or olher

environmentalll sound *a1's at school. in the cafeteria. in the school garden and kitchen

classroom. and in all classroom-based activities. Susuinabilitl' practices may include:

i Meatless Mondal s (i.e .. onl) r'egetarian menu items are ollered) offered n'eekl1' on the lunch

menu(s)r

i lbod waste I'rom school meals is composted at leasl once per school year:

z share tables lbr students to share un\,tanted food items:

i recycling bins in the cal'eteria lbr students to discard recl clable materials: andror

i plate waste studies conducted at least once Per school year.

Schools will provide the health screenings ofsludents by the xhool nurses for vision. hearing.

scoliosis. speech. voice. language. and gross and line motor skills based on state guidelines and

requirements and according to Waynesboro Citv Public Schools protocol.

Suffmembers are encouraged to model healthy eating behal'iors for students. Every school in

the division implements stalf \t€llness aclivities. such as:

; a policf is in place that discourages staff from bringing tbod items such as sodas and other

sugar-"r' beverages. l'ast tbod. dess€rts. elc. inlo the cafeteria and classrooms:

, sugary beverages. such as sodas or sweet tea. are not otl'ered to stafl'members in the

cat-eteria. in l'ending machines. or elseuhere at the school:

- statf members receive information regarding the importance of modeling healthl'eating

behaviors lbr students:

a healthy meeting policy is in place that prohibits otTering unhealthy tbods at staff meetings:

slatl members are offered opponunities to participate in free or low-cost wellness programs.
and/or
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Communiq. partnerships are developed to find strategies to address childhood nutrition issues

sithin the dirision. Wa1'nesboro Citl Public Schools uill cultivale and suppon relationships
s ith communill partners. such as the local health department. SNAP-Ed providers and

coordinatom. local hospitals. universities/colleges, and local businesses to find ways to suppon
the implementation of the Waynesboro City Public Schools Wellness Policy. Existing and new

community pannerships and sponsorships will be evaluated yearly to ensure that lhey are

consistent u'ith the division's goals

Trienniel Assessment

Waynesboro City Public Schools will evaluate conrpliance with the Wellness Policy at least once

every three years. The assessment u'ill include the extent to which each school is in compliance

u'ith the policl. the exlent to r,r'hich the policl'compares to a model policl. and a description ot'

the progress made in anaining the goals ofthe policl'.

'[he Director of Health Services uill be responsiblc lor managing the triennial assessmenl.
'Ihe building principal at each school u'ill complete the VDOE School Level Report Card. The

results of thc rc;nrt card/tool u ill be submitted 1o the Director of Health Services in order to

analyze the lindings and develop the triennial assessment. The Director of Health Services will
actively notiry the community ofthe results ofthe triennial assessment by posting on the division
website as well as in the school newsletter and individual school's social medial page. The

results ofthe triennial assessment. as well a-s the lalest national and state recommendations

pertaining to school health. will be used to update the goals and language in the Waynesboro

Citl Public Schools Wellness Policl'.

Public Llpdate and Informetionr

Each school ),ear lhe division will activell. inlbrm families and the public about the content of
and an1'updates to the Wellness Policl'through the school website and School Board Meetings

and social media sites.

The'rVellness Policl- and an;- updates can be found on Wat'nesboro Ciry- Public Schools websitc'

Please contacl lhe Director of Health Sen'ices al lbr more inlbrmation or ways to get invoh'ed,

Recordkeeping

The division r,l'ill retain records to documenl compliancc with the requirements of the Wellness

Polic;- at the division's central ofhce. Documentation maintained at this location u'ill include.

bul is not limited to:

, thc \Aritlcn Wellness Policl :
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z documentation demonstraling compliance with community involvemenl requirements:

c requirements lo make the Wellness Policl available to the public:

o requirements to make the triennial assessment available to the public:
, d(rcumentation ofthe triennial assessment at each school under the [-EAs jurisdiction: and

documentation ofmethods the division uses to make stakeholders aware o[their ability to
participale in the development. implementalion. and periodic review and update of the Wellness

Policy.

Definitions

Competitive Foods - All lbod and beverages other than meals reimbursed under the federal meal

programs available for sale to students on the school campus during the school da1'.

School Campus - For the purpose of competitive lbod standards implementation, school campus

means all areas ofthe propertv under the jurisdiction ofthe school that are accessible to students

during the school day,. This includes the outside ofthe school building. school buses or other

vehicles used to transport studenls. alhletic fields. and stadiums (e.g.. on scoreboards. coolers.

cups. and water bottles). or parking lots.

School Day - For the purpose ol'competitive food standards implementation. school day means

the period from midnight the night belbre to 30 minutes after the end of the instructional da1'.

-l'riennial 
- Recurring eveD three ) ears.
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Appendix A: School Heelth Advisorl' Borrd Contacts

\ame Title/Organization Email
l.eigh Arbaugh Head N ursei Way- nesbroro

Public Schools
larhaughr@r,l'aynesboro.k I 2.va. us

Summer Piller School Nurse/Wayneshro
Public Schools

spiller'a'waynesboro.k I 2.r'a.us

Aubree Moore Central Shenandoah
Health Dept.

aubree.moore? r'dh.r irginia.gor

Tammy Colley Nutrition
Supen isor/Waynesboro
Public Schools

tcol leyOwaynesboro.k I 2.va.us

John Harris Phl sical Education
TeacherlWaynesboro
Public Schools

jcharris'ri wa1'nesboro.k I 2.va.us

('olleen Mastrandea Health Specialist RN.
Shenandoah Valley llead
Staa and Earll' Head Start

Mastrandea.ce @augusta.k 1 2.r'a.us

Crace Deshong, Otllce on Youth deshongeg@ci.waynesboro.va.us

Joy Shutltz Officc on Youth stultziy@ci.waynesboro.va.us
Kelly Peters Ol'ficc on Youth peterskv,i,ci.staunlon.\'a.us

Catherine Raines Augusta Health crai nes a',augustahealth.com

Schoo I Board/Way.' nesboro

Public Schools
kmaneval'4r.r'al nesboro.k I 2.r a.usKathrl n Maneval
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Appendix B: School Principal (lontacts

Name Title School Email
Sarah Ross Principal Wal ne Hills Center sross/a waynesboro.k I 2.r'a.us
Michael Perry' Principal Berkelev Glenn mlperryrlru'3vnesh.ro.k I 2.va.us
Dr. Sharon Barker Principal William Pem sbarkcr a *ar ncshoro.k I l.r a.us

Dr. Greg Harris Principal Westuood I{ills gharris'ri wa1'nc.sboro.k I l.r'a.us
Abby Arey Principal \!'enonah aarey? u'a1 nesboro.k I 2.r'a.us

Marcia Nesler Principal Kate Collins
Middle

mnq51slig_twa),nesboro.k I 2.va.us

Bnan Stamm Principal Waynesboro High bsBmmA)\'avnesboro.k I 2.va.us
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Appendix C: Healthl' Celebrstions gnd Rewards

Non-Food Celebration and Reward ldeas

Prizcs

Pencils. erasers. or
rulers

Books or coloring
books

Healthy Snack and Beverage ldeas+

F ruit-inf-used uater

100% fruit juice *'ith
no added sugar

Vegetable tra1 s.

salads. or vegetable
kabobs

Canned fruit or fruit
cups in water or
100% lruit juice

Ph1'sical ActiYig Special Evenls Recognition

(io on a scavenger
hunt

(iive a certilicate or
rihbon

Sticken. slap
bracelets. or
playdough

Hosl an outdoor
obstacle course lbr
students to bike or
run through

Host a story walk:
laminate book pages

and walk along an
outdoor path to read

Post a sign in thc
classroom or on a
bulletin board

Tickets or tokens
tou ards a large prize

Provide extra recess
or physical
education time

I.el students choose
a special activity or
be a teacher's helper

(iive a shout-out in
thc moming
announccments

Tum on music and
let studcnts dance

Host a special dress
da1' where students
can wear hats or
pajamas

Allo*' the student
to wear a crow'n or
special sash

Have a themed
parade around 1'our
school

lnvite a special guest
to particiPate in an

acriYi['

Recognize the
student during an
assembll'

Beverages
Fruits and
Vegetables

\\'hole Crains Proteins

\\'aler
Fruit trays. salads. or
liuit kabobs

Whole grain
crackers. pretzels. or
cereal bars

Low-lat or air-
popped popcorn
with no added buner
or salt

Small whole grain
bagels. rvaffles. or
pancakes topped
with fruit or seed

butter

I

I Fat-free or lou,lht

i 
yoBurr sened

I 
alone or as a fruit

I or vegetable dip
l

Frisbees

Lead a special
phy sical activity'
breali

Trail mix with
nuts. seeds. and
dried fruit

Seed butter sen'ed
u'ith fruit or
*'hole grain
crackers
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Beverages
Fruits and
Vegetables

Whole Grains Proteins

Fruit smoothies made
rvith t'rozen liuit with
no added sugar and
lorl f'at l ogurt

Frozen fruit. such as
grapes. strawhrries.
or blueberries

Graham crackers

Low-fat cheese
served uith fruit
or whole grain
crackers

100% fruit juice
slushes with no
added sugar

Dried liuit *'ith no
added sugar

Baked rvhole grain
tonilla chips \.\'ith

salsa or bean dip

Hummus sen'ed
with vegetables or
whole grain
crackers

'Work u.ith 1,our division's nutrition senice staffto purchase Sman Snacks contnliant lbod: and

L,srsr+ge! lbr celebrations. Review students' food allergies beforc serving any food or beverage
item. Non-food celebrations and healthy food and beverage ideas come from the ,\lliancc lirr u

I lcalthicr (icnl'ration's ( ele ions that Sunnon ('hild tlealth.
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LACTATION SUPPORT 
 

 The superintendent shall designate a non-restroom location in each school as an 
area in which any mother who is employed by the Waynesboro School Board or 
enrolled as a student in the division may take breaks of reasonable length during the 
school day to express milk to feed her child until the child reaches the age of one. The 
area must be shielded from public view. 
 
Adopted:  2/14/2017 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-79.6.  
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HUMAN RESEARCH 
 
 Surveys, analyses or evaluations conducted as part of any program which is 
funded by the United States Department of Education or is otherwise subject to policies 
and regulations promulgated by any agency of the federal government are conducted in 
accordance with Policy JOB Administration of Surveys and Questionnaires, 20 U.S.C. § 
1232h, and applicable federal regulations. All instructional materials, including teacher's 
manuals, films, tapes, or other supplementary material which will be used in connection 
with any such survey, analysis, or evaluation will be available for inspection by the 
parents or guardians of the students involved. 
 

Any other human research involving students must be approved and conducted 
under the review of a human research committee established by the school division or 
the school conducting the research. Such research will be conducted or authorized only 
after the student and the student’s parents or legally authorized representative give their 
informed consent, as evidenced by a signed and witnessed informed consent form in 
accordance with Va. Code § 32.1-162.18.  
 

The human research committee will be composed of representatives of varied 
backgrounds to ensure the competent, complete, and professional review of human 
research activities. No member of the committee may be directly involved in the 
proposed human research or have administrative approval authority over the proposed 
human research except in connection with his responsibilities as a member of the 
committee. In deciding whether to approve proposed human research, the committee 
will consider the factors listed in Va. Code § 32.1-162.19.  

 
Research or student learning outcomes assessments conducted in educational 

settings involving regular or special education instructional strategies, the effectiveness 
of or the comparison among instructional techniques, curricula, or classroom 
management methods, or the use of educational tests, whether cognitive, diagnostic, 
aptitude, or achievement, if the data from such tests are recorded in a manner so that 
subjects cannot be identified, directly or indirectly, are exempt from the requirements of 
this policy. 

 
Definition:  as used in this policy, “human research” means any systematic investigation, 
including research development, testing and evaluation, utilizing human subjects, that is 
designed to develop or contribute to generalized knowledge. “Human research” does 
not include research exempt from federal research regulation pursuant to 45 C.F.R. § 
46.101(b).  
 
Adopted:  2/9/2021 
Reviewed/Revised: 7/12/2022 
 
Legal Refs.: 20 U.S.C. § 1232h.  
 

Code of Virginia, 1950, as amended, §§ 32.1-162.16, 32.1-162.17, 32.1-
162.18, 32.1-162.19, 32.1-162.20. 

 
Cross Refs.: JOB  Administration of Surveys and Questionnaires 

IIAE  Innovative or Experimental Program 
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SUICIDE PREVENTION 
 
Duties of Teachers and Administrative Staff 

 
Any person licensed as administrative or instructional personnel by the Board of 

Education and employed by the Waynesboro School Board who, in the scope of his 
employment, has reason to believe, as a result of direct communication from a student, 
that such student is at imminent risk of suicide, contacts, as soon as practicable, at least 
one of such student's parents to ask whether such parent is aware of the student's 
mental state and whether the parent wishes to obtain or has already obtained 
counseling for such student. The superintendent is responsible for developing 
procedures for such contact that are in accordance with the guidelines developed by the 
Board of Education in cooperation with the Department of Behavioral Health and 
Developmental Services and the Department of Health as required by Va. Code § 22.1-
272.1. 
 
Abuse or Neglect 
 

If the student has indicated that the reason for being at imminent risk of suicide 
relates to parental abuse or neglect, contact is not made with the parent. Instead, the 
staff person notifies, as soon as practicable, the local department of social services of 
the county or city wherein the child resides or wherein the abuse or neglect is believed 
to have occurred or the state Department of Social Services' toll-free child abuse and 
neglect hotline as required by Policy GAE Child Abuse and Neglect Reporting and Va. 
Code § 63.2-1509. When giving this notice to the local or state department, the person 
stresses the need to take immediate action to protect the child from harm.  

 
Parental Review of Materials 
 
 Parents have the right to review any audio-visual materials that contain graphic 
sexual or violent content used in any anti-bullying or suicide prevention program. Prior 
to the use of any such material, the parent of a child participating in such a program is 
provided written notice of the parent’s right to review the material and the right to 
excuse the child from participating in the part of such program utilizing such material. 
 
Adopted:  12/13/2016 
Reviewed/Revised: 7/12/2022 
 
Legal Refs: Code of Virginia, 1950, as amended, §§ 22.1-207.1:1, 22.1-272.1 and 

63.2-1509. 
 
Cross Refs: GAE Child Abuse and Neglect Reporting 

EB School Crisis, Emergency Management and Medical 
Emergency Response Plan 

EBB Threat Assessment Teams 
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EMPLOYEE/PUPIL ACCIDENT REPORT 
 
 
Building administrators are responsible for the safety of pupils and employees 
working under their direction. The administrator shall investigate any injury to an 
employee or pupil which occurs during the workday or school day. Employees must 
report their accident to Workers’ Compensation (VRSA), at the time of the accident or 
as soon as feasible. Should the employee refuse to report the accident to Workers’ 
Compensation, the administrator should contact VRSA to report the accident. If the 
accident is of a serious nature, the administrator shall contact the Benefits Manager 
as soon as possible. The building administrators will update employees annually on 
these procedures along with any changes in contact information. 

 
All school division employees are responsible for providing proper supervision for 

students to ensure student safety and report unsafe situations to their direct 
supervisor. In the event of a student injury, the Pupil Accident Report Form shall be 
completed immediately at the building level and filed with the Office of Student 
Services, within five (5) working days of the date of any injury. 

 
Adopted: 2/14/1995 
Reviewed/Revised: 12/10/2019, 7/12/2022 
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STAFF ACCIDENT REPORT 
PUPIL ACCIDENT REPORT 

 

Building administrators are responsible for the safety of pupils and employees 
working under their direction. The administrator shall investigate any injury to an 
employee or pupil which occurs during the workday or school day. 

 
A Pupil Accident Report Form shall be completed for any reported incident and 

filed with the Office of Student Services within five (5) working days of the date of any 
injury. 

 
Staff injuries will be reported within five (5) working days of any injury using the 

Workers’ Compensation telephone system: (877) 234-0898; Waynesboro Public 
Schools’ Member Number: 748. 

Adopted: 2/14/1995 (Formerly GBEBA) 
Reviewed/Revised: 2/14/2017, 7/12/2022 
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STUDENT-ATHLETE CONCUSSIONS  

Generally 

In order to participate in any extracurricular physical activity, each student-athlete 
and the student-athlete's parent or guardian must review, on an annual basis, 
information on concussions provided by the school division. After having reviewed 
materials describing the short- and long-term health effects of concussions, each 
student-athlete and the student-athlete's parent or guardian must sign a statement 
acknowledging receipt of such information, in a manner approved by the Board of 
Education.  

Return to Play Protocol 

A student-athlete suspected by that student-athlete's coach, athletic trainer, or 
team physician of sustaining a concussion or brain injury in a practice or game is 
removed from the activity at that time. A student-athlete who has been removed from 
play, evaluated, and suspected to have a concussion or brain injury does not return to 
play that day or until the student-athlete is  

• evaluated by an appropriate licensed health care provider as determined by the 
Board of Education and 

• in receipt of written clearance to return to play from such licensed health care 
provider.  
 

The licensed health care provider evaluating student-athletes suspected of having a 
concussion or brain injury may be a volunteer.  

Return to Learn Protocol 

School personnel are alert to cognitive and academic issues that may be 
experienced by a student who has suffered a concussion or other head injury, including  

 
• difficulty with concentration, organization, and long-term and short-term memory; 
• sensitivity to bright lights and sounds; and  
• short-term problems with speech and language, reasoning, planning, and 

problem solving. 
 

School personnel accommodate the gradual return to full participation in academic 
activities of a student who has suffered a concussion or other head injury as 
appropriate, based on the recommendation of the student's licensed health care 
provider as to the appropriate amount of time that such student needs to be away from 
the classroom.  
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Procedures 

The superintendent is responsible for developing, and biennially updating, 
procedures regarding the identification and handling of suspected concussions in 
student-athletes. 

Athletic Activities Conducted by Non-School Organizations on School Property 
 
 The school division may provide this policy to organizations sponsoring athletic 
activity for student-athletes on school property. The school division does not enforce 
compliance with the policy by such organizations. 
 
Adopted:  8/13/2013 
Reviewed/Revised:  12/8/2015, 10/11/2016, 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-271.5. 
   
Cross Refs.: KG   Community Use of School Facilities 

KGB   Public Conduct on School Property 
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Waynesboro Public Schools 
Sports Concussion Management Plan 

 
Medical Management of Sports Related Concussions continues to evolve as more and more research is done on 
the effects of head trauma (short & long term), especially in the school aged patient. Waynesboro Public Schools 
(WPS) recognizes that a concussion is a serious injury to the brain resulting from a force applied directly or 
indirectly to head (i.e. a mechanism of injury) producing a set of signs and symptoms reflecting the brain’s 
dysfunction. WPS is committed to safe practice and provides a Sports Concussion Management Plan to educate 
parents, student-athletes, coaches and teachers about the nature and risks of concussions, and procedures to 
detect and treat these brain injuries prior to safe return to play. Central office and school administrators, athletic 
directors, coaches, school nurses, teachers, parents, student-athletes, certified athletic trainers (ATC), and other 
health care providers form a team to work together to identify concussions once they occur and to ensure safe 
return to play. 

 
WPS guidelines mandate that, following a concussive mechanism of injury, if a student-athlete exhibits or reports 
any sign or symptom of a concussion; he/she will be removed from practice or play. Parents are notified on the 
day of the injury. The student-athlete will undergo medical evaluation by an appropriate licensed health care 
professional, as defined by the Virginia Board of Education, i.e. either a physician, physician assistant, osteopathic 
physician, or athletic trainer licensed by the Virginia Board of Medicine; a neuropsychologist licensed by the Board 
of Psychology; or a nurse practitioner licensed by the Virginia Board of Nursing per the WPS Sports Concussion 
Management Plan described in this document. WPS will not allow the student-athlete to participate in a practice 
or game while experiencing any lingering or persisting symptoms of a concussion, no matter how slight. The 
student-athlete must be completely symptom free at rest and during physical and mental exertion, with 
neurocognitive functioning that has returned to normal baseline prior to return to sports training, practice, play, 
or competition. 

 
The WPS Sports Concussion Program includes the following five fundamental components: 

 
(1) Verified training of coaches on concussion risks, recognition, and management. 

 
(2) Education of parents and student-athletes on concussion risks, signs and symptoms, and post-injury 

management for sports and school. Parents and student-athletes will read, sign, and submit to the 
school the Waynesboro Public Schools Concussion Information Sheet prior to season opening. 

 
(3) Immediate removal from play by the student-athlete’s coach, ATC, or team physician of any student- 

athlete suspected of sustaining a concussion in a practice or game (i.e. exhibiting signs and/or 
symptoms). “When in doubt, sit them out” is the operating principle. 

 
(4) Treatment of the Student-Athlete in School. School personnel will be trained on concussion management 

in the school. They will be informed of the student-athlete’s injury and its specific symptom 
manifestations- physical, cognitive, emotional, sleep. A school care plan will be used to assist the student 
athlete’s recovery, providing maximally tolerated academic activities per Virginia Board of Education 
Protocol for Return to Learn 2016. (see Appendix B: Protocol for Return to Learn per Virginia Board of 
Education 2016 guidelines). 
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(5) Graduated Return to Sports Participation program involving stepwise increase in physical activity when 
athlete is symptom free at rest and attending school full-day. (see Appendix C: Gradual Return to Sports 
Participation Program Following a Concussion). 

 
Education of Parents and Student-Athletes 

1. Student-athlete and Parent or guardian: a. In order to participate in any extracurricular athletic activity, 
WPS will require student-athletes and the student-athlete’s parent or guardian to review information on 
concussions on an annual basis (every 12 months). This information will include a parent and student- 
athlete fact sheet along with watching a concussion video provided by WPS. After having reviewed the 
materials describing the short and long-term health effects of concussions, each student-athlete and the 
student-athlete’s parent or guardian shall sign a statement acknowledging receipt; review and 
understanding of such information (see Appendix F]. b. By signing this form the student–athlete and the 
student-athlete’s parent or guardian will accept the responsibility for reporting their injuries and 
illnesses to the coaching staff, school nurse and school ATC, including signs and symptoms of 
concussions. 

 
2.  A student-athlete suspected by that student-athlete’s coach, ATC, team physician or school nurse of 

sustaining a concussion or brain injury in a practice or game shall be removed from the activity at that 
time. The student-athlete who has been removed from play, evaluated by the school ATC or school team 
physician, and suspected to have a concussion or brain injury shall not return to play that same day. A 
student-athlete suspected of sustaining a concussion by the coach, ATC, team physician or school nurse 
will be treated according to the WPS Sports Concussion Management Plan. 

 
3. The Waynesboro School Division’s Concussion Management Team (“CMT”) 

a. shall be appointed by the superintendent and shall consist of a school administrator, an athletic 
administrator, a licensed health care provider, a coach, a parent or guardian of a student-athlete, a 
student-athlete and any such other person or persons the superintendent determines will assist 
the CMT in its actions. 

b. The CMT shall develop concussion training materials for school personnel, volunteers, student- 
athletes and parents of student-athletes. Those materials may address the proper fitting and 
maintenance of helmets. The CMT shall also develop concussion reporting, management and 
review protocols for the school division. The CMT shall maintain a record of all incidents where a 
student-athlete has been removed from a game, competition or practice because he or she has 
been suspected of sustaining a concussion. 

c. The CMT shall meet at least once per semester and shall evaluate the division’s training materials, 
concussion reporting, management and review protocols annually. 

 
4. WPS recognizes that a concussion can affect the student-athlete’s ability to function in many activities 

in the school setting. Therefore, WPS will assist the student-athlete with his/her academic needs and 
provide a school care plan for the gradual reintroduction of cognitive demands for student-athletes who 
have sustained a concussion. (See Appendix B. for Virginia Board of Education Protocol for Return to 
Learn). 

 
Protocol for Return to Play 
The WPS has established a Gradual Return to Sports Participation Program Following a Concussion that describes 
in detail the protocol for return to play. That protocol is shown in Appendix C of this Plan. Per Virginia Board of 
Education Guidelines for Policies on Concussions in Students 2016: 

 
1. No member of a school athletic team shall participate in any athletic event or practice the same day 

he/she is injured and: 
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a. exhibits signs, symptoms, or behaviors attributable to a concussion; or 
b. has been diagnosed with a concussion. 

 
2. No member of a school athletic team shall return to participate in an athletic event or training on the days 

after he/she experiences a concussion unless all of the following conditions have been met: 
 

a. the student attends all classes, maintains full academic load/homework, and requires no 
instructional modifications; 

b. the student no longer exhibits signs, symptoms, or behaviors consistent with a concussion, at rest 
or with exertion; 

c. the student is asymptomatic during, or following periods of supervised exercise that is gradually 
intensifying; and 

d. the student receives a written medical release from an appropriate licensed health-care provider 
(defined as “a physician, physician assistant, osteopath physician, or athletic trainer licensed by the 
Virginia Board of Medicine; a neuropsychologist licensed by the Board of Psychology; or a nurse 
practitioner licensed by the Virginia State Board of Nursing.) 

The Zurich Consensus Statement (November 2012) return-to-play guidelines and the American Academy of 
Pediatrics (AAP) Concussion Guidelines (August 2010), are available online to assist healthcare providers, student- 
athletes, their families, and school divisions, as needed. 

 
Helmet Replacement and Reconditioning Policies and Procedures 
Helmets will be National Operating Committee on Standards for Athletic Equipment (NOCSAE) certified by the 
manufacturer at the time of purchase. Reconditioned helmets will be NOCSAE recertified by the reconditioner. 

 
Training Required for Personnel and Volunteers 
WPS will require that school nurses, applicable teachers, coaches, ATC, team physicians and licensed health care 
provider volunteers receive current training annually on recognizing the signs and symptoms of a concussion, 
strategies to reduce the risks of concussions, how to seek proper medical treatment for a student-athlete 
suspected of having a concussion, and when the student-athlete may safely return to full sports participation. 

 
Coaches: 

* Review WPS Sports Concussion Management Plan Policy and Procedures 
* NFHS Concussion in Sports: What You Need To Know Coaches will complete online video training regarding 
concussions and all related training components. A certificate of completion will be submitted to the Athletic 
Trainer. CDC Coach Fact Sheet, clipboard stickers, CDC Heads Up: Concussion in High School Sports tool kits will be 
provided 
* Teach safe technique & skills; proper use of equipment 
Written verification/ acknowledgement will be provided to school administration prior to the first practice and on 
an annual basis. 

 
School nurses, school counselors and applicable teachers: 
* Review WPS Sports Concussion Management Plan policy and procedures 
* CDC Heads Up to Schools: Know Your Concussion ABCs tool kits will be provided. Written verification/ 
acknowledgement will be provided to school administration prior to the start of school year and on an annual 
basis. 

