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AASB POLICY REFERENCE MANUAL UPDATE SERVICE
2021 Business and Noninstructional Operations UPDATE
INSTRUCTION SHEET

NOTE: This packet includes only those policy manual pages that have been revised, deleted or newly
established. Full text pages are included and are to be substituted as indicated below.

This update revises various board policies and administrative regulations in Series 3000 of the AASB
Model Policies, Business and Noninstructional Operations.

For ease of School Boards, AASB has identified those portions of the Update that require formal Board
action in order to implement the policy changes. This is indicated by a “Yes” or “No.” A “No” is used if
changes have been made only to an AR or an Exhibit, or if policy changes are limited to explanatory notes,
legal reference or cross-reference updates, or minor grammatical or stylistic changes that have not changed
the policy meaning.

FORMAL

ADOPTION
REPLACE/ADD REQUIRED DESCRIPTION

ARTICLE 3, Series 3000 — Business and Noninstructional Operations

BP 3000 Yes This update clarifies the working relationship between the Board and
Superintendent, as well stylistic edits to better reflect the Board’s
fiscal practices.

BP 3100 No This update provides stylistic edits to the Board’s budget process, and
clarifies the importance of public input in the budgetary process.

AR 3100 No This update recognizes that some local ordinances may require a date
earlier than May for the adoption of a budget. As an AR, this update
does not require board approval.

BP 3260 No This update provides stylistic edits to the Board’s material fees
program.
BP 3270 Yes This update provides the Superintendent greater discretion to dispose

of used District property, in an amount up to $5,000.

BP 3280 No This update clarifies that districts in municipalities or boroughs may
work with their municipality or borough on the sale or lease of school
facilities.

01205426}



Instruction Sheet — Page 2

REPLACE/ADD FORMAL DESCRIPTION
ADOPTION
REQUIRED

BP 3290 Yes To ensure appropriate oversight, this update establishes that all
donations greater than $1,000 shall be brought before the Board. It
also states that the Superintendent may apply for special revenue
grants,

BP 3300 Yes This update removes the requirement that the Board approve or ratify
all transactions. Transactions may still be subject to Board approval
elsewhere in board policy.

BP 3315 Yes This update adds a conflict of interest provision for awards with
federal funds.

BP 3400 No This update provides stylistic edits to the management of district
accounts policy.

BP 3440 No This update adds a reference to BP 3440.1, Fixed Assets
Capitalization.

BP 3450 Yes This update strengthens best practices for the maintenance of liquid
money in school buildings.

AR 3450 Yes This update renumbers AR 3451 and associates it with AR 3450.

BP 3470 No This update clarifies the definition of the committed fund balance and
assigned fund balance. It also adds reference to the DEED Uniform
Chart of Accounts.

BP 3510 Yes This update provides greater clarity regarding the Superintendent’s
role in assuring proper inspection and maintenance of district
buildings.

BP 3514.1 Yes This update clarifies Board and Superintendent roles in the
management of hazardous substances,

AR 3514.1 No This update clarifies Board and Superintendent roles in the

{01205426}

administration of pesticide application. As an AR, this update does
not require board approval.
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REPLACE/ADD FORMAL DESCRIPTION
ADOPTION
REQUIRED

BP 3515 Yes This update provides stylistic edits to the management of school
safety and security policy. It also adds several policy references.

AR 3515 No This update strengthens best practices for security and safety in school
buildings. As an AR, this update does not require board approval.

BP 3515.6 No This update makes grammatical corrections to BP 3515.6

BP 3530 No This update emphasizes Board intent to maintain a robust risk
management program.

BP 3540 Yes This update clarifies that there must be adequate space on a bus
schedule so that transportation to charter schools does not interfere
with transportation to attendance area schools. It also makes stylistic
changes.

BP 3541.1 Yes This update raises the recommended amount of private insurance for
persons transporting students to $1,000,000. It also revises the school
related trip section to ensure that trips in school vans are covered by

B policy.
e T

BP 3541.5 Yes ) . . .
This update removes the monetary requirement for districts that wish
to adopt in-lieu-of transportation arrangements with parents.

BP 3542 No This update retitles BP 3542 to recognize that it applies to bus drivers.

BP 3550 Yes This update includes language to recognize various dietary guidelines
that may apply to different districts. It also updated nutrition
terminology. Finally, it updates language authorizing the use of
independent contractors to perform food services.

BP 3554 No This update makes the food sale policy inclusive of all District
programs,

BP 3580 No This update incorporates reference to AS 40.21.070, Records
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Business and Non-instructional Operations BP 3515

SCHOOL SAFETY AND SECURITY

The School Board is fully committed to preventing violence and crime on school grounds. The
Superintendent and staff shall strictly enforce district policies and regulations related to crime,
campus disturbances, campus intruders, student safety, student conduct and student discipline.

(cf: 3514 - Environmental Safety)

(¢f. 3515.2 - Intruders on Campus)

(cf 4158/4258/4358 - Employee Security)

{cf. 5131 - Student Conduct)

(¢f 5131.4 - Campus Disturbances)

(cf 5131.5 - Vandalism)

(cf. 5131.6 - Alcohol and Other Drugs)

fcf. 5131.7 - Weapons and Dangerous Instruments)
(cf: 5136 - Gangs)

(cf. 5141.4 - Child Abuse and Neglect)

(cf. 5142 - Student Safety)

(ef- 5144 - Discipline)

{cf. 5144.1 - Suspension and Expulsion/Due Process)
{cf. 6114 - Emergencies and Disaster Preparedness Plan)

The Superintendent or designee shall establish procedures for securing records and funds and for
protecting buildings against vandalism and burglary during non-business hours.  The
Superintendent or designee also shall investigate ways that school grounds can be made more
secure.

The Board encourages staff, parents/guardians and students at each school to work with local law
enforcement agencies and other interested parties in developing a comprehensive school safety
plan which includes strategies for preventing crime and violence on school premises.

Reviewed 11/2014
Reviewed 3/2021
Reviewed 4/2022

CRAIG CITY SCHOOL DISTRICT POLICY MANUAL
6/96



Business and Noninstructional Operations

SCHOOL SAFETY AND SECURITY BE 321>

The School Board is fully committed to preventing violence and crime on school grounds. The
Superintendent or designee and staff shall strictly enforce district policies and regulations related
to crime, campus disturbances, campus intruders, student safety, student conduct and student
discipline.

(cf 3514 - Environmental Safety)

(cf 3515.2 - Intruders on Campus)

(cf 3440 — Inventory)

(¢f- 3450 — Money in School Buildings)

(cf. 3451 — Petty Cash)

(cf. 4158/4258/4358 - Employee Security)

(cf- 5131 - Student Conduct)

(cf- 5131.4 - Campus Disturbances)

(cf. 5131.5 - Vandalism)

(cf. 5131.6 - Alcohol and Other Drugs)

(cf 5131.7 - Weapons and Dangerous Instruments)
(cf- 5136 - Gangs)

(cf. 5141.4 - Child Abuse and Neglect)

(cf. 5142 - Student Safety)

(cf. 5144 - Discipline)

(cf: 5144.1 - Suspension and Expulsion/Due Process)
(cf 6114 - Emergencies and Disaster Preparedness Plan)

The Superintendent or designee shall establish procedures to secure physical records, district
assets, and to protect against vandalism and burglary during non-business hours.

The School Board encourages staff, parents/guardians and students at each school to work with
local law enforcement agencies and other interested parties in developing a comprehensive school
safety plan which includes strategies for preventing crime and violence on school premises.

Revised 10/2021

AASB POLICY REFERENCE MANUAL
9/92
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Business & Non-Instructional Operations

USE OF SCHOOL SAFETY VIDEO SURVEILLANCE MONITORING SYSTEMS BP 3515.6(a)

The LKSD School Board authorizes the use of video surveillance equipment on school district property,
school vehicles, and school contracted vehicles to ensure health, welfare, and safety of all staff, students,
and visitors to district property and/or passenger in district contracted or authorized vehicles and to deter
inappropriate behavior. Cameras will also be utilized to safeguard district facilities and equipment, as well
as equipment owned by staff or students.

