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Recordkeeping for Sex Education in Your District

Sample Organizational System
School personnel have asked for assistance in compiling and organizing materials pertaining to sex education in local districts.  (§380.1169, §380.1506, §380.1507, §380.1507a, §380.1507b, §388.1766, §388.1766a)  An organized recordkeeping system can help the district respond to inquiries and can also orient new sex education advisory board leadership.  Below is a sample outline for how a district might organize materials pertaining to sex education.  Records are best kept and maintained by a local district administrator with district-wide responsibilities pertaining to programs.  Districts are encouraged to keep at least one hard copy of the records for portability and use in meeting settings.
I. Philosophy, Rationale, and Overview

a. Legal basis for sex education 

b. Rationale for local district decision to offer sex education

c. Connections to other district priorities (e.g., School Improvement, NCLB, high school graduation, Michigan Merit curriculum)
d. Definition of sex education as well as goals and objectives for program

e. Abstinence-based or abstinence-only approach for elementary, middle/junior, and high school
II. Sex Education Advisory Board
a. Role of Sex Education Advisory Board

b. Members-legal obligations, selection process, current list of members and roles, terms of service
c. Bylaws, committee process, ground rules, decision making model (e.g., consensus, majority) 
d. Meeting agendas and minutes
III. Needs Assessment

a. Parent Survey

b. State and local data on teen pregnancy, HIV, STDs. YRBS, MiPHY, SRSD, and other sources of student data

c. Student survey results

IV. Approved Curriculum

a. Summary scope and sequence for approved curricula at each building level.

i. Elementary

ii. Middle School

iii. High School

iv. Special Education

v. Alternative Education
b. Fulfillment of legal requirements across K-12 curriculum
i. Mandatory HIV/AIDS instruction 
ii. Emphasis on abstinence

iii. “A-K” requirements in sex education
V. Open Hearings and School Board Action

a. Board meetings organized by date

b. Presentations to the Board

c. Results of two year evaluation of program impact and documentation of how it was shared with parents
VI. Teacher Qualifications and Training

a. Teachers teaching sex education/reproductive health at each building level including certification and endorsement

b. Ongoing expectations for professional development for teachers

c. Approved guest speakers/agencies

VII. Sample Documents/Forms/Documentation
a. Parent notification letter
b. Procedures for parent review and classroom observation

c. Procedures for opt out and tracking students who are continuously opted out across the district
d. Advisory board application form

e. Process index

f. Sex Education Supervisor form

g. Legal obligations regarding sex education

h. Parental complaint forms
VIII. Historical Archives (organized by year)
a. List of sex education supervisors and years of service

b. Major changes in curricula and staffing over time for elementary, middle/junior, and high school programs
c. Minutes of board actions for major programmatic changes
d. Results of district-wide surveys
IX. Other Resources
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