Web-Based Policy System
Overview and Basic Tips

Overview of Policy

e Log in to your web-based policy manual using the link, and username and password,
provided to you (BoardDocs users—Iog in as usual to BoardDocs). It is helpful to
bookmark this link in your web browser for easy access. The web-based policy manual
can be accessed from any computer via the web

e For best results, we recommend working in Mozilla Firefox or Google Chrome web

browsers
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e Clicking on a section expands the section to see the list of policies. Click on a policy

to open it in the viewing pane at the right



Anatomy of a Policy
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Footnote numbers at the end of a paragraph link to legal
citations that apply to the language in that paragraph. Hovering
over the footnote will yield a description of the legal citation;
clicking on the footnote will open a new Internet browser
window or tab with the applicable statute or regulation.
Footnote numbers correspond with the numbers in the Legal
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Attachments

e Policy attachments or forms can be added to a policy and will show up at the bottom
of the policy as an attached file—these can be documents in Microsoft Word, PDF
files, etc. Double click on the attachment to open it.
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Editing Policy

e Clicking on the policy allows you to view it in the viewing pane. In order to edit the
policy, click on the pencil icon in the top, left—use the Workflow handouts to guide
you in editing policy
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o Editing Attachments — To add an attachment, click and drag from a folder or click in
the white space of the “Public Files” box to bring up the file selector to choose a file.
To delete an attachment, right click on it and select Delete. Attachments can be
clicked and dragged to reorder
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e Close and Save - If you have used the Edit icon to edit a policy,
the Close icon will close without saving changes; the Save icon will save changes
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Text Editor

Key items in the Text editor (many of these are very similar to Microsoft Word):

ERGEEES P QW EFE B I US x x 3|3
& — :: mﬂ [o) source g

Font “ll size v || AvIrll & & =

Spell Check options and disabling Spell Check As You Type (SCAYT)
ABC ~

Undo/Redo

Find and Find/Replace
Q %3

Bold/ltalics/Underline/Strikethrough (Note: basic keyboard commands such as
Ctrl+B/Command+B or Ctrl+U/Command+U also work in this system)

B I US

Increase/Decrease Indent

-

Numbered List/Bulleted List

Font Type and Size (policies have been set to default as Verdana 14)

Font v Size -~

Text Color and Background Color (works like a highlighter)

A- B

Justification/Centering

r
il
Il
1]

Maximize (enlarges body of policy and text editor on screen)

KA
[ |



Show Blocks (allows you to see hard and soft returns)
5|

Paste Options and Remove Formatting (Note: basic keyboard commands such as
Ctrl+X/Command+X for cutting, Ctrl+C/Command+C for copying and Ctrl+V/Command+V
for pasting also work well in this system—for some options, the icon will prompt you to use
the keyboard shortcuts). Try different paste options depending on source of copied material
Using Paste as Plain Text is the best option to avoid formatting issues

B @ @ I

Tracking Changes (see Options information below for how to turn on in editor) —

Start/Stop tracking, Show/Hide tracking, Accept All/Reject All, and Accept and Reject
2 %

Footnotes and Shared Notes — Please work with Policy Services staff in adding

Footnotes/Legal References to ensure they link. Shared Notes can be added in Draft

policies only as a note to other staff or Policy Services staff (creates note at beginning of
paragraph where cursor is currently located)

0 B

Listings

It is easiest to create numbered lists by highlighting all of the items you would like numbered
and then using the numbering icon:

To create a tiered or nesting list—use the numbering icon to create a complete numbered
list of all items first, then highlight the items that should be moved in a level, use the
increase indent icon, and then right click to select Numbered List Properties
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Numbered List Properties |
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Select the level you would like (the normal pattern in the policy guides is a, b, ¢ for a second
tier list)

The owner or handler of a service animal shall be solely respor

1. Supervision and care of the animal, including any feedinc

2 G se of a ha
m Numbered List Properties X
3.D licles caus
Start Type
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Lega Upper Roman (I, II, III, IV, V, etc.)
Lower Alpha (a, b, c, d, e, etc.)
Upper Alpha (A, B, C, D, E, etc.)
Decimal (1, 2, 3, etc.)
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Then, select OK
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Start Type
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ﬂ Cancel
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Use Shift + Enter to make “soft returns” in between items in a listing if you would like
spaces between
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This same logic will work for creating bulleted lists



Overview of Options—located under login area

& PSBA Demo

Update Contact Info

Swv

Change Password
Log Out

BoardDocs Help
BoardDocs Options

Public View

The BoardDocs Options area will allow you to set up the following major areas:
- Customized welcome language

- Logos/Graphics—including graphic to print at top of policies

- Enabling Tracking Changes

- Setting up Legal References at end of policies

- Setting up Status options in policies



Site Options

dtbearch Support % Free Hotmail ¥ Suggested Sites % Web Shice Gallery

Gloha! Settings X Close

| Policies

Welcome Page

Title Policy Manual Adds information to the body of
Description School Board Policy Manual the Welcome/Featured tab — these