In dealing with surveillance of students and employees, the Board recognizes both its obligation to provide
appropriate levels of supervision in the interest of safety and the fact that students and employees have
privacy rights that are reduces but not eliminated while under the supervision of the school. Thus, video
surveillance, like other forms of supervision, must be carried out in a way that respects privacy rights.

District Administrators are responsible for determining whether video recordings are educational records
as defined by the Family Educational Rights and Privacy Act (FERPA) ), 20 U.S.C. § 1232¢g and 34 CFR
Part 99.

School safety video recordings which are not education records may be disclosed as provided in the Alaska
Public Records Act, AS § 40.25.110 —40.25.125.

Use

Video surveillance cameras may be used to monitor and/or record in locations authorized by the School
Site Administrator or the officials of the school district. Public notification signs must be prominently
displayed, indicating the use of video surveillance. The district shall also notify staff and students through
student/parent and staff handbooks that security cameras are in place within district property.

Camera Placement

The security camera system will be installed in public areas only. These areas include school buses,
grounds, athletic areas, exterior entrances or exits to school buildings and large gathering spaces such as
classroom corridors, cafeteria, lobby, and main entrances. Restrooms, changing rooms, private offices,
nurse’s offices, and locker rooms are excluded from surveillance camera use. Security camera usage is
prohibited in any space where this a reasonable expectation for privacy.

Security

Only a designated employee or agent of the school district will install surveillance cameras. Only
designated school officials shall have access to the camera equipment and operations system. For the
purposes of this policy, school officials are the Superintendent or his/her expressly authorized designees.
Only these school officials shall handle the camera or copies of the video segments. Video copies shall be
stored in a secure area. Video copies may never be sold, publicly viewed or distributed in any other fashion
except as approved for by this policy and/or relevant to legislation. Law enforcement personnel may review
camera recordings, when available, to investigate criminal conduct.

Viewing of Video Recordings

Video monitors used to view video recordings should not be located in a position that enables public
viewing. Video recordings may only be viewed by school site administrators, school official, or school
staff members with direct involvement with the recorded contents of the specific video recording or
employees or agents responsible for the technical operation of the system (for technical purposes only).
Parents may submit a written request to view video recordings that pertain only to their children in relation
to a disciplinary issue, but the viewing may be approved only if it does not violate the privacy of other
students (see next paragraph).

{01205551}



Business & Non-Instructional Operations

USE OF SCHOOL SAFETY VIDEO SURVEILLANCE MONITORING SYSTEMS BP 3515.6(B)

Use of Video Recordings for Disciplinary Action
Video recordings may be used as a basis for student or employee disciplinary action. Video surveillance

recordings involving students are considered to be educational records under FERPA. Therefore, consent
must be given in order to disclose information contained on video recordings obtained through video
surveillance, except to the extent that FERPA authorizes disclosure without consent. Viewing may be
refused or limited where viewing would be an unreasonable invasion of a third party’s personal privacy,
give rise to a concern for the safety of a third party or where protected from disclosure by law. All viewing
requests must be submitted in writing.

Retention of Video Recordings

A copy of a video recording shall be made when an incident results in a long-term suspension, a student
injury, or there is a prospect of a legal claim against the district. The copy of the video recording shall be
sent to the Superintendent or designee to be kept in a secure location. If a recording is used in the making
of a decision about a student or employee, the recording must be kept for a minimum of one year, unless
earlier erasure is authorized by or on behalf of the individual or the relevant appeals periods have been
expired.

Video recordings shall be maintained for no more than 30 days and then erased unless they are being
retained as indicated in the preceding paragraph or at the request of the school site administrator. The
district shall comply with all applicable state and federal laws related to record maintenance and retention.

Review

Each school site administrator is responsible for the proper implementation and control of the video
surveillance system. The Superintendent of Schools or designee shall develop regulations governing the
use of video recordings in accordance with applicable law and board policy.

(cf 1340 — Access to District Records)
(cf 3515 — School Safety and Security)
(¢f 3580 — District Records)
(cf 5125 — Student Records)

Legal References:

UNITED STATES CODE 20 U.S.C. 1232¢g

UNITED STATES CODE OF FEDERAL REGULATIONS 34 CFR Part 99

ALASKA STATUTES

40.21.070 — Records Management for Local Records 40.25.110-250 Public Records Act
ALASKA ADMINISTRATIVE CODE

2 AAC 96.100-370 Public Information

Revised 10/2021

AASB POLICY REFERENCE MANUAL
9/92
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WORKSHEETS for the district policy committee:

DISCARD WHEN FINISHED

Business & Non-Instructional Operations

USE OF SCHOOL SAFETY VIDEO SURVEILLANCE MONITORING SYSTEMS BP 3515.6(a)

The LKSD School Board authorizes the use of video surveillance equipment on school district property,
school vehicles, and school contracted vehicles to ensure health, welfare, and safety of all staff, students,
and visitors to district property and/or passenger in district contracted or authorized vehicles and to deter
inappropriate behavior. Cameras will also be utilized to safeguard district facilities and equipment, as well
as equipment owned by staff or students.

In dealing with surveillance of students and employees, the Board recognizes both its obligation to provide
appropriate levels of supervision in the interest of safety and the fact that students and employees have
privacy rights that are reduces but not eliminated while under the supervision of the school. Thus, video
surveillance, like other forms of supervision, must be carried out in a way that respects privacy rights.

District Administrators are responsible for determining whether video recordings are educational records
as defined by the Family Educational Rights and Privacy Act (FERPA) ), 20 U.S.C. § 1232¢g and 34 CFR
Part 99.

School safety video recordings which are not education records may be disclosed as provided in the Alaska
Public Records Act, AS § 40.25.110 —40.25.125.

Use

Video surveillance cameras may be used to monitor and/or record in locations authorized by the School
Site Administrator or the officials of the school district. Public notification signs must be prominently
displayed, indicating the use of video surveillance. The district shall also notify staff and students through
student/parent and staff handbooks that security cameras are in place within district property.

Camera Placement

The security camera system will be installed in public areas only. These areas include school buses,
grounds, athletic areas, exterior entrances or exits to school buildings and large gathering spaces such as
classroom corridors, cafeteria, lobby, and main entrances. Restrooms, changing rooms, private offices,
nurse’s offices, and locker rooms are excluded from surveillance camera use. Security camera usage is
prohibited in any space where this a reasonable expectation for privacy.

Security

Only a designated employee or agent of the school district will install surveillance cameras. Only
designated school officials shall have access to the camera equipment and operations system. For the
purposes of this policy, school officials are the Superintendent er—hisor his/her expressly authorized
designees. Only these school officials shall handle the camera or copies of the video segments. Video
copies shall be stored in a secure area. Video copies may never be sold, publicly viewed or distributed in
any other fashion except as approved for by this policy and/or relevant to legislation. Law enforcement
personnel may review camera recordings, when available, to investigate criminal conduct.

{01205547}



WORKSHEETS for the district policy committee:
DISCARD WHEN FINISHED
Business & Non-Instructional Operations

USE OF SCHOOL SAFETY VIDEO SURVEILLANCE MONITORING SYSTEMS BP 3515.6(B)

Viewing of Video Recordings

Video monitors used to view video recordings should not be located in a position that enables public
viewing. Video recordings may only be viewed by school site administrators, school official, or school
staff members with direct involvement with the recorded contents of the specific video recording or
employees or agents responsible for the technical operation of the system (for technical purposes only).
Parents may submit a written request to view video recordings that pertain only to their children in relation
to a disciplinary issue, but the viewing may be approved only if it does not violate the privacy of other
students (see next paragraph).

