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I Call to Order
II. Review 3000 Series
III.  Adjourn



CABE Policy Service

Connecticut Association of Boards of Education, Inc.
81 Wolcott Hill Road ¢ Wethersfield, CT 06109-1242 ¢ (860) 571-7446 ¢ Fax (860) 571-7452

February 9, 2012

Dr,‘_Guy Stella [\Fﬁ:}? 1 33 | Za@
Superintendent of Schools S
Woodbridge Public Schools e
40 Beecham Street South

Woodbridge, CT 06525-2006

Deﬂ)}fﬂella:

Enclosed is the first draft of Series 3000 addressing the business and non-instructional operations
of the Woodbridge Public Schools. This draft should be reviewed by the Policy Committee.

I believe the "Check-Off List of Required and Good Practice Policies" will assist the committee
in deciding which policies (if any) they wish to keep or eliminate. This handout explains which
“policies are required by law and others which are considered to be "good practice” policies.

I thought the sample policies/regulations from CABE might come in handy to compare to
Woodbridge’s current policies and practice. If additional information is desired on a topic,
please call me. Feel free to adapt or modify any of these policies and/or regulations for
Woodbridge Public Schools.

The enclosed material includes:

1. "THE GOVERNANCE MANUAL: What It Should Contain - Business/Non-Instructional
Operations - Series 3000" provides a brief overview of this series.

2k "Check-Off List of Required and Good Practice Policies" will assist the Policy
Committee to understand the policies and regulations required by law and the ones which
are good practice. Most of the good practice policies are self explanatory.

38 "CABE Policy Review of Existing Woodbridge Material" (an adapted table of contents
that indicates the existing Woodbridge policies used in this draft). This adapted table of
contents also indicates the status of the existing policies and of other sample materials
were provided.
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4. First draft of Series 3000 material.
5. Table of Contents.

This material should be disseminated to the members of the Policy Committee. Call me if you
have any questions.

Sincerely:

S
Vincent A. Mustaro
Senior Staff Associate
for Policy Service

€nc

pb



JUST A REMINDER TO
POLICY REVIEW
COMMITTEE

Please make all changes/modifications in
RED PEN and return THIS ENTIRE
WORKING PACKET (even rejections) back

to CABE for processing of the second draft.

We will return a clean copy with all
modifications made by the Policy Review
Committee.



Packet Return Reminder

When returning this packet back to CABE, please take a moment to be sure
you’ve included the following:

Is the Table of Contents included?
Are the rejections included the packet?

Are all the additions and revisions marked clearly in RED pen?

L1 O O [

If the Board adopted this packet, did you provide an adoption date?
Is the entire packet (Series) complete? [ | Yes [ ] No

If you answered “no” to the above question, how much of the packet is
included (e.g., V2, %, etc...)?




Connecticut Association of Boards of Education

THE GOVERNANCE MANUAL: What It Should Contain
in Business/Non-Instructional Operations - Series 3000

Board policies in the Business and Non-Instructional Operations area should be concerned first
with the preparation of the financial plan (budget). The comparison of the School Board to a
corporation’s Board of Directors is fitting; the responsibilities are similar. The Board determines
the direction of the district and sets up the business structure to implement its goals, control its
finances, and provide support services. Just as a corporation that demonstrates sound
management usually ends up with a profit, a local Board of Education that has a sound grasp of
budget fundamentals and translates that into reasonable, workable policy, has a good chance of
winding up with public support.

Budget policy encompasses both the district's budget philosophy and the schedule that translates
that philosophy into a working document-planning, formulation, presentation, adoption, and
dissemination. A fiscally prudent Board considers "the most for the money" in every policy it
formulates. The Board's budget philosophy will not necessarily be limited to its business
practices. For example, a policy on summer school may be broadened to include enrichment
programs for which tuition may be charged, thus allowing the Board to serve the needs of its
students without increased expense.

In the Non-Instructional Operations area, energy, transportation, and food services are policy
matters of major interest to most communities. Are steps being taken to conserve energy? Who
rides, who walks, and who eats lunch at school? Should the Board make use of privately owned
vehicles for small group student transportation to special events? Since Boards have considerable
leeway for decision-making in these areas, they would be wise to give careful attention to
policies concerning them.



Connecticut Association of Boards of Education

List of Required and Good Practice Policies
for Series 3000 - Business/Non-Instructional Operations

Required Policies for Series 3000

Below is a list of the required policies and/or regulations for Series 3000. Following the topic is
the state statute citation or the federal law.

1. Transportation Safety Complaints Sec. 10- Related Policy:
221c 3531.5

“The Superintendent of Schools ... shall
develop and implement a policy for the
reporting of all complaints relative to
school transportation safety ... and shall
provide the Commissioner of Motor
Vehicles with a copy of the written record
... for the previous twelve months.

2. Pesticide Application (PA 99-165) 3524.1

Good Practice Policies for Series 3000

Below is a list of the good practice policies and/or regulations suggested for Series 3000. These
are not required by law but provide guidance to the administration.

1. If district received federal funding for the
food service, then consider these two

policies:

Food Service Free or Reduced Price

Lunches 3542.31
Food Sales by Students/Others 3542.33
2. Budget: Planning 3110
3. Budget Transfers 3160
4. Tuition Fees 3240
5. Sales & Disposal of Books, Equipment & Supplies 3260
6. Gifts, Grants and Bequests 3280

7. Purchasing Procedures 3320



Connecticut Association of Boards of Education

List of Required and Good Practice Policies
for Series 3000 - Business/Non-Instructional Operations

10.

11.

12.

13.

14.

15.

16.

Good Practice Policies for Series 3000 (continued)
Requesting Goods & Services (Requisitions)
Soliciting Prices (Bids & Quotations)
Ordering Goods & Services (Purchase Orders)
Paying for Goods & Services
Periodic Financial Reports
School Activity Funds
Compliance with 504 Regulations
Use of School Facilities
Sex Offender Notification

Transportation

3321

3323

3324

3326

3430

3453

3511

3515

3516.4

35411f.



CABE's Policy Review of Woodbridge’s Existing Policy Material

Series 3000 BUSINESS/NON-INSTRUCTIONAL OPERATIONS
Page 1

Policy Topic Title Number Former Action Taken Date

Number Adopted

Same Sample provided
Appropriate Modified Not Used Policy Regulation
as written

Concept and Roles in Business & Non-Instructional Operations 3000 3000/ X 1/20/04

3001
Goals and Objectives 3010 X
Internal Controls 3011
Budget/Budgeting System 3100 3110 X X 10/18/04
Budget Planning 3110 X
Fiscal Year 3111 X
Budget Calendar 3112
Setting Budget Priorities 3113 X
Preparation of Budget Document 3120 X
Publication 3130 X
Public Review of Budget 3140
Adoption 3150 3150 X 10/18/04
Appeals 3151
Spending Public Funds For Advocacy 3152 X
Transfer of Funds between Categories; Amendments 3160 3160 X X 7/19/04
Budget Administration 3170 3170 X X 6/20/94
Supplemental Appropriations 3171 X
Income 3200
Local Funds 3210
Taxes/Limitations 3211
Deficit in Town Payment 3212
State Funds 3220 X
Federal Funds 3230 X
Medical Reimbursement for Special Education Students 3231 X X
Tuition Fees 3240 X
Materials/Services; Fees, Fines, Charges 3250 3250 X 11/15/04
Sales & Disposal of Books, Equipment & Supplies 3260 X
Sale and Rental of Real Property 3270




CABE's Policy Review of Woodbridge’s Existing Policy Material

Series 3000 BUSINESS/NON-INSTRUCTIONAL OPERATIONS
Page 2
Policy Topic Title Number Former Action Taken Date
Number Adopted
Same Sample provided
Appropriate Modified Not Used Policy Regulation
as written
Royalties 3271
Gifis, Grants and Bequests 3280 3280 X 7/21/05
Grants 3280.1 X X
School Fund Raisers 3281 X X
Business/Industry/Corporate Involvement in Education 3281.1 X
Funds Management 3290 X
Borrowing 3291
Short-Term Loans 3291.1
Debt Limitation 3291.2
Investing 3292
Depository 3293 X
Signatures/Facsimiles 3293.1 X
Incurring Liabilities 3294
Expenditures/Expending Authority 3300 X
Purchasing Guides 3310 X X
Quality of Goods and Services 3311
Quantity Purchasing 3312
Standardization of Supplies and Equipment 3312.1
State Contract/Cooperative Purchasing 3312.2
Relations with Vendors 3313 3313 X 4/16/01
Local Purchasing 3313.1 X
Vendor Representatives 3313.2
Performance Guarantees 3313.3
Access of Vendors to Teachers 3313.4 X
Affirmative Action for Vendors 3313.5 X
Purchasing Procedures 3320 3320 X X 5/16/06
Procedures for Entering into a Lease Purchase/Agreement 3320.1 X
Requesting Goods and Services (Requisitions) 3321 3321 X 5/16/06




CABE's Policy Review of Woodbridge’s Existing Policy Material

Series 3000 BUSINESS/NON-INSTRUCTIONAL OPERATIONS
Page 3
Policy Topic Title Number Former Action Taken Date
Number Adopted
Same Sample provided
Appropriate Modified Not Used Policy Regulation
as written
Describing Goods and Services (Specifications) 3322
Soliciting Prices (Bids & Quotations) 3323 X X
Ordering Goods & Services (Purchase Orders) 3324 X
Contracts 3324.1 3324.1 X 4/26/04
Receiving Goods/Warehousing 3325
Maintenance and Control of Instructional Materials 3325.1 X
Paying for Goods & Services 3326 3326 X X 5/16/06
Payroll Procedures and Authorized Signatures 3326.1 X
Emergency Expenditures 3326.2
Board of Education Credit Card 3326.3 X
Settlement of Claims 3330
Funding of Special Programs 3340
Accounts 3400
System of Accounts 3410 X
Classification of Expenditures 3420 X
Periodic Financial Reports 3430 X
Treasurer's Report 3431
Budget and Expense Reports 3432 X
Annual Financial Statement 3433
Periodic Audit 3434 3434 X 11/15/04
Fraud Prevention and Investigation 3435 X X
Inventories 3440 X X
Monies in School Buildings 3450 X X
Petty Cash Funds 3451 X X
Revolving Funds 3452
School Activity Fund 3453
Unexpended Class Funds 3453.1
Gate Receipts and Admission 3454




CABE's Policy Review of Woodbridge’s Existing Policy Material

Series 3000 BUSINESS/NON-INSTRUCTIONAL OPERATIONS
Page 4
Policy Topic Title Number Former Action Taken Date
Number Adopted
Same Sample provided
Appropriate Modified Not Used Policy Regulation
as written
High School Concession Stand 3455
Non-Instructional Operations 3500
School Gardens 3508
Operation and Maintenance of Plant/Grounds 3510 3510 X 8/20/01
Compliance with 504 Regulations 3511 X
Buildings 3512
Utilities 3513
Energy Conservation 3513.1 X X
Waste Management 3513.2 X X
Equipment 3514 X X
Community Use of School Facilities 3515 3515 X X 3/15/04
Telephone 3515.1
Parking 3515.2 X
Safety 3516 3516 X X 4/16/01
Buildings and Grounds Inspection & Reporting 3516.1
Hazardous Materials Communication 3516.11 X
Asbestos Control 3516.12 X
Accident Prevention & Reporting 3516.3 X
First Aid 3516.31
Do Not Resuscitate Order 3516.33
Sex Offender Notification 3516.4 X X
Sex Offenders on School Property 3516.5 X
Security of Buildings and Grounds 3517 3517 X X 8/20/01
Site & Building Access 3517.1 X
Vandalism 3517.2
Records and Reports 3518
Data Processing Services 3520 X
Information Security Breach and Notification 3520.1 X X




CABE's Policy Review of Woodbridge’s Existing Policy Material

Series 3000 BUSINESS/NON-INSTRUCTIONAL OPERATIONS
Page 5
Policy Topic Title Number Former Action Taken Date
Number Adopted
Same Sample provided
Appropriate Modified Not Used Policy Regulation
as written
Parent Portal 3520.10 X
Electronic Information Security 3520.11 X
Data-Based Information Management Systems 3520.12 X
Responsibilities and Scope 3521
Services Available 3522
Facilities 3523
Acquisition and Updating of Technology 3523.1 X
Operation and Maintenance 3523.2
School Facilities — Playground Equipment 3523.3 X X
Hazardous Materials in Schools 3524 X X
*Pesticide Application 3524.1 3524.1 X 11/21/201
Use of “Cut” Christmas Trees 3524.11
Green Cleaning Program 3524.2 X X
Fixed Operations 3530
Pension Plan 3531
Insurance 3532 X
Liability Insurance 3532.1 X
Property 3532.2
Employee Bonds 3533 X
Auxiliary Agencies 3540
Transportation 3541 3541 X 8/20/01
School Bus Riders 3541.1 X
Responsibilities and Duties 3541.2
Boards of Education 3541.21 X
Employees Duties; Driver 3541.22 X
Bus Contractor 3541.23 X
Transportation; Parent/Guardian Responsibility 3541.24 X
Routes and Services 3541.3 X




CABE's Policy Review of Woodbridge’s Existing Policy Material

Series 3000 BUSINESS/NON-INSTRUCTIONAL OPERATIONS
Page 6
Policy Topic Title Number Former Action Taken Date
Number Adopted
Same Sample provided
Appropriate Modified Not Used Policy Regulation
as written
Riding Other Than Assigned Bus 3541.311 X
Daycare Center Transportation 3541.312 X
Video Cameras on School Transportation 3541.313 X
Special Transportation for School-Related Trips 3541.32 X X
Special Transportation for Exceptional Children 3541.33 X
Special Transportation for Non-Public School Purposes 3541.34
Non-Public School Students 3541.341 X
Senior Citizens 3541.342
Outside Agencies/Organizations 3541.343
Bus Driver Safety/Emergency Procedures 3541.35 X X
Transportation Equipment 3541.4 X
Maintenance 3541.41
Vandalism 3541.42
School System Owned Vehicles 3541.43
Privately Owned Vehicles 3541.44 X
*Transportation Safety Complaints 3541.5 X
Denial of Transportation 3541.51 X
Bus Drivers 3541.6 X
Student Behavior 3541.7 X X
Student Bus Assignments 3541.8 X
Accident Reporting 3541.9
Food Service 3542 X
Purpose and Facilities 3542.1 3542.1 X X 4/26/04
Responsibilities and Duties 3542.2
Boards of Education 3542.21
Employees 3542.22
Menus and Services 3542.3
Free or Reduced Price Lunches 3542.31 3542.31 X 4/26/04
Cafeterias 3542.32




