BP 0000
Philosophy — Goals and Comprehensive Plans

The Board of Trustees of the Lowell Joint School District believes that public education
is of fundamental importance to a free society and to the continued development of our
American Heritage. In order for education to succeed, there must be an ongoing
partnership between parents, students, educators and the community.

A. As the public school is the bulwark of American Democracy, the Board and the
individual trustees should use every endeavor to make it an efficient instrument
for training of children for responsible citizenship.

B. The position of a trustee is one of public trust and responsibility. It is a trustee’s
duty to rise above partisanship and to keep in mind that a trustee represents at all
times the entire community and that the schools are being maintained for the
benefit of the whole public and not for any group or portion. A trustee must at all
times strive to build up and maintain public confidence in the Board, in the
employees and the work being done by the schools without foreclosing the right
to seek sound improvement in any of these areas. The relations between the
trustees, employees and the general public should be one of mutual frankness,
confidence and sincerity. Trustees must be guided by loyalty, honesty of purpose
and efficiency and expect such qualities in the school personnel.

The Board of Trustees adopts the following definitions for the development of sound and
responsible educational policies:

Educational Philosophy: “Philosophy” means a composite statement of the major role
and responsibilities of the educational program in the Lowell Joint School District.

Educational Goals: “Goal” means a statement of broad direction or intent that is general
and timeless and is not concerned with a particular achievement within a specified time
period.

Board Responsibility

The success of our educational system relies heavily on the development and
implementation of evaluation processes that ensure the needs of the student our
community, State and Nation are addressed.

(cf. 0100 - Philosophy)

(cf. 0200 - Goals for the School District)
(cf. 0400 - Comprehensive Plans)

(cf. 6010 - Goals and Obijectives)

(cf. 9000 - Role of the Board)

(cf. 0500 - Accountability)

(cf. 1100 - Communication with the Public)

Policy Adopted: March 23, 1987 Policy Revised: September 26, 2005;



BP 0100
Philosophy

As part of its responsibility to establish a guiding vision for the district, the Board of
Trustees shall develop and regularly review a set of fundamental principles that describes
the district's beliefs, values or tenets. The Board and district staff shall incorporate this
philosophy in all district programs and activities.

(cf 0000 — Philosophy — Goals and Comprehensive Plans
(cf. 0200 - Goals for the School District)

(cf. 6010 - Goals and Obijectives)

(cf. 9000 - Role of the Board)

Philosophy Statement

The Board of Trustees and the professional staff of the Lowell Joint School District
recognize that the major role of education is to stimulate students to learn to their
capacities, develop their ability to think and evaluate effectively, and teach them to
become responsible citizens in a free society. We recognize that education should be a
continuing process, and it is our purpose to inspire in our students’ intellectual curiosity
and a desire for lifelong learning and an appreciation of our American heritage.

It is the intent of the district to place strong emphasis on the basic skills of reading,
language and mathematics in order to prepare our students for the present and the future.

It is the responsibility of the Board to adopt an educational program commensurate with
the needs, interests, aptitudes and capacities of the students in our district. Our schools
are based upon a firm belief in the integrity, worth and responsibilities of the individual
in our democratic society.

The school also seeks to serve as an agent in supplementing home and church in the
development and practice of moral behavior, high ideals and values and in
responsibilities to society, community and our country.

This philosophy will foster the development of students capable of exhibiting certain
types of desirable behaviors that are reflected in the goals stated in BP0200 (a, b).

Legal Reference:

EDUCATION CODE

51002 Local development of programs based on stated philosophy and goals
51019 Definition of philosophy

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



BP 0200 (a)
Goals for the School District

The Board of Trustees adopts the following goals for achieving the district's philosophy
for its schools:

Major Goals

PROVIDE A WELL-ROUNDED BASIC EDUCATIONAL PROGRAM WITH AN
EMPHASIS ON THE SKILLS OF READING, WRITING, LANGUAGE ARTS AND
MATHEMATICS, DESIGNED TO MEET INDIVIDUAL NEEDS (HIGHEST
PRIORITY GOAL).

SET AND MAINTAIN HIGH STANDARDS OF DISCIPLINE AND SOCIAL
RESPONSIBILITY.

ASSIST STUDENTS IN DEVELOPING HABITS AND ATTITUDES THAT WILL
INSURE RESPECT FOR AUTHORITY AND THE RIGHTS, OPINIONS AND
PROPERTY OF OTHERS.

ASSIST STUDENTS IN DEVELOPING SELF-ESTEEM, A POSITIVE ATTITUDE
TOWARD EDUCATION, SELF-DIRECTION, GOOD WORK AND STUDY HABITS
AND AN ACCEPTANCE OF RESPONSIBILITY.

CONTINUE TO IMPROVE COMMUNICATIONS AMONG HOME, SCHOOL AND
COMMUNITY.

MAINTAIN FISCAL INTEGRITY FOR THE DISTRICT.

Instructional Goals
Provide a well-rounded basic educational program emphasizing basic skills.

Provide programs for enrichment and remediation.
Provide for the specialized needs of identified groups of students.

Provide instruction in problem solving and decision making with the ability to critically
analyze information and data.

Emphasize the values of good citizenship and patriotism, while developing an
appreciation and understanding of our American ideals and American Heritage, including
our governmental and economic system.

Help students become aware and appreciate the fine arts and provide opportunities for
developing creativity and self-expression.



BP 0200 (b)
Goals for the School District (continued)

Provide programs to help students understand and appreciate the important role of the
family in our society and how to be a constructive family member.

Encourage students to develop an appreciation and understanding of America and how it
interacts with the various cultures of the world and their contributions.

Assist students in becoming aware of the need to conserve our natural resources to
protect the environment and also the nature of social and technological change and its
effect on their lives.

Introduce students to career opportunities relating the value of school subjects to those
careers.

Assist students in the process of setting personal goals.

Provide programs that develop and contribute to good mental and physical health of the
individual student.

Operational Goals
Provide a learning environment that will allow students to function at their highest
capability academically.

Provide a learning environment that will encourage intellectual curiosity and a desire for
lifelong learning.

Provide teachers who are encouraging and supportive of each of their students.

Provide attractive and well-maintained buildings and grounds that will contribute to
student and community pride.

Provide for an annual Accountability Report Card that is available to parents and
community.

(cf. 0000 — Philosophy — Goals and Comprehensive Plans
(cf. 0100 - Philosophy)

(cf. 0500 - Accountability)

(cf. 6010 - Goals and Objectives)

(cf. 9000 - Role of the Board)

The Superintendent or designee may establish short-term, interim objectives and
comprehensive plans to ensure adequate, regular progress toward the district's long-term
goals.



BP 0200 (c)
Goals for the School District (continued)

(cf. 0400 - Comprehensive Plans)

(cf. 6146.5 - Elementary/Middle School Graduation Requirements)
(cf. 6164.4 - Identification of Individuals for Special Education)
(cf. 6164.6 - Identification and Education under Section 504)
(cf. 6171 - Title I Programs)

(cf. 6172 - Gifted and Talented Student Program)

(cf. 6174 - Education for English Language Learners)

(cf. 3550 - Food Service/Child Nutrition Program)

(cf. 3553 - Free and Reduced Price Meals)

(cf. 3100 - Budget)

(cf. 3400 - Management of District Assets/Accounts)

(cf. 3460 - Financial Reports and Accountability)

(cf. 0440 - District Technology Plan)

(cf. 6163.4 - Student Use of Technology)

(cf. 0510 - School Accountability Report Card)

Legal Reference:

EDUCATION CODE

51002 Local development of programs based on stated philosophy and goals
51020 Definition of goal

51021 Definition of objective

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



BP 0400
Comprehensive Plans

The Board of Trustees believes that careful planning is essential to effective
implementation of district programs and policies. Comprehensive plans identify cohesive
strategies for school improvement and provide stability in district operations.

The Superintendent or designee shall develop comprehensive plans for the
implementation of the district's philosophy and goals as required by law. As appropriate,
comprehensive plans may describe, but not be limited to, anticipated short- and long-term
needs, measurable outcomes, priorities, activities, available resources, timelines, staff
responsibilities, and strategies for internal and external communications regarding the
plans.

(cf. 0000 — Philosophy - Goals and Comprehensive Plans)
(cf. 0200 - Goals for the School District)

(cf. 0430 - Comprehensive Local Plan for Special Education)
(cf. 0440 - District Technology Plan)

(cf. 0500 - Accountability)

(cf. 3516 - Emergencies and Disaster Preparedness Plan)

(cf. 6171 - Title I Programs)

Comprehensive plans may be subject to review and approval by the Board.

The process for developing comprehensive plans may include participation of school and
community representatives. Committees may be appointed to assist in the development
of plans. Comprehensive plans shall be available to the public and shall be reviewed at
regular intervals as required by law.

(cf. 1220 - Citizen Advisory Committees)
(cf. 9130 - Board Committees)

In addition, school-level plans may be developed to meet the unique circumstances of
individual school sites provided that they are consistent with law, district vision, Board
policies, administrative regulations and districtwide plans. School plans may be subject
to review and approval of the Superintendent or designee and/or the Board.

(cf. 0420 - School Plans/Site Councils)
(cf. 0420.1 - School-Based Program Coordination)

Legal Reference:

EDUCATION CODE

35035 Powers and duties of Superintendent
35291 Rules (power of governing board)

Policy Adopted: March 23, 1987 Policy Revised: September 26, 2005;



BP 0410(a)

Comprehensive Plans
Nondiscrimination in District Programs and Activities

The Board of Trustees is committed to equal opportunity for all individuals in education,
District programs and activities shall be free from discrimination based on disability,
gender, gender identity, gender expression, nationality, race or ethnicity, religion, sexual
orientation, or association with a person or group with one or more of these actual or
perceived characteristics.  The Board shall promote programs that ensure that
discriminatory practices are eliminated in all district activities.

District programs and facilities, viewed in their entirety, shall be in compliance with the
Americans with Disabilities Act.

The Superintendent or designee may ensure that the district provides auxiliary aids and
services when necessary to afford individuals with disabilities equal opportunity to
participate in or enjoy the benefits of a service, program or activity. These aids and
services may include, but are not limited to, qualified interpreters or readers, assistive
listening devices, notetakers, written materials, taped text and Braille or large print
materials.

Individuals with disabilities shall notify the Superintendent or principal if they have a
disability that requires special assistance or services. Reasonable notification should be
given prior to the school-sponsored function, program or meeting.

The Superintendent or designee shall notify students, parents/guardians, employees,
employee organizations and applicants for admission and employment and sources of
referral for applicants about the district’s policy or nondiscrimination. Such notification
shall be included in each announcement, bulletin, catalog, application form or other
recruitment materials distributed to these groups. (34 CFR 104.8, 106.9)

The Superintendent or designee shall also provide information about related complaint
procedures.

(cf 1312.3 — Uniform Complaint Procedures)

In compliance with law, the district’s nondiscrimination policy shall be published in the
individual’s primary language to the extent practicable.

(cf. 5145.6 — Parental Notification)



BP 0410 (b)

Comprehensive Plans
Nondiscrimination in District Programs and Activities (continued)

Legal Reference:

EDUCATION CODE

200-262.4 Prohibition of discrimination

48985 Notices to parents in language other than English
GOVERNMENT CODE

11000 Definitions

11138 Rules and regulations

12900-12996 Fair Employment and Housing Act

54953.2 Brown Act compliance with Americans with Disabilities Act
PENAL CODE

422.6 Interference with constitutional right or privilege

CODE OF REGULATIONS, TITLE 5

4900-4965 Nondiscrimination in elementary and secondary education programs receiving
state financial assistance

UNITED STATES CODE, TITLE 20

1400-1487 Individuals with Disabilities in Education Act

1681-1688 Discrimination based on sex or blindness, Title 1X
2301-2415 Carl D. Perkins VVocational and Applied Technology Act
6311 State plans

6312 Local education agency plans

UNITED STATES CODE, TITLE 29

794 Section 504 of the Rehabilitation Act of 1973

UNITED STATES CODE, TITLE 42

2000d-2000d-7 Title VI, Civil Rights Act of 1964

2000e-2000e-17 Title VII, Civil Rights Act of 1964 as amended
2000h-2000h-6 Title 1X

12101-12213 Americans with Disabilities Act

CODE OF FEDERAL REGULATIONS, TITLE 28

35.101-35.190 Americans with Disabilities Act

36.303 Auxiliary aids and services

CODE OF FEDERAL REGULATIONS, TITLE 34

100.1-100.13 Nondiscrimination in federal programs, effectuating Title VI
104.1-104.39 Section 504 of the Rehabilitation Act of 1973
106.1-106.61 Discrimination on the basis of sex, effectuating Title IX, especially:
106.9 Dissemination of policy

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; June 18, 2012



BP 0420 (a)
Comprehensive Plans
School Plans/District Master Plan for School Improvement/Site Councils
School Plans

The Board of Trustees encourages development of school plans designed to meet the
specific needs at individual school sites. The Board may approve or disapprove school
plans as necessary in order to fulfill the district's mission, accomplish the Board's adopted
goals and/or comply with legal requirements.

(cf. 0000 — Philosophy — Goals and Comprehensive Plans
(cf. 0200 - Goals for the School District)
(cf. 0400 - Comprehensive Plans)

When submitting a consolidated application for state and federal categorical programs to
the California Department of Education, the Superintendent or designee shall assure that
a single plan for student achievement has been prepared for each participating school in
accordance with law. (Education Code 64001)

The Superintendent or designee shall ensure that schools desiring to participate in
categorical programs establish and maintain a school site council. Such councils shall be
responsible for the development, review and modification of school plans and for other
duties as prescribed by law.

(cf. 0420.1 - School-Based Program Coordination)

District Master Plan for School Improvement

The Superintendent is directed to update the Master Plan for School Improvement for
consideration by the Board of Trustees and to administer the program in accordance with
provisions of the Education Code, Administrative Code Title 5 and the District Master
Plan. Updated plans shall be approved by the Board, retained at the District Office and
made available to the Superintendent of Public Instruction and the public upon request.

The School Site Council, teachers and other school personnel, parents and/or other
community members shall be given the opportunity to participate in the development and
updating of the District Master Plan.

School Site Councils

A. All schools in the Lowell Joint School District shall form School Site Councils.

B. The composition of the Council shall be in accordance with the provisions of
E.C.52012.



BP 0420(h)

Comprehensive Plans

School Plans/District Master Plan for School Improvement/Site Councils

School Site Councils (continued)

C.

In the elementary schools, the Council shall be constituted to ensure parity
between (1) the principal, classroom teachers, other school personnel and (2)
parents or other community members selected by parents. The recommended
number for the elementary Council is ten (10).

In the intermediate school, the Council shall be constituted to ensure parity
between (1) the principal, classroom teachers other school personnel and (2)
parents and students. The recommended number for the intermediate Council is
twelve (12).

School Site Council members shall be selected from volunteers from the teaching
staff and other school personnel and from volunteers from the parents and
community at large of that school.

The principal shall serve as a permanent member of the Council and may be
elected chairperson. When the principal is not serving as chairperson, he/she shall
serve as vice-chairperson to the Council.

Each School Site Council shall develop bylaws that will define the operation of
the Council. School Site Council bylaws are subject to the approval of the Board
of Trustees and shall include:

Purpose or Role of Council.

Composition of the Council

Process for Selection and Replacement of Members
Designation and Selection of Officers

Term of Office

Time and Place of Meetings

Provisions for Agenda and Minutes of Meetings
Voting Procedures

Committee Organization Procedures

0. Procedures for Communication with Board of Trustees, School and
Community

BOoo~NoOR~WNE

Each School Site Council shall meet and consider whether or not it wishes the
local school to participate in the School Improvement Program.



BP 0420 (c)
Comprehensive Plans
School Plans/District Master Plan for School Improvement/Site Councils

School Site Councils (continued)

In accordance with the provisions of E.C. Section 52011 (b):

“...Final determination as to whether a local school will participate in the School
Improvement Program shall rest with the local governing board.”

l. The Chairperson and the principal shall submit a joint report of the activities of
the School Site Council at a regular meeting of the Board of Trustees at the end of
each school year.

A mid-year report that contains the following information will be submitted to the
Board after the first semester:

a. A summary of modifications of the school plans made since the plans
were last approved by the Board,;
b. Information about any significant changes in implementation; and
C. Exceptional items requiring Board attention and possible action.
J. School Site Councils are subject to the provisions of the Education Code and the

policies of the Board of Trustees of the Lowell Joint School District.

K. The Board of Trustees shall retain the right to be the final authority on matters
pursuant to these policies.

The School Site Council shall develop a three-year improvement plan in accordance with
requirements of the Education Code and policy of the Board of Trustees. Upon Board
approval of the plan, the School Site Council shall assume responsibility for the ongoing
review of its implementation and the periodic evaluation of the program’s effectiveness.
The Council shall annually review the plan, establish the plan budget and upgrade the
plan to reflect changing improvement needs and priorities. All plans, budgets and
revisions are subject to the approval of the Board of Trustees.

Legal Reference:

EDUCATION CODE

52 Designation of schools

53 Designation of high schools
8750-8754 Conservation Education
18100-18203 School libraries



BP 0420 (d)
Comprehensive Plans
School Plans/District Master Plan for School Improvement/Site Councils

School Site Councils (continued)

Legal Reference (continued):

EDUCATION CODE

44520-44534 New Careers Program

44500-44508 Peer Assistance and Review Program

51870-51874 Educational Technology

52000-52049.1 School Improvement Program

52053-52055.51 Immediate Intervention/Underperforming Schools Program
52176 Advisory committees

52200-52212 Gifted and Talented Education Program

52340-52346 California Regional Career Guidance Centers
52800-52904 School-Based Program Coordination Act

54000-54041 Educationally Disadvantaged Youth Programs

54425 Advisory committees (compensatory education)

54650-54659 Education Improvement Incentive Program

54720-54734 School-Based Pupil Motivation and Maintenance Program
56000-56885 Special education

64000 Categorical programs included in consolidated application

64001 Single school plan for student achievement, consolidated application programs
CODE OF REGULATIONS, TITLE 5

3930-3937 Compliance plans

UNITED STATES CODE, TITLE 20

6301-6578 Title | programs

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



AR 0420 (a)
Comprehensive Plans

School Plans/District Master Plan for School Improvement/Site Councils

School Site Councils

When required for participation in any categorical program, each district school shall
establish a school site council or advisory committee. (Education Code 41507, 41572,
52852, 64001)

The school site council shall be composed of the following (Education Code 42507,
42572, 52852)

1. The principal

2. Teachers selected by the school’s teachers
3. Other school personnel chosen by the school’s other personnel
4. Parent/guardians of students attending the school chosen by other such

parents/guardians, or community members chosen by the parents/guardians as
representatives

5. In secondary schools, students attending the school chosen by other such students

Half of the school site council membership shall consist of school staff, the majority of
whom shall be classroom teachers. For elementary school site councils, the remaining
half shall be parents/guardians or parent/guardian representatives. For secondary school
site councils, the remaining half shall be equal numbers of parents/guardians (or
parent/guardian representatives) and students. (Education Code 41507, 41572, 52852)

A district employee may serve as a parent/guardian representative on the site council of
the school his/her child attends, provided the employee does not work at that school.
(Education Code 52852)

School site councils may function on behalf of other committees in accordance with law.
(Education Code 52055.620, 52176, 52870, 54425; 5 CCR 3932)

(cf. 1220 - Citizen Advisory Committees)

Single Plan for Student Achievement

In order for a school to participate in any state or federal categorical program listed in
Education Code 42506, 42571, or 64000, the school site council shall approve, annually

review, and update a single plan for student achievement. If the school does not have a
school site council, a schoolwide advisory group or school support group conforming to



AR 0420 (b)
Comprehensive Plans

School Plans/District Master Plan for School Improvement/Site Councils
(continued)

the composition requirements of the school site council listed above shall fulfill these
responsibilities. (Education Code 41507, 41572, 64001)

(cf. 6190 — Evaluation of the Instructional Program)

The single plan for student achievement shall be aligned with school goals for improving
student achievement and shall be based on an analysis of verifiable state data, including
the Academic Performance Index (API) and the California English Language
Development Test (CELDT), and any other data voluntarily developed by the district to
measure student achievement. (Education Code 64001)

The plan shall, at a minimum: (Education Code 64001)
1. Address how funds provided to the school through categorical programs will be

used to improve the academic performance of all students to the level of the
performance goals established by the API

2. Identify the school’s means of evaluating progress toward accomplishing those
goals
3. Identify how state and federal law governing these programs will be implemented

Plans developed for the state’s Immediate Intervention/Underperforming Schools
Program pursuant to Education Code 52054 or the federal Title I schoolwide programs
pursuant to 20 USC 6314 shall satisfy the requirement for a single plan for student
achievement. (Education Code 64001)

(cf. 6171 — Title I Programs)

School Plans for Categorical Block Grants

Whenever a school participates in the state’s categorical block grant programs for student
retention and/or school and library improvement, that school’s single plan for student
achievement shall include, but need not be limited to: (Education Code 41507, 41572)

1. Curricula, instructional strategies and materials responsive to the individual

educational needs and learning styles of each student that enables all students to
do all of the following:



AR 0420 (c)

Comprehensive Plans

School

Plans/District Master Plan for School Improvement/Site Councils

(continued)

a.

b.

Make continuous progress and learn at a rate appropriate to their abilities

Master basic skills in language development and reading, writing and
mathematics

Develop knowledge and skills in other aspects of the curricula, such as arts and
humanities; physical, natural, and social sciences; multicultural education;
physical, emotional, and mental health; consumer economics; and career
education

Pursue educational interests and develop esteem for self and others; personal and
social responsibility, critical thinking and independent judgment

Consideration of the use of community resources to achieve instructional
improvement objectives

Consideration of the use of education technology

A staff development program for teachers, other school personnel, parapro-
fessionals and volunteers

Provisions for utilization of the student success team process to identify and
assess the needs of students who are dropouts or potential dropouts, and to
develop programs to meet those needs

Procedures for coordinating services from funding sources at the school level to
help students participate successfully in the core academic curricula.

Instructional and auxiliary services to meet the special needs of students who are
limited-English speaking, including instruction in a language they understand;
educationally disadvantaged students; gifted and talented students and students
with disabilities

Improvement of the classroom and school environments, including improvement
of relationships between and among students, school personnel, parents/guardians
and the community, and reduction of the incidence of violence and vandalism
among students

Improvement of student attendance, including parent/guardian awareness of the
importance of regular school attendance



AR 0420 (d)

Comprehensive Plans

School

Plans/District Master Plan for School Improvement/Site Councils

(continued)

10.

11.

12.

The proposed expenditure of block grant funds and the degree to which
expenditures meet the plan’s criteria

Other activities and objectives established by the school site council
A process for ongoing evaluation and modification of the plan

The evaluation shall be based on the degree to which the school is meeting the
plan’s objectives, student achievement and improved school environment. An
improved school environment shall be measured by indicators such as the
incidence of absenteeism, suspension and expulsion, dropouts, school violence,
vandalism and theft; student attitudes toward the school, self and others;
absenteeism among staff, staff resignations and requests for transfers; and
satisfaction of students, parents/guardians, teachers, administrators and staff.

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



BP 0420.1
Comprehensive Plans

School-Based Program Coordination

In order to best serve students with special needs and students participating in designated
educational programs, the Board of Trustees encourages school-based program
coordination as a means for achieving flexibility in the use of the categorical funds
received by each school. The Board believes that resources acquired to assist students in
one program often can benefit other students without in any way depriving the originally
targeted group.

A school site council shall be established at each school to consider whether or not it
wishes the school to participate in the school-based program coordination. All interested
persons shall have an opportunity to meet in public to establish the site council.
(Education Code 52852.5)

(cf. 0420 — School Plans/Site Councils)
(cf. 1220 - Citizen Advisory Committees)

The school site council of any participating school shall develop, for approval by the
Board, a school plan that addresses the components specified in Education Code 52853).
This plan shall be incorporated into the school’s single plan for student achievement
required for the state’s consolidated application process. (Education Code 52853, 64001)

Evaluation of each participating school’s educational program shall include an
assessment of the school’s effectiveness in meeting the needs of each student population
originally targeted by the categorical programs.

(cf. 0500 — Accountability)
(cf. 1220 - Citizen Advisory Committees)

Legal Reference:

EDUCATION CODE

8750-8754 Conservation Education

41500-42573 Categorical education block grants

51870-51874 Education Technology

52200-52212 Gifted and Talented Education Program
52340-52346 California Regional Career Guidance Centers
52800-52904 School-Based Program Coordination Act
54000-54041 Educationally Disadvantaged Youth Programs
54650-54659 Education Improvement Incentive Program
56000-56885 Special education

64000 Categorical programs included in consolidated application
64001 Single school plan for student achievement, consolidated application programs

Policy Adopted: March 23, 1987 Policy Revised: September 26, 2005;



AR 0420.1 (a)
Comprehensive Plans
School-Based Program Coordination
The Superintendent or designee shall give all principals information about the School-
Based Program Coordination Act. (Education Code 52852.5)

Categorical funds coordinated under this program may include funding for: (Education
Code 52851)

1. Educational Technology (Education Code 51870-51874)

(cf. 0440 - District Technology Plan)

(cf. 4060 - Employee Use of Technology)

(cf. 6162.7 - Use of Technology in Instruction)

(cf. 6163.4 - Student Use of Technology)

2. School Improvement Program (Education Code 52000-52049.1)

3. Gifted and Talented Education Program (Education Code 52200-52212)

(cf. 6172 - Gifted and Talented Student Program)
(cf. 5149 - At-Risk Students)

4. Special Education (Education Code 56000-56885)
(cf. 0430 - Comprehensive Local Plan for Special Education)

Funds coordinated by this program shall be used to supplement, not supplant, existing
state and local appropriations. (Education Code 52852.5)

The school shall not be required to meet the statutory provisions or related California
Code of Regulations for any coordinated program except as specifically provided under
the School-Based Program Coordination Act. (Education Code 52851)

Plan

Program goals, expenditures and evaluation processes shall be addressed in a single
school plan for student achievement required for the state's consolidated application
process. (Education Code 64001)

(cf. 0420 - School Plans/Site Councils)
(cf. 6190 - Evaluation of the Instructional Program)



AR 0420.1 (b)

Comprehensive Plans

School-Based Program Coordination (continued)

Whenever possible, the plan shall address: (Education Code 52853)

1.

4.

Curricula, instructional strategies and materials responsive to the individual needs
and learning styles of students

Instructional and auxiliary services which meet the special needs of non-English-
speaking or limited-English-speaking students; educationally disadvantaged
students; gifted and talented students; and students with exceptional needs

A staff development program for teachers, other school personnel,
paraprofessionals and volunteers, including those participating in special
programs.

Ongoing evaluation of the school's educational program

(cf. 0500 - Accountability)

5.

7.

The proposed expenditures of funds available to the school through this program,
including but not limited to expenditures for salaries and staff benefits for persons
providing services for those programs

The proposed expenditure of funds available through the Improving America's
Schools Act

Other activities and objectives established by the site council

The Board of Trustees Board shall review and approve or disapprove of the school plan.
If a plan is not approved, the Board shall give the site council its specific reasons.
(Education Code 52855)

The site council shall annually review the school plan, establish a new budget and, if
necessary, make other modification to reflect changing needs and priorities. (Education
Code 52853, 52857)

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005;



BP 0430 (a)
Comprehensive Plans

Comprehensive Local Plan For Special Education

The Board of Trustees Board desires to provide a free and appropriate public education to
all individuals with disabilities, aged 3 to 21 years, who reside in the district.

Students shall be referred for special education instruction and services only after the
resources of the regular education program have been considered, and where appropriate,
utilized. (Education Code 56303)

(cf. 5144.2 - Suspension and Expulsion/Due Process (Students with Disabilities))

(cf. 6146.4 - Differential Graduation and Competency Standards for Students with
Disabilities)

(cf. 6159 - Individualized Education Program (IEP))

(cf. 6159.1 - Procedural Safeguards and Complaints for Special Education)

(cf. 6159.2 - Nonpublic Nonsectarian School and Agency Services for Special Education)
(cf. 6159.3 - Appointment of Surrogate Parent for Special Education Students)

(cf. 6159.4 - Behavioral Interventions for Special Education Students)

(cf. 6164.4 - Identification of Individuals for Special Education)

(cf. 6164.6 - Identification and Education Under Section 504)

In order to meet the needs of individuals with disabilities and employ staff with adequate
expertise for this purpose, the district participates as a member of the North Orange
County Special Education Local Plan Area (NOCSELPA) hereinafter called SELPA.

The Superintendent or designee shall extend the district's full cooperation to the SELPA.
The policies and procedures of the SELPA shall be applied as policies and regulations of
this district, with the exception of those that apply to complaints, unless a local plan
specifically authorizes the district to operate under its own policies and regulations in
addition to those specified in the SELPA plan.

(cf. 1312.3 - Uniform Complaint Procedures)

(cf. 1220 - Citizen Advisory Committees)

(cf. 3541.2 - Transportation for Students with Disabilities)
(cf. 4112.23 - Special Education Staff)

The special education local plan area shall administer a local plan and administer the
allocation of funds. (Education Code 56195)



BP 0430 (b)
Comprehensive Plans

Comprehensive Local Plan For Special Education (continued)

Legal Reference:

EDUCATION CODE

56000-56001 Education for individuals with exceptional needs

56020-56035 Definitions

56040-56046 General provisions

56048-56050 Surrogate parents

56055 Foster parents

56060-56063 Substitute teachers

56170-56177 Children enrolled in private schools

56190-56194 Community advisory committees

56195-56195.10 Local plans

56205-56208 Local plan requirements

56213 Special education local plan areas with small or sparse populations
56240-56245 Staff development

56300-56385 Identification and referral, assessment, instructional planning,
implementation, and review

56440-56449 Programs for individuals between the ages of three and five years
56500-56508 Procedural safeguards, including due process rights
56520-56524 Behavioral interventions

56600-56606 Evaluation, audits and information

56836-56836.05 Administration of local plan

GOVERNMENT CODE

95000-95029 California Early Intervention Services Act

CODE OF REGULATIONS, TITLE 5

3000-3089 Regulations governing special education

UNITED STATES CODE, TITLE 20

1400-1482 Individuals with Disabilities Education Act

UNITED STATES CODE, TITLE 29

794 Rehabilitation Act of 1973, Section 504

UNITED STATES CODE, TITLE 42

12101-12213 Americans with Disabilities Act

CODE OF FEDERAL REGULATIONS, TITLE 34

99.10-99.22 Inspection, review and procedures for amending education records
104.1-104.39 Section 504 of the Rehabilitation Act of 1973

300.500-300.514 Due process procedures for parents and children
303.1-303.654 Early intervention program for infants and toddlers with disabilities

Policy Adopted: March 23, 1987 Policy Revised: September 26, 2005;
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Comprehensive Plans

Comprehensive Local Plan For Special Education
Definitions

Free and appropriate education (FAPE) means special education and related services
that are provided at public expense, under public supervision and direction, and without
charge; meet the standards of the California Department of Education; include
appropriate services for children aged 3 to 21 years; and are provided in conformity with
the student’s individualized education program pursuant to 34 CFR 300.340-300.350.
The right to FAPE extends to students who are suspended or expelled or placed by the
district in nonpublic school or agency services. (34 CFR 300.13, 300.121)

Full educational opportunities means that students with disabilities have the right to full
educational opportunities to meet their unique needs, including access to a variety of
educational programs and services available to nondisabled students. A program
specialist may be responsible for assuring that students have full educational
opportunities regardless of their district of residence. (34 CFR 300.504, 300.505;
Education Code 56368)

Least restrictive environment means that to an appropriate extent, students with
disabilities, including children in public or private instructions, shall be educated with
children who are not disabled, including in nonacademic and extracurricular services and
activities. (34 CFR 300.306. 300.550, 300.554).

Special education means specially designed instruction, at no cost to the parent/guardian,
that may be needed to assist these individuals to benefit from specially designed
instruction. Special education provides a full continuum of program options, including
instruction conducted in the classroom, in the home, in hospitals and instructions, and in
other settings; and instruction in physical education, to meet the educational and services
needs of individuals with exceptional needs in the least restrictive environment.
(Education Code 56031)

Specially designed instruction means adapting, as appropriate to the needs of an eligible
child, the content, methodology or delivery of instruction. (34 CFR 300.26)

Surrogate parent means an individual assigned to act as a surrogate for the
parents/guardians. The surrogate may represent an individual with exceptional needs in
matters relating to identification, assessment, instructional planning and development,
educational placement, reviewing and revising the IEP, and in other matters relating to
the provision of FAPE to the individual with disability (34 CFR 300.515; Education Code
56050)

(cf. 6159.4 — Appointment of Surrogate Parent for Special Education)
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Comprehensive Plans

Comprehensive Local Plan For Special Education (continued)
Elements of the Local Plan
The special education local plan shall include, but not be limited to the following:

1. Assurances that policies, procedures and programs, consistent with state law,
regulation and policy are in effect as specified in Education Code 56205(a)(1-21)
and in conformity with 20 USC 1412(a) and 20 USC 1413(a)(1). (Education
Code 56205.)

2. An annual budget plan and annual services plan adopted at a public hearing held
by the special education local plan area. (Education Code 56205)

3. A description of the process being utilized to oversee and evaluate placements in
nonpublic, nonsectarian schools and the method for ensuring that all requirements
of each student’s IEP are being met.

4. A description of how specialized equipment and services will be distributed
within the local plan area in a manner that minimizes the necessity to serve
students in isolated sites and maximizes the opportunities to serve students in the
least restrictive environment. (Education Code 56206)

The local plan, annual budget plan and annual service plan shall be written in language
that is understandable to the general public. (Education Code 56205)

The local plan, annual budget plan and annual service plan shall be written in language
that is understandable to the general public. (Education Code 56205)

Each special education local plan area shall develop written agreements to be entered into
by districts participating in the plan. (Education Code 56195.7)

Each entity providing special education shall adopt policies for the programs and services
it operates, consistent with agreements adopted pursuant to Education Code 56195.1 and
56195.7. (Education Code 56195.8)

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005;



BP 0440 (a)

ACCEPTABLE USE OF TECHNOLOGY AND ELECTRONIC INFORMATION
RESOURCES

The Governing Board recognizes that technological resources can enhance employee
performance by improving access to and exchange of information; offering effective
tools to assist in providing a quality instructional program; facilitating communications
with parents/guardians, students, and the community; supporting district and school
operations, and improving access to and exchange of information. The Board expects all
employees to learn to use the available technological resources that will assist them in the
performance of their job responsibilities. As needed, employees shall receive professional
development in the appropriate use of these resources.

Employees shall be responsible for the appropriate use of technology and shall use the
district's technological resources for purposes related to their employment. Personal
activities will be limited and will in no way interfere with the educational/professional
use for which hardware and software are intended. Such use is a privilege, which may be
revoked at any time.

Computer files and electronic communications, including email and voice mail, are not
private. In order to minimize risk to the District, technological resources shall not be used
to transmit confidential information about students, employees, or District operations
without authority.

Online/Internet Services

The Superintendent or designee shall ensure that all District computers with Internet
access have a technology protection measure that prevents access to visual depictions that
are obscene or child pornography and that the operation of such measures is enforced.
The Superintendent or designee may disable the technology protection measure during
use by an adult to enable access for bona fide research or other lawful purpose. (20 USC
6777; 47 USC 254)

To ensure proper use, the Superintendent or designee may monitor employee usage of
technological resources, including the accessing of email and stored files. Monitoring
may occur at any time without advance notice or consent. When passwords are used, they
must be known to the Superintendent or designee so that he/she may have system access.

The Superintendent or designee shall establish administrative regulations and an
Acceptable Use Agreement which outline employee obligations and responsibilities
related to the use of District technology. He/she also may establish guidelines and limits
on the use of technological resources. Inappropriate use may result in a cancellation of
the employee's user privileges, disciplinary action, and/or legal action in accordance with
law, Board Policy, and Administrative Regulation.
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ACCEPTABLE USE OF TECHNOLOGY AND ELECTRONIC INFORMATION
RESOURCES (continued)

The Superintendent or designee shall provide copies of related policies, regulations, and
guidelines to all employees who use the District's technological resources. Employees
shall be required to acknowledge in writing that they have read and understood the
District's Acceptable Use Agreement.

Use of Cellular Phone or Mobile Communications Devices

An employee shall not use a cellular phone or other mobile communications device for
personal business while on duty, except in emergency situations and/or during scheduled
work breaks.

Any employee that uses a cell phone or mobile communications device in violation of
law, Board Policy, or Administrative Regulation shall be subject to discipline and may be
referred to law enforcement officials as appropriate.