Body THE NEW WEB-BASED SYSTEM FEATURES: / may et Jour Sieenifian

EXPANDED SEARCH CAPABILITIES
STREAMLINED COLLABORATION WITH PSEBA
INNOVATIVE ACCESS TO WEB-BASED LEGAL LINKS ¥
CUSTOMIZABLE BOARD POLICY APPROVAL PROCESS

Header
ST 1234 Policy Street, Harrishurg Adds information to the top, header line of the web manual
Site Title (Line 2) Web-based policy system A== .Jﬂ
Home URL www.policy.com j : ] ; =
@ \ This creates the link to your school entity’s

website on the Home icon of the header bar
Contact Information . ||
Contact Name Policy Programs - . . £

_ <«—— Customize and designate contact information here
Contact Email policyprograms@® policy.org . ) .
if you would like to designate a staff contact

Site Images

Upload images Site Logo
Appears at the top-left of the screen. Ideal image size is 70pxwide and SOox hieh GIF and

PEG work. A transparent PNG looks best. (Click or dragto a . .
JPRG wor ke (Cickor@rs 92l This area controls images/logos you

sitelogo.png " . :
would like to add for customization

Print, Login & Scoreboard Logo
Appears on printed pages, login page, and on Scoreboard b
image size is 200px wide and 100px high. (Click or drag to a

scoreboardlogo.png — graphic file of the school Iogo or
name to print at the top of policies

The “Print” logo allows you to place a

Welcome Image
Appears on the Welcome screen to the right of the text. Ided
250px wide, and no more than 300px high. (Click or drag to

[ welcome.png (15 KB)

Password Rules

Mirimurm password 7 characters

length
Require | Uppercase and Lowercase 7' N Turns on tracking changes in editor

TrackChangss Turns on META search for sample search

Track Changes 7| Enable

T p— Determines Share options

META Search

] Enable

Social Sharing

Enable buttons to | B} Twitter  [7] |§j Facebook  [7] EJEmail [¥] & URL
facilitate sharing of public
documents

Click Save at the top when any options settings are changed and refresh browser



Policy Options (current BoardDocs users — set Select Policy System to BoardDocs)

Global Settings

Policy Publishers
& Andrew Christ & Christina Griffiths & Nathan Mains £ Teressa DeRoos & Heather Masshardt

& Kim Frischkorn & Peg Nailor & Beth Mumper & Kristin Ehrhart & Tammy Medellin & Ashley White

& Davelyn smelzer & Adele Mixell & Mary Hamilton ¥~ persons editing policies should be listed here

Setup
Select Policy Syst = ]
Sk b BoaraDocs [~ Sets your default policy book —
gfa“'t Policy Baok Policy Manual [-] < the book that is first seen when
clicking on Policies tab
\
visibility / Show Policies determines whether Active policies can be seen by
Show Policies Everyone |7 Everyone (public) or only those who have logged in. Show
ESva PraliioEimder o~ <+— Policies Under Consideration determines whether Draft section
consideration policies can be seen by Everyone (public) or those logged in
Show Legal and Cross-Ref o . .
e After Document Content[+] | Moyes Legal References to end of policies
Statuses .]_
Policy Status List Administrative Review . . i
® Policy Committee Review This Status list should be customized by your

Solicitor Revie a .
First Reading <—— school entity and used to develop or formalize a

Second Reading
Administrative Regulation

process for policy review and adoption—Active
and Retired are default status options built in,
——— the list here should be customized to capture
Additional Fields your review and reading process for Draft policies
@ : (these are examples)

ymmittees?open&login#tab-policy

Additional Policy Fields [] Enabled

Primary \
Additional Fields — described

below

m

Secondary

Workflow History — for

BoardDocs users, determines
Policy Workflow History who sees “modified by” data
Show to Public ] Yes

Show to Admin ] Yes
Show to Executive ] Yes
Show when Printing ] Yes

Click Save at the top when any options settings are changed and refresh browser



Additional Fields —

When the Additional Policy Fields checkbox is selected to be Enabled, additional fields and
menus display on policy items that are only visible to document publishers who are logged
in—a description of these is below if you find these helpful to your policy process

Be sure to Save using the diskette icon after changing Options and refresh the
web browser.

Description of Additional Fields (for internal use at local discretion):

Origin — the person who worked on the policy

Office — the office in which that person is employed

Next Review — date field to indicate next review of the policy

Expire — date field to indicate expiration of the policy, if applicable

Legal — date field to indicate last legal review (by internal school solicitor)

Editor — date field to indicate last editor review (by internal staff)

Deputy Supt/Supt — date field to indicate last review by Superintendent or designee
Editor — date field to indicate second editor review (by internal staff)

Clerk — date field to indicate last review by administrative assistant/staff

Upload — date field to indicate date of last upload/when policy was made Active

Primary and Secondary Fields — may be used to store terms or names that assist your
school entity in tracking policies; for example, the names of individuals or departments with
primary or secondary responsibility for creation and/or maintenance of a policy