 
Volunteers: 
* Review WPS Sports Concussion Management Plan policy and procedures 
* CDC Heads Up: Concussion in High School Sports tool kits will be provided. Written verification/ 
acknowledgement will be provided to school administration prior to the start of school year (or when first 
possible) and on an annual basis. 
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ATC: 
* Review WPS Sports Concussion Management Plan policy and procedures 
* American Academy of Pediatrics (AAP) Sport-Related Concussion in Children and Adolescents 2010 
* Continuing education programs through the National Athletic Trainers Association (NATA), and other 
professional organizations. 

 
Team Physicians: 
* Review WPS Sports Concussion Management Plan policy and procedures 
* AAP Sport-Related Concussion in Children and Adolescents 2010 
* CDC Heads Up: Concussion in High School Sports tool kits 
* CDC Heads Up: Brain Injury in Your Practice tool kits * Continuing education programs through professional 
organizations 

 
Community Involvement 
WPS will provide these guidelines to organizations sponsoring athletic activity for student-athletes on school 
property and encourage the organization comply with concussion policies. 
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APPENDIX A. Recognition and Management of Concussion 
 

Common Signs and Symptoms 
Thinking/Remembering: Emotional: Physical: Sleep*: 
• Difficulty thinking clearly 
• Difficulty concentrating or remembering 
• Feeling more slowed down 
• Feeling sluggish, hazy, foggy, or groggy 

 
Signs (observed by others): 
• Athlete appears dazed or stunned 
• Confusion 
• Forgets plays 
• Unsure about game, score, opponent 
• Moves clumsily (altered coordination) 
• Balance problems 
• Personality change 
• Responds slowly to questions 
• Forgets events prior to hit 
• Forgets events after the hit 
• Loss of consciousness (any duration) 

 
Symptoms (reported by athlete): 
• Headache 
• Fatigue 
• Nausea or vomiting 
• Double vision, blurry vision 
• Sensitive to light or noise 
• Feels sluggish 
• Feels “foggy” 
• Problems concentrating 
• Problems remembering 
• Irritable 
• Sad 
• More emotional than usual 
• Nervous 
• Headache or “pressure” in head 
• Nausea or vomiting 
• Balance problems or dizziness 
• Fatigue or feeling tired 
• Blurry or double vision 
• Sensitivity to light or noise 
• Numbness or tingling 
• Does not “feel right” 
• Drowsy 
• Sleeps less than usual 
• Sleeps more than usual 
• Has trouble falling asleep 
*Only ask about sleep symptoms if the injury occurred on a prior day. 
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Concussion Management for Athletic Trainers: 
Any student-athlete who sustains a hard blow or trauma to the head that results in signs or symptoms consistent 
with a concussion is advised to report the injury to their coach or Athletic Trainer immediately. Concussions, no 
matter how mild they may seem, must be taken seriously. Any athlete suspected of having sustained a concussion 
shall be immediately removed from participation and shall not return to play that day and also not until cleared by 
an appropriate health care professional (Athletic Trainer, Physician, Physician Assistant or Nurse Practitioner). The 
student athlete will not be allowed to drive and the coach or athletic trainer should insure that the athlete will be 
accompanied by a responsible adult over the next 24-48 hours. 

 
When a student-athlete sustains a concussion or is suspected by the athletic trainer, coach or school nurse of 
having a concussion, the management plan outline below will be followed. 

 
1. Scene Size-up – Scene Safety, BSI 

Initial Assessment – Mental Status, Airway, Breathing, Circulation and Stabilization of cervical spine as needed. 
 

2. Evaluation by Certified Athletic Trainer (ATC) with a standardized concussion sideline assessment 
instrument per Virginia Board of Education Guidelines 2016. Sideline Concussion Assessment Tool (SCAT-II, SCAT 
III, ChildSCAT3), the Standardized Assessment of Concussion (SAC), and the Balance Error Scoring System (BESS) 
are examples of sideline concussion assessment tools that test cognitive function and postural stability. 

 
3. If an ATC is not on scene then the coach will remove the student-athlete from the game or practice. The 

coach will immediately contact the ATC and relay information concerning the athlete’s condition (signs and 
symptoms). If signs and symptoms are suspected to be those of an emergent head injury, the coach will activate 
EMS (911) and accompany the athlete with emergency care card in the ambulance, if parents/guardians are not 
available on scene. If signs and symptoms are non-emergent (i.e. signs and symptoms of a concussion 
uncomplicated by emergent head injury), then the ATC will contact the parent/guardian as soon as possible. The 
coach or ATC will release the athlete directly to the parent with Form 1 (see Appendix D).  If the parent/guardian 
is not available, then the coach or ATC will release the athlete to a responsible adult with the parent’s permission 
if possible. 

 
4. The student-athlete MUST be evaluated by the appropriate licensed health care provider (as defined by 

Virginia Board of Education 2016 Guidelines) on subsequent days to determine the date when the athlete is 
symptom free. The athlete must undergo an at least 5-day stepwise return to play protocol and receive written 
clearance to return to play by a licensed healthcare provider, preferably the same health care provider. 

 
5. All student-athletes who have had a prior concussion at any time must be evaluated by a physician. 

 
6. Student-athletes who have been evaluated for a concussion by a physician must bring written 

documentation of medical clearance (Form 2: Appendix E) from the physician and be cleared by the school 
athletic trainer prior to starting the Gradual Return to Sports Participation Program. 

 
7. The student-athlete must have no symptoms for a minimum of 24 hours prior to considering medical 

clearance for starting the Gradual Return to Sports Participation Program. 
 

8. All student-athletes must follow a Gradual Return to Sports Participation Program (minimum of 5 days) 
prior to returning to full participation. 
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9. If the student-athlete develops any signs or symptoms during the Gradual Return to Sports 
Participation Program after they have rested for 24 hours and tried a second time to progress they must be 
evaluated by a physician. 

 
After the school ATC evaluates the student-athlete, on the sideline, management will follow one of three 
possible pathways depending on the assessment (per 2010 AAP Sport-Related Concussion in Children and 
Adolescents, 2008 Zurich Concussion in Sport Group Consensus): 

 
1. Immediate referral to EMS (911) 

EMERGENCY Management - When to refer the athlete immediately (i.e. by rescue squad) 
An athlete who exhibits any of the following symptoms should be transported immediately to the nearest 
emergency department, via emergency vehicle; spine board for those with LOC or neurologic symptoms. 

 
• deterioration of neurological function 
• loss of consciousness on the field 
• decreasing level of consciousness or unresponsiveness 
• decrease or irregularity in respirations o decrease or irregularity of pulse 
• unequal, dilated, or unreactive pupils 
• cranial nerve abnormalities 
• any signs or symptoms of associated injuries, spine injury, skull fracture, or bleeding 
• mental status diminishes: lethargy, difficulty maintaining arousal, confusion or agitation 
• seizure activity 
• sudden onset of headache that worsens 
• repetitive, forceful vomiting 
• slurred speech 
• cannot recognize people or places 

 
It is not recommended that the student-athlete who was referred to the emergency department due to the 
severity of their symptoms, per the referral signs/ symptom list above, be cleared for the Gradual Return to Sports 
Participation Program by the emergency department due to the possibility of delayed signs or symptoms not 
being present in the first 24 hours. Under normal circumstances, the school athletic trainer will monitor the 
concussed athlete on subsequent days, be in consultation with the athlete’s coach, guidance counselor, and other 
school personnel as deemed necessary, and provide clearance for the athlete to enter the Gradual Return to 
Sports Participation Program (Appendix C) when the athlete is symptom free, has returned to full day school 
participation and no longer requires academic accommodations, in re: the concussion. 

 
2. Referral to student’s physician for second or subsequent concussion. 

a. The ATC will contact the student-athlete’s parent and give them the Athletic Training Concussion 
Information for Parents and Guardians (Appendix D: Form #1). 

 
b. The physician can clear the student-athlete for a Gradual Return to Sports Participation (Form #3) 

(minimum 5 day progression) per WPS protocol, or may refer an athlete with second or subsequent concussion 
for additional management, e.g. a neuropsychologist licensed by the Board of Psychology. 

 
c. Per WPS protocol, the ATC will perform a post injury evaluation and determine readiness to start the 

Gradual Return to Sports Participation Program. The ATC examination will include the symptom checklist, 
neurologic examination, and balance testing. 

 
3. Management by ATC 
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The ATC shall manage the concussion using the following steps: 
 

a. The ATC will contact the student-athlete’s parent and give them the Athletic Training Concussion 
Information for Parents and Guardians (Form #1). 

 
b. The ATC will perform the post injury evaluation and determine the student-athlete’s readiness to start 

the Gradual Return to Sports Participation Program. The ATC examination will include the symptom checklist, 
neurologic examination, and balance testing. 

 
c. The ATC will monitor the student-athlete’s progress with the symptom checklist, physical and cognitive 

examination, and balance test on subsequent days after the injury. D. The student-athlete will begin the 
supervised Gradual Return to Sports Participation Program when cleared by the ATC. 

 
Transport disposition is dependent on ATC assessment 

• amnesia lasting longer than 15 minutes 
• motor deficits subsequent to initial on-field assessment 
• sensory deficits subsequent to initial on-field assessment 
• balance deficits subsequent to initial on-field assessment 
• cranial nerve abnormalities subsequent to initial on-field assessment 
• post-concussion symptoms that worsen 
• additional post-concussion symptoms as compared with those on the field 
• athlete is still symptomatic at the end of the game 

 
Referral after the Day of Injury 

• Any of the above findings 
• Post-concussion symptoms that become present 
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APPENDIX B. Virginia Board of Education: Protocol for Return to Learn 
 

School personnel shall be alert to cognitive and academic issues that may be experienced by a student who has 
suffered a concussion or other head injury, including (i) difficulty with concentration, organization, and long-term 
and short-term memory; (ii) sensitivity to bright lights and sounds; and (iii) short-term problems with speech and 
language, reasoning, planning, and problem solving. Local school boards shall accommodate the gradual return to 
full participation in academic activities as appropriate, based on the recommendation of the student's licensed 
health care provider as to the appropriate amount of time that such student needs to be away from the 
classroom, and would benefit from these accommodations to promote recovery following a concussion. 

 
1. A student recovering from a brain injury shall gradually increase cognitive activities progressing through some 
or all of the following phases. Some students may need total rest with a gradual return to school, while others will 
be able to continue doing academic work with minimal instructional modifications. The decision to progress from 
one phase to another should reflect the absence of any relevant signs or symptoms, and should be based on the 
recommendation of the student’s appropriate licensed health-care provider in collaboration with school staff, 
including teachers, school counselors, school administrators, psychologists, nurses, clinic aides, or others as 
determined by local school division concussion policy. 

 
a. Home: Rest 

 
Phase 1: Cognitive and physical rest may include minimal cognitive activities – limit reading, computer 

use, texting, television, and/or video games; no homework; no driving; and minimal physical activity. 
 

Phase 2: Light cognitive mental activity may include up to 30 minutes of sustained cognitive exertion; no 
prolonged concentration; no driving; and limited physical activity. Student will progress to part-time school 
attendance when able to tolerate a minimum of 30 minutes of sustained cognitive exertion without exacerbation 
of symptoms or reemergence of previously resolved symptoms. 

 
b. School: Part-time 

 
Phase 3: Maximum instructional modifications including, but not limited to shortened days with built-in 

breaks; modified environment (e.g., limiting time in hallway, identifying quiet and/or dark spaces); established 
learning priorities; exclusion from standardized and classroom testing; extra time, extra assistance, and/or 
modified assignments; rest and recovery once out of school; and elimination or reduction of homework. 6 
Student will progress to the moderate instructional modification phase when able to tolerate part-time return 
with moderate instructional modifications without exacerbation of symptoms or re-emergence of previously 
resolved symptoms. 

 
Phase 4: Moderate instructional modifications including, but not limited to established priorities for 

learning; limited homework; alternative grading strategies; built-in breaks; modified and/or limited classroom 
testing, exclusion from standardized testing; and reduction of extra time, assistance, and/or modification of 
assignments as needed. Student will progress to the minimal instructional modification phase when able to 
tolerate full-time school attendance without exacerbation of existing symptoms or reemergence of previously 
resolved symptoms. 

 
c. School: Full-time 

 
Phase 5: Minimal instructional modification - instructional strategies may include, but are not limited to 

built-in breaks; limited formative and summative testing, exclusion from standardized testing; reduction of extra 
time, assistance, and modification of assignments; and continuation of instructional modification and supports in 
academically challenging subjects that require cognitive overexertion and stress. Student will progress to non- 
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modified school participation when able to handle sustained cognitive exertion without exacerbation of 
symptoms or re-emergence of previously resolved symptoms. 

 
Phase 6: Attends all classes; maintains full academic load/homework; requires no instructional 

modifications. 
 

2. Progression through the above phases shall be governed by the presence or resolution of symptoms 
resulting from a concussion experienced by the student including, but are not limited to: 

 
a. difficulty with attention, concentration, organization, long-term and short-term memory, reasoning, 

planning, and problem solving; 
b. fatigue, drowsiness, difficulties handling a stimulating school environment (e.g., sensitivity to light and 

sound); 
c. inappropriate or impulsive behavior during class, greater irritability, less able to cope with stress, more 

emotional than usual; and 
d. physical symptoms (e.g., headache, nausea, dizziness). 

 
3. Progression through gradually increasing cognitive demands should adhere to the following guidelines: 

a. increase the amount of time in school; 
b. increase the nature and amount of work, the length of time spent on the work, or the type or difficulty 

of work (change only one of these variables at a time); 
c. if symptoms do not worsen, demands may continue to be gradually increased; 
d. if symptoms do worsen, the activity should be discontinued for at least 20 minutes and the student 

allowed to rest 
• If the symptoms are relieved with rest, the student may reattempt the activity at or below the 

level that produced symptoms; and 
• If the symptoms are not relieved with rest, the student should discontinue the current activity 

for the day and reattempt when symptoms have lessened or resolved (such as the next day). 
 

4. If symptoms persist or fail to improve over time, additional in-school support may be required with 
consideration for further evaluation. 

• If the student is three to four weeks post injury without significant evidence of improvement, a 
504 plan should be considered. 

 
5. A student shall progress to a stage where he or she no longer requires instructional modifications or other 
support before being cleared to return to full athletic participation (return-to-play). The American Academy of 
Pediatrics (AAP) Return to Learn Following a Concussion Guidelines (October 2013), and the American Medical 
Society for Sports Medicine (AMSSM) Position Statement (2013), are available online to assist healthcare 
providers, students, their families, and school divisions, as needed. 
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APPENDIX C. GRADUAL RETURN TO SPORTS PARTICIPATION 
 

Gradual Return to Sports Participation Program Following a Concussion 
 

After a student-athlete has sustained a concussion they will be started on a supervised Gradual Return to Sports 
Participation Program only after they have received written medical clearance from the appropriate licensed 
health care provider, i.e. the ATC, or the physician to whom the athlete initially referred. Ideally the program will 
be supervised by the certified athletic trainer (ATC). 

 
Waynesboro Public Schools, in conjunction with our Certified Athletic Trainer use the following return to play 
protocols when dealing with head injuries. 

 
1. Time of Injury - Student-athlete immediately removed from ALL activity. 

2. Complete physical and cognitive rest while symptomatic. This may include staying home from school or limiting 
school hours (and studying) for several days. Activities requiring concentration and attention may worsen 
symptoms and delay recovery. 

3. Student-athlete must have no symptoms (be asymptomatic) for 24 hours before progressing to the following 
steps. 

Stepwise progression: 
 

Step 1 – Student-athlete may begin 30 minutes of light exertion cardio activity (ie. aerobic walking or exercise bike 
riding - no jogging or weight conditioning). 

 
Step 2 – Student-athlete may begin 1 hour of jogging, lightweight training and sports-specific training that do not 
exceed 50% of full exertion. 

 
Step 3 – Student-athlete may participate in 2 hours of non-contact practice that does not exceed 75% of full 
exertion. 

 
Step 4 – Full practice participation with limited contact and 100% exertion (an individualized session should be 
devised when the regular team practice plan does not meet this criteria). 

 
Step 5 - Return to full participation (limitations possible). 

 
➢ Athlete must remain asymptomatic to progress to next level 

➢ If symptoms recur, stop for 24 hours and student-athlete must return to previous asymptomatic level 
Medical evaluation needed, if athlete’s symptoms have recurred when progressing to next step on 
succeeding days. 
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APPENDIX D. Form 1: Parent Information Following Concussion of Athlete 
 
Parent/Guardian Information Following Concussion of Athlete (FORM 1 FRONT) 
Dear Parent or Guardian, 

While participating in athletics on (date)  your son/daughter  sustained a head injury that 
appears to be a concussion or brain injury. This fact sheet should answer your questions about concussions and how to treat them. 

Your student-athlete’s safety is our main priority. Your student-athlete will not be able to return to activity until a medical physician or your 
child’s school athletic trainer (depending on their assessment) has determined that it is safe to do so with written clearance. Your student- 
athlete must complete the WPS supervised Gradual Return to Sports Participation Program prior to being allowed to compete. 

To make sure he/she recovers, please follow these important instructions. 

• Athlete reports to the training room tomorrow (next practice day) and subsequent days for follow-up evaluation. 

• Please review the symptom list below. If any of these problems develop, contact the local emergency medical system or your physician 
immediately. Otherwise, follow the Home Care Instructions below. 

Respectfully,   ATC Contact phone number:    

Email:  540-946-4629 - WHS Waynesboro High School 

 

Emergency (911) Referral Checklist: 

1. Loss of consciousness on the field; not aroused by verbal or painful stimuli 

2. Amnesia (loss of memory) lasting longer than 15 minutes 

3. Deterioration of balance/coordination 

4. Decreasing level of consciousness 

5. Numbness in extremity 

6. Decrease or irregularity of breathing or pulse 

7. Increase in blood pressure 

8. Unequal, dilated, or unreactive pupils 

9. Signs or symptoms of spine or skull injuries, bleeding or drainage from nose or mouth 

10. Mental status changes (confusion, agitation, lethargic, etc) 

11. Seizure activity 

12. Repeated or forceful vomiting 

13. Severe or worsening headache, not relieved by acetaminophen 

Physician Referral (same day, or next day if occurring overnight) 

14. Failure of symptoms to improve or symptoms worsen 

15. Athlete is still symptomatic after 48 hours 
 

(FORM 1 BACK) 

Home Care Instructions 
1. Use acetaminophen (Tylenol) for headache 
2. Do NOT use aspirin or NSAIDs for headache. 
3. Use an ice pack on head and neck as needed 
4. Eat a light diet 
5. Get plenty of sleep 
6. REST (no strenuous activities, exercise, or sports) 
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IMPORTANT: 
1. DO NOT drink alcohol or use narcotic pain relievers 
2. AVOID use of electronic devices such as computers, video games, cell phone texting, etc. to allow for full 
cognitive recovery. Avoid exposure to loud music, especially through headphone devices. 
3. Sunglasses should be considered if the athlete is experiencing sensitivity to light. 
4. AVOID driving. 
5. COGNITIVE REST is important. Speak with the Athletic Trainer to assure your teachers have been notified of 
your concussion as it may be necessary to stay home from school, have a shortened school day, a reduction in 
workload, or extended due dates. This depends on the severity of symptoms. 

 
What is a concussion? 
A concussion is a brain injury which results in a temporary disruption of normal brain function. A concussion is caused by a bump, blow or 
jolt to the head or body. Even what seems to be a mild bump to the head can be serious. A student-athlete does not have to lose 
consciousness (“knocked-out”) to suffer a concussion. Many concussion symptoms appear immediately after the injury, while others may 
develop over the next several days or weeks. The symptoms may be subtle and are often difficult to fully recognize. After suffering a 
concussion, no student-athlete should return to play or practice on that same day. Studies have shown us that a young brain does not 
recover quickly enough for a student-athlete to return to activity in such a short time. Your student-athlete should not participate in any 
HIGH risk activities that may result in head injury such as driving, physical education class, recess, ride a bike or skateboard until cleared by 
an appropriate licensed health care professional. Once a student-athlete no longer has symptoms of a concussion for a minimum of 24 
hours and is cleared to return to physical activity by an appropriate licensed health care professional, he or she should proceed with activity 
in a supervised step-wise fashion to allow the brain to re-adjust to exertion. This should occur over a minimum of 5 days. (See Appendix C. 
Gradual Return to Sports Participation Program Form) 

 
**If the athlete sees a physician complaining of concussion, then the Form 2 (Appendix E.) and Form 3 (Appendix E.) Physician Clearance 
for the Gradual Return to Sports Participation must be signed and returned to the ATC prior to beginning the progression. 

 
How can a concussion affect schoolwork? Following a concussion, many student-athletes will have difficulty in school. These problems may 
last from days to months and often involve difficulties with short and long-term memory, concentration, and organization. In many cases it 
is best to lessen the student-athlete’s class load early on after the injury. This may include staying home from school for a few days, 
followed by a lightened schedule for a few days, or perhaps a longer period of time, if needed. Decreasing the stress on the brain early on 
after a concussion may lessen symptoms and shorten the recovery time. 

 
Why is it so important that a student-athlete not return to play until they have completely recovered from a concussion? A second 
concussion that occurs before the brain recovers from the first can slow recovery or increase the chances of long-term problems. In rare 
cases, brain swelling can result leading to permanent brain damage or even death (“second impact syndrome”). 

 
What is the best treatment to help my student-athlete recover more quickly from a concussion? The best treatment for a concussion is 
rest, both physically and mentally. There are no medications that can speed the recovery from a concussion. Exposure to loud noises, bright 
lights, computers, video games, television and phones (including text messaging) all may worsen the symptoms of a concussion. Your 
student-athlete should rest as much as possible in the days following a concussion. As the symptoms lessen, you can allow increased use of 
computers, phone, video games, etc., but not if symptoms worsen. 

 
How long do the symptoms of a concussion usually last? The symptoms of a concussion will usually go away within one week of the initial 
injury. However, in some cases symptoms may last for several weeks, or even months. 

 
Is a “CT scan” or MRI needed to diagnose a concussion? Diagnostic testing, which includes CT (“CAT”) and MRI scans, are rarely needed 
following a concussion. While these are helpful in identifying life-threatening brain injuries (e.g. skull fracture, bleeding, swelling), they are 
not essential for most student-athletes who have sustained severe concussions. A concussion is diagnosed based upon the student- 
athlete’s description/story of the injury/event and an appropriate licensed health care provider’s physical examination. Some of this 
information has been adapted from the CDC’s “Heads Up: Concussion in High School Sports” and the NFHS’s Sports Medicine Advisory 
Committee. Please go to www.cdc.gov for more info. 
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APPENDIX E. Form 2: Clearance, and Form 3: Physician Stepwise Progression Information and Orders 
 
Medical Clearance for Gradual Return to Sports Participation Following Concussion 

Student-Athlete   DOB   

Date of injury  Today’s Date      

Sport       

The above-named student-athlete sustained a concussion. The purpose of this form is to provide initial medical clearance before starting 
the Gradual Return to Sports Participation Program, as directed by current medical evidence (2010 AAP Sport-Related Concussion in 
Children and Adolescents, 2008 Zurich Concussion in Sport Group Consensus). 

History of Injury 

Mechanism of Injury: History of Previous Concussions: 

Head to head contact  How many previous concussions suffered?  Head to ball contact    

At what age(s) did each previous concussion occur?   Head to object contact Date of last 
concussion?   Head to upper body contact   Loss of consciousness reported? YES or NO Head 
to lower body contact  Head to ground contact  Initial SCAT3 Score:    

Notes: 
 
 

Criteria for Medical Clearance for Gradual Return to play 
 

(Check each) The student-athlete must meet all of these criteria to receive medical clearance. 
 

1. No Symptoms at rest for minimum 24 hours/ no medication use to manage symptoms (e.g., headaches) 

2. No return of symptoms with typical physical and cognitive activities of daily living 

3. Neurocognitive functioning at typical baseline 

4. Normal Balance and coordination 

5. No other medical/neurological complaints/findings 

Detailed Guidance 

To be completed by the student’s physician or school athletic trainer (This cannot be a parent or guardian) 
 

1. Symptom checklist: None of these symptoms should be present. Assessment of symptoms should be broader 
than athlete report alone. Also consider observational reports from parents, teachers, others: 

 
• Physical Cognitive Emotional Sleep 
• Headache o Feeling mentally foggy Irritability 
• Drowsiness o Nausea/vomiting 
• Feeling slowed down 
• Sadness 
• Sleeping more than usual 
• Dizziness 
• Difficulty remembering o More emotional 
• Sleeping less than usual o Balance problems 
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• Difficulty concentrating 
• Nervousness o Trouble falling asleep 
• Visual problems 
• Fatigue/tiredness 
• Sensitivity to light 
• Numbness or tingling 

 
2. Exertion assessment (Check): The student-athlete exhibits no evidence of return of symptoms with: 

 

  Cognitive activity: concentration on school tasks, home activities (e.g. TV, computer, pleasure reading). 
  Physical activity: walking, climbing stairs, activities of daily living, endurance across the day. 

 
3. Neurocognitive Functioning (Check): 

 
The student-athlete’s cognitive functioning has been determined to have returned to its typical pre- injury level by 
one or more of the following: 

 

  Reports of appropriate school performance/ home functioning (concentration, memory, speed) in the absence 
of symptoms listed above. 

 
4. Balance & Coordination Assessment (Check): 

The student-athlete is able to successfully perform: 

  Romberg Test OR SCAT2 (Double leg, single leg, tandem stance, 20 seconds, no deviations from proper 
stance) 

 

  5 successive Finger-to-Nose repetitions < 4 sec   
 

Tandem Walk Time:    Reaction time:    Eyes: Smooth pursuit y / n 



 
16  

Form 3: PHYSICIAN 
 

Physician Stepwise Progression Information and Orders 
 

After a student-athlete has sustained a concussion they will be started on a supervised Gradual Return to Sports 
Participation Program only after they have received written medical clearance from the licensed health care 
provider. Ideally the program will be supervised by the school certified athletic trainer (ATC). 

 
Important Note to Attending Physician: Waynesboro Public Schools, in conjunction with our Certified Athletic 
Trainer use the following return to play protocols when dealing with head injuries. Please review our protocol and 
provide any further instructions as you see necessary. 