Legal Reference:

EDUCATION CODE

51870-51874 Education technology

52270-52272 Education technology and professional development grants
52295.10-52295.55 Implementation of Enhancing Education Through Technology grant
program

GOVERNMENT CODE
3543.1 Rights of employee organizations

PENAL CODE
502 Computer crimes, remedies
632 Eavesdropping on or recording confidential communications

VEHICLE CODE
23123 Wireless telephones in vehicles
23125 Wireless telephones in school buses

UNITED STATES CODE, TITLE 20
6751-6777 Enhancing Education Through Technology Act, Title 11, Part D, especially:
6777 Internet safety

UNITED STATES CODE, TITLE 47
254 Universal service discounts (E-rate)



BP 0440 (c)

ACCEPTABLE USE OF TECHNOLOGY AND ELECTRONIC INFORMATION
RESOURCES (continued)

CODE OF FEDERAL REGULATIONS, TITLE 47
54.520 Internet safety policy and technology protection measures, E-rate discounts

Management Resources:

WEB SITES

CSBA: http://www.csba.org

American Library Association: http://www.ala.org
California Department of Education: http://www.cde.ca.gov
Federal Communications Commission: http://www.fcc.gov
U.S. Department of Education: http://www.ed.gov

Policy Adopted: November 5, 2007
Policy Revised:



AR 0440 (a)

ACCEPTABLE USE OF TECHNOLOGY AND ELECTRONIC INFORMATION
RESOURCES

Online/Internet Services: User Obligations and Responsibilities
Unacceptable Uses

The following use of District Technology is unacceptable and in violation of this Board
Policy:

1. Activities that violate any federal, state, or local law or District Policy.

2. Downloading or distrusting non-licensed software or additional copies of licensed
software that exceed the number licensed by the District.  Copyrighted
information or software for which the District does not have specific approval to
store and/or use must not be stored on District Technology.

3. Propagating computer viruses.

4. Downloading, displaying, soliciting, archiving, storing, distributing, editing, or
recording sexually explicit messages or images, including but not limited to,
pornography or other visual depictions that are harmful to minors as defined in
the Children’s Internet Protection Act, 47 U.S.C. 254.

5. Downloading entertainment software of games, except as may be directly related
to an employee’s job duties (e.g., instructional materials).

6. Downloading or installing any Internet/Intranet screen saver programs.

7. Disseminating printing, or sharing copyrighted materials, including articles and
software in violation of copyright laws.

8. Operating a business or soliciting money for personal gain. Using District
Technology for any activity that is commercial in nature not related to work at the
District, such as consulting services, typing services, developing software for sale,
advertising products, and/or other commercial enterprises for personal financial
gain.

9. Using District Technology to defame or act abusively toward others or to provoke
a violent reaction, such as stalking, acts of bigotry, threats of violence, or other
hostile or intimidating “fighting words.” Offensive or harassing statements or
language, including disparagement of others based on their race, ethnicity,
religion, national origin, veteran status, ancestry, disability, age, sex, sexual
orientation, or other protected characteristic.
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ACCEPTABLE USE OF TECHNOLOGY AND ELECTRONIC INFORMATION
RESOURCES Continued

10.

Gambling or engaging in any other activity in violation of local, state, or federal
law.

11. Accessing or viewing information that promotes terrorism, espionage, theft or

12.

13.
14.

15.
16.

17.

18.

19.

illegal drugs except in the course of legitimate research.

Making threats against any person or persons or engaging in any type of terrorist
activity.

Urging the support or defeat of a political candidate or ballot proposition.

Disseminating, posting, or otherwise making available confidential, sensitive, or
private information pertaining to students or employees to individuals who are not
legally authorized to receive the information. Sensitive District material
transmitted over the Internet (with authorization) shall be encrypted.

Disseminating defamatory information.

Unnecessary or unauthorized Technology usage that causes or attempts to cause,
damage to or interference with any Technology, network or server, either locally
or on any network that disrupts the instructional or work environment.
Knowingly running, installing or giving to another user, any program on any
computer system or network with the intended purpose of damaging or placing
excessive load on a computer system or network used by others. Performing an
act without authorization that will interfere with the normal operation of District
Technology.  Disguising, misrepresenting, or concealing the identity of a
computer system connected to the District network. Attempting to circumvent
data protection schemes or uncover security loopholes without prior written
consent of the appropriate authority.

Attempting to monitor or tamper with another user’s electronic communications
or reading, copying, changing, or deleting another user’s files or software without
the explicit agreement of the user, except as otherwise permitted under this Board
Policy.

Using or assisting another to use an account or obtain a password without
appropriate authorization.

Employing, either directly or by implication, a false identity when using an
account or other electronic resource or posting or sending an anonymous
communication. This includes sending unauthorized mail that appears to come
from someone else as well as posting or otherwise disseminating materials which
misrepresent the identity of the sender.



AR 0440 (c)

ACCEPTABLE USE OF TECHNOLOGY AND ELECTRONIC INFORMATION
RESOURCES (Continued)

20.

21.

22,

23.

24,

25.

26.

Providing students with access to confidential materials, including but not limited
to grades, archives, test materials, or other inappropriate information.

Streaming video or audio content for purposes other than legitimate District
business or instructional purposes.

Posting on electronic bulletin boards, Web pages, or any other computer network-
based dissemination channel, any materials that violate District Policy or codes of
conduct.

Using District networks to gain, or attempt to gain, unauthorized access to any
computer system.

Facilitating or allowing use of a computer account, password, and/or network
access or resources by any unauthorized person.

Posting an anonymous message or using web-based proxies/anonymizers or
software that attempts to make online activity untraceable.

Sending emails or information that disrupts the instructional or work environment

Each staff member will be provided with a copy of the Board Policy and Administrative
Regulation (if applicable) governing the use of technology and access to electronic
resources. All staff members are to read the guidelines governing acceptable use of
technology and electronic information resources in the District and agree to comply with
the stated rules and the District’s Internet guidelines. Staff members may not hold the
District responsible for materials acquired on the Internet, for violations of copyright
restrictions, mistakes or negligence, or any costs incurred by the staff member.

Regulation Adopted: December 5, 2005
Regulation Revised: November 5, 2007; June 18, 2012



LOWELL JOINT SCHOOL DISTRICT E 0440 (a)
EMPLOYEE TECHNOLOGY ACCEPTABLE USE POLICY

Employee Name Site

The Lowell Joint School District provides technology, including network and Internet services (including
e-mail), telephone services (including voicemail), and other technological services to support the District’s
educational responsibilities and mission. Employees must comply with District Board Policy and local,
state, and federal laws.. Employees should be aware that unacceptable use of District technology or any
technological device is a violation of District Policy and can be a violation of Local, State, and Federal law.

Employees may encounter material they interpret as inappropriate or offensive both on the Internet and via
e-mail. While the District attempts to provide prudent and responsible barriers to such material, it is
impossible to completely control this content. It is the Employee’s responsibility to use caution while using
District network, Internet, telephone, or other technological services. Employees are encouraged to report
inappropriate content to the Director of Technology.

Use of District technology by every employee, student, volunteer, or other individual shall constitute that
Person’s acknowledgement of and agreement with this Board Policy. Furthermore, use of District
technology does not create an expectation of privacy and the District reserves the right to review, monitor,
and restrict information stored on and transmitted via District technology and to investigate the suspected
unacceptable use of District resources.

Passwords, which allow access to District technology, must be protected at all times. Employees are not to
disclose confidential information such as student information, to unauthorized individuals.

Unacceptable use of District technology includes, but is not limited to the following:

1. Activities that violate any federal, state, or local law or District Policy.

2. Downloading or distrusting non-licensed software or additional copies of licensed software that
exceed the number licensed by the District. Copyrighted information or software for which the
District does not have specific approval to store and/or use must not be stored on District
Technology.

3. Propagating computer viruses.

4. Downloading, displaying, soliciting, archiving, storing, distributing, editing, or recording sexually
explicit messages or images, including but not limited to, pornography or other visual depictions
that are harmful to minors as defined in the Children’s Internet Protection Act, 47 U.S.C. 254.

5. Downloading entertainment software of games, except as may be directly related to an employee’s

job duties (e.g., instructional materials).

Downloading or installing any Internet/Intranet screen saver programs.

7. Disseminating printing, or sharing copyrighted materials, including articles and software in
violation of copyright laws.

8. Operating a business or soliciting money for personal gain. Using District Technology for any
activity that is commercial in nature not related to work at the District, such as consulting services,
typing services, developing software for sale, advertising products, and/or other commercial
enterprises for personal financial gain.

9. Using District Technology to defame or act abusively toward others or to provoke a violent
reaction, such as stalking, acts of bigotry, threats of violence, or other hostile or intimidating
“fighting words.” Offensive or harassing statements or language, including disparagement of
others based on their race, ethnicity,_religion, national origin, veteran status, ancestry, disability,
age, sex, sexual orientation, or other protected characteristic.

10. Gambling or engaging in any other activity in violation of local, state, or federal law.

11. Accessing or viewing information that promotes terrorism, espionage, theft or illegal drugs except
in the course of legitimate research.

12. Making threats against any person or persons or engaging in any type of terrorist activity.

o



13.
14.

15.
16.

17.

18.

19.

20.

21.

22.

23.
24,

25.

26.

E 0440 (b)
Urging the support or defeat of a political candidate or ballot proposition.
Disseminating, posting, or otherwise making available confidential, sensitive, or private
information pertaining to students or employees to individuals who are not legally authorized to
receive the information. Sensitive District material transmitted over the Internet (with
authorization) shall be encrypted.
Disseminating defamatory information.
Unnecessary or unauthorized Technology usage that causes or attempts to cause, damage to or
interference with any Technology, network or server, either locally or on any network that disrupts
the instructional or work environment. Knowingly running, installing or giving to another user,
any program on any computer system or network with the intended purpose of damaging or
placing excessive load on a computer system or network used by others. Performing an act
without authorization that will interfere with the normal operation of District Technology.
Disguising, misrepresenting, or concealing the identity of a computer system connected to the
District network. Attempting to circumvent data protection schemes or uncover security loopholes
without prior written consent of the appropriate authority.
Attempting to monitor or tamper with another user’s electronic communications or reading,
copying, changing, or deleting another user’s files or software without the explicit agreement of
the user, except as otherwise permitted under this Board Policy.
Using or assisting another to use an account or obtain a password without appropriate
authorization.
Employing, either directly or by implication, a false identity when using an account or other
electronic resource or posting or sending an anonymous communication. This includes sending
unauthorized mail that appears to come from someone else as well as posting or otherwise
disseminating materials which misrepresent the identity of the sender.
Providing students with access to confidential materials, including but not limited to grades,
archives, test materials, or other inappropriate information.
Streaming video or audio content for purposes other than legitimate District business or
instructional purposes.
Posting on electronic bulletin boards, Web pages, or any other computer network-based
dissemination channel, any materials that violate District Policy or codes of conduct.
Using District networks to gain, or attempt to gain, unauthorized access to any computer system.
Facilitating or allowing use of a computer account, password, and/or network access or resources
by any unauthorized person.
Posting an anonymous message or using web-based proxies/anonymizers or software that attempts
to make online activity untraceable.
Sending emails or information that disrupts the instructional or work environment.

Employees in violation of the District Technology Employee Acceptable Use Policy will be subject to
disciplinary action up to and including termination of employment and referral to the appropriate
authorities for legal prosecution.

I have read, understand, and agree to comply with the above-stated District Technology Employee
Acceptable Use Policy.

Employee Printed Name

Employee Signature Date
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Comprehensive Plans

Comprehensive Safety Plan

The school site council at each district school shall write and develop a comprehensive
school safety plan relevant to the needs and resources of that particular school.
(Education Code 32281)

(cf. 0420 - School Plans/Site Councils)
(cf. 1220 - Citizen Advisory Committees)

The school safety plan shall take into account the school’s staffing, available resources
and building design, as well as other factors unique to the site.

Each school shall review and update its safety plan by March 1 of each year. (Education
Code 32286)

(cf. 0510 — School Accountability Report Card)

Each school shall forward the safety plan to the Board for approval. (Education Code
32288)

By October 15 of each year, the Superintendent or designee shall notify the California
Department of Education of any schools that have not complied with the requirements of
Education Code 32281. (Education Code 32288)

Legal Reference:

EDUCATION CODE

200-262.4 Prohibition of sex discrimination

32270 School safety cadre

32280-32288 School safety plans

32290 Safety devices

EDUCATION CODE

35147 School site councils and advisory committees
35183 School dress code; uniforms

35291 Rules

35291.5 School-adopted discipline rules
35294.10-35294.15 School Safety and Violence Prevention Act
41510-41514 School Safety and Consolidated Grant
48900-48926 Suspension and expulsion

48950 Speech and other communication

67381 Violent crime



BP 0450 (b)
Comprehensive Plans

Comprehensive Safety Plan (continued)

Legal Reference: (continued)

PENAL CODE

628-628.6 Reporting of school crime

11164-11174.3 Child Abuse and Neglect Reporting Act
CALIFORNIA CONSTITUTION

Avrticle 1, Section 28(c) Right to Safe Schools

UNITED STATES CODE, TITLE 20

7101-7165 Safe and Drug Free Schools and Communities, especially:
7114 Application for local educational agencies
UNITED STATES CODE, TITLE 42

12101-12213 Americans with Disabilities Act

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;
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Comprehensive Plans
Comprehensive Safety Plan
Development and Review of School Site Safety Plan
The school site council may delegate the responsibility for writing and developing a
school safety plan to a school safety planning committee. This committee shall be
composed of the following members: (Education Code 32281)

1. The principal or designee

2. One teacher who is a representative of the recognized certificated employee
organization

3. One parent/guardian whose child attends the school

4. One classified employee who is a representative of the recognized classified
employee organization

5. Other members, if desired

The school site council or safety planning committee may consider incorporating into the
plan the following “three essential components” and/or the strategies recommended in
Education Code 35294.21:

1. Assuring each student a safe physical environment

2. Assuring each student a safe, respectful, accepting and emotionally nurturing
environment

3. Developing each student’s resiliency skills

Content of the Safety Plan

The plan shall also identify appropriate strategies and programs that will provide or
maintain a high level of school safety and address the school’s procedures for complying
with existing laws related to school safety and shall include the development of all of the
following; (Education Code 32282)

1. Child abuse reporting procedures consistent with Penal Code 11164

(cf. 5141.4 — Child Abuse Prevention and Reporting)
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Comprehensive Plans

Comprehensive Safety Plan

Development and Review of School Site Safety Plan (continued)

Routine and emergency disaster procedures including, but not limited to:

a. Adaptations for students with disabilities in accordance with the
Americans with Disabilities Act

b. An earthquake emergency procedure system in accordance with Education
Code 32282
C. A procedure to allow a public agency, including the American Red Cross,

to use school buildings, grounds and equipment for mass care and welfare
shelters during disasters or other emergencies affecting the public health
and welfare.

Policies pursuant to Education Code 48915(c) and other school-designed serious
acts that would lead to suspension, expulsion, or mandatory expulsion
recommendations

Procedures to notify teacgers of dangerous students pursuant to Education Code
49079

A discrimination and harassment policy consistent with the prohibition against
discrimination pursuant to Education Code 200-262.4

If the school has adopted a dress code prohibiting students fro wearing “gang-
related apparel,” the provisions of that dress code

Procedures for safe ingress and egress of students, parents/guardians and
employees to and from school

A safe and orderly school environment conducive to learning

The rules and procedures on school discipline adopted pursuant to Education
Code 35291 and 35291.5

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;
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Philosophy - Goals and Comprehensive Plans

Accountability

The Board of Trustees has a responsibility to continually reexamine district programs and
practices to determine their effectiveness in serving all students. Review and evaluation
procedures shall provide a mechanism for ensuring accountability to parents/guardians
and the community.

(cf. 9000 - Role of the Board)

To enable the Board to fulfill these responsibilities, the Superintendent or designee shall
identify and/or develop appropriate measures to ensure accountability. These measures
shall be integrated and consistent with the state's accountability system and may include,
but not be limited to, measures to evaluate student achievement, parent/guardian
involvement and other district goals.

(cf. 0000 — Philosophy — Goals and Comprehensive Plans)
(cf. 0200 - Goals for the School District)

(cf. 0400 - Comprehensive Plans)

(cf. 6011 - Academic Standards)

(cf. 9300 - Governance)

The Superintendent or designee shall regularly report to the Board regarding progress
toward the district's goals and the implementation of comprehensive plans.

(cf. 3100 - Budget)

(cf. 3460 - Financial Accountability and Reports)
(cf. 6141 - Curriculum Development and Evaluation)
(cf. 6190 - Evaluation of the Instructional Program)
(cf. 9311 - Board Policies)

Results of the report to the Board may be used as a basis for implementing programmatic
changes, determining the need for additional support or assistance, awarding incentives
or rewards, and establishing other performance-based consequences.

(cf. 0510 - School Accountability Report Card)
Each July, the Board shall, at a regularly scheduled meeting, discuss the results of each

school's annual ranking on the statewide Academic Performance Index. (Education Code
52056)



Philosophy - Goals and Comprehensive Plans

Accountability (continued)

Legal Reference:

EDUCATION CODE

33127-33129 Standards and criteria for fiscal accountability
33400-33407 CDE evaluation of district programs
44660-44665 Evaluation of certificated employees

51041 Evaluation of the educational program

52050-52058 Public Schools Accountability Act

CODE OF REGULATIONS, TITLE5

15440-15463 Standards and criteria for fiscal accountability

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;

BP 0500 (b)
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Accountability

School Accountability Report Card

The Board of Trustees shall annually issue a school accountability report card for each
school site. (Education Code 35256)

Such report cards shall be designed to inform parents/guardians and the community about
conditions, needs and progress at each school and help provide data by which
parents/guardians can make meaningful comparisons between schools. The Board
believes that the process of developing the report cards gives school staff opportunities to
review achievements, identify areas for improvement, enlist local support and establish a
vision for the future.

The Superintendent or designee shall maintain a process for developing annual report
cards for each school site. The Superintendent or designee shall develop strategies for
communicating the information contained in the cards to all stakeholders, including
opportunities for staff and the community to discuss their content.

(cf. 0420 - School Plans/Site Councils)
(cf. 0500 - Accountability)
(cf. 6190 - Evaluation of the Instructional Program)

Notification

The Board shall publicize the issuance of school accountability report cards and notify
parents/guardians that a copy will be provided upon request. (Education Code 35256)

(cf. 5145.6 - Parental Notifications)

If possible, the Superintendent or designee shall ensure that the information contained in
the school accountability report card is accessible on the Internet and that the information
is updated annually. (Education Code 35258)

Legal Reference:

EDUCATION CODE

1240 County superintendent, general duties

17002 Definition, including good repair

17014 Plan for building maintenance

17032.5 Portable classroom maintenance

33126 School Accountability Report Card

33126.1 School Accountability Report Card model template



BP 0510 (b)
Accountability

School Accountability Report Card (continued)

Legal Reference (continued):

35256 School Accountability Report Card

35256.1 Information required in the School Accountability Report Card
35258 Internet access to the School Accountability Report Card

41409 Calculation of statewide averages

41409.3 Salary information required in the School Accountability Report Card
46112 Minimum school day for grades 1, 2 and 3

46113 Minimum school day for grades 4 through 8

46117 Minimum kindergarten school day

52052 Academic performance index

52056 Meeting growth targets

60600-60618 General provisions

60119 Textbook sufficiency

60600-60618 General provisions

60640-60648 Standardized testing and reporting program

60800 Physical fitness testing

CALIFORNIA CONSTITUTION

Article 16, Section 8.5(e) Allocations to State School Fund

UNITED STATES CODE, TITLE 20

6311 State plans

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;
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Accountability

Title I Program Improvement Schools

The Board of Trustees desires to assist all schools receiving federal Title | funds to
achieve adequate yearly progress (AYP) toward the state's proficient level of
achievement on state assessments.

(cf. 6011 - Academic Standards)

(cf. 6162.5 - Student Assessment)

(cf. 6162.51 - Standardized Testing and Reporting Program)
(cf. 6171 - Title I Programs)

The Superintendent or designee shall coordinate program improvement efforts with
federal, state and local school improvement programs as appropriate.

(cf. 0420.1 - School-Based Program Coordination)

The Superintendent or designee shall provide the Board with regular reports on the
implementation of the improvement plan and the effectiveness of the program
improvement efforts in raising student achievement.

(cf. 6190 - Evaluation of the Instructional Program)
(cf. 9000 - Role of the Board)

Legal Reference:

EDUCATION CODE

60642.5 California Standards Tests

60850-60856 High School Exit Examination

UNITED STATES CODE, TITLE 20

6301 Title | program purpose

6311 Adequate yearly progress

6312 Local educational agency plan

6313 Eligibility of schools and school attendance areas; funding allocation
636 School improvement

7912 Persistently dangerous schools

CODE OF FEDERAL REGULATIONS, TITLE 34

200.13-200.20 Adequate yearly progress

200.30-200.35 Identification of program improvement schools
200.36-200.38 Notification requirements

200.39-200.43  Requirements for program improvement, corrective action and
restructuring



Accountability
Title I Program Improvement Schools (continued)

Legal Reference (continued):

CODE OF FEDERAL REGULATIONS, TITLE 34

200.44 School choice option

200.45-200.47 Supplemental services

200.48 Funding for transportation and supplemental services
200.49-200.51 State responsibilities

200.52-200.53 District improvement

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;

BP 0520.2 (b)



AR 0520.2 (a)
Accountability

Title I Program Improvement Schools

Definitions

Program improvement school is a school receiving federal Title | funds that has failed to
make adequate yearly progress for two or more consecutive school years.

Adequate yearly progress (AYP) is the minimum percentage of students at each school
who must perform at or above the "proficient” level each year in reading-language arts
and mathematics. The minimum percentage rises each year, so that by 2014 all students
in all schools must achieve at the proficient level or higher in both content areas. The
minimum percentage also applies to each numerically significant subgroup of students,
unless the percentage of students in the group who did not meet or exceed the target
decreased by at least 10 percent from the preceding year and the group progressed on one
or more academic indicators.

At or above the "proficient” level, for students in grades 2-8, means the percentage of
students scoring at the proficient or advanced level on the California Standards Tests.
For special education students proficient is limited to the performance on the California
Performance Assessment (CAPA).

(cf. 6162.51 - Standardized Testing and Reporting Program)

Numerically significant subgroups include economically disadvantaged students, students
from major racial and ethnic groups, students with disabilities and students with limited
English proficiency. For purposes of determining AYP, a significant subgroup is at least
100 students, or 50 students who represent at least 15 percent of the students to be tested.

Program Improvement School is a school receiving federal Title I funds that has failed to
make AYP for two or more consecutive school years on the same indicator (i.e., AMOs
for ELA and Mathematics participation rate).

When any district school is identified for program improvement: (20 USC 6316)

(cf. 0420 - School Plans/Site Councils)
(cf. 6171 - Title 1 Programs)

1. The Superintendent or designee shall provide students enrolled in the school the
option of transferring to another district school or charter school that has not been
identified for program improvement, as described below under "Student
Transfers."



AR 0520.2 (b)
Accountability

Title I Program Improvement Schools (continued)

(cf. 5118 - Transfers)

2. The school shall develop or revise a two-year improvement plan in accordance
with 20 USC 6316, for approval by the Board of Trustees.

Within 45 days of receiving the plan, the Board shall establish a peer review process to
assist with the review of the plan, work with the school as necessary, and approve the
plan if it meets the requirements of law. (20 USC 6316)

The school shall implement the improvement plan no later than the beginning of the next
full school year following the school's identification for program improvement, or, if the
plan has not been approved prior to beginning the school year, immediately upon
approval of the plan. (20 USC 6316)

As the school develops and implements the school plan, the Superintendent or designee
may facilitate that the school receives technical assistance either from the district, the
California Department of Education, an institution of higher education, a private
organization, an educational service agency or another entity with experience in helping
schools improve academic achievement including assistance in: (20 USC 6316)

1. Analyzing state assessment data and other examples of student work to identify
and address problems in instruction and/or problems in implementing Title I
requirements pertaining to parent involvement, professional development, or
school and district responsibilities identified in the school's Title I plan

2. Identifying and implementing professional development, instructional strategies
and methods of instruction that are based on scientifically based research and that
have proven effective in addressing the specific instructional issues that caused
the school to be identified for school improvement

3. Analyzing and revising the school's budget so that the school's resources are more
effectively allocated to the activities most likely to increase student achievement
and to remove the school from program improvement status

For any school that fails to make AYP by the end of the first full school year after being
identified for program improvement, the Superintendent or designee shall: (20 USC
6316)

1. Continue to provide all students enrolled in the school with the option to transfer
to another district school that has not been identified for program improvement



AR 0520.2 (c)
Accountability

Title I Program Improvement Schools (continued)

2. Arrange for the provision of supplemental educational services to eligible students
from low-income families by a provider with a demonstrated record of
effectiveness, as described below under "Supplemental Educational Services"

3. Continue to provide for technical assistance

When a school identified for program improvement, corrective action or restructuring
makes AYP for two consecutive school years, it shall no longer be subject to the
requirements described above. (20 USC 6316)

Notifications

Whenever a school is identified for program improvement, corrective action or
restructuring, the Superintendent or designee shall promptly notify parents/guardians of
students enrolled in that school. The notification shall include: (20 USC 6316)

1. An explanation of what the identification means, and how the school compares in
terms of academic achievement to other elementary or secondary schools in the
district and state

2. The reasons for the identification

3. An explanation of what the school is doing to address the problem of low
achievement

4. An explanation of what the district or state is doing to help the school address the
achievement problem

5. An explanation of how parents/guardians can become involved in addressing the
academic issues that caused the school to be identified for program improvement

6. An explanation of the option to transfer to another district school or charter school
or to obtain supplemental educational services

All notifications pertaining to program improvement shall be written in an
understandable and uniform format and, to the extent practicable, in a language the
parents/guardians can understand. (20 USC 6316)



AR 0520.2 (d)
Accountability

Title I Program Improvement Schools (continued)

Student Transfers

All students enrolled in a Title I school that is identified for program improvement,
corrective action or restructuring shall be provided an option to transfer to another district
school that: (20 USC 6316; 34 CFR 200.44)

1. Has not been identified for program improvement, corrective action or
restructuring

2. Has not been identified by the California Department of Education as a
"persistently dangerous™ school pursuant to 20 USC 7912

(cf. 0450 - Comprehensive Safety Plan)
(cf. 5116.1 - Intradistrict Open Enroliment)

Among these students, priority shall be given to the lowest achieving students from low-
income families, as defined by the district for purposes of allocating Title I funds. (20
USC 6316)

If two or more district schools are eligible to accept transfers based on criteria listed in
items #1-2 above, the district shall provide a choice of more than one such school and
shall take into account parent/guardian preferences among the choices offered. (34 CFR
200.44)

An explanation of the option to transfer to another public school shall be promptly
provided to parents/guardians of each student enrolled in an identified school. Such
notice shall be provided in an understandable and uniform format and, to the extent
practicable, in a language that the parents/guardians can understand. (20 USC 6316)

The notice may include other information about the school(s) to which the student may
transfer, such as a description of any special academic programs or facilities, the
availability of before- and after-school programs, the professional qualifications of
teachers in the core academic subjects, and a description of parent involvement
opportunities. (34 CFR 200.37)

In addition to mailing notices directly to parents/guardians, the Superintendent or
designee may provide information about transfer options through broader means, such as
the Internet, the media, and public agencies serving students and their families. (34 CFR
200.36)



AR 0520.2 (e)
Accountability

Title I Program Improvement Schools (continued)

The Superintendent or designee may establish reasonable timelines for parents/guardians
to indicate their intent to transfer their child and for the district to notify
parents/guardians of the school assignment. Parent/guardians may decline their assigned
school and remain in the school of origin.

(cf. 3540 - Transportation)

Any student who transfers to another school may remain in that school until he/she has
completed the highest grade in that school. (20 USC 6316)

If all district schools are identified for program improvement, corrective action or
restructuring, the Board shall, to the extent practicable, establish a cooperative agreement
with other local educational agencies in the area for an interdistrict transfer. (20 USC
6316)

(cf. 5117 - Interdistrict Attendance)
(cf. 5117.1 - Interdistrict Attendance Agreements)
(cf. 6011 - Academic Standards)

Supplemental Educational Services

When required by law, supplemental educational services shall be provided outside the
regular school day and shall be specifically designed to increase achievement of eligible
students from low-income families on state academic assessments and to assist them in
attaining state academic standards. (20 USC 6316)

The Superintendent or designee shall ensure that eligible students with disabilities,
students covered under Section 504 and students with limited English proficiency receive
appropriate supplemental educational services with any necessary accommodations or
language assistance. (34 CFR 200.46)

If available funds are insufficient to provide supplemental educational services to each
eligible student whose parents/guardians request those services, priority shall be given to
the lowest-achieving eligible students. (20 USC 6316)

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005;



BP 0520.3
Accountability

Title I Program Improvement Districts

The Board of Trustees shall review and analyze district-wide performance in making
adequate yearly progress toward student academic achievement standards, in accordance
with criteria established by the State Board of Education. The Board’s review shall
include an evaluation of whether district improvement efforts are aligned and adequately
focused on increasing achievement levels for all students. As necessary, the Board and
the Superintendent shall take steps to improve district operations and programs to enable
students to achieve proficiency.

Legal Reference:

EDUCATION CODE

52055.57 Districts identified or at risk of identification for program improvement
52059 Statewide system of school support

UNITED STATES CODE, TITLE 20

6301 Title I program purpose

6311 Adequate yearly program

6312 Local educational agency plan

6316 School and district improvement

6321 Fiscal responsibilities

CODE OF FEDERAL REGULATIONS, TITLE 34
200.13-200.20 Adequately yearly progress

200.30-200.35 Identification of program improvement schools
200.36-200.38 Notification requirements

200.52-200.53 District improvement

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;
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Accountability

Awards For School Performance

The Board of Trustees recognizes that monetary and non-monetary incentives have a
meaningful place in an accountability system designed to encourage student achievement.
The Board believes that state rewards should recognize both outstanding performance
and significant progress or growth toward performance goals.

(cf. 0000 — Philosophy — Goals and Comprehensive Plans
(cf. 0200 - Goals for the School District)

(cf. 0500 - Accountability)

(cf. 0510 - School Accountability Report Card)

(cf. 1150 - Commendations and Awards)

(cf. 4156.2 - Awards and Recognition)

(cf. 5126 - Awards for Achievement)

(cf. 6011 - Academic Standards)

District schools are encouraged to develop and implement plans to meet or exceed
growth targets established for state school performance awards. To ensure eligibility for
the state's awards programs, the Superintendent or designee shall encourage student
participation in state assessment programs and promote ethical administration of such
assessments by staff. The Superintendent or designee also shall develop methods to
accurately report school enrollment data, student ethnicity and socioeconomic level,
participation levels in state assessments, and numbers of students who are granted
waivers based on parent request or the provisions of their Individualized Education
Program.

(cf. 0400 - Comprehensive Plans)

(cf. 6159 - Individualized Education Program)

(cf. 6162.5 - Student Assessment)

(cf. 6174 - Education for English Language Learners)

The Superintendent or designee shall ensure that all award funds are distributed to
eligible schools in accordance with law.

Legal Reference:

EDUCATION CODE

33126 School accountability report card

44015 Awards to employees and students
44650-44654 Certificated staff performance awards



Accountability

Awards For School Performance (continued)

Legal Reference (continued):
EDUCATION CODE

52050-52058 Public Schools Accountability Act, especially:

52057 Governor's Performance Award Program

54761 Categorical programs

60640-60647 Standardized Testing and Reporting Program
64000 Categorical programs

CODE OF REGULATIONS, TITLES5

1031-1039 State performance awards programs

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;

BP 0530 (b)



AR 0530 (a)
Accountability

Awards For School Performance

Governor's Performance Awards

Any district school may be eligible to receive a Governor's Performance Award if the
following conditions are met:

1. The school's Academic Performance Index (API) increased at least five percent of
the difference between the prior year score and 800, or increased by five points,
whichever is greater. (Education Code 52057; 5 CCR 1032)

2. Each numerically significant ethnic and socioeconomically disadvantaged
subgroup demonstrated comparable improvement, defined as either 80 percent of
the school's API growth target or, when the sum of the subgroup's growth target
and subgroup’s API is 800 or higher, the distance from the subgroup's API to 800.
In all cases, the increase must be at least four points. (Education Code 52057; 5
CCR 1032)

A "numerically significant subgroup" is a subgroup that constitutes one of the following:
(Education Code 52052, 52057)

a. At least 15 percent of a school's total student population and at least 30 students

b. At least 100 students, even if the subgroup does not constitute 15 percent of the
total enrollment at a school

A "socioeconomically disadvantaged student"™ is a student neither of whose
parents/guardians has received a high school diploma, or a student who participates in the
free or reduced price lunch program.

(cf. 3553 - Free and Reduced Price Meals)

3. At least 95 percent of students in an elementary or middle school participated in
the state's Standardized Testing and Reporting program, excluding students who
were exempted from taking the test by their Individualized Education Program or
parent waiver. (5 CCR 1032)

(cf. 6159 - Individualized Education Program)
(cf. 6162.5 - Student Assessment)
(cf. 6174 - Education for English Language Learners)



AR 0530 (b)
Accountability

Awards For School Performance (continued)

Any Governor's Performance Awards received on behalf of a district school shall be used
at the school site for discretionary purposes. (Education Code 52057)

At each school receiving a Governor's Performance Award, the use of funds at the school
site shall be determined by the school site council and then ratified by the Governing
Board. (5 CCR 1039)

(cf. 0420 - School Plans/Site Councils)

The Board may accept or reject the proposal but shall not make modifications. If the
Board rejects the proposal, the council may submit another proposal to the Board.

Certificated Staff Performance Incentives

A school may be eligible for state Certificated Staff Performance Incentives under the
following conditions: (Education Code 44651; 5 CCR 1034)

1. The school was ranked in the lower half of the statewide API rankings (deciles 1-
5) in the prior year.

2. The school improved a minimum of two times its annual growth target on its API
between the base year and the current growth year.

3. The school was eligible for API awards in the year preceding the current API
growth year.
4. All numerically significant ethnic or socioeconomically disadvantaged subgroups,

as defined above, improved by a minimum of two times their annual growth
targets. However, when the sum of a subgroup's growth target and the subgroup's
API is 800 or higher, the subgroup's API must have increased two times the
distance from the subgroup's API to 800. In all cases, the increase must be at
least eight points.

5. At least 95 percent of students in an elementary or middle school participated in
the state's Standardized Testing and Reporting program, excluding students who
were exempted from taking the test by their Individualized Education Program or
parent waiver. (5 CCR 1034)

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



BP 1100
Community Relations

Communication with the Public

The Board of Trustees is committed to establishing and maintaining effective
communication between the school district and the community served. The Board will
strive to create and maintain schools that reflect the philosophy and the goals of the
district. The Board appreciates the importance of incorporating the aspirations of the
local community for an educational program that offers the best to its students.
Accordingly, the Board will strive to keep the community fully informed to the best of its
abilities as developments occur within the school system.

As part of the Board’s continuing commitment to improve education, it shall endeavor to
establish and maintain effective communications with the community by:

1. Inviting active participation of the public at both the school and district levels.

2. Providing a variety of ways for people to become involved in their schools so they
can express their interest in and concern for their schools and students.

3. Providing information in a timely understandable and appropriate manner.

4, Being accessible to receive and respond to inquiries from members of the
community regarding the district’s policies and programs.

(cf. 1340 - Access to District Records)
(cf. 5145.6 - Parental Notifications)
(cf. 9321 - Closed Sessions Purposes and Agendas)

Legal Reference:
EDUCATION CODE
35172 Promotional activities

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



BP 1112 (a)
Community Relations

Media Relations

The Board of Trustees Board respects the public's right to information and recognizes
that the media significantly influence the community's understanding of school programs.
In order to develop and maintain positive media relations, the Board and the
Superintendent desire to reasonably accommodate media requests for information and to
provide accurate, reliable and timely information.

Media representatives are welcome at all Board meetings and shall receive meeting
agendas upon request.

(cf. 9322 - Agenda/Meeting Materials)

Media representatives, like all other visitors, shall register immediately upon entering any
school building or grounds when school is in session.

(cf. 1250 - Visitors/Outsiders)
(cf. 3515.2 - Disruptions)
(cf. 9321.1 - Closed Session Actions and Reports)

Interviewing and Photographing Students

Representatives of the media may not interview students on the school grounds without
the permission of the parent and approval of the principal. Interviews of students may
not create substantial disorder, impinge on the rights of others or disrupt the educational
program. Therefore, in order to minimize possible disruption, media representatives who
wish to interview students at school are strongly encouraged to make prior arrangements
with the principal. At their discretion, parents/guardians may instruct their children not to
communicate with media representatives.

(cf. 5145.2 - Freedom of Speech/Expression)

In order to protect the privacy and safety of students, a media representative who wishes
to photograph students on school grounds must first make arrangements with the
principal or designee.

When interviewing or photographing a special education student, he/she shall not be
identified as a special education student without prior, written parent/guardian
permission.



BP 1112 (b)
Community Relations

Media Relations (continued)

Media Communications Plan

The district shall specify the district's and/or site's primary media contact to whom all
media inquiries shall be routed. Spokespersons designated to speak to the media on
behalf of the district include the Board president, Superintendent and designees.. Other
Board members and staff may be asked by the Superintendent to speak to the media on a
case-by-case basis.

(cf. 0510 - School Accountability Report Card)
(cf. 9240 - Board Development)

Legal Reference:

EDUCATION CODE

32210-32212 Willful disturbance of public school or meeting
35144 Special meetings

35145 Public meetings

35160 Authority of governing boards
35172 Promotional activities
EVIDENCE CODE

1070 Refusal to disclose news source
PENAL CODE

627-627.10 Access to school premises
tr

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;
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Community Relations

District And School Websites

Content

District and school web sites shall provide current and useful information regarding
district programs, activities and operations. Such information shall be appropriate for
both internal and external audiences.

The content of web sites may include, but not be limited to, district or school news,
district mission and goals, agendas and minutes of Governing Board meetings, policy
information, messages from the Board or administrators, information about curriculum
and instruction, school calendars, student projects, school clubs and activities, lunch
menus, transportation schedules, school map, school handbook, parent conferences,
educational resources, links to other educational sites and contacts for further
information.