Use of Video Recordings for Disciplinary Action
Video recordings may be used as a basis for student or employee disciplinary action. Video surveillance

recordings involving students are considered to be educational records under FERPA. Therefore, consent
must be given in order to disclose information contained on video reeerdkingsrecordings obtained through
video surveillance, except to the extent that FERPA authorizes disclosure without consent. Viewing may
be refused or limited where viewing would be an unreasonable invasion of a third party’s personal privacy,
give rise to a concern for the safety of a third party or where protected from disclosure by law. All viewing
requests must be submitted in writing.

Retention of Video Recordings

A copy of a video recording shall be made when an incident results in a long-term suspension, a student
injury, or there is a prospect of a legal claim against the district. The copy of the video recording shall be
sent to the Superintendent or designee to be kept in a secure location. If a recording is used in the making
of a decision about a student or employee, the recording must be kept for a minimum of one year, unless
earlier erasure is authorized by or on behalf of the individual or the relevant appeals periods have been

expired.

Video recordings shall be maintained for no more than 30 days and then erased unless they are being
retained as indicated in the preceding paragraph or at the request of the school site administrator. The
district shall comply with all applicable state and federal laws related to record maintenance and retention.

Review

Each school site administrator is responsible for the proper implementation and control of the video
surveillance system. The Superintendent of Schools or designee shall develop regulations governing the
use of video recordings in accordance with applicable law and board policy.

(¢f 1340 — Access to District Records)
(cf 3515 — School Safety and Security)
(¢f- 3580 — District Records)
(¢f. 5125 — Student Records)

Legal References:

UNITED STATES CODE 20 U.S.C. 1232g

UNITED STATES CODE OF FEDERAL REGULATIONS 34 CFR Part 99

ALASKA STATUTES

40.21.070 — Records Management for Local Records 40.25.110-250 Public Records Act
ALASKA ADMINISTRATIVE CODE

2 AAC 96.100-370 Public Information

Added 72021 Revised 10/2021
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Business & Non-Instructional Operations

AASB POLICY REFERENCE MANUAL
9/92
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Business and Non-instructional Operations BP 3530

RISK MANAGEMENT

The School Board desires to protect district resources by maintaining a program of risk
management including, but not be limited to:

1. Property Loss Insurance (buildings and equipment).
2. Workers Compensation Insurance.
3. Liability Insurance.

{cf 4154 - Personnel Insurance/Health & Welfare Benefits)
(cf. 5143 - Students/Insurance/Athletic Insurance)

The district officer responsible for the custody of district moneys and property shall be bonded as
required by law. The Board may require the bonding of employees holding positions which have
extensive access to property and money.

Legal Reference:
ALASKA STATUTES
14.03.150 Insurance required
14.08.091 Administration (Regional Education Attendance Areas)
14.11.011 Grant applications
14.12.115 Indemnification
14.14.020 Bond required
21.76.010-21.76-900 Joint insurance arrangements

ALASKA ADMINISTRATIVE CODE

4 AAC 31.200 Loss protection required

4 AAC 31.205 Self-insurance programs

4 AAC 31.210 Deductible amounts

4 AAC 31.215 Proceeds

4 AAC 31.220 Proof of insurance

4 AAC 31.225 Failure to procure insurance

Reviewed 11/2014
Reviewed 3/2021
Reviewed 4/2022

CRAIG CITY SCHOOL DISTRICT POLICY MANUAL
6/96



Business and Noninstructional Operations

RISK MANAGEMENT BP 3530

Note: A.S. 14.03.150 requires districts to maintain adequate property insurance for replacement cost of district
facilities and equipment. 4 AAC 31.200 requires that Regional Education Attendance Areas include the state as an
additional insured on property loss insurance. The following sample policy may be revised as needed.

The School Board desires to maintain a program of risk management to protect district property
and resources against harm or loss by identifying risks and administering a program designed to
minimize and/or prevent losses. The risk management schedule shall include, but not be limited

to:

1. Property Loss Insurance (buildings and equipment)
2. Workers Compensation Insurance
3. Liability Insurance

(cf 4154 - Personnel Insurance/Health & Welfare Benefits)
(cf. 5143 - Students/Insurance/Athletic Insurance)

Note: A.S. 14.08.091 requires that the officer of the regional school board responsible for custody of district funds
file a bond for $50,000 with the State Commissioner. A.S. 14.14.020 requires that districts or municipalities obtain a
bond not to exceed $50,000 before the officer responsible for district moneys begins his/her duties, unless the officer
has already been bonded pursuant to A.S. 29.20.610, and that the bond be filed with the clerk of the school board.

The district officer responsible for the custody of district moneys and property shall be bonded as
required by law. The School Board may require the bonding of employees holding positions which
have extensive access to property and money.

The Alaska Statutes and Administrative Codes listed herein outline the minimum requirements.

Legal Reference:
ALASKA STATUTES
14.03.150 Property Insurance required
14.08.091 Organization; oath and bond. (Regional Education Attendance Areas)
14.11.011 Grant applications
14.12.115 Indemnification
14.14.020 Bond required
21.76.010-21.76-900 Joint insurance arrangements

ALASKA ADMINISTRATIVE CODE

4 AAC 31.200 Loss protection required

4 AAC 31.205 Self-insurance programs

4 AAC 31.210 Deductible amounts

4 AAC 31.215 Proceeds

4 AAC 31.220 Proof of insurance

4 AAC 31.225 Failure to procure insurance

Revised: 10/2021
AASB POLICY REFERENCE MANUAL

9/92
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WORKSHEETS for the district policy committee:
DISCARD WHEN FINISHED

Business and Noninstructional Operations
RISK MANAGEMENT BP 3530

Note: A.S. 14.03.150 requires districts to maintain adequate property insurance for replacement cost of district
facilities and equipment. 4 AAC 31.200 requires that Regional Education Attendance Areas include the state as an
additional insured on property loss insurance. The following sample policy may be revised as needed.

The School Board desires to maintain a program of risk management to protect district property

and resources against harm or loss by identifying risks and administering a program designed to

minimize and/or prevent losses. The risk management schedule shall include, but not be limited

O e e o Heaid—s 5 S 28 s

1. Property Loss Insurance (buildings and equipment)
2. Workers Compensation Insurance
3. Liability Insurance

(¢f- 4154 - Personnel Insurance/Health & Welfare Benefits)
(cf: 5143 - Students/Insurance/Athletic Insurance)

Note: A.S. 14.08.091 requires that the officer of the regional school board responsible for custody of district funds
file a bond for $50,000 with the State Commissioner. A.S. 14.14.020 requires that districts or municipalities obtain a
bond not to exceed $50,000 before the officer responsible for district moneys begins his/her duties, unless the officer
has already been bonded pursuant to A.S. 29.20.610, and that the bond be filed with the clerk of the school board.

The district officer responsible for the custody of district moneys and property shall be bonded as
required by law. The School Board may require the bonding of employees holding positions which
have extensive access to property and money.

The Alaska Statutes and Administrative Codes listed herein outline the minimum requirements.

Legal Reference:
ALASKA STATUTES
14.03.150 Property Insurance required
14.08.091 Administration-Organization; oath and bond. (Regional Education Attendance Areas)
14.11.011 Grant applications
14.12.115 Indemnification
14.14.020 Bond required
21.76.010-21.76-900 Joint insurance arrangements

ALASKA ADMINISTRATIVE CODE

4 AAC 31.200 Loss protection required

4 AAC 31.205 Self-insurance programs

4 AAC 31.210 Deductible amounts

4 A4AC 31.215 Proceeds

4 AAC 31.220 Proof of insurance

4 AAC 31.225 Failure to procure insurance

(01194781}
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Business and Noninstructional Operations
Revised: 09/2021

AASB POLICY REFERENCE MANUAL
9/92
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Business and Non-instructional Operations BP 3540
TRANSPORTATION

The School Board desires to provide transportation for eligible students in accordance with state
and federal law.