 
1. Time of Injury - Student-athlete immediately removed from ALL activity. 
2. Complete physical and cognitive rest while symptomatic. This may include staying home from school or 
limiting school hours (and studying) for several days. Activities requiring concentration and attention may worsen 
symptoms and delay recovery. 
3. Student-athlete must have no symptoms (be asymptomatic) for 24 hours before progressing to the following 
steps. 
Stepwise progression: 

Step 1 – Student-athlete may begin 30 minutes of light exertion cardio activity (ie. aerobic walking or exercise bike 
riding - no jogging or weight conditioning). 

Step 2 – Student-athlete may begin 1 hour of jogging, lightweight training and sports-specific training that do not 
exceed 50% of full exertion. 

Step 3 – Student-athlete may participate in 2 hours of non-contact practice that does not exceed 75% of full 
exertion. 

Step 4 – Full practice participation including full contact and 100% exertion (an individualized session should be 
devised when the regular team practice plan does not meet this criteria) 

Step 5 - Return to full participation (limitations possible). 

➢ Athlete must remain asymptomatic to progress to next level ➢ If symptoms recur, stop for 24 hours 

and student-athlete must return to previous asymptomatic level ➢ Medical evaluation needed if symptoms 
recur during progression or as directed by attending physician. 

Attending Physician – See front of this page for Injury Information (please provide further instructions if needed, and sign) 

The above-named student- athlete has met all the above criteria for medical clearance for his/her recent 
concussion, and as of this date is ready to return to a progressive Gradual Return to Sports Participation Program 
as above: 

 
Please indicate any further instructions given below..... 

 
 

 

Physician Name (PRINT)  Phone #    

Signature of attending Physician:  Date:  /  /   
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APPENDIX F: ANNUAL CONCUSSION EDUCATION 
 

**Parents and Student-Athletes: Please read, sign and keep a copy. You must turn in a signed copy 
Prior to the start of practice. 

 
Waynesboro Public Schools Concussion Information Sheet 

A Concussion is a brain injury and all brain injuries are serious. They are caused by a bump, blow, or jolt to the 
head, or by a blow to another part of the body with the force transmitted to the head. They can range from mild 
to severe and can disrupt the way the brain normally works. Even though most concussions are mild, all 
concussions are potentially serious and may result in complications including prolonged brain damage and death 
if not recognized and managed properly. In other words, even a “ding,” “getting your bell rung,” or a bump on the 
head can be serious. You can’t see a concussion and most sports concussions occur without loss of consciousness. 
Signs and symptoms of concussion may show up right after the injury or can take hours or days to fully appear. If 
your student-athlete reports any symptoms of concussion, or if you notice the symptoms or signs of concussion 
yourself, seek medical attention right away. 

 
*Signs observed by teammates, parents and coaches include: 

> Appears dazed >Shows behavior or personality changes > Vacant facial expression > Can’t recall events prior to 
event > Confused about assignment > Can’t recall events after event > Forgets plays > Seizures or convulsions > Is 
unsure of game, score, or opponent > Any change in typical behavior or personality > Moves clumsily or displays 
poor coordination > Loses consciousness > Answers questions slowly > Slurred speech 

*Symptoms may include one or more of the following: 

>Headaches >“Don’t feel right” >“Pressure in head” > Fatigue or low energy > Nausea or vomiting > Sadness > 
Neck pain > Nervousness or anxiety > Balance problems or dizziness > Irritability > Blurred, double, or fuzzy vision 
> More emotional > Sensitivity to light or noise > Confusion > Feeling sluggish or slowed down > Concentration or 
memory problems > Feeling foggy > Repeating the same question/comment > Drowsiness > Change in sleep 
patterns >Amnesia 

*Adapted from the CDC, AAP and 3rd International Conference on Concussion in Sport 

Parent/ Guardian Copy 
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WPS Concussion Information Sheet 

What can happen if my student-athlete keeps on playing with a concussion or returns too soon? Student-athletes 
with the signs and symptoms of concussions should be removed from play immediately. Continuing to play with 
the signs and symptoms of a concussion leaves the student-athlete especially vulnerable to greater injury. There is 
an increased risk of significant damage from a concussion for a period of time after the concussion occurs, 
particularly if the student-athlete suffers another concussion before completely recovering from the first one. This 
can lead to prolonged recovery, or even to severe brain swelling (second impact syndrome) with devastating and 
even fatal consequences. It is well known that adolescent or teenage student- athletes will often under report 
symptoms of injuries. And concussions are no different. As a result, education of administrators, coaches, parents 
and student-athletes is the key for the student-athlete’s safety. 

If you think your student-athlete has suffered a concussion Any student-athlete even suspected of suffering a 
concussion should be removed from the game or practice immediately. No student-athlete may return to activity 
after an apparent head injury or concussion, regardless of how mild it seems or how quickly symptoms clear, 
without medical clearance. Close observation of the student- athlete should continue for several hours. WPS 
requires the consistent and uniform implementation of well- established “return to play” concussion guidelines 
that have been recommended for several years: 

“A student-athlete who is suspected of sustaining a concussion or head injury in a practice or game shall be 
removed from competition at that time” 

and 

“...may not return to play until the student-athlete is evaluated by a licensed health care provider trained in the 
evaluation and management of concussion and received written clearance to return to play from that health care 
provider, which will initiate the ‘Gradual Return to Sports Participation Program’. 

You should also inform your child’s coach if you think that your child may have a concussion. Remember... it’s 
better to miss one game than miss the whole season. And...“When in doubt, the athlete sits out.” 

For current and up-to-date information on concussions you can go to: http://www.cdc.gov/Concussions 

I have read and understand the Concussion Information Sheet. Further, I understand that Waynesboro Public 
Schools requires written medical clearance and follows a 5 day step-wise return to play program for any athlete 
who suffers a concussion. Furthermore, I and my student athlete agree to immediately report suspected 
concussion to the coach, athletic trainer or administrator. 

 
 

  Student-Athlete Name Printed 
Student-Athlete Signature Date 

  Parent/Legal Guardian Name 
Printed Parent/Legal Guardian Signature Date 

Adapted from the CDC, AAP and 3rd International Conference on Concussion in Sport 

Parent/ Guardian Copy 
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WPS Concussion Information Sheet 

What can happen if my student-athlete keeps on playing with a concussion or returns too soon? Student-athletes 
with the signs and symptoms of concussions should be removed from play immediately. Continuing to play with 
the signs and symptoms of a concussion leaves the student-athlete especially vulnerable to greater injury. There is 
an increased risk of significant damage from a concussion for a period of time after the concussion occurs, 
particularly if the student-athlete suffers another concussion before completely recovering from the first one. This 
can lead to prolonged recovery, or even to severe brain swelling (second impact syndrome) with devastating and 
even fatal consequences. It is well known that adolescent or teenage student- athletes will often under report 
symptoms of injuries. And concussions are no different. As a result, education of administrators, coaches, parents 
and student-athletes is the key for the student-athlete’s safety. 

If you think your student-athlete has suffered a concussion any student-athlete even suspected of suffering a 
concussion should be removed from the game or practice immediately. No student-athlete may return to activity 
after an apparent head injury or concussion, regardless of how mild it seems or how quickly symptoms clear, 
without medical clearance. Close observation of the student- athlete should continue for several hours. WPS 
requires the consistent and uniform implementation of well- established “return to play” concussion guidelines 
that have been recommended for several years: 

“A student-athlete who is suspected of sustaining a concussion or head injury in a practice or game shall be 
removed from competition at that time” 

and 

“...may not return to play until the student-athlete is evaluated by a licensed health care provider trained in the 
evaluation and management of concussion and received written clearance to return to play from that health care 
provider, which will initiate the ‘Gradual Return to Sports Participation Program’. 

You should also inform your child’s coach if you think that your child may have a concussion. Remember... it’s 
better to miss one game than miss the whole season. And...“When in doubt, the athlete sits out.” 

For current and up-to-date information on concussions you can go to: http://www.cdc.gov/Concussions 

I have read and understand the WPS Concussion Information Sheet. Further, I understand that Waynesboro 
Public Schools requires written medical clearance and follows a 5 day step-wise return to play program for any 
athlete who suffers a concussion. Furthermore, I and my student athlete agree to immediately report 
suspected concussion to the coach, athletic trainer or administrator. 

  Student-Athlete Name Printed 
Student-Athlete Signature Date 

  Parent/Legal Guardian Name 
Printed Parent/Legal Guardian Signature Date 

Adapted from the CDC, AAP and 3rd International Conference on Concussion in Sport 

School Copy 
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APPENDIX G: CONCUSSION PROCEDURES FOR COACHES 

Concussion Procedures for Coaches 
RECOGNIZE • REMOVE • REFER 
Recognize concussion 

All coaches should become familiar with the signs and symptoms of concussion that are described above. Annual 
training will occur for coaches of every sport. 

Remove from activity 

Any athlete who exhibits signs, symptoms, or behaviors consistent with a concussion (such as loss of 
consciousness, headache, dizziness, confusion, or balance problems) shall be immediately removed from 
participation and shall not return to play until cleared by an appropriate health care professional. Notify the 
Certified Athletic Trainer immediately. 

REMEMBER...When in doubt, sit ‘em out 

Refer the athlete for medical evaluation 

In the absence of the ATC, the supervising coach is responsible for the initial assessment of the athlete, 
determining if immediate medical referral is needed, and for notifying the athlete’s parents of the injury. 

Depending on the injury, either an emergency vehicle will transport the athlete or parents will pick the athlete up 
at the event for transport. A medical evaluation by an ATC, physician, physician’s assistant, or nurse practitioner is 
required to begin the process of “Return to Play”. 

In the event that an athlete’s parents cannot be reached, and the athlete is able to be sent home (rather than 
directly to MD): 

• The coach should ensure that the athlete will be with a responsible individual, who is capable of monitoring the 
athlete and understanding the home care instructions, before allowing the athlete to go home. 

• The coach should continue efforts to reach a parent. 

• If there is any question about the status of the athlete, or if the athlete is not able to be monitored appropriately, 
the athlete should be referred to an Emergency Department for evaluation. A coach, adult staff member, or ATC 
should accompany the athlete and remain with the athlete until a parent arrives. 

• Athletes with suspected head injuries should not be permitted to drive home. 

• Coaches should seek assistance from the host site certified athletic trainer (ATC) or team physician, if available 
at an away contest. 
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APPENDIX H. CONCUSSION PROCEDURES FOR TEACHERS AND SCHOOL ADMINISTRATORS 

Concussion Procedures for Teachers & School Administrators 
Waynesboro Public Schools recognizes that a concussion can affect the student-athlete’s ability to function in 
many activities in the school setting. WPS will assist the student-athlete with his/her academic needs and provide 
a school care plan when needed for the gradual reintroduction of cognitive demands for student- athletes who 
have sustained a concussion. Many athletes will report increased symptoms with cognitive activities after a 
concussion. Refer to Appendix B. Virginia Board of Education 2016 Protocol for Return to Learn. 

Athletes with concussions often have difficulty: 

• attending school and focusing on schoolwork 

• taking tests 

• keeping up with assignments, especially in Math, Science, and Foreign Language classes 

• reading, even for pleasure 

While at home encourage the student to turn off all electronic devices to allow for complete cognitive rest, i.e. 
television, cell phones, computers, etc. 

Decreasing the stress on the brain early on after a concussion may lessen symptoms and shorten the recovery 
time. To allow for recovery, the American Academy of Pediatrics recommends “cognitive rest”. This may include: 

• Temporary leave of absence from school 

• Taking rest breaks as needed or being excused to the school nurse 

• Shortening the athlete’s school day 

• Reduction of workload in school 

• Allowance of more time to complete assignments or take tests 

• Avoid taking standardized tests during recovery 

• Receiving teacher approved help with schoolwork 

• Reduction of time spent on computer, reading, or writing 

• Allowing adequate time to make up missed work upon return to school 

In cases where these classroom and studying modifications are indicated, the athletic trainer, coach, building 
administrator, or activities director will have a designated individual (i.e. school nurse or school counselor) send 
an e-mail to all of the involved student’s teachers notifying them of the situation. 
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STUDENT-ATHLETE SUDDEN CARDIAC ARREST 
 

 In order to participate in any extracurricular physical activity, each student-athlete 
and the student-athlete's parent or guardian must review, on an annual basis, 
information provided by the school division on symptoms that may lead to sudden 
cardiac arrest. After reviewing the materials, each student-athlete and the student-
athlete's parent or guardian must sign a statement acknowledging receipt of such 
information, in a manner approved by the Virginia Board of Education. 
 
 A student-athlete who is experiencing symptoms that may lead to sudden cardiac 
arrest must be immediately removed from play. A student-athlete who is removed from 
play shall not return to play until he is evaluated by and receives written clearance to 
return to physical activity by an appropriate licensed health care provider as determined 
by the Virginia Board of Education. The licensed health care provider evaluating 
student-athletes may be a volunteer.  
 
 The superintendent is responsible for developing, biennially reviewing, and 
updating procedures to implement this policy. 

 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-271.8. 
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FUNDRAISING AND SOLICITATION 
 

All fundraising activities conducted for the benefit of the school division must 
provide an educational benefit to students and must not interfere with the instructional 
program. All fundraising activities conducted by school-sponsored organizations or 
clubs must be approved in advance by the principal. Fundraising refers to the raising of 
non-appropriated funds by students, parents or others for the educational benefit of 
students and their schools. 

 
Students may participate in fundraising activities provided such activities are 

approved in writing and carefully monitored and regulated by the school principal or 
principal’s designee. Elementary school students may not participate in door-to-door 
solicitation. Students are not excused from class to participate in fundraising activities. 
No grade is affected by a student’s participation, or lack of participation, in a fundraising 
activity. 

 
Each principal develops and maintains a list of all approved fundraising activities 

and reports all activities to the superintendent pursuant to procedures issued by the 
superintendent. 

 
The superintendent periodically furnishes the School Board with an up-to-date 

listing of all fundraising activities being conducted in the school division. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78. 
 
Cross Refs.: IIBEA/GAB Acceptable Computer System Use 
 IICA Field Trips 
 JHCF Student Wellness 
 KJ Advertising in the Schools 

KGA Sales and Solicitations in Schools 
KMA Relations with Parent Organizations 
KQ Commercial, Promotional, and Corporate Sponsorships and 

Partnerships  
 

 
 
 



File: JM 
 

 
© 2/22 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

RESTRAINT AND SECLUSION OF STUDENTS 
 

Physical restraint and seclusion may only be used by Waynesboro School Board 
staff for the purpose of behavioral intervention in accordance with this policy and the 
Virginia Board of Education Regulations Governing the Use of Seclusion and Restraint 
in Public Elementary and Secondary Schools in Virginia.  The School Board encourages 
the use of positive behavioral interventions and supports to reduce and prevent the 
need for the use of physical restraint and seclusion. 
 

The superintendent is responsible for developing procedures to address the 
requirements of the Board of Education Regulations. Those procedures shall include: 

• examples of the positive behavioral interventions and support strategies consistent 
with the student's rights to be treated with dignity and to be free from abuse that the 
school division uses to address student behavior, including the appropriate use of 
effective alternatives to physical restraint and seclusion; 

• a description of initial and advanced training for school personnel that 
addresses appropriate use of effective alternatives to physical restraint and 
seclusion and the proper use of restraint and seclusion; 

• a statement of the circumstances in which physical restraint and seclusion 
may be employed, which shall be no less restrictive than that set forth in 8 
VAC 20-750-40 and 8 VAC 20-750-50; 

• provisions addressing the 
• notification of parents regarding incidents of physical restraint or 

seclusion, including the manner of such notification; 
• documentation of the use of physical restraint and seclusion; and, 
• continuous visual monitoring of the use of any physical restraint or 

seclusion to ensure the appropriateness of such use and the safety 
of the student being physically restrained or secluded, other 
students, school personnel, and others. These provisions shall 
include exceptions for emergency situations in which securing 
visual monitoring before implementing the physical restraint or 
seclusion would, in the reasonable judgment of the school 
personnel implementing the physical restraint or seclusion, result in 
serious physical harm or injury to persons. 

The School Board reviews this policy at least annually and updates it as 
appropriate. The superintendent reviews the procedures at least annually and updates 
them as appropriate. 
 
Adopted:  11/9/2010 
Reviewed/Revised:  2/9/2021, 7/12/2022 

 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-16, 22.1-78, 22.1-279.1, 

22.1-279.1:1. 
 

8 VAC 20-750-40. 
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8 VAC 20-750-70. 

 
Cross Refs.: BF  Board Policy Manual 
 CH  Policy Implementation 

 EB School Crisis, Emergency Management, and Medical 
Emergency Response Plan 

 IGBA  Programs for Students with Disabilities 
JFC  Student Conduct 
JGA  Corporal Punishment 
JGDA  Disciplining Students with Disabilities 
JGDB  Discipline of Students with Disabilities for Infliction of 

 Serious Bodily Injury 
KNAJ  Relations with Law Enforcement Authorities 
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STUDENT FEES, FINES AND CHARGES 
 

The School Board charges student fees and takes action to recover funds for the 
loss of or damage to School Board property in accordance with the state and federal 
law. No fee may be charged unless it has been approved by the School Board. 

 
The School Board provides, free of charge, such textbooks as are required for 

courses of instruction for each child attending public schools. Consumable materials 
such as workbooks, writing books, and drawing books may be purchased by the School 
Board and either provided to students at no cost or sold to students at a retail price not 
to exceed seven percent added to the publisher’s price. If sold, the School Board shall 
ensure that workbooks, writing books, and drawing books are furnished to students who 
are unable to afford them at a reduced price or free of charge. Fees will not be charged 
to students for instructional materials, textbooks, or other materials used by a School 
Board employee that are not directly used by a public school student.  
 
 A listing of fees is found on the Waynesboro Public School’s website 
(www.waynesboro.k12.va.us) or by contacting your child’s school. 

 
 Fees may be charged for 1) optional services such as 

parking or locker rental; 2) student-selected extracurricular 
activities; 3) class dues; 4) field trips or educationally-related 
programs that are not required instructional activities; 5) fees 
for musical instruments, as long as the instruction in the use 
of musical instruments is not part of the required curriculum; 
6) distance learning classes for enrichment which are not 
necessary to meet the requirements for a diploma; 7) 
summer school, unless the classes are required for 
remediation as prescribed by the Standards of Quality; 8) 
overdue or lost or damaged library books; 9) lost or 
damaged textbooks; 10) consumable materials such as 
workbooks, writing books, drawing books and fine arts 
materials and supplies; however, workbooks, writing 
books, drawing books and fine arts materials and supplies 
must be furnished to students who are unable to afford them 
at a reduced price or free of charge; fees may not be 
charged to students for instructional materials, textbooks, or 
other materials that are not directly used by a public school 
student; 11)  the behind-the-wheel portion of the driver's 
education program; 12) a fee not to exceed a student's pro 
rata share of the cost of providing transportation for 
voluntary extracurricular activities; and 13) the preparation 
and distribution of official paper copies of student transcripts; 
a reasonable number of copies of official paper copies must 
be provided for free before a charge is levied for additional 
official copies; official electronic copies of student transcripts 
must be provided for free. 
8 VAC 20-750-70. 
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Fees may not be charged 1) as a condition of school enrollment, 
except for students who are not of school age or who do not reside 
within the jurisdiction; 2) for instructional programs and activities, or 
materials required for instruction, except as specified in by 8 VAC 
20-720-80.H; 3) for textbooks or textbook deposits; however, a 
reasonable fee or charge for lost or damaged textbooks may be 
charged; 4) for pupil transportation to and from school; or 5) for 
summer school programs or other forms of remediation required by 
the Standards of Quality. 

Fees are reduced or waived for economically disadvantaged students and 
students whose families are undergoing economic hardships and are financially unable 
to pay them, including but not limited to, families receiving unemployment benefits or 
public assistance, including Temporary Assistance for Needy Families 
(TANF),  Supplemental Nutrition Assistance Program (SNAP), Supplemental Security 
Income (SSI) or Medicaid; foster families caring for children in foster care; and families 
that are homeless. 

 
Each time a fee is charged, notice will be given that a fee waiver may be 

requested. The notice will include directions as to how to apply for a waiver. 
 
This policy will be provided to parents annually and posted on the division’s 

website. 
 
The consequences for nonpayment of fees include exclusion from the activity 

related to the fee. 
 

No student’s report card, diploma or class schedule will be withheld because of 
nonpayment of fees or charges. No student will be suspended or expelled for 
nonpayment of fees or charges.  

 
The School Board upon recommendation of the superintendent may take action 

against a pupil or the pupil’s parent for any actual loss, breakage, or destruction of or 
failure to return property owned by or under the control of the School Board, caused or 
committed by such pupil in pursuit of his studies. Such action may include seeking 
reimbursement from a pupil or pupil’s parent for any such loss, breakage, or destruction 
of or failure to return school property. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 8.01-43, 22.1-6, 22.1-243, 22.1-

280.4.  
 
  8 VAC 20-720-80. 
 
Cross Refs.: ECAB   Vandalism 
  

IIA   Instructional Materials 
 



File: JO 
 

© 5/20 VSBA WAYNESBORO PUBLIC SCHOOLS 

STUDENT RECORDS 

Generally 

The Waynesboro School Board maintains accurate and complete records for 
every student enrolled in the public schools in accordance with all federal and state 
laws. 

The superintendent and/or his designee(s) is responsible for the collection of 
data, record maintenance and security, access to, and use of records, confidentiality of 
personally identifiable information, dissemination of information from records, and 
destruction of records, including the destruction of personally identifiable information 
regarding a student with a disability at the request of the parents. The superintendent 
also provides for notification of all school division personnel of policy and procedures for 
management of education records and notification of parents and students of their rights 
regarding student records, including the right to obtain, upon request, a copy of this 
policy.  

Definitions  

For the purposes of this policy, Waynesboro Public Schools uses the following 
definitions.  

Authorized representative – any entity or individual designated by a state or local 
educational authority or an agency headed by an official listed in 34 CFR § 99.31(a)(3) 
to conduct, with respect to federal- or state-supported education programs, any audit or 
evaluation, or any compliance or enforcement activity in connection with federal legal 
requirements that relate to these programs. 

Directory information - information contained in a student’s education record that 
would not generally be considered harmful or an invasion of privacy if disclosed. 
Directory information may include information such as the student’s name, address, 
telephone listing, electronic mail address, photograph, date and place of birth, major 
field of study, grade level, enrollment status, dates of attendance, participation in 
officially recognized activities and sports, weight and height of members of athletic 
teams, degrees, honors, and awards received, and the most recent educational 
institution attended. Directory information may not include the student’s social security 
number. Directory information may include a student identification number or other 
unique personal identifier used by a student for accessing or communicating in 
electronic systems if the identifier cannot be used to gain access to education records 
except when used in conjunction with one or more factors that authenticate the user’s 
identity, such as a personal identification number, password, or other factor known or 
possessed only by the authorized user or a student ID number or other unique personal 
identifier that is displayed on a student ID badge, if the identifier cannot be used to gain 
access to education records except when used in conjunction with one or more factors 
Early childhood education program – a Head Start program or an Early Head Start 
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program, a state licensed or regulated child care program, or a program that serves 
children from birth through age six that addresses the children’s cognitive, social, 
emotional, and physical development and is a state prekindergarten program, a 
program under section 619 or Part C of the Individuals with Disabilities Education Act, 
or a program operated by a local educational agency. 

Education program - any program that is principally engaged in the provision of 
education, including, but not limited to, early childhood education, elementary and 
secondary education, postsecondary education, special education, job training, career 
and technical education, and adult education, and any program that is administered by 
an educational agency or institution. 

Education records - any information recorded in any way including handwriting, 
print, computer media, video or audiotape, film, microfilm, and microfiche maintained by 
the Waynesboro School Board or an agent of the school division which contains 
information directly related to a student, except 

• records that are kept in the sole possession of the maker, are used only 
as a personal memory aid, and are not accessible or revealed to another 
person except a temporary substitute for the maker of the record; 

• records created and maintained for law enforcement purposes by the 
Waynesboro School Board’s law enforcement unit, if any. A law 
enforcement unit is any individual, office, department, or division of the 
school division that is authorized to enforce any local, state, or federal law, 
refer enforcement matters to appropriate authorities or maintain the 
physical security and safety of the school division; 

• in the case of persons who are employed by the Waynesboro School 
Board but who are not in attendance at a school in the division, records 
made and maintained in the normal course of business which relate 
exclusively to the person in his capacity as an employee; 

• records created or received after an individual is no longer in attendance 
and that are not directly related to the individual’s attendance as a student; 

• grades on peer-graded papers before they are collected and recorded by 
a teacher; and  

• any electronic information, such as email, even if it contains personally 
identifiable information regarding a student, unless a printed copy of the 
electronic information is placed in the student’s file or is stored 
electronically under an individual student’s name on a permanent and 
secure basis for the purpose of being maintained as an educational 
record. For purposes of this policy, electronic information that exists on a 
back-up server, a temporary archiving system, or on a temporary basis on 
a computer is not an education record and is not considered as being 
maintained. 

 
Eligible student - a student who has reached age 18. 
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Parent - a parent of a student, including a natural parent, a guardian, or an 
individual acting as a parent in the absence of a parent or guardian. 

Student - any person who is or has been in attendance at Waynesboro Public 
Schools regarding whom the school division maintains education records or personally 
identifiable information. 

Dissemination and Maintenance of Records About Court Proceedings  

Adjudications 

The superintendent shall disseminate the notice or information regarding an 
adjudication of delinquency or conviction for an offense listed in Va. Code § 16.1-260.G. 
contained in a notice received pursuant to Va. Code § 16.1-305.1 to school personnel 
responsible for the management of student records and to other relevant school 
personnel, including, but not limited to, the principal of the school in which the student is 
enrolled. The principal shall further disseminate such information to licensed 
instructional personnel and other school personnel who (1) provide direct educational 
and support services to the student and (2) have a legitimate educational interest in 
such information. 

A parent, guardian, or other person having control or charge of a student, and, 
with consent of a parent or in compliance with a court order, the court in which the 
disposition was rendered, shall be notified in writing of any disciplinary action taken with 
regard to any incident upon which the adjudication of delinquency or conviction for an 
offense listed in subsection G of Va. Code § 16.1-260 was based and the reasons 
therefor. The parent or guardian shall also be notified of his or her right to review, and to 
request an amendment of, the student's scholastic record. 

Every notice of adjudication of delinquency or conviction for an offense listed in 
subsection G of Va. Code § 16.1-260 received by a superintendent, and information 
contained in the notice, which is not a disciplinary record as defined in Board of 
Education regulations, shall be maintained by him and by any others to whom he 
disseminates it, separately from all other records concerning the student. However, if 
the school administrators or the School Board takes disciplinary action against a student 
based upon an incident which formed the basis for the adjudication of delinquency or 
conviction for an offense listed in subsection G of Va. Code § 16.1-260, the notice shall 
become a part of the student's disciplinary record. 