Whenever possible, the Superintendent or designee shall make the information contained
in the School Accountability Report Card accessible on the Internet and shall ensure that
such information is updated annually. (Education Code 35258)

(cf. 0510 - School Accountability Report Card)
Student work may be published on a web site provided that both the student and his/her
parent/guardian provide written permission or the work is part of an existing publication

such as a newspaper or school newsletter.

Students, staff or other individuals may not use district or school web sites to provide
access to their personal web pages or online services.



Community Relations

District And School Web Sites (continued)

Legal Reference:

EDUCATION CODE

35182.5 Contracts for advertising

35258 Internet access to school accountability report cards

48907 Exercise of free expression; rules and regulations

48950 Speech and other communication

49073 Release of directory information

60048 Commercial brand names, contracts or logos
GOVERNMENT CODE

3307.5 Publishing identity of public safety officers

6254.21 Publishing addresses and phone numbers of board members
UNITED STATES CODE, TITLE 17

101-1101 Federal copyright law

UNITED STATES CODE, TITLE 20

12329 Federal Family Educational Rights and Privacy Act (FERPA)
CODE OF FEDERAL REGULATIONS, TITLE 16

312.1-312.11 Children's Online Privacy

Policy Adopted: November 5, 2007
Policy Revised:

BP 1113 (b)
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Community Relations

District And School Web Sites
Content

District and school websites shall provide current and useful information regarding
district programs, activities, and operations. Such information shall be appropriate for
both internal and external audiences.

The content of websites may include, but not be limited to, District or school news,
District mission and goals, policy information, messages from the Board of
administrators, information about curriculum and instruction, school calendars, student
projects, school clubs and activities, lunch menus, transportation schedules, school map,
school handbook, parent conferences, educational resources, links to other education
sites, and contacts for further information.

The Superintendent or designee shall make the information contained in the School
Accountability Report Card accessible on the Internet and shall ensure that such
information is updated annually. (Education Code 35258)

Student work may be published on a website provided that both the student and his/her
parent/guardian provide written permission or the work is part of an existing publication
such as a newspaper or school newsletter.

Students, staff or other individuals may not use district or school websites to provide
access to their personal web pages or online services.

If any copyrighted material is posted on a District or school website, the website shall
include a notice crediting the original producer of the material and noting how and when
permission to reprint the material was granted.

Roles and Responsibilities

The District webmaster shall be responsible for the content and publication of the District
website upon approval of the Superintendent or designee. He/she shall review all content
before publication, upload content to the District web server, regularly check links for
accuracy and appropriateness, keep the web server free of outdated or unused files, and
provide technical assistance as needed to school webmasters.

The school webmaster shall perform similar duties related to the content and maintenance
of the school’s web site upon approval of the school principal. The principal or school
webmaster shall notify the Superintendent of designee regarding the creating and
updating of a school web site.



AR 1113 (b)
Community Relations

District And School Web Sites
Security
The website host computer shall have security procedures that prohibit unauthorized

persons from accessing system-level controls or making changes to website content. To
the extent possible, the host computer shall be in a lockable room with restricted access.

Regulation Approved: November 5, 2007
Regulation Revised:
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Community Relations

Board of Trustees’” Meetings

Meetings with the Board of Trustees are conducted for the purpose of accomplishing
district business. As a matter of district policy and state law, meetings shall be held in
public in order to insure the involvement of interested community members. However,
the Board of Trustees is also empowered to conduct closed meeting sessions to discuss
certain matters that are confidential and which are permitted by law to be considered in
closed session.

The timely dissemination of information to the public before Board of Trustees’ meetings
is essential for fostering positive community participation. Advance announcements of
all regular and special meetings are made by posting the agenda on the bulletin board of
each school, the district office and at designated public locations. The agenda will be
posted at least seventy-two (72) hours before a regular meeting and twenty-four (24)
hours before a special meeting. Under emergency conditions a special meeting may be
announced by posting the agenda only. In this event, a concerted effort will be made to
notify all interested parties in the community.

Notice will also be given to news media, interested individuals, community organizations
and professional groups who specifically request such notice. A reasonable charge may
be made to those persons and organizations requesting continued advance announcement
and agenda materials.

Any member of the public may place a matter directly related to school district business
on the agenda of a regular Board meeting, subject to the following conditions:

1. The request must be submitted, in writing, to the Board of Trustees secretary
together with supporting documents and information, if any, at least five (5)
school days before the legally required posting of the agenda.

2. The Board of Trustees’ secretary shall be the sole judge of whether the request is
a “matter directly related to the school district business.”

3. No topic which by law is a proper subject for consideration in closed session will
be accepted under this provision.

4. The Board of Trustees may place limitations on the total time to be devoted to
each topic at any meeting. The Board may also limit the time allowed for any one
person to speak on each topic at that meeting.



BP 1120 (b)
Community Relations

Board of Trustees’ Meetings (continued)

The Board provides for hearing any matter or items that a member of the public may wish
to bring directly to the attention of the Board at a regular meeting. Members of the public
and Board may address the Board on matters directly related to the jurisdiction of the
Board provided that:

1. Such addresses are during the “Communications” section of the agenda.

2. The President (or designee Chairman of the meeting) determines that the matter
directly relates to the jurisdiction of the Board.

3. If the President (or designee) determines that the matter may not relate to the
jurisdiction of the Board, only agreement by a majority of the Board members
present will allow for the matter to be addressed to the Board. The President may
exercise reasonable measures to determine if a matter is directly related to the
jurisdiction of the Board and set time limits for addresses and presentations.

Action may be taken on an item not appearing on the posted agenda, if 1) by majority
vote of the Board, an emergency situation exists such as a work stoppage or disaster; 2)
upon a two-thirds vote of the Board, or unanimous vote if less than two-thirds of the
members are present; that the need to take the action arose subsequent to the agenda
being posted; or 3) the item for action was posted for a prior meeting that occurred not
more than five calendars prior to the date of this action and the item had been continued
from the previous meeting.

Board meetings shall be conducted in accordance with applicable laws and with Board
Bylaws adopted by the Board to govern its action and the actions of individual Board
members.

Meetings of the Board of Trustees are conducted for the purpose of accomplishing
district business. As a matter of district policy and State law, meetings are ordinarily
held in public. The Board may conduct closed meetings/sessions to discuss certain
matters that are confidential.

(cf. 9321 closed meetings/sessions)

The Board of Trustees encourages the positive participation of all interested community
members. In order to insure the orderly conduct of a meeting, no disturbance or willful
interruption shall be permitted. Persistence by an individual or group shall be grounds
for the chair to terminate their privilege of address or removal from the buildings.



BP 1120 (c)
Community Relations

Board of Trustees’ Meetings (continued)

Legal Reference:

EDUCATION CODE

78 Governing Board defined

35144 Special meetings

35145 Public meetings

35145.5 Agenda; public participation; regulations

35146 Closed sessions

52034 Reasonable opportunities for each school site council or its representative to meet
with the Board of Trustees

GOVERNMENT CODE

54950-54957.9 Meetings especially

54951 Local agency, definition

54953 Meetings to be open and public; attendance

54954 Time and place of regular meetings; holidays, emergencies
54956 Special meetings; call; notice

54956.5 Special meeting in emergency situation

54957 Closed session

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;
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Community Relations

Commendations and Awards

Any Board member, employee, parent/guardian, student or community member may
submit the name of an individual or organization to the Superintendent or designee for
Board recognition.

Persons proposing the recognition of an individual or organization shall also indicate a
suggested type of recognition that may include, but is not limited to, the following:

1. Plaques or awards, to be presented at a Board meeting, for providing the district
or community with special, unusual or long-term assistance.

2. Board Resolution, to be read at a Board meeting, for distinguished service to
children and youth.

3. Certificate of Appreciation for service to the district.

4. Letter of Recognition, to be prepared by the Superintendent or designee on behalf
of the Board, for significant achievement and/or service by groups such as the
basketball team, choir, band, and parent/guardian/community organizations.

5. An appropriate gift recognizing outstanding contributions to the district.

6. Receptions and other informal recognition activities.

(cf. 4156.2 - Awards and Recognition)
(cf. 5126 - Awards for Achievement)

Legal Reference:

EDUCATION CODE

35160 Authority of governing boards
35160.1 Broad authority of school districts
44015 Awards to employees and students

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;
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Community Relations

Political Processes

The Board of Trustees Board may actively advocate fiscal and public policy that supports
the district's schools and the children in the community. To the extent possible, the
Board shall be proactive in defining the district's advocacy agenda based on the needs of
the district and the direction set forth in the district's philosophy and goals.

(cf. 0000 — Philosophy — Goals and Comprehensive Plans
(cf. 0200 - Goals for the School District)

(cf. 9000 - Role of the Board)

(cf. 9010 - Public Statements)

The Board may establish reasonable regulations related to Board members and
employees engaging in political activity during working hours and on district premises.
(Education Code 7055)

(cf. 4119.25/4219.25/4319.25 - Political Activities of Employees)
Legislation

The Board's responsibility as an advocate for the district may include lobbying at the
state and national levels.

Because local governments also make decisions which impact the district's schools, the
Board and the Superintendent or designee shall work to establish ongoing relationships
with city and county officials and agencies, and shall inform them of the potential effect
of local issues on the schools.

(cf. 1020 - Youth Services)
(cf. 1400 - Relations Between Other Governmental Agencies and the Schools)
(cf. 7131 - Relations with Local Agencies)

The Board may identify issues that will affect its schools and the children in its
community, establish goals and priorities for legislative advocacy, solicit community
input and adopt legislative positions. The Superintendent or designee may establish a
coordinated plan for carrying out the advocacy agenda, including specific activities,
target groups or individuals, staff responsibilities and timelines.

In order to strengthen legislative advocacy efforts, the district may work with
organizations and coalitions and may join associations whose representatives lobby on
behalf of their members.



BP 1160 (b)
Community Relations

Political Processes (continued)

As necessary, the Superintendent or designee may draft legislative proposals which serve
the district's interests.

The Board may provide fair and impartial information about legislative issues affecting
schools and children and shall inform the community about its legislative advocacy
activities..

(cf. 1100 - Communication with the Public)
(cf. 1112 - Media Relations)

Ballot Measures/Candidates

The Board may study the potential effect of ballot measures on the district's schools. Any
Board discussion of the effect of such measures shall include an opportunity for Board
members, staff and members of the public to speak on all sides of the issue. Following
such study, the Board may adopt positions in support of or in opposition to ballot
measures of importance to education.

(cf. 9323 - Meeting Conduct)

No district funds, services, supplies or equipment shall be used to urge the support or
defeat of any ballot measure or candidate, including any candidate for election to the
Board. (Education Code 7054)

(cf. 1325 - Advertising and Promotion)

The Superintendent or designee may use district resources to provide students,
parents/guardians and community members with information related to ballot measures,
including information about the impact of ballot measures on the district. (Education
Code 7054)

The Superintendent or designee may research, draft and prepare a bond measure or other
initiative for the ballot, but shall not use district resources to secure signatures in order to
qualify the measure for the ballot.

Upon request, Board members and district administrators may appear at any time before a
citizens' group to explain why the Board called for an election on a bond measure and to
answer questions. (Education Code 7054.1)



BP 1160 (c)
Community Relations

Political Processes (continued)

If the presentation occurs during working hours, the district representative shall not urge
a citizens' group to vote for or against the bond or parcel tax measure.

For informational purposes, the Superintendent or designee may conduct a poll related to
a ballot issue. Such a poll shall not advocate a particular position on the issue.

Legal Advocacy

The Board recognizes that some issues are more appropriately addressed judicially rather
than legislatively. When a legal issue is likely to set a state or national precedent, the
district may join with other districts or parties in order to challenge the issue through
litigation or other appropriate means.

(cf. 9124 - Attorney)
Political Forums

Forums on political issues may be held in district facilities as long as the forum is made
available to all sides of the issue on an equitable basis. (Education Code 7058)

(cf. 1330 - Use of School Facilities)

Legal Reference:

EDUCATION CODE

7054 Use of district property

7054.1 Requested appearance

7055 Local rules

7056 Soliciting or receiving political funds

7058 Use of forum

35160 Authority of governing boards

35172 Promotional activities

GOVERNMENT CODE

50023 Attending legislature to support or oppose legislation
53060.5 Attendance at legislative body; expenses
54953.5 Right to record proceedings

54953.6 Broadcasts of proceedings

81000-91015 Political Reform Act

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



BP 1220
Community Relations

Citizen Advisory Committees

The Board may establish citizen advisory committees to consider school problems and
issues as the need arises or when required by law. Such committees shall serve in a
strictly advisory capacity; they may make recommendations regarding Board policy, but
their actions shall not be binding on the Board. The Board may dissolve any advisory
committees not required by law at any time.

Advisory committees should include representation from all affected parties. With Board
approval, the Superintendent or designee may appoint committee members.

Within budget allocations, the Superintendent or designee may approve requests for
committee travel and may reimburse committee members for expenses at the same rates
and under the same conditions as those provided for district employees.

(cf. 3350 - Travel Expenses)

Legal Reference:

EDUCATION CODE

8070 Vocational education advisory committee

11503 Parent involvement program

35147 School site councils and advisory committees

35172 Promotional activities

44032 Travel expense payment

44033 Automobile allowances

52012 School site council

52065 American Indian advisory committee

52176 Advisory committees (LEP program)

52852 Site council, school-based program coordination

54425 Advisory committees; compensatory education
54444.1-54444.2 Services to migrant children; parent advisory councils
54724 Site council, motivation and maintenance program
56190-56194 Community advisory committee, special education
62002.5 Continuing parent advisory committees; schools receiving funds from economic
impact aid or bilingual education act

GOVERNMENT CODE

820.9 Members of local public boards not vicariously liable
54950-54963 Meetings

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



AR 1220 (a)
Community Relations

Citizen Advisory Committees
Committee Charge

Whenever possible, when committees are appointed, committee members may receive a
written statement including, but not limited to:

1. The committee members' names and the procedure to be used in the selection of
the committee chairperson and other committee officers unless appointed by the
Board or designee

2. The specific charges of the committee, including its topic(s) for study or well-
defined area(s) of activity

3. The specific period of time that the committee is expected to serve

4. Legal requirements regarding meeting conduct and public notifications
5. Resources available to help the committee complete its tasks

6. Timelines for progress reports and/or final report

Advisory committee members are not vicariously liable for injuries caused by the act or
omission of the district. (Government Code 820.9)

Committees Subject to Brown Act Requirements

The following citizen advisory committees shall comply with open meeting, notice and
public participation requirements of law (the Brown Act):

(cf. 9320 - Meetings and Notices)

(cf. 9321 - Closed Session Purposes and Agendas)
(cf. 9321.1 - Closed Session Actions and Reports)
(cf. 9323 - Meeting Conduct)

1. Advisory committees established pursuant to Education Code 56190-56194
related to special education

2. Other committees created by formal Board action if subject to the Brown Act as
determined by district legal counsel.

(cf. 0430 - Comprehensive Local Plan for Special Education)
(cf. 9130 - Board Committees)



AR 1220 (b)
Community Relations

Citizen Advisory Committees (continued)

Committees Not Subject to Brown Act Requirements

The following councils and advisory committees are exempted from the Brown Act and

must conform with procedural meeting requirements established in Education Code

35147:

1. School site councils established pursuant to Education Code 52012, 52852 or
54724 related to school improvement, school-based program coordination or
school-based student motivation and maintenance programs

(cf. 0420 - School Plans/Site Councils)

(cf. 0420.1 - School-Based Program Coordination)

(cf. 0420.3 - School-Based Student Motivation and Maintenance Program)

2. Any advisory committee established pursuant to Education Code 52065 related to
American Indian early childhood education

3. Any advisory committee established pursuant to Education Code 52176 related to
programs for students of limited English proficiency

(cf. 6174 - Education for English Language Learners)

4. Any advisory committee established pursuant to Education Code 54425 related to
compensatory education

(cf. 6171 - Title 1 Programs)

5. Any advisory committee established pursuant to Education Code 54444.2 related
to migrant education programs

(cf. 6175 - Migrant Education Program)

6. Parent advisory committees established pursuant to Education Code 62002.5
related to economic impact aid and bilingual education

7. Committees established pursuant to Education Code 11503 related to parent
involvement

(cf. 6020 - Parent Involvement)



AR 1220 (c)
Community Relations

Citizen Advisory Committees (continued)

Meetings of the above councils or committees shall be open to the public, and any
member of the public shall have the opportunity to address the council or committee
during the meeting on any item within its jurisdiction. Notice of the meeting shall be
posted at the school site or other appropriate accessible location at least 72 hours before
the meeting, specifying the date, time and location of the meeting and containing an
agenda that describes each item of business to be discussed or acted upon. (Education
Code 35147)

The above councils or committees shall not take action on any item not listed on the
agenda unless all members present unanimously find that there is a need to take
immediate action and that this need came to the group's attention after the agenda was
posted. In addition to addressing items on the agenda, members of the council,
committee or public may ask questions or make brief statements that do not have a
significant effect on district students or employees or that can be resolved solely by
providing information. (Education Code 35147)

Councils or committees violating the above procedural requirements must, at the demand
of any person, reconsider the item at the next meeting, first allowing for public input on
the item. (Education Code 35147)

Any materials provided to a school site council shall be made available to any member of
the public upon request. (Education Code 35147)

(cf. 1340 - Access to District Records)

The Superintendent or designee may create citizen advisory committees to advise the
administration; such committees do not report to the Board and are not subject to open
meeting laws.

(cf. 2230 - Representative and Deliberative Groups)

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005;



BP 1230
Community Relations

School-Connected Organizations

The Board of Trustees recognizes that parents/guardians may wish to organize clubs for
the purpose of supporting the educational program and/or extracurricular programs.
Parent/guardian clubs shall be especially careful not to seek advantages for the activities
they support if those advantages might be detrimental to the entire school program.

The Board recognizes that these organizations are independent of the school or district. In
order to protect the district and students, the Superintendent or designee shall establish
appropriate controls for the relationship between such organizations and the district.

(cf. 1321 - Solicitation of Funds)
(cf. 3290 - Gifts, Grants and Bequests)

Legal Reference:

EDUCATION CODE

35160 Authority of governing boards

38131 Use of civic center by public

38134 Groups which may use school facilities without charge

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



AR 1230
Community Relations

School-Connected Organizations

Any program, fund-raiser or other activity sponsored by parent/guardian clubs shall be
authorized and conducted according to Board policy, administrative regulations and
school rules. Announcements of events and related parent/guardian permission slips shall
clearly indicate that the activity or event is sponsored by the parent/guardian
organization, not by the school or district when appropriate.

(cf. 3541.1 - Transportation for School-Related Trips)
Parent/guardian clubs should not hire district employees without prior approval from the

Superintendent or designee.

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005;



BP 1240 (a)
Community Relations

Volunteer Assistance

The Board of Trustees Board may utilize parents/guardians and other members of the
community to share their time, knowledge and abilities with students. Volunteer
assistance in schools may be used to enrich the educational program, enhance supervision
of students and contribute to school safety. The Board may also utilize community
members to serve as mentors to students.

(cf. 5020 - Parent Rights and Responsibilities)
(cf. 6020 - Parent Involvement)
(cf. 6171 - Title 1 Programs)

The Superintendent or designee may develop and implement a plan for recruiting,
screening and placing volunteers. He/she may also recruit community members to serve
as mentors and/or make appropriate referrals to community organizations.

(cf. 1400 - Relations Between Other Governmental Agencies and the Schools)

The Superintendent or designee may establish procedures to protect the safety of students
and adults. These procedures may include laws related to tuberculosis testing and may
also include laws related to criminal record checks.

Volunteers shall act in accordance with district policies, regulations and school rules. At
their discretion, employees who supervise volunteers may ask any volunteer who violates
school rules to leave the campus. Employees also may confer with the principal or
designee regarding any such volunteers. The Superintendent or designee shall be
responsible for investigating and resolving complaints regarding volunteers.

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 3515.2 - Disruptions)

The Board nevertheless may utilize volunteers to work on short-term projects to the
extent that they enhance the classroom or school, do not significantly increase
maintenance workloads and comply with employee commitments and contracts.



BP 1240 (b)
Community Relations

Volunteer Assistance (continued)

Legal Reference:

EDUCATION CODE

35021 Volunteer aides

44010 Sex offense; definition

44814-44815 Supervision of students during lunch and other nutrition periods
45340-45349 Instructional aides

45360-45367 Teacher aides

49406 Examination for tuberculosis

LABOR CODE

3364.5 Persons performing voluntary services for school districts
PENAL CODE

290 Registration of sex offenders

290.4 Information re sex offenders

UNITED STATES CODE, TITLE 20

6319 Qualifications and duties of paraprofessionals, Title | programs

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



AR 1240
Community Relations

Volunteer Assistance

Duties of VVolunteers

Volunteers may assist certificated personnel in the performance of their duties, in the
supervision of students, and in instructional tasks which, in the judgment of the
certificated personnel to whom the instructional aide is assigned, may be performed by a
person not licensed as a classroom teacher. These duties shall not include assignment of
grades to students. (Education Code 45343, 45344, 45349)

(cf. 4222 - Teacher Aides/Paraprofessionals)

Volunteers may supervise students during lunch and/or breakfast periods or may serve as
nonteaching aides under the immediate supervision and direction of certificated personnel
to perform noninstructional work that assists certificated personnel in the performance of
teaching and administrative responsibilities. (Education Code 35021, 44814, 44815)

Volunteers may work on short-term facilities projects pursuant to Governing Board
policy and administrative regulation.

Qualifications of VVolunteers

A person who is required to register as a sex offender pursuant to Penal Code 290 shall
not serve as a volunteer instructional aide or as a volunteer nonteaching aide under the
direct supervision of a certificated employee. (Education Code 35021)

The Superintendent or designee shall verify by reasonable means that persons serving as
volunteer instructional aides and nonteaching volunteer aides are not required to register
as a sex offender pursuant to Penal Code 290.

(cf. 3515.5 - Sex Offender Notification)

No volunteer shall be assigned to provide supervision or instruction of students unless
he/she has submitted evidence of an examination within the past 60 days to determine
that he/she is free of active tuberculosis. Volunteers who skin test negative shall
thereafter be required to take a tuberculosis test every four years in accordance with
Education Code 49406. (Education Code 45106, 45347, 45349, 49406)

The Superintendent or designee may exempt from tuberculosis testing requirements those
volunteers who serve less than a school year and whose functions do not require frequent
or prolonged contact with students. (Education Code 49406)

Regulation Approved: March 23, 1987 Regulation Revised: September 26, 2005;



BP 1250 (a)
Community Relations

Visitors to the Schools

The Board of Trustees encourages parents/guardians and interested members of the
community to visit the schools and view the educational program.

To ensure minimum interruption of the instructional program, the Superintendent shall
establish Administrative Regulations that facilitate visits during regular school days.
Visits during school hours must first be arranged with the teacher and principal or
designee. All visitations, the duration of time and the time of day shall be subject to the
approval of the principal or designee. If a conference is desired, an appointment should
be set with the teacher during non-instructional time.

To ensure the safety of students and staff and avoid potential disruptions, all visitors shall
register immediately upon entering any school building or grounds when school is in
session.

(cf. 1112 - Media Relations)
(cf. 3515.2 - Disruptions)

For purposes of school safety and security, the principal or designee may design a visible
means of identification for visitors while on school premises.

No electronic listening or recording device may be used by students or visitors in a
classroom without the teacher and principal’'s permission. (Education Code 51512)

(cf. 5144 - Discipline)

Legal Reference:

EDUCATION CODE

32210 Willful disturbance of public school or meeting

32211 Threatened disruption or interference with classes; misdemeanor
32212 Classroom interruptions

35160 Authority of governing boards

35292 Visits to schools (board members)

51512 Prohibited use of electronic listening or recording device
EVIDENCE CODE

1070 Refusal to disclose news source



BP 1250 (b)
Community Relations

Visitors to the Schools (continued)

PENAL CODE

626-626.10 Schools

627-627.10 Access to school premises, especially:
627.1 Definitions

627.2 Necessity of registration by outsider

627.7 Misdemeanors; punishment

Policy Adopted: March 23, 1987
Policy Revised: February 7, 2005; September 26, 2005;



AR 1250 (a)

Community Relations

Visitors to the Schools

The Superintendent or designee may post at every entrance to each school and
school grounds a notice setting forth visitor registration requirements, hours
during which registration is required, the registration location, the route to take to
that location, and the penalties for violation of registration requirements.

The principal or designee may refuse to register any visitor whose acts or
presence he/she judges would disrupt normal school operations, threaten the
health and safety or students or staff or cause property damage.

The principal or designee may request any visitor to promptly leave school
grounds. When any visitor is directed to leave, the principal or designee shall
inform the outsider that if he/she reenters the school within seven days he/she will
be guilty of a misdemeanor subject to a fine and/or imprisonment. (Penal Code
627.7)

Possession of unauthorized dangerous instruments, weapons or devices is
prohibited on school premises, on any public right-of-way immediately adjacent
to school property, or any other place where a teacher and student(s) are required
to be in connection with assigned school activities.

Under certain circumstances, unless otherwise directed by the principal or
designee, a staff member may be required to accompany visitors while they are on
school grounds.

Classroom Observations

A. Scheduling a Classroom/Student Observation

When a parent wishes to observe the classroom or classrooms in which
their child is enrolled or when the parent wishes a non-district employee to
observe the classroom or classrooms in which their child is enrolled:

e The parent shall make a request for observation to the school principal.

e The observation will be scheduled within one week of the date the
parent or guardian makes the request to observe the classroom or
classrooms in which their child is enrolled.



AR 1250 (b)

Community Relations

Classroom Observations (Continued)

The date and time of the observation
Shall be mutually convenient for parent/guardian and school district
The parent shall receive confirmation of the scheduled observation

B. Parameters of the Observation

The observation of classroom(s) by parent or guardian:

Shall be scheduled in advance (see above).

Shall be limited to 20 minutes.

May include a school administrator who is able to answer
programmatic questions and give feedback to the parents.

Shall not in any way disrupt the instruction and learning of the
students.

Regulation Approved: March 23, 1987
Regulation Revised: February 7, 2005; September 26, 2005;



BP 1260 (a)
Community Relations

Educational Foundation

The Board of Trustees recognizes that members of the community are often willing to
make voluntary contributions that will provide needed additional funds for the school
district. The Board may approve the creation of an independent educational foundation
to actively raise funds that will enhance educational opportunities for our students.

The Board desires to work cooperatively with the foundation in determining the purposes
for which funds may be used to meet the changing needs of the district and its students.
The Board of Trustees recognizes that an educational foundation is a separate legal entity,
independent of the District. However, the foundation is encouraged to provide regular
reports to the Board of Trustees on the status of its work and to communicate ways that
the District can help support the foundation’s activities.

(cf. 3290 - Gifts, Grants and Bequests)
(cf. 9140 - Board Representatives)

With the consent of the Superintendent of designee, the educational foundation, as
appropriate, may use the District’s name, a school’s name, a school team’s name, or any
logo attributable to a school or the district. The Board supports foundation allocations
that serve all district schools equitably, whenever possible.

(cf. 0410 - Nondiscrimination in District Programs and Activities)

Legal Reference:

COURT DECISIONS
Serrano v. Priest 1976, 18 Cal. 3d 728

EDUCATION CODE

38130-38138 Civic Center Act, use of school property for public purposes
BUSINESS AND PROFESSIONS CODE

12580-12599.7 Fundraisers for Charitable Purposes Act

17510-17510.95 Solicitations for charitable purposes

25608 Alcohol on school property; use in connection with instruction



Community Relations

Educational Foundation (Continued)

PENAL CODE

319-329 Lottery, raffle

CODE OF REGULATIONS, TITLE 11

300-312.1 Fundraising for charitable purposes

Management Resources:

WEB SITES

CSBA: http://www.csba.org

California Consortium of Education Foundations: http://www.cceflink.org

California Office of the Attorney General, charitable trust registry:
http://caag.state.ca.us/charities

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; November 13, 2007

BP 1260 (b)



BP 1311 (a)
Community Relations

Civility

Members of Lowell Joint School District staff will treat parents and other members of the
public with respect and expect the same in return. The District is committed to
maintaining orderly educational and administrative processes by keeping schools and
administrative offices free from disruptions and preventing unauthorized persons from
entering school/district grounds.

This policy promotes mutual respect, civility and orderly conduct among District
employees, parents and the public. This policy is not intended to deprive any person of
his/her right to freedom of expression, but only to maintain, to the extent possible and
reasonable, a safe, harassment-free workplace for our pupils and staff. In the interest of
presenting District employees as positive role models to the children of this District, as
well as the community, the Lowell Joint School District encourages positive
communication, and discourages volatile, hostile or aggressive actions. The District seeks
public cooperation with this endeavor.

Disruptions

1. Any individual who disrupts or threatens to disrupt school office operations; threatens
the health and safety of pupils or staff, willfully causes property damage; uses loud
and/or offensive language which could provoke a violent reaction; or who has otherwise
established a continued pattern of unauthorized entry on school district property, will be
directed to leave school or school district property promptly by the Superintendent or
designee.

2. If any member of the public uses obscenities or speaks in a demanding, loud, insulting
and/or demeaning manner, the administrator or employee to whom the remarks are
directed will calmly and politely admonish the speaker to communicate civilly. If
corrective action is not taken by the abusing party, the District employee will verbally
notify the abusing party that the meeting, conference or telephone conversation is
terminated and, if the meeting or conference is on District premises, the offending person
will be directed to leave promptly.

3. When an individual is directed to leave under such Paragraph 1 or 2 circumstances, the
Superintendent or designee shall inform the person that he/she will be guilty of a
misdemeanor in accordance with California Education Code 44811 and Penal Codes
4155 and 626.7, if he/she reenters any district facility after being directed to leave.
Restrictions on re-entry are specifically addressed in the above-referenced codes. If an
individual refuses to leave upon request or returns before the applicable period of time,
the Superintendent or designee may notify law enforcement officials.

(cf. 5146 - Campus Disturbance)
(cf. 9323 Meeting Conduct)



BP 1311 (b)
Community Relations

Civility
Documentation

When it is determined by staff that a member of the public is in the process of violating
the provisions of this policy, an effort should be made by staff to provide a written copy
of this policy, including applicable code provisions, at the time of occurrence.

Legal Reference:

EDUCATION CODE

32210 Disturbing School

44014 Assault on Personnel
44810 Person on School Grounds
44811 Insults and Abuses

PENAL CODE

243.5 Arrest on School Grounds

415.5 Fighting on School Ground

626.8 Entry of School by Person Not on Lawful Business
627.7 Refusal to Leave School Grounds

Policy Adopted: June 29, 2015



BP 1312 (a)
Community Relations

Complaints Concerning the Schools

The Governing Board believes that the quality of the educational program can improve
when the District listens to complaints, considers differences of opinion, and resolves
disagreements through an established, objective process.

The Governing Board encourages complainants to resolve problems early and informally
whenever possible. If a problem remains unresolved, the individual should submit a
formal complaint as early as possible in accordance with appropriate District procedures.
District procedures shall be readily accessible to the public.

Individual Governing Board members do not have authority to resolve complaints. If
approached directly with a complaint, however, Governing Board members should listen
to the complaint and show their concern by referring the complainant to the
Superintendent so that the problem may receive proper consideration.

(cf. 1312.1 - Complaints Concerning District Employees)
(cf. 1312.2 - Complaints Concerning Instructional Materials)
(cf. 1312.3 - Uniform Complaint Procedures)

(cf. 3320 - Claims and Actions Against the District)

Legal Reference:

EDUCATION CODE

35146 Closed sessions

GOVERNMENT CODE

950-950.8 Actions against public employees
54957-54957.8 Closed sessions

CODE OF REGULATIONS, TITLE 5
3080 Application of section 4600-4671
4600-4671 Uniform complaint procedures

Policy Adopted: March 23, 1987



BP 1312.1 (a)
Community Relations

Complaints Concerning District Employees

The Board of Trustees accepts responsibility for providing a means by which the public
can file complaints concerning district employees. The Board desires that complaints be
resolved expeditiously without disrupting the educational process.

The Superintendent or designee shall be accessible with processes that permit public to
submit complaints concerning district employees in an appropriate way. These
regulations shall protect the rights of involved parties. The Board may serve as an
appeals body if the complaint is not resolved.

(cf. 1312.2 - Complaints Concerning Instructional Material)
(cf. 1312.3 - Uniform Complaint Procedures)
(cf. 3515.2 - Disruptions)

The Board prohibits retaliation against complainants. The Superintendent or designee at
his/her discretion may keep a complainant's identity confidential, except to the extent
necessary to investigate the complaint. The district will not investigate anonymous
complaints unless there is a concern for student welfare and/or there is a possible
violation of ethical or legal behavior.

Verbal complaints against an employee initially made to a Board member or at a Board
meeting will be referred to the Superintendent for appropriate consideration and action
according to administrative regulations.

When public complaints involve accusations of child abuse, the provisions of this policy
and regulation shall be implemented only after the child abuse reporting requirements
specified in law have been completed.

Legal Reference:

EDUCATION CODE

33308.1 Guidelines on procedure for filing child abuse complaints
35146 Closed sessions

44031 Personnel file contents and inspection

44811 Disruption of public school activities

44932-44949  Resignation, dismissal and leaves of absence (rights of employee;
procedures to follow)

48987 Child abuse guidelines

GOVERNMENT CODE

54957 Closed session; complaints re employees

54957.6 Closed session; salaries or fringe benefits



Community Relations

Complaints Concerning District Employees (continued)

PENAL CODE

273 Cruelty or unjustifiable punishment of child
11164-11174.3 Child Abuse and Neglect Reporting Act
WELFARE AND INSTITUTIONS CODE

300 Minors subject to jurisdiction of juvenile court

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;

BP 1312.1 (b)



AR 1312.1 (a)

Community Relations

Complaints Concerning District Employees

The Superintendent or designee shall determine whether a complaint should be
considered a complaint against the district and/or an individual employee, and whether it
should be resolved by the district's process for complaints concerning personnel and/or
other district procedures.

(cf. 1312.2 - Complaints Concerning Instructional Materials)
(cf. 1312.3 - Uniform Complaint Procedures)
(cf. 4144/4244/4344 - Complaints)

To promote prompt and fair resolution of the complaint, the following procedures shall
govern the resolution of complaints against district employees:

1.

Every effort should be made to resolve a complaint at the earliest possible stage.
Whenever possible, the complainant should communicate directly to the
employee in order to resolve concerns.

If a complainant is unable or unwilling to resolve the complaint directly with the
employee, he/she may submit an oral or written complaint to the employee's
immediate supervisor or the principal.

All complaints related to district personnel other than administrators shall be
submitted to the principal or immediate supervisor. Complaints related to a
principal or central office administrator shall be initially filed with the
Superintendent or designee. Complaints related to the Superintendent shall be
initially filed with the Board.

When a written complaint is received, the employee shall be notified as soon as
possible or in accordance with collective bargaining agreements.

A written complaint shall include:

a. The full name of each employee involved
b. A brief but specific summary of the complaint and the facts surrounding it
C. A specific description of any prior attempt to discuss the complaint with

the employee and the failure to resolve the matter

Staff responsible for investigating complaints shall attempt to resolve the
complaint to the satisfaction of the parties involved as expeditiously as possible.



AR 1312.1 (b)

Community Relations

Complaints Concerning District Employees (continued)

7.

10.

11.

Both the complainant and the employee against whom the complaint was made
may appeal a decision by the principal or immediate supervisor to the
Superintendent or designee, who shall attempt to resolve the complaint within 30
days. Parties should consider and accept the Superintendent or designee's decision
as final. However, the complainant, the employee, or the Superintendent or
designee may ask to address the Board regarding the complaint.

Before any Board consideration of a complaint, the Superintendent or designee

shall submit to the Board a report concerning the complaint, including but not

limited to:

a. The full name of each employee involved

b. A brief but specific summary of the complaint and the facts surrounding it,
sufficient to inform the Board and the parties as to the precise nature of the
complaint and to allow the parties to prepare a response

C. A copy of the signed original complaint

d. A summary of the action taken by the Superintendent or designee, together
with his/her specific finding that the problem has not been resolved and

the reasons

The Board may uphold the Superintendent's decision without hearing the
complaint.

All parties to a complaint may be asked to attend a Board meeting in order to
clarify the issue and present all available evidence.

A closed session may be held to hear the complaint in accordance with law.

(cf. 9321 - Closed Session Purposes and Agendas)
(cf. 9323 - Meeting Conduct)

12.

The decision of the Board shall be final.

Any complaint of child abuse or neglect alleged against a district employee shall be
reported to the appropriate local agencies in accordance with law, Board policy and
administrative regulation.

(cf. 5141.4 - Child Abuse Reporting Procedures)
Regulation Approved: March 23, 1987 Regulation Revised: September 26, 2005;



BP 1312.2
Community Relations

Complaints Concerning Instructional Materials

The Board of Trustees takes great care in the adoption of instructional materials and is
aware that all adopted materials may not be acceptable to all students, their
parents/guardians or other district residents.

(cf. 6161.1 - Selection and Evaluation of Instructional Materials)
(cf. 6161.11 - Supplementary Instructional Materials)

The Superintendent or designee shall establish procedures which will permit proper
consideration of any complaints against the use of any instructional materials, including
textbooks, supplementary textbooks, library books, and other instructional materials and
equipment.