Featuring Policies

Policies under Active or Draft can be featured to bring them to the top of the list and place a
shortcut on the main Welcome/Featured page—this can be useful if you'd like members of
the school community to see a newly adopted/revised policy that is Active, or if you want
staff members who have the login to review a specific policy in Draft (please note, only
users with the login will be able to see featured Draft policies)

e To Feature a policy, go to the appropriate area in the Policies tab (Active or Draft)
and click on the policy you would like to feature

e Right click on that policy and select Feature

Section

00 Programs = Title

100 Number
Comprehensive Planning % Featurs

102 ) Duplicate
Academic Standards

@ Delete

discrimination in School and Classroom
Practirac Autharitv

e This will bring it to the top of the list with a gold star, and add it to the
Welcome/Featured tab—to remove, right click and select Remove from featured



Search

There is a search function built into each area of the Policies tab that will allow you to search
all policies in that area of your policy manual (Active, Draft or Retired)

Book
000 Local Board Procedures Section
100 Programs . Title
100 Number
Comprehensive Planning
Chakiie

The Search icon at the top, right (magnifying glass) also allows you to search your own
policies and attachments, or click and use the META search, which allows you to search
Active policies and agenda items of all other system users in Pennsylvania and across the
country—add your search term, and add policy pa after the term to narrow your search
results

FEATURED POLICIES w

~

After clicking the icon, a new screen will appear, and search results will appear as individual
tiles—clicking on a tile will open it in a separate window to read the text. Language can be
copied/pasted into your own draft policy for printing.

service animal policy pa

MetaSearch Notice

MetaSearch |s intended for research, information and reference purposes only, Search results are not intended as legal advice for you or your organization and are not a substitute for obtaining
legal advice from a qualified attorney in your jurisdiction

B — s —

O Include Attachments

Using our Services does not give you ownership of any intellectual property rights in our Services or the content you may access. Search results from our Services may contain copyrighted material
and, if so, you may not use such content unless you obtain permission from its owner or are octherwise permitted by law.

Our Services may display content that does not belong to Emerald Data Solutions or its affiliates. This content s the sole responsibility of the entity that makes it available.

& it ik i

Agenda Item Agenda Item Agenda Item Policy

In Blairsville-Saltsburg In Blairsville-Saltsburg In Blairsville-Saltsburg In Mohawk Area
School District PA School District PA School District PA District PA
9.A Policy Approval 9.A Policy Approval 9.A Policy Approval 718 Service Animals in
Pe licy #012 Principles fi Palicy #012 Principles fo Schools




Clicking on an individual search result:

atches found

Policy

service
Title 718 Service Animals In Schools

Sectlon

Adopted Monday, December 12, 2016

etaSearcl —

1Search is intended | Purpose

ce from a qualified 2

700 Property

stitute for obtaining lega

g our Services does The Board adopts this policy to ensure that individuals with disabilities are permitted to participate in and benefit from
if so, you may not1 district programs, activities and services, and to ensure that the district does not discriminate on the basis of disability.

ain copyrighted material

Services may displa
Definitions

Service animal means any animal individually trained to do work or perform tasks for the benefit of an individual with
a disability.

‘:‘ The work or tasks performed by a service animal shall be directly related to the individual's disability. Examples of
Agenda Item ok or tasks include, but are not limited to, assisting individuals who are blind or have low vision with navigation and

...In Blairsville
Close

School Distri¢
9.A Policy Apg

Purpose The Board adopts this
policy to ensure that

Policy #012 B, .

.
Governance and Leadership
as attached

Governance and Leadership Governance and Leadership

First Reading, First Reading, as attached

Second Reading and adoption,

as attached. Policy #718 Policy #718 Service Animal Policy #718 Service Animal individuals with disabilities are

To remove the Search screen, click the X to remove it from the screen

School District PA

9.A Policy Approval

Policy #012 Principles for

Governance and Leadership

Second Reading and a
ached. Policy #7

Policy

...In Wallenpaupack Area
School District PA

718 Service Animals in
Schools

Purpose The Board adopts this
policy to ensure that

individuals with disabilities are

District PA

7.01 Staff Services Agenda
Items

AgendaCall to OrderExecutive
Session for Personnel Items
/7:30 a.m.Recognition of

it

Policy

...in Upper Perkiomen School
District PA

718 Service Animals in
Schools

Purpose The Board adopts this

policy to ensure that

individuals with disabilities are

School District PA
718 Service Animals in
Schools

Purpose The Board adopts this

policy to ensure that

individuals with disabilities are

i

Policy

...In Canon-McMillan School
District PA

904.1 Domestic Animals on
District Property

Authority The Board

establishes that no owner or

yerson in control or possession

District PA

103.1 Service Animals
Purpose The Apollo-Ridge
School District does not
discriminate on the basis of
disability. Persons with

i

Policy

...in Shippensburg Area School
District

718 Service Animals in
Schools

Purpose The Board adopts this
policy to ensure that

individuals with disabilities are

Sample policies are intended for educational and informational purposes only, and should not
be adopted as policy by your school entity without input from the solicitor. The advice of the
solicitor or other competent counsel always should be obtained when drafting local policies
and determining the legal ramifications and requirements applicable to any particular
situation or cause of action.
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