CABE's Policy Review of Woodbridge’s Existing Policy Material

Series 3000 BUSINESS/NON-INSTRUCTIONAL OPERATIONS
Page 7
Policy Topic Title Number Former Action Taken Date
Number Adopted
Same Sample provided
Appropriate Modified Not Used Policy Regulation
as written
Food Sales Other Than National School Lunch Program 3542.33 X X
Nutrition Program 3542.34 X X
Operation 3542.4
Personnel 3542.41
Finance 3542.42 3542.42 X 4/26/04
Equipment 3542.43 X
Community Use of Purchasing 3542.44
Surplus Commodities 3542.441
Vending Machines 3542.45 X
Sanitary Conditions 3542.46 X
Records and Reports 3542.47
Office Services 3543
Printing and Duplicating: Copyrighted Materials 3543.11 X
Wire Services 3543.12
Mail and Delivery 3543.13 3543.13 X X 2/27/06
Stenographic and Clerical 3543.2
Records and Reports 3543.3
Electronic Communication Use and Retention 3543.31 X X
Holds on the Destruction of Electronic and Paper Records 3543.311 X X
Debt Service 3550
Direct Payment on Bonds 3551
Interest on Bonds 3552
Interest on Short-Term Notes 3553
Capital Outlay 3560 3560 X X 4/26/04
Grounds 3561
Buildings 3562
Heat, Light and Plumbing 3563
Care of School System Records 3570




CABE's Policy Review of Woodbridge’s Existing Policy Material

Series 3000 BUSINESS/NON-INSTRUCTIONAL OPERATIONS
Page 8
Policy Topic Title Number Former Action Taken Date
Number Adopted
Same Sample provided
Appropriate Modified Not Used Policy Regulation
as written
Maintenance Program 3571
Destruction 3572
Budget Savings Activity 3580

POLICIES/REGULATIONS LISTED IN EXISTING MANUAL BUT NOT USED:

FORMER CODING

TOPIC TITLE

ADOPTION DATE

REPLACEMENT POLICY NUMBER




WOODBRIDGE PUBLIC SCHOOLS

BUSINESS & NON-INSTRUCTIONAL OPERATIONS

i Concept and Roles in Business & Non-Instructional
10015 & 15 10) 1 1. S ORI
A. Goals and ObJECtiVES ... ...ovvvvvriiiieiiiiieiieeereeenes

2. Budget/Budgeting System ..........c.ccoceiiiiiiiiiiiiiiiin e

A. Budget: Planning.............ccoviiiiiiiiiiiicii e
¢)) Fiscal Year........cooovvivviiiiiiiinn e,
)] Setting Budget Priorities..............ccovviiviiinnininen.n.
Preparation of Budget Document ................cooveiniininnnne.
Publication .........cccveviiiiiiiiiiiii
Adoption of Budget ...........ocvviiiiiiiiiiii e,
2) Spending Public Funds For Advocacy ....................
Transfer of Funds between Categories: Amendments...........
Budget Administration............cccoovviiiiiiiiiiiii
@) Supplemental Appropriations..........c.ocvvvvevenenennnnns

HmoUow

3. Income

(1)  Medical Reimbursement for
Special Education Students............ccoovviiiiiiiniinininne,
Tuition FEes ...ocvviviiiniiiiii i
Materials/Services; Fees, Fines, Charges ........................
Sales and Disposal of Books, Equipment and Supplies ........
Gifts, Grants and Bequests...........coevviviviiiiiiinininnnennn.
(1) (€ %: 111 TP
2) School Fund Raisers...........cccovvuviiiiiiiiininnaninn.s,
(3)  Business/Industry/Corporate Involvement in
Education.........cooiiiiiiiiiiiiiiiiir e
G. Funds Management...........cccoviveiiiniiiiiinieneiineienenennenen.
(1) DepoSitOry ..ocovvuereriiiiieiiieneneiiiieiierereeenennn
(a) Signatures/Facsimiles..............ccoeeevinnnnnen,

Amo0

4. Expenditures/Expending Authority ...........cccoovviiiiiiiiiiinin.n,
A. Purchasing Guides..........cccooeiiiiiiiiiiiiiiiicn e

(1)  Relations with Vendors..........c..ocooviiiiiiiinnnnnn,

(a) Local Purchasing ..........c.cooeviviiniinnnnnnnnn.

(b)  Access of Vendors to Teachers....................

(©) Affirmative Action For Vendors..................

SERIES 3000
Policy or

Number Regulation
3000 P
3010 P
3100 P
3110 P
3111 P
3113 P
3120 P
3130 P
3150 P
3152 R
3160 P/R
3170 P
3171 P
3220 P
3230 P
3231 P/R
3240 P
3250 P
3260 P
3280 P
3280.1 P/R
3281 P/R
3281.1 P
3290 P
3293 P
3293.1 P
3300 P
3310 P/R
3313 P
3313.1 P
3313.4 R
33135 P



WOODBRIDGE PUBLIC SCHOOLS

BUSINESS & NON-INSTRUCTIONAL OPERATIONS SERIES 3000
Policy or
Number Regulation
B. Purchasing Procedures.............ccooveviiniiiininiiinnn, 3320 P
(1)  Procedures for Entering into a
Lease/Purchase Agreement ..................ceevvnvenenn. 3320.1 P
(2)  Requesting Goods and Services (Requisitions).......... 3321 P
3) Soliciting Prices (Bids & Quotations)..................... 3323 P/R
(4)  Ordering Goods and Services (Purchase Orders) ....... 3324 P
(a) Contracts ......ccoeeviriiiiiiiiii 3324.1 P
&) Receiving Goods/ Warehousing
(a) Maintenance and Control of Instructional
Materials ......ocoveviniiiiiii 3325.1 P
6) Paying for Goods and Services..................coeveneen. 3326 P/R
(a) Payroll Procedures and Authorized Signatures...3326.1 P
(b)  Board of Education Credit Card .................. 3326.3 P
2, Accounts
A. System of ACCOUNLS.......ocvveviviiiiniiiiiiiiii i eeaeenes 3410 P
B. Classification of Expenditures...........coovevevveeininininnnninnnns 3420 P
C. Periodic Financial Reports ..........ccocvviviiiiiiininiiiininnnnne. 3430 P
(D) Budget and Expense Reports............covvvvieinnnnnne. 3432 P
(2)  Annual Financial Statement .................cccceenenii, 3433 P
(3)  Periodic Audit .......ooeviiiiiiiii 3434 P
(4)  Fraud Prevention and Investigation........................ 3435 P/R
D. INVENTOTIES t..viviniiiei it e 3440 P/R
E. Monies in School Buildings............ccoovvivviiiiiiiiiiininnenn., 3450 P/R
(1)  PettyCash Funds .........oooiviiiviiiiiiiiiiien 3451 P/R
3. Non-Instructional Operations
A. Operation and Maintenance of Plant/Grounds.................... 3510 P
B. Compliance with 504 Regulations ...............cccocvvrininennn.. 3511 R
C. Buildings
(1)  Utilities
(a) Energy Conservation...............cccoevveninnnnn. 3513.1 P/R
(b) Waste Management, Resource
Conservation and Recycling ....................... 3513.2 P/R
(2)  Equipment..........ccccviiiiiiiiiiiiiiiiiiiiin e 3514 P/R
3 Community Use of School Facilities...................... 3515 P/R
(a) Parking .......ccovviiiiiiiiii 35152 P
(4) Safety oo, 3516 P
(@) Buildings and Grounds Inspection and Reporting
(i) Hazardous Materials Communication... 3516.11 P
(i)  Asbestos Control..........cccevevinennnnnnn, 3516.12 P
(b) Accident Prevention and Reporting................. 3516.3 P
(©) Sex Offender Notification................cccoenenenen. 3516.4 P/R



WOODBRIDGE PUBLIC SCHOOLS

BUSINESS & NON-INSTRUCTIONAL OPERATIONS

@ Sex Offenders on School Property..................
(e) Security of Buildings and Grounds.................
@) Site and Building Access....................

D. Data Processing Services..........covvveviveeneniniennenen.
(1)  Information Security Breach and Notification...

(2)  Infinite Campus Parent Portal..............c..coveiiininnnii.

3) Electronic Information Security

&) Facilities

(@ Acquisition and Updating of Technology .......
) Playground Equipment............c.cocevvvvninnnen.
E. Hazardous Materials in Schools............cccovviviiiiiininnnen.
(a) *Pesticide Application ...........ceeeeeiveevacannnnes

(b) Green Cleaning Program...................

F. Fixed Operations
¢)) InSurance ..........coveviineiiiiiiniiniee e,
(a) Liability Insurance.............cocevvvvnnnen.

(2) Employee Bonds ........cccovviiriiviiiiiinininiininennien.

G. Auxiliary Agencies

@) Transportation .........v.vevereiiiniinininenenereneenenennenns
@) School Bus Riders ..........ccocvvviviiiiiiinininnnnns

(b) Responsibilities and Duties
) Boards of Education................
(ii)  Employees Duties: Driver ........
(iii) Bus Contractor...........c..........
(iv)  Transportation; Parent/Guardian
Responsibility ..........ccoeevnine.
(c) Routes and Services...........coceevveennen.
1) Riding Other Than Assigned Bus
(ii)  Daycare Center Transportation...
(iii)  Video Cameras on
School Transportation..............
(iv)  Special Transportation for
School Related Trips...............
(v)  Special Transportation for
Exceptional Children...............
(vi)  Special Transportation for
Non-Public School Purposes

........

..............................

(4)  Data-Based Information Management Systems............

........

........

--------

........

--------

a. Non-Public School Students .....

(vii)  Bus Driver Safety/
Emergency Procedures ............

SERIES 3000

Number

3541.21
3541.22
3541.23

3541.311
3541.312

3541.313

3541.32

3541.33

3541.341

3541.35

Policy or
Regulation

P/R

P/R
P/R

P/R
P/R
P/R
P/R

P/R



WOODBRIDGE PUBLIC SCHOOLS

BUSINESS & NON-INSTRUCTIONAL OPERATIONS SERIES 3000

Policy or
Number Regulation

(d) Transportation Equipment.......................... 3541.4 P
@) Privately Owned Vehicles................. 3541.44 P
(e) *Transportation Safety Complaints............ 3541.5 P
@) Denial of Transportation .................. 3541.51 P
® BUs DIIVETS ..ouviiiiiniriiieieienreneineeneenenenns 3541.6 P
€)) Student Behavior...........c.cooovvviiiiiiniien, 3541.7 P/R
(h) Student Bus Assignments.............ccvvviennnn. 3541.8 P
2) Food Service.......cocviiiiiiiiiiiiiiiiiiiiiiiii 3542 P
(a) Purpose and Facilities............cccooeveiniienne. 3542.1 P/R
(b)  Menus and Services
@) Free or Reduced Price Lunches............ 3542.31 P/R
(i)  Food Sales: Other Than
National School Lunch Program........... 3542.33 P/R
(ili)  Nutrition Program.............cccceevenenenn. 3542.34 P/R
(c) Operation
) FINance .......coevvvvveeneninnnenieneenen. 354242 P
(ii)  Charging Policy..........c.cvcvviiininnne. 354243 P
(iii)  Vending Machines...............ccceevenennn. 3542.45 P
(iv)  Sanitary Conditions ..............c.cc.en.... 3542.46 P
(3)  Office Services
(a) Communication Services
1) Printing and Duplicating:
Copyrighted Materials.............c......... 3543.11 P
(i)  Mail and Delivery .........cocevvveinnnnne. 3543.13 P
(b)  Electronic Communications Use and Retention..3543.31 P
(c) Holds on the Destruction of Electronic and
Paper Records........cccovvvvviiiiniiinininnnnnnnn. 3543.311 P/R
H. Capital Outlay .......ocvvniniiiiiiiiiiiie e 3560 P

*Bolded line indicates policies which boards of education must have due to federal and state law



3000

Existing policies, presently numbered 3000 and 3001 adopted 1/20/04, appropriate as combined

and renumbered,

Business/Non-Instructional Operations

Concept and Roles in Business and Non-Instructional Operations

The Board of Education recognizes that money and money management comprise the foundational
support of the whole school program. To make that support as effective as possible, the Board of

Education shall:

1. Encourage advance planning through the best possible budget procedures.

2. Explore all practical sources of dollar income.

3. Guide the expenditure of funds so as to extract the greatest educational returns.

4. Establish top-quality accounting and reporting procedures.

5. Maintain the level of unit expenditure needed to provide high quality education within the

ability of the community to pay.

Non-Instructional Operations

The operation and maintenance of school plant and equipment shall set high standards of safety, to
promote the health of students and staff, to reflect prudent management of available resources and
to support environmentally the efforts of the staff to provide a good education.

Policy adopted: WOODBRIDGE PUBLIC SCHOOLS

Woodbridge, Connecticut



& é&@. -
E‘/@ 3010
PoLicy SERVICES
Sample policy to consider.

Business/Non-Instructional Operations

Goals and Objectives

The Board of Education recognizes excellent fiscal planning as a key factor in attaining the district's
educational goals and priorities. The Board shall:

1. engage in thorough advance planning of budgets;
2 explore all appropriate sources of revenue;
3. manage expenditures so as to achieve the greatest educational returns given the district's

available resources; and
4, expect the highest standards in accounting and reporting procedures.

Budget planning is a cooperative process and should involve administrative staff, professional staff,
employee associations, community organizations and the Board.

Policy adopted:

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.



3100

Existing policy, presently numbered 3110 adopted 10/18/04, appropriate as renumbered except for
update to legal reference. A sample follows for comparison and consideration.

Business/Non-Instructional Operations

Budget/Budgeting System

Annual Operating Budget

General

The Board of Education shall prepare an annual operating budget for the school district,
consistent with provisions of State statutes and Board of Finance requirements that govern
preparation, timelines and available appeal procedures of reductions to the educational budget.
Establishing Budget Priorities

Before developing and adopting a proposed budget, the Board of Education shall study school
programs in relation to present and future students and community needs and establish budget
priorities for the fiscal year.

Supplemental Appropriations

State law provides procedures through which, subsequent to approval of the annual budget,
additional appropriations may, if required, be requested by the Board of Education from the
Board of Finance. Prior to requesting supplemental funds, the Board shall make every reasonable
effort to live within the original appropriation and maintain essential educational programs.

Legal Reference: " Connecticut General Statutes

;1_01_222 Apptdp_ri_atibns_ and bi_lc_lget. Finéhcial information syste_fn;

Policy adopted: WOODBRIDGE PUBLIC SCHOOLS
Woodbridge, Connecticut



PoLicy SERVICES Another version to consider.
Business/Non-Instructional Operations

Budget/Budgeting System

Annual Operating Budget
The Board of Education shall prepare an annual operating budget for Public Schools.

State Statute, Town charter, and Town ordinances establish the deadlines and procedures for
preparation and submission of the budget through the Board of Finance for action by the
Representative Town Meeting.

According to State Statute, the Board of Finance may recommend the total or a lesser amount to
the Representative Town Meeting for approval. The Representative Town Meeting may approve
the total or a lesser amount.

Any reductions in the budget made by the Board of Finance may be appealed by the Board of
Education to the Representative Town Meeting. A 2/3 majority vote of the Representative Town
Meeting is necessary to overturn a decision of the Board of Finance.

Through the referendum process, the RTM (Representative Town Meeting) approved budget may
be modified further by the townspeople.