The Board believes the Superintendent and staff are well qualified to consider complaints
concerning instructional materials. Complainants are advised to consider and accept the
Superintendent or designee's decision as final. However, if the complainant finds the
decision of the Superintendent or designee unsatisfactory, he/she may request that the
matter be placed on the agenda of a regular Board meeting.

(cf. 1312.3 - Uniform Complaint Procedures)

The Board's decision in most cases will be based on its philosophy and goals whenever
possible.

(cf. 6144 - Controversial Issues)

Legal Reference:

EDUCATION CODE

18111 Exclusion of books by governing board

35010 Control of district; prescription and enforcement of rules
60000 Power of governing board to select instructional materials
60040-60047 Content requirements for instructional materials
60200-60206 Elementary school material - selection and adoption
60400 Secondary school textbooks - selection and adoption

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



AR 1312.2 (a)
Community Relations

Complaints Concerning Instructional Materials

Complaints concerning instructional materials will be accepted only from staff, district
residents, or the parents/guardians of children enrolled in a district school.

Complaints must be presented in writing to the principal. Complaints regarding printed
material must name the author, title and publisher, and identify the objection by page and
item numbers. In the case of nonprinted material, written information specifying the
precise nature of the objection shall be given. The statement must be signed and
identified in such a way that a proper reply will be possible.

Individual students may be excused from using challenged materials after the
parent/guardian has presented a written complaint. The teacher will then assign the
student alternate materials of equal merit. Use of the materials by a class, school or the
district, however, shall not be restricted until so directed by the Superintendent/designee.

Upon receiving a complaint, the principal will acknowledge its receipt and answer any
questions regarding procedure. The principal will then notify the Superintendent or
designee and the teacher(s) involved of the complaint. The Superintendent or designee
will determine whether the complaint should be considered on an individual basis or
whether a review committee should be convened. The Superintendent should make the
Board aware if there are complaints regarding instructional materials.

The use of challenged materials by class, school or district shall not be restricted until
final disposition has been made by the Superintendent.

A review committee may be formed under the direction of the Superintendent or
designee. It may be composed of the principal and five or more staff members selected by
the Superintendent or designee from relevant administrative and instructional areas.

In deliberating challenged materials, the Superintendent and/or review committee shall
consider the educational philosophy of the district; the professional opinions of other
teachers of the subject and of other competent authorities; reviews of the materials by
reputable bodies; the teacher's stated objectives in using the materials; and the objections
of the complainant.

The Superintendent and/or review committee shall determine the extent to which the
challenged material supports the curriculum, the educational appropriateness of the
material, and its suitability for the age level of the student.

If a review committee is convened, it shall summarize its findings in a written report and
submit it to the Superintendent or designee for final action. The Superintendent or
designee shall notify the complainant of his/her decision as soon as possible.



AR 1312.2 (b)
Community Relations

Complaints Concerning Instructional Materials (continued)

The report of the review committee together with the Superintendent or designee's
recommendation may be brought to the Board for consideration and final decision.

When any challenged instructional material is reviewed by the district, it shall not be
subject to any additional reconsideration for 12 months.

COUNTY OR STATE-ADOPTED MATERIAL

If the challenged material has been adopted by the County Board of Education, the
Superintendent or designee may forward the complaint, without action, to the office of
the County Superintendent of Schools for reevaluation and decision.

If the questioned material has been adopted by the State of California, the Superintendent
or designee may forward the complaint, without action, to the California Department of
Education for reevaluation and decision.

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005;



E 1312.2 (a)
Community Relations

Complaints Concerning Instructional Materials
REQUEST FOR RECONSIDERATION OF
INSTRUCTIONAL MATERIALS

DATE:

TITLE:

AUTHOR:

PUBLISHER:

DATE OF EDITION:

REQUEST RECEIVED BY:

TITLE:

Complainant’s Name:

Phone:

Complainant Represents:

Himself/Herself:
Organization or Group:

1. To what do you object? (Please be specific: cite pages, tape sequence, video
frame, and words)

2. What do you feel would be the result of reading/viewing this material?

3. Did you read/view the entire selection?

4, If not, what percentage did you read/view, or what parts?



E 1312.2 (b)
Community Relations

Complaints Concerning Instructional Materials (continued)

5. What would you like the school to do about this material?
* Do not assign it to my child.
* Withdraw it from all students.
* Re-evaluate it.

6. If you are a parent, please indicate the name of your student, grade level, teacher
and school.
Student Grade Level
Teacher School

Signature of complainant

Action taken:

Date:

Exhibit Approved: March 23, 1987
Exhibit Revised: September 26, 2005;



Community Relations BP 1312.3 (a)
Uniform Complaint Procedures

The Board of Trustees recognizes that the District is primarily responsible for complying
with applicable state and federal laws and regulations governing educational programs.
The Board encourages the early, informal resolution of complaints at the site level
whenever possible and shall seek to resolve those complaints in accordance with the
District’s uniform complaint procedures.

The district's uniform complaint procedures (UCP) shall be used to investigate and
resolve the following complaints:

1. Any complaint alleging district violation of applicable state or federal law or
regulations governing adult education programs, consolidated categorical aid programs,
migrant education, career technical and technical education and training programs, child
care and development programs, child nutrition programs, and special education
programs (5 CCR 4610)

(cf. 3553 - Free and Reduced Price Meals)

(cf. 3555 - Nutrition Program Compliance)

(cf. 5141.4 - Child Abuse Prevention and Reporting)

(cf. 5148 - Child Care and Development)

(cf. 6159 - Individualized Education Program)

(cf. 6171 - Title I Programs)

(cf. 6174 - Education for English Language Learners)
(cf. 6175 - Migrant Education Program)

(cf. 6178 - Career Technical Education)

(cf. 6178.1 - Work-Based Learning)

(cf. 6178.2 - Regional Occupational Center/Program)
(cf. 6200 - Adult Education)

2. Any complaint alleging unlawful discrimination, including discriminatory
harassment, intimidation, or bullying, in district programs and activities against any
person based on his/her actual or perceived characteristics of race or ethnicity, color,
ancestry, nationality, national origin, ethnic group identification, age, religion, marital or
parental status, physical or mental disability, sex, sexual orientation, gender, gender
identity, gender expression, or genetic information, or any other characteristic identified
in Education Code 200 or 220, Government Code 11135, or Penal Code 422.55, or based
on his/her association with a person or group with one or more of these actual or
perceived characteristics (5 CCR 4610)

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 4030 - Nondiscrimination in Employment)

(cf. 4031 - Complaints Concerning Discrimination in Employment)
(cf. 5145.3 - Nondiscrimination/Harassment)



Community Relations BP 1312.3 (b)
Uniform Complaint Procedures
(cf. 5145.7 - Sexual Harassment)

3. Any complaint alleging bullying in district programs and activities, regardless of
whether the bullying is based on a person's actual or perceived characteristics of race or
ethnicity, color, ancestry, nationality, national origin, ethnic group identification, age,
religion, marital or parental status, physical or mental disability, sex, sexual orientation,
gender, gender identity, gender expression, or genetic information, or any other
characteristic identified in Education Code 200 or 220, Government Code 11135, or
Penal Code 422.55, or based on his/her association with a person or group with one or
more of these actual or perceived characteristics

(cf. 5131.2 - Bullying)

4. Any complaint alleging district violation of the prohibition against requiring
students to pay fees, deposits, or other charges for participation in educational activities
(5 CCR 4610)

(cf. 3260 - Fees and Charges)
(cf. 3320 - Claims and Actions against the District)

5. Any complaint alleging that the district has not complied with legal requirements
related to the implementation of the local control and accountability plan (Education
Code 52075)

(cf. 0460 - Local Control and Accountability Plan)

6. Any complaint alleging retaliation against a complainant or other participant in
the complaint process or anyone who has acted to uncover or report a violation subject to
this policy

The Board acknowledges and respects student and employee rights to privacy. In filing
and investigating complaints, the confidentiality of the parties involved shall be protected
as required by law. This includes keeping the identity of the complainant alleging
discrimination, harassment, intimidation, and bullying remain confidential except to the
extent necessary to carry out the investigation or proceedings, as determined by the
Superintendent or designee on a case-by-case basis.

cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged
Information)

(cf. 5125 - Student Records)

(cf. 9011 - Disclosure of Confidential/Privileged Information)



Community Relations BP 1312.3 (¢)
Uniform Complaint Procedures

When an allegation that is not subject to the UCP is included in a UCP complaint, the
district shall refer the non-UCP allegation to the appropriate staff or agency and shall
resolve the UCP-related allegation(s) through the district's UCP.

The Superintendent or designee shall provide training to district staff to ensure awareness
and knowledge of current law and related requirements, including the steps and timelines
specified in this policy and the accompanying administrative regulation.

(cf. 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)

The Superintendent or designee shall maintain records of all UCP complaints and the
investigations of those complaints. All such records shall be destroyed in accordance
with applicable state law and district policy.

(cf. 3580 - District Records)

Non-UCP Complaints

The following complaints shall be referred to other agencies for appropriate resolution
and are not subject to the UCP process set forth in this policy unless these procedures are
made applicable by separate interagency agreements: (5 CCR 4611)

1. Allegations of child abuse shall be referred to County Department of Social
Services (DSS), Protective Services Division, or appropriate law enforcement
agency.

2. Employment discrimination complaints shall be sent to the State Department
of Fair Employment and Housing (DFEH) and the compliance officer shall
notify the complainant by first class mail of the transfer.

3. Allegations of fraud shall be referred to the Legal, Audits, ad Compliance
Branch in the California Department of Education (CDE).

4. Any complaint alleging health and safety violations by a child development
program shall, for licensed facilities, be referred to Department of Social
Services and shall, for licensing-exempt facilities, be referred to the
appropriate Child Development regional administrator.



Community Relations BP 1312.3 (d)
Uniform Complaint Procedures
Filing a Complaint with the District Except for Williams

Complaints regarding instructional materials, emergency or urgent facilities conditions
that pose a threat to the health or safety of pupils or staff, and teacher vacancies or
misassignments, and complaints that allege discrimination, harassment, intimidation, and
bullying, any individual, public agency or organization may file a written complaint with
the district superintendent of his/her designee alleging a matter which, if true, would
constitute a violation by the District of federal or state law or regulation governing a
program (Education Code 35186).

(cf. 1312.4 - Williams Uniform Complaint Procedures)

Legal Reference:

EDUCATION CODE

200-262.4 Prohibition of discrimination

8200-8498 Child care and development programs
8500-8538 Adult basic education

18100-18203 School libraries

32289 School safety plan, uniform complaint procedures
35186 Williams uniform complaint procedures

48985 Notices in language other than English
49010-49013 Student fees

49060-49079 Student records

49490-49590 Child nutrition programs

52060-52077 Local control and accountability plan, especially
52075 Complaint for lack of compliance with local control and accountability plan
requirements

52160-52178 Bilingual education programs
52300-52490 Career technical education

52800-52870 School-based coordinated programs
54400-54425 Compensatory education programs
54440-54445 Migrant education

54460-54529 Compensatory education programs
56000-56867 Special education programs
59000-59300 Special schools and centers
64000-64001 Consolidated application process
GOVERNMENT CODE

Government Code [GC] Section 11135

12900-12996 Fair Employment and Housing Act
PENAL CODE

422.55 Hate crime; definition

422.6 Interference with constitutional right or privilege
CODE OF REGULATIONS, TITLE 5
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Uniform Complaint Procedures

3080 Application of section

4600-4687 Uniform complaint procedures

4900-4965 Nondiscrimination in elementary and secondary education programs
UNITED STATES CODE, TITLE 20

1221 Application of laws

1232¢g Family Educational Rights and Privacy Act

1681-1688 Title IX of the Education Amendments of 1972

6301-6577 Title I basic programs

6801-6871 Title Il language instruction for limited English proficient and immigrant
students

7101-7184 Safe and Drug-Free Schools and Communities Act

7201-7283g Title V promoting informed parental choice and innovative programs
7301-7372 Title V rural and low-income school programs

12101-12213 Title 11 equal opportunity for individuals with disabilities
UNITED STATES CODE, TITLE 29

794 Section 504 of Rehabilitation Act of 1973

UNITED STATES CODE, TITLE 42

2000d-2000e-17 Title VI and Title VI Civil Rights Act of 1964, as amended
2000h-2-2000h-6 Title IX of the Civil Rights Act of 1964

6101-6107 Age Discrimination Act of 1975

CODE OF FEDERAL REGULATIONS, TITLE 28

35.107 Nondiscrimination on basis of disability; complaints

CODE OF FEDERAL REGULATIONS, TITLE 34

99.1-99.67 Family Educational Rights and Privacy

100.3 Prohibition of discrimination on basis of race, color or national origin
104.7 Designation of responsible employee for Section 504

106.8 Designation of responsible employee for Title I1X

106.9 Notification of nondiscrimination on basis of sex

110.25 Notification of nondiscrimination on the basis of age

Management Resources:

U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS
PUBLICATIONS

Questions and Answers on Title IX and Sexual Violence, April 2014

Dear Colleague Letter: Bullying of Students with Disabilities, August 2013
Dear Colleague Letter: Sexual Violence, April 2011

Dear Colleague Letter: Harassment and Bullying, October 2010

Revised Sexual Harassment Guidance: Harassment of Students by School Employees,
Other Students, or Third Parties, January 2001

WEB SITES

CSBA: http://lwww.csba.org

California Department of Education: http://www.cde.ca.gov

U.S. Department of Education, Office for Civil Rights:



Community Relations BP 1312.3 (f)
Uniform Complaint Procedures

http://www.ed.gov/about/offices/list/ocr

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; June 18, 2012; October 15, 2012; February 4, 2013;
March 9, 2015



AR 1312.4 (a)

Community Relations

Williams Uniform Complaint Procedures

The District shall use the following procedures to investigate and resolve complaints
when the complainant alleges that any of the following has occurred: (Education Code

35186)

1. Textbooks and Instructional materials

a.

b.

A student, including an English learner, does not have standards-aligned
textbooks or instructional materials or State- or District-adopted textbooks or
other required instructional materials to use in class.

A student does not have access to instructional materials to use at home or after
school in order to complete required homework assignments.

Textbooks or instructional materials are in poor or unusable condition, have
missing pages, or are unreadable due to damage.

2. Teacher vacancy or misassignment

a.

b.

C.

A semester begins and a certificated teacher is not assigned to teach the class.
Vacancy means a position to which a single designated certificated employee has
not been assigned at the beginning of the year for an entire year or, if the position
is for a one-semester course, a position to which a single designated certificated
employee has not been assigned at the beginning of a semester for an entire
semester. (Education Code 33126) Beginning of the year or semester means the
first day classes necessary to serve all the students enrolled are established with a
single designated certificated employee assigned for the duration of the class, but
not later than 20 working days after the first day students attend classes for that
semester. (5 CCR 4600)

A teacher who lacks credentials or training to teach English learners is assigned to
teach a class with more than 20 percent English-learner students in the class.

A teacher is assigned to teach a class for which the teacher lacks subject matter
competency. Misassignment means the placement of a certificated employee in a
teaching or services position for which the employee does not hold a legally
recognized certificate or credential or the placement of a certificated employee in
a teaching or services position that the employee is not otherwise authorized by
statute to hold. (Education Code 35186)



AR 1312.4 (b)
Community Relations

Williams Uniform Complaint Procedures (continued)
3. Facilities

a. A condition poses an emergency or urgent threat to the health or safety of students
or staff members. Emergency or urgent threat means structures or systems that
are in a condition that poses a threat to the health and safety of students or staff
members while at school, including but not limited to gas leaks; nonfunctioning
heating, ventilation, fire sprinklers, or air-conditioning systems; electrical power
failure; major sewer stoppage; major pest or vermin infestation; broken windows
or exterior doors or gates that will not lock and that pose a security risk;
abatement of hazardous materials previously undiscovered that pose an immediate
threat to students or staff members; or structural damage creating a hazardous or
uninhabitable condition. (Education Code 17592.72)

Filing of Complaint

A complaint alleging any condition(s) specified above shall be filed with the principal or
designee at the school in which the complaint arises. The principal or designee shall
forward a complaint about problems beyond his/her authority to the Superintendent or
designee in a timely manner, but not to exceed ten working days. (Education Code
35186)

The principal or designee shall make all reasonable efforts to investigate any problem
within his/her authority. He/she shall remedy a valid complaint within a reasonable time
period not to exceed 30 working days from the date the complaint was received.
(Education Code 35186)

Complaints may be filed anonymously. If the complainant has indicated on the
complaint form that he/she would like a response to his/her complaint, the principal or
designee shall report the resolution of the complaint to him/her within 45 working days of
the initial filing of the complaint. If a response is requested, the response shall be made
to the mailing address of the complainant as indicated on the complaint form. At the
same time, the principal or designee shall report the same information to the
Superintendent or designee. (Education Code 35186)

If a complainant is not satisfied with the resolution of the complaint, he/she may describe the
complaint to the Board of Trustees at a regularly scheduled hearing. (Education Code 36186)



AR 1312.4 (c)
Community Relations

Williams Uniform Complaint Procedures (continued)

For complaints concerning a facility condition that poses an emergency or urgent threat
to the health or safety of students as described in item #3a above, a complainant who is
not satisfied with the resolution proffered by the principal, Superintendent, or designee
may file an appeal to the Superintendent of Public Instruction within 15 days of receiving
the District’s response. The complainant shall comply with the appeal requirements
specified in 5 CCR 4632. (Education Code 35186)

Complaints and written responses shall be public records. (Education Code 35186)
Reports

The Superintendent or designee shall report summarized data on the nature and resolution
of all complaints on a quarterly basis to the Board of Trustees and the County
Superintendent of Schools. The report shall include the number of complaints by general
subject area with the number of resolved and unresolved complaints. These summaries
shall be publicly reported on a quarterly basis at a regularly scheduled Board of Trustees
meeting. (Education Code 35186)

Forms and Notices

The Superintendent or designee shall ensure that the District’s complaint form contains a
space to indicate whether the complainant desires a response to his/her complaint and
specifies the location for filing a complaint. A complainant may add as much text to
explain the complaint as he/she wishes. (Education Code 35186)

The Superintendent or designee shall ensure that a notice is posted in each classroom in
each school containing the components specified in Education Code 35186. (Education
Code 35186)

Legal Reference:

EDUCATION CODE

1240 County superintendent of schools, duties

17592.72 Urgent or emergency repairs, School Facility Emergency Repair Account
33126 School Accountability Report Card

35186 Alternative uniform complaint procedure

60119 Hearing on sufficiency of instructional materials

CODE OF REGULATIONS, TITLE 5

4600-4671 Uniform complaint procedures

Regulation Approved: December 6, 2004
Regulation Revised: September 26, 2005; August 2, 2006
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Community Relations

Williams Uniform Complaint Procedures

NOTICE TO PARENTS/GUARDIANS
COMPLAINT RIGHTS

Parents/Guardians

Education Code 35286 requires that the following notice be posted in your child’s
classroom:

1.

There should be sufficient textbooks and instructional materials. For there to be
sufficient textbooks and instructional materials, each student, including English
learners, must have a textbook or instructional material, or both, to use in class
and to take home to complete required homework assignments.

School facilities must be clean, safe and maintained in good repair. Good repair
means that the facility is maintained in a manner that assures that it is clean, safe
and functional as determined by the Office of Public School Construction.

There should be no teacher vacancies or misassignments. “Misassignment”
means the placement of a certificated employee in a teaching or services position
for which the employee does not hold a legally recognized certificate or credential
or the placement of a certificated employee in a teaching or services position that
the employee is not otherwise authorized by statute to hold. “Teacher vacancy”
means a position to which a single designated certificated employee has not been
assigned at the beginning of the school year for the entire year or, if the position is
for a one-semester course, a position to which a single designated certificated
employee has not been assigned at the beginning of the semester for the entire
semester.

To file a complaint regarding any of the above matters, complaint forms can be
obtained at the principal’s office or the District office, or can be downloaded from
the District’s or California Department of Education’s Web site.

If you do not think these requirements are being met, you can obtain a Uniform
Complaint Form in the Principal’s Office.

Education Code Section 35186
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Williams Uniform Complaint Procedures (continued)

COMPLAINT FORM: WILLIAMS UNIFORM COMPLAINT PROCEDURE
Complaints may be filed anonymously. However, if you wish to receive a response to
your complaint, you must provide the contact information below.

Response requested? U Yes U No

Name:

Address:

Phone Number: Day: Evening:

Location of the Problem that is the subject of this complaint:
School:

Course or Grade and Teacher Name:

Room Number of Name of Room:

Date Problem was Observed:

Only the following issues may be the subject of this complaint process. If you wish to
complain about an issue not specified below, please use the appropriate District
complaint procedure.

Specific issue(s) of the complaint: Please check all that apply:

1. Textbooks and instructional materials:

O A student, including an English learner, does not have standards-aligned
textbooks or instructional materials or State-adopted or District-adopted
textbooks or other required instructional materials to use in class.

O A student does not have access to instructional materials to use at home or after
school.

O  Textbooks or instructional materials are in poor or unusable condition, have
missing pages, or are unreadable due to damage.

O A student was provided photocopied sheets from only a portion of a textbook or
instructional materials to address a shortage of textbooks or instructional
materials.
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Williams Uniform Complaint Procedures (continued)

2. Teacher vacancy or misassignment:

U Teacher vacancy — A semester begins and a teacher is not assigned to teach the
class.

U  Teacher missassignment — A teacher lacks credentials or training to teach
English learners or is assigned to teach a class with more than 20% English
learners in the class.

U Teacher missassignment — A teacher is assigned to teach a class for which the
teacher lacks subject matter competency.

3. Facility conditions:

O A condition exists that poses an emergency urgent or threat to the health or
safety of students or staff as defined in AR 1312.4.

Please describe the issue of your complaint in detail. You may attach additional pages if
necessary to fully describe the situation:

Complaint form must be filed with the Principal of the school named in the complaint.

Please provide a signature below. If you wish to remain anonymous, a signature is not
required. However, all complaints, even anonymous ones, should be dated.

(Signature) (Date)

August 2, 2006
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Community Relations

Gifts to School Personnel

The Board of Trustees believes that feelings of appreciation can be expressed in many
ways. The Board discourages students and parents/guardians from giving gifts to staff
members, and instead encourages them to write personal notes of appreciation. When
accepting gifts, staff should be sensitive to the feelings of other students and use
discretion when opening the gifts in front of others.

Gifts from Vendors

District employees shall not accept any gift, commission or gratuity from individuals or
companies doing business with the district. The district may reject bids from vendors
who offer such incentives.

Legal References

EDUCATION CODE

60071 Bribery of school official by publisher or manufacturer

60072 Acceptance of bribe by school official

60073 Penalties for violation of article

60074 Supplying sample copies

60075 Receiving sample copies

60076 Inapplicability of article; royalties or other compensation of school official for
writing or preparing instructional materials; claim of district to royalty

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005



BP 1321 (a)
Community Relations

Solicitation Of Funds From And By Students, School Photographs, Distribution of
Materials by School Personnel

Solicitation of Funds

The Board of Trustees recognizes that student participation in fund-raising activities for
the schools can help develop a sense of social responsibility in students, enhance the
relationship between the school and community, and contribute to the improvement of
the school program.

(cf. 1325 - Advertising and Promotion)

(cf. 4135/4235/4335 - Soliciting and Selling)

(cf. 5022 - Student and Family Privacy Rights)

(cf. 6142.4 - Learning through Community Service)

When solicitations are made on behalf of the school, students shall not be barred from an
event or activity because they did not participate in fund-raising. Potential donors,
including parents/guardians and members of the community, should not be unduly
pressured to contribute to the school system. Staff is expected to emphasize the fact that
donations are always voluntary.

The Superintendent, Principal or designee shall make every effort to see that
parents/guardians are informed of the purpose of fund-raisers.

Solicitations on Behalf of the School

With the prior approval of the Superintendent, Principal or designee, official school-
related organizations may organize fund-raising events involving students.

(cf. 0420 - School Plans/Site Councils)

(cf. 1230 - School-Connected Organizations)
(cf. 1260 - Educational Foundation)

(cf. 3290 - Gifts, Grants and Bequests)

(cf. 3554 - Other Food Sales)

Upon request, after the fund-raiser has been held, parents/guardians may be informed
how much money was raised and how it was spent.

Commercial/Philanthropic Collections
The Lowell Joint School District and its employees shall not act as agents for commercial

and philanthropic organizations. Exceptions to this rule will be permitted only by action
of the Board or Superintendent/designee.
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Community Relations

Solicitation Of Funds From And By Students, School Photographs, Distribution of
Materials by School Personnel (continued)

School Photographs

The Superintendent may appoint one or more photographic companies annually to
photograph children attending the Lowell Joint School District schools, in order that
miniature likenesses may be attached to the children’s cumulative record folders.

Classroom Interference

It is the purpose of this policy to minimize classroom interference with the instructional
programs throughout the district.

For purposes of this policy, classroom interference is defined as any activity that would
interrupt the normal instructional program and which would make it necessary for the
teacher to act as a clerk, bookkeeper or collector of funds for any outside agency other
than PTA, with the exception of those activities specifically permitted by the Board of
Trustees or the Superintendent.

Student Distribution of Printed Materials

Distribution of the following printed materials may be made to parents through children
in the schools upon approval of the Superintendent or his delegate:

1. Materials from the Parent-Teacher Association

2. Materials from school councils and other organizations that function as a semi-
official body of the school district.

3. Materials pertaining from youth character-building organizations.

4. Materials pertaining to activities of the Lowell Joint School District community
and related agencies.

5. Materials informing parents concerning cultural activities where such activities
are on a non-profit basis, non-profit being defined as: all proceeds derived from
the activity must be used for the direct welfare of the children of the Lowell Joint
School District.
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Community Relations

Solicitation Of Funds From And By Students, School Photographs, Distribution of
Materials by School Personnel (continued)

6. Such other material as the Board or District Administration may consider and
approve from time to time.

Legal Reference:

EDUCATION CODE

51520 Prohibited solicitations on school premises
51521 Unlawful solicitations of contribution or purchase of personal property for benefit
of public school or student body; exception
BUSINESS AND PROFESSIONS CODE
17510-17510.95 Charitable solicitations

PENAL CODE

319-329 Raffles

REVENUE AND TAX CODE

6361 Sales tax exemption for certain sales

CODE OF REGULATIONS, TITLE 8

11706 Dangerous activities and occupations

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005



AR 1321 (a)
Community Relations

Solicitation Of Funds From And By Students
The Superintendent, Principal or designee shall approve all fund-raising activities before
the activity. If the event involves a contract with a commercial vendor, the

Superintendent, Principal or designee shall review the contract.

In order to minimize interruptions to the educational program, staff shall limit fund-
raising activities to appropriate time periods designated by the principal or designee..

(cf. 6116 - Classroom Interruptions)

No student shall be required to raise a specified amount of money in order to participate
in an activity sponsored by a school-related organization.

(cf. 1230 - School-Connected Organizations)

Students engaged in fund-raising activities on behalf of the school or for school-related
projects are expected to be courteous and respectful towards all individuals and
businesses.

Door-to-Door Sales

Students under 16 years old may engage in door-to-door sales of newspaper or magazine
subscriptions, candy, cookies, flowers or other merchandise under the following

recommended conditions:

1. The students shall work in pairs, as a team, on the same or opposite side of the
street. (8 CCR 11706)

2. The students shall be supervised by an adult. (8 CCR 11706)

3. The students must be within the sight or sound of their adult supervisor at all
times. (8 CCR 11706)

4. The students shall be returned to their respective homes or meeting places after
each day's work unless otherwise stipulated by their parent/guardian. (8 CCR
11706)

5. The students shall not engage in door-to-door sales after dark without adult

supervision.



AR 1321 (b)
Community Relations

Solicitation Of Funds From And By Students

6. The students shall not work outside of their immediate neighborhood unless
accompanied by a parent/guardian or adult supervisor..

7. Students in grades K-3 shall not be involved in any door-to-door sales or

solicitations unless accompanied by their parent/guardian..

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005



BP 1325 (a)
Community Relations

Advertising And Promotion

Public Information Materials

To cooperate in publicizing community services, special events and public meetings of
interest to students and parents, the Superintendent or designee may approve the
distribution of printed materials prepared by governmental agencies or service
organizations that extend the community’s cultural, recreational, artistic or educational
opportunities.

Materials to be distributed shall not include:

1. Any material that is obscene, libelous or slanderous, or that incites students to
commit unlawful acts, violate school rules or disrupt the school’s orderly
operation.

2. Any material that attacks or denigrates any group on account of sex, race, color,

religion, ancestry, national origin, handicap or disadvantage.

3. Any material that promotes a particular religious belief or any religious tract
material.

All informational materials to be distributed shall bear the name and contact location of
the sponsoring group.

Commercial Advertising

Advertising of commercial products or services may be distributed in district schools
only when prior approval has been granted by the Superintendent.

District schools shall not distribute unsolicited merchandize for which an ensuing
payment is requested.

Use of Students

Public information materials approved by the Superintendent or designee may be
disseminated by students on a voluntary basis. All surveys or questionnaires requiring
student or parent/guardian response must be approved by the Superintendent or designee
prior to dissemination. Students shall not be asked to distribute commercial advertising.



BP 1325 (b)
Community Relations

Advertising And Promotion (continued)

(cf. 1400 - Relations Between Other Governmental Agencies and the Schools)
(cf. 5145.2 - Freedom of Speech/Expression)

(cf. 6145.5 - Student Organizations and Equal Access)

(cf. 6162.8 - Research)

(cf. 1160 - Political Processes)

(cf. 1330 - Use of School Facilities)

(cf. 4119.25/4219.25/4319.25 - Political Activities of Employees)

Legal Reference:

EDUCATION CODE

7050-7058 Political activities of school officers and employees
35160 Authority of governing boards

35160.1 Broad authority of school districts

35172 Promotional activities

38130-38138 Civic Center Act

48907 Student exercise of free expression
BUSINESS AND PROFESSIONS CODE

25664 Advertisements encouraging minors to drink
U.S. CONSTITUTION

Amendment 1, Freedom of speech and expression

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005



BP 1330 (a)
Community Relations

Use Of School Facilities

The Board of Trustees recognizes that district facilities are a community resource whose
primary purpose is to be used for school programs and activities. The Board authorizes
the use of school facilities by community groups for purposes provided for in the Civic
Center Act when such use does not interfere with school activities.

(cf. 6145.5 - Student Organizations and Equal Access)

All school-related activities (clubs, class events etc.) shall be given priority in the use of
facilities under the Civic Center Act.

The Superintendent or designee shall maintain procedures and regulations for the use of
school facilities and grounds that: (Education Code 38133)

1. Encourage and assist groups desiring to use school facilities for approved
activities.
2. Preserve order in school buildings and on school grounds and protect school

facilities, designating a person to supervise this task, if necessary.

3. Ensure that the use of school facilities or grounds is not inconsistent with their use
for school purposes and does not interfere with the regular conduct of school
work.

The Board authorizes the use of school facilities without charge by nonprofit
organizations, clubs or associations organized to promote youth and school activities.
These groups include, but are not limited to, Girl Scouts, Boy Scouts, Camp Fire, Inc.,
parent-teacher associations, and school-community advisory councils. Other groups
requesting the use of school facilities under the Civic Center Act shall be charged at least
direct costs.

The Board shall also grant the use of school facilities without charge to school-related
organizations whose activities are directly related to or for the benefit of district schools
(PTA, booster, school foundation or student based groups.) Other groups requesting the
use of school facilities under the Civic Center Act shall be charged at least direct costs,
including a non-refundable processing fee.

The Board of Trustees reserves the right to cancel any application upon one week’s
notice to any organization when the facilities of the school will be needed for the use of
school activities or the Parent-Teachers Association



BP 1330 (b)
Community Relations

Use Of School Facilities (continued)

To prevent conflicts between groups wishing to use the same facilities at the same time,
the following priority system is established and the Superintendent or person designated
by him is authorized to make final determination.

a. Activities and programs of the school directly related to the instructional program
and educational offerings of the school.

b. Events and activities that are designed to serve the youth and citizens of the
individual school community.

C. Groups whose primary purpose is service to youth, i.e., YMCA, YWCA, Boy
Scouts, Girl Scouts, Camp Fire Girls, etc.

d. Civic and service groups whose interest is to improve the general welfare of the
community and where no admission is charged.

e. First priority will be given to those groups in categories, a, b and c that involve
15 or more persons.

The Board of Trustees shall grant the use of school buildings, grounds and equipment to
public agencies, including the American Red Cross, for mass care and welfare shelters
during disasters or other emergencies affecting the public health and welfare. The Board
of Trustees shall cooperate with these agencies in furnishing and maintaining such
services as the Board of Trustees may deem necessary to meet the needs of the
community.

In accordance with the provisions of the Education Code of the State of California, Civic
Centers are established at each school within the district and at the Board Room in the
District Administration Office.

The use of school facilities shall not be granted in such a manner as to constitute a
monopoly of said facilities for the benefit of any single person or organization. Except in
the case of long-term leases, the privilege of using school facilities shall not be granted
for a period exceeding one school year. The Board may renew or revoke this privilege at
any time.

It shall be the policy of the Board of Trustees that any school facilities may be used
without charge, except labor costs, as a polling place for any national, state, county,
district and/or city election.



BP 1330 (c)
Community Relations

Use Of School Facilities (continued)

The Board of Trustees may grant use of school facilities to church or religious
organizations for religious services for temporary periods where no suitable meeting
place can be found. The Board shall charge an amount sufficient to pay cost of supplies
utilities and salaries of employees necessitated by such use of school property.

Possession, distribution or use of alcoholic beverages on school premises is prohibited.

Use of profane language, quarreling or fighting, betting and/or other forms of gambling
shall constitute sufficient cause for revocation of any future privileges concerning the use
of school facilities. It shall be the responsibility of the Superintendent to call to the
attention of the Board such violations so that the Board may take suitable action against
the offending organization.

A copy of the Board’s policy and regulations governing use of school facilities shall be
issued to those persons or groups requesting use of district facilities or grounds.

Legal Reference:

EDUCATION CODE

10900-10914.5 Community Recreation Programs

32282 School safety plan

38130-38138 Civic Center Act: use of school property for public purposes
BUSINESS AND PROFESSIONS CODE

25608 Alcoholic beverage on public school facilities

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; June 18, 2013



Community Relations
Use Of School Facilities

Payment for Use of Facilities

AR 1330 (a)

A. No charge will be made for use of facilities that fall clearly under the provisions of the
Education Code 40040-40047.
B. A non-refundable processing fee.
C. A scale of fees is adopted for non-civic center uses.
1. Auditorium or Cafeteria $50 for each time used, if used for projects other than those
included in the Civic Center Act
Parking Lot. $10 per day ($3 p/day regular users) plus custodial salaries
Use of Kitchen $5.00 per day plus cafeteria employee salary
Grounds $20.00 per day plus cafeteria employee salary

Custodial Services
Cafeteria Employees

oM~ wN

$8.00 per hour
$6.00 per hour

Definition of Use
(As defined by Ed. Code of State
of California and the Los Angeles
County Counsel)

PTA, YMCA, YWCA, | Organizations, Clubs, | Other Groups
Boy Scouts, Girl Scouts, | Assn.  Or  Groups
Camp Fire Girls, Etc. | organized for general
(reg. scheduled mtgs.) charter or  welfare
purposes

No admission fees are charged
and no contributions solicited.

Admission fees are charged or
contributions solicited and there
are no net receipts or net receipts
are expended for either the
welfare of the pupils or the
district or for charitable purposes.

Admission fees charged,
contributions solicited and net
membership dues collected or the
net receipts are not expended for
either the welfare or the pupils of
the District or for charitable
purposes, or the receipts are not
used solely for support of the
group or the advancement of
character building or welfare of
the group

No charge (when | May Charge May Charge
personnel regularly
assigned to facility)

May Charge May Charge May Charge

Must Charge Must Charge Must Charge

Religious or Sectarian Use

MUST CHARGE

Commercial Use

PROHIBITED




AR 1330 (b)
Community Relations

Use of Facilities (continued)

Organizations, clubs, associations or groups for which NO CHARGE is indicated shall be
allowed free use of established civic centers, not to exceed three hours per meeting,
during regular working hours of assigned custodians, except that on all Saturdays and
Sundays and on all legal and local holidays and vacation periods or hours in excess of
regularly assigned hours, charges shall be made for custodial services in accordance with
the Table of Charges. (FREE USE IS LIMITED TO A MEETING PLACE, P.A.
SYSTEM, LIGHTS AND ONE CUSTODIAN FOR THREE HOURS PER MEETING).



AR 1330 (c)

Community Relations

Use Of School Facilities (continued)
General Provisions

A. District-owned audio-visual equipment may be used by groups on the school
premises provided the equipment is operated by an employee of the district
or by a person approved and checked out by the principal of the school.
Application for use of such equipment must be made at the time of the
original application for building use.

B. Organizations meeting regularly at scheduled times throughout the year in
the same location may make one application to cover the entire school year.
Meeting dates must be specified.

C. Use shall not be inconsistent with the intended purposes of the buildings
and grounds. (Ed. Code 40041)

D. Civic Center activities shall not interfere with the conduct of regular
school activities.

E. No use shall be granted to any individual, society, group, or organization
whose acts or purposes would establish or overthrow the government of the
States, or the United States, by any unlawful means.