Any notice of disposition received pursuant to Va. Code § 16.1-305.1 shall not be 
retained after the student has been awarded a diploma or a certificate as provided in 
Va. Code § 22.1-253.13:4. 

Petitions and Reports 
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The superintendent shall not disclose information contained in or derived from a 
notice of petition received pursuant to Va. Code § 16.1-260 or report received pursuant 
to Va. Code § 66-25.2:1 except as follows: 

• If the juvenile is not enrolled as a student in a public school in the division 
to which the notice or report was given, the superintendent shall promptly 
so notify the intake officer of the juvenile court in which the petition was 
filed or the Director of the Department which sent the report and may 
forward the notice of petition or report to the superintendent of the division 
in which the juvenile is enrolled, if known. 

• Prior to receipt of the notice of disposition in accordance with Va. Code 
§ 16.1-305.1 the superintendent may disclose the fact of the filing of the 
petition and the nature of the offense to the principal of the school in which 
the student is enrolled if the superintendent believes that disclosure to 
school personnel is necessary to ensure the physical safety of the student, 
other students, or school personnel within the division. The principal may 
further disseminate the information regarding a petition, after the student 
has been taken into custody, whether or not the child has been released, 
only to those students and school personnel having direct contact with the 
student and need of the information to ensure physical safety or the 
appropriate educational placement or other educational services. 

• If the superintendent believes that disclosure of information regarding a 
report received pursuant to Va. Code § 66-25.2:1 to school personnel is 
necessary to ensure the physical safety of the student, other students, or 
school personnel, he may disclose the information to the principal of the 
school in which the student is enrolled. The principal may further 
disseminate the information regarding such report only to school 
personnel as necessary to protect the student, the subject or subjects of 
the danger, other students, or school personnel. 
 

Protective Orders and Orders Prohibiting Contact with a Child 
 

 Any school principal who receives notice that a circuit court, general district court, 
juvenile and domestic relations district court, or magistrate has issued a protective order 
for the protection of any child who is enrolled at the school, or any other order 
prohibiting contact with such a child, notifies licensed instructional personnel and other 
school personnel who (i) provide direct educational or support services to the protected 
child or the child subject to the order, (ii) have a legitimate educational interest in such 
information, and (iii) are responsible for the direct supervision of the protected child or 
the child subject to the order that such order has been issued. 
 
Annual Notification 

The school division annually notifies parents and eligible students of their rights 
under the Family Educational Rights and Privacy Act (FERPA) including 

• the right to inspect and review the student’s education records and the 
procedure for exercising this right; 
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• the right to request amendment of the student’s education records that the 
parent believes to be inaccurate, misleading or in violation of the student’s 
privacy rights and the procedure for exercising this right; 

• 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; 

• the type of information designated as directory information and the right to 
opt out of release of directory information; 

• that the school division releases records to other institutions that have 
requested the records and in which the student seeks or intends to enroll 
or is already enrolled so long as the disclosure is for purposes related to 
the student’s enrollment or transfer; 

• the right to opt out of the release of the student’s name, address, and 
phone number to military recruiters or institutions of higher education that 
request such information; 

• a specification of the criteria for determining who constitutes a school 
official and what constitutes a legitimate educational interest; and 

• the right to file complaints with the Family Policy Compliance Office in the 
United States Department of Education concerning the school division’s 
alleged failure to comply with FERPA.  

Procedure to Inspect Education Records  

Parents of students or eligible students may inspect and review the student's 
education records within a reasonable period of time, which shall not exceed 45 days, 
and before any meeting regarding an IEP or hearing involving a student with a disability. 
Further, parents have the right to a response from the school division to reasonable 
requests for explanations and interpretations of the education record. 

Parents or eligible students should submit to the student's school principal a 
written request which identifies as precisely as possible the record or records he or she 
wishes to inspect. 

The principal (or appropriate school official) will make the needed arrangements 
for access as promptly as possible and notify the parent or eligible student of the time 
and place where the records may be inspected.  

When a record contains information about students other than a parent's child or 
the eligible student, the parent or eligible student may not inspect and review the portion 
of the record which pertains to other students. 

Copies of Education Records 

The Waynesboro Public Schools will not provide a parent or eligible student a 
copy of the student's education record unless failure to do so would effectively prevent 
the parent or eligible student from exercising the right to inspect and review the records.  
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Fees for Copies of Records 

The fee for copies will be fifteen cents per page. The actual cost of copying time 
and postage will be charged. The Waynesboro Public Schools does not charge for 
search and retrieval of the records. The Waynesboro Public Schools does not charge a 
fee for copying an Individualized Education Plan (IEP) or for a copy of the verbatim 
record of a hearing conducted in accordance with the State Board of Education's 
Regulations Governing Special Education Programs for Children with Disabilities in 
Virginia. 

Types, Locations, and Custodians of Education Records 

The Waynesboro Public School shall provide parents on request a list of the 
types and locations of education records collected, maintained, or used by the school 
division. 

The following is a list of the types of records that the Waynesboro Public Schools 
maintain, their locations, and their custodians. 

TYPES LOCATION CUSTODIAN INFORMATION 
School Records School Principal Student Records 

Special Education 
Records 

School Division 
Central Office 

Director of Student 
Services 

Special Education 
Records 

 
Disclosure of Education Records 
 

The Waynesboro Public Schools discloses education records or personally 
identifiable information contained therein only with the written consent of the parent or 
eligible student except as authorized by law. Exceptions which permit the school 
division to disclose education record information without consent include the following. 

1. To school officials who have a legitimate educational interest in the 
records. 
A school official is: 
• a person employed by the School Board 
• a person appointed or elected to the School Board 
• a person employed by or under contract to the School Board to 

perform a special task, such as an attorney, auditor, medical 
consultant, or therapist 

• performing a task that is specified in his or her position description or 
by a contract agreement 

• performing a task related to a student's education 
• performing a task related to the discipline of a student 
• providing a service or benefit relating to the student or student's family, 

such as health care, counseling, job placement, or financial aid 
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2. To officials of another school, school system, or institution of 

postsecondary education where the student seeks or intends to enroll or 
where the student is already enrolled so long as the disclosure is for 
purposes related to the student’s enrollment or transfer.  

3. To certain officials of the U.S. Department of Education, the United States 
Attorney General, the Comptroller General, and state educational 
authorities, in connection with certain state or federally supported 
education programs and in accordance with applicable federal regulations. 

4. In connection with a student's request for or receipt of financial aid as 
necessary to determine the eligibility, amount, or conditions of the financial 
aid, or to enforce the terms and conditions of the aid. 

5. For the purpose of furthering the ability of the juvenile justice system to 
effectively serve the pupil prior to adjudication. The principal or his 
designee may disclose identifying information from a pupil's scholastic 
record to state or local law-enforcement or correctional personnel, 
including a law-enforcement officer, probation officer, parole officer or 
administrator, or a member of a parole board, seeking information in the 
course of his duties; an officer or employee of a county or city agency 
responsible for protective services to children, as to a pupil referred to that 
agency as a minor requiring investigation or supervision by that agency;  
attorneys for the Commonwealth, court services units, juvenile detention 
centers or group homes, mental and medical health agencies, state and 
local children and family service agencies, and the Department of Juvenile 
Justice and to the staff of such agencies. Prior to disclosure of any such 
scholastic records, the persons to whom the records are to be disclosed 
shall certify in writing to the principal or his designee that the information 
will not be disclosed to any other party, except as provided under state 
law, without the prior written consent of the parent of the pupil or by such 
pupil if the pupil is eighteen years of age or older. 

6. To organizations conducting studies for, or on behalf of, educational 
agencies or institutions to develop, validate or administer predictive tests; 
administer student aid programs; or improve instruction. The studies must 
be conducted in a manner that does not permit personal identification of 
parents and students by individuals other than representatives of the 
organization that have legitimate interests in the information. The 
information must be destroyed when it is no longer needed for the 
purposes for which the study was conducted. The School Board must 
enter into a written agreement with the organization conducting the study 
which  

• specifies the purpose, scope, and duration of the study or studies and the 
information to be disclosed;  

• requires the organization to use personally identifiable information from 
education records only to meet the purpose or purposes of the study 
stated in the written agreement;  
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• requires the organization to conduct the study in a manner that does not 
permit personal identification of parents and students by anyone other 
than representatives of the organization with legitimate interests; and  

• requires the organization to destroy all personally identifiable information 
when the information is no longer needed for the purposes for which the 
study was conducted and specifies the time period in which the 
information must be destroyed. 

7. To accrediting organizations to carry out their functions. 
8. To parents of an eligible student who claim the student as a dependent for 

income tax purposes. 
9. To the entities or persons designated in judicial orders or subpoenas as 

specified in FERPA. 
10. To appropriate parties in connection with an emergency if knowledge of 

the information is necessary to protect the health or safety of the student 
or other individuals. If the school division releases information in 
connection with an emergency, it will record the following information: 
• the articulable and significant threat to the health or safety of a student 

or other individuals that formed the basis for the disclosure; and 
• the parties to whom the division disclosed the information. 

11. To an agency caseworker or other representative of a state or local child 
welfare agency or tribal organization who has the right to access a 
student's case plan when such agency or organization is legally 
responsible for the care and protection of the student. 

12. Directory information so designated by the school division. 
13. When the disclosure concerns sex offenders and other individuals 

required to register under section 170101 of the Violent Crime Control and 
Law Enforcement Act of 1994, 42 U.S.C. § 14071, and the information 
was provided to the division under 42 U.S.C. § 14071 and applicable 
federal guidelines. 

The school division discloses or makes available to a guardian ad litem, on 
request, any information, records, or reports concerning a student for whom a petition 
for guardianship or conservatorship has been filed that the guardian ad litem determines 
are necessary to perform his duties under Va. Code § 64.2-2003. 

The school division will use reasonable methods to identify and authenticate the 
identity of parents, students, school officials, and any other parties to whom it discloses 
personally identifiable information from education records.  

Unauthorized Disclosure of Electronic Records 

 In cases in which electronic records containing personally identifiable information 
are reasonably believed to have been disclosed in violation federal or state law 
applicable to such information, the school division shall notify, as soon as practicable, 
the parent of any student affected by such disclosure, except as otherwise provided in 
Va. Code §§ 32.1-127.1:05 or 18.2-186.6. Such notification shall include the (i) date, 
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estimated date, or date range of the disclosure; (ii) type of information that was or is 
reasonably believed to have been disclosed; and (iii) remedial measures taken or 
planned in response to the disclosure. 

Disclosure to Federal Agencies 

 Notwithstanding any other provision of law or policy, no member or employee of 
the Waynesboro School Board will transmit personally identifiable information, as that 
term is defined in FERPA and related regulations, from a student's record to a federal 
government agency or an authorized representative of such agency except as required 
by federal law or regulation. 

Disclosure of Information Relating to Home Instructed Students 

 Neither the superintendent nor the School Board shall disclose to the Department 
of Education or any other person or entity outside of the local school division information 
that is provided by a parent or student to satisfy the requirements of Policy LBD Home 
Instruction or subdivision B 1 of Va. Code § 22.1-254. However, the superintendent or 
School Board may disclose, with the written consent of a student’s parent, such 
information to the extent provided by the parent’s consent. Nothing in this policy 
prohibits the superintendent from notifying the Superintendent of Public Instruction of 
the number of students in the school division receiving home instruction. 

Audit or Evaluation of Education Programs 

 Authorized representatives of the Comptroller General of the United States, the 
Attorney General of the United States, the federal Secretary of Education, and state and 
local educational authorities may have access to education records in connection with 
an audit or evaluation of federal- or state- supported education programs, or for the 
enforcement of or compliance with federal legal requirements that relate to those 
programs.  

Any authorized representative other than an employee must be designated by a 
written agreement which  

• designates the individual or entity as an authorized representative;  
• specifies the personally identifiable information to be disclosed, specifies 

that the purposes for which the personally identifiable information is 
disclosed to the authorized representative is to carry out an audit or 
evaluation of federal- or state-supported education programs, or to 
enforce or comply with federal legal requirements that relate to those 
programs; and specifies a description of the activity with sufficient 
specificity to make clear that the work falls within the exception of 34 CFR 
§ 99.31(a)(3) including a description of how the personally identifiable 
information will be used;  
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• requires the authorized representative to destroy personally identifiable 
information when the information is no longer needed for the purpose 
specified;  

• specifies the time period in which the information must be destroyed; and  
• establishes policies and procedures, consistent with FERPA and other 

federal and state confidentiality and privacy provisions, to protect 
personally identifiable information from further disclosure and 
unauthorized use, including limiting use of personally identifiable 
information to only authorized representatives with legitimate interests in 
the audit or evaluation of a federal- or state-supported education program 
or for compliance or enforcement of federal legal requirements related to 
such programs. 

 
Military Recruiters and Institutions of Higher Learning 
 

The Waynesboro Public Schools provides, on request made by military recruiters 
or an institution of higher education, access to secondary school students’ names, 
addresses and telephone listings unless a parent or eligible student has submitted a 
written request that the student’s name, address and telephone listing not be released 
without the prior written consent of the parent or eligible student. The school division 
notifies parents of the option to make a request and complies with any request. 

The school division provides military recruiters the same access to secondary 
school students as is provided generally to post-secondary educational institutions or to 
prospective employers of those students. 

Record of Disclosure 

The Waynesboro Public Schools maintains a record, kept with the education 
records of each student, indicating all individuals (except school officials who have a 
legitimate educational interest in the records), agencies or organizations which request 
or obtain access to a student’s education records. The record will indicate specifically 
the legitimate interest the party had in obtaining the information. The record of access 
will be available only to parents, to the school official and his assistants who are 
responsible for the custody of such records and to persons or organizations which audit 
the operation of the system.  

The requirements related to records of disclosure stated above do not apply to 
disclosures made pursuant to an ex parte order issued by a court at the request of the 
United States Attorney General (or any federal officer or employee, in a position not 
lower than an Assistant Attorney General, designated by the Attorney General) seeking 
to collect education records relevant to an authorized investigation or prosecution of 
international terrorism as defined in 18 U.S.C. § 2331 or other acts listed in 18 U.S.C. 
§ 2332b(g)(5)(B).  
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Personal information will only be transferred to a third party on the condition that 
such party will not permit any other party to have access to such information without the 
written consent of the parents of the student. If a third party permits access to 
information, or fails to destroy information, the division will not permit access to 
information from education records to that third party for a period of at least five years. 

Directory Information 

The Waynesboro School Board notifies parents and eligible students at the 
beginning of each school year what information, if any, it has designated as directory 
information, the right to refuse to let the division designate any or all of such information 
as directory information, and the period of time to notify the division, in writing, that he or 
she does not want any or all of those types of information designated as directory 
information. The notice may specify that disclosure of directory information will be 
limited to specific parties, for specific purposes, or both. If the School Board specifies 
that disclosure of directory information will be so limited, the disclosures of directory 
information will be limited to those specified in the public notice: 

• Name of student in attendance or no longer in attendance 
• Address, 
• Telephone listing; 
• Electronic mail address, 
• Dates of attendance, 
• Grade level, 
• The most recent educational agency or institution attended: 
• Date and place of birth, 
• Participation in officially recognized activities and sports, 
• Height and weight, if member of athletic team, 
• Awards and honors received; and 
• Information generally found in a school yearbook 
•  

Directory information may not include the student’s social security number. 
 
 The name and gender identification as part of student information shall 
correspond with the name and gender as identified on the student’s birth certificate, 
except where a student self-identifies by another gender, in which case the student’s 
self-identified name and gender shall be identified in student record information. 

No school discloses the address, telephone number, or email address of a 
student pursuant to the Virginia Freedom of Information Act unless the parent or eligible 
student affirmatively consents in writing to such disclosure. Except as required by state 
or federal law, no school discloses the address, telephone number, or email address of 
a student pursuant to 34 C.F.R. § 99.31(a)(11) unless (a) the disclosure is to students 
enrolled in the school or to school board employees for educational purposes or school 
business and the parent or eligible student has not opted out of such disclosure in 
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accordance with Virginia law and this policy or (b) the parent or eligible student has 
affirmatively consented in writing to such disclosure.  

 Parents and eligible students may not use the right to opt out of directory 
information disclosures to 1) prevent disclosure of the student’s name, identifier or 
institutional email address in a class in which the student is enrolled; or 2) prevent an 
educational agency or institution from requiring the student to wear, to display publicly 
or to disclose a student ID card or badge that exhibits information designated as 
directory information and that has been properly designated as directory information. 

 
Correction of Education Records  

The procedures for the amendment of records that a parent or eligible student 
believes to be inaccurate are as follows. 

1. Parents or the eligible student must request in writing that the 
Waynesboro Public Schools amend a record. In so doing, they 
should identify the part of the record they want changed and specify 
why they believe it is inaccurate, misleading or in violation of the 
student's privacy or other rights. 

2. Waynesboro Public Schools shall decide whether to amend the 
record in accordance with the request within a reasonable period of 
time. If it decides not to comply, the school division shall notify the 
parents or eligible student of the decision and advise them of their 
right to a hearing to challenge the information believed to be 
inaccurate, misleading or in violation of the student's rights. 

3. Upon request, Waynesboro Public Schools shall arrange for a 
hearing, and notify the parents or eligible student, reasonably in 
advance, of the date, place and time of the hearing. The hearing 
shall be held within a reasonable period of time after the request. 

4. The parent or eligible student may, at his or her own expense, be 
assisted or represented by one or more individuals of his or her 
own choice, including an attorney. 

5. The hearing shall be conducted by a hearing officer who is a 
disinterested party; however, the hearing officer may be an official 
of the school division. The parents or eligible student shall be 
afforded a full and fair opportunity to present evidence relevant to 
the issues raised in the original request to amend the student's 
education records in accordance with FERPA.  

6. Waynesboro Public Schools shall prepare a written decision which 
will include a summary of the evidence presented and the reasons 
for the decision within a reasonable period of time after the hearing. 
The decision will be based solely on the evidence presented at the 
hearing. 
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7. If Waynesboro Public Schools decides that the information is 
inaccurate, misleading or in violation of the student's right of 
privacy, it shall amend (including expungement) the record and 
notify the parents or eligible student, in writing, that the record has 
been amended. 

8. If Waynesboro Public Schools decides that the challenged 
information is not inaccurate, misleading or in violation of the 
student's right of privacy, it will notify the parents or eligible student 
that they have a right to place in the record a statement 
commenting on the challenged information and/or a statement 
setting forth reasons for disagreeing with the decision. The 
statement will be maintained as part of the student's education 
records as long as the contested portion is maintained and 
disclosed whenever the school division discloses the portion of the 
record to which the statement relates.  

9. Upon the request of a student or parent, Waynesboro Public 
Schools will use the asserted name and gender on other school 
records or documents. 

10. Schools shall change a student’s name and gender designation on 
all school records upon verification or submission of a legal 
document such as a birth certificate, state-or federal issued 
identifications, passports, or court order.  Records of former 
students may also be re-issued with the submission of legal 
documents substantiating the amended name and gender. 

Confidentiality of HIV and Drug and Alcohol Treatment Records  

The Waynesboro Public Schools complies with the confidentiality requirements of 
Va. Code § 32.1-36.1 providing for the confidentiality of records related to any test for 
Human Immunodeficiency Virus (HIV). In addition, the school division maintains 
confidentiality of drug and alcohol treatment records as required by federal and state 
law. 

Adopted:  7/8/2014 
Reviewed/Revised:  3/12/2019, 12/8/2020, 7/13/2021, 7/12/2022 
 
Legal Refs.: 18 U.S.C. §§ 2331, 2332b. 

20 U.S.C. §§1232g, 7908. 
 42 U.S.C. § 290dd-2. 
 

34 C.F.R. 99.3, 99.7, 99.10, 99.11, 99.20, 99.21, 99.22, 99.31, 99.32, 
99.33, 99.34, 99.35, 99.36, 99.37. 

Code of Virginia, 1950, as amended, §§ 2.2-3704, 2.2-3705.4, 2.2-3804, 
16.1-260, 16.1-305.1, 16.1-305.2, 22.1-254.1, 22.1-279.3:2, 22.1-287, 
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22.1-287.01, 22.1-287.02, 22.1-287.1, 22.1-288, 22.1-288.1, 22.1-288.2, 
22.1-289, 23.1-405, 32.1-36.1, 64.2-2003. 

 Cross Refs.:  IJ   Guidance and Counseling Program 
JEC  School Admission 
JEC-R  School Admission 
JECA  Admission of Homeless Children 
JFC  Student Conduct 
JGDA  Disciplining Students with Disabilities 
JGD/JGE  Student Suspension/Expulsion 
JHCB  Student Immunizations 
JHCD   Administering Medicines to Students 
JOA  Student Transcripts 
JRCA  School Service Providers’ Use of Student Personal 

Information 
KBA-R  Requests for Public Records 
KBC  Media Relations 
KNB  Reports of Missing Children 
KP  Parental Rights and Responsibilities 
LBD  Home Instruction 

  LEB   Advanced/Alternative Courses for Credit 
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STUDENT TRANSCRIPTS 
 

Generally 
 

Secondary school transcripts contain information as specified by the Virginia 
Board of Education. 
 
Test Record 
 
 The superintendent is responsible for establishing a procedure by which parents, 
guardians or others with legal control of a student can elect in writing to have the 
student’s test record excluded from the student transcript. The test record includes at 
least the highest score earned, if applicable, on college performance-related 
standardized tests such as SAT and ACT, excluding Standards of Learning (SOL) test 
scores. 
 
High School Credit-Bearing Courses Taken in Middle School 

 For any high school credit-bearing course taken in middle school, parents may 
request that grades be omitted from the student's transcript and the student not earn 
high school credit for the course. The superintendent specifies, by regulation, the 
deadline and procedure for making such a request. Notice of this provision is provided 
to parents. 
 
Adopted:  7/13/2021 
Reviewed/Revised: 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-16, 22.1-23.3, 22.1-

253.13:3. 
 
 8 VAC 20-131-90. 
 

8 VAC 20-160-30. 
 

 Cross Refs.:  JO   Student Records 
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ADMINISTRATION OF SURVEYS AND QUESTIONNAIRES 
 
I. Instructional Materials and Surveys 
 

A. Inspection of Instructional Materials 
 
All instructional materials, including teacher's manuals, films, tapes, or 

other supplementary material which will be used in connection with any survey, 
analysis, or evaluation as part of any federally funded program are available for 
inspection by the parents or guardians of the student in accordance with Policy 
KBA Requests for Public Records. 

 
B. Participation in Surveys and Evaluations 

 
No student is required, as part of any federally funded program, to submit 

to a survey, analysis, or evaluation that reveals information concerning 
(1) political affiliations or beliefs of the student or the student's parent, 
(2) mental or 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), without the prior consent of the student (if the student is an 
adult or emancipated minor), or in the case of an unemancipated minor, 
without the prior written consent of the parent. 

 
C. Surveys Requesting Sexual Information 

 
In any case in which a questionnaire or survey requesting that students provide 

sexual information, mental health information, medical information, information on 
student health risk behaviors pursuant to Va. Code § 32.1-73.8, other information on 
controlled substance use, or any other information that the School Board deems to be 
sensitive in nature is to be administered, the School Board notifies the parent 
concerning the administration of such questionnaire or survey in writing at least 30 days 
prior to its administration. The notice informs the parent of the nature and types of 
questions included in the questionnaire or survey, the purposes and age-
appropriateness of the questionnaire or survey, how information collected by the 
questionnaire or survey will be used, who will have access to such information, the 
steps that will be taken to protect student privacy, and whether and how any findings or 
results will be disclosed. In any case in which a questionnaire or survey is required by 
state law or is requested by a state agency, the relevant state agency shall provide the 
School Board with all information required to be included in the notice to parents. The 
parent has the right to review the questionnaire or survey in a manner mutually agreed  
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upon by the school and the parent and exempt the parent’s child from participating in 
the questionnaire or survey. Unless required by federal or state law or regulation, 
school personnel administering any such questionnaire or survey do not disclose 
personally identifiable information. 
 
 No questionnaire or survey requesting that students provide sexual information 
shall be administered to any student in kindergarten through grade six. 
 

D. Additional Protections  
 
In the event of the administration or distribution of a survey 

containing one or more of the subjects listed in subsection I.B. above, the 
privacy of students to whom the survey is administered is protected by 
redacting all personally identifiable information. 

 
II. Physical Examinations and Screenings 
 

If the Waynesboro School Division administers any physical examinations or 
screenings other than 

• those required by Virginia law, and 
• surveys administered to a student in accordance with the Individuals with 

Disabilities Education Act,  
policies regarding those examinations or screenings will be developed and adopted in 
consultation with parents. 
 
III. Commercial Use of Information 

 
Questionnaires and surveys are not administered to public school students 

during the regular school day or at school-sponsored events without written, informed 
parental consent when participation in such questionnaire or survey may subsequently 
result in the sale for commercial purposes of personal information regarding the 
individual student. 

 
This subsection does not apply to the collection, disclosure, or use of personal 

information collected from students for the exclusive purpose of developing, evaluating, 
or providing educational products or services for, or to, students or educational 
institutions, such as the following: 

• college or other postsecondary education recruitment, or military 
recruitment; 

• book clubs, magazines, and programs providing access to low-cost 
literary products; 

• curriculum and instructional materials used by elementary schools and 
secondary schools; 

tests and assessments used by elementary schools and secondary schools to provide 
cognitive, evaluative, diagnostic, clinical, aptitude, or achievement information about 
students (or to generate other statistically useful data for the purpose of securing such 
tests and assessments) and the subsequent 
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• analysis and public release of the aggregate data from such tests and 
assessments; 

• the sale by students of products or services to raise funds for school-related 
or education-related activities; and 

• student recognition programs. 
 

IV. Notification 
 
Notification of Policies 
 

The Board provides notice of this policy directly to parents of students annually at 
the beginning of the school year and within a reasonable period of time after any 
substantive change in the policy. The Board also offers an opportunity for the parent (or 
emancipated student) to opt the student out of participation in 

• 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); 

• the administration of any survey containing one or more items listed in  
subsection I.B. above; or 

• any nonemergency, invasive physical examination or screening that is 
• required as a condition of attendance; 
• administered by the school and scheduled by the school in advance; 

and 
• not necessary to protect the immediate health and safety of the 

student, or of other students. 
 