State Statute, Town charter, and Town ordinances also set forth procedures through which
requests for additional funds, subsequent to budget appropriation, may be requested by the Board

of Education.
Legal Reference: Connecticut General Statutes
10-222 Appropriations and budget. Financial information system.
Policy adopted:
cps 9/03

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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This is an optional statement but it is a good practice policy.

Business/Non-Instructional Operations

Budget: Planning

As a preliminary part of the development of the budget, the Board of Education shall study the
school program in relation to the present and future needs of the students and the community. In an
effort to make the budget a comprehensive reflection of the financial needs of the school system,
steps shall be taken to involve representatives of the community, students, certified and
non-certified staff, and the administrative staff in the budget process. The procedure for the
involvement of these representatives shall be developed by the Superintendent of Schools and
implemented by the Superintendent's office upon the formal approval of the Board of Education.

Legal Reference: Connecticut General Statutes

10-51 Fiscal Year. Budget. Payments by member towns. (regional school
districts).

10-222 Appropriations and budget.

Policy adopted:

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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A policy to consider.

Business/Non-Instructional Operations
Fiscal Year
The fiscal year shall commence July first and end June thirtieth.
Legal Reference: Connecticut General Statutes
10-51 Fiscal year. Budget.
10-222 Appropriations and budget. Financial information system.

10-259 Fiscal and school year defined.

Policy adopted:

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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Optional
Business/Non-Instructional Operations
Setting Budget Priorities
Before adopting the budget, the Board of Education shall study the school program in relation to the
present and future needs of the students and the community and establish budget priorities for the

fiscal year. To make the budget a comprehensive reflection of the financial needs of the school
program, steps shall be taken to involve the certified, non-certified, and administrative staff in its

development.

Legal Reference: Connecticut General Statute
10-222 Appropriations and budget.

Policy adopted:

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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PoLicy SERVICES
Suggested policy to consider.

Business/Non-Instructional Operations

Preparation of Budget Document

The Board of Education asks the Superintendent to direct the preparation of the budget and submit
it to the Board for its tentative approval and for a later public hearing.

The Superintendent is asked to confer with the school staff on budgetary needs, as well as consider
priorities that have been determined by the Board.

Although there are no statutory requirements for involving the financial authorities of member
towns in the preparation of a budget for a regional school district, it is the policy of this Board to
discuss the proposed budget in advance with the Boards of Finance of Easton and Redding.

Legal Reference: Connecticut General Statutes

10-51 Fiscal year. Budget. Payments by member towns; adjustments to
payments. Investment of funds. Temporary borrowing. Reserve fund.

Policy adopted:

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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An optional policy to consider.

Business/Non-Instructional Operations

Publication

Delivery to Fiscal Authority

The Board of Education will present an itemized estimated cost for the maintenance of the public
schools to the fiscal authority not later than of each year.

Legal Reference: Connecticut General Statute

10-222 Appropriations and budget.

Policy adopted:

rev 5/98

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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Existing policy, number 3150 adopted 10/18/04, appropriate as written.
Business/Non-Instructional Operations

Adoption of Budget

The Board of Education will present an itemized estimated cost for the operation of the public
schools to the Board of Finance on or before the requested date for review prior to the annual
town meeting at which appropriations are to be made. The estimated cost for operation of the
public schools for the ensuing year shall be the final budget for the schools, modified, if
necessary, by any difference in the amount requested by the Board of Education and the amount
appropriated by the town for the operation of the schools.

Legal Reference: Connecticut General Statutes

10-222 Appropriations and budget.

Policy adopted: WOODBRIDGE PUBLIC SCHOOLS
Woodbridge, Connecticut
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A revised regulation to consider regarding referendums based upon
material prepared by the State Elections Enforcement Commission,
titled “Prohibition of Expenditure of Public Funds Relating to Referenda. ”

Business/Non-Instructional Operations

Spending Public Funds for Advocacy

1.

Spending Public Funds to Inform Citizens Regarding Referenda

Section 9-369b, Connecticut General Statutes is the exclusive method by which a
municipality or regional school district could expend public funds for printing and
distribution of information concerning a referendum question. It sets forth the
following conditions for such expenditure:

a. A vote of the municipality’s legislative body is needed to authorize the
“explanatory text”;

b. The preparation of the text must be made by the municipal clerk and approved
by the municipal attorney;

c. The text shall specify the intent and purpose of each referendum or question;
and

d. Such text shall not advocate either the approval or the disapproval of the

referendum proposal or question.

Materials in addition to the explanatory text may now be prepared and printed with
public funds if they (1) do not advocate either the approval or disapproval of the
referendum; (2) are authorized by vote of the local legislative body; and (3) are approved
by the municipal attorney.

In a municipality that has a town meeting as its legislative body, the board of selectmen
by majority vote can authorize the issuance of an explanatory text or other neutral printed
matter.

For any referendum called for by a regional school district, the Regional Board of
Education shall authorize the preparation and printing of concise explanatory texts of
proposals or questions approved for submission to the electors of a municipality at a
referendum. The Secretary of the Regional School Board shall prepare such explanatory
text which is subject to the approval of to school Board’s counsel. The Regional Board’s
Secretary shall also undertake any other duty of a municipal clerk as described in this
statute.

Expenditure of Public Funds for Advocacy Prohibited When a Referendum is
Pending

With two exceptions discussed below, no expenditure of state, municipal or regional
school district funds can be made to influence any person to vote for approval or
disapproval of any referendum question. The ban applies when a referendum is pending.



3152(b)

Business/Non-Instructional Operations

Spending Public Funds for Advocacy

2.

Expenditure of Public Funds for Advocacy Prohibited (continued)

A referendum question is pending when the necessary legal conditions have been
satisfied to require the publication of the warning (notice) of the referendum. For
example, a referendum is pending when a sufficient number of signatures have been
certified by the Town Clerk under C.G.S. 7-7 or when the selectmen, or other
authorized government official, have determined that a referendum will be conducted.

Pro-Con Summaries

By ordinance, a municipality may provide for the preparation and printing of concise
summaries of arguments in favor of and opposed to a referendum question for which an
explanatory text is prepared under Section 9-369b(a) or (b). The ordinance must
provide for a committee to prepare these summaries. Other conditions for this
exception are specified in Section 9-369b(d).

Press Releases and Constituent Responses Permitted

The other exception is that an official can express his/her views on pending referendum
at a bona fide news conference, and may use public funds, facilities, and supplies to
prepare a press release to be disseminated at the conference. Also, an official may use
public funds, facilities and supplies to respond to a constituent request for information
concerning the referendum, including the official’s views. The exception is lost
however, if the official responds to the citizen’s request with the knowledge that the
response will be disseminated to others in the community.

Children in School as Couriers

Children in school may not be used as couriers of information that advocates a position
on a referendum. A notice limited to the time, place and question to be voted upon may
be sent home to parents via children in school.

Use of School Teachers, Administrators, Facilities, Supplies, and Equipment
Prohibited

The prohibition on state and municipal funds also applies to the use of school facilities,
supplies, and equipment and postal permits to advocate a position on a referendum. For
example, parent teacher organizations and school administrators may not use school
equipment to prepare or copy advocacy material even if the town, regional district or
school system is reimbursed for such use. This prohibition also extends to the use of a
school’s public address system to advocate a result of a referendum.
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Business/Non-Instructional Operations

Spending Public Funds for Advocacy (continued)

7.

10.

Use of School Facilities by Outside Political Committees and Organizations for
Meetings or Rallies

School facilities may not be used by political committees or other groups for the
purpose of advocating a position on a referendum unless such facilities are accessible to
all such committees or groups on a non discriminatory basis. A charge can be made
for the use of school facilities for this purpose and all groups or committees must be
charged the same.

What Constitutes Advocacy?

A communication advocates a position on a referendum when in part, or taken as a
whole, it urges the listener or reader to vote in a particular manner. The style, tenor,
and timing of a communication are factors which are considered by the Commission
when reviewing alleged improprieties of Section 9-369b.

Civil Penalties for Violations

The State Elections Enforcement Commission may impose a civil penalty against any
official who violates Section 9-369b(a), in an amount not exceeding twice the amount
of the improper expenditure or $1,000, whichever is greater. The official is personally
liable for the penalty and cannot be reimbursed or indemnified by the state, regional
school district or municipality for payment of a civil penalty.

Political Committees to Promote Referenda

Under Chapter 150 of the General Statutes, public officials and citizens alike may join
together to advocate their views on a referendum by registering a political committee
with the clerk of the municipality in which the referendum is to be held. Upon its
registration, the political committee is permitted to solicit, receive and expend private
funds to promote the success or defeat to a referendum question. If less than $500 is
expected to be collected or spent, a group may file a certification of exemption in lieu
of a political committee registration form.



3152(d)

Business/Non-Instructional Operations
Spending Public Funds for Advocacy (continued)
11.  Independent Personal Expenditures

Any citizen or public official may independently (acting alone) make expenditures of
his/her own funds to promote the success or defeat of a referendum question without
forming a political committee in conformance with Chapter 150, Connecticut General
Statutes. However, once such individual spends more than $1,000 to promote the
success or defeat of a referendum question, he/she must file statements according to the
same schedule and in the same manner as is required of a campaign treasurer of a
political committee under Section 9-333;.

Legal Reference: = Connecticut General Statutes

9-333j Statements to be filed by campaign treasurers. Treatment of
surplus or deficit. Filing dates.

9-369b. Explanatory text related to lead question. Expenditures of state
and municipal funds to influence vote prohibited. Exception. Civil
penalty. (as amended by PA 00-92 and PA 04-117.)

Regulation approved:

rev. 6/00
rev.6/04
rev 12/06

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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Existing policy, number 3160 adopted 7/19/04, appropriate as written except for update to legal
reference.

Business/Non-Instructional Operations

Transfer of Funds Between Categories; Amendments

The Board of Education may transfer any unexpended or uncontracted for portion of any
appropriation for school purposes to any other item of such itemized estimate, but all
expenditures shall not exceed the total appropriation made by the fiscal authority combined with
such money as may be received from other sources for school purposes. The approval of such
transfers shall be based upon need, emergencies, and/or circumstances that were unforeseen at
the time of the adoption of the budget, or a reordering of priorities during the fiscal year.

The Board authorizes the Superintendent and/or Business Manager to make limited transfers
under emergency circumstances if the urgent need for a transfer prevents the Board from meeting
in a timely fashion to consider such transfer.
The Board establishes the following criteria for authorization of above transfers:
Principals, the Curriculum Coordinator and the Special Education Director have the authority to
transfer funds within object codes (i.e. supplies, furniture, equipment, etc. from one department
to another) within their budgets for amounts not to exceed $1,000.
The Superintendent has the authority to:

e Transfer funds between object codes not to exceed $5,000.

All other transfers shall require authorization from the Board of Education. In all cases transfers
will be reported at the subsequent Board of Education meeting.

Legal Reference:  Connecticut General Statutes

10-222 Appropriations and budget. (as amended by PA 98-141)

Policy adopted: WOODBRIDGE PUBLIC SCHOOLS
Woodbridge, Connecticut
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Westport’s regulation on this topic to consider.
Business/Non-Instructional Operations
Transfer of Funds Between Categories

The Westport Board of Education shall prepare an itemized estimate of its budget each year for
submission to the fiscal authority for review and appropriation. Line items in such budget
estimate shall include, but are not limited to, the following:

Salaries

Employee benefits
Purchased services
Tuition

Supplies

Property and insurance
Other

Nounkwh =

Line items in the budget may be allocated more specifically by the Superintendent in the
development, administration and monitoring of the budget.

The Superintendent shall be responsible for administering and monitoring the budget through the
course of the year. The Superintendent shall maintain a system of appropriate expenditures and
encumbrance accounting that is organized to conform to the requirements for State and Federal
Accounting Reports. A quarterly budget report shall be prepared in a similar format to the annual
budget showing for each line item:

The appropriated budget amount

Expenditure to date (including both encumbered and expended amounts)
Projected expenditures

The difference between the projected expenditures and the appropriation, and
General comments indicating the reasons for the difference

wok o=

Such budget reports shall be presented to the Board of Education on a quarterly basis.

Based on the report, the Superintendent shall recommend to the Board transfers from one line
item (as set forth above) to another as needed. All transfers may be included in a consent agenda,
to be covered by a single motion.

The Superintendent is authorized to make such transfers as necessary if the urgent need for
transfer prevents the Board of Education from meeting in a timely fashion to consider the
transfer, provided that such transfers by the Superintendent shall not exceed $10,000. The limit
applies to each emergency transaction and is not cumulative for the year. Transfers made in such
instances shall be presented for ratification at the next regularly scheduled meeting of the Board
of Education.

Regulation approved: WESTPORT PUBLIC SCHOOLS
Westport, Connecticut

cps 9/99
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Existing policy, number 3170 adopted 6/20/94, appropriate as written, except for addition of legal

reference if still current practice. A sample follows for comparison and consideration.

Business/Non-Instructional Operations

Budget Administration

Extended Day Programs

Board Sponsored Programs

The Board of Education may offer an Extended Day Program, a Summer Enrichment Program, a
Summer Reading Program and other similar programs. The Extended Day Program shall be in
conformity with existing State Department of Education specifications and requirements for
extended school day programs. A goal is to provide an enrichment program while meeting the
needs of as many families as possible.

1.

Reports and Record-keeping

The Superintendent will insure that all legally required and other appropriate and
necessary records are maintained on file by the Woodbridge School District, including
financial accounts, business records, personnel and program enrollment information and
other information appropriate to program operation. The Superintendent will provide to
the Board of Education for review periodic income/expense reports.

Program Fees

Program fees shall be set by the Superintendent/Extended Day Program Director at such a
rate to fully support the program, including the cost of personnel, insurance, materials,
bookkeeping and record-keeping, overhead costs and other costs associated with the
program. Any surplus or deficit in the Program shall be reviewed by the Board of
Education. Any surplus monies spent outside of the goals of the program will be
determined by the Board of Education.

Employment and Contracts

Teachers and other staff members, including the Director, are employees of the Board of
Education. Employment contracts for all Directors, including all stipends, shall be
reviewed and approved by the Board of Education.

On Site Medical Coverage

The Extended Day Program Director shall maintain a current CPR/First Aid Certification.
It will be the responsibility of the Director to insure that the program has continuous on
site coverage by an employee certified in CPR/First Aid.

Legal Reference:  Connecticut General Statutes

10-222 Appropriations and budget. (as amended by PA 98-141)

Policy adopted: WOODBRIDGE PUBLIC SCHOOLS

Woodbridge, Connecticut
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Another version to consider.
Business/Non-Instructional Operations

Budget Administration

Connecticut General Statutes authorize the Board of Education to expend funds appropriated
by the town for the operation and maintenance of the schools and their educational programs.
The Superintendent of Schools shall direct budget expenditures and budget management, shall
develop expenditure projections, and shall keep the Board of Education informed of the status
of the budget.

The Superintendent shall expend budgetary funds as close to original administrative planning
and Board approval as feasible. Actual adjustment will be made to the budget for all
authorized budget transfers between accounts.