F. Classrooms will be used only under the following conditions:

1. Other facilities, i.e., auditorium, multipurpose rooms, are not
available for use by the groups.

2. The principal involved concurs on classroom availability.

3. Use of classrooms shall in no way interfere with the educational program
being carried on in the classroom. Permission to use specific
classrooms may be revoked or cancelled by the building principal with
the approval of the Superintendent.

4. Arrangements for classroom use shall be made at least one week prior to
the actual use and application shall be made for this use at the
District Administration Office.



AR 1330 (d)
Community Relations

Use Of School Facilities (continued)
General Provisions (continued)
5. Specific use time will be established and strictly observed by the group.

6. When possible, groups of children using classroom facilities will be
assigned to rooms used by their age levels during the school day.

7. Classrooms will be used only after the majority of the pupils controlled
in the school have been dismissed.

8. The building principal may designate certain toilet room facilities and
play areas to be used by the groups.



AR 1330 (e)
Community Relations
Use of School Facilities (continued)

LOWELL JOINT SCHOOL DISTRICT
USE OF PROPERTY UNDER CIVIC CENTER ACT

Section 40045 of the Education Code requires that “the governing board shall require the
making and delivery to such governing board by such applicant of a written statement of
information in the following form.”

STATEMENT OF INFORMATION

“The undersigned states that, to the best of his or her knowledge, the school
property for use of which application is hereby made will not be used for the commission
of any act intended to further any program or movement the purpose of which is to
accomplish the overthrow of the government of the United States by force, violence or
other unlawful means:

“That , the organization on whose behalf he or she is
making application for use of school property does not, to the best of his or her
knowledge, advocate the overthrow of the Government of the United States or the State
of California by force, violence or other unlawful means, and that, to the best of his or her
knowledge it is not a communist-action organization or communist-front organization
required by law to be registered with the Attorney General of the United States. This
statement is made under the penalties of perjury,”

Signature (see next paragraph)

“Any person applying for the use of school property on behalf of any society,
group or organization shall be a member of such applicant group and, unless he or she is
an officer of the group, must present written authorization from such applicant group to
make the application.”

“The school board may require the furnishing of such additional information as it
deems necessary to make the determination that the use of school property for which
application is made would not violate Section 40044 of the Education Code.”

Section 40046 of the Education Code reads:

“Written statements of information as required by Section 40045 need not be
under oath, but shall contain a written declaration that they are made under the penalties
of perjury, and any person so signing such statement who willfully states therein as true
any material matter which he knows to be false, is subject to the penalties prescribed for
perjury in the Penal Code of this State.”



AR 1330 (f)

Community Relations

Use of School Facilities (continued)

To protect the district’s property, insure the physical well-being of those using the
facilities and respect the rights of those residents in close proximity of the school
grounds, the following activities shall be prohibited:

1.

2.

10.

11.

Bicycle riding.

Skating and skateboard riding.

Playing tackle football.

Playing golf.

Climbing on buildings, fences or other facilities not built for climbing.
Carrying knives or sharp instruments

Firearms, including pellet guns, BB guns or sling-shots.

Operating go-carts, mini-bikes, motor scooters and power models of all types.
Riding horseback.

Playing hardball unless under the direct supervision of an organized baseball
team.

Walking of dogs, whether on leash or running loose.



AR 1330 (g)

Community Relations

Use of School Facilities (continued)

Procedures for Use of Facilities

1.

10.

If free use is granted as provided in the Civic Center Act, the meeting shall be
non-exclusive and open to the public.

School facilities shall not be available for use on Sundays or legal holidays unless
upon special approval of the Board of Trustees. Limited special facilities may be
made available during vacation periods if such use does not conflict with
building, cleaning, and/or renovating activities and if necessary personnel are
available for supervision.

The programs offered in and during the use of any school premises shall at no
time contain any matter which might tend to cause breach of the peace and which
constitute subversive doctrine, seditious utterances and which agitate changes in
our form of government or social order by violence or unlawful methods.

No sectarian or denominational doctrine shall be taught at any meeting falling
under the Civic Center Act, except by those religious or sectarian organizations
which lease school property.

Juvenile organizations must have adequate adult sponsorship and supervisions.
Adequate supervision is considered to be not less than one adult per 20 children.

No literature shall be advertised or offered for sale on school premises at any
meeting, with the exception of PTA publications, unless it has been approved by
the Superintendent or person authorized by him.

All functions shall close by 10 p.m. unless special permission is secured in
advance. All premises shall be vacated at the time shown on the application.
Deviations or departures from this rule shall be cause for cancellation of all future
meetings.

All applicants for permits for use of school facilities must sign the “Statement of
Information” (loyalty oath) as required by law (see attached form).

School facilities shall not be available at any time which might interfere with
regular functions of the school, and said time will be determined by the
Superintendent or person designated by him.

Where charges are made, an invoice will be sent to the organization using the
facilities. Failure to make prompt payment will be just and sufficient cause to
deny further use.



AR 1330 (h)

Community Relations

Use of School Facilities (continued)

Procedures for Use of Facilities (continued)

11.

12.

13.

14.

15.

16.

17.

18.

If an organization requires extra chairs, other than those which are assigned to the
school requested (other than PTA or school sponsored events), a charge shall be
made for moving chairs from other locations as shown in the Table of Charges.

No alterations shall be made to any school building, nor shall furniture, pianos or
equipment be moved except by assigned district staff.

No alternations or additions shall be made to any district facility or grounds
without first submitting, in detail, what is proposed and receiving written approval
from the district to proceed. If approval is given, it is the responsibility of the
group or organization to return the facility or grounds to its original conditions.
Failure to do so will result in the district’s billing the organization for costs
incurred by the district in restoring same and is cause to cancel future meetings of
the organization.

All drapes, hangings, curtains, drops and all decorative materials used within or
upon school buildings or grounds shall be treated and maintained in a flame-
retardant condition by means of a flame-retardant solution or process approved by
the State Fire Marshall.

Applicants for use of school facilities shall submit, in detail, a list of their needs,
including diagram of setup, number of chairs, tables, etc. at the time of
application. Custodians are not authorized to make changes in the request, and,
for this reason, it is essential that needs be anticipated.

The assigned custodian shall be responsible for verifying the organization’s
authorization to use the facility; making the necessary arrangements to
accommodate the meeting; cleaning and returning the facility to proper condition
for school use; reporting any deviations or departures from the established rules,
regulations and policies; and performing all services courteously.

No preparation of any kind shall be used on school floors by groups using the
building for dancing.

Groups or individuals using school facilities under the Civic Center Act shall not
assist the custodian in putting tables and benches in the wall.



AR 1330 (i)

Community Relations

Use of School Facilities (continued)

Procedures for Use of Facilities (continued)

19.

20.

21.

22.

23.

There shall be no smoking in any school.

It is required that a district custodian prepare facility for use, unlock facility and
secure facility after use.

At the conclusion of the use of a facility, a representative from the organization
using the facility must remain until the custodian arrives to prevent the facility
being left in an unsecured state.

Due to the demanding schedule of the custodian personnel, the group using the
facility must adhere to the scheduled opening and closing times.

If payment of a fee is to be made by an organization for the use of school
buildings or grounds, the district reserves the right to request payment in advance.
For extended use of facilities, a monthly payment may be made. A refund will be
given if notice is received in the District Office at least forty-eight hours before
the expected cancellation.



AR 1330 (j)

Community Relations

Use of School Facilities (continued)

Regulations for Use of Kitchen

1.

Kitchen facilities, except for regular meetings of the PTA or school functions,
must be rented at the fee established in the Table of Charges.

The kitchen may be opened by the principal for the PTA when none of the kitchen
tools or equipment is to be used.

When tools and equipment are to be used, the kitchen is to be opened by the
Cafeteria worker of the School or a qualified person appointed in her place.

The cafeteria personnel assigned by the Director of Nutrition Services shall be
responsible for advising and assisting the groups using the kitchen in the proper
use of all cafeteria equipment shall see that the district property is protected and
district supplies are not used.

The organization using the kitchen shall be responsible for leaving it in a clean
and orderly condition. If the facilities are left in an unsatisfactory condition, the
organization shall be charged for the labor involved in returning the kitchen to
district standards.

For dinners or other functions where food is prepared and served under the
direction of the Food Services Supervisor for an organization included in the
Civic Center Act, a written agreement shall be signed by both parties and
approved by the District Office representative. This agreement shall state the
minimum number of meals to be served, the price per meal, the type of menu to
be provided and the time the meal is to be served.

An account of the receipts and expenditures for each such occasion shall be
submitted to the District Office representative.



AR 1330 (k)

Community Relations

Use of School Facilities (continued)

Regulations for the Use of District Parking Lots

1.

Youth groups, community groups and other groups and/or organizations may use
District parking lots for normal parking of automobiles without charge while
occupants attend activities sponsored by the group.

Youth groups, community groups and other groups may use District parking lots
for group-sponsored activities. Charges will be billed for utility usage and/or
necessary custodial fees. Receipts from activities are to be expended for either
the welfare of the pupils.

Religious groups may use District parking lots for the normal parking of
automobiles at times that do not conflict with School District activities. No
religious services or distribution of religious materials are to be conducted on
school parking lots. The group must carry liability resulting from the group’s use
of the property. A charge of $10.00 per day is to be levied for one-time users.
Groups using the facility on a regular basis are to be charged $3.00 per day.

Private organizations and non-profit organizations may use District parking lots at
times when there is no conflict with School District activities, provided the
organization has insurance to cover any liability encountered while using the
facility and holds the School District harmless from any such liability. Charge for
use is to be $10.00 per day, when used on a one-time basis. If used on a regular
basis the charge is to be $3.00 per day.

The use of District parking lots is prohibited when they are to be used for
commercial purposes.

Individuals are generally prohibited from using District facilities to park
individual automobiles, trucks, campers and similar vehicles. In cases of
temporary emergency, permission may be granted for parking lot use during times
that do not conflict with School District activities. Individuals must be
responsible for any damages to District property that may result from their use
and hold the District harmless from any liability that may result from their use.

All groups and/or individuals must complete and have approved the Lowell Joint
School District form “Request for Use of Buildings and/or Grounds.”

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 23, 2006; June 18, 2013



E 1330
Community Relations

Use of School Facilities

LOWELL JOINT SCHOOL DISTRICT
REQUEST FOR USE OF BUILDINGS AND/OR GROUNDS

STATEMENT OF INFORMATION

The undersigned, as duly authorized representative for , States that, to the best of
his/her knowledge, the school property for use of which application is hereby made will
not be used for the commission of any crime or any act which is prohibited by law.

The undersigned further declares that, the organization on whose
behalf he/she is applying for the use of school property upholds and defends the
Constitutions of the United States and the State of California.

Signed:
Organization if applicable:
Date:

October 23, 2006



BP 1330.1
Community Relations

Modification of District and School Facilities

Modifications to District and school facilities which may have an impact upon the public
should e brought to the Board for information, consideration, and, if necessary, approval
prior to the execution of the modification. In emergency situations and/or situations
where the best interests of the students and/or District will be served by immediate
action, information regarding these situation should be communicated to the Board with
the materials for the next regular board meeting or sooner if necessary.

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



AR 1330.1
Community Relations

Modification of District and School Facilities

The Superintendent or his/her designee should provide information to the Board on
modification such as fencing, roofing, exterior painting, relocation of portable classrooms
and modifications of paved areas as soon as possible prior to the execution of the
modification.

Gifts to schools that are donated to the district under the provisions of BP 3290 are to be
discussed with the Superintendent or his designee and the principal of the school
whenever possible. A determination regarding whether any gift is in the category of a
modification having public impact will be made by the Superintendent.

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005;



BP 1330.2
Community Relations

Authorization for Payment of Reward

The Board of Trustees of the Lowell Joint School District authorizes the payment of a
reward of up to $500 to anyone providing information leading to the determination of the
identify, arrest and conviction of any persons or persons who willfully damage or destroy
school district property.

In the event arrest and conviction are not possible, this reward will be made to anyone
whose assistance in providing information leads to the recovery of damages, including
the amount of the reward, from the vandals and/or their guardians.

The Superintendent or his designee will compile a data file on each case, and with his
recommendation for the amount of the reward to be awarded, will present each case for
the Board’s consideration and action. Wherever possible, each case will be considered in
closed session to protect the anonymity of the persons involved.

Rewards paid in conjunction with this policy are authorized under Education Code 48904

and Government Code Section 53069.5.

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



AR 1330.2

Community Relations

Authorization for Payment of Reward

The Superintendent will, with the principal of the school, the Director of Maintenance
and the appropriate law-enforcement agencies, compile the data file for presentation to

the Board.

Each data file will contain, if possible:

1.

2.

8.

9.

The date and time of the vandalism or damage to school district property.
The location and specific details regarding the extent of the damages.
The identify of the perpetrator.

The name of the law enforcement agency and officer investigating the
case.

The identify of the individual providing information.

The disposition of the case.

An estimate of the costs for repair or replacement due to damages.
The amount for damages recovered to date.

Any other information deemed pertinent for the Board’s consideration.

Based upon the foregoing, the Superintendent will present a recommendation for a
reward at a closed session.

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005;



BP 1340 (a)
Community Relations

Access To District Records

Any person shall have reasonable access, during normal business hours, to the public
records of the schools and district. Such records shall be examined in the presence of the
staff member regularly responsible for their maintenance.

The district may charge for copies of public records or other materials requested by
individuals or groups. The charge, based on actual costs of duplication, shall be
determined by the Superintendent or designee.

Public access shall not be given to records listed as exempt from public disclosure in the
California Public Records Act or other statutes

(cf. 3553 - Free and Reduced Price Meals)

(cf. 4112.6/4212.6/4312.6 - Personnel Files)

(cf. 4112.62/4212.62/4312.62 - Maintenance of Criminal Offender Records)
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged
Information)

(cf. 5020 - Parent Rights and Responsibilities)

(cf. 5125 - Student Records)

(cf. 5125.1 - Release of Directory Information)

(cf. 6162.5 - Student Assessment)

(cf. 9011 - Disclosure of Confidential/Privileged Information)

(cf. 9321 - Closed Session Purposes and Agendas)

Legal Reference:

EDUCATION CODE

35145 Public meetings

35170 Authority to secure copyrights

35250 Duty to keep certain records and reports

42103 Publication of proposed budget; hearing

44031 Personnel file contents and inspections

44839 Medical certificates; periodic medical examination (re access to medical certificate
in personnel file)

49060-49079 Pupil records

49091.10 Parental review of curriculum and instruction

52015 Ongoing evaluation and modification of school improvement plans

52015.5 Auvailability of information required by EC 52015(g)

52850 Applicability of article (School-based Program Coordination Plan availability)
54722 Application of article (Motivation and maintenance program Plan availability)



BP 1340 (b)
Community Relations

Access To District Records (continued)

GOVERNMENT CODE

3547 Proposals relating to representation

6250-6270 California Public Records Act

53262 Employment contracts

54957.2 Minute book record of closed sessions

54957.5 Agendas and other writings distributed for discussion or consideration
81008 Public records; inspection and reproduction

CODE OF REGULATIONS, TITLE 5

430-438 Individual pupil records

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



AR 1340 (a)
Community Relations

Access To District Records

Records Open to the Public

Public records include any writing containing information relating to the conduct of the
district's business prepared, owned, used or retained by the district regardless of physical
form or characteristics. (Government Code 6252)

Writing means any handwriting, typewriting, printing, photostating, photographing,
transmitting by electronic mail or facsimile and every other means of recording upon any
tangible thing any form of communication or representation, including letters, words,
pictures, sounds, or symbols or combinations thereof, and any record thereby created,
regardless of the manner in which the record has been stored. (Government Code 6252)
A member of the public includes any person, except a member, agent, officer, or
employee of the district acting within the scope of his/her office or employment.
Governing Board members are entitled to access to public records permitted by law in the
administration of their duties, and, as to other public records, on the same basis as any
other person. (Government Code 6252, 6252.5)

Records to which the public shall have access include but are not limited to:

1. The proposed and approved budgets (Government Code 6252; Education Code
42103)

(cf. 3100 - Budget)

2. Statistical compilations (Government Code 6252)

3. Reports and non-confidential memoranda (Government Code 6252)
4. Notices and bulletins (Government Code 6252)

5. Minutes of public meetings (Government Code 6252)

(cf. 9324 - Minutes and Recordings)

6. Meeting agendas (Government Code 6252, 54957.5)

(cf. 9322 - Agenda/Meeting Materials)



AR 1340 (b)
Community Relations

Access To District Records (continued)

7. Official communications between governmental branches (Government Code
6252)

8. School-based program plans (Education Code 52850, 54722)

(cf. 0420.1 - School-Based Program Coordination)
(cf. 0420.3 - School-Based Student Motivation and Maintenance Program)

9. Information and data relevant to the evaluation and modification of school
improvement plans (Education Code 52015.5)

10. Initial proposals of exclusive employee representatives and of the district
(Government Code 3547)

(cf. 4143.1/4243.1 - Public Notice - Personnel Negotiations)
(cf. 3320 - Claims and Actions Against the District)

12. Statements of economic interests required by the Conflict of Interest Code
(Government Code 81008)

(cf. 9270 - Conflict of Interest)
13.  Contracts of employment and settlement agreements (Government Code 53262)

(cf. 4117.5/4217.5/4317.5 - Termination Agreements)
(cf. 4141/4241 - Collective Bargaining Agreement)

Confidential Records
Records to which the general public shall not have access include but are not limited to:

1. Preliminary drafts, notes, interdistrict or intradistrict memoranda which are not
retained by the district in the ordinary course of business, provided that the public
interest in withholding these records clearly outweighs the public interest in
disclosure (Government Code 6254)

(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged
Information)
(cf. 9011 - Disclosure of Confidential/Privileged Information)



AR 1340 (c)
Community Relations

Access To District Records (continued)

2. Records specifically prepared for litigation to which the district is a party or to
claims made pursuant to the Tort Claims Act until the pending litigation or claim
has been finally adjudicated or otherwise settled, unless the records are protected
by some other provision of law (Government Code 6254; Fairley v. Superior
Court; 71 Ops.Cal.Atty.Gen. 235 (1988))

3. Personnel records, medical records, student records, personal correspondence, or
similar materials, the disclosure of which would constitute an unwarranted
invasion of personal privacy (Government Code 6254)

(cf. 4112.6/4212.6/4312.6 - Personnel Files)

(cf. 4112.62/4212.62/4312.62 - Maintenance of Criminal Offender Records)
(cf. 5125 - Student Records)

(cf. 5125.1 - Release of Directory Information)

The home addresses and home telephone numbers of employees may be disclosed
only as follows: (Government Code 6254.3)

a. To an agent or a family member of the individual to whom the information
pertains

b. To an officer or employee of a state agency or another school district or
county office of education when necessary for the performance of official
duties

C. To an employee organization pursuant to regulations and decisions of the

Public Employment Relations Board, unless the employee performs law
enforcement-related functions or requests in writing that the information
not be disclosed

d. To an agent or employee of a health benefit plan providing health services
or administering claims for health services to district employees and their
enrolled dependents, for the purpose of providing the health services or
administering claims for employees and their enrolled dependents

4. Test questions, scoring keys and other examination data except as provided by
law (Government Code 6254)



AR 1340 (d)

Community Relations

Access To District Records (continued)

(cf. 6162.5 - Student Assessment)
(cf. 6162.51 - Standardized Testing and Reporting Program)
(cf. 6162.52 - High School Exit Examination)

5.

Without affecting the law of eminent domain, the contents of real estate appraisals
or engineering or feasibility estimates and evaluations made for or by the district
relative to the acquisition of property, or to prospective public supply and
construction contracts, until all of the property has been acquired or all of the
contract agreement obtained (Government Code 6254)

Information required from any taxpayer in connection with the collection of local
taxes that is received in confidence and the disclosure of the information to other
persons would result in unfair competitive disadvantage to the person supplying
the information (Government Code 6254)

Library circulation records kept for the purpose of identifying the borrower of
items available in the library (Government Code 6254)

(cf. 6163.1 - Library Media Centers)

8.

Records for which the disclosure is exempted or prohibited pursuant to state or
federal law, including, but not limited to, provisions of the Evidence Code
relating to privilege (Government Code 6254)

Documents prepared by the district to assess its vulnerability to terrorist attack or
other criminal acts intended to disrupt district operations and that is for
distribution or consideration in closed session (Government Code 6254)

(cf. 3516 - Emergencies and Disaster Preparedness Plan)

10.

11.

Recall petitions or petitions for the reorganization of school districts
(Government Code 6253.5)

Minutes of Board meetings held in closed session (Government Code 54957.2)

(cf. 9321 - Closed Session Purposes and Agendas)

12.

Computer software developed by the district (Government Code 6254.9)



AR 1340 (e)
Community Relations

Access To District Records (continued)

13. Written instructional textbooks or other materials for which providing a copy
would infringe a copyright or would constitute an unreasonable burden on the
operation of the district (65 Ops.Cal.Atty.Gen. 185 (1981))

(cf. 5020 - Parent Rights and Responsibilities)

14.  Any other confidential memoranda or records listed as exempt from public
disclosure in the California Public Records Act or other statutes

Inspection of Records and Requests for Copies

Public records are open to inspection at all times during district office hours. Any
reasonably segregable portion of a record shall be made available for inspection by every
person requesting the record after deletion of the portions that are exempted by law.
(Government Code 6253)

Every person may request a copy of any district record open to the public and not exempt
from disclosure. (Government Code 6253)

After receiving any request for a copy of records, the Superintendent or designee shall
determine whether the request seeks copies of disclosable public records in the district's
possession. The Superintendent or designee should promptly inform the person making
the request of his/her determination and the reasons for the decision. (Government Code
6253)

In unusual circumstances, the Superintendent or designee may extend the request
response by providing written notice to the requester and setting forth the reasons for the
extension and the date on which a determination is expected to be made. Unusual
circumstances include the following, but only to the extent reasonably necessary to
properly process the request: (Government Code 6253)

1. The need to search for and collect the requested records from field facilities or
other establishments that are separate from the office processing the request

2. The need to search for, collect and appropriately examine a voluminous amount
of separate and distinct records which are demanded in a single request



AR 1340 (f)
Community Relations

Access To District Records (continued)

3. The need for consultation, which shall be conducted with all practicable speed,
with another agency having a substantial interest in the determination of the
request or among two or more components of the district having substantial
subject matter interest therein

4. The need to compile data, to write programming language or a computer program,
or to construct a computer report to extract data

If the Superintendent or designee determines that the request seeks disclosable public
records, the determination shall state the estimated date and time when the records will be
made available. (Government Code 6253)

Upon request for a copy that reasonably describes an identifiable record, an exact copy
shall be promptly provided unless it is impracticable to do so. (Government Code 6253)

The Superintendent or designee shall charge an amount for copies that reflects the direct
costs of duplication. Written requests to waive the fee shall be submitted to the
Superintendent or designee.

If any person requests a public record be provided in an electronic format, the district
shall make that record available in any electronic format in which it holds the
information. The district shall provide a copy of the electronic record in the format
requested as long as the requested format is one that has been used by the district to
create copies for its own use or for use by other agencies. (Government Code 6253.9)

The cost of duplicating an electronic record shall be limited to the direct cost of
producing a copy of the record in electronic format. However, the requester shall bear
the cost of producing the copy of the electronic record, including the cost to construct the
record and the cost of programming and computer services necessary to produce the
copy, under the following circumstances: (Government Code 6253.9)

1. The electronic record is one that is produced only at otherwise regularly
scheduled intervals

2. The request would require data compilation, extraction, or programming to
produce the record

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005;



BP 1400 (a)
Community Relations

Relations Between Other Governmental Agencies And The Schools

The Board of Trustees recognizes that agencies at all levels of government share its
concern and responsibility for the health, safety and welfare of youth. The
Superintendent or designee shall endeavor to maintain good working relationships with
representatives of these agencies in order to help district schools and students make use
of the resources which governmental agencies can provide.

(cf. 1020 - Youth Services)

(cf. 3515.2 - Disruptions)

(cf. 3516 - Emergencies and Disaster Preparedness Plan)
(cf. 5131.7 - Weapons and Dangerous Instruments)

(cf. 5141.22 - Infectious Diseases)

(cf. 5141.4 - Child Abuse Reporting Procedures)

(cf. 5145.11 - Questioning and Apprehension)

(cf. 5145.12 - Search and Seizure)

(cf. 7131 - Relations with Local Agencies)

The district may enter into agreements with other agencies which involve the exchange of
funds or reciprocal services. Such agreements shall be approved by the Board and
executed in writing.

Elections/VVoter Registration

If a city or county elections official specifically requests the use of a school building as a
polling place, the Board shall allow its use for such purpose. The Board may authorize
the use of school buildings as polling places on any election day, and may also authorize
the use of school buildings, without cost, for the storage of voting machines and other
vote-tabulating devices. If school sessions will continue, the Board shall identify to
elections officials the specific areas of the school buildings not occupied by school
activities that will be allowed for use as polling places. (Elections Code 12283)

(cf. 6111 - School Calendar)

If a school is used as a polling place, the Superintendent or designee shall provide the
elections official a site with an adequate amount of space that will allow the precinct
board to perform its duties in a manner that will not impede, interfere or interrupt the
normal process of voting, and shall make a telephone lime for Internet access available
for use by local elections officials if so requested. He/she shall make a reasonable effort
to ensure that the site is accessible to disabled persons. (Elections Code 12283)



BP 1400 (b)
Community Relations

Relations Between Other Governmental Agencies And The Schools (continued)

Legal Reference:

EDUCATION CODE

10900-10914.5 Cooperative community recreation programs

12400 Authority to receive and expend federal funds

12405 Authority to participate in federal programs

17050 Joint use of library facilities

17051 Joint use of park and recreational facilities

32001 Fire alarms and drills

35160 Authority of governing boards

35161.1 Broad authority of school districts

48902 Notification of law enforcement agencies

48909 District attorney may give notice re student drug use, sale or possession
49305 Cooperation of police and California Highway Patrol

49402 Contracts with city, county or local health departments

49403 Cooperation in control of communicable disease and immunization
51202 Instruction in personal and public health and safety

ELECTIONS CODE

2145-2146 Distribution of voter registration forms

12283 Polling places: schools

WELFARE AND INSTITUTIONS CODE

828 Disclosure of information re minors by law enforcement agency
828.1 School district police department; disclosure of juvenile criminal records

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



BP 1431 (a)
Community Relations

Waivers

When certain provisions of Education Code or 5 CCR prevent the district from offering
its students the best educational program, the Board of Trustees may request the State
Board of Education to waive these provisions. District administrators, staff, advisory
committees and councils shall identify the need for waiver requests and provide the
Board information needed to make the waiver request.

The Board shall hold a properly noticed public hearing on all general waiver requests.
(Education Code 33050)

The Board may include the exclusive employee representative in the development of the
waiver and shall seek the participation of appropriate councils or advisory committees.

A waiver request must include a statement as to whether the exclusive employee
representative participated in the development of the waiver and the exclusive employee
representative’s position on the waiver. Waiver requests shall include a written summary
of any objections to the request by the councils or advisory committees. (Education Code
33051)

If the waiver affects a program that requires the existence of a school site council, the
school site council must approve the request. (Education Code 33051)

(cf. 0420 — School Plans/Site Councils)

(cf. 0420.1 — School-Based Program Coordination)

(cf. 0420.3 — School-Based Student Motivation and Maintenance Program)
(cf. 0420.5 — School-Based Decision Making)

Specific Waiver Requests

The Board shall hold a properly noticed public hearing on all specific waiver requests,
when required by law or when the Board desires community participation in the
development of the waiver.

The Board shall include the exclusive employee representative, school site council,
advisory committees and councils in the development of specific waivers when required
by law or when affected by the waiver request.

The Board may grant, in whole or in part, any request for waiver when the facts indicate
that failure to grant the waiver would hinder the implementation of the student’s
individualized education program or compliance by a district special education local plan
area or county office with federal mandates for a free, appropriate education for children
or youth with disabilities. (Education Code 56101)



BP 1431 (b)
Community Relations

Waivers (continued)

Legal Reference:

EDUCATION CODE

8759-8754 Grants for conservation education

10400-10407 Cooperative improvement programs

17047.5 Facilities used by special education students

17291 Portable school buildings

33050-33053 General waiver authority

41000-41360 School finance

41381 Minimum school day

41600-41854 Computation of allowances

41920-42842 Instructional television; guaranteed yield program; financial statements of
school districts; budget requirements; local taxation by school districts
44681-44689 Administrator Training and Evaluation

45108.7 Maximum number of senior management positions
51870-51874 Educational Technology 52000-52049 School Improvement Plans
52033 Waiver on request of school site council
52122.6-52122.8 Class size reduction - impacted school sites
52160-52178 Bilingual-Bicultural Education Act of 1976
52180-52186 Bilingual teacher waiver

52200-52212 Gifted and Talented Pupils Program
52850-52863 School-Based Coordinated Program
54000-54041 Disadvantaged Youth Program

54407 Waiver for compensatory education programs
54720-54734 School-Based Pupil Motivation and Maintenance
56000-56885 Special education programs

58407 Waiver related to individualized instruction program
58900-58928 Restructuring demonstration programs

CODE OF REGULATIONS, TITLE 5

3100 Resource Specialist caseload waivers

13017 Waivers

13044 Waivers

UNITED STATES CODE, TITLE 20

1400-1482 Individuals with Disabilities in Education Act

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



BP 1700
Community Relations

Relations Between Private Industry and the Schools

The Board of Trustees may authorize representatives of private industry to participate
with the schools in preparing our students for challenges they will meet in the future.
Working together as partners, business and the schools should seek to educate citizens
who can contribute to the productive workforce on which our economy depends.

The Superintendent or designee may invite local employers to serve on advisory
committees. Businesses may also provide classroom assistance, individual tutoring,
incentive and recognition programs, work experience opportunities, apprenticeship
programs and employment opportunities. The Board recognizes that staff members need
adequate time to plan these activities in cooperation with the business volunteers.

(cf. 1220 - Citizen Advisory Committees)
(cf. 1240 - Volunteer Assistance)
(cf. 6178 - Vocational Education)

The Board also encourages private industries to contribute funds and equipment to further
the district's educational programs.

(cf. 1260 - Education Foundation)
(cf. 3290 - Gifts, Grants and Bequests)

The Board urges employers to further support the schools by recognizing their
employees' needs as parents and supporting their involvement with their children's
schools.

(cf. 1250 - Visitors/Outsiders)
(cf. 6020 - Parent Involvement)

The Superintendent or designee shall ensure that staff, students, and parents/guardians
have the opportunity to periodically assess the support which local businesses provide our
schools. The Superintendent or designee shall regularly report these evaluations to the
Board and recommend those individuals and/or businesses whose contributions merit
Board commendation.

(cf. 1150 - Commendation and Awards)

Legal Reference:

EDUCATION CODE

35160 Authority of governing boards

35160.1 Broad authority of school districts

52376 High school vocational courses; requirements

Policy Adopted: March 23, 1987 Policy Revised: September 26, 2005;



BP 2000 (a)
Administration
Concepts And Roles in Administration

The Board of Trustees recognizes that district administration performs essential roles and
functions in support of student learning, including the provision of instructional support
and services to schools as well as the responsible management of district resources and
personnel.

(cf. 3100 - Budget)

(cf. 4131 - Staff Development)

(cf. 4231 - Staff Development)

(cf. 4300 - Management, Supervisory and Confidential Personnel)
(cf. 4331 - Staff Development)

The Board expects district administration to provide leadership in developing and
implementing the district's philosophy and goals for the educational program and in
evaluating and reporting on the district's progress toward the goals. District
administration is expected to help shape the culture and environment of the district in a
manner that instills confidence in district schools, encourages positive relationships with
the community, and focuses district operations on enhancing student achievement.

(cf. 0000 - Vision)

(cf. 0500 - Accountability)

(cf. 6020 - Parent Involvement)

(cf. 6141 - Curriculum Development and Evaluation)
(cf. 7000 - Concepts and Roles)

The Superintendent is the chief executive officer and educational leader of the district. As
a member of the governance team, he/she shall advise and assist the Board in the exercise
of its governance responsibilities.

(cf. 2110 - Superintendent Responsibilities and Duties)
(cf. 2111 - Superintendent Governance Standards)

(cf. 9000 - Role of the Board)

(cf. 9005 - Governance Standards)

(cf. 9311 - Board Policies)

The Superintendent is granted the authority to make decisions concerning district
operations within the parameters of law and Board policy. He/she shall be responsible for
developing administrative structures and decision-making processes that allow the district
to fulfill its responsibilities in an efficient manner. The Superintendent may delegate to
other district staff any duties required of him by the Board. This delegation shall not
relieve the Superintendent of responsibility for actions taken by his designees.



BP 2000 (b)
Administration

Concepts And Roles in Administration (continued)

(cf. 1220 - Citizen Advisory Committees)

(cf. 2210 - Administrative Leeway in Absence of Governing Board Policy)
(cf. 2220 - Administrative Staff Organization)

(cf. 2230 - Representative and Deliberative Groups)

(cf. 4300 - Management, Supervisory and Confidential Personnel)

(cf. 4315 - Evaluation/Supervision)

(cf. 9313 - Administrative Regulations)

Legal Reference:

EDUCATION CODE

35020 Duties of employees fixed by governing board
35026 Employment of district superintendent by certain district
35028 Qualifications for employment

35029 Waiver of credential requirements

35031 Term of employment

35033 District superintendent for certain districts
35034 District superintendent of certain districts
35035 Powers and duties of superintendent

35160 Authority of governing boards

35160.1 Broad authority of school districts

35161 Powers and duties generally

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



BP 2100 (a)
Administration

Administrative Staff Organization

The Board may employ, upon the recommendation of the Superintendent, such additional
administrative and supervisory personnel as seem necessary to assist the Superintendent
in the conduct of the affairs of the school district.

The Superintendent may request the attendance of any of these personnel at regular and
special meetings of the Board, as he deems such attendance to be in the best interests of
the school district.

The Superintendent may require reports from any of these personnel on such topics and at
such time as it may serve the purpose of the school district.

Administrative and supervisory personnel shall function in accordance with the
organization and functional charts prepared by the Superintendent. The Superintendent
shall reserve the right to make temporary or permanent adjustments in the responsibilities
of administrative and supervisory personnel with consideration for the workload and/or
the efficiency and capabilities of the affected administrator or supervisor.

Management Positions
Management positions shall be defined as follows:

1. Management employees are those persons having significant responsibilities for
formulating district policies or administering district programs.

2. Supervisory employees are those persons having the authority to make
recommendations to the Superintendent concerning the employees or programs
under their supervision.

In accordance with the above definitions, the following certificated positions shall be
designated as Management:

Superintendent of Schools

Assistant Superintendent for Instruction
Director of Special Education
Intermediate School Principal
Elementary School Principal

Assistant Principal — Intermediate School

ok~ wdE



BP 2100 (b)
Administration
Administrative Staff Organization (continued)
The following classified positions shall be designated as Management:
Assistant Superintendent of Administrative Services
Fiscal Services Coordinator
Director of Maintenance, Operations, and Facilities

Director of Technology
Director of Nutrition Services

arwNE

The following certificated positions shall be designated as Supervisory:

1. Psychologist
2. School Nurse

Management Team

Each employee holding a position identified above shall be a member of the District’s
management team, which is established for the purposes of:

1. Improving the management function of the district by bringing to bear more
effective research on district problems.

2. Pooling technical knowledge in the improvement of district services.

3. Establishing a coordinated program for evaluation of district operations and
personnel.

4, Improving communications among all district personnel.

5. Providing better communications with the community, and, where appropriate,
students.

6. Increasing the commitment of district personnel to district services.

7. Providing refinement and delineation of district policies and regulations.

The management team is not an administrative body; it is intended to be advisory to the
Superintendent, and, through the Superintendent, to the Board of Trustees.

In addition to the purposes enumerated, the management team may undertake such other
activities and purposes as the Superintendent may direct.



BP 2100 (c)
Administration

Administrative Staff Organization (continued)

Legal Reference:

EDUCATION CODE

35020 Duties of employees fixed by governing board

35027 Employment of deputy, associate and assistant superintendent
35028 Qualifications for employment

35031 Term of employment

35034 District Superintendent of certain unified school districts
GOVERNMENT CODE

3540.1 Definitions, particularly (g) “management employee” and (m) *“supervisory
employee”

3543.4 Management positions; representation

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 17, 2011



BP 2110 (a)
Administration
Superintendent Responsibilities And Duties

The Board of Trustees desires to set clear expectations of the Superintendent's
responsibilities and duties in order to establish a productive working relationship with the
Superintendent, ensure that the work of the Superintendent is focused on achievement of
the district's philosophy and goals, and provide a fair basis for evaluating the
Superintendent.  The responsibilities are detailed in law, Board policy, and the
Superintendent'’s contract.

(cf. 0000 - Philosophy)

(cf. 2000 - Concepts and Roles)

(cf. 2111 - Superintendent Governance Standards)
(cf. 2121 - Superintendent's Contract)

(cf. 2140 - Evaluation of the Superintendent)

The Superintendent shall be the chief executive officer of the school district under the
direction of the Board of Trustees. The Superintendent is responsible for the
management of the schools as authorized by the Board’s policy and is accountable to the
Board. He/she shall have general supervision of all personnel of the district.

The Board of Trustees delegates to the Superintendent the power to make decisions
concerning internal operations of the school district.