The goals of the transportation service are:

L. To provide maximum safety for students between home and school and on school-
sponsored trips.

2. To promote desirable student behavior and respect for traffic safety.
3. To provide assistance and transportation for handicapped students.
4. To provide transportation for field trips.

(¢f 3312 - Contracts)
(cff 3541.5 - Alternative Transportation Arrangements)

When necessary, the Board shall make available a boarding program for secondary students
whose transportation needs make daily access to school impractical and who are not participating
in an alternative educational program.

(cf- 6182 - Secondary Boarding Program)

Legal Reference:
ALASKA STATUTES
14.09.010 Transportation of pupils
14.09.030 School buses
14.30.347 Transportation of exception children

ALASKA ADMINISTRATIVE CODE
4 AAC 09.050 Secondary Boarding Programs

Charter School Transportation

The School Board recognizes that charter school students may benefit from transportation
services. On a space available basis, charter school students may access school bus
transportation on those regular school bus routes that run within the attendance area where the
charter school is located. Transportation access is subject to the following:

a. Charter school students may only access those school bus routes that are appropriate to their
school level, i.e., elementary school, middle school or high school.



Business and Non-instructional Operations BP 3540 (b)

TRANSPORTATION (continued)

b. Charter school students who reside within a mile and a half of the charter school are not eligible
for transportation unless they must cross a designated hazardous road area. Special education
routes are not subject to the mile and a half restriction.

¢. Charter school students must comply with all rules for safe and appropriate conduct while
waiting for, boarding, and exiting the bus, and whiie riding the bus. Charter school students are
subject to the same sanctions as other students for bus violations.

d. Annually, the charter school must provide information to charter school families who are
accessing school bus transportation about the district’s school bus rules.

e. School bus transportation is not available to charter school students enrolled in charter schools
identified as correspondence programs.

Annually, the Superintendent or designee shall communicate to the charter school the space
availability on applicable fransportation route(s) and determine the transportation needs of
charter school students. If the number of charter school students desiring transportation exceeds
available space, the charter school is responsible for developing a written process for addressing
ridership on a fair and equitable basis. A copy of the written process shall be provided to the
district.

The district is not required to establish dedicated transportation routes for the exclusive use of
charter school students, but may choose to do so.

A charter school desiring additional or dedicated student transportation may submit a written
proposal to the Superintendent or designee. The proposal shall identify, at a minimum, student
transportation needs, charter school funding available to support additional transportation, and
the transportation routes and services being requested. The Superintendent will make a
recommendation to the School Board to approve or deny the request. The Superintendent and
the Board will consider the funding, equipment and personnel necessary to accommodate the
requested transportation; the impact on operations of the district; the needs of the charter school
and its students; equity with other charter schools and district alternative and optional programs;
and the best interests of the district. The School Board will approve or deny the transportation
request at a regularly scheduled meeting.

(cf 6182 - Secondary Boarding Program)
(¢f 6181 - Charter School)

Legal Reference on next page



Business and Non-instructional Operations BP 3540 (¢)

TRANSPORTATION (continued)

Legal Reference:
ALASKA STATUTES
14.09.010 Transportation of pupils
14.09.030 School buses
14.30.347 Transportation of exception children

ALASKA ADMINISTRATIVE CODE

4 A4C 09.050 Secondary Boarding Programs

4 A4C 27.006-990 Transportation

4 AAC 27.057 Charter school transportation policy

Added 2/00
Reviewed 9/2015

Reviewed 3/2021
Reviewed 4/2022

CRAIG CITY SCHOOL DISTRICT POLICY MANUAL
6/96



Business and Non-instructional Operations

TRANSPORTATION BP 3540(a)
The School Board desires to provide transportation for eligible students in accordance with state
and federal law.

The goals of the transportation service are:

1. to provide maximum safety for students between home and school and on school-
sponsored trips.

2. to promote desirable student behavior and respect for traffic safety.
3. to provide assistance and transportation for students with disabilities.

4. to provide transportation for field trips.

(cf 3312 - Contracts)
(cf. 3541.5 - Alternative Transportation Arrangements)

Note: Secondary students who do not have daily access to school by being transported a reasonable distance must
be offered a boarding program pursuant to 4 AAC 09.050.

When necessary, the School Board shall make available a boarding program for secondary students
whose transportation needs make daily access to school impractical and who are not participating
in an alternative educational program.

Note: Effective July 1,2014, AS 14.09.010 was amended to require that school districts adopt a policy addressing
transportation services to students attending a charter school operated by the district. Department of Education and
Early Development regulations require a charter school transportation policy if: 1) the district provides pupil
transportation services under AS 14.09.010; and 2) the district operates a charter school or an application for the
establishment of a charter school in the district is pending. A district must submit its charter school transportation
policy to the Department for approval by: 1) April 15, 2015 if a charter school is in operation in the district on July
1, 2014; or 2) no later than 30 days after approval of a new charter school if the district does not already have an
approved charter school transportation policy in effect. See 4 AAC 27.057 for further guidance on the transportation
policy approval process. The policy is to be developed with input solicited from individuals involved in the charter
school, including staff, students, and parents. If a district fails to adopt a policy, the district is required to allocate
the amount of state transportation funding received for each charter school student to the charter school. AS
14.09.010(f).




Business and Non-instructional Operations

TRANSPORTATION (continued) BP 3540 (b)

Charter School Transportation

The School Board recognizes that charter school students may benefit from transportation services.
On a space available basis, charter school students may access school bus transportation on those
regular school bus routes that run within the attendance area where the charter school is located.
Transportation access is subject to the following:

a. There must be adequate space available (seating) on the bus to accommodate the
attendance area school students and additional charter school students. There must be
adequate space on the bus schedule so that transportation to charter schools does not
interfere with transportation to attendance area schools.

b. Charter school students may only access those school bus routes that are appropriate to
their school level, i.e., elementary school, middle school or high school.

c. Charter school students who reside within a mile and a half of the charter school are not
eligible for transportation unless they must cross a designated hazardous road area. Special
education routes are not subject to the mile and a half restriction.

d. Charter school students must comply with all rules for safe and appropriate conduct while
waiting for, boarding, riding, and exiting the bus, and while riding the bus. Charter school
students are subject to the same sanctions as other students for bus violations.

e. Annually, the charter school must provide information to charter school families who are
accessing school bus transportation about the district’s school bus rules.

f. School bus transportation is not available to charter school students enrolled in charter
. schools identified as correspondence programs.

Annually, the Superintendent or designee shall communicate to the charter school the space
availability on applicable transportation route(s) and determine the transportation needs of charter
school students. If the number of charter school students desiring transportation exceeds available
space, the charter school is responsible for developing a written process for addressing ridership
on a fair and equitable basis. A copy of the written process shall be provided to the district.

Note: The above language reflects the minimum transportation obligation for charter school students as required
by AS 14.09.010(e)(2). A district is not obligated to provide greater service, to establish dedicated routes for
exclusive use of the charter schools, or to permit charter schools to opt out of the policy and receive transportation
funding. The following is optional language for those districts desiring a process to consider, and act upon, requests
by charter schools for additional transportation services.




Business and Non-instructional Operations

TRANSPORTATION (continued) BP 3540 (c)

OPTIONAL: The district is not required to establish dedicated transportation routes for the
exclusive use of charter school students, but may choose to do so.

A charter school desiring additional or dedicated student transportation may submit a written
proposal to the Superintendent or designee. The proposal shall identify, at a minimum, student
transportation needs, charter school funding available to support additional transportation, and the
transportation routes and services being requested. The Superintendent will make a
recommendation to the School Board to approve or deny the request. The Superintendent and the
Board will consider the funding, equipment and personnel necessary to accommodate the
requested transportation; the impact on operations of the district; the needs of the charter school
and its students; equity with other charter schools and district alternative and optional programs;
and the best interests of the district. The School Board will approve or deny the transportation
request at a regularly scheduled meeting.