Notification of Specific Events 
 

The Board directly notifies the parent of a student, at least annually at the 
beginning of the school year, of the specific or approximate dates during the school year 
when the following activities are scheduled, or expected to be scheduled: 

• 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); 

• the administration of any survey containing one or more items listed in 
subsection I.B. above; or 

• any nonemergency, invasive physical examination or screening that is 
o required as a condition of attendance; 
o administered by the school and scheduled by the school in advance; 

and 
o not necessary to protect the immediate health and safety of the 

student, or of other students. 
 
 

V. Definitions 
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Instructional material: the term "instructional material" means instructional 
content that is provided to a student, regardless of its format, including printed or 
representational materials, audio-visual materials, and materials in electronic or digital 
formats (such as materials accessible through the Internet). The term does not include 
academic tests or academic assessments. 

 
Invasive physical examination: the term "invasive physical examination" means 

any medical examination that involves the exposure of private body parts, or any act 
during such examination that includes incision, insertion, or injection into the body, but 
does not include a hearing, vision, or scoliosis screening. 

 
Parent: the term "parent" includes a legal guardian or other person standing in 

loco parentis (such as a grandparent or stepparent with whom the child lives, or a 
person who is legally responsible for the welfare of the child). 

 
Personal information: the term "personal information" means individually 

identifiable information including 
• a student or parent's first and last name; 
• a home or other physical address (including street name and the name 

of the city or town); 
• a telephone number; or 
• a Social Security identification number. 

 
Survey: the term “survey” includes an evaluation. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Refs.: 20 U.S.C. § 1232h. 
 

Code of Virginia, 1950, as amended, § 22.1-79.3. 
 

Cross Refs.: INB  Teaching About Controversial Issues 
  JHDA   Human Research 
  KBA   Requests for Public Records 

KF   Distribution of Information/Materials 
 
 



File: JOD 
 

© 2/15 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

RELEASE OF STUDENT DATA/RECORDS 
 
 The parent/legal guardian of any student enrolled in Waynesboro School Division 
may authorize the release of their student’s data/records to any individual or Agency 
upon completion and execution of the Consent for Release of Student Data/Records 
form accompanying this policy. 
 
 This form may be used by Community Policy and Management Teams, and the 
Departments of Health, Social Services, Juvenile Justice, and Behavioral Health and 
Development Services.  See policy JOD-F for the Waynesboro Public Schools HIPPA 
Compliant Release of Information Form. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, §22.1-79.3. 
 
 
 



File:  JOD-F 
Waynesboro Public Schools 

HIPAA-Compliant Authorization for Exchange of Health and Education Information 

Student Name:_____________________________________________ Date of Birth:_________________ 
 
Waynesboro Public Schools has permission to exchange health and education information/records for the 
purpose listed below. 
 
From Where: Individual/Agency from which information may be obtained: 
Name:_______________________________________     Agency:________________________________ 
 
           _______________________________________                  ________________________________ 
 
To Whom:  Waynesboro Public School employee to whom information may be given: 
Name:_______________________________________            Title:_______________________________ 
           _______________________________________                   _______________________________ 

 

Description: 
The health information to be disclosed consists of: 
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________ 
 
The education information to be disclosed consists of: 
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________ 
 
Purpose: This information will be used for the following purpose: 
_____ Educational evaluation and program planning 
_____ Health assessment and planning for health care services and treatment in school 
_____ Medical evaluation and treatment 
_____Other:____________________________________________________________________________ 
______________________________________________________________________________________ 

 

Authorization 
This authorization is valid for one calendar year. It will expire on____________[insert date]. I understand that 
I 
May revoke this authorization at any time by submitting written notice of the withdrawal of my consent.  
I recognize that health records, once received by the school district, may not be protected by the Health 
Insurance Portability and Accountability Act of 1996 (HIPAA), but will become education records protected 
by the Family Education Rights and Privacy Act (FERPA). I also understand that if I refuse to sign, such 
refusal will not interfere with my child’s ability to obtain health care. 
 
Parents Signature:____________________________________________  Date:______________________ 
 
Student Signature:____________________________________________  Date:______________________  
*If a minor student is authorized to consent to health care without parental consent under federal or state 
law, only the student shall sign this authorization form. 

Copies: ____Parent or Student* 
             ____ Physician or other health care provider releasing the protected health information  
             ____ School official requesting/receiving the protected health information  

Escuelas Públicas de Waynesboro 
 Autorización para el intercambio de información de salud y educación conforme a la ley HIPAA   



  

Nombre del estudiante: ________________________________ Fecha de Nacimiento:_______________  
 Las Escuelas Públicas de Waynesboro tienen permiso de intercambiar información/ archivos de salud y 
educación para los propósitos aquí expuestos.  
  
Desde dónde: Individuo/ agencia de la cual la información puede ser obtenida:  
  
Nombre: ______________________________________  Agencia:_________________________________                                                                                                                                                                      
               ______________________________________                _________________________________ 
Hacia quién: Empleado de las escuelas públicas de Waynesboro a quien la información puede ser dada 
Nombre: ______________________________________         Título: _______________________________ 

 

Descripción:  
La información de salud a ser revelada consiste de: 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________  
  
La información de educación a ser revelada consiste de: 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________  
  
Propósito: Esta información será usada con el siguiente propósito:  
___ Evaluación educativa y planeación programática  
___ Evaluación de salud y planeación de servicios de cuidado de salud y tratamiento en la escuela  
___ Evaluación y tratamiento médico  
___ Otros: _____________________________________________________________________________  

 

Autorización  
Esta autorización es válida por un año. Expirará el día ___________ (Fecha). Entiendo que puedo revocar 
esta autorización en cualquier momento dando una notificación por escrito de mi deseo de retirar mi 
consentimiento. Reconozco que los archivos de salud una vez recibidos por el distrito escolar, podrían no 
ser protegidos por el acta de responsabilidad y portabilidad de seguridad de salud de 1996 (HIPAA), sino 
que se convertirán en archivos protegidos por los derechos de educación familiar y el acta de privacidad 
(FERPA). Entiendo que si me niego a firmar, dicha negación no interferirá con la capacidad de mi hijo o hija 
de recibir cuidado de salud.  
Firma del padre o madre:_____________________________________ Fecha: ______________________ 
Firma del estudiante*: _______________________________________  Fecha: ______________________   
*Si un estudiante mayor de edad está autorizado a dar su consentimiento a la atención de salud sin 
consentimiento de los padres bajo la ley federal o estatal, sólo el estudiante deberá firmar este formulario de 
autorización.  

Copias:  ___ Padre o estudiante*  
              ___ Médico u otro proveedor de atención médica compartiendo la información de salud protegida   
              ___ Oficial  escolar solicitando o recibiendo la información de salud protegida                                           
(Exchange of info)  
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ACCEPTANCE OF ELECTRONIC SIGNATURES AND RECORDS 
 
Policy Statement 
 
 Electronic or digital signatures can take many forms and can be created using 
many different types of technology. The authenticity and reliability of electronic 
signatures relating to transactions are dependent on the accompanying processes, 
supplemental records and the overall context in which records are created, transferred, 
and signed. The Waynesboro School Board adopts the following policy with respect to 
the use of electronic records and signatures in connection with its communications with 
parents, guardians, or other persons having control over a child enrolled in this division. 
 
Definitions 
 
“Attribution” – An electronic record or electronic signature is attributable to a person if it 
was the act of the person. The act of the person may be shown in any manner, 
including a showing of the efficacy of any security procedure applied to determine the 
person to which the electronic record or electronic signature was attributable. 
 
“Electronic Signature”- An electronic sound, symbol or process attached to or logically 
associated with a record and executed or adopted by a person with the intent to sign the 
record. 
 
“Electronic Record” – Any record created, generated, sent, communicated, received or 
stored by electronic means. 
 
Applicability 
 
 This policy applies to parents, guardians, and other persons having control or 
charge of a child enrolled in the division; and also to individuals affiliated with the 
division, whether paid or unpaid, including but not limited to teachers, administrators, 
staff, students, affiliates, and volunteers.  
 
Electronic Records 
 
 Electronic records created or received by the division shall be appropriately 
attributed to the individual(s) responsible for their creation and/or authorization or 
approval. The division shall utilize available technology to implement reliable methods 
for generating and managing electronic records. Any electronic record filed with or 
issued by the division may be given full force and effect of a paper communication if the 
following conditions are satisfied: 
 

1. The communication is an electronic filing or recording and the 
Waynesboro School Board agrees to accept or send such communication 
electronically; and 
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signature must conform to the requirements set forth in this policy 
governing the use of electronic signatures. 

 
Electronic Signatures 
 
 An electronic signature may be used if the law requires a signature unless there 
is a specific statute, regulation, or policy that requires records to be signed in non- 
electronic form. The issuance and/or acceptance of an electronic signature by the 
School Board may be permitted in accordance with the provisions of this policy and all 
applicable state and federal law. If permitted, such electronic signature shall have the 
full force and effect of a manual signature only if the electronic signature satisfies all of 
the following requirements: 
 

1. The electronic signature identifies the individual signing the document by 
the individual’s name and title; 
 
2. The identity of the individual signing with an electronic signature is capable 
of being validated through the use of an audit trail; 
 
3. The electronic signature and the document to which it is affixed cannot be 
altered once the electronic signature has been affixed; 
 
4. The electronic signature conforms to all other provisions of this policy. 

 
Acceptance, Use and Issuance of Electronic Records and Signatures 
 
 The School Board shall maintain an electronic recordkeeping system that can 
receive, store, and reproduce electronic records and signatures relating to 
communications and transactions in their original form. Such system should include 
security procedures whereby the School Board can (a) verify the attribution of a 
signature to a specific individual, (b) detect changes or errors in the information 
contained in a record submitted electronically, (c) protect and prevent access, alteration, 
manipulation or use by an unauthorized person, and (d) provide for nonrepudiation 
through strong and substantial evidence that will make it difficult for the signer to claim 
that the electronic representation is not valid. 
 
 The School Board shall ensure that all electronic records and signatures are 
capable of being accurately reproduced for later reference and retained until such time 
as all legally mandated retention requirements are satisfied. 
 
 The School Board shall maintain a secure hard copy log of the PIN/password or 
actual signature of any individual authorized to provide an electronic signature in 
connection with School Board business. 
 
 The School Board may receive and accept as original, electronic records and 
signatures so long as the communication, on its face, appears to be authentic. 
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Adopted:  11/9/2021 
Reviewed/Revised:  7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-79.3, 59.1-479 et seq. 
 
Cross Ref.: JO   Student Records  
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STUDENT PUBLICATIONS 
 

Definition of Official School Publications 
 

Official school publications such as newspapers, yearbooks, and literary 
magazines may be prepared in regularly scheduled classes and are components of the 
curriculum approved by the School Board. These publications are not intended to 
provide a public forum for students or the general public. With regard to these 
publications, the School Board is the publisher, the principal is the editor, the faculty 
sponsor is the co-editor, and students appointed by the co-editor may serve as assistant 
editors and journalists. 
 
Responsibilities of Student Editors and Journalists 
 

Student assistant editors and journalists are responsible for preparing and writing 
factual material that is not obscene, defamatory, or an invasion of privacy or that  

• is reasonably foreseeable to lead to the substantial disruption of school 
activities or to endanger the health or safety of students or staff;  

• advocates the commission of an unlawful act or the violation of a lawful 
school policy or regulation;  

• advertises or advocates illegal products or services; or  
• advocates prejudice, hatred, violence, or harassment. 

 
Responsibilities of Student Publications Faculty Co-Editor 
 

School publications faculty co-editors instruct students in the recognized 
practices and ethical considerations of journalism. Faculty members instruct students in 
appropriate journalistic techniques and consult with the principal regarding material that 
may violate the law or the recognized principles of journalism. Material that may be 
considered controversial by some members of the school community should be 
carefully considered by students and the faculty editor, and brought to the attention of 
the principal. 
 
Responsibilities of the School Principal 
 

The school principal is responsible for approving all publications in accordance 
with School Board policy and the principal’s judgment and discretion. 
 
Adopted:  7/10/2022 
Reviewed/Revised: 
 
Legal Refs Hazelwood School Dist. v. Kuhlmeier, 484 U.S. 261, 108 S. Ct. 562,  

98 L.Ed.2d 592 (1988).  
 

Cross Refs: AC  Nondiscrimination 
GB  Equal Employment Opportunity/Nondiscrimination 
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GBEC/JFCH/KGC Tobacco Products and Nicotine Vapor Products 
JB  Equal Educational Opportunities/Nondiscrimination 
JFC  Student Conduct 
JFC-R   Standards of Student Conduct 
JFHA/GBA  Prohibition Against Harassment and Retaliation 
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SCHOOL SERVICE PROVIDERS’ USE OF STUDENT PERSONAL INFORMATION 
 
Definitions 

For the purposes of this policy:  

"Elementary and secondary school purposes" means purposes that (i) customarily take 
place at the direction of an elementary or secondary school, elementary or secondary 
school teacher, or school division; (ii) aid in the administration of school activities, 
including instruction in the classroom or at home; administrative activities; and 
collaboration between students, school personnel or parents; or (iii) are otherwise for 
the use and benefit of an elementary or secondary school. 

"Machine-readable format" means a structured format that can automatically be read 
and processed by a computer such as comma-separated values (CSV), JavaScript 
Object Notation (JSON) or Extensible Markup Language (XML). "Machine-readable 
format" does not include portable document format (PDF). 

"Personal profile" does not include account information that is collected and retained by 
a school service provider and remains under control of a student, parent or elementary 
or secondary school. 

"School-affiliated entity" means any private entity that provides support to the school 
division or a public elementary or secondary school. "School-affiliated entity" includes 
alumni associations, booster clubs, parent-teacher associations, parent-teacher-student 
associations, parent-teacher organizations, public education foundations, public 
education funds and scholarship organizations. 

"School service" means a website, mobile application or online service that (i) is 
designed and marketed solely primarily for use in elementary or secondary schools; (ii) 
is used (a) at the direction of teachers or other employees at elementary or secondary 
schools or (b) by any school-affiliated entity; and (iii) collects and maintains, uses or 
shares student personal information. "School service" does not include a website, 
mobile application or online service that is (a) used for the purposes of college and 
career readiness assessment or (b) designed and marketed for use by individuals or 
entities generally, even if it is also marketed for use in elementary or secondary schools. 

"School service provider" means an entity that operates a school service pursuant to a 
contract with the school division.  

"Student personal information" means information collected through a school service 
that identifies a currently or formerly enrolled individual student or is linked to 
information that identifies a currently or formerly enrolled individual student.  

"Targeted advertising" means advertising that is presented to a student and selected on 
the basis of information obtained or inferred over time from such student's online 
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behavior, use of applications, or sharing of student personal information. "Targeted 
advertising" does not include advertising (i) that is presented to a student at an online 
location (a) on the basis of such student's online behavior, use of applications or sharing 
of student personal information during his current visit to that online location or (b) in 
response to that student's request for information or feedback and (ii) for which a 
student's online activities or requests are not retained over time for the purpose of 
subsequent advertising. 

Required Contract Terms 
 
The contract between a school service provider and the School Board shall require the 
school service provider  

• to provide clear and easy-to-understand information about the types of student 
personal information it collects through any school service and how it maintains, 
uses or shares such student personal information;  

• to maintain a policy for the privacy of student personal information for each 
school service and provide prominent notice before making material changes to 
its policy for the privacy of student personal information for the relevant school 
service;  

• to maintain a comprehensive information security program that is reasonably 
designed to protect the security, privacy, confidentiality and integrity of student 
personal information and makes use of appropriate administrative, technological 
and physical safeguards;  

• to facilitate access to and correction of student personal information by each 
student whose student personal information has been collected, maintained, 
used or shared by the school service provider, or by such student's parent, either 
directly or through the student's school or teacher;  

• to collect, maintain, use and share student personal information only with the 
consent of the student or, if the student is less than 18 years of age, his parent or 
for the purposes authorized in the contract between the School Board and the 
school service provider;  

• when it collects student personal information directly from the student, to obtain 
the consent of the student or, if the student is less than 18 years of age, his 
parent before using student personal information in a manner that is inconsistent 
with its policy for the privacy of student personal information for the relevant 
school service, and when it collects student personal information from an 
individual or entity other than the student, to obtain the consent of the school 
division before using student personal information in a manner that is 
inconsistent with its policy for the privacy of student personal information for the 
relevant school service;  

• to require any successor entity or third party with whom it contracts to abide by 
its policy for the privacy of student personal information and comprehensive 
information security program before accessing student personal information;  

• to require that, upon the request of the school or School Board, the school 
service provider will delete student personal information within a reasonable 
period of time after such request unless the student or, if the student is less than 
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18 years of age, his parent consents to the maintenance of the student personal 
information by the school service provider; and 

• to provide, either directly to the student or his parent or through the school, 
access to an electronic copy of such student's personal information in a manner 
consistent with the functionality of the school service. Contracts between local 
school boards and school service providers may require that such electronic 
copy be in a machine-readable format. 

The contract will also prohibit the school service provider from knowingly 
• using or sharing any student personal information for the purpose of targeted 

advertising to students;  
• using or sharing any student personal information to create a personal profile of a 

student other than for elementary and secondary school purposes authorized by 
the school division, with the consent of the student or, if the student is less than 
18 years of age, his parent, or as otherwise authorized in the contract between 
the school division and the school service provider; or  

• selling student personal information except to the extent that such student 
personal information is sold to or acquired by a successor entity that purchases, 
merges with or otherwise acquires the school service provider. 

Nothing in this policy shall be construed to prohibit school service providers from  
• using student personal information for purposes of adaptive learning, 

personalized learning or customized education;  
• using student personal information for maintaining, developing, supporting, 

improving or diagnosing the school service; 
• providing recommendations for employment, school, educational or other 

learning purposes within a school service when such recommendation is not 
determined in whole or in part by payment or other consideration from a third 
party; 

• disclosing student personal information to (i) ensure legal or regulatory 
compliance, (ii) protect against liability or (iii) protect the security or integrity of its 
school service; or 

• disclosing student personal information pursuant to a contract with a service 
provider, provided that the school service provider (i) contractually prohibits the 
service provider from using any student personal information for any purpose 
other than providing the contracted service to or on behalf of the school service 
provider, (ii) contractually prohibits the service provider from disclosing any 
student personal information provided by the school service provider to any third 
party unless such disclosure is permitted by Va. Code § 22.1-289.01(B)(7)  and 
(iii) requires the service provider to comply with the requirements set forth Va. 
Code § 22.1-289.01(B) and the prohibitions set forth in Va. Code § 22.1-
289.01(C). 
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Nothing in this policy shall be construed to:  
• impose a duty upon a provider of an electronic store, gateway, marketplace, 

forum or means for purchasing or downloading software or applications to review 
or enforce compliance with this policy with regard to any school service provider 
whose school service is available for purchase or download on such electronic 
store, gateway, marketplace, forum or means;  

• impose liability on an interactive computer service, as that term is defined in 47 
U.S.C. § 230(f), for content provided by another individual; or 

• prohibit any student from downloading, exporting, transferring, saving or 
maintaining his personal information, data or documents.  

Adopted:  10/11/2016 
Reviewed/Revised:  7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-289.01. 
 
Cross Refs.:  ET   Educational Technology Foundation and Public 
     School Foundations 

 JO  Student Records 
   KMA  Relations with Parent Organizations 
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GOALS FOR SCHOOL-COMMUNITY RELATIONS  
 

The School Board recognizes that good school-community relations are essential 
to securing public input and public support for educational programs. The School Board 
sets goals and standards for school-community relations and regularly evaluates its 
relationship with the public. The School Board also regularly evaluates its programs for 
maintaining open channels of communication and good relations with parents, 
community organizations, other governmental organizations, non-profit organizations, 
businesses and industries and the community at large. 

 
Through its school-community relations program, the Board encourages the 

community to 
• take an active interest in the schools and participate in school activities, 
• place a high priority on education and make funds available for an 

educational system that supports learning for all children, and 
• establish partnerships with the schools to enhance learning opportunities.  

 
Adopted:  12/13/1994 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-253.13:7.C.4. 
 
Cross Refs : AF  Comprehensive Plan 
 KBC  Media Relations 
 KB  Public Information Program 
 KF  Distribution of Information/Materials 
 KG  Community Use of School Facilities 
 KMA  Relations with Parent Organizations 
 KNAJ  Relations with Law Enforcement Authorities 
 KQ  Commercial, Promotional, and Corporate 

 Sponsorships and Partnerships  
 IGBC  Parent and Family Engagement 
 



File:  KB 
 

© 5/19 VSBA WAYNESBORO PUBLIC SCHOOLS 
 

PUBLIC INFORMATION PROGRAM 
 

 The Waynesboro School Board recognizes the importance of providing 
information regarding the school division to the community. The Board will utilize all 
appropriate means and media in order to 

• explain the programs, achievements, and needs of the school division; 
• keep students, parents/guardians, and staff members fully informed about 

Board policies and procedures as well as their own rights and responsibilities; 
• communicate factual information regarding the school division: and 
• involve students, parents/guardians, and the community in discussions 

regarding education programs, student activities, and Board policy. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78.  
 
Cross Refs.: KA   Goals for School Community Relations 
  KBA   Requests for Public Records 

KBC   Media Relations 
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REQUESTS FOR PUBLIC RECORDS 
 

The Waynesboro School Board complies with the Virginia Freedom of 
Information Act (FOIA). Except as otherwise specifically provided by law, all public 
records are open to citizens of the Commonwealth, representatives of newspapers and 
magazines with circulation in the Commonwealth and representatives of radio and 
television stations broadcasting in or into the Commonwealth during the regular office 
hours of the custodian of such records. All requests for information are processed in 
accordance with KBA-R Requests for Public Records. 

 
Officers, employees, and members of the School Board who fail to provide public 

records as required by FOIA because they altered or destroyed the requested records 
with the intent to avoid the provisions of FOIA are subject to penalties in their individual 
capacity of up to $100 per record altered or destroyed. 

 
The names and contact information for the persons the Waynesboro School 

Board has designated as its Freedom of Information Act (FOIA) Officer(s) is listed in 
regulation KBA-R Requests for Public Records and posted at the School Board office 
and on the division’s website. The FOIA Officers serve as a point of contact for 
members of the public in requesting public records and coordinates the School Board’s 
compliance with FOIA. The FOIA officers receive training at least once during each 
consecutive period of two calendar years beginning on the date on which the FOIA 
Officer last completed a training session by the School Board’s legal counsel or the 
Virginia Freedom of Information Advisory Council.  
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Ref.:   Code of Virginia, 1950, as amended, §§ 2.2-3704, 2.2-3704.2, 2.2-3714. 
 
Cross Ref.: KBA-E Rights and Responsibilities 

KBA-R Requests for Public Records 
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Rights & Responsibilities 
The Rights of Requestors and the Responsibilities of Waynesboro Public Schools 

 under the Virginia Freedom of Information Act 

The Virginia Freedom of Information Act (FOIA), located at § 2.2-3700 et seq. of the  
Code of Virginia, guarantees citizens of the Commonwealth and representatives of the 
media access to public records held by public bodies, public officials and public 
employees. 

A public record is any writing or recording – regardless of whether it is a paper record, 
an electronic file, an audio or video recording or record in any other format – that is 
prepared or owned by, or in the possession of a public body or its officers, employees or 
agents in the transaction of public business. All public records are presumed to be open 
to the public and may only be withheld if a specific statutory exemption applies. 

The policy of FOIA is to promote an increased awareness by all persons of 
governmental activities. In furthering this policy, FOIA requires that the law be 
interpreted liberally, in favor of access, and that any exemption allowing public records 
to be withheld must be interpreted narrowly. 

FOIA Rights: 

• Citizens of the Commonwealth and representatives of the media have the right to 
request to inspect or receive copies of public records, or both. 

• Citizens of the Commonwealth and representatives of the media have the right to 
request that any charges for the requested records be estimated in advance. 

• If a citizen of the Commonwealth or representative of the media believes that 
their FOIA rights have been violated, the citizen or media representative may file 
a petition in district or circuit court to compel compliance with FOIA. Alternatively, 
they may contact the FOIA Council for a nonbinding advisory opinion. 

Making a Request for Records from Waynesboro Public Schools: 

• Records may be requested by U.S. mail, fax, e-mail, in person or over the phone. 
FOIA does not require that a request be in writing, nor that it specifically state 
that records are being requested under FOIA. 

• As a practical matter, it may be helpful to both the requestor and the person 
receiving the request to put the request in writing. This creates a record of the 
request. It also gives us a clear statement of what records are requested, so that 
there is no misunderstanding over a verbal request. However, we cannot refuse 
to respond to a FOIA request if it is not put in writing. 

• A request must identify the records sought with “reasonable specificity.” This is a 
common-sense standard. It does not refer to or limit the volume or number of 
records requested; instead, it requires the requestor to be specific enough so that 
we can identify and locate the records that are requested. 
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• A request must ask for existing records or documents. FOIA creates a right to 
inspect or copy records; it does not apply to general questions about the work of 
Waynesboro Public Schools, nor does it require Waynesboro Public Schools to 
create a record that does not exist. 

• A requestor may choose to receive electronic records in any format used by 
Waynesboro Public Schools in the regular course of business. For example, if 
requested records are maintained in an Excel file, the requestor you may elect to 
receive those records electronically, via e-mail or on a computer disk or to 
receive a printed copy of those records. 

• If we have questions about a request, please cooperate with staff’s efforts to 
clarify the type of records sought, or to attempt to reach a reasonable agreement 
about a response to a large request. Making a FOIA request is not an adversarial 
process, but we may need to discuss a request to ensure that we understand 
what records are being sought. 

To request records from Waynesboro Public Schools, direct your request to 
Waynesboro Public Schools’ designated Freedom of Information Act Officer (FOIA 
Officer) who is responsible for serving as a point of contact for members of the public 
who wish to request public records. The Waynesboro Public Schools FOIA Officer is 
the: 

Clerk of the Waynesboro School Board and Division Superintendent 

Phone:  540-946-4600 Fax:  540-946-4608 

In addition, the FOIA Advisory Council is available to answer questions about FOIA. The 
Council may be contacted by e-mail at foiacouncil@dls.virginia.gov or by phone at (804) 
698-1810 or 1-866-448-4100. 

Waynesboro Public Schools’ Responsibilities in Responding to Your Request: 

Waynesboro Public Schools must respond to a request within five working days of 
receiving it. “Day One” is considered the day after the request is received. The 5-day 
period does not include weekends or holidays. 