The Superintendent shall obtain prior Board of Education approval before over-expending the
amount budgeted for any line item in the equipment or capital outlay accounts. In the event of
an emergency where prior approval by the Board of Education cannot be obtained without
endangering the health, welfare, or safety of students or staff or there is potential for damage to
the school plant, the Superintendent is authorized to take appropriate action and advise the
Board as soon as possible and recommend that the Board transfer equivalent funds elsewhere
in the budget or seek a supplementary appropriation.

No financial liability in excess of the adopted and approved budget total shall be authorized.
To assist the Board in carrying out its fiscal and general district responsibilities, the

Superintendent of Schools shall prepare a monthly financial statement which shall include for
each line item in the budget:

1. Amounts budgeted.

2. Amounts expended.

3. Amounts encumbered or obligated.
4, Unencumbered balances.

5. Computer listing of budget transfers.

The Superintendent shall also include in the monthly administrative report:

1. List of bills paid.

2. List of any bids that have been awarded under his authority in accordance with Policy 3323.

3 Any other financial reports pertaining to the operation of the school system as may be
determined necessary by either the Board or the administration.

Final unexpended and/or unencumbered amounts in the annual operating budget shall be returned
to the Town of at the end of the fiscal year.




3170(b)
PoLicy SERVICES
Business/Non-Instructional Operations

Budget Administration (continued)

Legal Reference: Connecticut General Statutes

10-222 Appropriations and budget. Financial information system.

Policy adopted:

cps 9/03

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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An optional policy to consider.

Business/Non-Instructional Operations

Supplemental Appropriations

C.G.S. 10-222 provides procedures through which, subsequent to approval of the annual budget,
additional appropriations may, if required, be requested by the Board of Education from the Board
of Finance. Prior to requesting supplemental funds, the Board shall make every reasonable effort to
live within the original appropriation and maintain essential educational programs.

Legal Reference: Connecticut General Statutes

10-222 Appropriations and budget (as amended by PA 98-141)

Policy adopted:
cps 3/04

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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An optional policy to consider.
Business/Non-Instructional Operations

State/Federal Funds

State and Federal Aid Eligibility Determination

To provide the best educational opportunities for all children in the district, it is the objective of
the Board to seek sources of revenue to supplement funds provided by local taxation and the
basic aid offered by the State, provided the additional funds will be used in a manner consistent
with the Board’s goals and objectives.

Therefore, the Superintendent should:

1. Investigate new sources of revenue consistent with the stated goals and objectives of the
Board of Education.

2. Propose new revenue sources and associated programs to the Board of Education for
approval.
3. Implement measures necessary to apply for/receive additional revenues.

The Board authorizes the Superintendent or designee to sign all forms for State and Federal
programs following the Board’s approval of the program or its continuation.

The Superintendent shall report annually, as part of budget preparation, on the status of all State
and Federal programs, including the financial status of each program. His/her report shall include
recommendations to continue, modify, or discontinue each program.

(cf. 3290 — Grants and Other Revenue)
(cf. 6161.3 — Comparability of Services)
(cf. 6172.41 —Title I)

Legal Reference: Connecticut General Statutes

10-76d Duties and powers of boards of education to provide special
education programs and services. State agency placements; apportionment
of costs. (as amended by P.A. 99-279 An Act Concerning Programs and
Modifications Necessary to Implement the Budget Relative to the
Department of Social Services.)

Policy adopted:

cps 9/03
rev. 12/06

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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PoLicYy SERVICES 3230

Another, more comprehensive version, to consider.
Business/Non-Instructional Operations

State/Federal Funds

Each year, when it is believed that the school district is eligible for federal and/or state assistance
under the provisions of public laws, application for said assistance may be submitted so long as
acceptance of the funds does not include conditions contrary to the policies of the Board of
Education. The Superintendent shall inform the Board about specific assurances which may be
required in addition to those addressed in this policy, and will provide the required language for
Board adoption.

When the law requires the development and implementation of administrative procedures for
submitting state and federal financial reports, with specified time schedules, the Superintendent or
his/her designee shall ensure that the staff has properly completed the reports and that in each
instance the reports have been submitted within the specified time.

The regular operating budget must include amounts anticipated to be received from state and/or
federal sources, and a listing of projects describing how this money will be spent. These
recommendations for expenditures will be approved by the Board before projects are submitted.

If additional amounts become available during the year, additional projects will be recommended to
the Board and, with its approval, added to the budget.

Maintenance of Effort

The Board of Education will maintain a combined fiscal effort per student or aggregate
expenditures of state and local funds with respect to the provision of the public education for the
preceding fiscal year that is not less than the required amount of the combined fiscal effort per
student or the aggregate expenditures for the second preceding fiscal year.

Equivalence

To be in compliance with the requirements of federal law, the Board of Education directs the
Superintendent to assign staff and distribute curriculum materials and instructional supplies to the
schools in such a way that equivalence of personnel and materials is ensured among the schools.
Supplement not Supplant

Federal funds shall be used for supplementary services only and shall not be used to replace

services that the District would supply eligible students, if state and federal funds were not
available.
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Business/Non-Instructional Operations
State/Federal Funds (continued)
Parent/Guardian Participation

The District shall implement parent/guardian consultation and participation, advisory councils, etc.,
as mandated for the specific program.

Control of Equipment

Title to and control over equipment and/or property purchased with federal funds shall be
maintained in accordance with the pertinent federal regulations. The chief school administrator
shall develop written procedures outlining federal ownership and district use, loan, loss and
disposal of such equipment/property for public and private non-public schools.

(cf. 3290 — Grants and Other Revenue)
(cf. 6161.3 — Comparability of Services)
(cf. 6172.41 —Title I)

Legal Reference: Connecticut General Statutes

10-76d Duties and powers of boards of education to provide special
education programs and services. State agency placements; apportionment
of costs. (as amended by P.A. 99-279 An Act Concerning Programs and
Modifications Necessary to Implement the Budget Relative to the
Department of Social Services.)

Policy adopted:

cps 12/06

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc,



PoLicy SERVICES An optional policy to consider.
Business/Non-Instructional Operations

Federal Funds

When the school district is eligible for Federal assistance under the provisions of Public Laws,
application for said assistance shall be submitted, so long as acceptance of the finds does not
include conditions contrary to governing Board policy.

The Superintendent or his/her designee shall develop procedures governing the procurement, use,
management, and disposal of goods, materials, and equipment purchased with federal grant funds.
At a minimum, the procedures will cover the following topics.

e Ensuring that expenditures of federal grant funds are done in accordance with the
requirements placed on those funds by the federal government and/or the procurement
requirements specified in Policy;

e Labeling all goods, materials, and equipment purchased with federal funds;
e Establishing adequate controls to account for their location, custody and security;

¢ Annually auditing the inventory of equipment purchased with Title I funds and updating a
listing of such equipment to reconcile the audit with the District’s inventory system. The
audit will be documented and account for any transfers and/or disposals of equipment
purchased with Title I funds.

Policy adopted:
cps 7/07
rev 4/11

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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PoLicy SERVICES A sample to consider.

(¥

Business/Non-Instructional Operations

Medical Reimbursement for Special Education Students

The District will ask parents of each student who requires special education, if their child is eligible
for Medicaid.

If any child is eligible for Medicaid, but not a current Medicaid recipient, the district will request
that the parent or guardian of that child apply for Medicaid.

If any child is eligible for Medicaid, the district will request that the parent or guardian of that child
give written permission to allow the district to request Medicaid reimbursements for eligible health-
related special education costs.

If permission described above is received, the district will submit claims to the State Department of
Administrative Services for reimbursement of any eligible health-related cost.

If permission described above is denied, the district will terminate its efforts to secure Medicaid
reimbursements otherwise applicable to the child.

It is understood that in order to be eligible to receive Medicaid reimbursements, the district must,
with prior written parental or guardian permission, bill all financially liable third parties for school-
based child health services provided to children. This requirement pertains to all special education
students, including, but not limited to Medicaid-eligible students.

If parental or guardian permission described above is denied, the district will terminate its efforts to
secure third party insurer reimbursements, including Medicaid.

Legal Reference: Connecticut General Statutes
10-76d Duties and powers of boards of education to provide special
education programs and services. State agency placements; apportionment
of costs. (as amended by P.A. 99-279 An Act Concerning Programs and
Modifications Necessary to Implement the Budget Relative to the
Department of Social Services.)
42 CFR Parts 431, 433 and 440, Medicaid Program; Elimination of
Reimbursement Under Medicaid for School Administration Expenditures
and Costs Related to Transportation of School-Age Children Between Home
and School
5.299, The Medicare, Medicaid & SCHIP Extension Act of 2007

Policy adopted:
rev. 7/99
rev 4/07
rev 1/08

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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Sample regulation on this topic.
Business/Non-Instructional Operations
Medical Reimbursement for Special Education Students
The Board of Education will seek Medicaid reimbursement for eligible medically related services

provided to Medicaid eligible special education students in accordance with federal and state law
utilizing the following procedures:

1. The Board of Education will determine, for each student who requires special education
services and for each student who is referred to special education, if that child is eligible for
Medicaid.

2. If any child is eligible for Medicaid, but not a current Medicaid recipient, the Board will

request and assist the parent or guardian of that child with applying for Medicaid.

3. If any child is eligible for Medicaid, the Board will request that the parent or guardian of the
child give written permission to allow the Board to request Medicaid reimbursements for
eligible health related special education costs.

A. If written permission described is received, the Board will submit claims to
Medicaid through the State Department of Administrative Services for
reimbursement of any health related cost.

B. If written permission is denied, the Board will terminate its efforts to secure
Medicaid reimbursements otherwise applicable to the child.

4, Whether the parent or guardian refuses or gives consent to the Board to access Medicaid,
reimbursement is strictly optional.
5. Whether the parent or guardian refuses or gives consent to the Board to access Medicaid

reimbursement, the child will receive all special education services to which he/she is
entitled without delay, at no cost to the parent or guardian.

Legal Reference: Connecticut General Statutes
10-76d Duties and powers of boards of education to provide special
education programs and services. State agency placements; apportionment
of costs. (as amended by P.A. 99-279 An Act Concerning Programs and
Modifications Necessary to Implement the Budget Relative to the
Department of Social Services.)
42 CFR Parts 431, 433 and 440, Medicaid Program; Elimination of
Reimbursement Under Medicaid for School Administration Expenditures
and Costs Related to Transportation of School-Age Children Between Home
and School
5.299, The Medicare, Medicaid & SCHIP Extension Act of 2007

Regulation approved:

rev. 7/99
rev 4/07

rev 1/08

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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PoLicy SERVICES

Sample policy for consideration.
Business/Non-Instructional Operations

Tuition Fees
The Board of Education will permit students from other school districts to attend local schools
when they can be accommodated in existing classes. The students or their sending district shall pay
a tuition fee to be established annually by the Board of Education. The tuition fee may be adjusted
as changes in costs indicate unless a multiple year agreement to provide educational facilities is
entered into with another Board of Education. Notice shall be given at least one year prior to the
discontinuance of service for non-resident high school students.
Legal Reference: Connecticut General Statutes

10-33 Tuition in towns in which no high school is maintained.

10-35 Notice of discontinuance of high school service to nonresidents.

10-55 Pupils to attend regional school.

10-65 Grants for constructing and operating vocational agricultural centers.
Tuition charges (amended by PA 04-197)

10-220 Duties of boards of education.

10-253 School privileges for children in certain placements, nonresident
children and children in temporary shelters.

10-266 Reimbursement for education of pupils residing in state property.

Policy adopted:
rev. 6/04

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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Existing policy, number 3250 adopted 11/15/04, appropriate a written.
Business/Non-Instructional Operations
Materials/Services Fees, Charges
In line with the responsibility of the state to provide a free public school education, the Board of

Education will provide all instructional equipment, books and materials needed to maintain the

desired instructional program free of charge, subject to reasonable rules concerning their care and
use.

Copies of Records

Any person who applies in writing will receive a plain or certified copy of any public record. A fee
not to exceed fifty cents per page will be established.

(cf. 9330 Board/School District Records)
Legal Reference: Connecticut General Statutes
1-15 Application for copies of public records.
10-221 Boards of education to prescribe rules.
10-228 Free textbooks, supplies, material and equipment.
10-228a Free textbook loans to pupils attending non-public schools.

10-229 Change of textbooks.

Policy adopted: WOODBRIDGE PUBLIC SCHOOLS
Woodbridge, Connecticut
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PoLicYy SERVICES

This is optional - can be considered a good practice policy.
Business/Non-Instructional Operations

Sales & Disposal of Books, Equipment & Supplies

Disposition of Outdated Books
When equipment, books and materials become worn out, obsolete, surplus, or otherwise unusable
in the schools, the Superintendent may authorize their disposal in a manner to the district's best

advantage.

Equipment may not be sold directly to individuals. Any proceeds from disposition of equipment or
supplies shall be deposited in the town general fund.

The Board of Education may, upon recommendation of the Superintendent of Schools, authorize
the disbursement or destruction of outdated textbooks which are no longer useful to the educational
program, provided that such books are a minimum of ten years old and have been determined
obsolete by the professional administrative staff.
When books are sold either to used book vendors or shredders, this money must be returned to the
town general fund. If and when such books are given to the PTA/PTO, the PTA/PTO may dispose
of them as they wish. Any monies received therefrom can be retained in the PTA/PTO account.
Legal Reference: Connecticut General Statutes

10-220 Duties of boards of education.

10-240 Control of schools.

10-241 Powers of school districts.

Policy adopted:

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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Existing policy, number 3280 adopted 7/21/08, appropriate as written.
Business/Non-Instructional Operations

Gifts, Grants and Bequests

The Superintendent of Schools shall be authorized to accept, on behalf of the Board of
Education, gifts, grants and bequests to the school system valued at $1,000 or less and shall
inform the Board of such gifts, grants and bequests. Contributions of gifts, equipment or services
in excess of $1,000 in value or that may involve major costs for installation or maintenance, or
initial or continuing financial commitments from school funds, or special requests by donors
shall be presented to the Board of Education for approval. Gifts, grants and bequests from the
PTO, however, shall be brought to the Board at the discretion of the Superintendent.

Review and approval of gift, grants and bequests shall adhere to Board Policy 1324 and the
following guidelines:

1. Gifts, grants and bequests deemed eligible for acceptance may include money, services,
programs, equipment, furniture, works of art, library materials and/or other items of
value.

2. Anticipated gifts, grants and bequests shall not supplant Board of Education
responsibility for educational funding, nor shall outside funding produce major
educational inequities.

3. School staff and the educational program shall be safe-guarded against any inappropriate
influence or constraints from individual or corporate donors because of their
contributions to the school district.

4. Public recognition for received gifts, grants and bequests shall be appropriate and
balanced.
5. Gifts and equipment contributed to the schools shall become the property of the Board of

Education and subject to the same controls and regulations that govern the use of other
district-owned property. All gifts and equipment shall be used and expended at the Board
of Education’s discretion. The Board shall consider the special requests of donors before
the acceptance of any gift and evaluate the donor’s requests in light of the laws of this
state, the policies and procedures of the school district, and the short and long-term
interests of the district.