(cf- 6182 - Secondary Boarding Program)
(cf. 6181 - Charter School)
(¢f: 5112.6 — Education For Homeless Children and Children in Foster Care)

Legal Reference:
ALASKA STATUTES
14.09.010 Transportation of pupils
14.09.030 School buses
14.30.347 Transportation of exception children

ALASKA ADMINISTRATIVE CODE

4 AAC 09.050 Secondary Boarding Programs

4 AAC 27.006-990 Transportation

4 AAC 27.057 Charter school transportation policy

Revised 10/2021

AASB POLICY REFERENCE MANUAL
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BUSINESS AND NONINSTRUCTIONAL OPERATIONS

SCHOOL-RELATED TRIPS BP 3541.1(a)

Trips by School Vehicles

Besides taking students to and from school, the Board may approve transportation for field trips
and school-sponsored activities. The Superintendent or designee shall regulate the use of the
district transportation for approved school-related activities. Student councils, pareni-teacher
associations, and any other organizations requesting transportation shall be fully responsible for
the costs of the trip. To the extent that funding has been approved by the Board, such costs may
be charged to the district.

Transportation by Private Automobile

The Superintendent or designee may authorize the transportation of students by private
automobile for approved field trips and activities when the vehicle is driven by an adult
registered with the district for such purposes. Drivers shall be issued safety instructions and
emergency information. All student passengers shall provide permission slips signed by their
parents/guardians.

Drivers shall be required to possess a valid driver's license and liability insurance of at least
$100,000 per occurrence.

Owners, drivers and passengers shall be informed that the registered owner and his/her insurance
company are responsible for any accidents which may occur. District personnel who frequently
transport students in their private vehicles are urged to carry liability insurance of $300,000 or
more per occurrence.

A seat belt must be provided for each passenger. Trucks and pickups may not transport more
persons than can safely sit in the passenger compartment.

Owners furnishing private vehicles shall not accept reimbursement from passengers in excess of
the cost of operating the vehicle. Reimbursement for the use of private transportation may be
made from district funds.

Transportation by other private means (boat, ATV, off-road vehicles, snow machines)

The Superintendent or designee may authorize the transportation of students by other private
means for approved field trips and activities when an adult registered with the district for such
purposes operates the vehicle. Operators shall be issued safety instructions and emergency
information. Operators must abide by the specific vehicle safety ratings such as passenger
capacity, maximum speed and required safety equipment (helmets, life jackets, etc.)

Continued...
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BUSINESS AND NONINSTRUCTIONAL OPERATIONS

SCHOOL-RELATED TRIPS BP 3541.1(b)

All student passengers shall provide permission slips signed by their parents/guardians.
Operators shall be required to possess a valid driver's license and liability insurance of at least

$100,000 per occurrence.

(cf. 6153 - School-sponsored Trips)

Adopted 04/2019
Reviewed 3/2021
Reviewed 4/2022
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Business and Noninstructional Operations

SCHOOL-RELATED TRIPS BP 3541.1(a)

Trips by School Vehicles

Note: Federal safety regulations enacted in 2000 govern the number of students that may be transported in vans.
These regulations are applicable to the purchase or lease of new vans by Alaska school districts. After 1 September
2000, new vehicles designed by the manufacturer to carry 11 or more persons (rated capacity if equipped with full
seating) that are used for transporting students to or from school or school-related activities are required to meet all
Federal Motor Vehicle Safety Standards for school buses. As a result, passenger vans are limited to transporting a
total of ten passengers, including the driver, unless the passenger van or suburban meets the Federal Motor Vehicle
Safety Standards applicable to school buses. The large majority of passenger vans do not meet and comply with
Federal school bus safety standards. Although used vans are not covered under the federal regulations, for risk
management purposes, districts may want to require the new van standards for the purchase of used vans.

Besides taking students to and from school, the Board may approve transportation for field trips
and school-sponsored activities. The Superintendent or designee shall regulate the use of the
district transportation, including vans, for approved school-related activities. Student councils,
parent-teacher associations, and any other organizations requesting transportation shall be fully
responsible for the costs of the trip. To the extent that funding has been approved by the Board,
such costs may be charged to the district.

Transportation by Private Automobile

Note: In spite of any waiver of liability, in certain cases a court may find schools liable for injuries to students
occurring in private vehicles during school-sponsored activities. Therefore, AASB recommends that districts
consult their attorneys before deciding whether or not to allow the use of private automobiles for school-related
trips.

OPTION 1: Private automobiles shall not be used to transport students on any school-related
trips.

[Note: The following option and exhibit are provided for districts that allow transportation by private vehicles. |

OPTION 2: The Superintendent or designee may authorize the transportation of students by
private automobile for approved field trips and activities when the vehicle is driven by an adult
registered with the district for such purposes. Drivers shall be issued safety instructions and
emergency information. All student passengers shall provide permission slips signed by their
parents/guardians.

Drivers shall be required to possess a valid driver's license and liability insurance of at least
$100,000 per occurrence.

Note: AASB strongly recommends that districts require at least $100,000 minimum liability. If desired, however,
the district may change the above specification to read "liability insurance in amounts required by law."

(01205361}



Business and Noninstructional Operations

SCHOOL-RELATED TRIPS BP 3541.1(b)

Owners, drivers and passengers shall be informed that the registered owner and his/her insurance
company are responsible for any accidents which may occur. District personnel who frequently
transport students in their private vehicles are urged to carry liability insurance of $1,000,000 or
more per occurrence.

A seat belt must be provided for each passenger. Trucks and pickups may not transport more
persons than can safely sit in the passenger compartment.

Owners furnishing private vehicles shall not accept reimbursement from passengers in excess of
the cost of operating the vehicle. Reimbursement for the use of private transportation may be
made from district funds.

Transportation by other private means (boat, ATV, off-road vehicles, snow machines)

Note: The following optional language addresses remote districts and schools where there may be a need to transport
students via alternate means such as boats, ATV’s or snow machines.

The Superintendent or designee may authorize the transportation of students by other private
means for approved field trips and activities when an adult registered with the district for such
purposes operates the vehicle. Operators shall be issued safety instructions and emergency
information. Operators must abide by the specific vehicle safety ratings such as passenger
capacity, maximum speed and required safety equipment (helmets, life jackets, etc.)

All student passengers shall provide permission slips signed by their parents/guardians.

Operators shall be required to possess a valid driver's license and liability insurance of at least
$100,000 per occurrence.

(cf. 6153 - School-sponsored Trips)

Revised 10/2021

AASB POLICY REFERENCE MANUAL
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Business and Noninstructional Operations

ALTERNATIVE TRANSPORTATION ARRANGEMENTS BP 3541.5

[Note: The following option is intended to address the unique transportation needs of some students. |

The Superintendent or designee may create reimbursement agreements with parents/guardians in
lieu of district transportation when it is more economical to do so.

Note: State regulation previously provided that if student travel time exceeds two hours per day, parent/guardian
permission is required or the parent/guardian may select other reasonable and available educational or transportation
alternatives. That regulation has been repealed. Districts may retain a two hour standard, select a different standard,
or remove a maximum ride standard altogether. 4 AAC 27.032 provides the following limitations on in-lieu-of]
agreements: 1) unless the child is a special education student, the student’s residence must be more than a mile and
a half from both the nearest regular bus route and the student’s attendance center; 2) the per-mail rate may not
exceed the maximum reimbursement rate paid to district employees; and 3) reimbursement must be based on the
actual miles traveled, not the number of students transported.