The reason behind a request for public records from Waynesboro Public Schools is 
irrelevant and a requestor does not have to state why they want the records before we 
respond to the request. FOIA does, however, allow Waynesboro Public Schools to 
require a requestor to provide their name and legal address. 

FOIA requires that Waynesboro Public Schools make one of the following responses to 
a request within the 5-day time period: 

1. We provide the records requested in their entirety. 
2. We withhold all of the records requested, because all of the records are subject 

to a specific statutory exemption or exemptions. If all of the records are being 
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withheld, we must send a response in writing. That writing must identify the 
volume and subject matter of the records withheld and state the specific 
section(s) of the Code of Virginia that allows us to withhold the records. 

3. We provide some of the records requested, but withhold other records. We 
cannot withhold an entire record if only a portion of it is subject to an exemption. 
In that instance, we may redact the portion of the record that may be withheld, 
and must provide the remainder of the record. We must provide the requestor a 
written response stating the specific section(s) of the Code of Virginia that allows 
portions of the requested records to be withheld. 

4. We inform the requestor in writing that the requested records cannot be found or 
do not exist (we do not have the records requested). However, if we know that 
another public body has the requested records, we must include contact 
information for the other public body in our response. 

5. If it is practically impossible for Waynesboro Public Schools to respond to the 
request within the 5-day period, we must state this in writing, explaining the 
conditions that make the response impossible. This will allow us 7 additional 
working days to respond to the request, giving us a total of 12 working days to 
respond to the request. 

If a request is made for a very large number of records and we feel that we cannot 
provide the records within 12 working days without disrupting our other organizational 
responsibilities, we may petition the court for additional time to respond to the request. 
However, FOIA requires that we make a reasonable effort to reach an agreement with 
the requestor concerning the production of the records before we go to court to ask for 
more time. 

Costs 

Except with regard to scholastic records requested pursuant to subdivision A 1 of Va. 
Code § 2.2-3705.4 that must be made available for inspection pursuant to the Family 
Educational Rights and Privacy Act (20 U.S.C. § 1232g) and such requests for 
scholastic records by a parent or legal guardian of a minor student or by a student who 
is 18 years of age or older, Waynesboro Public Schools may make reasonable charges 
not to exceed its actual cost incurred in accessing, duplicating, supplying or searching 
for the requested records. records and makes all reasonable efforts to supply the 
requested records at the lowest possible cost. Waynesboro Public Schools does not 
impose any extraneous, intermediary or surplus fees or expenses to recoup the general 
costs associated with creating or maintaining records or transacting the general 
business of the schools. Any duplicating fee charged by Waynesboro Public Schools 
will not exceed the actual cost of duplication. Prior to conducting a search for records, 
Waynesboro Public Schools notifies the requestor in writing that it may make 
reasonable charges not to exceed its actual cost incurred in accessing, duplicating, 
supplying, or searching for requested records and inquires of the requestor whether the 
requestor would like to request a cost estimate in advance of the supplying of the 
requested records as set forth in Va. Code § 2.2-3704.F. A requestor may request that 
Waynesboro Public Schools estimate in advance the charges for supplying the records 
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requested. This will allow the requestor to know about any costs upfront, or give the 
requestor the opportunity to modify the request in an attempt to lower the estimated 
costs. 

The requestor may have to pay for the records requested from the Waynesboro Public 
Schools. FOIA allows us to charge for the actual costs of responding to FOIA requests. 
This includes items like staff time spent searching for the requested records, copying 
costs or any other costs directly related to supplying the requested records. It does not 
include general overhead costs. Any costs incurred by the Waynesboro Public Schools 
in estimating the cost of supplying the requested records will be applied toward the 
overall charges to be paid by the requestor for the supplying of such requested records. 

If we estimate that it will cost more than $200 to respond to a request, we may require 
the requestor to pay a deposit, not to exceed the amount of the estimate, before 
proceeding with the request. The five days that we have to respond to the request does 
not include the time between when we ask for a deposit and when the requestor 
responds. 

If a requestor owes us money from a previous FOIA request that has remained unpaid 
for more than 30 days, Waynesboro Public Schools may require payment of the past-
due bill before it will respond to a new FOIA request. 

Types of Records: 

The following is a general description of the types of records held by Waynesboro 
Public Schools: 

• Personnel records concerning employees and officials of Waynesboro Public 
Schools 

• Scholastic records  
• Business and finance records 
• Operational records involving support departments such as Technology, 

Transportation, Facilities, Food Services, etc. 
• Agendas, minutes and other records of the meetings of the School Board and 

committees appointed by the School Board (which are also available on the 
Waynesboro Public Schools website at www.waynesboro.k12.va.us. 

• Records of contracts to which Waynesboro Public Schools is a party 

Commonly Used Exemptions 

The Code of Virginia allows any public body to withhold certain records from public 
disclosure. Waynesboro Public Schools commonly withholds records subject to the 
following exemptions: 

• Personnel records (§ 2.2-3705.1 (1) of the Code of Virginia) 
• Records subject to attorney-client privilege (§ 2.2-3705.1 (2)) or attorney work 

product (§ 2.2-3705.1 (3)) 
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• Vendor proprietary information (§ 2.2-3705.1 (6)) 
• Records relating to the negotiation and award of a contract, prior to a contract 

being awarded (§ 2.2-3705.1 (12)) 
• Records related to critical incident response (§ 2.2-3705.2 (14)) 
• Scholastic records (§ 2.2-3705.4(1) and 20 U.S.C. § 1232g) 

Policy Regarding the Use of Exemptions: 
 
The general policy of Waynesboro Public Schools is to invoke the personnel records 
exemption in those instances where it applies in order to protect the privacy of 
employees and officials of Waynesboro Public Schools. 
 
The general policy of Waynesboro Public Schools is to invoke the contract negotiations 
exemption whenever it applies in order to protect Waynesboro Public Schools 
bargaining position and negotiating strategy. 
 
The general policy of Waynesboro Public Schools is to invoke the scholastic records 
exemption in those instances where it applies in order to protect the privacy of students 
and comply with other state and federal laws governing the privacy of student records. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
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REQUEST FOR PUBLIC RECORDS 
 

Name    
STAFF USE ONLY 

Date Request Received:   
 
Request was made (check one) 
 by requester on this form 
 by telephone 
 in writing other than on form 

(attach original request) 
Date Response Sent:     

(attach copy) 
 Identification Verified 

Type:   
Number:     

 Itemized Cost Estimate Attached 

Address    
 

 

 
 

E-mail address   

Phone   

I am a (check one): 
 Citizen of the Commonwealth of Virginia 
 Member of the Press referenced in Va. Code 

§2.2-3704 
News Organization   

 

Requesters may be asked to provide 
verification that they are citizens of the 
Commonwealth or a member of the press 
referenced in Va. Code § 2.2-3704. 

I am requesting access to the following records (please be as specific as possible, and attach 
additional paper if necessary):_____________________________________________ 
 
 Reasonable costs may be assessed in connection with this request. A current schedule of 
costs appears in Regulation KBA-R Requests for Public Records. If the costs associated with this 
request are expected to exceed $200, the requestor will be asked to pay the estimated costs before 
the request is processed. 
  
 In addition, the requestor may ask for an advance determination of the cost of the request. 
Please indicate here if you would like an advance determination of cost.  
Yes ___ No ___ 
 
 If you are requesting copies, please specify the format in which you would like to receive 
them. WAYNESBORO school division will provide the record(s) in the requested format if that 
medium is used by it in the regular course of its business.  
 

Specify format desired (if available): 
 

 Photocopies  E-mail (give address):    

 Website posting  Other (please specify):    
 
 

Signature Date 
 

 
RETURN COMPLETED FORM TO: 
WAYNESBORO PUBLIC SCHOOLS  

301 Pine Avenue 
Waynesboro, VA 22980 
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RECORD OF INSPECTION and/or 
DELIVERY OF COPIES 

 

Inspection of Public Records 

Date 
 

Time In 
 

Time Out 
 

 

Person Inspecting Records 
  

 Name  Signature 
   

Staff Person in Attendance 
  

 Name  Signature 
   
Records Reviewed (describe) 
 
 

 
 
Copies of Public Records 

 
Record No. 

Pages 
Delivery Method 

(mail, e-mail, 
etc.) 

 
 

Date of 
Delivery 

Cost (if any) Date and 
Method of 
Payment 

 
 
Staff Person 
Providing Copies 

 
________________________ 

 
_________________________ 

 Name Signature 
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REQUESTS FOR PUBLIC RECORDS 
 

The Waynesboro School Board is committed to full compliance with the Virginia 
Freedom of Information Act (FOIA) and processes all requests for public records in 
accordance with the following procedures. 

 
The Clerk of the School Board and Division Superintendent are Waynesboro 

School Board’s FOIA Officers. The FOIA Officers serve as a point of contact for 
members of the public in requesting public records and coordinates the school board’s 
compliance with FOIA. The FOIA Officers may be reached at 540-946-4600 or 540-946-
4608 (fax). 

 
Access to Records 

 
1. When practicable, the following records are available on request at the central office:  

School Board Minutes    Employment Vacancies  Curriculum Guides 
School Board Policies   Job Descriptions   Salary Schedules 
Standards of Learning Objectives Fiscal Year Budget   Program of Studies 
Division Parent/Student Handbook  

2. Unless otherwise specified by the FOIA Officer, inspection of records takes place at 
the central office of Waynesboro School Board during its regular office hours and 
records are not removed from that site. Copies may be requested in lieu of or at the 
time of inspection, subject to the charges listed below. Nonexempt records 
maintained in an electronic database are produced in any tangible medium or format 
identified by the requester that is regularly used in the ordinary course of business 
by Waynesboro School Board, including posting the records on a website or 
delivering the records through an electronic mail address provided by the requester. 

3. Requesters must provide their legal name and address and verification that the 
requester is a citizen of the Commonwealth, a representative of a newspaper or 
magazine with circulation in the Commonwealth, or a representative of a radio or 
television station broadcasting in or into the Commonwealth. 

5. The FOIA Officer or designee is present during inspection or copying of records. A 
record of each inspection is made, using form KBA-F2 Record of Inspection and/or 
Delivery of Copies. 

 
Request Procedures 
 
1. Requests for access to records shall be made with reasonable specificity. 
2. Requests shall be directed to the Waynesboro Public Schools FOIA Officer at:  

Waynesboro Public Schools Central Office, 301 Pine Avenue, Waynesboro, VA 
22980.  The phone number is (540) 946-4600 and the fax number is (540) 946-4608.  
Requesters should make their requests using Form KBA-F1 Request for Public 
Records. Requests received via telephone are transcribed onto Form KBA-F1 
Request for Public Records by school board staff. Written requests other than on 
Form KBA-F1 Request for Public Records are appended to a copy of the form by 
staff, who fill out as much of the form as possible. 
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3. School board staff provide Form KBA-F1 Request for Public Records and a copy of 

this regulation upon request to any person interested in obtaining access to records, 
and shall instruct the requester to direct the request to the FOIA Officer. Telephone 
inquiries are redirected to the FOIA Officer. Any written requests received by 
building personnel are immediately forwarded to the FOIA Officer with a notation 
indicating the date and time the request was received.  

 
Responding to Requests 
 
1. Prior to conducting a search for records, Waynesboro Public Schools notifies the 

requestor in writing that it may make reasonable charges not to exceed its actual 
cost incurred in accessing, duplicating, supplying, or searching for requested 
records and inquires of the requestor whether the requestor would like to request a 
cost estimate in advance of the supplying of the requested records as set forth in 
Va. Code § 2.2-3704.F. A requestor may request that Waynesboro Public Schools 
estimate in advance the charges for supplying the records requested. This will allow 
the requestor to know about any costs upfront, or give the requestor the opportunity 
to modify the request in an attempt to lower the estimated costs. Any costs incurred 
in estimating the cost of supplying the requested records will be applied toward the 
overall charges to be paid by the requester for the supplying of such requested 
records. 

2. Promptly, but in all cases within five working days of receiving the request, the 
school division provides the requested records to the requester or makes one of the 
following responses in writing: 
(a) The requested records are being entirely withheld. The response will identify 

with reasonable particularity the volume and subject matter of the withheld 
records, and, with respect to each category of withheld records, cite the 
specific Virginia Code section(s) or other law that authorizes the withholding 
of the records. 

(b) The requested records are being provided in part and are being withheld in 
part. The response will identify with reasonable particularity the subject matter 
of the withheld portions and cite, with respect to each category of withheld 
records, the specific Virginia Code section(s) or other law which authorizes 
the withholding of the records.  

(c) The requested records could not be found or do not exist. If the school 
division knows that another public body has the requested records, the 
response includes contact information for the other public body. 

(d) It is not practically possible to provide the records or to determine whether 
they are available within the five-day period. Such response specifies the 
conditions which make a response impossible. If the response is made within 
five working days, one of the preceding responses is provided within an 
additional seven-day period. 
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No public record is withheld in its entirety on the grounds that some portion of the 
public record is excluded from disclosure by law. A public record may be withheld 
from disclosure in its entirety only to the extent that an exclusion from disclosure 
applies to the entire content of the public record. Otherwise, only those portions of 
the public record containing information subject to an exclusion may be withheld, 
and all portions of the public record that are not so excluded are disclosed. 
 
The school division may petition the appropriate court for additional time to respond 
to a request for records when the request is for an extraordinary volume of records 
or requires an extraordinarily lengthy search and a response within the time outlined 
above will prevent the school division from meeting its operational responsibilities. 
Before proceeding with the petition, the school division will make reasonable efforts 
to reach an agreement with the requester concerning the production of the records 
requested.  

3. The five-day period begins on the first working day following the day the request is 
received by the school division. Any time that elapses between the time the 
requester is notified of an advance cost determination pursuant to the procedures 
detailed below and the time that the requester responds to that notice is not counted 
in calculating the five working days.  

 
Processing of Requests 
 
1. The FOIA Officer, after receiving a request, promptly makes an initial determination 

as to whether the requested records will be provided to the requester, will be 
withheld, either completely or in part, or if it is practically impossible to provide the 
requested records or to determine whether they are available within five days. 

2. If the FOIA Officer is unsure whether the requested documents should be provided 
to the requester, legal advice is promptly sought.  

3. If the FOIA Officer is uncertain whether the requested records exist or where they 
may be located, efforts are promptly initiated to locate the records or determine 
whether they exist. 

4. If the requested records will be made available either in whole or in part, the FOIA 
Officer promptly consults with School Board staff to determine the cost involved to 
assemble the records for inspection and copying. Where portions of individual 
records must be redacted prior to inspection and copying, the cost of doing this is 
taken into account. The following costs are charged at the rates indicated, not to 
exceed actual cost: 

• Staff member search time, charged by the quarter hour. Depending on the 
staff members involved in the search, rates of $4.00 to $6.00 per quarter hour 
may apply. 

• Computer search time, charged at the rate of $15.00 per quarter hour. 
• Computer printouts, charged at the rate of $.25 cents per page. 
• Photocopies (including those necessary to perform redactions), charged at 

the rate of $.20 cents per page. 
• Incidental out-of-pocket costs necessary to assemble the records (for 

example: phone, postage, or courier charges).Incidental out-of-pocket costs 
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necessary to assemble the records (for example: phone, postage, or courier 
charges). 

5. If the requester has asked for an advance determination of the cost, or if the cost is 
expected to exceed $200, the requester shall be notified in advance of the cost 
associated with the request. If the cost of the request is determined to exceed $200, 
the School Board may, before continuing to process the request, require the 
requester to agree to payment of a deposit not to exceed the amount of the advance 
determination. The deposit shall be credited toward the final cost of supplying the 
requested records. No further action shall be taken until the requester responds, and 
the requester must agree to pay the estimated amount before any further processing 
of the request is performed. 

6. Before processing a request for records, the FOIA Officer may require the requester 
to pay any amounts owed to the school board for previous requests for records that 
remain unpaid 30 days or more after billing. 

7. If school division records have been transferred to any entity, including any other 
public body, for storage, maintenance or archiving, the school division remains the 
custodian of the records for purposes of responding to requests and is responsible 
for retrieving and supplying the records to the requester. 

8. Any records to be disclosed are assembled for inspection and copying by school 
board staff, under the direction and supervision of the FOIA Officer.  

9. School board staff are responsible for recording the date the request was received, 
verifying identification and recording and assembling additional information about the 
request as indicated on Form KBA-F1 Request for Public Records. 

 
Adopted: 7/12/0222 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 2.2-3704, 2.2-3704.01, 2.2-

3704.1, 2.2-3704.2. 
 
Cross Ref.: KBA  Requests for Public Records 
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MEDIA RELATIONS 
 

Media releases by the schools are encouraged as a means of informing the 
public of programs, activities, and accomplishments. Staff members are encouraged to 
participate in activities that inform the public about school programs and activities. 

 
News and information concerning personnel and students is released only with 

the approval of the principal and in accordance with state and federal laws regarding 
confidentiality. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-287, 22.1-287.1. 
 
Cross Ref.: JO  Student Records 
 KA  Goals for School-Community Relations 
 KB  Public Information Program 
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INTERNET PRIVACY 
 
The Waynesboro School Board is committed to complying with the Government 

Data Collection and Dissemination Practices Act and the Virginia Freedom of 
Information Act. The Waynesboro School Board does not collect unnecessary personal 
information by means of its website, and collects only appropriate personal information 
to the extent necessary to serve its constituents and the community.  

 
 The Waynesboro School Board collects the information through its website via 
links that redirect the individual to employment applications, procurement procedures, 
surveys, sign-ups, and student registration processes.  
 
 Information is not collected automatically by accessing the website. 
 

Our website does not place any "cookies" on your computer. 
 
 The Superintendent is responsible for creating and updating, as necessary, an 
internet privacy policy statement. The statement is available of the division’s website in 
a conspicuous manner. 
 
Adopted:  12/13/1994 
Reviewed/Revised: 7/12/2022 
 
Legal Refs: Code of Virginia, 1950, as amended, § 2.2-3803. 
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COMMUNITY INVOLVEMENT IN DECISION MAKING 

The Waynesboro School Board calls meetings of the people of the school 
division for consultation in regard to school interests thereof when it deems such 
meetings to be necessary. 

The Board may appoint a committee of not less than three nor more than seven 
members for each public school in the school division. The committee's duty will be to 
advise the members of the School Board with reference to matters pertaining to the 
school and to cooperate with the School Board in the care of the school property and in 
the successful operation of the school. Such committees serve without compensation.  

Adopted: 7/12/2022 
Reviewed/Revised:   
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-86, 22.1-253.13:7. 
 
Cross Ref.: AF   Comprehensive Plan 
  BCF   Advisory Committees to the School Board 
  BDDH/KD  Public Participation at Board Meetings 
  CA   Administration Goals 
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PUBLIC PARTICIPATION AT SCHOOL BOARD MEETINGS 
 

 
Members of the community are invited and encouraged to attend meetings of the 

Waynesboro School Board to observe its deliberations. Any member of the community 
may address the School Board on matters related to the Waynesboro public schools at 
any regular meeting on the second Tuesday of each month at 7pm. Persons wishing to 
address the School Board are requested to contact the superintendent, the School 
Board chair or their designee for placement on the agenda.  

 
The chair is responsible for the orderly conduct of the meeting and rules on such 

matters as the appropriateness of the subject being presented and length of time for 
such presentation. Upon recognition by the chair, the speaker shall address the chair  
and if, at the conclusion of the speaker’s remarks, any member of the School Board 
desires further information, the member addresses the speaker only with the permission 
of the chair. No one is allowed to make additional presentations until everyone who 
wishes to speak has an opportunity to make an initial presentation.  

 
Adopted:  12/13/1994 
Reviewed/Revised:  10/11/2016, 5/11/2021, 2/8/2022, 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-253.13:7. 
 
Cross Ref.: BDDE   Rules of Order 
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DISTRIBUTION OF INFORMATION/MATERIALS 

The Waynesboro School Board seeks to minimize intrusions on the time of students 
and employees by communications from sources other than the school division. 
Approval must be obtained from the superintendent, or superintendent’s designee, 
before any materials may be distributed or made available at the request of non-school 
organizations. Approval will be granted only for materials from governmental 
organizations and nonprofit community organizations regarding activities related to the 
educational mission of the Waynesboro School Division.  
 
Approval will not be given for materials which  

• are likely to cause substantial disruption of, or a material interference with, 
school activities;  

• endorse or encourage the use of alcohol, tobacco products, nicotine vapor 
products, or any illegal substance or action; 

• endorse or encourage any violation of the Standards of Student Conduct 
(see Policy JFC-R); or  

• are obscene, pornographic, or defamatory.   
 

Materials from nonprofit community organizations approved for distribution must clearly 
indicate their source and must include the following statement: “These materials and the 
activity described herein, are not sponsored or endorsed by the Waynesboro School 
Board.”  
 

The superintendent, by regulation, will establish the time, place, and manner of 
distribution of approved materials. No distribution will be permitted during class time.   
 
Political Communications 

Students shall not be required to convey or deliver any material that advocates 
(1) the election or defeat of any candidate; (2) the passage or defeat of any referendum 
question or (3) the passage or defeat of any matter pending before a local school board, 
local governing body, the General Assembly or Congress  

 
This Policy shall not be construed to prohibit the discussion or use of political or issue-
oriented materials as part of classroom discussions or projects. 
 
Adopted:  4/11/1996 
Reviewed/Revised:  8/9/2016, 7/12/2022 
 
Legal Refs.: U. S. Constitution amend. I. 

Child Evangelism Fellowship of Maryland, Inc. v. Montgomery County 
Public Schools, 457 F.3d 376 (4th Cir. 2006) 
 
Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78, 22.1-79.3, 22.1-
79.5, 22.1-131, 22.1-279.6 and 22.1-293. 

Acts 2016, c. 647. 
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Cross Refs.: JFC-R  Standards of Student Conduct 

JOB  Administration of Surveys and Questionnaires 
KG  Community Use of School Facilities 
KQ Commercial, Promotional, and Corporate Sponsorships and 

Partnerships 
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DISTRIBUTION OF NON-SCHOOL MATERIALS 
 
In order to focus school operations and functions on the instruction and curricular 
mission of Waynesboro Public Schools; to ensure materials distributed and/or posted in 
and through the schools are age-appropriate, support or enhance school programming 
and/or present external educational, recreational, cultural or enrichment information and 
opportunities for students and/or their parents; to minimize intrusions on the time of 
students and employees and the administrative burden associated with distribution or 
posting of non-school materials; to maintain order and decorum in the school 
environment; and to prevent disruptions or distractions from the educational mission of 
the schools, distribution and posting of non-school material to students and/or staff on 
school property shall be permitted only in accordance with the following procedures. 
 
I. Applicability 
 
This regulation shall apply to dissemination of more than one (1) copy of non-school 
material or posting of one or more non-school materials on school property by any 
person or entity. 
 
II. Definitions 
“Defamatory” means the material includes unprivileged statements that are inaccurate 
or false and would injure the person who is the subject of the statement by damaging 
his or her reputation; by causing personal humiliation, mental anguish or other suffering; 
or by causing other injuries. 
 
“Distribution” means dissemination of more than one (1) copy of non-school material on 
school property or through school distribution systems. 
 
“Instructional day” means, during any day that students are in attendance, all periods 
between the bell that signals the start of the school day and the final bell that signals 
dismissal of students during which instruction is occurring or students are expected to 
be in class or otherwise engaged in instructional activities. 
 
“Non-school materials” means any tangible document, written literature, announcement, 
poster, handbill, flyer, leaflet, bulletin, drawing, symbol or any similar item that has not 
been properly approved and authorized in advance for use in the school as part of 
curricular or school-sponsored programs or activities, whether or not purchased with 
school funds. 
 
“Obscene” means that which, when considered as a whole, has as a theme or purpose 
an appeal to the prurient interest in sex; or depicts or describes nudity, sexual conduct 
(including but not limited to acts of masturbation and intercourse), sexual excitement or 
excretory functions. 
 
“Posting” shall mean affixing one or more copies of non-school material on any surface 
in or on school property; displaying one or more copies of non-school material on school  
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property; or depositing any non-school material in any classrooms, offices, notebooks or 
other spaces that are open/available for observation or viewing by students.  
 
“Profane” includes swearing, curse words or derogatory terms or references. 
 
“Substantial disruption of or material interference with school activities” includes but is 
not limited to the creation of an environment in which there is a significant likelihood of 
harm to persons and/or property; the prevention of the normal and routine conduct of 
classes and other school activities; the interference with educational programming or 
processes; the obstruction of or interference with the flow of pedestrians or other traffic 
on or around school property; and the interference with other students’ or employees’ 
rights. 
 
“Working days” shall mean all days that the relevant/affected school office is open. 
 
III. Procedures 

 
a. Review by Principal 

 
i. Purpose:  The purpose of review by the principal is to apprise the 

principal of all non-school materials that are distributed or posted on 
school property, to ensure that non-school materials distributed or 
posted at schools are age-appropriate and consistent with School 
Board policies and regulations, to protect students and staff from 
intrusions on their time and the educational programs of the schools, 
and to regulate the time, place and manner of distribution and posting 
of non-school materials. 
 

ii. Submission of Material for Review:  Any non-school material proposed 
for distribution or posting in a particular school must be submitted to 
the principal at least five (5) working days prior to the proposed 
distribution or posting.  The specific material proposed for distribution 
or posting shall be submitted for review each time it is proposed for 
distribution or posting. 

 
iii. Specific Request for Distribution or Posting:  The person or entity 

proposing the distribution or posting of the material shall propose, in 
writing, a specific method of distribution or posting that is consistent 
with this policy and a day or period of days during which the 
distribution or posting is proposed to occur. 

 
iv. Posting or Distribution:  Material will be confirmed for distribution or 

posting, provided: 
 

1. the material 
a. presents content that is  

i. education- or student-oriented; 
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ii. describes educational, cultural, recreational or 
enrichment opportunities for students; or 

iii. is directly in support of school activities; and 
b. is proposed by a not-for-profit or government 

organization; 
 

2. the material, on its face, bears 
a. the name of the person or entity proposing or sponsoring 

its distribution or posting; and 
b. the following language: “The Waynesboro School Board 

cannot and does not endorse or sponsor this material, 
activity or organization and makes no representation 
regarding the nature or quality of the content, services or 
activities promoted”; 

 
3. there is available space for the material to be distributed or 

posted as proposed without impacting the available space for 
school-sponsored distributions or postings; 
 

4. the material does not contain obscene or profane words or 
images; 

 
5. the material is not defamatory; 

 
6. the material does not endanger or advocate activities that 

endanger the health or safety of students; and  
 

7. the material is not reasonably forecast to create a substantial 
disruption of or material interference with school activities or 
discipline. A reasonable forecast of substantial disruption of or 
material interference with school activities or discipline shall be 
based upon consideration of (1) a past history of disruption in 
the school building or division and its causes; (2) whether the 
material would likely provoke disruptive student behavior; or (3) 
whether the proposed material is similar to any material that has 
proven disruptive in the school building or division in the past. 