L_ggal Refe'r'jc_n_éé:' ~ Connecticut Genéia;l gfafytcs
7-194 Powers. _
10-9 Bequests for educational purposes.

Policy adopted: WOODBRIDGE PUBLIC SCHOOLS
Woodbridge, Connecticut



3280.1(a)

A sample policy to consider.
Business/Non-Instructional Operations

Grants

The Superintendent or his/her designee is encouraged to explore private sources of funds, goods
and services for special projects or programs that will enhance the educational offerings of the
District when local funding is unavailable for this purpose. These special projects or programs
must promote the educational goals of the District. Staff members and members of the public
may seek out grants and bring to the attention of the Superintendent or his/her designee any that
they feel should be pursued.

Alternative language to consider:

In order to offer the best educational opportunities for students of the District, the Board of
Education will seek as many sources of revenue as possible to supplement the funds provided
through local taxation and the basic aid offered by the state.

The Board will seek special funds from the federal and state governments and from other sources
of competitive program funding. The Board encourages its staff to make sources of possible
funding for special purposes known.

The Superintendent or his/her designee shall investigate the conditions of such grants and decide
which of these warrant further consideration. This decision will be based on the following
factors:

1. The degree to which the District’s efforts to achieve its educational goals would be enhanced
through the grant;

2. The source of the grant;

3. The level of effort in terms of district resources likely to be incurred in seeking the grant;

4. The extent to which the acceptance of the grant may commit the district to future dedication

of its own resources;

The extent to which fairness and equity are maintained among schools or individuals;

6. The conditions of the grant and their concurrence with all provisions of the law and District
policy;

(9]

or other factors as determined by the Superintendent.

Additional language to consider:

The development of funding proposals is the responsibility of the Superintendent or his/her
designee.

All funding proposals must meet the following criteria:



3280.1(b)

Business/Non-Instructional Operations

Grants (continued)

1. They will be based on a specific set of internal objectives that relate to the established goals
and objectives of the District.

2. They will provide measures for evaluating whether or not project objectives are being or
have been achieved.

3. The execution of all projects is to conform to state and federal laws and to the policies of the
Board of Education.

All grants received will be properly deposited in the accounts of the District and be administered
in accordance with the terms of the grant.
or

When the District has been authorized to participate in a federal, state or privately funded
program, the District will follow the mandatory program guidelines which are in addition to, but
not in conflict with, policy of the Board of Education.

Schools, employees and school-related groups who are applying for grants on behalf of the
District shall send a copy of the completed application to the Superintendent of Schools or
his/her designee, who shall present the application to the Board with a recommendation for
approval or disapproval. Except as provided by law, such applications shall not be submitted
until the Board gives its approval.

In the event an opportunity arises to submit a grant proposal and there is insufficient time to
place it before the Board, the Superintendent is authorized to use his/her judgment in approving it
for submission. The Superintendent will review the grant proposal with the Board at its next
regular meeting. The Board reserves the right to reject funds associated with any grant which has
been approved.

Alternate version:

Where practical and cost effective, the administrative staff shall seek grants in order to
implement program improvement recommendations. The Superintendent must approve all grant
applications under $5000 and all grant applications over $5,000 must be approved by the Board.

(cf. 3280 - Gifts, Grants and Bequests)

Legal Reference: Connecticut General Statutes
7-194 Powers

Policy adopted:
cps 4-01
rev 6/10
Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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A sample administrative regulation to consider and modify.
Business/Non-Instructional Operations

Grants

District staff will follow the steps listed below to develop proposals for projects to be funded by

outside sources, to receive approval for project proposals and to administer projects funded by
outside sources.

Proposal Development and Approval

e The employee will review preliminary plans for a proposal with his/her immediate
supervisor, the principal, and other administrators whose responsibilities may be affected by
the recipient of the grant and the Superintendent of Schools or his/her designee.

e Public law guidelines shall be adhered to by the district when making applications for
federally funded projects.

e State laws and State Department of Education guidelines shall be adhered to when making
application for federally funded grants or for state funded grants for a specific project.

e Agency guidelines shall be adhered to by the district when making application for private
endowment grants.

e If preliminary plans are approved, the staff member will be provided with appropriate
guidelines and forms from the granting agency.

o The staff member will develop the proposal, with any assistance from administration, as
required and submit the proposal along with supporting data and documents to the
Superintendent of Schools or his/her designee for review and approval.

e The Superintendent will submit the proposal to the Board of Education for approval.

Establishment and Administration of Funded Projects

e The Board of Education will be informed of the approval or disapproval of all submitted
grant applications by the Superintendent of Schools or his/her designee.

e All grants received will be properly deposited on the books of the District and be
administered in accordance with the terms of the grant proposal.

e The project director will be responsible for ensuring the project’s solvency and to seeing that
the project is carried out in accordance with the conditions of the grant.

Regulation approved:

cps 4-01

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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New Milford’s policy and regulation to consider.
Business/Non-Instructional Operations

School Fund Raisers

It is the responsibility of the Board to control fund-raising activities which involve the students in
the New Milford school system.

Any school-based organizations, including parent/teacher groups and organizations, wishing to
engage in a fund-raising activity, must have prior approval from the school Principal.

The following guidelines shall apply when a school Principal considers a fund-raising activity for
approval:

. The gift or donation for which the fund-raiser is held shall be of sufficient benefit to the
school and/or students to justify the fund-raising activity.

° The anticipated gift or donation shall not supplant an item which had been part of the
normal operational budget within the previous two fiscal years, not the Board’s
responsibility for educational funding.

° The mechanics and procedures for fund-raising shall not be an unacceptable burden to
school staff members nor subject the school to any significant risks or responsibilities in
handling funds.

o Fund-raisers which involve students through their class, school club or group shall be

supervised by a staff member who, along with the school Principal, accepts the
responsibility for the mechanics and procedures of the fund-raiser.

° The number of fund-raising activities per school year shall not be excessive, and shall be
appropriate to the school environment.

° Requests for fund-raising activities shall be directed to the office of the school Principal on
the appropriate form (1324) for approval. The school Principal shall maintain a copy of all
request forms and forward a copy of approved request forms to the Office of the
Superintendent.

. Students in grades K-5 shall not be asked to solicit outside of their home.

(cf. 1324 — Fund Raising In and For the Schools)

Policy adopted: NEW MILFORD PUBLIC SCHOOLS
New Milford, Connecticut
cps 4/02

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.



3281(a)
New Milford’s regulation.
Business/Non-Instructional Operations

School Fund Raisers

General Guidelines

Fund raising activities in and for the schools must be distinguished from the sale of goods &
services for the purpose of maintaining a school based enterprise.

Sales to raise money by Student, Youth or School organizations formed to support and sponsor
youth activities may be made on an on-going basis with out collecting sales tax if the
merchandise is sold for $20.00 or less. If merchandise is purchased for re-sale for the above
purpose by an accredited elementary or secondary school organization within the New Milford
Public School District, the organization may furnish the supplier with the Districts’ State of
Connecticut - Department of Revenue Services/Governmental Agency Exemption Certificate
signed by the School Business Manager. The Purchases of Meals or Lodging for fundraising
purposes are treated separately and in general sales tax must be paid to the vendor for such

purposes.

Sales by District - Student, Youth & School organizations over this $20.00 limit will be
prohibited (subject to exemptions in the following section), as this would require the District to
register as a vendor with the Department of Revenue Services and collect Sales and Use Tax on
Sales.

Exemption for (5) five one day fundraising or social events during the calendar year:

Sales of tangible personal property at bazaars, fairs, picnics, tag sales or similar events to the
extent of (5) five such events of a day’s duration held during any calendar year are exempt from
Sales and use tax.

Sales qualifying for this exempt on do not include sales at retail establishments operated by
District organizations such as thrift stores or gift shops.

Fund raising events of this nature will be limited to (5) events during the calendar year for the
entire District.

The treatment for School Based Enterprises (SBE) does not fall within the fund-raising category
with respect to sales and use tax exemptions. As sales of tangible personal property,
manufactured or fabricated good and services are for profit, and will generally exceed the $20.00
fund raising limit on an on-going basis these group(s) within the District, it will be required that
the District register with the Department of Revenue Services of the Collection & subsequent
remittance of Sales and Use Tax. Furthermore, the purchases of materials or services for re-sale
by these entities cannot be made as tax exempt purchases under the Districts Governmental
Exemption Certificate. (Please refer to the Procedure for the Establishment and Maintenance of
School Based Enterprises and/or contact the Business Office for assistance).



3281(b)

Business/Non-Instructional Operations

School Fund Raisers

Procedures:

In accordance with New Milford Board of Education Policy #’s 1324 and 3281 the following
procedural requirements must be fulfilled.

1. Requests for fund raising activities shall be directed to the office of the school Principal
on the appropriate form (Form # “1324” or “3281”) for approval at the building level.

2. The school Principal shall maintain a copy of all request forms and forward a copy to the
Business Manager for approval.

3. Upon approval from the Business Office Form #1324 or 3281 will be sent to the
Superintendent of Schools for final authorization. A copy of the authorized Fund-Raising
Activity Approval Form will then be returned to the Building Principal with a copy sent
to the Business Office to remain on file.

4, Any and all fund raising events requiring the use of one of the Districts’ (5) day
exemptions pursuant to the aforementioned guidelines, will be clearly marked as such and
will be considered upon review by the Superintendent of Schools and the Board of
Education based on the overall benefit of the fund raising event and its relevancy to the
goals and objectives of the District.

5. After completion of the fund-raising event the Business Office will send Form # 1324A
or 3281A to the Supervisor/contact person listed on the approval form. This form must be
completed by the indicated Supervisor and returned to the Business Office within one
week of receipt. A copy of form shall than be sent to the Building Principal and
maintained on file at the Business Office along with the original #1324 Approval Form.

If any of the procedures outlined herein are not followed, future requests for fund-raising activity
by the effected School will be denied.

Any questions regarding procedures and policies relating to Fund-Raising or Enterprise activities
within the District should be directed to the Business Manager.

Regulation approved: NEW MILFORD PUBLIC SCHOOLS
New Milford, Connecticut

cps 4/0 . . -
Sam;ﬁe polzlcies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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1324
Form #1

New Milford Public Schools
New Milford, Connecticut 06776

FUND-RAISING ACTIVITY APPROVAL FORM
FOR POLICIES 1324 & 3281

School: Date:

Organization:

Supervisor/Contact Person:

Fund Raising Activity: (Please Check One)

[]  Gift/Donation []  Raffle/Solicitation
] Sale of Goods ] Sale of Services

Details of Fund Raising Activity:

Other (explain):

Date of Fund-Raising Activity:

Value of Gift or Donation:

If sale of good or services, indicate sales price or range of sales prices:

Will items for re-sale be purchased using districts governmental sales and use tax
exemption:

[]Yes []No If no, explain

Estimated revenue from activity:

Principals Signature: Date:
Business Office Authorization: Date:
Superintendents Authorization: Date:

Board approval date if required:




3281
1324
Form #2

New Milford Public Schools
New Milford, Connecticut 06776

FUND-RAISING ACTIVITY FOLLOW-UP FORM # 1324 A, 3281 A

School: Date:

Organization:

Supervisor/Contact Person:

Proposed date of event:

Section B - To be completed by the supervisor/contact person of the following authorized fund-
raising activity.

Has the authorized fund raising event taken place: [ ] Yes [ |No
Did the event take place on the proposed date: [(JYes [INo

In no, please explain:

Date gift or donation received:

Actual value of gift or donation:

If other than gift or donation:

Actual gross revenue received from event: $

Expenses (if any) incurred to run event:
(Please describe and itemize)

(If needed attach separate sheet)

Total Expenses: $

Signature of Supervisor: Date:




3281.1

An alternative sample policy from Northwestern Regional School
of Regional School District No. 7.

Business/Non-Instructional Operations

Business/Industry/Corporate Involvement in Education

It shall be the policy of the Northwestern Regional School of Regional School District No. 7 to
pursue corporate fundraising and partnership opportunities in a manner designed to further the
educational mission of the school. This is viewed as a collaborative program to create a spirit of
involvement in and concern for the public schools. A partnership is defined by the Board of
Education as one in which a particular business or corporation agrees to serve as a formal sponsor,
financing all or part of the cost of a school organization or activity, but allowing the school officials
to maintain control of the organization or activity.

The fundraising program is designed to establish a people-to-people relationship between business,
industry, labor, or civic groups and the Northwestern Regional School of Regional School District
No. 7. The program shall be based upon the premise that the community and the school realize the
importance of quality education and will work cooperatively to achieve that goal.

Thus, fundraising and partnership proposals shall be evaluated by a committee of the Board
members, the Superintendent, the members of the administration, faculty members and members of
the student body which the committee shall establish criteria to insure that the educational interests
of the school are demonstrably enhanced by the adoption and acceptance of any fundraising
proposals or partnership proposals.

The Board may engage the services of a person or firm on such terms as it may approve to pursue
fund-raisers and corporate partnership/proposals opportunities for presentation to the committee for
its review. The Board of Education will approve or reject proposals. All approved proposals shall
be evaluated annually with such evaluations to be presented to the committee for its review and
recommendations to the Board of Education.

Policy adopted:
cps 5/99

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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An optional sample policy to consider.

Business and Non-Instructional Operations

Funds Management

Grants and Other Revenue

Consistent with Board goals and objectives to provide the best educational opportunities for all
children in the district, the Board encourages the Superintendent to seek supplementary revenue to

state aid and local taxation.

Therefore, the Superintendent shall:

1. investigate new sources of revenue whether local, state, or federal;

2. propose new revenue sources and associated programs to the Board of Education for
approval;

3. implement measures necessary to apply for/receive additional revenues.

Subsequent to the Board's approval of a program or of its continuation, the Superintendent, or
designee, is authorized to sign all required forms for state and federal programs.

The Superintendent shall report annually, as part of budget preparation, on the status of all state and
federal grants and programs, including the financial status of each program including a
recommendation to continue, modify, or discontinue each program.

Legal Reference: Connecticut General Statutes

10-220 Duties of boards of education.

Policy adopted:
cps 7/00

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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PolLicy SERVICES
A new version of this policy to consider.
Business/Non-Instructional Operations
Depository
All funds received by the District shall be deposited in the appropriate accounts. All funds received
in categories #1-6 below shall be deposited into the appropriate accounts within school student
activity or central office funds:

1. Athletic and student activity gate receipts and other income;

2. Library fines;

3. Approved school sponsored fund raising activities.

4. Student payment for lost, damaged, or stolen books, library materials, or other educational
materials;

5. Student or parent payment for student loss of or damage to school property or equipment;

6. Payments made to the school district by outside groups or individuals for the use of school

facilities, including custodial costs;
7. Federal and state grants.
Legal Reference: Connecticut General Statutes

10-248 Payment of school expenses

Policy adopted:
cps 3/04

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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An optional policy to consider.
Business/Non-Instructional Operations

Authorization of Signature

The Superintendent and/or the Director of Financial Services, individually or jointly as may be
required, are hereby authorized to execute agreements, to apply for grants or to sign other
documents as may be necessary in the normal course of the school system’s business, including
documents that support the adopted budget or that implement the Board’s established policies or
programs. This authorization does not extend to those agreements or other documents which
require specific, formal approval of the Board of Education and/or the signature of the Board
Chairman or other officer of the Board of Education.