The Superintendent may, at his/her discretion, delegate to other school personnel the
exercise of power or discharge of any duties imposed upon him/her by the policies or
vote of the Board as far as the law permits. The delegation of power or duty shall not
relieve the Superintendent of the responsibility for the action taken by his/her designee.

The Superintendent is involved in the collective bargaining process in that he/she
provides advice and leadership to the Board and may act as the district’s chief negotiator
unless otherwise delegated.

Professional Development

The Board encourages the Superintendent to pursue a course of professional development
that will keep him/her informed on current educational thought and practices.
Professional development within the district may include the reading of books,
periodicals or other publications in the field of education. The Superintendent is
encouraged to attend educational conferences, seminars, workshops, professional
meetings and to visit other school systems in the interest of improving the district’s
instructional program and overall operation. The Superintendent shall keep the
professional staff informed of new developments in the field of education.



BP 2110 (b)
Administration
Superintendent Responsibilities And Duties (continued)

As the chief executive officer of the district, the Superintendent shall implement all
Board decisions and manage the schools in accordance with law and Board policies. The
Superintendent has responsibilities related to students and the instructional program,
personnel, non-instructional operations, and the community. The Superintendent also
serves as a member of the district's governance team and has responsibilities to support
Board operations and decision making.

(cf. 2210 - Administrative Leeway in Absence of Governing Board Policy)
(cf. 9000 - Role of the Board)

The Superintendent may delegate any of his/her responsibilities and duties to other
district staff but remains accountable to the Board for all areas of operation under the
Superintendent'’s authority.

(cf. 2220 - Administrative Staff Organization)

Legal Reference:

EDUCATION CODE

17604 Delegation of powers to agents

17605 Delegation of authority to purchase supplies, equipment and services
35020 Duties of employees set by governing board

35026 Employment and duties of district superintendent

35035 Additional powers and duties of superintendent

48900 Authority of superintendent to recommend suspension or expulsion

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; January 8, 2007



BP 2110.1 (a)
Administration

Superintendent’s Responsibilities and Duties
Organization Chart(s)

The administration organization of the district is the basis for achieving the District’s
primary objective: an effective program of instruction.

The general administrative organization of the district shall be the single executive type
of school administration with the Board of Trustees as the governing body and with all
activities under the direction of the Superintendent of Schools.

Organization or function charts for the district shall be prepared by the Superintendent
and approved by the Board of Trustees and shall designate clearly the relationships of all
employees within the district organization. The organization or function charts shall be
kept up to date and changes shall be approved by the Board of Trustees.

Legal Reference:

EDUCATION CODE

35020 Duties of employees fixed by governing board
35035 Powers and duties of superintendent



BP 2110.1 (b)

Administration
Organization Chart(s) (continued)
LOWELL JOINT SCHOOL DISTRICT

ORGANIZATION CHART

An organization function most effectively and a staff operates at its optimum level when
there is a well-defined and well understood pattern of administrative organization in
which authority is delegated commensurate with assignment of responsibility.

The Lowell Joint School District feels that responsibility and instruction must follow the
lines as indicated on the Organization Chart. The informal lines of contact, information
and communication may follow the most expedient route if there is no direct conflict with
the official lines of authority. All principals, administrators and supervisors are
responsible for the continuous flow of information both up and down within there
respective areas. In turn, it is expected that all personnel will keep their immediate
supervisors informed of matters pertinent to their areas of responsibility.

1. In the absence of the Superintendent, the Assistant Superintendent of
Instruction or Assistant Superintendent of Administrative Services will
assume the direct line relationships of the Superintendent as designated by
the Superintendent.

2. Principals are in a direct line relationship and are, therefore, directly
responsible to the Superintendent. It is expected that principals will work
through the district office administrators on matters pertaining to Business
and Instruction.

3. All consultants and specialists are responsible to the principal when they
are working at his/her building.

4. The Assistant Principal will be in charge of the intermediate school in the
absence of the principal. In the elementary schools, the principal will
arrange for a properly credentialed teacher, the Superintendent or a
principal at another building to act as his/her designee during any period
of absence.



BP 2110.1 (c)

Administration

Organization Chart(s) (continued)

5. The Director of Nutrition Services is responsible to the Assistant
Superintendent of Administrative Services in matters relating to food
preparation, food ordering and determination of hours for Cafeteria
employees. The principal or his/her delegate shall exercise supervision
over all students and their activities during the lunch periods. Evaluation
of Cafeteria workers shall be made by the Director of Nutrition Services
with information provided by the principal.

6. Day and Night Custodians are directly responsible to the Director of
Maintenance, Operations and Facilities for daily operation and
maintenance of school plants. Evaluation of Day Custodians shall be
made by the Director of Maintenance, Operations and Facilities.
Evaluation of Night Custodians shall be made by the Director of
Maintenance, Operations and Facilities with information from the Day
Custodian.

7. Classified Personnel in Maintenance are assigned to a school plant on a
temporary basis only and for specific tasks. While these persons are under
the direct supervision of their immediate supervisor, the principal shall
exercise direct control in all matters regarding the safety and welfare of
the students.

8. District Classified Personnel in Grounds may be assigned to one or more
school plants on a regular basis. While these persons are under the direct
supervision of their Director of Maintenance, Operations and Facilities,
the principal shall exercise direct control in all matters regarding the safety
and welfare of the students.

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; January 8, 2007; October 17, 2011



Administration

Organizational Chart

E 2110.1
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BP 2111

Administration

Line of Responsibility

The Board directs the Superintendent to develop a mechanism designed to give all
personnel a clear understanding of the working relationships in the school system.

Lines of direct authority shall be structured in the following manner:
Responsibility shall flow simply from the Board of Trustees, through the Superintendent,
administrators and teachers to the students of the district.

1. Personnel shall be told to whom they are responsible and for what functions.
Personnel shall be expected to refer matters requiring administrative action to the
administrator to whom they are responsible. That administrator may refer such
matters to the next higher administrative authority when necessary.

2. Personnel shall be told to whom they can go for help in working out their
functions in the district program.

3. All personnel shall have the right to appeal any decision made by an administrator
through procedures established by the Board of Trustees or found in current
negotiated employee contracts.

4. Lines of authority shall not restrict in any way the cooperation of all staff
members at all levels to develop the best possible school programs and services.

Legal Reference:

EDUCATION CODE

35014 Adoption of rules of the governing board
35020 Duties of employees fixed by governing boards
35035 Powers and duties of superintendent

35160 Authority of governing boards

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



BP 2121 (a)
Administration

Superintendent’s Contract

In approving employment contracts with the Superintendent, the Board of Trustees
wishes to encourage the Superintendent's long-term commitment to the district and
community while carefully considering the financial and legal implications of the
contract in order to protect the district from any potentially adverse obligations.

(cf. 2120 - Superintendent Recruitment and Selection)
(cf. 4312.1 - Contracts)
(cf. 9000 - Role of the Board)

The Board shall designate a representative to negotiate with the Superintendent on its
behalf and may consult legal counsel to draft the contract document.

The Board shall deliberate in closed session about the terms of the contract.
(Government Code 54957)

(cf. 9321 - Closed Session Purposes and Agendas)
(cf. 9321.1 - Closed Session Actions and Reports)

Terms of the contract shall remain confidential until the ratification process commences.
(cf. 9011 - Disclosure of Confidential/Privileged Information)

The Board shall ratify the Superintendent's contract in an open meeting, which shall be
reflected in the Board's minutes. Copies of the contract shall be available to the public
upon request. (Government Code 53262)

(cf. 3580 - District Records)

The contract shall include, but not necessarily be limited to, provisions for salary and
benefits, annual evaluations, term of the contract and conditions for termination of the
contract. The contract should also include general responsibilities and duties of the

Superintendent.

(cf. 2110 - Superintendent Responsibilities and Duties)



BP 2121 (b)
Administration

Superintendent’s Contract (continued)
The term of the contract shall be for no more than four years. (Education Code 35031)

During the term of the contract, the Board may reemploy the Superintendent on those
terms and conditions mutually agreed upon by the Board and Superintendent. (Education
Code 35031)

The Superintendent's contract shall be extended only by Board action and subsequent to
an evaluation of the Superintendent's performance that reflects an overall rating of
“Highly Effective” or above.

(cf. 2140 - Evaluation of the Superintendent)

In the event that the Board determines not to reemploy the Superintendent, the Board
shall provide written notice to the Superintendent at least 45 days in advance of the
expiration of the term of the contract. (Education Code 35031)

The Superintendent’s contract shall include a provision specifying the maximum cash
settlement that the Superintendent may receive upon termination of the contract.
However, if the unexpired term of the contract is greater than 18 months, the maximum
cash settlement shall be no more than the Superintendent’s monthly salary multiplied by
18. The cash settlement shall not include any noncash items other than health benefits,
which may be continued for the unexpired term of the contract up to 18 months or until
the Superintendent finds other employment, whichever occurs first. (Government Code
53260, 53261)

(cf 4117.5/4217.5/4317/5 — Termination Agreements)

If the Board terminates the Superintendent’s contract upon its belief and subsequent
confirmation pursuant to an independent audit that the Superintendent has engaged in
fraud, misappropriation of funds or other illegal practices, the maximum settlement shall
be within the limits prescribed by law, as determined by an administrative law judge.
(Government Code 53260)

Legal Reference:

EDUCATION CODE

35031 Term of employment

GOVERNMENT CODE

53260-53264 Employment contracts

54954 Time and place of regular meetings

54957 Closed session personnel matters

54957.1 Closed session, public report of action taken

Policy Adopted: March 23, 1987 Policy Revised: September 26, 2005;



BP 2122 (a)
Administration

Superintendent’s Job Description

1. The Superintendent of Schools is the chief executive officer of the Board of
Trustees. (Education Code 35035)

2. The Superintendent shall act as secretary to the Board.

3. The Superintendent is responsible for carrying out all policies established by the
Board.

4, In cases not specifically covered by Board policies, the Superintendent shall take

appropriate action and report such action to the Board not later than the next
Board meeting.

5. All individuals employed by the Board are responsible to the Superintendent of
Schools.
6. The Superintendent shall establish such regulations and give such instructions to

school employees as may be necessary to make the policies of the Board
effective. Such delegation and assignments, however, shall not relieve the
Superintendent of final responsibility for actions of subordinates.

7. The Superintendent (or designee with Board approval) shall be present at all
meetings of the Board and its special committees except when matters pertaining
to his reemployment are being considered by the Board. The Superintendent shall
be advisor to the Board in all its deliberations.

8. The Superintendent (or designee with Board approval) shall be responsible for
supervising the preparation and submission of the district budget to the Board for
the ensuing fiscal year. He shall revise and take any other action concerning the
budget as the Board may designate.

9. The Superintendent (or designee with Board approval) shall submit regular
financial and budgetary reports to the Board of Trustees. The report shall include
any outstanding obligations incurred by the school district. (Education Code
35035)



BP 2122 (b)

Administration

Superintendent Job Description (continued)

10.

11.

12.

13.

In accordance with policies of the Board, the Superintendent shall have power
within the limits of major appropriations approved by the Board to approve and
direct all purchases and expenditures.

The Superintendent shall have the power to enter into any contracts on behalf of
the Board of Trustees. (Education Code 35035) The Superintendent shall be
personally liable for any district moneys paid out as a result of his misconduct in
relations to any contracts made. (Education Code 39656)

The Superintendent shall submit, in writing, his recommendations in respect to all
candidates for employment. The Board shall accept or reject such
recommendations, but should employee candidates only on the Superintendent’s
recommendation.

The Superintendent shall determine whether certificated employees have a valid
certificate as required by law. (Education Code 35035)

The Superintendent shall formulate and recommend for the consideration of the
Board personnel policies needed for efficient functioning of the district staff.

The Superintendent shall assign all personnel within the district, subject to Board
approval.

The Superintendent shall have the power to transfer certificated employees from
one school to another. His decision shall be based on the best interest of the
district and be consistent with the adopted Board policy concerning transfers and
the provisions of existing collective bargaining agreements. (Education Code
35035)

(cf. 4114 — Transfers/Reassignment)

14.

The Superintendent shall provide professional leadership for the education
program of the schools. He shall formulate educationally sound policies and
present them to the Board for consideration. The Superintendent shall regularly
report to the Board on all aspects of the district’s education program. He shall
provide for program articulation with the Fullerton Joint Union High School
District whenever possible and feasible.



BP 2122 (c)

Administration

Superintendent’s Job Description (continued)

15.

16.

17.

18.

19.

20.

21.

22,

23.

The Superintendent shall be responsible for insuring the evaluation of each staff
member.

The Superintendent is responsible for the implementation of a plan for
maintenance, improvement or expansion of buildings and site facilities.

The Superintendent is responsible for the implementation of a plan for
maintenance, improvement or expansion of buildings and site facilities.

Within budget appropriations and conference policy set by the Board, the
Superintendent is authorized to approve conference expenses for employees on
official business.

The Superintendent shall submit to the Board periodic reports on the operation of
the school system as well as any special reports requested by the Board.

The Superintendent shall keep and regularly update an inventory of all property,
furnishings, materials and supplies of the district.

The Superintendent shall formulate and administer a program of supervision for
all schools.

The Superintendent shall recommend to the Board of Trustees a student’s
suspension or expulsion under the appropriate circumstances. (Education Code
48900)

The Superintendent shall submit a school calendar for the ensuing school year to
the Board for approval.

Minimum Qualifications

1.

2.

The Superintendent shall have an appropriate administrative credential.

The Superintendent shall have a Master’s Degree, and, preferably, a Doctorate
Degree.



BP 2122 (d)
Administration

Superintendent’s Job Description (continued)

3. The Superintendent shall have teaching experience at a variety of levels.
4. The Superintendent shall have administrative experience at a variety of levels.

Supervision Over:  Assistant Superintendents, Building Principals, Directors and
personnel assigned.

Supervision From:  Board of Trustees
Evaluation By: Board of Trustees

Period of Service: As per individual contract

Legal Reference:

EDUCATION CODE

35020 Duties of employees set by governing board

35026 Employment of district superintendent by certain districts

35028 Qualifications for employment

35029 Waiver of certification requirement for chief administrative officer of the district
35031 Term of employment (up to four years)

35032 Salary increases

35035 Additional powers and duties of superintendent

48900 Authority of superintendent to recommend suspension or expulsion

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



BP 2140 (a)
Administration

Evaluation of Superintendent

The Board of Trustees may annually conduct a formal evaluation of the Superintendent's
performance in order to assess his effectiveness in leading the district toward established
philosophy and goals. The Superintendent and Board may establish an appropriate
schedule for the annual evaluation process.

(cf. 0000 — Philosophy)
(cf. 2121 - Superintendent's Contract)
(cf. 9000 - Role of the Board)

Evaluation criteria should be based on district philosophy and goals as agreed upon prior
to the evaluation by the Board and Superintendent. The evaluation may provide
commendations in areas of strength, provide recommendations for improving
effectiveness, and serve as a basis for making decisions about salary increases and/or
contract extension.

(cf. 2110 - Superintendent Responsibilities and Duties)

The Board and Superintendent may annually consider what evaluation method(s) will
best serve the district and agree on the specific written instrument to be used.

Each Board member should independently evaluate the Superintendent's performance.
The Board may examine all Board members' evaluations and reach a consensus on the
evaluation. The Board president or designee may then develop a single evaluation
representing the Board's collective judgment and provide a copy to the Superintendent.

The Board shall meet in closed session with the Superintendent to discuss the evaluation.
(Government Code 54957)

(cf. 9321 - Closed Session Purposes and Agendas)

The Superintendent and Board president should sign the evaluation as evidence that the
evaluation has been discussed, and shall place the evaluation in the Superintendent's
personnel file.

(cf. 2111 - Superintendent Governance Standards)
(cf. 3100 - Budget)

(cf. 9005 - Governance Standards)

(cf. 9400 - Board Self-Evaluation)



BP 2140 (b)
Administration

Evaluation of Superintendent (continued)
Legal Reference:

GOVERNMENT CODE
54957 Closed session, personnel matters

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



BP 2210
Administration

Administrative Leeway In Absence Of Board Policy

Through Governing Board policy, the Board tries to anticipate critical policy issues that
may affect district students and operations. However, the Board recognizes that
questions may arise in the day-to-day operations of the schools that are not addressed in
Board policy or administrative regulations. When resolution of such issues demands
timely action, the Superintendent or designee shall have the authority to act on behalf of
the district.

(cf. 2110 - Superintendent Responsibilities and Duties)
(cf. 9000 - Role of the Board)
(cf. 9311 - Board Policies)

If the matter involves a policy decision that is likely to be controversial, or a matter that
has a significant impact on student learning or safety, the Superintendent or designee
shall notify the Board president as soon as practicable after its occurrence. The
Superintendent shall then inform the rest of the Board as appropriate.

The Board president may schedule a review of the action at the next regular Board
meeting.

If the action indicates the need for additions or revisions in Board policies, the
Superintendent or designee shall make the necessary recommendations to the Board.

In cases where emergency action must be taken within the school system and where the
Board of Trustees has provided no guides for administrative action, the Superintendent
shall have the power to act. The Superintendent’s decisions shall be subject to review by
action of the Board of Trustees at its next regular meeting.

It shall be the duty of the Superintendent to keep the Board apprised of any action taken
in emergency situation prior to the Board’s next regular meeting. If the action
necessitates the addition or revision of policies, the Superintendent shall make the
necessary recommendations to the Board.

Legal Reference:
EDUCATION CODE
35035 Powers and duties of superintendent

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



BP 2230
Administration

Representative And Deliberative Groups

The Board, Superintendent or designee may establish a management team, administrative
councils, task forces, cabinets or committees in accordance with law.

(cf. 1220 - Citizen Advisory Committees)
(cf. 2220 - Administrative Staff Organization)

The membership, composition and responsibilities of these groups shall be defined by the
Superintendent or designee. The Board, Superintendent or designee may establish,
change or dissolve these groups at their discretion.

Groups established by the Board, Superintendent or designee shall act in an advisory
capacity unless specifically authorized to act on behalf of the Board, Superintendent or
designee. Advisory groups shall submit their recommendations to the Superintendent or
designee, who may report the recommendations to the Board as appropriate.

(cf. 9130 - Board Committees)

Expenses incurred for consulting services, materials, travel or other related operations
shall be approved by the Superintendent or designee in advance.

(cf. 3350 - Travel Expenses)

Legal Reference:

EDUCATION CODE

35160.1 Broad authority of school districts

45100.5 Senior classified management positions

45256.5 Designation of certain senior classified management positions
GOVERNMENT CODE

3540.1 Definitions

54952 Legislative body, definition

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005;



BP 2241 (a)
Administration

Policy/Regulation/Bylaw Development

Policy Manual

The Superintendent will provide for the printing of the Board’s policy, regulations and
bylaws in a manual and maintenance of them in a current condition. The policy manual
shall be distributed to the Board of Trustees and to key district personnel. Students
members of the community and other staff members shall have access to the district
policy manual.

Policies

Policies are written statements adopted by the Board that provide guides for discretionary
action to the Superintendent and his staff. The Board may request the Superintendent to
provide policy statements for its consideration or may initiate a committee from along its
own members to develop policy.

(cf. 9311 — Formulation, Adoption, Amendment of Policies)

Administrative Regulations

The Superintendent shall develop the regulations and procedures necessary to implement
policy and operate the schools of the district. Rules and regulations shall not be in
conflict with adopted Board policy, statutory provisions and State Department of

Education rules and regulations.

The Board retains the right to review district rules and regulations to ensure that they are
not in conflict with policy.

Regulations that apply to all schools of the district shall be included in the policy manual.

Regulations developed by principals for use in their own schools and that do not apply to
all students of the district need not be included in the district’s policy manual.

Board Adopted Regulations
The Board shall formally adopt or approve regulations when required to do so by law.

The Board may request the Superintendent to prepare and submit draft regulations for its
consideration.



BP 2241 (b)
Administration

Policy/Regulation/Bylaw Development (continued)

Board Adopted Regulations (continued)

Board adopted regulations are distinct from administrative regulations. The latter are
developed by the superintendent in order to implement board policy. Board adopted
regulations are those specifically required by law. At the Superintendent’s request, the
Board may adopt regulations that in his opinion warrant the endorsement of the Board.

Bylaws

Bylaws are the rules governing the internal operations of the Board of Trustees. When
need for a new law or modification of an existing bylaw is recognized, the
Superintendent will be directed to develop and present the Board with a new or modified
bylaw for consideration. The same procedure used for development of policies shall be
used for the development of bylaws.

Maintenance of Policy Manual

The Board of Trustees recognizes that new developments in education, changes in law
and local community issues will have an impact on the operation of the school district
and, consequently, the Board’s policy manual.

The Board and Superintendent will analyze changes in law, state regulations and court
decisions and discuss the need for amendment of policies, regulations and bylaws or the
development of new ones.

(cf. 9300 et seq. — Governance)

Legal Reference:

EDUCATION CODE

35014 Adoption of rules by governing boards

35035 Powers and duties of superintendent

35291 Rules (powers of governing board)

48657 Rules and regulations for management and government (adjustment schools)
GOVERNMENT CODE

3540-3549.3 Public educational employer — employee relations

Policy Adopted: March 23, 1987 Policy Revised: September 26, 2005;



BP 2300 (a)
Administration

Conflict of Interest Code: Designated Personnel

Persons occupying the following positions are designated personnel. These persons shall
adhere to the district Conflict of Interest Code adopted by the Board of Trustees in
compliance with Government Code 87300 et seq. Financial interest defined in Exhibit B
of the Conflict of Interest Code must be disclosed by these persons. See Board Bylaw
9270 for requirements pertaining to the filing of disclosure statements.

Designated Employees Assigned Disclosure Categories

A Governing Board Members 1
B. Superintendent of Schools 1
C. Assistant Superintendent of Administrative Servicesl

D. Assistant Superintendent of Instruction 2
E. Principal 2
F. Director of Maintenance, Operations, and Facilities 2
G. Director of Nutrition Services 2
H. Director of Technology 2
l. Fiscal Services Coordinator 2
J. Director of Special Education 2
K. Consultants *

The Board expects each of the persons identified as designated employees to conform to
the requirements of Bylaw 9270 for the position that each holds.

*Consultants shall be included in the list of designated employees and shall disclose
pursuant to the broadest disclosure category in the code subject to the following
limitations:

The Superintendent or designee may determine in writing that a particular consultant,
although a “designated position,” is hired to perform a range of duties that are limited in
scope and thus is not required to fully comply with the disclosure requirements described
in this section. Such written determination shall include a description of the consultant’s
duties and, based upon that description, a statement of the extent of disclosure



BP 2300 (b)
Administration

Conflict of Interest Code: Designated Personnel

requirements. The Superintendent or designee’s determination is a public record and
shall be retained for public inspection in the same manner and location as this conflict of
interest code.

Legal Reference:

GOVERNMENT CODE

1090 et seq. Prohibitions applicable to specified officers

82028 Definitions “Gift”

82030 Definitions “Income”

82033 Definitions “Interest in real property”

82034 Definitions “Investment”

87100 et seq. Conflicts of interest

87200 et seq. Disclosure 87300 et seq. Conflict of interest codes
91000 et seq. Enforcement

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; January 8, 2007; October 6, 2008; October 17,
2011



BP 3000 (a)
Business and Non-Instructional Operations

Concepts And Roles

The Board of Trustees recognizes that prudent financial decisions are crucial to the
district's ability to provide a high-quality education for students. It is therefore essential
that the Board establish reliable budget development processes and adopt a responsible
budget with spending priorities which reflect the district's philosophy and goals. When
needed, the Board shall advocate and seek community, state or federal support for
additional financing.

(cf. 0100 - Philosophy)
(cf. 0200 - Goals for the School District)

The Superintendent or designee shall prepare the detailed annual budget and present it to
the Board for review and adoption. He shall administer the adopted budget in accordance
with Board policies and accepted business procedures.

(cf. 3100 - Budget)
(cf. 3400 - Management of District Assets/Accounts)

The Board shall monitor financial operations so as to ensure the district's fiscal integrity.
The Superintendent or designee shall make all required financial reports, recommend
auditor(s) to the Board, recommend financial plans for meeting program needs, and keep
the Board fully informed about the district's fiscal and non-instructional operations.

(cf. 3460 - Financial Reports and Accountability)

The Board shall make every effort to ensure that the district provides healthy school
environments and maintains high standards of safety in the operation of facilities,
equipment and services. The Superintendent or designee shall utilize procedures that
promote safety and protect

district resources.

(cf. 3514 - Environmental Safety)

(cf. 3515 - Campus Security)

(cf. 3530 - Risk Management/Insurance)

(cf. 9000 - Role of the Board)

Legal Reference:

EDUCATION CODE

35035 Powers and duties of superintendent
35160 Authority of governing boards
35160.1 Broad authority of school district
35161 Powers and duties of governing boards

Policy Adopted: March 23, 1987 Policy Revised: October 24, 2005



BP 3100 (a)
Business and Non-instructional Operations

Budget

The Board of Trustees accepts responsibility for adopting a sound budget for each fiscal
year that is aligned with the district’s vision, goals and priorities. The district budget
shall guide administrative decisions and actions throughout the year and shall serve as a
tool for monitoring the fiscal health of the district.

(cf. 0000 — Philosophy)

(cf. 3000 — Concepts and Roles)

(cf. 3300 — Expenditures/Expending Authority)
(cf. 3460 — Financial Reports and Accountability)
(cf. 9000 — Role of the Board)

The district budget shall show a complete plan and itemized statement of all proposed
expenditures and all estimated revenues for the following fiscal year, together with a
comparison of revenues and expenditures for the current fiscal year. The budget shall
also include the appropriations limit and the total annual appropriations. (Education
Code 42122)

The Superintendent or designee shall establish an annual budget development process
and calendar in accordance with the single budget adoption process described in
Education Code 42127.

The Superintendent or designee may appoint a budget advisory committee. The
committee shall provide recommendations to the Superintendent during the budget
development process.  Duties of the committee shall be clearly defined and
communicated to all members.

The Board shall establish and maintain a general fund reserve for economic uncertainty
that meets or exceeds the requirements of 5 CCR 15443.

Whenever revenues and expenditures change significantly throughout the year, the
Superintendent or designee shall recommend budget amendments to ensure accurate
projections of the district’s net ending balance. When final figures for the prior-year
budget are available, this information shall be used as soon as possible to update the
current-year budget’s beginning balance and projected revenues and expenditures. In
addition, budget amendments shall be submitted for Board approval when the state
budget is adopted, collective bargaining agreements are accepted, district income
declines, increased revenues or unanticipated savings are made available to the district,
program proposals are significantly different from those approved during budget adoption
and/or other significant changes occur that impact budget projections.



BP 3100 (b)
Business and Non-instructional Operations

Budget (continued)

(cf. 3110 — Transfer of Funds)

Legal Reference:

EDUCATION CODE

33127 Development of standards and criteria for local budgets and expenditures
33128 Standards and criteria

33129 Standards and criteria; use by local agencies

33035 Powers and duties of superintendent

35161 Powers and duties, generally, of governing boards

42103 Public hearing on proposed budget; requirements for content of proposed budget;
publication of notice of hearing

42103.3 Public budget information; CDE sampling and suggested improvements
42120-42129 — Budget requirements

42132 Resolutions identifying estimated appropriations limit

42602 Use of unbudgeted funds

42610 Appropriation of excess funds and limitation thereon

GOVERNMENT CODE

7900-7914 Expenditure limitations

CODE OF REGULATIONS, TITLE 5

15060 Standardized account code structure

15440-15452 Criteria and standards for school district budgets

Policy Adopted: March 23, 1987
Policy Revised: October 24, 2005



AR 3100 (a)
Business and Non-instructional Operations

Budget
Budget Adoption and Submission Process

Before adopting the district budget for the subsequent fiscal year, the Board of Trustees
shall hold a public hearing. An agenda for this hearing shall be posted at least 72 hours
before the hearing and shall indicate the location where the budget may be inspected.
The proposed budget shall be available for public inspection at least three working days
before this hearing. (Education Code 42103, 42127)

The Superintendent or designee shall notify the County Superintendent of Schools of the
location, dates and times at which the proposed budget may be inspected, as well as the
location, date and time of the public hearing, in sufficient time for the County
Superintendent to publish such information in a newspaper of general circulation at least
10 days before the hearing.

During the hearing, any district resident may speak to the proposed budget or any item in
the budget. The hearing may conclude when all residents who so desire have had the
opportunity to be heard. (Education Code 42103)

(cf. 9320 — Meetings and Notices)
(cf. 9323 — Meeting Conduct)

The district’s budget shall be presented in the format prescribed by the Superintendent of
Public Instruction. (Education Code 42126)

The Superintendent or designee shall file the adopted budget with the County
Superintendent of schools no later than five days after adoption or by July 1, whichever
occurs first. The budget and supporting data shall be maintained and made available for
public review. (Education Code 42127)

(cf. 1340 - Access to District Records)

If possible, no later than 45 days after the Governor signs the annual Budget Act, the
Superintendent or designee shall make available for public review any revisions in
budgeted revenues and expenditures which are consequently necessary. (Education Code
42127)

If the County Superintendent disapproves the district's budget, the Board shall review and
respond to his/her recommendations at a public meeting in September. (Education Code
42127)



AR 3100 (b)
Business and Non-instructional Operations

Budget (continued)

Before revising the budget, the Board shall hold a second public hearing in accordance
with Education Code 42103. (Education Code 42127)

The revised budget and supporting data shall be maintained and made available for public

review. (Education Code 42127)

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



BP 3105(a)
Business and Non-instructional Operations

Fund Balance Policy
Effective: Fiscal Year 2010/11

The Board of Trustees hereby establishes and will maintain reserves of Fund Balance, as
defined herein, in accordance with Governmental Accounting and Standards Board
(GASB) Statement No. 54, Fund Balance Reporting and Governmental Fund Type
Definitions. This Policy shall apply only to the District’s governmental funds. The
Policy is intended to provide guidelines for the preparation and execution of the annual
budget to ensure that sufficient reserves are maintained for unanticipated expenditures or
revenue shortfall. It is also intended to preserve flexibility throughout the fiscal year to
make adjustments in funding for programs approved in connection with the annual
budget.

The Fund Balance refers to the difference between assets and fund liabilities in the
governmental funds balance sheet and is referred to as fund equity.

It consists of five categories: Non-spendable, Restricted, Committed, Assigned, and
Unassigned.

e Non-spendable Fund Balance consists of funds that cannot be spent due to their
form (e.g. inventories and prepaid purchases) or funds that are legally or
contractually required to be maintained intact.

e Restricted Fund Balance consists of funds that are mandated for a specific
purpose by external resource providers (such as grantors), or enabling legislation.
Restrictions may be changed or lifted only with the consent of the resource
providers.

e Committed Fund Balance consists of funds that are set aside for a specific
purpose by the District’s highest level of decision-making authority (Board of
Trustees). Formal action must be taken prior to the end of the fiscal year. The
same formal action must be taken to remove or change the limitations placed on
the funds.

e Assigned Fund Balance consists of funds that are set aside with the intent to be
used for a specific purpose by the District’s highest level of decision-making
authority or a designee that has been given the authority to assign funds.
Assigned funds cannot cause a deficit in unassigned fund balance.

e Unassigned Fund Balance consists of excess funds that have not been classified in
the four categories above. All funds in this category which is not obligated or
specifically designated are considered available for any purpose. This category
also provides the resources necessary to meet unexpected expenditures and
revenue shortfall.



BP 3105(b)
Business and Non-instructional Operations
Fund Balance Policy (continued)
Non-spendable and Restricted Funds

Non-spendable funds are those funds that cannot be spent because they are either:
(1) Not in spendable form (e.g. inventories and prepaid purchases) or (2) legally or
contractually required to be maintained intact. It is the responsibility of the Assistant
Superintendent of Administrative Services to report all Non-spendable Funds
appropriately in the District’s Financial Statements.

Restricted funds are those that have constraints placed on their use either:
(1) Externally by creditors, grantors, contributors, or laws or regulations or other
government agencies or (2) By law through constitutional provisions or enabling
legislation. It is the responsibility of the Assistant Superintendent of Administrative
Services to report all Restricted Funds appropriately in the District’s Financial
Statements.

Authority to Commit Funds

The District’s Board of Trustees having the highest level of decision-making authority
has the authority to establish funds for a specific purpose through the passage of budget
adoption or a resolution by a simple majority vote. = Committed Funds may also be
modified, or rescinded by the same method. The passage of a resolution must take place
prior to June 30" of the aEpIicabIe fiscal year. If the actual amount of the commitment is
not available by June 30", the resolution must state the process or formula necessary to
calculate the actual amount as soon as information is available.

Authority to Assign Funds

Upon passage of the Fund Balance Policy, authority is given to the District’s Assistant
Superintendent of Administrative Services to assign funds for specific purposes. Any
funds set aside as Assigned Fund Balance must be reported to the District’s Board of
Trustees at their next regular meeting. The Board of Trustees has the authority to remove
or change the assignment of the funds with a simple majority vote.

The District’s Board of Trustees also has the authority to set aside for the intended use of
a specific purpose. Any funds set aside as Assigned Fund Balance requires a simple
majority vote. The same action is required to change or remove the assignment.



BP 3105(c)
Business and Non-instructional Operations
Fund Balance Policy (continued)
Unassigned Fund Balance

Unassigned Fund Balance is the residual net amount in excess of what can properly be
classified in one of the other four fund balance categories. It represents the resources
available for future spending.

For financial statement reporting purposes Unassigned Fund Balance reserves include the
Reserve for Economic Uncertainty. The District will maintain an Economic Uncertainty
Reserve pursuant to the Criteria and Standards for fiscal solvency adopted by the State
Board of Education (SBE).

The District is committed to maintaining a prudent level of financial resources to protect
against the need to reduce service levels because of revenue shortfalls, unpredicted
expenditures, or planned deficit spending. Due to the District’s small size, it is prudent to
maintain an additional two (2) percent above the SBE level to provide a buffer for cash-
flow needs and if financial difficulties arise and commitments cannot be reduced within
the reporting period. When stable funding from the state exists, for two consecutive
years, excluding deficit reduction funding, the Economic Uncertainty Reserve will be
increased by two percent above SBE level. Stable funding is defined as receipt of fully
funded revenue limit Cost of Living Adjustment (COLA). When state COLA is not fully
funded for two consecutive years, the SBE minimum will apply.

Classifying Fund Balance Amounts

When both restricted and unrestricted funds are available for expenditure, restricted funds
should be spent first unless legal requirements disallow it.

When committed, assigned, and unassigned funds are available for expenditure,
committed funds should be spent first, assigned funds should be spent second, and
unassigned funds should be spent last; unless the Board of Trustees has provided
otherwise in its commitment or assignment actions.

Reference:
Governmental Accounting Standards Board (GASB) Statement No. 54

Policy Approved: June 20, 2011



AR 3110 (a)
Business and Non-instructional Operations

Transfer Of Funds

Transfers may be made from the designated fund balance or the unappropriated fund
balance to any expenditure classification or between expenditure classifications by the
Governing Board on adoption of a resolution by a majority vote.

The resolution must be approved by the County Superintendent of Schools and filed with
the county auditor. (Education Code 42600)

End-of-the-Year Procedures

At the close of the school year, the County Superintendent of Schools may, with the
consent of the Board, identify and make transfers between the designated fund balance or
the unappropriated fund balance and any expenditure classification(s) or balance any
budget expenditure classifications as necessary to permit the payment of obligations
incurred by the district during that school year. (Education Code 41301, 42601)

Temporary Transfers Between Classifications

The Board may direct that monies held in any fund or account may be temporarily
transferred from one or more of these accounts to another fund or account to be used for
the payment of obligations of the district, with limitations as set by Education Code
42603. The transfer shall be accounted for as temporary borrowing and shall not be
available for appropriation or be considered income to the borrowing fund or account.
(Education Code 42603)

Special Reserve Funds

Upon resolution of the Board, a special reserve fund may be established for such
purpose(s) as specified in the resolution. A copy of the resolution shall be filed with the
County Superintendent of Schools, as well as the county auditor and treasurer. As
necessary, the Board may amend the resolution to specify additional purposes or to
withdraw any previously designated purpose. (Education Code 42841)

The Board may expend the money in the special reserve fund for capital outlay for the
purpose specified in the resolution. In addition, unless encumbered for ongoing
expenses, the Board may expend money in the fund for the general operating purposes of
the district. Any money in a special reserve fund that is maintained for purposes other
than capital outlay must be transferred into the district's general fund before it is
expended. (Education Code 42842)



AR 3110 (b)
Business and Non-instructional Operations

Transfer Of Funds (continued)

Deferred Maintenance Funds

Funds deposited in the district's deferred maintenance fund may be received from any
source and shall only be expended for maintenance purposes as provided for in Education
Code 17582(a). (Education Code 17582)

Upon resolution of the Board, excess local funds deposited in the deferred maintenance
fund may be transferred to other expenditure classifications when state funds provided
pursuant to Education Code 17584 and 17585 are insufficient to fully match the local
funds. The resolution shall be approved by a two-thirds vote of the Board and filed with
the County Superintendent of Schools and the county auditor. (Education Code 17583)

Legal Reference:

EDUCATION CODE

78 Definition governing board

5200 Districts governed by boards of education

17582 Deferred maintenance fund; establishment; purpose

17583 Deferred maintenance fund; transfer

17584 Budgeting certification deferred maintenance fund; apportionment

17585 Applications for deferred maintenance funding

42125 Designated and unappropriated fund balances

42600 District budget limitation on expenditure

42601 Transfers between funds to permit payment of obligations at close of year
42603 Transfer of monies held in any fund or account to another fund; repayment
42840-42843 Special reserve fund

52616.4 Expenditures from adult education fund

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



BP 3220.1 (a)
Business and Non-instructional Operations

Lottery Funds

The Board of Trustees intends to use lottery funds for supplemental and nonrecurring
expenditures which support educational programs and activities. In recognition of the fact
that amounts received from the California State Lottery fluctuate from year to year, the
Board shall not commit lottery funds for any purpose until they have been received.