 
The principal(s) and/or Division Superintendent shall not disapprove of 
material that otherwise meets the approval criteria listed above or alter 
the proposed distribution/posting solely on the basis of the viewpoint 
presented in the material. 

 
v. The principal shall endeavor to conduct his or her review of the 

material within two (2) working days of submission.  If the material is 
highly time-sensitive in the sense that its relevance is clearly linked to 
distribution or posting on a specific day or period of days, the proposer 
shall notify the principal in writing of the time-sensitivity and the 



  File:  KF-R
   

6/16 WPS  WAYNESBORO PUBLIC SCHOOLS 
 

principal will make reasonable efforts to complete his/her review in light 
of the time-sensitivity.   
 

vi. If the principal concludes that the material complies with School Board 
policies and regulations, he or she shall provide, in writing, notice that 
the material has been reviewed and is ready for distribution or posting 
consistent with this regulation.  The principal’s notice may specify the 
day or period days the distribution or posting will occur, which day or 
period of days may be different from those proposed by the requesting 
person or entity. 
 

vii. If the principal concludes the material does not comply with School 
Board policies and this regulation, he or she will communicate his or 
her determination to the person or entity proposing distribution or 
posting.  In such event, the person or a representative of the entity 
proposing distribution or posting of the material shall have an 
opportunity to meet with the principal to present his or her views 
regarding whether the material complies with School Board policies 
and regulations and/or appeal the principal’s decision. 

 
viii. Proposed Distribution/Posting in Multiple WPS Schools:   

The person or entity proposing distribution or posting of the material 
shall inform the principal if the material is being or has been proposed 
for distribution or posting at other schools in the division. If the material 
is being or has been proposed for distribution or posting at other 
schools in the division, the principals of the respective schools shall 
consult with one another and with the Division Superintendent to 
coordinate and complete review of the materials within a reasonable 
period of time after it is proposed, and a single confirmation or denial 
will be issue. 

 
b. Methods of Distribution 

 
i. Distribution or posting by non-students shall not be accomplished 

through the School Board’s electronic systems (i.e., any/all school-
maintained website and/or electronic mail) unless specifically approved 
by the principal. 
 

ii. If proposed by an approved student organization, the material can be 
distributed while school is open to students any time except during the 
instructional day and a copy can be posted on a bulletin board 
designated for that purpose within the school. 
 

iii. If proposed by an individual student and not associated with an 
approved student organization or curricular program, the material can 
be distributed while school is open to students any time except during 
the instructional day. 
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iv. If proposed by a non-profit or government organization  
 

1. for general posting in school buildings/on school property,  
a. the material must be copied by the proposer at its cost, to 

the extent multiple copies are to be posted; 
b. the material must be delivered by the proposer to the 

school office accompanied with the principal’s or 
superintendent’s written confirmation of review; and 

c. the material will be posted by a school employee in an 
area designated for that purpose (posting of non-school 
material) and/or maintained in the school’s guidance 
office, community resource center or notebook.  
 

2. for distribution directly to students,  
a. the material must be delivered to the school office at 

least two (2) working days before intended for distribution 
and accompanied with the principal’s or superintendent’s 
written confirmation of review;  

b. the material must be copied, and collated and stapled if 
multiple pages or documents are proposed for 
distribution;  

c. the material must be assembled and separated into an 
appropriate number of sets (depending on how many 
classes/grades are intended to receive the material); 

d. the person or entity may be limited to a maximum 
number of direct-to-student distributions per school year, 
except that materials directly in support of school 
activities shall not be subject to this limitation; and 

e. the person or entity may be required to deposit sets of 
the material into teacher mailboxes. 

 
v. Any non-school materials, whether or not associated with an approved 

student organization or curricular program, shall not be left unattended 
or posted in or on unapproved/undesignated areas. Materials that are 
distributed or posted in violation of this proscription may be removed 
and discarded. 
 

vi. Persons distributing materials may not force or insist that students or 
staff accept the materials but must respect the rights of others to 
decline the material or to ignore the person who is distributing the 
materials. Consistent with Virginia Code § 22.1- 79.3, students shall 
not be required to accept, convey or deliver any materials that 
advocate the election or defeat of any candidate or advocate passage 
or defeat of any referendum question or of any matter pending before a 
local school board, a local governing body, the General Assembly or 
Congress. 
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c. Appeal of Principal’s Determination 
 

i. If the principal determines that the material proposed for distribution or 
posting does not comply with School Board policies and regulations, or 
if the principal fails to communicate to the person proposing the 
distribution or posting within five (5) working days after submission of 
the materials for review, the person proposing the distribution or 
posting may appeal the matter to the superintendent or his or her 
designee. 
 

ii. The person proposing the distribution or posting shall submit to the 
superintendent or his or her designee a copy of the material proposed 
for distribution or posting and the document, if any, whereby the 
principal communicated a determination that the material or proposed 
distribution/posting does not comply with School Board policies and 
regulations. The person may also submit a concise written statement in 
support of distribution or posting of the material. 
 

iii. The superintendent or designee may consult with the person proposing 
distribution/posting and/or with the principal(s) of the relevant 
school(s). 
 

iv. The superintendent or designee shall conduct his or her review of the 
material and will endeavor to communicate his or her determination to 
the person proposing distribution or posting no later than two (2) 
working days after the appeal was received by the superintendent or 
designee. If the material is highly time-sensitive in the sense that its 
relevance is clearly linked to distribution or posting on a specific day or 
period of days, the proposer shall notify the superintendent in writing of 
the time-sensitivity and the superintendent will make reasonable efforts 
to complete his/her review in light of the time-sensitivity.    
 

v. The decision of the superintendent or designee is final. 
 

d. Violations 
 

i. A person or entity determined to have violated this policy may be 
prohibited from distributing materials in any WPS school for a 
reasonable period of time not to exceed one (1) year, and in the case 
of a student or employee, also may be subjected to discipline. 

 
Adopted:  August 9, 2016 
Reviewed/Revised: 7/12/2022 
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COMMUNITY USE OF SCHOOL FACILITIES 

The School Board may permit use of school property by members of the 
community when such use will not impair the efficiency of the school. The 
superintendent shall develop guidelines and applications for use of school property. 
Requests for the use of any school facilities shall be made to the superintendent or 
superintendent’s designee. The superintendent shall report actions taken under this 
policy to the School Board at the end of each month. 

If the School Board permits the use of its facilities by members of the community 
or the distribution of literature on school property or at school functions, it will permit 
such use or such distribution by the Boy Scouts of America, the Girl Scouts of the 
United States of America, and other youth groups designated as patriotic societies by 
federal law, to the same extent and in the same manner as all other persons or groups. 

Adopted:  12/13/1994 
Reviewed/Revised:  4/13/2021, 7/12/2022 
 
Legal Refs.: 20 U.S.C. § 7905  

Code of Virginia, 1950, as amended, §§ 22.1-79.3, 22.1-130.1, 22.1-131, 
22.1-132. 

Acts 2016, c. 647. 

Cross Refs.: GBEC/JFCH/KGC Tobacco Products and Nicotine Vapor Products 
  IGDA    Student Organizations 
  KF        Distribution of Information/Materials 
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SCHOOL FACILITIES USE AGREEMENT 

____________________________ requests the use of ________________________________ 

on the following dates (s) _________________________ for the time of __________________ 

The applicant agrees to abide by the following terms: 

1. Event will be properly supervised and a liability wavier must be submitted. 
2. Restitution to the school division will be made for any property damage.  A $200 Deposit is 

required.  At the end of the rental period $150 will be returned to renter if there are no 
damages, missing equipment, or alterations.  The $50 that the school division retains is 
for the wear and tear on the facility and equipment. 

3. Event organizers must communicate with the school building contact at least one week in 
advance of the event. 

4. All fire code regulations will be followed. 
5. Parking will be monitored and no vehicles will be permitted on grass areas. 
6. The Waynesboro School Board prohibits the use of all tobacco products on all school 

property at all times. 
7. No alcoholic beverages are permitted on school property at any time.  If containers for 

alcoholic beverages are needed in the productions of a play or variety show, the containers 
shall be empty of alcoholic contents, labeled as props and removed from the school 
premises overnight between rehearsals and shows. 

8. Rental fees, custodial services and other support services must be contracted with the 
individual school. 

9. All bills related to this agreement must be paid within 30 days of the use of the facility. 
10. The person signing the agreement assumes the responsibility of informing all parties 

involved of the terms of this agreement and of school rules and regulations. 
11.  The school must be notified if it is necessary to cancel the event.  The applicant may be 

responsible for paying related support services on short notice cancellations. 
12. Use of cafeteria kitchen space is only permitted if the school cafeteria staff is used. 
13. Staff fees are charged to the renting organization if school staff is required to open, close, or 

cleanup the building. 
 

FEES 
Rental Area______  Custodial______Cafeteria Worker______ Teachers/Aides/Admin______ 

 
_______________  ______________ __________________  ____________ 
Date of Application Applicant Name Applicant Organization  School Rep 
WBS:Facility Use Agreement 2014  
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USE OF SCHOOL FACILITIES 
 
General: 
School facilities belong to the community as a whole and should be made available 
for public use when such use does not conflict with the school instructional program 
and school events. 

 
Waynesboro Public School facilities are available for rental to Waynesboro and Augusta 
County non-profit organizations that charge admission fees. Private profit 
organizations may rent facilities for use. If admission fees are charged, this 
information must be provided at the time the application for use is submitted.  Any 
exception to this policy may be made by the superintendent. Agreements shall be 
made under the rules and regulations of the school board and shall assure that school 
use has first priority. 

 
For the school auditorium rental, schedules will be made after October 1 
except when it is necessary in order to book programs a long time in 
advance. 

 
Any continuing use agreement may be interrupted for school use of the facility upon 
reasonable notice. Persons or groups reserving the school facilities assume 
responsibility for the supervision and care of the school. 

 
Waynesboro City Departments: 
The use of buildings and grounds by Waynesboro City Departments will receive the 
consideration of not being charged rental fees, however, custodial and maintenance 
costs may be applicable.  The school principals will consider these requests with 
priority given to school related activities or programs and accommodating division VHSL 
sports.  

 
Church Use: 
Any new church group wishing to use any school facility for church services must 
present a written request from a local mother church to Waynesboro School Board 
signed by the fully constituted officers of that church, or if it is a church formed without 
the support of a local mother church, the group must present written evidence that a 
local congregation has been formed by meeting in a home or other quarters and has 
duly constituted officers. These requests are for temporary use. 

 
General: 

A. Facilities are to be used as they are without additional furnishings from other parts 
of the school. 
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B. No alterations may be made to any part of a building: 
 

 
1. No permanent seating or other installations may be moved or changed. 
2. No attachments may be made to walls, floors, or ceilings. 
3. No extra wiring may be done without specific permission from the school 

administration. No present wiring may be altered. 
 
Use of School Parking Lots and Grounds: 
School parking lots and school grounds shall not be used by unlicensed drivers or 
unlicensed motorized vehicles. 

 
Libraries: 
School libraries will be considered on a limited basis, as meeting places for community 
groups. 

 
Gymnasiums: 
The gyms at Waynesboro High School and Kate Collins Middle School will not be 
scheduled for use by community groups without approval of the Superintendent. 

 
Other gymnasiums will be reserved only for activities which do not cause severe 
scuffing, dirt, breakage, etc. The school administration will determine those activities 
which are suitable. Priority in scheduling school gymnasiums will be given to school 
division athletic programs over public use requests. 

 
Waynesboro High School & Kate Collins Middle School Auditoriums: 
Use of the high school and middle school auditoriums will be chiefly for performances. 
The stage must be cleared of scenery, furniture, equipment, etc. on the day following 
the performance. The grand piano will not be moved from the stage. The choral room 
is not part of the auditorium. 

 
Cafeterias: 
Main cafeteria seating areas and stages are available to rent for group sizes meeting 
the occupancy code.   
Non-school groups are discouraged from using the cafeteria kitchens for the serving of 
meals due to Virginia Department of Health regulations. Whenever such rentals are 
made, school nutrition personnel must be employed to operate the kitchen with the 
additional service fees paid by the renter.   

 
Classrooms: 
Requests for large blocks of classrooms will be managed by the school administrator.  

 
 



File:  KG-R 
Page 3 

 

 
3/21 WPS WAYNESBORO PUBLIC SCHOOLS 

Athletic Fields: 
 
The athletic fields at Waynesboro High School and Kate Collins Middle School will not 
be scheduled for use by community groups without approval of the Superintendent. 
 
Priority in scheduling will be given to school division athletic programs over public use 
requests. 
 

Adopted:  12/13/1994 
Reviewed/Revised:   4/13/2021, 7/12/2022 
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SALES AND SOLICITATIONS IN SCHOOLS 
 
 No one may sell or offer for sale, within the schools, on school grounds, or at 
school-sponsored activities, any product or service except when the sale will benefit the 
educational program of the schools.  
 
 Solicitations for contributions to charitable organizations, dues for employee 
organizations, contributions for the benefit of professional organizations, or for school 
organizations may only be made outside school hours. Individual discussions between 
school division employees during school hours are not prohibited.  
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-78. 
 
Cross Refs.: DJG  Vendor Relations 
  GAB/IIBEA Acceptable Computer System Use 
  GAH  School Employee Conflict of Interests 
  GCQAB Tutoring for Pay 
  JL  Fund Raising and Solicitation  
  KG  Community Use of School Facilities 
  KJ  Advertising in the Schools 
  KK  Visitors to the Schools 
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PUBLIC CONDUCT ON SCHOOL PROPERTY 
 

All visitors must register at the school office on arrival.  
 
No one may possess or consume any alcoholic beverage in or on the grounds of 

any public school during school hours or school or student activities. In addition, no one 
may consume, and no organization shall serve, any alcoholic beverage in or on the 
grounds of any public school after school hours or school or student activities, except 
for religious congregations using wine for sacramental purposes only. 

 
In accordance with Policy KGC Tobacco Products and Nicotine Vapor Products, 

use of tobacco products and nicotine vapor products is not permitted in schools, at 
school-sponsored events, or in school vehicles.   

 
Any person found to be engaged in or advocating illegal activity while on school 

property, including school buses, shall be reported by the principal to the local law 
enforcement authorities. 

 
Any person who willfully and maliciously damages, destroys or defaces any 

school district building, or damages or removes any school property from a school 
building, will be required to compensate the school division and may be prosecuted. 

 
Any person who willfully interrupts or disturbs the operation of any school or, 

being intoxicated, disturbs the same, whether willfully or not, may be ejected and/or 
prosecuted. 
  
Adopted:  4/11/1996 
Reviewed/Revised: 7/12/2022 
 
Legal Refs.: 20 U.S.C. §§ 6083, 7183. 
 

Code of Virginia, 1950, as amended, §§ 4.1-309, 18.2-415, 18.2-128, 
18.2-138, 22.1-78, 22.1-79.5.  

 
Cross Refs: ECAB  Vandalism 

GBEC/JFCH/KGC Tobacco Products and Nicotine Vapor Products 
KK  School Visitors 
KN  Sex Offender and Crimes Against Minors Registry  

   Information 
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TOBACCO PRODUCTS AND NICOTINE VAPOR PRODUCTS 
 

Generally 
 
 Students are prohibited from possessing any tobacco product or nicotine vapor 
product on a school bus, on school property, or at an on-site or off-site school 
sponsored activity. 
 

In addition, the use or distribution of any tobacco product or nicotine vapor 
product, on a school bus, on school property, or at an on-site or off-site school-
sponsored activity is prohibited. 

 
The superintendent is responsible for developing a regulation which contains 

• provisions for the enforcement of this policy among students, employees, and 
visitors, including the enumeration of possible sanctions or disciplinary actions, 
and  

• referrals to resources to help staff and students overcome tobacco addiction.  
 

Definitions 
 
 “Nicotine vapor product” means any noncombustible product containing nicotine 
that employs a heating element, power source, electronic circuit, or other electronic, 
chemical, or mechanical means, regardless of shape or size, that can be used to 
produce vapor from nicotine in a solution or other form. "Nicotine vapor product" 
includes any electronic cigarette, electronic cigar, electronic cigarillo, electronic pipe, or 
similar product or device and any cartridge or other container of nicotine in a solution or 
other form that is intended to be used with or in an electronic cigarette, electronic cigar, 
electronic cigarillo, electronic pipe, or similar product or device. "Nicotine vapor product" 
does not include any product regulated by the FDA under Chapter V (21 U.S.C. § 351 et 
seq.) of the Federal Food, Drug, and Cosmetic Act. 
 
"Tobacco product" means any product made of tobacco and includes cigarettes, cigars, 
smokeless tobacco, pipe tobacco, bidis, and wrappings. "Tobacco product" does not 
include any nicotine vapor product, alternative nicotine product, or product that is 
regulated by the FDA under Chapter V (21 U.S.C. § 351 et seq.) of the Federal Food, 
Drug, and Cosmetic Act. 
 
Adopted:  4/11/1996 
Reviewed/Revised:  2/14/2017, 12/10/2020, 7/12/2022 
 
Legal Refs.: 20 U.S.C. §§ 6083, 7183. 
 

Code of Virginia, 1950, as amended, §§ 18.2-371.2, 22.1-79.5, 22.1-
279.6.  
 

Cross Refs.: CLA  Reporting Acts of Violence and Substance Abuse 
GBEC/KGC Tobacco Products and Nicotine Vapor Products 
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JFC-R  Standards of Student Conduct 
KG  Community Use of School Facilities 
KGB   Public Conduct on School Property 
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PUBLIC GIFTS TO THE SCHOOLS 
 

 
The School Board acts on offers of gifts to schools or to the school division. The School 
Board may impose reasonable conditions on donations. 
 
When any real or personal property is given to and accepted by the Board, it vests in 
the Board unless inconsistent with the terms of the gift, devise or bequest, and is 
managed by the Board, according to the wishes of the donor or testator. The Board in 
addition to the regular settlement it is required to make of all school funds, settles 
annually before the commissioner of accounts so far as the management of the property 
bequeathed or devised is concerned. 
 
In the case of any change in the boundaries of the division, the Board shall make 
provision for continuing the fulfillment of the purposes of the donor as far as practicable 
and settlement shall be made as provided for above. 
 
Adopted:  12/13/1994 
Reviewed/Revised:  1/10/2017, 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-126. 
 
Cross Ref: FFA   Naming School Facilities 

KJ   Advertising in the Schools 
KQ   Commercial, Promotional, and Corporate   

    Sponsorships and Partnerships  
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KH-F 
Adopted:  11/2017 
Reviewed/Revised: 7/12/2022 

 
 

 FORM LETTER FOR DONATION GIFTS TO WAYNESBORO SCHOOLS 

Waynesboro Public Schools is committed to a quality education that includes a strong academic program designed to 
meet student needs; comprehensive programs which prepare and encourage students to be productive citizens; quality 
learning environments and school facilities; a diverse, highly trained staff committed to working effectively with youth; 

and strong partnerships with parents and the community. 

 

Date:  __________________________________ 

Donor Name and Address: ____________________________________________________________________ 

 
 The {Insert School Name or Waynesboro School Board} hereby accepts the gift of  
 
___________________________________________________________________________________________  
 
___________________________________________________________________________________________ 
 
The Waynesboro Schools’ administration, staff, and School Board gratefully acknowledge your gift in support of our 
students and programs.  
 
This gift is accepted by the {Insert School Name or Waynesboro School Board} in accordance with School Board 
Policy, under the following conditions:  
 

• The gift is fully paid for by the donor.  
 

• The title to this gift and ownership is hereby passed to Waynesboro Public Schools without any 
encumbrances or any future control by the donor.  
 

• No goods or services of value were exchanged in consideration of this gift. 
 
Signed: ____________________________________  
   Donor 
 
Signed: ____________________________________  
   Principal 
 
Signed: ___________________________________  

School Board Representative*  
*School Board Acknowledgement for gifts with an assessed value of more than $1,000. 
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PUBLIC GIFTS TO THE SCHOOLS – REGULATION  
 

The school building administrators, division departments, or the school board 
may accept gifts, grants, and bequests from individuals, estates, corporations, other 
governmental units, similar organizations.  However, these gifts must be free of any 
restriction contrary to law.  Waynesboro Public Schools or the School Board is not in 
any way compelled to accept any gift, and does so only at its own discretion. 
 
 The following guidelines must be observed in accepting gifts to the school or school 
division from individuals or organizations: 
 
1. Requests to make a gift valued at $1,000 or more must be approved by the principal  
    of the receiving school and the division superintendent. 
 
2. The School Board shall act on offers of gifts to schools or to the school division of  
   $1,000.00 or more.  
 
3.  All offers of gifts to schools valued less than $1,000 shall be approved by the  
     building principal as outlined by this regulation.   

 
4.  Any gift to the school or school division must be accompanied by a statement from  
     the donor passing title to the school and/or school division.  
 
5.  The Finance Director is to be notified of gifts of vehicles, motorized equipment,    
     structural additions to property, etc. for the purpose of securing appropriate liability  
     or insurance coverage and licenses. 
 
6.  Gifts will not be accepted that are a condition of advertising or otherwise promoting   
     the interests of any commercial or other non-school organization, except with the   
     approval of the division superintendent. 
 
7.   Form Letter KH-F is to be completed and signed by the donor, principal, and School   
      Board representative, as applicable. 

 
Adopted:  1/10/2017 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-126. 
 
Cross Ref: FFA Naming School Facilities 

KJ Advertising in the Schools 
KQ      Commercial, Promotional, and Corporate Sponsorships and 

Partnerships  
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ADVERTISING IN THE SCHOOLS 
 

Individual schools may not endorse or imply endorsement of any product. All 
requests for endorsement must be directed to the superintendent or superintendent’s 
designee. 
 

School organizations must secure approval from the principal before soliciting 
advertisements for school publications. If there is need for policy clarification, the 
principal consults with the superintendent. 
 

Commercial establishments whose primary source of revenue is the sale of 
intoxicants may not advertise in school publications. 
 
Adopted:  12/13/1994 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-78. 
 
Cross Refs.: DJG  Vendor Relations 
  JP  Student Publications 

KF  Distribution of Information/Materials 
KGA  Sales and Solicitations in Schools 
KQ  Commercial, Promotional, and Corporate    

   Sponsorships and Partnerships 
 
 
 
 
 
 
 
 
 
 



File: KK 
 

© 2/21 VSBA WAYNESBORO PUBLIC SCHOOLS 

SCHOOL VISITORS 
 
Generally 

 
Visitors are welcome in the schools as long as their presence is not disruptive. 

Upon arriving at a school, all visitors must report to the administrative office. Potential 
visitors, including parents, who are registered sex offenders, should consult Policy KN 
Sex Offender and Crimes Against Minors Registry Information before arriving at school 
property or school sponsored activities. The school division expects mutual respect, 
civility and orderly conduct from all individuals on school property and at school events. 
Unauthorized persons, including suspended and expelled students, will be requested to 
leave school grounds by the building administrator. Unauthorized persons who fail to 
leave the school grounds or school activity as requested will be considered trespassers. 
The School Board authorizes the superintendent to take all necessary actions regarding 
the safety, order and preservation of the educational environment on School Board 
property or at school division sponsored activities. Law enforcement may be called to 
enforce this policy. 

 
Anyone, including students, who enters a school at nighttime without the consent 

of an authorized person except to attend an approved meeting or service or who enters 
or remains on any school property, including school buses, in violation of (i) any 
direction to vacate the property by an authorized individual or (ii) any posted notice 
which contains such information, posted at a place where it reasonably may be seen 
may be prosecuted. 
 
Parents 
 

Parents are encouraged to visit the schools on scheduled days for conferences 
with teachers, assemblies, PTA meetings, volunteer service and other school programs. 
Noncustodial parents are not denied, solely on the basis of their noncustodial status, the 
opportunity to participate in any of the student's school or day care activities in which 
such participation is supported or encouraged by the policies of the School Board. 
 
Board Members 
 

Periodically, Board members may visit schools within the division. The purpose 
of these visits is to assist in fulfilling their responsibilities and increase understanding of 
actual educational practices. School Board members follow the same procedures 
applicable to all other visitors when visiting a school.  
 
Adopted:  11/9/2010 
Reviewed/Revised: 7/12/2022 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 18.2-128; 18.2-415, 22.1-4.3,  
  22.1-79. 
 
Cross Refs.: DJG  Vendor Relations 

ECA  Inventory and Reporting of Loss or Damage 
GAB/IIBEA  Acceptable Computer System Use 
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IGBC  Parent and Family Engagement 
KGB  Public Conduct on School Property 
KN  Sex Offender and Crimes Against Minors Registry  

   Information 
KP  Parental Rights and Responsibilities 
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SERVICE ANIMALS IN PUBLIC SCHOOLS 
 

A. Service Animals   
 

An individual with a disability is permitted to be accompanied by the individual’s 
service animal on school property when required by law, subject to the conditions of this 
policy.  

 
A “service animal” means a dog that has been individually trained to do work or 

perform tasks for the benefit of an individual with a disability, including a physical, 
sensory, psychiatric, intellectual, or other mental disability. Other species of animals, 
whether wild or domestic, trained or untrained, are not service animals for the purposes 
of this definition. (See, however, Section D regarding miniature horses.) The work or 
tasks performed by a service animal must be directly related to the individual’s disability. 

 
School officials can ask the owner or handler of an animal whether the animal is 

required because of a disability and what work or task the animal has been trained to do 
unless the answers to these inquiries are readily apparent. School officials may not ask 
about the nature or extent of a person’s disability and may not require documentary 
proof of certification or licensing as a service animal.  

 
B. Requirements That Must be Satisfied Before a Service Animal Will be Allowed on 

School Property  
 

Vaccination: The service animal must be vaccinated as required by law. 
 
Health: The service animal must be in good health.  
 
Control: A service animal must be under the control of its handler at all times. 

The service animal must have a harness, backpack or vest identifying the dog as a 
trained service dog, a leash (blaze orange in color) for hearing dogs, a harness for 
guide dogs, or other tether unless either the handler is unable because of a disability to 
use a harness, backpack, vest, leash, or other tether, or the use of a harness, 
backpack, vest, leash, or other tether would interfere with the service animal’s safe, 
effective performance of work or tasks, in which case the service animal must be 
otherwise under the handler’s control. 