To comply with regulations of the State Department of Education, the Board of Education will

annually renew this authority, designating by name the individuals holding the positions of
Superintendent and Director of Financial Services who are so authorized.

Policy adopted:

cps 9/99

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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PoLicy SERVICES
An optional policy to consider.

Business/Non-Instructional Operations

Expenditures/Expending Authority

The Superintendent of Schools shall direct the expenditures of the various sums of money as
allocated in the school budget and shall be responsible for the installation of a proper system of
accounting whereby such expenditures shall be properly controlled.

(Optional:) Fiscal Management Standards

In recognition of the trust and responsibility placed with the Board of Education (Board) to
manage financial resources for the local educational program, the Board establishes the
following goals:

1. The Board and all employees of the school system will manage and use available funds
efficiently and effectively to meet the goals of the Board and State.

2. Accounting, financial reporting and management control systems will be designed and
maintained to enable the Board and school system to have access to accurate, reliable
and relevant data, and to permit audits and periodic reports adequate to show that those
in charge have handled funds within legal requirements and in accordance with Board
policy./

3. The Superintendent and Business Manger shall keep the Board sufficiently informed
regarding the budget through periodic reports and any other appropriate means so that
the Board can deliberate upon and evaluate the budget.

4. No moneys will be expended, regardless of the source (including moneys derived from
federal, state, local or private sources), except in accordance with the Board’s adopted
budget or as amended by Board action.

5. Principals and school improvement teams must be familiar with state and Board
requirements related to managing and using fiscal resources and must comply with
these requirements in developing and implementing school improvement plans.

Legal Reference: Connecticut General Statutes

10-222 Appropriations and budget

Policy adopted:
cps 6/10
rev 4/11

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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An optional policy to consider.

Business/Non-Instructional Operations

Expenditures/Expending Authority

Purchasing Guides

The Board of Education or its agents shall refrain from entering into contracts with or
purchasing goods or services from any firm or individual who has a sales representative or
owner on the Board of Education. This policy shall not apply to goods or services that are put
out for public bid or where there are no other comparable sources of supply.

All contracts for goods and services, unless otherwise specified, shall be put out for bid
annually, with the exception of transportation, which may be renegotiated for periods not to
exceed a cumulative total service of five years.

All purchases of and contracts for supplies, materials, equipment and contractual services shall
be based on competitive bids, with the exception that purchases of five thousand dollars
($5,000) or less may be made in the open market.

Policy adopted:

cps 7/07

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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A sample regulation to consider.

Business/Non-Instructional Operations

Expenditures/Expending Authority

Purchasing Guides

1. The Business Department shall periodically estimate requirements of standard items or
classes of items and make an investigation into quantity purchases, thereby effecting
economies. Whenever storage facilities or other conditions make it impractical to
receive all of any item at one time, the total quantity should be bid and staggered
delivery dates made a part of the bid specifications, or estimated quantities bid with
deliveries to be made as requested.

2. Participation into cooperative purchasing (through RESC’s) should be reviewed on a
continuing basis and joined when economies can be realized.

3. Regulations Relative to Bidding Activity

Items or services of $5,001 or more are to be purchased on the basis of competitive
bids.

The following are to be bid on a yearly basis:

A. School Milk Supply
B. Custodial Supplies
C. Rubbish Removal
D. Oil Supply
E. General and departmental supplies
4. Bid instructions and specifications should be clear and complete, setting forth all

necessary conditions conducive to competitive bidding.

5. The Business Department shall seek bids from those sources able to offer the best
prices, consistent with quality, delivery and service.

6. The bids shall be opened in public at the prescribed time and place and tabulated for
study. Whether or not bid opening occurs exactly at time advertised, no bids may be
accepted after said advertised time.

7. Abstracts of bids received are not prepared for distribution by the school district.
However, bid documents are public information and should be available for perusal if
requested.

Regulation approved:
cps 7/07

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.



3313(a)

Existing policy, number 3313 adopted 4/16/01, appropriate as written except for addition of legal
reference.

Business/Non-Instructional Operations

Relations with Vendors

The Board of Education desires good working relationships with vendors who supply materials,
supplies and services to the school system. Constructive efforts by the administration, and other
district employees, to seek the advice and counsel of vendors about how to continue and to
improve such relationships are encouraged.

Cooperative Purchasing

The Board of Education authorizes the Business Manager to participate in cooperative
purchasing of materials, equipment, supplies, and services with other school districts or
municipal sub-divisions where the participation will serve the best interests of the school system.

Requisitions

A requisition, duly signed, must be completed prior to issuance of a purchase order. Exceptions
may be made in emergency situations.

Purchase Orders

A purchase order is required for all purchases and must be approved by the Business Manager or
Superintendent.

Routine purchases (such as fuel, some equipment repair, and some maintenance services, and
other items of a repetitive nature) do not require a purchase order.

Estimates

Where no firm price is obtainable, an estimate shall be made prior to placing a purchase order.
Soliciting Prices

Whenever possible and/or practical, competitive pricing will be secured on all materials,
equipment, supplies, and services needed by the school system. Competitive pricing may consist
of formal bidding, negotiations or informal pricing such as by letter or telephone, and by price
quotations.

Expenditures up to $1,000

Quotations, verbal or written, should be obtained prior to placing an order, except in emergencies
or when specialized equipment or products are involved.



3313(b)

Business/Non-Instructional Operations
Relations with Vendors (continued)
Expenditures from $1,000 - $10,000

Quotations based on general specifications FOR A SINGLE ITEM must be obtained from at least
two (2) suppliers before placing an order.

Expenditures in Excess of $10,000

Formal written bids, based on specific written specifications, shall be invited by advertising in
area newspapers or by mailing to a bid list, if one exists, and shall be received sealed at a
specified date, time, and place and publicly opened.

Award of Orders

In general the lowest responsible bidder will be awarded the order. Consideration shall be given
to quality, delivery, terms, and other conditions required by the order.

State Bids

When Connecticut state bids are available for services and materials, such services and materials
may be purchased without additional quotes or bids from suppliers who have been awarded the
state bids.

Exceptions

Professional and consulting services, specialty items, repetitive services and supplies, equipment
service contracts, and other non-competitive categories may be exempted from above procedures
if it can be demonstrated that such an exception is favorable to the Town of Woodbridge and the
Woodbridge School District.

Legal Reference:  Connecticut General Statutes - -
4a-60 Nondiscrimination and affirmative action provisions in contracts of
the state and political subdivisions rather than municipalities _
4a-60a Contracts of the state and political subdivisions, other than
municipalities, to contain provisions re nondiscrimination on the basis of
sexual orientation -
46a-58 through 46a-81 re discriminatory practices - -
Title VII, Civil Rights Act, 42 U.S.C. 2000e et seq. as amended by Title IX,
Equal Employment Opportunity Act _ R
Title IX of the Education Amendments of 1972; 42 U.S.C. 1134n et seq.
(Higher Education Act)

Policy adopted: WOODBRIDGE PUBLIC SCHOOLS
Woodbridge, Connecticut



3313.1

helpful, while others find it impractical.
Business/Non-Instructional Operations

Local Purchasing

As a public agency the Board of Education is aware of its responsibility to spend its funds so as to
obtain the greatest possible educational value for every dollar spent. Therefore, even though the
Board will make its purchases locally whenever bids and prices are fully comparable with those of
outside bidders, the lowest bid and the lowest price for goods and services will be accepted.

Another version to consider:

Where the quality and price of services, products, and materials are substantially equivalent, awards
should be made to the local agency or vendor assuming the award is not in conflict with Policy
3323 Bids and Quotations.

(cf. 3323 — Soliciting Prices/Bids and Quotations)

Policy adopted:
rev 6/10

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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PoLicy SERVICES
Sample regulation to consider.

Business/Non-Instructional Operations
Access of Vendors to Teachers

Commercial solicitation of employees in school is not permitted though staff members may confer
with commercial representatives at school during non-duty periods.

A representative in any capacity of any qualified vendor who wishes to interview any school
personnel shall observe the following procedure:

1. If the desired party is within and a part of the Department of Purchasing, an appointment
should be made for a mutually agreeable time.

2. If the desired party is a part of any other school facility, authorization must be obtained from
the unit head. The unit head will then arrange for an interview with the desired party at the

convenience of the school program.

Regardless of the procedure followed, any resulting purchase commitment in any form will be
made through the Department of Purchasing.

Regulation approved:

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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A sample policy to consider.
Business/Non-Instructional Operations

Affirmative Action For Vendors

The purpose of this policy is to prohibit discrimination based on race, color, religious creed, age,
sex, sexual orientation, gender identity or expression, marital status, national origin, ancestry,
present or past history of mental disorder, intellectual disability, learning disability, or physical
disability and insure equal employment opportunity for minority group persons and women in all
contracts, including the bidding process, for the purchase of labor and materials, supplies or
services, including bank depository and professional services, pursuant to contracts offered and
awarded by the Board of Education.

Section 1

The Superintendent of Schools or designee shall be responsible for the administration of this
policy and shall adopt certain rules and regulations, subject to the approval of the Board of
Education, and issue such orders as he/she deems necessary and appropriate to achieve the
purposes thereof.

Section 2

Except as hereinafter set forth every contract for the purchase of labor and materials, supplies or
services including bank depository and professional services shall contain the following
provisions:

(a) The contractor will not discriminate against any employee or applicant for
employment because of race, color, religious creed, age, sex, sexual orientation,
gender identity or expression, marital status, national origin, ancestry, present or
past history of mental disorder, intellectual disability, learning disability, or
physical disability. The contractor will take affirmative action to insure that
applicants are employed and that employees are treated during employment,
without regard to their race, color, religious creed, age, sex, sexual orientation,
gender identity or expression, marital status, national origin, ancestry, present or
past history of mental disorder, intellectual disability, learning disability, or
physical disability. Such affirmative action shall include, but not be limited to the
following: employment, upgrading, demotion, or transfer, recruitment or
recruitment advertising; layoff or termination; rates of pay or other forms of
compensation; and selection for training, including apprenticeship. The contractor
agrees to post in conspicuous places, available to employees and applicants for
employment, notices setting forth the provisions of this anti-discrimination policy.



3313.5(b)

Business/Non-Instructional Operations

Affirmative Action For Vendors (continued)

Section 2 (continued)

(b)

(©

(d)

(e)

®

€))

(h)

The contractor will, in all solicitations or advertisements for employees placed by
or on behalf of the contractor, state that all qualified applicants will receive
consideration for employment without regard to race, color, religious creed, age,
sex, sexual orientation, gender identity or expression, marital status, national
origin, ancestry, present or past history of mental disorder, intellectual disability,
learning disability, or physical disability.

The contractor will send to each labor union or representative of workers with
which he/she has either a collective bargaining agreement, or other understanding,
a notice to be provided by the town, advising the labor union or workers'
representative of the contractor's commitment under this policy and shall post
copies of the notice in conspicuous places available to employees and applicants
for employment.

The contractor will comply with all provisions of this policy and of the relevant
rules, regulations and orders of the Superintendent of Schools or designee.

The contractor will furnish all information and reports required by the rules,
regulations and orders of the Superintendent of Schools or designee issued
pursuant to this policy.

In the event of the contractor's noncompliance with the anti-discrimination clauses
of this contract or with any of such rules, regulations, or orders, this contract shall
be canceled, terminated, or suspended in whole or in part and the contractor may
be declared ineligible for further town contract, and such other actions shall be
imposed and remedies invoked as provided by law.

The contractor will include the provisions of paragraphs (a) through (9) in every
subcontract or purchase order unless exempted by rules, regulations, or orders of
the town issued pursuant to this policy, so that such provisions will be binding
upon such subcontractor or vendor. The contractor will take such action with
respect to any subcontract or purchase order as the town may direct as a means of
enforcing such provisions including sanctions for noncompliance.

Within ten (10) calendars days following the Superintendent of Schools or
designee's decision to award or fail to award a contract or the determination of
compliance or noncompliance with the terms of the agreement, any person
claiming to be aggrieved by the decision may file with the Superintendent of
Schools or designee, a written notice of appeal requesting a hearing before the
Board of Education.



3313.5(c)

Business/Non-Instructional Operations

Affirmative Action For Vendors

Section 2 (continued)

)

)

(k)

Section 3

Within thirty (30) days of the receipt of such notice of appeal the Board of
Education shall provide the aggrieved party with a hearing and issue its decision.
During the pendency of such appeal, the decision of the Superintendent of Schools
or designee shall remain in full force and effect, unless the Board of Education
issues a stay of the decision by unanimous vote.

At all times during such proceedings, the burden of proof shall be on the party
appealing the Superintendent of Schools or designee's decision.

The Superintendent of Schools or designee shall make an appeal report to the
Board of Education concerning the implementation of this policy.

The contractor agrees to comply with all applicable state and federal statutes,
regulations, and executive orders.

Except as hereinafter set forth every contract for the purchase of labor and materials, supplies or
services including bank depository and professional services shall contain the following

provisions:

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

(a)

The contractor will not discriminate against any employee or applicant for
employment because of race, color, religious creed, age, sex, sexual orientation,
gender identity or expression, marital status, national origin, ancestry, present or
past history of mental disorder, intellectual disability, learning disability, or
physical disability. The contractor will take affirmative action to insure that
applicants are employed and that employees are treated during employment,
without regard to their race, color, religious creed, age, sex, sexual orientation,
gender identity or expression, marital status, national origin, ancestry, present or
past history of mental disorder, intellectual disability, learning disability, or
physical disability. Such affirmative action shall include, but not be limited to the
following: employment, upgrading, demotion, or transfer; recruitment or
recruitment advertising; layoff or termination; rates of pay or other forms of
compensation; and selection for training, including apprenticeship. The contractor
agrees to post in conspicuous places, available to employees and applicants for
employment, notices setting forth the provisions of this anti-discrimination policy.



3313.5(d)

Business/Non-Instructional Operations

Affirmative Action For Vendors

Section 3 (continued)

(b)  The contractor will, in all solicitations or advertisements for employees placed by
or on behalf of the contractor, state that all qualified applicants will receive
consideration for employment without regard to race, color, religious creed, age,
sex, sexual orientation, marital status, national origin, ancestry, present or past
history of mental disorder, mental retardation, learning disability, or physical
disability.

(©) The contractor will send to each labor union or representative of workers with
which he/she has either a collective bargaining agreement, or other understanding,
a notice to be provided by the town, advising the labor union or workers'
representative of the contractor's commitment under this policy and shall post
copies of the notice in conspicuous places available to employees and applicants
for employment.