The Superintendent or designee will obtain the parent/guardian’s acknowledgement to confirm
alternative transportation/education arrangements when a student’s designated travel time exceeds

hours per day.
(cf 6181 - Correspondence Study Program)
(cf 6182 - Secondary Boarding Program)

Legal Reference:
ALASKA STATUTES

14.09.010 Transportation of pupils
14.30.347 Transportation of exception children

ALASKA ADMINISTRATIVE CODE

4 AAC 09.050 Secondary Boarding Programs
4 AAC 27.990 Definitions

4 AAC 27.032 In-lieu-of agreements

Revised 10/2021
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Business and Non-Instructional Operations

ROLES AND DUTIES OF EMPLOYEES BP 3542

Authority of School Bus Drivers

Students transported in a school bus shall be under the authority of, and responsible directly to,
the driver of the bus. The driver shall be held responsible for the orderly conduct of the students
while they are on the bus or being escorted across a street, highway or road.

fcf 5131.1 - Bus Conduct)

All bus drivers shall receive training as mandated by law. They also shall be familiar with and
adhere to district policies and regulations relating to student transportation.

Bus drivers are prohibited from utilizing a cell phone or other portable electronic device to read
or type text messages or other non-voice communications while driving.

Legal Reference:
ALASKA STATUTES
28.15.046 Licensing of school bus drivers
28.35.161 Use of electronic devices while driving; unlawful installation of television, monitor, or similar
device

ALASKA ADMINISTRATIVE CODE

4 AAC 27.200 Approved school bus driver training courses

4 AAC 27.210 Certification of instructors

4 AAC 27.220 Minimum standards for school bus driver training courses

4 AAC 27.230 Issuance of school bus driver certificates under 4 AAC 27.200 (c)
4 AAC 27.235 Revocation of school bus driver training course approval
4 AAC 27.240 Revocation of instructor certificate

Revised 1172014
Reviewed 3/2021
Reviewed 4/2022
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Business and Noninstructional Operations

ROLES AND DUTIES OF BUS DRIVERS BP 3542

Authority of School Bus Drivers

Students transported in a school bus shall be under the authority of, and responsible directly to, the
driver of the bus. The driver shall be held responsible for the orderly conduct of the students while
they are on the bus or being escorted across a street, highway or road.

(cf 5131.1 - Bus Conduct)

All bus drivers shall receive training as mandated by law. They also shall be familiar with and
adhere to district policies and regulations relating to student transportation.

Note: State law, AS 28.35.161, prohibits texting while driving. Option 1 sets forth this legal requirement. Option
2 prohibits the use of all personal phones and devices while driving or performing professional duties.

Option 1:

Bus drivers are prohibited from utilizing a cell phone or other portable electronic device to read or
type text messages or other non-voice communications while driving.

Option 2:

Bus drivers are prohibited from using personal cell phones or other personal electronic devices at
all times while driving and while performing other professional duties. Use of district provided
phones or electronic equipment shall be in compliance with district procedures. Bus drivers are
prohibited from utilizing a district issued cell phone or other portable electronic device to read or
type text messages or other non-voice communications while driving.

Legal Reference:
ALASKA STATUTES
28.15.046 Licensing of school bus drivers
28.35.161 Use of electronic devices while driving; unlawful installation of television, monitor, or similar device

ALASKA ADMINISTRATIVE CODE

4 AAC 27.200 Approved school bus driver training courses

4 AAC 27.210 Certification of instructors

4 AAC 27.220 Minimum standards for school bus driver training courses

4 AAC 27.230 Issuance of school bus driver certificates under 4 AAC 27.200 (c)
4 AAC 27.235 Revocation of school bus driver training course approval
4 AAC 27.240 Revocation of instructor certificate

Revised 10/2021

AASB POLICY REFERENCE MANUAL
9/92
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Business & Non-Instructional Operations

FOOD SERVICE BP 3550(a)

The School Board recognizes that students need adequate, nourishing food in order to grow and
learn and to give a good foundation for their future physical well-being. The Board may provide
for a food service program based on regular lunch service and including such other snack and
breakfast programs as the needs of the students and the financial capacity of the district permit.
The Board recognizes that the lunch program is an important complement to the nutritional
responsibilities of parents/guardians.

The Board believes that:

1.

10.

Foods and beverages available on school premises should contribute to the nuiritional
well-being of students and meet the nutritional criteria of the National School Lunch and
Breakfast Programs and current U.S. Dietary Guidelines for Americans.

Foods can help students and families to feel comfortable in the school. To further this, the
District may include cultural and subsistence foods if available and can be served in
compliance with school safety and nutritional programs.

Foods and beverages available should be considered as carefully as other educational
support materials and can serve to build cultural connectedness for students.

Foods and beverages should be prepared in ways which will appeal to students while
retaining nutritive quality.

To further Alaskan values, food and beverages should be prepared and served in ways
that reduce waste.

Food should be served in quantities appropriate to the needs of students at their age level
and served in as pleasant and relaxed an atmosphere as possible, with adequate time for
students to eat.

Schools are encouraged to assess common eating habits and eating times to establish
appropriate meal and snack times.

Foods grown in the state provide nutritional, environmental, and economic benefits and
should be utilized in the district's food service program to the extent feasible.

The District and its schools will have food safety plans and written guidance for
procuring, receiving, and preparing subsistence foods harvested and donated to the
school.

The District will include subsistence foods within food pyramids as a part of the
nutritional and dietary guidelines for Americans.

The Superintendent or designee will oversee the development of a written food safety program
for each food preparation and serving facility in the district, as required by law. Foods and
beverages will be stored, prepared and served in accordance with food safety regulations in order
to prevent or reduce the risk of food-borne illness among students.



FOOD SERVICE (continued) BP 3550(b)

Qualified and trained food service personnel are critical to a healthy and safe food service
program.  The Superintendent or designee shall hire qualified personnel, taking into
consideration professional standards required by law, and will provide continuing education and
training in compliance with federal standards.

(ef 4131 — Staff Development)

The School Board intends that, insofar as possible, the school food services program shall be
self-supporting and may include foods from school gardens, greenhouses and farms. The Board
shall review and approve of menu prices. Program financial reports shall be presented regularly
for inspection by the Board.

(¢f. 3554 — Other Food Sales)
(cf. 5040 — Student Nutrition and Physical Activity)
(cf. 6163.4 — School Gardens, Greenhouses and Farms)

Legal Reference:
UNITED STATES CODE

Richard B. Russell National School Lunch Act, 42 US.C. 1751-1769f
Child Nutrition Act of 1996, 42 U.S.C. 1771-1793

CODE QF FEDERAL REGULATIONS
7 C.F.R. Parts 210, 220, and 235 National School Lunch Program and Breakfast Program

FEDERAL REGISTER

Professional Standards for State and Local School Nutrition Programs Personnel as Required by the

Healthy, Hunger-Free Kids Act of 2010, Vol. 80. No. 40 and No. 88 (2013)

Revised 4/2014
Reviewed 9/2015
Revised 5/2019

Reviewed 3/2021
Reviewed 4/2022
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Business and Noninstructional Operations
FOOD SERVICE BP 3550(a)

| Note: The following optional policy may be revised to reflect district philosophy and needs. f

The School Board recognizes that students need adequate, nourishing food in order to grow, learn,
and to give a good foundation for their future physical well-being. The Board may provide for a
food service program based on regular lunch service and include other snack and breakfast
programs as the needs of the students and the financial capacity of the district permit. The Board
recognizes that breakfast, lunch and other nutrition programs are an important complement to the
nutritional responsibilities of parents/guardians.

The Board believes that:

1. Foods and beverages available on school premises should contribute to the nutritional well-
being of students and meet the nutritional criteria of the applicable child nutrition program
operating in the District. Nutrition programs must comply with applicable state and federal
law.

2. Foods can help students and families feel comfortable in the school. The District may
include cultural and subsistence foods if available and can be served in compliance with
school safety and nutritional programs.

3. Foods and beverages available should be considered as carefully as other educational
support materials as they can serve to build cultural connectedness for students.

4. Foods and beverages should be prepared in ways which will appeal to students while
retaining nutritive quality.

5. To further Alaskan values, food and beverages should be prepared and served in ways that
reduce waste.

6. Food should be served in quantities appropriate to the needs of students at their age level
and served in as pleasant and relaxed an atmosphere as possible, with adequate time for
students to eat and travel to and from the cafeteria.