 
C. Service Dogs in Training  
 

Experienced trainers of service animals may be accompanied on school property 
by a dog that is in training to become a service animal. The dog must be at least six 
months of age. Trainers must wear a jacket identifying the organization to which they 
belong. Persons conducting continuing training of a service animal may be 
accompanied by a service animal while on school property for the purpose of school 
business. Persons who are part of a three-unit service dog team may be accompanied 
by a service dog while on school property provided that person is conducting continuing 
training of a service dog. A three-unit service dog team consists of a trained service 
dog, a disabled person, and a person who is an adult and who has been trained to 
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handle the service dog. The dogs may accompany these persons while on school 
property for school purposes.  

 
Use of Harnesses, Vests, etc. A dog that is in training to become a guide dog or 

a currently trained guide dog that is undergoing continuing training must be in a 
harness. 

 
A dog that is in training to become a hearing dog or a currently trained hearing 

dog that is undergoing continuing training must be on a blaze orange leash.  
 
A dog that is in training to become a service dog or a currently trained service 

dog that is undergoing continuing training must be in a harness, backpack, or a vest 
identifying the dog as a trained service dog. 

 
The training cannot disrupt or interfere with a school’s educational process. It is 

expected that training would not normally take place in the classroom during 
instructional time. 

 
All requirements of this policy which apply to service animals, such as annual 

written requests, and supervision, care and damages, also apply to dogs in training. 
 

D. Miniature Horses  
 

The school division will make reasonable modifications in policies, practices, or 
procedures to permit the use of a miniature horse by an individual with a disability if the 
miniature horse has been individually trained to do work or perform tasks for the benefit 
of the individual with a disability. In determining whether reasonable modifications in 
policies, practices, or procedures can be made to allow a miniature horse into a specific 
facility, the school division considers the following factors: 
 

1. The type, size, and weight of the miniature horse and whether the facility can 
accommodate these features; 

2. Whether the handler has sufficient control of the miniature horse; 
3. Whether the miniature horse is housebroken; and 
4. Whether the miniature horse’s presence in a specific facility compromises 

legitimate safety requirements that are necessary for safe operation.  
 
All additional requirements outlined in this policy, which apply to service animals, 

also apply to miniature horses. 
 
E. Extra Charges  

 
The owner or handler of a service animal is not required to pay an admission fee 

or a charge for the animal to attend events for which a fee is charged.  
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F. Supervision and Care of Service Animals 

 
The owner or handler of a service animal is responsible for the supervision and 

care of the animal, including any feeding, exercising, and clean up. 
 

G. Damages to School Property and Injuries  
 

The owner or handler of a service animal is solely responsible for any damage to 
school property or injury to personnel, students, or others caused by the animal.  
 
H. Removal of Service Animals From School Property  
 

A school administrator can require an individual with a disability to remove a service 
animal from school property under the following circumstances: 
 

1. The animal is out of control and the animal’s handler does not take effective 
action to control it;  

2. The animal is not housebroken; 
3. The presence of the animal poses a direct threat to the health or safety of 

others; or  
4. The presence of an animal would require a fundamental alteration to the 

service, program, or activity of the school division.  
 

If the service animal is removed, the individual with a disability shall be provided 
with the opportunity to participate in the service, program, or activity without the service 
animal. 

I. Denial of Access and Grievance  
 

If a school official denies a request for access of a service animal or a dog in 
training, the disabled individual or parent or guardian can file a written grievance with 
the school division’s Section 504 Coordinator. 
 
Adopted:  2/9/2021 
Reviewed/Revised: 7/12/2022 
 
Legal Refs.: 28 C.F.R. 35.104, 35.136  
 

Code of Virginia, 1950, as amended, §§ 3.2-6521, 51.5-44. 
 
Cross Refs.: DJG   Vendor Relations 
  GB   Equal Employment Opportunity/Nondiscrimination 

JB   Equal Educational Opportunities/Nondiscrimination 
JBA  Section 504 Nondiscrimination Policy and Grievance 

 Procedures 
JFHA/GBA  Prohibition Against Harassment and Retaliation  
KK   School Visitors 
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  KGB   Public Conduct on School Property 
  KNA    Violent Sex Offenders on School Property 
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PUBLIC COMPLAINTS 
 

Complaints involving a particular school are handled within the school through 
the established channel of responsibility. If the complaint cannot be resolved at the level 
of the principal, it is referred to the superintendent or superintendent’s designee. If the 
central office staff and complainant cannot reach a satisfactory solution, the matter may, 
at the School Board's discretion, be heard at a regular board meeting. 
 

Any parent, custodian, or legal guardian of a pupil attending the Waynesboro 
public schools who is aggrieved by an action of the School Board may, within thirty days 
after such action, petition the local circuit court to review the action of the School Board. 
The court will sustain the action of the School Board unless the School Board exceeded 
its authority, acted arbitrarily or capriciously or abused its discretion. 
 
Adopted:  7/12/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-87, 22.1-253.13:7. 
 
Cross Refs.: GB   Equal Employment Opportunity/Nondiscrimination 

GBA/JFHA  Prohibition Against Harassment and Retaliation 
GBLA   Third Party Complaints Against Employees 
JB   Equal Educational Opportunities/Nondiscrimination 
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PUBLIC COMPLAINTS ABOUT LEARNING RESOURCES 

The procedure for filing a complaint concerning learning resources is as follows: 

1. The complaint should be filed in writing with the principal on the “Request for 
Reconsideration of Learning Resources” form KLB-E.  This form may be 
obtained from the principal or the central office. 

2. A review committee consisting of the principal, the library media specialist, the 
classroom teacher (if involved), a parent and/or student and the complainant will 
convene. 
 

 The responsibilities of the committee are to: 

a. read, view or listen to the challenged material; 
b. read several reviews, if available; 
c. check standard selection aids; 
d. talk with persons who may be knowledgeable about the material in 

question and similar material; 
e. discuss the material; 
f. make a decision to recommend retaining or withdrawing the material; 
g. file the recommendation of the committee with the principal and the 

superintendent or superintendent’s designee; 
h. notify the complainant of its recommendation and the disposition of the 

challenged material. 
 

3. The complainant may appeal the decision to the superintendent or 
superintendent’s designee and, then, to the School Board. 

 
Adopted:  12/13/1994 
Reviewed/Revised:  12/13/2016, 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, § 22.1-253.13:7. 
 
Cross Refs.: IIA Instructional Materials 

IGAH Family Life Education 
INB Teaching About Controversial Issues 
KL Public Complaints 
KQ Commercial, Promotional and Corporate Sponsorships and 

Partnerships 
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WAYNESBORO SCHOOL DIVISION 
REQUEST FOR RECONSIDERATION OF LEARNING RESOURCES 

 

Request By 
 

Representing 
 

Myself 

 
 

Organization or 
Group 
 (please identify)  

Address 
 

E-mail 
address  

Telephone 
 

How do you prefer to be 
contacted?  
Title or Description of Item 

 
Author or Editor 

 
Type of Material (book / film / record / speaker / software / other 
(specify))  

 
1. Did you examine, review, or listen to this learning resource or presentation in its 

entirety? 
 
  YES    NO   

 
2. Have you discussed this material with school staff who ordered it or who use it? 

  YES    NO 
 
If yes, please identify the staff person(s) with whom you had the discussion: 

 ____________________________________________________________ 
    [Print name of staff person(s)] 
 

3. Are you aware of evaluations of this material by professional critics? 
  YES    NO 
 
If no, would you be interested in receiving this information? 
  YES    NO 
 

4. Describe what prompted your concern about the material.  Please cite page 
numbers and/or specific information from the material to support your concerns 
(attach additional material, if necessary). 
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5. Does the general purpose for the use of the material, as described by the school 
staff or in the WAYNESBORO school division’s program objectives, seem a 
suitable one for you? 
  YES    NO 

If not, please explain (attach additional material, if necessary) 

6. What action[s] would you like to see the school take regarding this material? 
 
  Do not assign it to my child   The school should reevaluate the material 

 

  Other 
Explain: _______________________________________________________ 
________________________________________________________________ 
 

7. Are there other materials of the same subject and format that you would suggest 
for consideration in place of this material?   YES   NO 
 
If yes, please identify your suggestions. 

________________________________________________________________
________________________________________________________________
________________________________________________________________ 

 

 

Signature ______________________________ Date __________________ 

RETURN COMPLETED FORM TO SCHOOL PRINCIPAL 
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RELATIONS WITH PARENT ORGANIZATIONS 

 
The Waynesboro School Board encourages the establishment of parent-teacher 

organizations that seek to advance programs that improve educational opportunities for 
all students consistent with state and federal law. The School Board requests that 
parent-teacher organizations maintain a close relationship with the Board, 
administration and staff, and that they consider School Board and school policies when 
planning activities. 
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 22.1-78, 22.1- 

253.13:7.C.4. 
 
Cross Refs.: IGBC  Parent and Family Engagement 

KF  Distribution of Information/Materials 
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SEX OFFENDER AND CRIMES AGAINST MINORS REGISTRY INFORMATION 
 
Generally 
 

Each school in the division registers with the Department of State Police to 
receive electronic notice of the registration, reregistration, or verification of registration 
information of any person required to register with the Sex Offender and Crimes Against 
Minors Registry (the Registry) within the division. 

 
The superintendent establishes procedures regarding the use and distribution of 

information received from the Registry. Information received from the Registry may not 
be used to intimidate or harass. 

 
The superintendent notifies the parent of each student enrolled in the school 

division of the availability of information in the Registry and the location of the website.  
 

Visitors to Schools 
 

When the school division learns that a parent, other than a parent who has been 
convicted of a Tier III offense as defined in Va. Code § 9.1-902, of an enrolled student is 
required to register with the Registry, the parent is notified in writing that he or she is 
barred from being present at school or at school functions without the express written 
approval of the student’s principal. Such approval must be obtained in advance of the 
proposed visit and will state the conditions under which the parent may be present. 
When such a parent is permitted at school or at school functions the parent is monitored 
to ensure that he or she does not come into contact with any children other than the 
parent’s own children.  

 
When the school division learns that any person other than the parent of an 

enrolled student, who is required to register with the Registry, but who has not been 
convicted of a Tier III offense, as defined in Va. Code § 9.1-902, seeks to be present at 
school or at school functions, the person is notified in writing that he or she is barred 
from being present at school or school functions without the express written approval of 
the principal of the school the person seeks to visit or which sponsors the event the 
person seeks to attend. Such approval must be obtained in advance of the proposed 
visit and, if obtained, will state the conditions under which the person may be present. 
One of the conditions will be that the person will be monitored to ensure the safety of 
students, staff, and others.  
 

Principals consider requests to be present at school or at school sponsored 
activities from all persons who are required to register with the Registry but have not 
been convicted of a Tier III offense as defined in Va. Code § 9.1-902 in accordance with 
procedures established by the superintendent. 
 
No adult who has been convicted of a Tier III offense, as defined in Va. Code § 9.1-902, 
may enter or be present during school hours, and during school-related or school--
related or school-sponsored activities on any property the person knows or has reason 
to know is a school or child day center property, school bus, or on any property, public  
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or private, when such property is solely being used by an elementary or secondary 
school for a school-related or school-sponsored activity unless  
 

• the person is a lawfully registered and qualified voter and is coming upon such 
property solely to vote; 

• the person is a student enrolled at the school; or 
• the person has obtained a court order pursuant to Va. Code 18.2-370.5.C 

allowing the person to enter and be present upon such property, has obtained 
the permission of the School Board or its designee for entry within all or part of 
the scope of the lifted ban, and is in compliance with the School Board’s terms 
and conditions and those of the court order. 

 

Adopted:  11/9/2010 
Reviewed/Revised:  7/8/2014, 7/12/2022 
 

Legal Ref: Code of Virginia, 1950, as amended, §§ 22.1-79, 22.1-79.3, 9.1-902, 9.1-
914, 9.1-918 and 18.2-370.5.  

 
       Commonwealth v. Doe, 278 Va. 223 (2009). 

 
Cross Ref: BBA School Board Powers and Duties 
                     DJF  Purchasing Procedures 
KK  School Visitors 
   KNAJ   Relations with Law Enforcement Authorities 
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RELATIONS WITH LAW ENFORCEMENT AUTHORITIES 
 

Investigations by Law Enforcement Officers at School 
 

When it becomes necessary for any law enforcement officer to interrogate a 
student on school premises, the principal is contacted immediately. The principal or 
principal’s designee makes a reasonable effort to contact the parent or guardian and 
have the parent or guardian in attendance for the interrogation. If the parent or guardian 
cannot be present for the interrogation, then the principal or principal’s designee is 
present throughout the interrogation.  
 
Service of Process at School 
 

Should there be a need to serve a student or school employee with any "legal 
process", the School Board encourages the process server to make all reasonable 
attempts to serve such documents off school premises; however, if the documents must 
be served on school premises, they should be served at the principal's office of the 
school which the student attends or the main office of the facility at which the employee 
is assigned. 
 

In any case in which custody or visitation of a minor child is at issue and a 
summons is issued for the attendance and testimony of a teacher or other school 
employee who is not a party to the proceeding, if such summons is served on school 
property, it may be served only by a sheriff or his deputy. 
 
Development of Programs 
 

The superintendent seeks to develop, in cooperation with the local law-
enforcement agencies, juvenile and domestic relations court judges and personnel, 
parents, and the community at large, programs and procedures to prevent violence and 
crime on school property and at school-sponsored events. The superintendent obtains 
and uses Sex Offender Registry information in accordance with Policy KN Sex Offender 
and Crimes Against Minors Registry Information. 
 
Report to Law Enforcement Officials 
 

Except as may otherwise be required by federal law, regulation or jurisprudence, 
the principal immediately reports to the local law-enforcement agency all incidents 
involving alcohol, marijuana, a controlled substance, an imitation controlled substance, 
or an anabolic steroid on a school bus, on school property, or at a school-sponsored 
activity, including the theft or attempted theft of student prescription medications that 
may constitute a felony offense. 

Except as may otherwise be required by federal law, regulation or jurisprudence, 
the principal immediately reports to the local law-enforcement agency all incidents 
involving 
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• the sexual assault, death, shooting, stabbing, cutting, or wounding of any person, 
abduction of any person as described in Va. Code § 18.2-47 or § 18.2-48, or 
stalking of any person as described in Va. Code § 18.2-60.3, on a school bus, on 
school property, or at a school-sponsored activity; 

• any written threats against school personnel while on a school bus, on school 
property, or at a school-sponsored activity;  

• the illegal carrying of a firearm, as defined in Va. Code § 22.1-277.07, onto 
school property; 

• any illegal conduct involving firebombs, explosive materials or devices, or hoax 
explosive devices, as defined in Va. Code § 18.2-85, or explosive or incendiary 
devices, as defined in Va. Code § 18.2-433.1, or chemical bombs, as described 
in Va. Code §18.2-87.1, on a school bus, on school property, or at a school-
sponsored activity; and 

• any threats or false threats to bomb, as described in Va. Code § 18.2-83, made 
against school personnel or involving school property or school buses 

except that a principal is not required to but may report to the local law-enforcement 
agency any incident involving any written threats against school personnel while on a 
school bus, on school property, or at a school-sponsored activity committed by a 
student who has a disability. 

Except as may otherwise be required by federal law, regulation or jurisprudence, 
the principal may report to the local law-enforcement agency any incident described in 
Va. Code § 22.1-279.3:1.A that is not required to be reported pursuant to the two 
previous paragraphs.  

If the local law-enforcement agency employs school resource officers, the School 
Board and the agency have a memorandum of understanding that sets forth the 
powers and duties of the school resource officers. The memorandum of understanding 
addresses the use of seclusion and restraint by law enforcement personnel in school 
settings. The School Board and the law-enforcement agency review and amend or 
affirm the memorandum of understanding at least once every two years or at any time 
upon the request of either party. The School Board provides notice and an opportunity 
for public input during each review period for the memorandum of understanding. The 
current memorandum of understanding is conspicuously published on the division 
website. 

  
Adopted:  4/11/1996 
Reviewed/Revised:  7/8/2014, 2/9/2021, 7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 8.01-47, 8.01-293, 9.1-101, 16.1-

264, 22.1-279.3:1, 22.1-279.9, 22.1-280.2:1, 22.1-280.2:3, 22.1-293. 
 
  8 VAC 20-750-70. 
 
Cross Refs.: JFC   Student Conduct 

http://law.lis.virginia.gov/vacode/18.2-48
http://law.lis.virginia.gov/vacode/18.2-60.3
http://law.lis.virginia.gov/vacode/22.1-277.07
http://law.lis.virginia.gov/vacode/18.2-85
http://law.lis.virginia.gov/vacode/18.2-433.1
http://law.lis.virginia.gov/vacode/18.2-87.1
http://law.lis.virginia.gov/vacode/18.2-83
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  JGD/JGE Student Suspension/Expulsion 
CLA  Reporting Acts of Violence and Substance Abuse 
KN Sex Offender and Crimes Against Minors Registry 

Information 
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REPORTS OF MISSING CHILDREN 
 

The Waynesboro School Division receives reports of the disappearance of any 
child living within the school division from local law enforcement pursuant to Va. Code § 
52-31.1. 
 

Upon notification by a local law-enforcement agency of a child's disappearance, 
the principal of the school in which the child was enrolled at the time of the 
disappearance indicates, by mark, in the child's cumulative record that the child has 
been reported as missing. Upon notification by law enforcement that the child is located, 
the principal removes the mark from the record. 
 

Upon receiving a request from any school or person for copies of the cumulative 
records and birth certificate of any child who has been reported by a local law-
enforcement agency to be missing, the school being requested to transfer the records 
immediately notifies the law-enforcement agency that provided the report to the school 
of the child's disappearance of the location of the school or person requesting the 
cumulative records and birth certificate of the child, without alerting the requestor of 
such report. 
 

For the purposes of this policy, a "mark" means an electronic or other indicator 
that (i) is readily apparent on the student's record and (ii) immediately alerts any school 
personnel that the record is that of a missing child.  
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-288.1.  
 
Cross Refs.: KNAJ  Relations with Law Enforcement Authorities 
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REPORTS OF MISSING CHILDREN 
 

The Waynesboro School Division receives reports of the disappearance of any 
child living within the school division from local law enforcement pursuant to Va. Code § 
52-31.1. 
 

Upon notification by a local law-enforcement agency of a child's disappearance, 
the principal of the school in which the child was enrolled at the time of the 
disappearance indicates, by mark, in the child's cumulative record that the child has 
been reported as missing. Upon notification by law enforcement that the child is located, 
the principal removes the mark from the record. 
 

Upon receiving a request from any school or person for copies of the cumulative 
records and birth certificate of any child who has been reported by a local law-
enforcement agency to be missing, the school being requested to transfer the records 
immediately notifies the law-enforcement agency that provided the report to the school 
of the child's disappearance of the location of the school or person requesting the 
cumulative records and birth certificate of the child, without alerting the requestor of 
such report. 
 

For the purposes of this policy, a "mark" means an electronic or other indicator 
that (i) is readily apparent on the student's record and (ii) immediately alerts any school 
personnel that the record is that of a missing child.  
 
Adopted: 7/12/2022 
Reviewed/Revised: 
 
Legal Ref.: Code of Virginia, 1950, as amended, § 22.1-288.1.  
 
Cross Refs.: KNAJ  Relations with Law Enforcement Authorities 
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COMMERCIAL, PROMOTIONAL AND CORPORATE 
SPONSORSHIPS AND PARTNERSHIPS 

 
Generally 
 

The Waynesboro School Board recognizes that corporate and other private 
sponsorship of programs and activities related to education can provide valuable 
enhancement of the educational program offered by the Board. For that reason, the 
Waynesboro School Board may enter into commercial, promotional and corporate 
sponsorship and partnership arrangements under certain conditions. 
 
Definitions 
 

An “educational partnership” is a mutually beneficial, co-operative relationship in 
which partners share values, objectives and/or human or financial resources to enhance 
learning for students. 
 

An “educational sponsorship” is an arrangement pursuant to which the sponsor 
provides money, price reductions, equipment, materials, services or other benefits in 
exchange for recognition of its products or entity for a specified period of time. 
 
Authority to Enter into Agreements 
 

On behalf of the School Board, principals may enter into sponsorships and 
partnerships for their schools when the sponsorship or partnership does not extend 
beyond a single school year or exceed $5,000 in value to the school. 
 

On behalf of the School Board, the superintendent may enter into sponsorships 
and partnerships which will benefit more than one school or the division as a whole. The 
superintendent may also enter into sponsorships and partnerships when the 
sponsorship or partnership extends beyond a single school year or exceeds $5,000 in 
value. 
 

The School Board may create a Sponsorship Review Committee to approve any 
sponsorship or partnership which the Board determines should be considered by the 
Committee. The School Board shall establish criteria identifying proposed sponsorships 
and partnerships which must be approved by the Committee rather than by a principal 
or the superintendent. If the Committee’s decision regarding the proposed sponsorship 
or partnership is not unanimous, the decision may be appealed to the School Board by 
either the potential sponsor or partner or by a member of the Sponsorship Review 
Committee. 
 
Requirements 

 
Any agreement to enter into an educational sponsorship or educational 

partnership will be in writing.  
 

The written agreement shall include: 
• A statement of the educational purpose for the relationship. 

 



File:  KQ 
Page 2 

 

 
©5/20 VSBA WAYNESBORO PUBLIC SCHOOLS 

• A statement that the School Board has the right to terminate the 
agreement without penalty if it determines that the agreement is having an 
adverse impact on the educational experience of students. 

• A statement that if an agreement is terminated because of an adverse 
impact on the educational experience of students, no other agreement for 
an educational partnership or sponsorship will be entered into between the 
School Board and the partner or sponsor whose agreement has been 
terminated for a specified period of time. 

• A statement detailing the specific benefits to the school or school division 
from the agreement. 

• A statement clearly defining the roles, expectations, rights, and 
responsibilities of all parties to the agreement. This statement shall include 
a statement of whether the agreement permits the sponsor or partner to 
advertise in connection with the agreement and, if so, the extent of such 
advertising. 

• A statement clearly defining whether the agreement creates any exclusive 
rights for the sponsor or partner and, if such rights are created, clearly 
defining those rights. If no exclusive rights are created, the agreement 
shall include a statement that the existence of the sponsorship or 
partnership will not limit the discretion of the School Board or its personnel 
in the use of sponsored or nonsponsored materials. 

• The duration of the agreement. 
• A statement that the school or School Board retains the exclusive right to 

authorize the use of its name, logo, or other similar information. 
• A statement that the school or School Board must approve its 

identification as a partner or co-sponsor in all publicity materials. 
• A statement of the monetary value to be received by the school or school 

division pursuant to the agreement. 
• A statement defining how the benefits arising from agreement will be 

distributed. 
• A statement of the basis on which students will be permitted to participate 

in the program or otherwise benefit from the agreement. 
• A statement that the sponsor or partner assumes the responsibility for 

obtaining the consent of any student or School Board employee whose 
likeness may appear in any materials disseminated by the partner or 
sponsor. 

• A statement disclosing any relationship between the sponsor or partner, or 
any of its employees or major stockholders, and any student, School 
Board employee, School Board member, or the superintendent. 

• A statement that all partnerships and sponsorships will be consistent with 
all federal and state laws, local ordinances, school division policies and 
regulations, and all preexisting School Board contracts. If the terms of the 
partnership or sponsorship agreement establish that the employees, 
contractors or others acting on behalf of the partner or sponsor will have 
direct contact with students on school property during regular school hours  
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• or during school-sponsored activities, the sponsor or partner must certify 
that all such persons have not been convicted of any violent felony set 
forth in the definition of barrier crime in subsection A of Va. Code § 19.2-
392.01; any offense involving the sexual molestation or physical or sexual 
abuse or rape of a child, or any crime of moral turpitude.  

• A statement that if the terms of the partnership or sponsorship agreement 
establish that the employees, contractors, or others acting on behalf of the 
partner or sponsor will have direct contact with students on school 
property during regular school hours or during school-sponsored activities, 
the individuals acting on behalf of the partner or sponsor may have been 
convicted of any felony or crime of moral turpitude that is not set forth in 
the definition of barrier crime in subsection A of Va. Code § 19.2-392.02 
and does not involve the sexual molestation, physical or sexual abuse, or 
rape of a child, provided that in the case of a felony conviction, the 
individual’s civil rights have been restored by the Governor.   

• A statement that no partnership or sponsorship shall exploit any student or 
School Board employee. 

• A statement that no sponsor or partner shall be permitted to collect 
personal information, including names, addresses or telephone numbers 
of students or School Board employees because of the partnership or 
sponsorship. 

• A statement that any curriculum materials provided pursuant to the 
agreement will be held to the same standards as other curriculum 
materials. 

• A statement that any participation by any student or School Board 
employee in any activity established pursuant to the agreement will be 
purely voluntary. If a student or School Board employee wants to 
participate in any sponsored or partnered activity but objects to using the 
materials provided by the sponsor or partner, the sponsor or partner must 
supply substantially similar materials to which the student does not object 
for that student to use in the activity. If a student objects to using materials 
provided by the sponsor or partner, the School Board employee in charge 
of the activity shall provide for a means by which the student’s objections 
are made known to other students involved in the activity and by which 
those objections are discussed in an educational manner. 

 
Prohibitions 
 

No agreement shall be entered into if the sponsorship or partnership involves or 
gives the appearance of involving any activity which could result in the following: 

• promotion of hostility or violence; 
• an attack on ethnic, racial, or religious groups; 
• discrimination prohibited by any law or School Board policy; 
• promotion of the use of drugs, alcohol, tobacco products, nicotine vapor 

products, or firearms; 
• promotion of sexual, obscene or pornographic activities; or 
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• promotion of any image that is not in keeping with the established goals 
and purposes of the School Board.  

 
Adopted:  2/9/2021 
Reviewed/Revised:  7/12/2022 
 
Legal Refs.: Code of Virginia, 1950, as amended, §§ 22.1-79.5, 22.1-89.4, 22.1-296.1. 
 
Cross Refs.: DJF  Purchasing Procedures 

DJG  Vendor Relations 
DO  Non-Locally Funded Programs 
IIAA  Textbook Selection, Adoption, and Purchase 
IIAB  Supplementary Materials Selection and Adoption 
IICB/IICC  Community Resource Persons/School Volunteers 
JFCB  Sportsmanship, Ethics and Integrity 
JHCF  Student Wellness 
JL  Fund Raising and Solicitation 
KA  Goals for School-Community Relations 
KH  Public Gifts to the School 

  KLB   Public Complaints about Learning Resources 
 

 