(d) The contractor will comply with all provisions of this policy and of the relevant
rules, regulations and orders of the Superintendent of Schools or designee.

Legal Reference: Connecticut General Statutes

4a-60 Nondiscrimination and affirmative action provisions in contracts of
the state and political subdivisions rather than municipalities

4a-60a Contracts of the state and political subdivisions, other than
municipalities, to contain provisions re nondiscrimination on the basis of
sexual orientation

10-153 Discrimination on account of marital status
46a-81a Discrimination on the basis of sexual orientation
56a-60 Discriminatory employment practices prohibited.

Title VII, Civil Rights Act 42 U.S.C. 2000e,, et. seq.

Policy adopted:

cps 1/99
rev 9/08
rev 9/11

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.



3320
Existing policy, number 3320 adopted 5/16/06, appropriate as written.
Business/Non-Instructional Operations

Purchasing Procedures

The duties of purchasing for the Board of Education shall be directed by the Superintendent
through the School Business Manager, who shall conduct all purchase transactions for the district
in accordance with the annual budget spending plan.

The procurement function is one of the major business responsibilities of the Board of Education.
The duties of purchasing for Board of Education approval should be centralized under the
Business Manager. The Business Manager shall conduct all purchase transactions for the district.

The Business Manager shall be familiar with and perform all purchasing activities within the
limitations prescribed by law, legal opinions, and in accordance with Board of Education
policies. Four fundamental functions of the Business Manager are as follows:

Buy the proper product for the purpose required.
Have the product available when needed.

Buy the proper amount of the product.

Pay the proper price.

calb i

Every transaction between a buyer and seller involving the transfer of property shall be by
purchase order or formal contract.

Purchase orders and other purchase obligations shall be signed by the Superintendent or
designee.

Specifications governing materials are a joint responsibility of the educational and business
department. In the procurement of the required materials, the Business Manager shall ensure that
all materials procured will meet the needs of the educational program.

Policy adopted: WOODBRIDGE PUBLIC SCHOOLS
Woodbridge, Connecticut
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Regional School District No. 14's regulation which includes
information on bids and quotes.

Business/Non-Instructional Operations

Purchasing Procedures

The Regional School District No. 14 Board of Education recognizes its obligation to deal fairly in
its purchasing practices. The Board of Education and its employees will not knowingly extend
favoritism to any vendor. Each order shall be placed on the basis of quality, price and delivery. Past
service of a favorable nature shall be a factor when other considerations are equal. [nadequate or
poor past service shall always be a factor. Competitive bidding shall be practiced wherever feasible
and to the advantage of Region 14. Wherever practical, feasible and to the advantage of Region 14
appropriate advertisements will be placed.

Vendor Relations

No member or employee of the Board shall accept either directly or indirectly, any gifts, services or
favors of any kind, from any person, firm or corporation doing, or desiring to do business with
Region 14. It is anticipated there will be no lunches or advertising premiums of any nature given
under this policy.

Purchasing Procedure
Definitions for this regulation:

1. Quotation: A notice, either orally or in writing whereby a vendor informs Region 14 of the
conditions and price under which he/she will furnish supplies, materials, equipment or
services to Region 14.

2. Bid: A notice, in writing in a sealed envelope, delivered to Region 14 by a specified date, to
be opened in public at a specified date and time by Region 14, whereby a vendor informs
Region 14 of the conditions and price under which he/she will furnish supplies, materials,
equipment or services to Region 14 in response to a set of specifications set forth by Region
14.

Requirements for quoting and bidding shall be as follows:

1. Supplies, equipment and services estimated to unit cost of $5,000 to $9,999. may be
purchased by written or oral quotations. All purchases, when possible, feasible, and to the
advantage of Region 14 will be based on at least three competitive quotations or prices. The
manner, written or oral, will be at the discretion of the Purchasing Agent.



3320(b)

Business/Non-Instructional Operations

Purchasing Procedures (continued)

2. All purchases above these limits shall be bid. Bids shall be advertised appropriately.
Solicitation for bids shall also be made from the "Mailing List for Bidders" maintained in
the Business Office. All bids must be submitted in sealed envelopes and marked
appropriately on the outside of the envelope. Bids shall be opened at the time specified and
shall be public. Region 14 reserves the right to reject any or all bids and reserves the right to
waive any informalities in any bid.

The Board of Education, through administrative recommendations and its specific actions,
may waive any of the above requirements without altering the policy.

3. Emergency Situation: In any emergency situation, the procedures of Section 2 above may be
eliminated. The decision as to whether a given situation is an emergency situation shall be
made by the Superintendent of Schools and Chairperson of the Board of Education.

4, Textbooks and other programmed instructional materials are exempt from these
requirements as only one source generally exists for specific items.

Mailing List of Bidders

The Business Office shall maintain a list of the various types of commodities required by Regional
School District No. 14 and a list of all persons, firms or corporations interested in Regional School
District No. 14 business in that type of commodity. Once a year, the Board of Education shall
appropriately advertise the existence of the Mailing List of Bidders, and invite persons, firms or
corporations interested in doing business with Region 14 to register for the Mailing List of Bidders.
In addition, at any time, any person, firm or corporation may request to be placed on the Mailing
List of Bidders by so informing the Business Office. Names may be removed from the Bidding List
by the Business Office for the following reasons:

1. Failure to submit a quotation and/or bid; without adequate explanation, after two successive
requests to quote or bid.

2. Failure to live up to terms or spirit of previous contracts.



3320(c)

Business/Non-Instructional Operations

Purchasing Procedures (continued)

General

1. Board of Education delegates the responsibility for purchasing to the Superintendent of
Schools or his/her designee in conformance with this policy and the laws and regulations of
the State of Connecticut and the State Education Department.

2. Administrative regulations governing purchase order processing procedures will be utilized.

3. The Board of Education recognizes its responsibilities to develop a list of capable vendors.
The Business Manager and Superintendent will take affirmative action to make sure
multiple "responsible bids" are received in each required situation.

4, Annually the Superintendent shall approve and make awards to the lowest qualified fuel oil
and gasoline contractors. The Board of Education shall be informed following the awarding
and establishing of such contracts.

Regulation approved: REGIONAL SCHOOL DISTRICT NO. 14
Bethlehem and Woodbury, Connecticut

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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FPoLicy SERVICES
A regulation to consider.

Business/Non-Instructional Operations

Purchasing Procedures

Procedures for Entering into a Lease Purchase/Agreement

These regulations are provided to ensure proper authorization and recording of Lease/Purchase
obligations of the Public Schools.

Definition:

A Lease/Purchase agreement is a commitment to acquire equipment or materials where
payments will be made from more than one fiscal year, and where the Board has the option to
take permanent title to the equipment or materials at the end of the lease for a nominal or zero
payment.

1. Lease/purchase agreements will be coordinated by the Business Manager.
2. Lease/purchase agreements will be executed by the Superintendent or his/her designee.

3. All lease/purchase agreements will contain a non-appropriation clause permitting early
termination of the agreement if sufficient funds are not appropriated.

4. All lease/purchase agreements will be reviewed by the Town Attorney prior to execution.

5. Within 30 days of execution of the agreement, the Business Manager will submit a
schedule of payments to the Town Finance Department.

Regulation approved:

rev 3/98

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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Existing policy, number 3321 adopted 5/16/06, appropriate as written.
Business/Non-Instructional Operations

Requesting Goods and Services

Requisitions for budgeted items shall originate from the key personnel directly responsible for
their use. The Superintendent of Schools shall arrange appropriate administrative reviewing
channels whereby all requisitions will be examined and approved, or disapproved, for
purchasing.

The Business Manager shall receive the process requisitions in a manner most beneficial to the
overall purposes of the school.

Policy adopted: WOODBRIDGE PUBLIC SCHOOLS
Woodbridge, Connecticut
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Waterford’s version of this policy to consider/modify.

Business/Non-Instructional Operations

Soliciting Prices/Bidding Requirements

I. Definitions:

A.

Quotation: A notice, either oral or in writing, whereby a vendor informs the
purchaser of the conditions and price under which he/she will furnish supplies,
materials, equipment, or services to the purchaser.

Bid: A notice, in writing in a sealed envelope, delivered to the buyer by a specified
date, to be opened in public at a specified date and time by the buyer, whereby a
vendor informs the buyer of the conditions and price under which he/she will
furnish supplies, materials or equipment. Technical assistance will be provided by
the requestor, where applicable, to the Business Manager who has the final
responsibility for determining the vendor/price.

II. Procedures:

A.

Purchases for more than $5,000 but less than $10,000

The Business Office shall solicit quotations from at least three (3) companies if
the nature of the commodity or service permits effective competitive pricing and
if possible, feasible, and to the advantage of the district. The Superintendent of
Schools or designee may award bids and/or quotes up to $10,000 and s’he may
reject any or all such bids.

Purchases for $10,000 and above

Purchases for $10,000 or more shall be bid. Bids shall be advertised if deemed
appropriate by the Superintendent or his/her designee. If a bid is not advertised, a
vendor list will be utilized. All bids must be submitted in sealed envelopes and
marked appropriately on the outside of the envelope. Bids shall be opened at the
time specified. Bid openings shall be public. The Board of Education reserves the
right to reject any or all bids, and reserves the right to waive the bidding
procedure. The Board of Education shall award all other bids upon receiving
recommendations and bid results from the Superintendent.

Vehicle Purchase/Replacement Policy

(I)  New- New vehicles will be purchased within the framework of policy
3323.



3323(b)

Business/Non-Instructional Operations
Soliciting Prices/Bidding Requirements
C. Vehicle Purchase/Replacement Policy (continued)

@) Used - Used vehicles shall be purchased from authorized dealers only. The
purchase of a used vehicle from private individuals is prohibited. An
independent appraisal may be required in addition to the Blue Book Value
to determine the value of the vehicle. A vehicle which is more than 7 years
old may not be considered for purchase unless it is determined to be in the
best interest of the district. State of Connecticut bid awards are an
acceptable means of purchasing a used vehicle. The process for awarding a
contract on a state bid will be consistent with other bid awards.

D. Emergency Situation

The Board of Education recognizes that emergency situations may arise which
affect the health, welfare and/or safety of students and/or staff. In an emergency
situation, the procedures of sections A and B may be suspended for the emergency
only. The decision as to whether a given situation is an emergency situation shall
be made by the Superintendent and a report will be given to the Board of
Education within a two week period of time detailing the emergency, why the
policy was suspended and the amount of funds expended and to whom.

The Superintendent of Schools may provide temporary special education
transportation pending completion of the bidding process. Such temporary
arrangements shall not exceed 30 days without Board of Education approval.

The authority to sign contracts is delegated to the Superintendent of Schools or designee.

Bids are not required on the following;:

1. Purchases where only one supplier exists.

2. Architectural services.

3. Legal services.

4, Services requiring specific expertise. (consultants, specialists)

5. Textbook purchases.

Policy adopted: March 18, 2004 WATERFORD PUBLIC SCHOOLS
Waterford, Connecticut

cps 5/04

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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PoLicy SERVICES
Sample regulation.

Business/Non-Instructional Operations

Soliciting Prices (Bids and Quotations)

Regulations Relative to the Bidding Activity

1. The purchasing personnel shall periodically estimate requirements of standard items or
classes of items and make quantity purchases, thereby effecting economies. Whenever
storage facilities or other conditions make it impractical to receive an entire order at one
time, the total quantity should be bid and staggered delivery dates made a part of the bid
specifications, or estimated quantities bid with deliveries to be made as requested.

2. Bid instructions and specifications should be clear and complete, setting forth all
necessary conditions conducive to competitive bidding.

3. The purchasing personnel shall seek bids from those sources able to offer the best prices,
consistent with quality, delivery and service.

4. The bids shall be opened in public at the prescribed time and place and tabulated for
review. Whether or not bid opening occurs exactly at the time advertised, no bids may be

accepted after said advertised time.

5. After the bids have been opened and tabulated, they will be available for those interested
to copy or examine. They shall not, however, be removed from the purchasing office.

Regulation approved:

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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An optional policy to consider.

Business/Non-Instructional Operations

Ordering Goods and Services (Purchase Orders)

The Superintendent or his/her designee is authorized to initiate purchases within the approved
limitations of the budget. The following procedures govern the purchasing process:

e Purchase requisitions may be initiated by authorized members of the staff and, are subject
to review to determine the propriety of the request and to assure that funds are available.
Administrative Regulations on purchasing must be followed.

e The Director of Finance/Business Manager determines whether or not the necessary funds
are available in order to cover the cost of the item or services requested and if such be the
case, the purchase order is referred to the Purchasing Officer for further recording and
mailing.

e In cases where the necessary funds are not available in an account, the matter is referred
to the Superintendent of Schools or designee for final decision.

Policy adopted:
cps 6/10

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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EXxisting policy, number 3324.1 adopted 4/26/04, appropriate as written except for update to legal
reference.

Business/Non-Instructional Operations

Contracts

All contracts between the district and outside agencies shall conform to prescribed standards as
required by law.

All contracts between the district and outside agencies shall be prepared under the supervision of
the Business Manager, and where appropriate, subject to approval of the legal advisor of the
district.

All contracts or obligations which commit funds to a subsequent budget year shall be approved
by the Board of Education.

Affirmative Action

The Woodbridge School District shall not enter into any contract with a person, agency, or
organization if it has knowledge that such person, agency or organization discriminates on the
basis of race, color, religious creed, age, marital status, national origin, sex, or physical handicap
or disability, either in employment practices or in the provision of benefits or services to students
or employees.

Ordering Goods and Services

The Board of Education authorizes the Superintendent to purchase and to supervise the purchase
of all materials, equipment, supplies, services, and contracts for the school division in accordance
with accepted purchasing practices and

Legal Reference:  Title VII, Civil Rights Act, 42 U.S.C. 2000e et seq. as amended by Title IX|
Equal Employment Opportunity Act -
Title IX of the Education Amendments of 1972; 42 U.S.C. 1134n et seq.
(Higher Education Act)
Connecticut General Statutes I
4a-60 Nondiscrimination and afﬁrm_ative action provisions in contracts of
the state and political subdivisions rather than municipalities i
4a-60a Contracts of the state and political subdivisions, other than
municipalities, to contain provisions re nondiscrimination on the basis of
sexual orientation o
10-248 Payment of school expenses

Policy adopted: WOODBRIDGE PUBLIC SCHOOLS
Woodbridge, Connecticut
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PoLicY SERVICES
A sample policy to consider.

Business/Non-Instructional Operations

Maintenance and Control of Materials

No school equipment shall be used for other than school or town purposes. The Board of
Education shall permit school equipment to be loaned to staff members when such use is directly
or peripherally related to their employment, and to students when the equipment is to be used in
connection with their studies or extra curricular activities. Proper controls shall be established to
assure the lender’s responsibility for, and return of, all such equipment with full knowledge of
school administration.

The Building Principal shall establish procedures for inventory control of all materials assigned
to his/her building in conjunction with the Business Office. Information Technology and
Facilities will maintain an inventory of all their physical equipment in conjunction with the
Business Office.

