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SCHOOL BOARD MEMBERSHIPS

The Board may choose to be a member of and participate in school boards associations
at the state, county, regional, and national levels. The Superintendent will ensure that
the subject of school boards association membership is addressed during budget
preparation.

The District shall not spend monies for memberships in an association that attempts to
influence the outcome of an election, as determined by state and federal law.

Adopted: date of manualtManual adoption
LEGAL REF.: A.R.S. 15-342(8)
15-511
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QUALIFICATIONS AND DUTIES OF THE SUPERINTENDENT
(Performance Responsibilities)

The Superintendent shall have appropriate qualifications as determined by the
Governing Board through action taken at a public meeting.

The Superintendent shall supervise, either directly or through delegation, all activities
and all personnel of the District according to the laws of the state of Arizona, rules of the
Arizona State Board of Education, and adopted policies of the Governing Board.

The Superintendent is the District's chief executive officer and the administrative head
of all divisions and departments of the District. It is the Superintendent's duty to
administer the policies of the Board and to provide leadership for the entire District. The
Superintendent is the professional consultant to the Board and, in this capacity, makes
recommendations to the Board for changes in Board policies and the educational
program.

The Superintendent provides the initiative and the technical guidance for the
improvement of the total program of the District. The delegation of authority for the
operation of the various functions of the District is one of the Superintendent's duties.
The Superintendent is, however, responsible to the Board for all functions of the District,
including those listed below.

Education:

e Administers the development, coordination, maintenance, and evaluation of the
educational program, including the special education program.

e Supervises methods of teaching, supervision, and administration in effect in the
schools.

e Keeps informed of modern educational thought and practices by advanced study,
by visiting Districts elsewhere, by attending educational conferences, and by
other appropriate means.

e Keeps the public informed about modern education practices, educational trends,
and the policies, practices, and problems in the District schools.

Management:

e Ensures that all activities of the District are conducted in accordance with the
laws of the state of Arizona, the regulations of the Arizona Board of Education,
and the policies of the Governing Board.



Assumes responsibility for the overall financial planning of the District and for the
preparation of the annual budget, and submits it to the Board for review and
approval.

Establishes and maintains efficient procedures and effective controls for all
expenditures of school funds in accordance with the adopted budget, subject to
direction and approval of the Board.

Maintains or has maintained adequate records for the schools, including, but not
o daeRscecoignes cocoee andl ppcse ) pocopces o so ool

o Financial accounts.

o0 Business and property records.

o Personnel.

o School population.

o Student records including verifiable documentation of each student's
residency in this state in accordance with guidelines and forms adopted by
the Arizona Department of Education, and

o0 Scholastic records.

Provides suitable instructions and regulations to govern the maintenance of
District properties.

Provides suitable instructions and regulations to govern the safety and
transportation of students.

Assumes responsibility for the use of buildings and grounds.

Recommends the locations and sizes of new school sites and of additions to
existing sites; the locations and sizes of new buildings; the plans for new school
buildings; all appropriations for sites and buildings; and improvements,
alterations, and changes in the buildings and equipment of the District.

Oversees the processing and submission of required reports.

Interprets the budget and finances to the community.

Remains current on new legislation and implements laws to the best advantage
of the District.



Governing Board:

e Attends and participates in all meetings of the Board and its committees, except
when excused by the Board.

e Takes prompt action to implement all directives of the Board.
e Advises the Board on the need for new and/or revised policies.

e Provides timely advice to the Board on the implication of changes in statutes or
regulations affecting education.

e Informs and advises the Board about programs, practices, and problems of the
schools, and keeps the Board informed of the activities operating under the
Board's authority.

e Prepares and submits to the Board recommendations relative to all matters
requiring Board action, placing before the Board such facts, objective
information, and reports as are needed to ensure the making of informed
decisions.

e Develops and implements rules and regulations in keeping with Board policy.

e Acts as chief public relations agent for the District.

e Acts on own discretion if action is necessary in any matter not covered by Board
policy, reports such action to the Board as soon as practicable, and recommends

policy guidance in the future.

Personnel:

e Recommends to the Board the appointment or dismissal of all employees of the
District.

e Ensures that all employees are evaluated in accordance with the schedule
established by the Board.

e Determines assignments, defines the duties, and coordinates and directs the
work of all employees of the District.

e Recommends all promotions, demotions, and salary changes to the Board.
e Communicates to all employees all actions of the Board relating to personnel

matters, and receives from employees all communications to be made to the
Board.