7. Schools are encouraged to assess common eating habits and eating times to establish
appropriate meal and snack times.

8. Foods grown in the state provide nutritional, environmental, and economic benefits and
should be utilized in the district's food service program to the extent feasible.

9. The District and its schools will have food safety plans and written guidance for procuring,
receiving, and preparing subsistence foods harvested and donated to the school.

10. The District will include subsistence foods as a part of the nutritional and dietary guidelines
for Americans.

Note: Effective January 14, 2010, the U.S. Department of Agriculture requires schools participating in the National
School Lunch and Breakfast Programs to develop a written food safety program for the preparation and serving of
school meals. The goal is to prevent and reduce the risk of food-borne illness among students. Schools are required
to utilize the “hazard analysis and critical control point (HACCP) system” when developing their food safety
programs. A written safety program must be in place for each food preparation and service facility that prepares and
serves meals under the federal breakfast or lunch programs.

The Superintendent or designee will oversee the development of a written food safety program for
each food preparation and serving facility in the district, as required by law. Foods and beverages
will be stored, prepared and served in accordance with food safety regulations in order to prevent
or reduce the risk of food-borne illness among students.




Business and Noninstructional Operations

FOOD SERVICE (continued) BP 3550(b)

Note: Effective July 1, 2015, federal regulations of the Department of Agriculture, Food and Nutrition Service, require
that certain food service personnel meet minimum professional standards. More specifically, school nutrition program
directors who are responsible for management of the day-to-day food service operations for all schools in the district
must meet minimum educational qualifications as a condition of hire. The qualifications vary depending upon the
student enrollment (size) of the district. The qualification requirements are applicable to the hire of new directors
only; current directors employed prior to the July 1, 2015 effective date are grandfathered. In addition, the new
regulations require minimum continuing education and training requirements for all student nutrition staff, including
school nutrition program directors, school nutrition program managers who are responsible for day-to-day operations
of food service for a particular school, and other personnel who work an average of at least 20 hours per week. The
hours of continuing education/training varies depending upon the position held by the individual.

Qualified and trained food service personnel are critical to a healthy and safe food service program.
The Superintendent or designee shall hire qualified personnel and/or an independent contractor,
taking into consideration professional standards required by law, and will ensure that continuing
education and training is provided to food service personnel in compliance with applicable state
and federal standards.

(cf 4131 — Staff Development)

The School Board intends that, insofar as possible, the school food services program shall be self-
supporting and may include foods from school gardens, greenhouses and farms. The Board shall
review and approve of menu prices. Program financial reports shall be presented regularly for
inspection by the Board.

(cf 3554 — Other Food Sales)
(cf. 5040 — Student Nutrition and Physical Activity)
(cf 6163.4 — School Gardens, Greenhouses and Farms)

Legal Reference:
UNITED STATES CODE

Richard B. Russell National School Lunch Act, 42 U.S.C. 1751-1769j
Child Nutrition Act of 1996, 42 US.C. 1771-1793

CODE OF FEDERAL REGULATIONS
7 C.F.R. Parts 210, 220, and 235 National School Lunch Program and Breakfast Program

FEDERAL REGISTER
Professional Standards for State and Local School Nutrition Programs Personnel as Required by the

Healthy, Hunger-Free Kids Act of 2010, Vol. 80, No. 40 and No. 88 (2015)

Revised 10/2021

AASB POLICY REFERENCE MANUAL
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Business & Non-Instructional Operations

OTHER FOOD SALES BP 3554

The Board believes that all food available at school should contribute to the development of
sound nutritional habits and should reflect concern for the health and well-being of our students.

During School Day

Between the hours of 12:00 AM and 30 minutes after the conclusion of the instructional day, the
Superintendent or designee may permit food and beverage sales by student or adult entities or
organizations provided that these sales meet the requirements of the National School Lunch Act,
Nutrition Standards for All Foods Sold in Schools, also known as Smart Snacks in School, or
other District programs, do not impair the food service's ability to be financially sound, and
observe appropriate sanitation and safety procedures.

(cf 5040 — Student Nutrition and Physical Activity)
(cf 6163.4 — School Gardens, Greenhouses and Farms)

Outside of School Day

From 30 minutes after the conclusion of the instructional day until 12:00 AM, the Superintendent
or designee may permit food and beverage sales by student or adult entities or organizations
provided that these sales comply with state and federal regulations and observe appropriate
sanitation and safety procedures.

(cf 1321 - Solicitations of Funds from and by Students)

Legal Reference:

UNITED STATES CODE
Richard B. Russell National School Lunch Act, 42 US.C. 1751-1769j
Child Nutrition Act of 1996, 42 U.S.C. 1771-1793

CODE OF FEDERAL REGULATIONS
7 C.F.R. Parts 210 and 220, National School Lunch Program and Breakfast Program

FEDERAL REGISTER
Nutrition Standards for All Foods Sold in Schools (“Smart Snacks in School”), Vol. 78, No. 123, Part II,
Department of Agriculture (2013)

Revised 10/2021

AASB POLICY REFERENCE MANUAL
9/92
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Business and Non-instructional Operations BP 3580

DISTRICT RECORDS

School district records shall be developed, maintained and disposed of according to the
requirements of federal and state laws and regulations. Records, regardless of format, should
remain accessible and durable for their prescribed retention period. Electronic records, including
email, should be administered under operating policies and procedures, ideally in an unaltered
format, to ensure that the records remain authentic and trustworthy for their full retention period.

The Superintendent or designee shall undertake the preservation and retention of records and
data, including electronically stored information, when there becomes a likelihood that potential
litigation will occur.

Irreplaceable, vital school district records must be protected against destruction in the event of a
fire, flood, earthquake, terrorist act or other disaster. Vital records are those containing critical
information essential to the continuity of operations, or the protection of the rights and interests
of the school district, its students, and staff. The Superintendent or designee shall identify vital
records and implement measures to ensure that these documents are preserved.

The School Board authorizes the destruction of records having no legal or administrative value
or historical interest, following retention for those periods described in the records retention
schedule.

The School Board adopts as its Records Management System the Model Records Retention
Schedule for Alaska School Districts. The Superintendent or designee will implement a records
management program consistent with this Schedule.

The Superintendent or designee shall ensure the confidentiality of district records as permitted or
required by law. All district employees must guard against improper disclosure of confidential
and personally identifiable information.

(cf 1340 - Access to District Records)
{cf 4112.6/4212.6/4312.6 - Personnel Records)
{cf 5125 - Student Records)

Legal Reference:
ALASKA STATUTES
40.25.120-40.25.220 Public Records Act
14.03.115 Parental Access
14.17.910 Restrictions governing receipt and expenditure of money from public school foundation account
40.21.010-40.21.140 Public records

Continued....



Business and Non-instructional Operations BP 3580 (b)

DISTRICT RECORDS

ALASKA CONSTITUTION
art. I, sec. 22, Right to Privacy

UNITED STATES CODE
S US.C. §552a— Privacy Act
20U.8.C. §1232 g & 34 CFR Part 99 — Family Educational Rights & Privacy Act

Revised 2/11
Reviewed 11/2014
Reviewed 3/2021
Reviewed 4/2022

CRAIG CITY SCHOOL DISTRICT POLICY MANUAL
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Business and Noninstructional Operations

DISTRICT RECORDS BP 3580(a)

Note: Alaska Statute 40.21.070 requires districts to follow the state records management and retention program
to the extent practical. In 2007, the Department of Education and Early Development updated its 1992
publication relating to records retention practices for school districts. The newly updated Model Records
Retention Schedule for Alaska School Districts lists and describes most records that school districts administer
and recommends minimum retention guidelines, irrespective of the media utilized. The schedule is only a guide
and districts may establish their own varying schedules to meet specific school or community needs or practices.