(cf. 1330 — Use of School Facilities)
(cf. 3440 — Inventories)

Legal Reference: Connecticut General Statutes

10-228 Free textbooks, supplies, materials and equipment

Policy adopted:
cps 1/09

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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Existing policy, number 3326 adopted 5/16/06, appropriate as written, except for addition of legal
references.

Business/Non-Instructional Operations

Paying for Goods and Services

The Superintendent is authorized by the Board of Education to pay for goods and services under
the following conditions:

1. When contracted for within budgetary limits.
2. When purchased according to relevant purchasing policies and regulations.
3. As certified by the Business Manager as having been received in acceptable condition.

Legal Reference: | Connecticut General Statutes

10-248 Payment of school expenses

Policy adopted: WOODBRIDGE PUBLIC SCHOOLS
Woodbridge, Connecticut
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PoLicy SERVICES

Milford's regulation for consideration/modification.
Business/Non-Instructional Operations

Paying for Goods and Services

All suppliers should render invoices in duplicate for materials, supplies, services, and equipment
after delivery to the school. Invoices accompanied by a signed copy of the delivery receipt should
be mailed to the Milford Board of Education, Business Office, 70 West River Street, Milford,
Connecticut 06460.

In instances of a partial shipment, an invoice for the merchandise that has been delivered and the
signed copy of the delivery receipt must be submitted for payment.

An invoice to be submitted to the Business Office for approval for payment shall qualify when the
following conditions are met:

1. It bears the description and price of the items specified on the purchase order, less any
allowed discounts.

2. It is accompanied by the receiving copy of the purchase order bearing the signature of the
requisitioner that the item has been received in a satisfactory condition and in the quantity
indicated.

3. All extensions and totals have been checked for accuracy.

4. It has the approval of the business administrator.
Legal Reference: Connecticut General Statutes

10-248 Payment of school expenses.

Regulation approved: MILFORD PUBLIC SCHOOLS
Milford, Connecticut

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.



5 &
d4caBe 5261

PoLicy SERVICES

Optional - beneficial to the district?
Business/Non-Instructional Operations

Payroll Procedures and Authorized Signatures

The Superintendent of Schools or designee shall supervise the preparation of all payrolls. He/she
shall certify payments for periods of approved absence in accordance with adopted policies of the
Board of Education. The payroll clerk shall be authorized to make all deductions from each
individual's pay as required by local, state, or federal regulations and any other deductions
authorized by the individual and approved by the Board of Education. Each payroll and other orders
for the payment of expenses by the town treasurer on behalf of the Board of Education shall be
signed by the Superintendent or the Superintendent's designee.

Legal Reference: Connecticut General Statutes

10-248 Payment of school expenses.

Policy adopted:

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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An optional policy to consider.
Business/Non-Instructional Operations

Board of Education Credit Card

A credit card will be issued only in the name of the Board of Education. The credit card will be
under the sole supervision of the Superintendent or the Business Manager, and only expenditures by
Board employees to conduct business associated with the school system will be authorized by the
Business Manager. The Board of Education credit card shall be used for school business only, not
for any personal business. If the Board of Education credit card is used for personal business
disciplinary action, which may include termination, will be taken.

Immediately subsequent to the use of the credit card, the Board employee will return the credit card
and submit a fully itemized statement of expenses. The Board employee will pay any charges
against the credit card not authorized, not properly identified on the statement of expenses, or
disallowed following an internal or external audit.

An employee will not use the credit card if any of his/her disallowed charges are outstanding. The
Board, Superintendent, or Business Manager has the unlimited authority to terminate the use of the
credit card by any employee if there is any suspicion the use of the credit card is being abused in
any manner.

Legal Reference: Connecticut General Statutes

10-248 Payment of school expenses.

Policy adopted:
cps 12/03

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the

Connecticut Association of Boards of Education, Inc.
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An optional policy to consider.

Business/Non-Instructional Operations

System of Accounts

The accounting systems and procedures for the school district shall be set up so as to conform to
best business practice, generally accepted accounting practices and existing guides from the State
Department of Education. The Superintendent and business staff will be expected to confer with
appropriate specialists of the State Department of Education, school district auditors and any other
knowledgeable persons or groups in achieving that objective.

It is understood by the Board that support for the purposes of the school shall be a prime objective
of the accounting systems and procedures.

As advised by the Board’s auditor, determination of liabilities and assets, prioritization of
expenditures of governmental funds and provisions for accounting disclosures shall be made in
accordance with governmental accounting standards. This process shall include leave accumulated
by employees and all Board properties and funds.

Another version to consider:
The Superintendent, through the Director of Finance/Business Manager, shall keep a system of
accounts in accordance with Connecticut General Statutes and the requirements of the Connecticut

State Department of Education.

Legal Reference: Connecticut General Statutes
10-222(b) Appropriations on budget. Financial Information System.

Note: Legal: The Governmental Accounting Standards Board (GASB) has issued
Statement #54 — Fund Balance Reporting and Governmental Fund Type Definitions, to
address how governmental fund balances are to be reported in financial statements,
effective June 15, 2010. On advice of the Superintendent/designee and the Districts’ CPA
and other accounting advisors, the Board will need to set the order in which “restricted,
committed, assigned, and unassigned” governmental funds are to be spent. Note: GASB
54 affects only the reporting of governmental funds in general purpose external financial
reports in conformity with generally accepted accounting principles (GAAP). School
districts may continue to use any funds they choose or are required to use for their
internal accounting or for special purpose reporting. Financial implications: Possible
increase in the cost for auditor assistance.

Policy adopted:
cps 1/01
rev 6/10
rev 4/11

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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An optional policy to consider.

Business/Non-Instructional Operations

Classification of Expenditures

Proposed expenditures shall be budgeted under and actual expenditures shall be charged against
those budget categories as defined in Financial Accounting Classifications and Standard
Terminology for Local and State School Systems: Department of Health, Education, and
Welfare Publication No. (OE) 73-11800.

Another version to consider:

The expenditures for the District shall be classified according to the guidelines set forth by the
Connecticut General Statutes and the Connecticut State Department of Education.

Legal Reference: Financial Accounting Classifications and Standard Terminology for Local
and State School Systems

Policy adopted:
cps 3/00
rev 6/10

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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An optional policy to consider.
Business/Non-Instructional Operations

Periodic Financial Reports

The Superintendent of Schools shall be responsible for accounting for all monies expended from
within the school budget, shall keep files of all invoices and payroll authorizations, and shall
keep a record for the information of the Board of the expenditures broken down into the same
categories and numbered accounts as the budget and the approved accounting system.

The Superintendent shall submit to the Board of Education monthly reports on the status of the
budget, showing appropriations and expenditures for the fiscal year to date.

The Superintendent, as agent for the Board of Education, shall be responsible for making annual
reports to the Town, the State Board of Education, the Teacher’s Retirement Board, and other
such agencies required by law.

Policy adopted:
cps 7/07

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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Optional.
Business/Non-Instructional Operations
Budget & Expense Report/Annual Financial Statement
The Superintendent of Schools shall submit to the Board of Education a monthly report of
disbursements and budget balances at the regular meeting each month, and shall submit an annual
report covering the preceding school year.

Legal Reference: Connecticut General Statutes

10-222 Appropriations and budget.

Policy adopted:

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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Existing policy, number 3434 adopted 11/15/04, appropriate as written.
Business/Non-Instructional Operations

Periodic Audit

An audit of all accounts of the Woodbridge School District shall be made annually by a certified
public accountant selected by the town.

The audit shall include all funds of the district including appropriated budget funds, all student
activity funds, cafeteria funds and accounts, and any other funds under the control or jurisdiction
of the Board of Education, or pursuant to a joint powers agreement. The audit shall identify all
expenditures by source of funds, and shall contain (1) a statement that the audit was conducted
pursuant to standards and procedures approved by the state of Connecticut and (2) a summary of
audit exceptions and management recommendations. Auditors also shall follow procedures
outlined in CGS 10-260a Auditing of State Grants for Public Education. Review of Procedures
Manual.

Any communications from the auditor which result from the annual financial audit will be placed
on the agenda of the Board of Education at a regularly scheduled public meeting and shall be
reviewed by the Board of Education. The Certified Public Accountant shall be asked to attend the
meeting, when appropriate.
Legal Reference: Connecticut General Statutes

7-392 Making of Audits.

7-393 Working papers of accountant; preservation for inspection.

10-260a Auditing of state grants for public education!

Policy adopted: WOODBRIDGE PUBLIC SCHOOLS
Woodbridge, Connecticut
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An optional policy to consider.
Business and Non-Instructional Operations

Accounts

Fraud Prevention and Investigation

The Board expects all employees, board members, consultants, vendors, contractors, and other
parties maintaining a business relationship with the District to act with integrity and due
diligence in duties involving the District’s fiscal resources.

The Superintendent or his/her designee shall be responsible for developing internal controls
which aid in the prevention and detection of fraud, financial impropriety or irregularity within the
District. Each member of the management team shall be alert for any indication of fraud,
financial impropriety, or irregularity within his/her areas of responsibility.

An employee who suspects fraud, impropriety or irregularity shall immediately report the
suspicions to his/her immediate supervisor and/or the Superintendent or designee. The
Superintendent or designee shall have primary responsibility for any necessary investigations, in
coordination with legal counsel and other internal or external departments and agencies as
appropriate.

Alternative language:

The Superintendent or designee shall establish a system of internal controls and written
operational procedures to prevent losses arising from fraud, employee error,
misrepresentation by third parties, or imprudent employee action.

(cf. 3100 — Budget/Budgetary System)

(cf. 3300 — Expenditures/Expending Authority)
(cf. 3324.1 — Contracts)

(cf. 3430 — Periodic Financial Reports)

(cf. 3434 — Periodic Audit)

Policy adopted:

cps 11/04

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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3435(a)

A sample regulation to consider which may be modified to
reflect district practice and definitions.

Business and Non-Instructional Operations

Accounts

Fraud Prevention and Investigation

Fraud, financial improprieties or irregularities include, but are not limited to:

NS kW=

9.
10.
11.

Forgery or unauthorized alteration of any document or account belonging to the District.
Forgery or unauthorized alteration of a check, bank draft or any other financial document.
Misappropriation of funds, securities, supplies or other assets.

Impropriety in the handling of money or reporting of financial transactions.

Profiteering as a result of insider information of District information or activities.
Disclosing confidential and/or proprietary information to outside parties.

Accepting or seeking anything of material value from contractors, vendors, or persons
providing services to the District.

Destroying, removing or inappropriately using of records, furniture, fixtures or
equipment.

Failing to provide financial records to authorized state or local entities.
Failure to cooperate fully with any financial auditor, investigators or law enforcement.

Any other dishonest or fraudulent act involving District monies or resources.

The District will seek to prevent and detect in an early stage any embezzlement of District funds
by looking for the following tell-tale signs of embezzlement:

false invoices

overbilling the district for maintenance items

checks issued to fictitious companies

check ledger containing duplicate entries

checks written by business office staff to their personal accounts

checks mailed to residences or P.O. boxes of administrators or business office
staff

7 forged signatures

8. unauthorized use of a signature stamp

9 income that is understated

10.  expenses that are overstated

11.  payments to unaccredited schools that issue phony academic credentials

12.  payments of salary increments based on having phony academic credentials issued
by unaccredited schools

SNk L=



3435(b)

Business and Non-Instructional Operations

Accounts
Fraud Prevention and Investigation (continued)

The Superintendent or designee shall investigate reports of fraudulent activity in a manner that
protects the confidentiality of the parties and the facts. All employees involved in the
investigation shall be advised to keep information about the investigation confidential.

If an investigation substantiates the occurrence of a fraudulent activity, the Superintendent or
designee shall issue a report to appropriate personnel and to the Board of Education. The final
disposition of the matter and any decision to file a criminal complaint or to refer the matter to the
appropriate law enforcement and/or regulatory agency for independent investigation shall be
made in consultation with legal counsel. The result of the investigation shall not be disclosed to
or discussed with anyone other than those individuals with a legitimate right to know.

In addition, the District will take the following steps to protect funds and property from theft:

1. label all goods, materials, and equipment

2. establish adequate controls to account for their location, custody, and security

3. annually audit the inventory of equipment

4, update a listing of such equipment to reconcile the audit with the District’s
inventory system

5. document and account for any transfers and/or disposals of equipment

Regulation approved:
cps 11/04
rev4/11

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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Form

Public Schools
, Connecticut

Code of Conduct and Ethical Behavior
(for employees with financial and/or accounting responsibilities)

As an employee of the District and recognizing the trust placed in me by the elected
representatives of the community, I agree to adhere to the following:

1. Recognize the Board’s intent that the District operate in a culture of honesty and ethical
behavior and to do all in my power to further that goal;

2. Comply with all laws, rules, regulations and court orders of the State of Connecticut and
of the United States, as well as Board policy addressing conflicts of interest and other
fiscal matters;

3. Practice good stewardship of the District’s financial property resources, including
reporting of fraudulent expenditures;

4, Support and follow sound business practices to the best of my ability and in keeping with
job-related training;

5. Maintain and protect all District financial records;

6. Perform my job with the highest attention to detail to minimize and prevent error,
falsification of accounting records, and omission of transactions;

7. Report knowledge of fraud or suspected fraud, including intentional misstatements and
omissions of amounts or disclosures;

8. Guard against misappropriation of assets, particularly theft of the District’s assets; and

9. Resist incentives, pressures, and negative attitudes that detract from performance of my
responsibilities.

Signature Position Date

It is recommended that each employee with financial/accounting responsibilities sign this
document. The signed document is to be placed in the employee’s personnel file.
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Optional.

Business/Non-Instructional Operations

Inventories

Equipment

An inventory of equipment shall be maintained in a manner authorized by the State Board of
Education. All items whose current value exceeds $200 shall be included in the inventory, with the
exception of equipment permanently fixed in a building such as heaters or lockers. The equipment
inventory shall serve both the functions of control and conservation. The inventory shall include at
least the description, name, date of acquisition, identification numbers, original cost, and location of
use of all items. A record of the date and mode of disposal of all equipment removed from the
inventory shall also be kept.

Supplies -- Warehouse

An inventory of supplies which are warehoused shall be maintained for the instructional, cafeteria,
maintenance, and operations personnel on stock record cards. A physical inventory shall be taken
annually.

Instructional Equipment

An annual inventory of instructional equipment for each classroom (i.e., globes, maps, stands, small
shop tools, etc.) shall be maintained.

The inventory system shall be under the supervision of the Superintendent or designee.

Policy adopted:

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official policies of the
Connecticut Association of Boards of Education, Inc.
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A sample regulation.
Business/Non-Instructional Operations
Inventories
An equipment inventory shall be maintained on all capital outlay items. The inventory shall serve
both the functions of control and conservation.

Responsibility for inventories shall lie with the business administrator, to whom the building
administrator shall be accountable for the maintenance of proper inventories in the school.

Lost Equipment

1. A "report of loss" memo must be filed immediately with the business administrator for any
items that are<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>