The Superintendent shall have a valid fingerprint card issued pursuant to A.R.S. 41-
1758.03.

Adopted: date of Manual adoption
LEGAL REF.: A.R.S. 15-503

15-802

38-201

41-1758

A.A.C. R7-2-603
CROSS REF.: CBI - Evaluation of Superintendent
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DATA / RECORDS RETENTION
(Records Management)

All required records and any other records that are deemed necessary or helpful will be
prepared in a manner consistent with law and the requirements of the Uniform System
of Financial Records. An administrative records management program approved by the
Governing Board shall be established and maintained, and copies of retention
schedules shall be submitted to the Bepartment-of Arizona State Library Archives and
Public Records (ASLAPR).

Records management standards adopted by the ASLAPR for the maintenance and
storage of the District’s public records provides for the maintenance and storage of
record either on paper or in_an electronic format, or a combination of paper and
electronic format.

The Governing Board is the custodian of the official copies of all records, required or
optional, and the Superintendent shall be responsible for protecting such records on
behalf of the Board. As a part of the records management program, the Superintendent
may assign management responsibilities to other employees by naming the employee
positions and a general description of the records assigned to their jurisdiction.

Adopted: date of Manual adoption
LEGAL REF.: A.R.S. 15-271

15-272

15-521

23-721

23-926

23-962

38-421

38-423

38-424

39-101

39-103

39-121

41-1346 et seq.

44-1373

A.A.C. R7-2-803
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REGULATION REGULATION
DATA / RECORDS RETENTION
(Records Management Program)

Records shall be prepared and managed as outlined below.
Business and Financial Records
Management of the following records is the responsibility of the Chief Financial Officer:

e Annual District budget.

Audit reports.

e Financial statements.

e Capital levy plan.

e Bids.

e Contracts (except employment).

e Deeds.

e Leases/lease purchases.

e Inventory (history records of general fixed assets).

e Records identified in the Uniform System of Financial Records.
Other District Records
The current year's records will be kept in the District administration office. When
practical to do so, but no later than during the second immediate past year, all records
will be grouped, bundled together, and labeled, with the disposal date noted on the
label. Records created and/or maintained in an electronic format will be preserved in a
manner _approved by the Records Management Division of the Arizona State Library,
Archives and Public Records (ASLAPR). Retention periods noted will refer to the
number of years after the end of the fiscal year in which the records were made or
superseded, as specified in the General Retention Schedules for School Districts and
Charter Schools. All records shall be managed in compliance with the requirements of

the Records Management Division of the Arizona State Library, Archives, and Public
Records (ASLAPR). Due to the ongoing process by the ASLAPR to revise existing and




add new retention schedules for school districts and charter schools, the current point-
in-time status of records retention requirements must be confirmed prior to determining
disposition of the subject records by accessing the General Retention Schedule for
Schools Districts and the Standards and Guidelines for Electronic Records available on
the ASLAPR website at:

http://www.lib.az.us/records/school.aspx
and
http://lwww.lib.az.us/records/Standards and Guidelines.aspx



http://www.lib.az.us/records/school.aspx�
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COMMUNITY USE OF SCHOOL FACILITIES
Leasing (renting)

School facilities and property may be leased to extended day resource programs and
any person, group or organization for any lawful purpose in the interest of the
community. The purposes include, but are not limited to, those for recreational,
educational, political, economic, artistic, moral, scientific, social, religious, other civic or
governmental uses.

A reasonable use fee shall be charged for the lease of school facilities and property and
this fee may be offset by goods contributed or services rendered by the lessee.
"Reasonable use fee" means an amount that is at least equal to the cost for utilities,
services, supplies or personnel provided to the lessee pursuant to the terms of the
lease.

Uncompensated Use

The Superintendent may permit the uncompensated use of facilities and property by
any school related group, including student political organizations, or by any
organization whose membership is open to the public and whose activities promote the
educational function of the District. "Education function” means uses that are directly
related to the educational mission of the District as adopted by the Board and includes
the educational mission related uses of parent - teacher organizations, youth
organizations and school employee organizations. Use of facilities or property by
organizations indicated above that will require a substantial District cost for utilities,
services, supplies and/or personnel may be permitted only if goods contributed,
services rendered or payments are made to reimburse these costs to the District.

The mission of the District is found in section A of the policy manual (see cross
referenced policies below). The mission statement and the group's or organization's
promotion of the educational function through the activity, as interpreted by the
Superintendent in good faith, will be the basis upon which uncompensated use of
District facilities and property shall be approved or denied.