The Board shall establish funding priorities and approve all allocations within the
parameters of law. Lottery funds allocated for the purchase of instructional materials
pursuant to Government Code 8880.4 (Proposition 20, March 2000 ballot initiative) shall
be expended on instructional materials as defined in Education Code 60010.

"Instructional materials” means all materials that are designed for use by students and
their teachers as a learning resource to help students to acquire facts, skills, or opinions or
to develop cognitive processes. Instructional materials may be printed or nonprinted,
and may include textbooks, technology-based materials, other educational materials and
tests. (Education Code 60010)

(cf. 6161 - Equipment, Books and Materials)
(cf. 6161.1 - Selection and Evaluation of Instructional Materials)

Lottery funds shall not be used to acquire real estate, build school facilities, finance
research, or serve any other noninstructional purpose, such as those related to school
maintenance, business and administrative operations.

The following criteria for decisions on the use of the Lottery funds shall be used:

1. That the maximum number of students be reached.
2. That the item have a high level of visibility.

3. That the item have a high level of educational value.
4, That the item not otherwise be available

The Board will determine annually the amount of discretionary funds that shall be
proportionately allocated to each District site, including the curriculum and IMC
divisions of the District Office to be spent in accordance with Criteria 1-4. The
determination of such expenditures shall be made at each school site by a committee
comprised of:



BP 3220.1 (b)
Business and Non-instructional Operations

Lottery Funds (continued)

Principal

Teacher — to be selected by the teachers at each site
Classified employee

Parent member of the School Site Council

The President of the PTA (or designee)

P00 o

Such determination will be submitted to the Board of Trustees for final approval.

(cf. 0420 - School Plans/Site Councils)
(cf. 1220 - Citizen Advisory Committees)

The Superintendent or designee shall establish a separate account for the receipt and
distribution of lottery funds that shall be clearly identified as a lottery education account.
(Government Code 8880.5)

(cf. 3100 - Budget)

Legal Reference:

EDUCATION CODE

14600 Legislative findings and declarations: state control of lottery funds
14700-14701 Use of lottery funds

60010 Definitions

60119 Hearings, steps to ensure availability of textbooks and instructional materials
GOVERNMENT CODE

8880-8880.5 California state lottery: general provisions

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



BP 3250
Business and Non-instructional Operations

Transportation Fees

Because the cost of providing student transportation exceeds funding provided by the
state, the Board of Trustees may find it necessary to charge fees for home-to-school
student transportation. If necessary, the Board may direct the Superintendent or
designee to submit a plan for the charging of fees for transportation.

When necessary, the Superintendent or designee shall annually submit proposed
transportation fee schedules for Board approval. If fees collected do not cover the costs
for transportation, the Board may consider discontinuing home-to-school transportation
services for regular education students.

When appropriate and required by E.C.39807.5, no charge shall be made for any
transportation of students whose individualized education program require transportation
or whose parents/guardians are determined indigent pursuant to administrative
regulations.

(cf. 3540 - Transportation)
(cf. 3541.2 - Transportation for Students with Disabilities)

Legal Reference:

EDUCATION CODE

10913 Fees for uses of school buses for community recreation purposes
35330 Excursions or field trips

39800-39860 Transportation, especially:

39807.5 Payment of transportation cost; amount of payment

39809.5 Excess fees; adjustments

41850 Home-to-school and special education transportation

49557 Applications for free and reduced price meals

49558 Confidentiality of applications and records

56026 Individuals with exceptional needs

CODE OF REGULATIONS, TITLE 5

350 Fees not permitted

CODE OF FEDERAL REGULATIONS, TITLE 7

245.8 (a) Nondiscrimination practices for children eligible to receive free and reduced
price meals and free milk

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



BP 3260 (a)
Business and Non-instructional Operations

Fees and Charges

The District shall not charge a pupil fee for participation in an educational activity,
except as specifically permitted by state law. All supplies, materials, and equipment
needed to participate in educational activities shall be provided to pupils free of charge.
A fee waiver policy shall not make a pupil fee permissible.

The District shall not offer course credit or privileges related to educational activities in
exchange for money or donations of goods or services from a pupil or a pupil’s parents or
guardians, and shall not remove course credit or privileges related to educational
activities, or otherwise discriminate against a pupil, because the pupil or the pupil’s
parents or guardians did not or will not provide money or donations of goods or services
to the district.

The following definitions shall apply for purposes of this policy:

(a) “Educational activity” means an activity offered by a school, school district, charter
school, or county office of education that constitutes an integral fundamental part of
elementary and secondary education, including, but not limited to, curricular and
extracurricular activities.

(b) “Pupil fee” means a fee, deposit, or other charge imposed on pupils, or a pupil’s
parents or guardians, in violation of Section 49011 and Section 5 of Article IX of the
California Constitution, which require educational activities to be provided free of charge
to all pupils without regard to their families’ ability or willingness to pay fees or request
special waivers, as provided for in Hartzell v. Connell (1984) 35 Cal.3d 899. A pupil fee
includes, but is not limited to, all of the following:

(1) A fee charged to a pupil as a condition for registering for school or classes, or
as a condition for participation in a class or an extracurricular activity, regardless
of whether the class or activity is elective or compulsory, or is for credit.

(2) A security deposit, or other payment, that a pupil is required to make to obtain
a lock, locker, book, class apparatus, musical instrument, uniform, or other
materials or equipment.

(3) A purchase that a pupil is required to make to obtain materials, supplies,
equipment, or uniforms associated with an educational activity.

Complaints of non-compliance with this Board Policy shall be filed in accordance with
Administrative Regulation 3260 — Fees and Charges.



BP 3260 (b)
Business and Non-instructional Operations

Fees and Charges

(cf. 1321 - Solicitation of Funds from and by Students)
(cf. 3250 - Transportation Fees)

(cf. 3290 - Gifts, Grants and Bequests)

(cf. 3515.4 - Recovery for Property Loss or Damage)
(cf. 3553 - Free and Reduced Price Meals)

(cf. 5143 - Insurance)

(cf. 6145 - Extracurricular and Cocurricular Activities)
(cf. 9323.2 - Actions by the Board)

Legal Reference:

EDUCATION CODE

8263 Child care eligibility

8760-8773 Outdoor science and conservation programs
17551 Property fabricated by students

19910-19911 Offenses against libraries

32033 Eye protective devices

32221 Insurance for athletic team member

32390 Fingerprinting program

35330-35332 Excursions and field trips

35335 School camp programs

38080-38085 Cafeteria establishment and use

38119 Lease of personal property; caps and gowns
38120 Use of school band equipment on excursions to foreign countries
39807.5 Payment of transportation costs

39837 Transportation of students to places of summer employment
48050 Residents of adjoining states

48052 Tuition for foreign residents

48904 Liability of parent or guardian

49010-49013 Pupil Fees

49066 Grades, effect of physical education class apparel
49091.14 Prospectus of school curriculum

51810-51815 Community service classes

52612 Tuition for adult classes

52613 Nonimmigrant aliens

60410 Students in classes for adults

GOVERNMENT CODE

905 Claims for money or damages

6253 Request for copy; fee



Business and Non-instructional Operations

Fees and Charges

VEHICLE CODE
21113 Public grounds (parking)
Business and Non-instructional Operations

CALIFORNIA CONSTITUTION

Avrticle 9, Section 5 Common school system
CODE OF REGULATIONS, TITLE 5

350 Fees not permitted

UNITED STATES CODE, TITLE 8

1184 Foreign Students

COURT DECISIONS

BP 3260 (c)

Driving School Assn of CA v. San Mateo Union HSD (1993) 11 Cal. App. 4th 1513
Arcadia Unified School District v. State Department of Education (1992) 2 Cal 4th 251

Steffes v. California Interscholastic Federation (1986) 176 Cal. App. 3d 739

Hartzell v. Connell (1984) 35 Cal. 3d 899

CTA v. Glendale School District Board of Education (1980) 109 Cal. App. 3d 738

Management Resources:
CDE MANAGEMENT ADVISORIES

1030.97 Fiscal Management Advisory 97-02: Fees Deposits and Other Charges

WEB SITES
CDE: http://www.cde.ca.gov

Policy Approved: February 4, 2013



AR 3260 (a)

Business and Non-instructional Operations

Fees and Charges

The District shall charge fees specifically authorized by law and/or approved by legal
counsel. (5 CCR 350)

The following fees and charges are permissible if approved by the Governing Board:

1.

Insurance for athletic team members, with an exemption for financial hardship
(Education Code 32221)

(cf. 5143 - Insurance)

Insurance for medical or hospital service for students participating in field trips
and excursions. (Education Code 35331)

Expenses of students' participation in a field trip or excursion to another state, the
District of Columbia or a foreign country, as long as no student is prohibited from
making the field trip due to lack of funds. (Education Code 35330)

(cf. 6153 - School-Sponsored Trips)

Student fingerprinting program (Education Code 32390)

(cf. 5142.1 - Identification and Reporting of Missing Children)

School camp programs operated pursuant to Education Code 8760-8774 provided
that the fee is not mandatory (Education Code 35335)

(cf. 6142.5 — Environmental Education)

Personal property of the District fabricated by students, as long as the cost of the
property does not exceed the cost of the materials provided by the district
(Education Code 17551)

Home-to-school transportation and transportation between school and regional
occupational centers, programs or classes, as long as the fee does not exceed the
statewide average nonsubsidized cost per student and so long as exemptions are
made for indigent and disabled students (Education Code 39807.5)

(cf. 3250 - Transportation Fees)



AR 3260 (b)

Business and Non-instructional Operations

Fees and Charges (continued)

8.

10.

11.

12.

13.

14.

15.

16.

Transportation to and from summer employment programs for youth (Education
Code 39837)

Physical education uniforms
(cf. 6142.7 - Physical Education)

Rental or lease of personal property needed for district purposes, such as caps and
gowns used in graduation ceremonies (Education Code 38119)

(cf. 5127 - Graduation Ceremonies and Activities)

Deposit for band instruments, music, uniforms and other regalia which school
band members take on excursions to foreign countries. (Education Code 38120)

Fees for community service classes (Education Code 51815)

Charges for eye safety devices, at a price not to exceed the District’s actual costs,
in specified courses or activities in which students are engaged in, or are
observing, an activity or the use of hazardous substances likely to cause injury to
the eyes (Education Code 32033)

Actual costs of duplication for copies of public records (Government Code 6253)

(cf. 1340 - Access to District Records)

Actual costs of duplication for reproduction of the prospectus of school
curriculum (Education Code 49091.14)

(cf. 5020 - Parent Rights and Responsibilities)

Food sold at school subject to free and reduced price meal program eligibility and
other restrictions specified in law (Education Code 38084)

(cf. 3551 - Food Service Operations/Cafeteria Funds)
(cf. 3553 - Free and Reduced Price Meals)
(cf. 3554 - Other Food Sales)



AR 3260 (c)
Business and Non-instructional Operations

Fees and Charges (continued)

17. Fines or reimbursements for lost or damaged district property or damage to library
property (Education Code 19910-19911, 48904)

(cf. 3515.4 - Recovery for Property Loss or Damage)

18.  Tuition for out-of-state and out-of-country residents (Education Code 48050,
48052, 52613; 8 USC 1184)

(cf. 5111.1 - District Residency)
(cf. 5111.2 - Nonresident Foreign Students)

19.  Adult education books, materials, and classes as specified in law (Education
Code 52612, 60410)

(cf. 6200 - Adult Education)

20. Child care and development services (Education Code 8263)
(cf. 5148 - Child Care and Development)

21. Parking on school grounds (Vehicle Code 21113)

22.  Charges for optional attendance as a spectator at a school or District sponsored
activity (Hartzell, 35 Cal.3d 899, 911, fn. 14).

Complaints of Noncompliance

A complaint of noncompliance with the requirements of Article 5.5 of Chapter 6 of Part
27 of Division 4 of Title 2 of the Education Code (commencing with Section49010) may
be filed with the principal of a school under the Uniform Complaint Procedures set forth
in BP 3260.

A complaint may be filed anonymously if the complaint provides evidence or information
leading to evidence to support an allegation of noncompliance with the requirements of
this article.

A complainant not satisfied with the decision of the district may appeal the decision to
the State Department of Education and shall receive a written appeal decision within 60
days of the department’s receipt of the appeal.



AR 3260 (d)
Business and Non-instructional Operations

Fees and Charges (continued)

If the District finds merit in a complaint, or the department finds merit in an appeal, the
public school shall provide a remedy to all affected pupils, parents, and guardians that,
where applicable, includes reasonable efforts by the district to ensure full reimbursement
to all affected pupils, parents, and guardians, subject to procedures established through
regulations adopted by the state board.

Information regarding the requirements of Article 5.5 of Chapter 6 of Part 27 of
Division 4 of Title 2 of the Education Code shall be included in the annual notification
distributed to pupils, parents and guardians, employees, and other interested parties
pursuant to Section 4622 of Title 5 of the California Code of Regulations. (Education
Code 49013.)

Legal Reference:

EDUCATION CODE

8263 Child care eligibility

8760-8773 Outdoor science and conservation programs
17551 Property fabricated by students

19910-19911 Offenses against libraries

32033 Eye protective devices

32221 Insurance for athletic team member

32390 Fingerprinting program

35330-35332 Excursions and field trips

35335 School camp programs

38080-38085 Cafeteria establishment and use

38119 Lease of personal property; caps and gowns
38120 Use of school band equipment on excursions to foreign countries
39807.5 Payment of transportation costs

39837 Transportation of students to places of summer employment
48050 Residents of adjoining states

48052 Tuition for foreign residents

48904 Liability of parent or guardian

49066 Grades, effect of physical education class apparel
49091.14 Prospectus of school curriculum

51810-51815 Community service classes

52612 Tuition for adult classes

52613 Nonimmigrant aliens

60410 Students in classes for adults

GOVERNMENT CODE

6253 Request for copy; fee



Business and Non-instructional Operations
Fees and Charges (continued)

Legal Reference: (continued)

VEHICLE CODE

21113 Public grounds (parking)
CALIFORNIA CONSTITUTION

Article 9, Section 5 Common school system
CODE OF REGULATIONS, TITLE 5

350 Fees not permitted

UNITED STATES CODE, TITLE 8

1184 Foreign Students

Regulation Approved: March 23, 1987

AR 3260 (&)

Regulation Revised: September 26, 2005; October 24, 2005; February 4, 2013



BP 3270 (a)
Business and Non-instructional Operations

Sale And Disposal Of Books, Equipment And Supplies

The Board of Trustees recognizes that the district may own personal property that is
unusable, obsolete or no longer needed by the district. When district-owned books,
equipment and supplies become unusable, obsolete, or no longer needed, the
Superintendent or designee shall identify these items to the Board of Trustees, together
with their estimated value and a recommendation that they be sold or disposed of by one
of the methods prescribed in law and administrative regulations. With Board approval,
the Superintendent or designee shall arrange for the sale or disposal of these items.

Instructional materials may be considered obsolete or unusable when they:

1. Contain information rendered inaccurate or incomplete by new discoveries or
technologies

2. Have been replaced by more recent versions or editions of the same material and are
of no foreseeable value in other instructional areas

3. Contain demeaning, stereotyping or patronizing references to either sex, members of
racial, ethnic, religious, vocational or cultural groups or persons with physical or
mental disabilities.

4. Have been inspected and discovered to be damaged beyond use or repair

The Superintendent or designee shall establish procedures to be used when selling
equipment for which the federal government has a right to receive all or part of the
proceeds. These procedures shall ensure a reasonable amount of competition so as to
result in the highest possible revenue.

(cf. 3440 - Inventories)

Legal Reference:

EDUCATION CODE

17540-17542 Sale or lease of personal property by one district to another
17545-17555 Sale of personal property

42291.5 Temporary school bus designation

42303 School bus sale to another district

60500 Determination of obsolescence

60510-60511 Donation or sale

60520-60521 Disposition of sale proceeds

60530 Methods of destruction



BP 3270 (b)
Business and Non-instructional Operations

Sale And Disposal Of Books, Equipment And Supplies (continued)

Legal Reference: (continued)

GOVERNMENT CODE

25505 District property; disposition; proceeds
UNITED STATES CODE, TITLE 40

484 Surplus property

CODE OF FEDERAL REGULATIONS, TITLE 34
80.32 Equipment acquired under a grant or subgrant

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



AR 3270 (a)

Business and Non-instructional Operations

Sale And Disposal Of Books, Equipment And Supplies

The Board of Trustees may dispose of personal property belonging to the district by any
of the following methods:

1.

If the Board members attending a meeting unanimously agree that the property is
worth no more than $2,500, the Board may designate any district employee to sell the
property without advertising. (Education Code 17546)

The Board may advertise for bids and either sell the property to the highest
responsible bidder or reject all bids. (Education Code 17545)

Notice for bids shall be posted in at least three public places in the district for at least two
weeks or published at least once a week for at least two weeks in a newspaper having a
general circulation in the district and, if possible, published within the district.
(Education Code 17545)

Property for which no qualified bid has been received may be sold, without further
advertising, by the Superintendent or designee. (Education Code 17546)

3.

The Board may authorize the sale of the property by means of a public auction
conducted by district employees, employees of other public agencies, or by contract
with a private auction firm. Notice related to the auction shall be posted or published
as described in item #2 above. (Education Code 17545)

Without advertising for bids, the Board may sell the property to agencies of federal,
state or local government, to any other school district, or to any agency eligible under
the federal surplus property law (40 USC 484(j)(3)). In such cases, the sale price
shall equal the cost of the property plus estimated cost of purchasing, storing and
handling. (Education Code 17540)

Without advertising for bids, the Board may sell or lease the property to agencies of
federal, state or local government or to any other school district. In such cases, the
price and terms of the sale or lease shall be fixed by the Board and approved by the
County Superintendent of Schools. (Education Code 17542)

If the Board members attending a meeting unanimously find that the value of the
property is insufficient to defray the costs of arranging a sale, the property may be
donated to a charitable organization deemed appropriate by the Board or may be
disposed of by dumping. (Education Code 17546)



AR 3270 (b)
Business and Non-instructional Operations

Sale And Disposal Of Books, Equipment And Supplies (continued)

Money received from the sale of surplus property shall be either deposited in the district
reserve or general fund or credited to the fund from which the original purchase was
made. (Education Code 17547)

Instructional Materials

Surplus or undistributed obsolete instructional materials that are usable for educational
purposes may be donated to any governing board, county free library or other state
institution; any United States public agency or institution; any nonprofit charitable
organization; or children or adults in California or foreign countries for the purpose of
increasing literacy. They also may be sold to any organization that agrees to use the
materials for educational purposes. (Education Code 60510)

Any organization, agency or institution receiving obsolete instructional materials from
the district shall certify to the Board that it agrees to use the materials for educational
purposes and make no charge to any persons to whom the materials are given or lent.
(Education Code 60511)

(cf. 9323 - Meeting Conduct)
Surplus or undistributed obsolete instructional materials which are unusable or which
cannot be distributed as specified above may be disposed of by either of the following:

(Education Code 60530)

1. By being mutilated so as not to be salable and sold for scrap at the highest obtainable
price

2. By being destroyed by any economical means at least 30 days after the Board has
given notice to all persons who have requested such notice

(cf. 9323.2 - Actions by the Board)

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



BP 3280
Business and Non-instructional Operations

Sale, Lease, Rental of District-owned Real Property

The Board of Trustees shall dispose of district property whenever it is apparent the
district will have no further use for it. If property currently unused will be needed at some
future time, the Board may lease it to a governmental or private agency or individual.
(Education Code 17453, 17455-17484)

When required by law, the Board shall appoint a district advisory committee to advise the
Board in the development of policies and procedures governing the use or disposition of
schools or school building space which is not needed for school purposes. (Education
Code 17388)

When surplus property is not sold or leased, the Board shall offer to sell or lease it, with
an option to buy, in accordance with the priorities set forth in Education Code 17464 and
17230 and in Government Code 54222.

Any lease or sale made by the Board will conform in all particulars to the provisions of
law.

Legal Reference:

EDUCATION CODE

8469.5 Use of school facilities or grounds for school age child care

17022 Approval of new facilities

17219 Acquisition of property not utilized as school site; nonuse payments; exemptions
17230 Surplus property

17385 Conveyances to and from school districts

17387-17391 Advisory committees for use of excess school facilities

17406 Right of district to lease property under lease providing for construction of
building

17453 Lease of surplus district property

17455-17484 Sale or lease of real property

17515-17526 Joint occupancy

17527-17535 Joint use of district facilities

38134 Groups which may use school facilities without charge; charges for use by other
groups

GOVERNMENT CODE

54222 Offer to sell or lease property

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



AR 3280 (a)
Business and Non-instructional Operations

Sale, Lease, Rental of District-Owned Real Property

The district advisory committee on use or disposition of surplus school buildings or space
shall consist of seven to eleven members representative of the following: (Education
Code 17389)

1. The district's ethnic, age group and socioeconomic composition

2. The business community, such as store owners, managers or Supervisors

3. Landowners or renters, with preference to representatives of neighborhood associations
4. Teachers

5. Administrators

6. Parents of students

7. Persons with expertise in environmental impact, legal contracts, building codes, land
use planning, local zoning, and other local land use restrictions

This committee shall: (Education Code 17390)

1. Review projected school enrollment and other data to determine the amount of
surplus space and real property

2. Establish and circulate throughout the attendance area a priority list for use of surplus
space and real property that will be acceptable to the community

3. Hold hearings, with community input, on acceptable uses of space and real property,
including the sale or lease of surplus real property for child care development
purposes

4. Make a final determination of limits of tolerance of use of space and real property

5. Send the Governing Board its recommendations regarding uses of surplus space and
real property



AR 3280 (b)
Business and Non-instructional Operations

Sale, Lease, Rental of District-Owned Real Property (continued)

Sale, Lease Or Rental For Child Care Purposes

Any surplus real property sold or leased to designated child care providers for child care
and development purposes shall comply with legally specified outdoor activity space
requirements for child care facilities. The provisions of Education Code 17458 shall
apply to any such sale or lease. The use of district facilities or grounds for extended day
care services shall be granted only in accordance with the provisions of Education Code
38134. (Education Code 8469.5)

(cf. 1330 - Use of School Facilities)

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



BP 3290 (a)
Business and Non-instructional Operations

Gifts, Grants and Bequests

The Board of Trustees may accept any bequest or gift of money or property on behalf of
the district. While greatly appreciating suitable donations, the Board discourages any
gifts which may directly or indirectly impair its commitment to providing equal
educational opportunities for all district students.

(cf. 0410 - Nondiscrimination in District Programs and Activities)

Before accepting a gift, the Board shall consider whether the gift:

1. Has a purpose consistent with the district's philosophy and goals.

1. Begins a program which the Board would be unable to continue when the donated
funds are exhausted

3. Entails undesirable or excessive costs

4. Implies endorsement of any business or product

(cf. 1325 - Advertising and Promotion)

The Board shall carefully evaluate any conditions or restrictions imposed by the donor in
light of district philosophy and operations. If the Board feels the district will be unable to

fully satisfy the donor's conditions, the gift shall not be accepted.

Gift books and instructional materials shall be accepted only if they meet regular district
criteria.

(cf. 6161.1 - Selection and Evaluation of Instructional Materials)
All gifts, grants and bequests shall become district property. Donors are encouraged to

donate all gifts to the district rather than to a particular school. At the Superintendent or
designee's discretion, a gift may be used at a particular school.



BP 3290 (b)
Business and Non-instructional Operations

Gifts, Grants and Bequests (continued)

Legal Reference:

EDUCATION CODE

1834 Acquisition of materials and apparatus

35162 Power to sue, be sued, hold and convey property

41030 School district may invest surplus monies from bequest or gifts
41031 Special fund or account in county treasury

41032 Authority of school board to accept gift or bequest; investments; gift of land
requirements

41035 Advisory committee

41036 Function of advisory committee

41037 Rules and regulations

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005
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Business and Non-instructional Operations

Expenditures/Expending Authority

The Superintendent or designee may purchase supplies, materials, equipment, and
services up to the amounts specified in Public Contract Code 20111 beyond which a
competitive bidding process is required.

(cf. 3310 - Purchasing Procedures)
(cf. 3311 - Bids)
(cf. 3312 - Contracts)

The Superintendent or designee may authorize an expenditure which exceeds the budget
classification allowance against which the expenditure is the proper charge only if an
amount sufficient to cover the purchase is available in the budget for transfer by the
Governing Board.

(cf. 3100 - Budget)
(cf. 3110 - Transfer of Funds)

All transactions entered into by the Superintendent or designee on behalf of the Board
shall be reviewed by the Board every 60 days. (Education Code 17605)

No district funds shall be expended for the purchase of alcoholic beverages. (Education
Code 32435)

The Board shall not recognize obligations incurred contrary to Board policy and
administrative regulations.

Legal Reference:

EDUCATION CODE

17604 Delegation of powers to agents; liability of agents

17605 Delegation of authority to purchase supplies and equipment
32435 Prohibited use of public funds

35010 Control of district; prescription and enforcement of rules
35035 Powers and duties of superintendent

35272 Educational and athletic materials

38083 Purchase of perishable foodstuffs and seasonal commodities
41010 Accounting system

41014 Requirement of budgetary accounting

PUBLIC CONTRACT CODE

20111 Contracts over $50,000; contracts for construction; award to lowest responsible
bidder

Policy Adopted: March 23, 1987

Policy Revised: September 26, 2005; October 24, 2005
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Business and Non-instructional Operations

Purchasing Procedures

The Superintendent or designee shall maintain effective purchasing procedures in order
to ensure that maximum value is received for money spent by the district and that records
are kept in accordance with law.

Insofar as possible, goods and services purchased shall meet the needs of the person or
department ordering them at the lowest price consistent with standard purchasing
practices. Maintenance costs, replacement costs and trade-in values shall be considered
when determining the most economical purchase price.

(cf. 3314.2 - Revolving Funds)
(cf. 3440 - Inventories)

All purchases shall be made by formal contract or purchase orders, or shall be
accompanied by a receipt and paid by reimbursement..

(cf. 3300 - Expenditures/Expending Authority)
(cf. 3312 - Contracts)

Legal Reference:

EDUCATION CODE

17604 Delegation of powers to agents; approval or ratification of contracts by governing
board

17605 Delegation of authority to purchase supplies and equipment
35250 Duty to keep certain records and reports

GOVERNMENT CODE

4331 Preference to supplies manufactured or produced in state
PUBLIC CONTRACT CODE

3410 U.S. produce and processed foods

12168 Preference for recycled paper products

12210 Purchase of recycled products

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005
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Business and Non-instructional Operations

Purchasing Procedures

Preferred Products

Whenever recycled products of equal fitness and quality are available at no more than the
cost of nonrecycled products, the district may purchase recycled products. The district
also may give preference to the suppliers of recycled products. (Public Contract Code
12168, 12210)

Price, fitness and quality being equal, the district shall give preference to supplies
manufactured, grown or produced in California, and shall next prefer supplies partially
manufactured, grown or produced in California. (Government Code 4331)

When purchasing food, the district shall give preference to produce grown in the United
States and/or processed in the United States insofar as this is economically feasible
considering the total cost, quantity and quality of the food. (Public Contract Code 3410)

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005
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Business and Non-instructional Operations

Bids

The district shall purchase equipment, supplies and services using competitive bidding
when required by law and in accordance with statutory requirements for bidding and
bidding procedures. In those circumstances where the law does not require competitive
bidding, the Governing Board may request that a contract be competitively bid if the
Board determines that it is in the best interest of the district to do so.

When the Board has determined that it is in the best interest of the district, the Board may
piggyback onto the contract of another public agency or corporation to lease or purchase
equipment or supplies to the extent authorized by law.

To ensure that good value is received for funds expended, specifications shall be
carefully designed and shall describe in detail the quality, delivery and service required.

To assist the district in determining whether bidders are responsible, the Board may
require prequalification procedures as allowed by law and specified in administrative
regulation.

(cf. 9270 - Conflict of Interest)

Legal Reference:

EDUCATION CODE

17595 Purchases through Department of General Services

38083 Purchase of perishable foodstuffs and seasonable commodities
38110 Purchase of supplies through county superintendent

38111 Purchases by district governing board

38112 Purchases of necessary supplies

39802 Transportation bids and contracts for services
GOVERNMENT CODE

4330-4334 Preference of California-made materials

6252 Definition of public record

53060 Special services and advice

54201-54205 Purchase of supplies and equipment by local agencies
PUBLIC CONTRACT CODE

2000-2001 Responsive bidders

3400 Bids, specifications by brand or trade name not permitted
3410 United States produce and processed foods

6610 Bid visits

12161 Definitions, recycled paper products
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Business and Non-instructional Operations

Bids (continued)

Legal Reference: (continued)

PUBLIC CONTRACT CODE

12168 Preference for purchase of recycled paper products
12169 Bidders to specify percentage of recycled paper product
12200 Definitions, recycled goods, materials and supplies
12210 Purchase of recycled products preferred

12213 Specification by bidder of recycled content

20103.8 Award of contracts

20107 Bidder's security

20111-20118.4 School districts

20189 Bidder's security, earthquake relief

22002 Definition of public project

22030-22045 Alternative procedures for public projects (UPCCAA)
22050 Alternative emergency procedures

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005
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Business and Non-instructional Operations

Bids

Advertised Bids

The district shall seek competitive bids through advertisement for contracts involving an
expenditure of $15,000 or more for a public project. (Public Contract Code 20111)

"Public project” includes construction, reconstruction, erection, alteration, renovation,
improvement, painting, repainting, demolition and repair work involving a district
owned, leased or operated facility. (Public Contract Code 22002)

The amount by which contracts shall be competitively bid shall escalate automatically
based upon the annual adjustment by the Superintendent of Public Instruction.

Competitive bids shall be sought through advertisement for contracts exceeding $59,600
for the following: (Public Contract Code 20111; Government Code 53060)

1. The purchase of equipment, material or supplies to be furnished, sold or leased to
the district
2. Services, not including construction services, or special services and advice such

as accounting, financial, legal or administrative matters
3. Repairs, including maintenance that is not a public project

"Maintenance” means routine, recurring and usual work for preserving, protecting and
keeping a district facility operating in a safe, efficient and continually usable condition
for the intended purpose for which it was designed, improved, constructed, altered or
repaired. "Maintenance" includes, but is not limited to, carpentry, electrical, plumbing,
glazing and other craft work designed to preserve the facility as well as repairs, cleaning
and other operations on machinery and other permanently attached equipment. This
definition does not include, among other types of work, janitorial or custodial services
and protection provided by security forces, nor does it include painting, repainting or
decorating other than touchup. (Public Contract Code 20115)

Unless otherwise authorized by law, contracts shall be let to the lowest responsible bidder
who shall give such security as the Governing Board requires, or else all bids shall be
rejected. (Public Contract Code 20111)

When letting a contract for the procurement and/or maintenance of electronic data
processing systems and supporting software, the Board may contract with any one of the
three lowest responsible bidders. (Public Contract Code 20118.1)



AR 3311 (b)
Business and Non-instructional Operations

Bids (continued)

The Board shall secure bids pursuant to Public Contract Code 20111 and 20112 for any
transportation service expenditure of more than $10,000 when contemplating that such a
contract may be made with a person or corporation other than a common carrier,
municipally owned transit system or a parent/guardian of students who are to be
transported. The Board may let this contract to other than the lowest bidder. (Education
Code 39802)

No work, project, service or purchase shall be split or separated into smaller work orders
or projects for the purpose of evading the legal requirements of Public Contract Code
20111-20118.4 for contracting after competitive bidding. (Public Contract Code 20116)

Instructions and Procedures for Advertised Bids

The Superintendent or designee shall call for bids by advertising in a local newspaper of
general circulation published in the district or if no such paper exists then in some
newspaper of general circulation, circulated in the county, at least once a week for two
weeks. The notice shall state the work to be done or materials or supplies to be furnished
and the time and place where bids will be opened. (Public Contract Code 20112)

The notice shall contain the time, date and location of any mandatory pre-bid conference,
site visit or meeting. The notice shall also detail when and where project documents,
including final plan and specifications, are available. Any such mandatory visit or
meeting shall not occur within a minimum of five calendar days of the publication of the
initial notice. (Public Contract Code 6610)

Bid instructions and specifications shall include the following requirements and
information:

1. All bidders, including bidders for printing contracts, shall specify the minimum, if
not exact, percentage of recycled product in the paper products offered, and both
the postconsumer and secondary waste content. (Public Contract Code 12169,
12213)

2. All bids for construction work shall be presented under sealed cover and shall be
accompanied by one of the following forms of bidder's security: (Public Contract
Code 20107, 20111)
a. Cash

b. A cashier's check made payable to the district



AR 3311 (c)
Business and Non-instructional Operations

Bids (continued)

C. A certified check made payable to the district

d. A bidder's bond executed by an admitted surety insurer and made payable
to the district

The security of unsuccessful bidders shall be returned in a reasonable period of
time, in no event any later than 60 days after the bid is awarded. (Public Contract Code
20111)

3. Bids shall not be accepted after the advertised bid opening time, regardless of
whether the bids are actually opened at that time. (Public Contract Code 20112)

4. When two or more identical lowest or highest bids are received, the Board may
determine by lot which bid shall be accepted. (Public Contract Code 20117)

5. If the district requires that the bid include prices for items that may be added to or
deducted from the scope of work in the contract, depending on the availability of
funds, the bid solicitation shall specify which one of the following methods will
be used to determine the lowest bid. In the absence of such a specification, only
the method provided in item #a, below, will be used: (Public Contract Code
20103.8)

a. The lowest bid shall be the lowest bid price on the base contract without
consideration of the prices on the additive or deductive items.

b. The lowest bid shall be the lowest total of the bid prices on the base
contract and those additive or deductive items that were specifically
identified in the bid solicitation as being used for the purpose of
determining the lowest bid price.

C. The lowest bid shall the lowest total of the bid prices on the base contract
and those additive or deductive items taken in order from a specifically
identified list of those items, depending on available funds as identified in
the solicitation.

d. The lowest bid shall be determined in a manner that prevents any
information that would identify any of the bidders from being revealed to
the public entity before the ranking of all bidders from lowest to highest
has been determined.
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Bids (continued)

6. Any subsequent change or alteration of a contract shall be governed by the
provisions of Public Contract Code 20118.4.

7. After being opened, all submitted bids become public records pursuant to
Government Code 6252 and shall be made available for review pursuant to law,
Board policy, and administrative regulation.

(cf. 1340 - Access to District Records)
Bids Not Required

Upon a determination that it is in the best interest of the district, the Board may authorize
the purchase, lease or contract for data-processing equipment, purchase materials,
supplies, equipment, automotive vehicles, tractors and other personal property through a
public corporation or agency (“piggyback™) without advertising for bids. (Public
Contract Code 20118)

(cf. 3310 - Purchasing Procedures)

Supplementary textbooks, library books, educational films, audiovisual materials, test
materials, workbooks, instructional computer software packages, or periodicals may be
purchased in any amount without taking estimates or advertising for bids. (Public
Contract Code 20118.3)

Perishable commodities such as foodstuffs may be purchased through bid or on the open
market, depending on district preference. (Education Code 38083)

(cf. 3551 - Food Service Operations/Cafeteria Fund)

In an emergency when any repairs, alterations, work or improvement to any school
facility is necessary to permit the continuance of existing school classes, or to avoid
danger to life or property, the Board, by unanimous vote and with the approval of the
County Superintendent of Schools, may contract for labor and materials or supplies
without advertising for or inviting bids. (Public Contract Code 20113)

(cf. 9323.2 - Actions by the Board)
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Bids (continued)

Bids shall also not be required for day labor under circumstances specified in law. Day
labor shall include the use of maintenance personnel employed on a permanent or
temporary basis. (Public Contract Code 20114)

Whenever the total number of hours on the job does not exceed 350 hours, day labor may
be used to erect new buildings and for the following purposes: (Public Contract Code
20114)

1. School building repairs, alterations, additions

2. Painting, repainting or decorating of school buildings
3. Repair or building of apparatus or equipment

4. Improvements on school grounds

5. Maintenance work as defined above

Sole Sourcing

Specifications for contracts for construction, alteration or repair of school facilities may
not limit bidding to any one product or supplier. Specifications designating a particular
brand name shall list at least two brands of comparable quality or utility and follow the
description with the words "or equal.” (Public Contract Code 3400)

Specifications for contracts may designate a product by brand or trade name (sole
sourcing) when one or more of the following conditions apply: (Public Contract Code
3400)

1. The product is designated to match others in use on a particular public
improvement that has been completed or is in the course of completion.