School district records shall be developed, maintained and disposed of according to the
requirements of federal and state laws and regulations. Records, regardless of format, should
remain accessible and durable for their prescribed retention period. Electronic records,
including email, should be administered under operating policies and procedures, ideally in an
unaltered format, to ensure that the records remain authentic and trustworthy for their full
retention period.

Note: In 2007, the Federal Rules of Civil Procedure underwent a major revision to include electronic discovery
rules. The Federal Rules mandate that entities, including school districts, retain documents that are relevant to a
claim or defense to a claim. Thus, electronically stored information that is relevant to a claim must be saved for
an extended period of time. Even inadvertent destruction of electronic data, for example pursuant to your email
purging procedures, can result in sanctions for your district if you are involved in litigation. A “litigation hold”
is a directive to parties not to destroy any documents, including electronically stored information in all of its
various forms, that might be relevant to a legal proceeding, or that might lead to the discovery of relevant
information. In the event the district becomes aware of actual or threatened litigation, audit, or investigation that
may concern a group of records, those records should not be disposed of until authorized to do so upon advice of
your attorney.

The Superintendent or designee shall undertake the preservation and retention of records and
data, including electronically stored information, when there becomes a likelihood that
potential litigation will occur.

Irreplaceable, vital school district records must be protected against destruction in the event of
a fire, flood, earthquake, terrorist act or other disaster. Vital records are those containing
critical information essential to the continuity of operations, or the protection of the rights and
interests of the school district, its students, and staff. The Superintendent or designee shall
identify vital records and implement measures to ensure that these documents are preserved.

The School Board authorizes the destruction of records having no legal or administrative value
or historical interest, following retention for those periods described in the records retention
schedule.

Note: Alaska Statute 40.21.080 provides that public records may not be destroyed except on the authority of
the local governing body. The Board may authorize by policies or regulations, the disposal of "routine records."
The District should establish regulations defining its routine records, and time limits for retention of all records.

{01205378)




Business and Noninstructional Operations

DISTRICT RECORDS BP 3580(B)

OPTION 1:

The Superintendent or designee shall establish administrative regulations in accordance with
AS 40.21.070 so that district personnel will know how district records are to be maintained or
destroyed. The regulations shall include retention periods for district records, as appropriate
to the record involved.

OPTION 2:

The School Board adopts as its Records Management System the Model Records Retention
Schedule for Alaska School Districts. The Superintendent or designee will implement a
records management program consistent with this Schedule.

The Superintendent or designee shall ensure the confidentiality of district records as permitted
or required by law. All district employees must guard against improper disclosure of
confidential and personally identifiable information.

(cf: 1340 - Access to District Records)
(cf 4112.6/4212.6/4312.6 - Personnel Records)
(cf 5125 - Student Records)

Note: Participants in the E-rate program have specific document retention requirements which go into effect
for funding year 2004. Under FCC rules, program beneficiaries must “retain all records related to the
application for, receipt and delivery of discounted services for a period of five years after the last day of service
delivered” in any particular funding year. FCC Rule § 54.516. Specifically, eight categories of documents
must be retained: prebidding process, bidding process, contracts, application process, purchase and delivery of]
services, invoicing, inventory, and forms and rule compliance.

Legal Reference:
ALASKA STATUTES
40.25.120-40.25.220 Public Records Act
14.03.115 Parental Access
14.17.910 Restrictions governing receipt and expenditure of money from public school foundation
account
40.21.010-40.21.140 Public records

ALASKA CONSTITUTION
art. 1, sec. 22, Right to Privacy

UNITED STATES CODE
S US.C. §3552a— Privacy Act
20US.C. § 1232 g & 34 CFR Part 99 — Family Educational Rights & Privacy Act
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WORKSHEETS for the district policy committee:
DISCARD WHEN FINISHED
Business and Noninstructional Operations

DISTRICT RECORDS BP 3580(a)

Note: Alaska Statute 40.21.070 requires districts to follow the state records management and retention program
to the extent practical. In 2007, the Department of Education and Early Development updated its 1992
publication relating to records retention practices for school districts. The newly updated Model Records
Retention Schedule for Alaska School Districts lists and describes most records that school districts administer
and recommends minimum retention guidelines, irrespective of the media utilized. The schedule is only a guide
and districts may establish their own varying schedules to meet specific school or community needs or practices.

School district records shall be developed, maintained and disposed of according to the
requirements of federal and state laws and regulations. Records, regardless of format, should
remain accessible and durable for their prescribed retention period. Electronic records,
including email, should be administered under operating policies and procedures, ideally in an
unaltered format, to ensure that the records remain authentic and trustworthy for their full
retention period.

Note: In 2007, the Federal Rules of Civil Procedure underwent a major revision to include electronic discovery
rules. The Federal Rules mandate that entities, including school districts, retain documents that are relevant to a
claim or defense to a claim. Thus, electronically stored information that is relevant to a claim must be saved for
an extended period of time. Even inadvertent destruction of electronic data, for example pursuant to your email
purging procedures, can result in sanctions for your district if you are involved in litigation. A “litigation hold”
is a directive to parties not to destroy any documents, including electronically stored information in all of its
various forms, that might be relevant to a legal proceeding, or that might lead to the discovery of relevant
information. In the event the district becomes aware of actual or threatened litigation, audit, or investigation that
may concern a group of records, those records should not be disposed of until authorized to do so upon advice of
your attorney.

The Superintendent or designee shall undertake the preservation and retention of records and
data, including electronically stored information, when there becomes a likelihood that
potential litigation will occur.

Irreplaceable, vital school district records must be protected against destruction in the event of
a fire, flood, earthquake, terrorist act or other disaster. Vital records are those containing
critical information essential to the continuity of operations, or the protection of the rights and
interests of the school district, its students, and staff. The Superintendent or designee shall
identify vital records and implement measures to ensure that these documents are preserved.

The School Board authorizes the destruction of records having no legal or administrative value
or historical interest, following retention for those periods described in the records retention
schedule.

Note: Alaska Statute 40.21.080 provides that public records may not be destroyed except on the authority of]
the local governing body. The Board may authorize by policies or regulations, the disposal of "routine records."
The District should establish regulations defining its routine records, and time limits for retention of all records.
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WORKSHEETS for the district policy committee:
DISCARD WHEN FINISHED
Business and Noninstructional Operations

DISTRICT RECORDS BP 3580(B)

OPTION 1:

The Superintendent or designee shall establish administrative regulations_in accordance with
AS 40.21.070 so that district personnel will know how district records are to be maintained or
destroyed. The regulations shall include retention periods for district records, as appropriate
to the record involved.

OPTION 2:

The School Board adopts as its Records Management System the Model Records Retention
Schedule for Alaska School Districts. The Superintendent or designee will implement a
records management program consistent with this Schedule.

The Superintendent or designee shall ensure the confidentiality of district records as permitted
or required by law. All district employees must guard against improper disclosure of
confidential and personally identifiable information.

(cf- 1340 - Access to District Records)
(cf 4112.6/4212.6/4312.6 - Personnel Records)
(¢f 5125 - Student Records)

Note: Participants in the E-rate program have specific document retention requirements which go into effect
for funding year 2004. Under FCC rules, program beneficiaries must “retain all records related to the
application for, receipt and delivery of discounted services for a period of five years after the last day of service
delivered” in any particular funding year. FCC Rule § 54.516. Specifically, eight categories of documents
must be retained: prebidding process, bidding process, contracts, application process, purchase and delivery of]
services, invoicing, inventory, and forms and rule compliance.

Legal Reference:
ALASKA STATUTES
40.25.120-40.25.220 Public Records Act
14.03.115 Parental Access
14.17.910 Restrictions governing receipt and expenditure of money from public school foundation
account
40.21.010-40.21.140 Public records

ALASKA CONSTITUTION
art. 1, sec. 22, Right to Privacy

UNITED STATES CODE
SUSC. §552a— Privacy Act
20 US.C. § 1232 g & 34 CFR Part 99 — Family Educational Rights & Privacy Act

Revised $46910/2021
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