Generally

The Superintendent shall annually recommend a fee schedule to the Board for the lease
of school property and such schedule shall include a procedure for determining the
value of goods and services being provided as compensation for the use of school
property. The schedule shall include a designation of those groups whose activities
promote the educational function of the School District as determined in good faith by
the Superintendent and presented for Board review.



Property not associated with the use of facilities is covered in section E of the policy
manual (see cross referenced policies below). The District will use its best efforts to
avoid conflicts with approved use of the facilities and property but no lease or use
provision shall be effective if the administrator of the facility finds that it would cause
delay, cancellation, or rescheduling of a school-sponsored activity.

Proof of liability insurance shall be required for the use or lease of school property
pursuant to A.R.S. 15-1105. Amphitheater Public Schools shall be named an additional
insured on the Certificate of Insurance.

The Superintendent shall establish such rules and regulations as are needed to
implement this policy as well as to assure the preservation of District property.

The lessee of school facilities must affirm knowledge of and enforce the requirements
and restrictions set out in Chapter 28.1 of A.R.S. Title 36 related to medical marijuana.

The lessee of school facilities to be used for athletic activities must confirm knowledge
of and compliance with the requirements and restrictions for such use as set out in
Board policy JJIB.

Adopted: date of Manual adoption
LEGAL REF.: A.R.S. 15-511

15-1105

15-1141 to 15-1143

16-411

36-2801 et seq., Arizona Medical Marijuana Act
CROSS REF.: A - District Mission and Belief Statement

AC - Nondiscrimination / Equal Opportunity
EDC - Authorized Use of School-Owned Materials and Equipment
KFA — Public Conduct on School Property During Public Events
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EXHIBIT EXHIBIT

COMMUNITY USE OF SCHOOL FACILITIES

An applicant requesting the use of school facilities agrees to comply with the following
rules and the District policy concerning conduct on school property if granted permission
to use the requested school facilities.

All community group activities, including preparations, must be conducted in such
a manner that students can continue their educational programs without undue
interruption.

An employee of the District must be on duty whenever a school building is used
by an organization or group unless prior approval for other arrangements has
been granted.

The applicant is held responsible for the preservation of order. All children
attending or participating in the event or activity must be supervised by
responsible adults.

No alcoholic liquors or beverages shall be brought to or consumed in the
buildings or on the grounds.

Tobacco and smoking is prohibited on school property.
Possession of firearms is prohibited on school grounds.

Putting up decorations or scenery or moving pianos or other major furniture is not
allowed without prior permission.

Nothing shall be sold, given, exhibited, or displayed for sale without prior
permission from the school. Any sales are prohibited unless the proceeds will be
used for charitable or nonprofit educational purposes.

Unless waived by the District when use is in conjunction with a District activity, Al
groups must provide the District with documentary evidence of liability insurance
with—a—tmit of at least ten
one million dollars ($1,000,000) fe#beel#wmury Amphltheater Publlc Schools IS
to be named as an additional insured on the Certificate of Insurance. Each group
will be responsible for the repair or replacement of damaged equipment,
furniture, or facility.

The District reserves the right to require, if it should deem it necessary, a cash
bond of five hundred dollars ($500), or more to cover any damages that might be



done to any equipment, furniture, or facility.

All wages earned by District employees on duty for approved facilities use shall
be paid by the District. No District employees shall be paid directly by any group
using the facilities.

The availability of cafeteria kitchens and other special subject or usage areas
may be restricted to specific times or activities. Special fees may be charged for
the use of those facilities.

When more than one (1) applicant requests the use of a facility for the same
time, the applicant filing first shall be given first consideration. If a school program
or calendar changes, the school program shall take priority, even if the activity
has been scheduled. Every effort will be made to reschedule the activity as
conveniently as possible when such cancellation has occurred.

The issuance of keys to facilities is to be discouraged. However, if no alternative
is suitable, it shall be the principal's responsibility to issue and retrieve facility
keys according to the District key-control procedures.

Permission shall be denied for activities that would exceed the capacity of the
facility or be in violation of fire or safety regulations. It shall be the responsibility
of the applicant to make appropriate members familiar with the use of fire and
other safety devices and procedures.

Confirm knowledge of and commitment to comply with the requirements and
restrictions for use of facilities for athletic activities as set out in Board Policy
JJIB.

Comply with all applicable requirements of The Arizona Medical Marijuana Act.

All activities must be conducted within the laws, rules and regulations of the State
of Arizona and applicable municipal subdivisions.

Requests for future use may be denied to an organization that fails to comply
with established rules.