2. One product has a unique application required to be used in the public interest.
3. Only one brand or trade name is known.
4, Upon resolution of the Board, the Board makes a finding that the item sought is

the subject of a field test to determine its suitability for future use.
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Bids (continued)
Prequalification Procedure

For any contract for which bids are legally required, the Board may require that each
prospective bidder complete and submit a standardized questionnaire and financial
statement. For this purpose, the Superintendent or designee shall supply a form which
requires a complete statement of the bidder's financial ability and experience in
performing public works. Prospective bidders shall submit the questionnaire and
financial statement at least five days before the date fixed for public opening of sealed
bids. The information shall be verified under oath in the manner in which civil law
pleadings are verified. The questionnaires and financial statements shall not be public
records and shall not be open to public inspection. (Public Contract Code 20111.5)

The Superintendent or designee shall establish a uniform system for rating bidders on the
basis of completed questionnaires and financial statements in order to determine the size
of contracts on which each bidder is qualified to bid. Bidders must be deemed
prequalified by the district at least one day before the fixed bid-opening date. (Public
Contract Code 20111.5)

The Superintendent or designee shall furnish each qualified bidder with a standardized
proposal form. Bids not presented on the standard form shall be disregarded. (Public
Contract Code 20111.5)

The district may establish a procedure for prequalifying bidders on a quarterly basis and
may authorize that prequalification be considered valid for up to one calendar year
following the date of the initial prequalification. (Public Contract Code 20111.5)

Protests by Bidders

A bidder may protest a bid award if he/she believes that the award was inconsistent with
Board policy or the bid's specifications or was not in compliance with law.

A protest must be filed in writing with the Superintendent or designee within five
working days after receipt of notification of the contract award. The bidder shall submit
all documents supporting or justifying the protest. A bidder's failure to timely file a
protest shall constitute a waiver of his/her right to protest the award of the contract.

The Superintendent or designee shall review the documents submitted with the bidder's
claims and render a decision in writing within 30 days. The Superintendent or designee
also may convene a meeting with the bidder in order to attempt to resolve the problem.



AR 3311 (g)
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Bids (continued)
The bidder may appeal the Superintendent or designee's decision to the Board. The

Superintendent or designee shall provide reasonable notice to the bidder of the time for
Board consideration of the contract award. The Board's decision shall be final.

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005
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Business and Non-instructional Operations

Contracts

Whenever state law invests the Board of Trustees with the power to enter into contracts
on behalf of the district, the Board may delegate this power to the Superintendent or
designee. To be valid or to constitute an enforceable obligation against the district, all
contracts must be approved and/or ratified by the Board. (Education Code 17604)

(cf. 3300 - Expenditures/Expending Authority)
(cf. 3314 - Payment for Goods and Services)
(cf. 3400 - Management of District Assets/Accounts)

All contracts between the district and outside agencies shall conform to standards
required by law and shall be prepared under the direction of the Superintendent or
designee.

(cf. 2121- Superintendent's Contract)
(cf. 4312.1 - Contracts)
(cf. 9124 - Attorney)

When required by law, contracts and subcontracts made by the district for public works
or for goods or services shall contain a nondiscrimination clause prohibiting
discrimination by contractors or subcontractors. (Government Code 12990)

(cf. 0410 - Nondiscrimination in District Programs and Activities)

The district shall not enter into a contract that prohibits a school employee from
disparaging the goods or services of the contracting party. (Education Code 35182.5)

(cf. 3100 - Budget)

(cf. 3400 - Management of District Assets/Accounts)
(cf. 3460 - Financial Reports and Accountability)
(cf. 3290 - Gifts, Grants and Bequest)

To ensure that funds raised by the contract benefit district schools and students:
1. Prior to ratifying the contract, the Board may designate the specific programs and

activities that will be funded by the proceeds of the contract and consider how the
contract reflects the district's vision and goals.
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Contracts (continued)

(cf. 0100 - Philosophy)
(cf. 0200 - Goals for the School District)

2. The Superintendent or designee shall ensure that the contract does not limit the
ability of student and parent organizations to plan and operate fund-raising
activities.

(cf. 1230 - School-Connected Organizations)

(cf. 1321 - Solicitation of Funds from and by Students)

(cf. 3554 - Other Food Sales)

The contract may be entered into on a competitive bid basis pursuant to Public Contract
Code 20111 or through the issuance of a Request for Proposal. (Education Code
35182.5)

(cf. 3311 - Bids)
(cf. 1340 - Access to District Records)

Contracts for Electronic Products or Services

The Board shall not enter into a contract for electronic products or services that requires
the dissemination of advertising to students, unless the Board: (Education Code 35182.5)

1. Enters into the contract at a noticed, public hearing of the Board.
(cf. 9320 - Meetings and Notices)

2. Makes a finding that the electronic product or service is or would be an integral
component of the education of students.

(cf. 0440 - District Technology Plan)
(cf. 6162.7 - Use of Technology in Instruction)

3. Makes a finding that the district cannot afford to provide the electronic product or
service unless it contracts to permit dissemination of advertising to students.

(cf. 1325 - Advertising and Promotion)
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Contracts (continued)

4. As part of the district's normal, ongoing communication to parents/guardians,
provides written notice that the advertising will be used in the classroom or other
learning center.

5. Offers parents/guardians the opportunity to request in writing that their child not
be exposed to the program that contains the advertising. Any request shall be
honored for the school year in which it is submitted, or longer if specified, but
may be withdrawn by the parents/guardians at any time.

Legal Reference:

EDUCATION CODE

200-262.4 Prohibition of discrimination on the basis of sex
14505 Provisions required in contracts for audits

17595-17606 Contracts

35182.5 Contract prohibitions

45103.5 Contracts for management consulting service related to food service
CODE OF CIVIL PROCEDURE

685.010 Rate of interest

GOVERNMENT CODE

12990 Nondiscrimination and compliance employment programs
53260 Contract provision re maximum cash settlement

53262 Ratification of contracts with administrative officers
LABOR CODE

1775 Penalties for violations

1810-1813 Working hours

PUBLIC CONTRACT CODE

4100-4114 Subletting and subcontracting fair practices

7104 Contracts for excavations; discovery of hazardous waste
7106 Noncollusion affidavit

20111 Contracts over $50,000; contracts for construction; award to lowest responsible
bidder

20104.50 Construction Progress Payments

22300 Performance retentions

UNITED STATES CODE, TITLE 20

1681-1688 Title IX, discrimination

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005
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Educational Travel Program Contracts

The Board of Trustees believes that field trips and other travel opportunities for students
are a valuable tool in supporting classroom instruction and promoting students' awareness
of places and events. In contracting with organizations to provide educational travel
services, the Board desires to ensure a quality educational experience and the health,
safety and welfare of each student traveler.

The Superintendent or designee shall contract only with educational travel organizations
which adhere to state law and exhibit safe and reputable business practices.

(cf. 3312 - Contracts)
(cf. 3541.1 - Transportation for School-Related Trips)
(cf. 6153 - School-Sponsored Trips)

The Superintendent or designee shall establish procedures for selecting the highest
quality vendor, taking into account student safety, quality of the program and fiscal
integrity.

Legal Reference:

EDUCATION CODE

35160 Authority of boards

35160.1 Broad authority of school districts
BUSINESS AND PROFESSIONS CODE
17540 Travel promoters

17550-17550.9 Sellers of travel

17552-17556.5 Educational travel organizations

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005
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Business and Non-instructional Operations

Educational Travel Program Contracts
Definitions

Educational travel organization or organization means a person, partnership, corporation,
or other entity which offers educational travel programs for students residing in
California. (Business and Professions Code 17552)

Student traveler or student means a person who is enrolled in elementary or secondary
school, grades kindergarten through grade 12, at the time an educational travel program is
arranged with an educational travel organization. (Business and Professions Code 17552)

Educational travel program means travel services that are arranged through or offered to
an elementary or secondary school in the state, and where the services are represented to
include an educational program as a component. (Business and Professions Code 17552)

Owner means a person or organization which owns or controls 10 percent or more of the
equity of, or otherwise has claim to 10 percent or more of the net income of, the
educational travel organization. (Business and Professions Code 17554)

Principal means an owner, an officer of a corporation, a general partner of a partnership,
or a sole proprietor of a sole proprietorship. (Business and Professions Code 17554)

Contract Requirements

The Superintendent or designee shall ensure that each written contract with an
educational travel organization includes all of the following: (Business and Professions
Code 17554)

1. The travel organization's name, trade or business name, business address, business
telephone number and a 24-hour emergency contact number

2. An itemized statement which shall include but not be limited to:
a. Services to be provided as part of the program
b. Agreed cost for the services
c. A statement as to whether or not the educational travel organization maintains
insurance that supplies coverage in the event of injury to any student traveler,
including the type and amount of coverage, the policy number and issuer, and

the name and telephone number of the person or organization which is able to
verify coverage
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Educational Travel Program Contracts (continued)

d. Any additional costs to students

e. The qualifications, if any, for experience and training that are required to be
met by the educational travel organization's staff who shall accompany
students on the educational travel program

3. A written description of the educational program being contracted for, including a
copy of all materials to be provided to students

4, The number of times the educational travel program or a substantially similar
educational travel program proposed by the contract has been conducted by the
organization and the number of students who completed the program

5. The length of time the organization has either been arranging or conducting
educational travel programs and, at the option of the organization, other travel
services with substantially similar components

6. The name of each owner and principal of the organization

7. A statement as to whether any owner or principal of the organization has had
entered against him or her any judgment, including a stipulated judgment, order,
made a plea of nolo contendere been convicted of any criminal violation in
connection with the sale of any travel services for a period of 10 years predating
the contract

District staff shall inform all vendors representing educational travel organizations that
they may not arrange a travel program before the district has first entered into a written
contract with the organization.

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005
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Business and Non-instructional Operations

Payment for Goods and Services

The Board of Trustees desires to have invoices paid on time in order that the district may
take advantage of available discounts and avoid finance charges. The district shall not be
responsible for unauthorized purchases.

(cf. 3300 - Expenditures/Expending Authority)

(cf. 3312 - Contracts)

(cf. 3314.2 - Revolving Funds)

(cf. 3400 - Management of District Assets/Accounts)

The Superintendent or designee may pay invoices in excess of previously approved
purchase order amounts without further Board approval when the excess amount
represents sales tax, transportation charges or charges made for the detention of a
shipment during loading or unloading.

The Board authorizes for payment only those goods and services that have met the
following conditions:
1. Approved by the Board of Trustees at a regularly called meeting.

2. Contracted for within budgetary limits.
3. Purchased according to applicable purchasing policies and regulations.

4. Certified by the Superintendent or other designated employee to pay in advance
for certain materials, if a decrease in cost is possible or if the material is
unavailable to the district without advance payment.

Legal Reference:

EDUCATION CODE

42630-42651 General provisions - orders, requisitions and warrants
42800-42806 Revolving cash fund

42810 Alternative revolving fund

42820 Prepayment funds

GOVERNMENT CODE

5500 Definitions (facsimile signatures)

5501 Filing and certification of manual signature

5503 Unlawful use of facsimile signatures or seals

CODE OF CIVIL PROCEDURE

685.010 Rate of interest

PUBLIC CONTRACT CODE

7107 Retention proceeds; withholding; disbursement

20104.50 Construction progress payments

Policy Adopted: March 23, 1987 Policy Revised: September 26, 2005; October 24, 2005
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Revolving Funds
District Revolving Fund

The Board of Trustees has established by resolution a revolving cash fund for use by the
Superintendent or designee in paying for goods, services and other charges determined by
the Board, including supplemental payments required to correct any payroll errors.
(Education Code 42800-42806, 45167)

At the request of the Board, County Auditor or County Superintendent of Schools, the
Superintendent or designee shall give an account of the fund. (Education Code 42804)

Additional Revolving Funds

The Board also may, by resolution, establish revolving cash funds for use by school
principals and other administrative officials to pay for goods and services. The total
amount of the funds shall not exceed three percent of the current year's instructional
supply budget. (Education Code 42810)

No funds maintained in a revolving fund shall be used in an attempt to influence
government decisions, for entertainment purposes, or for any other purpose not related to
classroom instruction. (Education Code 42810)

The Board shall name the administrators who will have use and control of the funds.
Officials so named shall be responsible for all payments into the accounts as well as
expenditures from the accounts, subject to restrictions established by the Board.

The revolving cash fund for supplies shall be subject to the bonding provisions of
Education Code 42801.

(cf. 3530 - Risk Management/Insurance)

The Board shall provide an audit of revolving funds on a regular basis. (Education Code
42810)

Legal Reference:

EDUCATION CODE

35160 Authority of governing boards

41020 Audits of all district funds

42238 Local taxation by school districts
42800-42806 Revolving cash fund

42810 Revolving cash funds; use; administrators

45167 Error in salary
Policy Adopted: March 23, 1987 Policy Revised: September 26, 2005; October 24, 2005



BP 3315
Business and Non-instructional Operations

Relations With Vendors

No district employee shall accept personal gifts, commissions or expense-paid trips from
individuals or companies selling equipment, materials or services required in the
operation of district programs. Gifts include any gift purchased specifically for an
employee which is not generally offered to other buyers.

This policy does not prohibit employees from accepting promotional or advertising items
such as calendars, desk pads, notebooks and other office gadgets which are offered by
business concerns free to all as part of their public relations programs.

Holiday and/or occasionally gifts of food, candy and other amenities that are given to a
school or district facility for the benefit or use by all the employees at that site are not
prohibited by this policy as long as the gift does not imply favored treatment for any
vendor or company as determined by the Superintendent or designee.

District employees who work for or serve as consultants for potential vendors shall not
participate in evaluating any equipment, materials or services of that vendor or its
competitors.

(cf. 6161.1 - Selection and Evaluation of Instructional Materials)
(cf. 9270 - Conflict of Interest)

This policy does not prohibit the acceptance of materials and/or services which are of use
and benefit to the district.

(cf. 3290 - Gifts, Grants and Bequests)

Legal Reference:

EDUCATION CODE

60071 Prohibited offers to influence adoption or purchase of instructional materials
60072 Acceptance of consideration or inducements by school official

60073 Penalties for violation of article

60074 Supplying sample copies

60075 Receiving sample copies

60076 Inapplicability of article; royalties or other compensation of school official for
writing or preparing instructional materials; claim of district to royalty

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



BP 3320
Business and Non-instructional Operations

Claims And Actions Against The District

Any and all claims for money or damages against the district shall be presented to and
acted upon in accordance with Board policy and administrative regulation.

Compliance with this policy and accompanying administrative regulation is a prerequisite
to any court action, unless the claim is governed by statutes or regulations which
expressly free the claimant from the obligation to comply with district policies and
procedures and the claims procedures set forth in the Government Code.

The Board of Trustees may delegate to the Superintendent the authority to allow,
compromise or settle claims of $50,000 or less. (Government Code 935.4)

This policy is intended to apply retroactively to any existing causes of action and/or
claims for money and/or damages.

Roster of Public Agencies

The Superintendent or designee shall file the information required for the Roster of
Public Agencies with the Secretary of State and the County Clerk. Any changes to such
information shall be filed as soon as possible after the change in facts. (Government
Code 53051)

This information shall include the name of the school district, the mailing address of the
Board, and the names and addresses of the Board presiding officer, the Board clerk or
secretary and other members of the Board. (Government Code 53051)

Legal Reference:

EDUCATION CODE

35200 Liability for debts and contracts

35202 Claims against districts; applicability of Government Code
GOVERNMENT CODE

800 Cost in civil actions

810-996.6 Claims and actions against public entities

53051 Information filed with secretary of state and county clerk
PENAL CODE

72 Fraudulent claims

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



AR 3320 (a)
Business and Non-instructional Operations

Claims And Actions Against The District

Time Limitations
The following time limitations apply to claims against the district:

1. Claims for money or damages relating to a cause of action for death or for injury
to person, personal property or growing crops shall be presented to the Governing
Board not later than six months after the accrual of the cause of action.
(Government Code 905, 911.2)

2. Claims for money or damages specifically excepted from Government Code 905
shall be filed not later than six months after the accrual of the cause of action.
(Government Code 905, 911.2, 935)

3. Claims for money or damages as authorized in Government Code 905 and not
included in item #1 above, including claims for damages to real property, shall be
filed not later than one year after the accrual of the cause of action. (Government
Code 905, 911.2)

Late Claims

Any person presenting a claim under item #1 or #2 above later than six months after the
accrual of the cause of action shall present, along with the claim, an application to file a
late claim. Such claim and application to file a late claim shall be filed not later than one
year after the accrual of the cause of action. (Government Code 911.4)

If a claim under item #1 or #2 is filed late and is not accompanied by an application to
file a late claim, the Board or Superintendent shall, within 45 days, give written notice
that the claim was not filed timely and that it is being returned without further action.

The Board or Superintendent shall grant or deny the application to file a late claim within
45 days after it is presented. This 45-day period may be extended by written agreement
of the claimant and the Board or Superintendent provided that such agreement is made
before the expiration of the 45-day period. (Government Code 911.6)

The Board or Superintendent shall grant the application to file a late claim under any one
of the following circumstances: (Government Code 911.6)

1. The failure to present the claim was through mistake, inadvertence, surprise or
excusable neglect and the district was not prejudiced in its defense of the claim by
the failure to present the claim within the time limit.



AR 3320 (b)
Business and Non-instructional Operations

Claims And Actions Against The District (continued)

2. The person who sustained the alleged injury, damage or loss was a minor during
all of the time specified for presentation of the claim.

3. The person who sustained the alleged injury, damage or loss was physically or
mentally incapacitated during all of the time specified for presentation of the
claim and the disability was the reason he/she failed to present the claim.

4. The person who sustained the alleged injury, damage or loss died before the
expiration of the time specified for the presentation of the claim.

If the application to present a late claim is denied, the claimant shall be given notice in
the form set forth in Government Code 911.3. (Government Code 911.3)

If the Board or Superintendent does not take action on the application to file a late claim
within 45 days, the application shall be deemed to have been denied on the 45th day
unless such time period has been extended, in which case it shall be denied on the last
day of the period specified in the extension agreement. (Government Code 911.6)

Delivery and Form of Claim

A claim, any amendment thereto, or an application to present a late claim shall be
deemed presented and received when delivered to the office of the Superintendent or
deposited in a post office, subpost office, substation, or mail chute or other like facility
maintained by the U.S. Government, in a sealed envelope properly addressed to the
district office with postage paid. (Government Code 915, 915.2)

Claims shall be submitted on the district claim form. The Board or Superintendent may
return a claim not using the district's claim form and the claim may be resubmitted using
the district's form. (Government Code 910.4)

Notice of Claim Insufficiency
The Superintendent shall review all claims for sufficiency of information.

If the claim is found insufficient or found not to satisfy the form requirements under
Government Code 910.4, the Board or Superintendent may, within 20 days of receipt of
the claim, either personally deliver or mail to the claimant, at the address stated in the
claim or application, a notice stating with particularity the defects or omission in the
claim. (Government Code 910.8, 915.4)



AR 3320 (c)
Business and Non-instructional Operations

Claims And Actions Against The District (continued)

The Superintendent or Board shall not act upon the claim until at least 15 days after such
notice is given. (Government Code 910.8)

Amendments to Claim

Claims may be amended within the time limits provided under the section entitled "Time
Limitations" above or prior to final action by the Board, whichever is later, if the claim,
as amended, relates to the same transaction or occurrence which gave rise to the original
claim. (Government Code 910.6)

Action on Claim

Within 45 days after the presentation or amendment of a claim, the Board shall take
action on the claim. This time limit may be extended by written agreement before the
expiration of the 45-day period. If the 45-day period has expired, the time limit may be
extended if legal action has not been commenced or barred by legal limitations.
(Government Code 912.4)

The Board may act on the claim in one of the following ways: (Government Code 912.6)

1. If the Board finds that the claim is not a proper charge against the district, the
claim shall be rejected.

2. If the Board finds that the claim is a proper charge against the district and is for an
amount justly due, the claim shall be allowed.

3. If the Board finds that the claim is a proper charge against the district but is for an
amount greater than is justly due, the Board shall either reject the claim or allow it
in the amount justly due and reject it as to the balance.

4. If legal liability of the district or the amount justly due is disputed, the Board may
reject or compromise the claim.

If the Board allows the claim in whole or in part or compromises the claim and the
claimant accepts the amount allowed or offered to settle the claim, the Board may require
the claimant to accept it in settlement of the entire claim. (Government Code 912.6)

The Superintendent or designee shall transmit to the claimant written notice of action
taken or inaction which is deemed rejection. The notice shall be in the form set forth in
Government Code 913 and shall either be personally delivered or mailed to the address

stated in the claim or application. (Government Code 913, 915.4)
Regulation Approved: March 23, 1987 Regulation Revised: September 26, 2005; October 24, 2005



E 3320 (a)

CLAIM FORM AGAINST LOWELL JOINT SCHOOL DISTRICT
Government Code Sections 910 and 910.2

Name of Claimant:
Address:

Phone Number: (day) (evening)

Date the injury/damage occurred:
Place the injury/damage occurred:

Describe how and under what circumstances the injury/damage
occurred:

What particular action by the district and/or its employees caused the alleged damage or injury:
(List employee name(s), if known:)

State the amount of the claim if it is less than $10,000 $

Include the estimated amount of any prospective injury, damage or loss insofar as it may be
known at the time this claim is presented and list the basis for the computation of the amount
claimed:

If the dollar amount is more than $10,000, no dollar amount shall be stated but please indicate
whether the claim is a limited civil claim (total dollar amount less than $25,000):
Limited Civil Case: Yes No

Names, addresses and phone numbers of any  witnesses, doctors, and
hospitals:

Warning: It is unlawful to knowingly present or cause to be presented any false or fraudulent
claim for payment of a loss or injury. Penal Code Section 500 provides that a person who files
such a claim may be guilty of a felony punishable by imprisonment and by a fine not exceeding
$50,000

Signature: Date:




E 3320 (b)

NOTICE OF FAILURE TO USE DISTRICT'S CLAIM FORM
Government Code Section 910.4

TO: [Claimant]
[Address]

RE: Claim Filed [date]

The claim you presented to the Superintendent or designee on [date] is being returned
because it was not presented on the district's claim form as required by Government Code
Section 910.4 and in accordance with Board policy and administrative regulation.
Because the claim was not presented on the district's form, no action was taken on the
claim.

You may resubmit your claim using the district's claim form, which may be obtained at
the Lowell Joint School District Office, 11019 Valley Home Avenue, Whittier, CA
90603. Note that your claim must still comply with the time limits in the Government
Code specified for filing of such claims. For further information, call (562) 943-0211.



E 3320 (c)

NOTICE OF INSUFFICIENCY
Government Code Section 910.8

TO: [Claimant]
[Address]

RE: Claim Filed [date]

The claim presented by you on [date] fails to comply substantially with the requirements
of Government Code Sections 910 and 910.2 or with the requirements of the district's
claim form provided under Government Code Section 910.4. Specifically, your claim is
insufficient because of the following defects or omissions:

Therefore, the claim is being returned to you without further action or consideration. If
you wish to pursue this further, you should consult the Government Code or legal
counsel.

The Board of Trustees will not take any action on the claim for a period of fifteen (15)
days from the date of this notice.

Dated:

Signature

Typed Title of Officer



E 3320 (d)

NOTICE OF FAILURE TO FILE IN A TIMELY MANNER
Government Code Section 911.3

TO: [Claimant]
[Address]

RE: Claim Filed [date]

The claim you presented to the Superintendent or designee on [date] is being returned
because it was not presented within six months after the event or occurrence as required
by law. See Sections 901 and 911.2 of the Government Code. Because the claim was not
presented within the time allowed by law, no action was taken on the claim.

Your only recourse at this time is to apply without delay to Lowell Joint School District
for leave to present a late claim. See Sections 911.4 to 912.2, inclusive, and Section
946.6 of the Government Code. Under some circumstances, leave to present a late claim
will be granted. See Section 911.6 of the Government Code.

You may seek the advice of an attorney of your choice in connection with this matter. If
you desire to consult an attorney, you should do so immediately.



E 3320 (e)

DENIAL OF APPLICATION TO FILE A LATE CLAIM
Government Code Section 911.8

TO: [Claimant]
[Address]

RE: Claim Filed [date]

Your application to file a late claim presented on [date] has been denied. The Board of
Trustees has determined that your claim does not satisfy one of the four conditions listed
in Government Code Section 911.6.

WARNING

If you wish to file a court action on this matter, you must first petition the appropriate
court for an order relieving you from the provisions of Government Code Section 945.4
(claims presentation requirement). See Government Code Section 945.6. Such petition
must be filed with the court within six (6) months from the date your application for leave
to present a late claim was denied.

You may seek the advice of an attorney of your choice in connection with this matter. If
you desire to consult an attorney, you should do so immediately.



E 3320 (f)

NOTICE OF ACTION TAKEN ON CLAIM
Government Code Section 913

Dear

Notice is hereby given that the claim you presented to the Lowell Joint School District on
[date] was [rejected, allowed, allowed in the amount of $ and rejected to the
balance, rejected by operation of law or other appropriate language, whichever is
applicable] on [date of action or rejection by operation of law].

WARNING
Subject to certain exceptions, you have only six (6) months from the date this letter was
personally delivered or deposited in the mail to file a court action on this claim. See

Government Code Section 945.6.

You may seek the advice of an attorney of your choice in connection with this matter. If
you desire to consult an attorney, you should do so immediately.

Dated:

Signature

Typed Title of Officer



BP 3350
Business and Non-instructional Operations

Travel Expenses

The Board of Trustees shall authorize payment for actual and necessary expenses,
including travel, incurred by any Board Member or employee performing authorized
services for the district.

The Superintendent or designee may approve Board Member or employee requests to
attend meetings in accordance with the adopted budget.

(cf. 4131 - Staff Development)
(cf. 4131.5 - Professional Growth)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)

The Superintendent or designee shall establish procedures for the submission and
verification of expense claims. He/she may authorize an advance of funds to cover
necessary expenses.

The Superintendent or designee may establish an allowance on either a mileage or
monthly basis to reimburse authorized employees for the use of their own vehicles in the
performance of assigned duties.

All out-of-state travel for which reimbursement will be claimed shall have prior
Superintendent or designee approval. Travel expenses not previously budgeted also may
be approved on an individual basis by the Superintendent or designee.

(cf. 4133 — Travel/Reimbursement
(cf. 9240 - Board Development)
(cf. 9250 - Remuneration, Reimbursement, and Other Benefits)

Legal Reference:

EDUCATION CODE

44016 Travel expense

44032 Travel expense payment
44033 Automobile allowance

44802 Student teacher's travel expense

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



BP 3400 (a)
Business and Non-instructional Operations

Management Of District Assets/Accounts

The Superintendent or designee shall establish and maintain accurate, efficient financial
management systems to meet the district's fiscal obligations, produce useful information
for financial reports, and safeguard the district's resources. He/she shall ensure that the
district's accounting system provides ongoing internal controls and meets generally
accepted accounting standards.

(cf. 3100 - Budget)

(cf. 3300 - Expenditures/Expending Authority)
(cf. 3312 - Contracts)

(cf. 3460 - Financial Reports and Accountability)

Capital Assets

District assets with a useful life of more than one year and an initial acquisition cost of
$5,000 or more shall be considered capital assets. The Superintendent or designee shall
determine the estimated useful life of each capital asset and shall calculate and report the
estimated loss of value, or depreciation for all capital assets.

(cf. 3440 - Inventories)
Fraud Prevention and Investigation

The Superintendent or designee shall be responsible for 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 area of responsibility.

An employee who suspects fraud, impropriety or irregularity shall immediately report
those 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.

(cf. 4119.1/4219.1/4319.1 - Civil and Legal Rights)



BP 3400 (b)
Business and Non-instructional Operations

Management Of District Assets/Accounts (continued)

Legal Reference:

EDUCATION CODE

14500-14508 Financial and compliance audits

35035 Powers and duties of superintendent

35250 Duty to keep certain records and reports

41010-41023 Accounting regulations, budget controls and audits
42600-42604 Control of expenditures

42647 Drawing of warrants by district on county treasurer; form; reports, statements and
other data

GOVERNMENT CODE

53995-53997 Obligation of contract

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



BP 3430 (a)
Business and Non-instructional Operations

Investing

The Superintendent or designee may deposit in the Los Angeles County Treasury or
invest as permitted by law all or part of the special reserve fund of the district or any
surplus monies not required for immediate district operations. Any investments shall be
limited to securities specified in Government Code 16430, 53601 and 53635.

The Board of Trustees recognizes that the Superintendent or designee has fiduciary
responsibility and is subject to prudent investor standards for all investment decisions.
As such, district investments must be made with skill, pruden

ce and diligence, with the primary objective of safeguarding the principal of the funds
and with the secondary objective of meeting the district's liquidity needs. In order to
enhance investment return, the district's third investment objective shall be to generate an
investment yield that attains or exceeds a market-average rate of return through economic
cycles.

The Board recognizes the importance of overseeing investments made with district funds,
including investments by the county treasurer. The Superintendent or designee shall
maintain ongoing communication with any county committees established for the
purpose of overseeing county investments.

Upon request, the Superintendent or designee will provide to the Board a statement of the
district's investment policy or, if all district surplus funds are invested with the county
treasurer, the county's investment policy.

(cf. 3020 - Fiscal Policy Team)
(cf. 3460 - Financial Reports and Accountability)
(cf. 9270 - Conflict of Interest)

Legal Reference:

EDUCATION CODE

41001 Deposit of money in county treasury

41002 General fund deposits and exceptions

41002.5 Deposit of certain funds in insured institutions

41003 Funds received from rental of real property

41015 Authorization of and limitation investment of district funds
41017 Deposit of miscellaneous receipts

41018 Disposition of money received

42840-42843 Special reserve fund



BP 3430 (b)
Business and Non-instructional Operations

Investing (continued)

GOVERNMENT CODE

16430 Eligible securities for investment of surplus moneys
27130-27137 County treasury oversight committees

53600-53609 Investment of surplus

53630-53686 Deposit of funds, especially:

53635 Local agency funds; deposit or investment

53646 Treasurer reports and statements of investment policy
53852.5 Investment term for funds designated for repayment of notes
53859.02 Borrowing by local agency

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



AR 3440 (a)
Business and Non-instructional Operations

Inventories

The Superintendent or designee shall maintain an inventory of equipment in accordance
with law for the following:

1. All items currently valued in excess of $500 (Education Code 35168)

2. All items purchased with federal funds that have a useful life of more than one
year with an acquisition cost per unit of $5,000 or more (34 CFR 80.3)

(cf. 3270 - Sale and Disposal of Books, Equipment and Supplies)
(cf. 3290 - Gifts, Grants and Bequests)
(cf. 3512 - Equipment)

The Superintendent or designee shall maintain an inventory of all property. The
following information must be recorded: (Education Code 35168)

1. Name and description of the property

2. Name of titleholder

3. Serial number or other identification number
4. Cost of the property (a reasonable estimate may be used if original cost is
unknown)

5. Acquisition date

6. Location of use
7. Any ultimate disposition data including the date and method of disposal and sale
price

A physical inventory shall be conducted and the results reconciled with the property
records. (34 CFR 80.32)

Each school shall maintain a copy of its inventory and provide a copy of this inventory to
the district office. Copies of all district inventories shall be kept at the district office.



AR 3440 (b)
Business and Non-instructional Operations

Inventories (continued)

Legal Reference:

EDUCATION CODE

35168 Inventory of equipment

CODE OF REGULATIONS, TITLE5

3946 Control, safeguards, disposal of equipment purchased with state and federal
consolidated application funds

16023 Class 1 - Permanent records

16035 Historical inventory of equipment

UNITED STATES CODE, TITLE 20

2301-2471 Carl D. Perkins Vocational Education Act

CODE OF FEDERAL REGULATIONS, TITLE 34

80.1-80.52  Uniform administration requirements for grants to state and local
governments

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



BP 3452
Business and Non-instructional Operations

Student Activity Funds

Student organizations may raise and spend money in order to promote the general
welfare, morale and educational experiences of the students. Student funds shall finance
worthwhile activities which go beyond those provided by the district. Minutes shall be
kept of student organization meetings and shall properly reflect all financial activities.

(cf. 1321 - Solicitation of Funds from and by Students)
(cf. 3554 - Other Food Sales)

With Board of Trustees’ approval, student funds shall be held or invested in one of the
following ways:

1. Deposited or invested in a federally insured bank or savings and loan; or in a state or
federally insured credit union. (Education Code 48933)

2. Invested in U.S. savings bonds or obligations. (Education Code 48933)

Student funds shall be disbursed according to procedures established by the student
organization. All disbursements must be approved by a Board-designated official, the
certificated employee who is the student organization advisor and a student organization
representative. (Education Code 48933)

The principal or designee shall be responsible for the proper conduct of all student
organization financial activities. The Superintendent or designee shall periodically review
the organizations' general financial structures and accounting procedures.

The Board shall provide an annual audit of student accounts by a certified public
accountant or licensed public accountant. Auditing cost shall be paid from district funds.
(Education Code 41020)

(cf. 3400 - Management of District Assets/Accounts)

Legal Reference:

EDUCATION CODE

41020 Requirement for annual audit
48930-48938 Student body organization

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



BP 3460 (a)
Business and Non-instructional Operations

Financial Reports And Accountability

The Board of Trustees is committed to ensuring the fiscal health of the district and
providing public accountability. The Board shall adopt sound fiscal policies, oversee the
district's financial condition and ensure that the financial systems support the district's
goals for student achievement.

(cf. 3100 - Budget)

(cf. 3110 - Transfer of Funds)

(cf. 3300 - Expenditures/Expending Authority)
(cf. 3430 - Investing)

(cf. 9000 - Role of the Board)

The Superintendent or designee shall regularly keep the Board informed about the
district's finances and shall submit timely financial reports so that the Board can take
appropriate action to ensure the district's financial stability as required by law.

The Superintendent or designee shall ensure that all financial reports are prepared in
accordance with law and in conformity with generally accepted accounting principles and
financial reporting standards stipulated by the Governmental Accounting Standards
Board and the California Department of Education.

(cf. 3400 - Management of District Assets/Accounts)
(cf. 3440 - Inventories)

Legal Reference:

EDUCATION CODE

14500-14508 Financial and compliance audits

17150 Public disclosure of non-voter-approved debt

33127 Standards and criteria for local budgets and expenditures
33128 Standards and criteria; inclusions

33129 Standards and criteria; use by local agencies

35035 Powers and duties of superintendent

41010-41023 Accounting system

41344 Repayment of apportionment significant audit exceptions
41344.1 Appeals of audit findings

41455 Examination of financial problems of local districts
42100-42105 Requirement to prepare and file annual statement
42127.6 School district operations monitoring; financial obligation nonpayment
42130-42134 Financial reports and certifications

42140-42142 Public disclosure of fiscal obligations



BP 3460 (b)
Business and Non-instructional Operations

Financial Reports And Accountability (continued)

GOVERNMENT CODE

3540.2 School district; qualified or negative certification; proposed agreement review
and comment

16429.1 Local agency investment fund

53646 Reports of investment policy and compliance

CODE OF REGULATIONS, TITLE 5

15453-15463 Criteria and standards for school district interim reports

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



AR 3460 (a)
Business and Non-instructional Operations

Financial Reports And Accountability
Interim Reports

The Superintendent or designee shall submit two interim fiscal reports to the Board of
Trustees, the first report covering the district's financial and budgetary status for the
period ending October 31 and the second report covering the period ending January 31.
The reports and supporting data shall also be made available by the district for public
review. (Education Code 42130)

(cf. 1340 - Access to District Records)

Within 45 days after the close of the period reported, the Board shall assess these reports
of the district's financial condition on the basis of criteria adopted by the State Board of
Education pursuant to Education Code 33127 and on current information regarding the
adopted state budget, district property tax revenues if any, and ending balances for the
preceding year. The Board shall approve the fiscal reports and send them to the County
Superintendent of Schools in a format or on forms prescribed by the Superintendent of
Public Instruction. In addition, the Board shall submit its certification of the district's
financial status based on current projections, in accordance with the following:
(Education Code 42130, 42131; 5 CCR 15453-15463)

1. "Positive certification” will indicate that the district will meet its financial
obligations for the current fiscal year and subsequent two fiscal years.

2. "Qualified certification™ will indicate that the district may not meet its financial
obligations for the current fiscal year or two subsequent fiscal years.

3. "Negative certification” will indicate that the district will be unable to meet its
financial obligations for the remainder of the fiscal year or the subsequent fiscal
year.

If the second interim report of the fiscal year is accompanied by a qualified or negative
certification as determined by the Board or subsequently by the County Superintendent,
the Superintendent or designee shall, no later than June 1, provide to the County
Superintendent, the Controller and the Superintendent of Public Instruction a financial
statement that reports data for the period ending April 30 and projects the district’s fund
and cash balances as of June 30. (Education Code 42131)

Whenever the district has a qualified or negative certification, it shall allow the county
office of education at least 10 working days to review and comment on any proposed
agreement with exclusive representatives of employees. The district shall provide the
County Superintendent with all information relevant to provide an understanding of the



AR 3460 (b)
Business and Non-instructional Operations

Financial Reports And Accountability (continued)

financial impact of any final collective bargaining agreement. (Government Code
3540.2)

(cf. 4141/4241 - Collective Bargaining Agreement)
(cf. 4143.1/4243.1 — Public Notice — Personnel Negotiations)

Annual Statement of Receipts and Expenditures

On a form prescribed by the Superintendent of Public Instruction, the Superintendent or
designee shall prepare a statement of all receipts and expenditures of the district for the
preceding fiscal year. On or before September 15, the Board shall approve this statement
and file it with the County Superintendent of Schools. (Education Code 42100)

Appropriations Limit Report

The Board shall adopt a resolution by September 30 of each year to identify the estimated
appropriations limit for the district for the current fiscal year and the actual
appropriations limit of the district during the preceding year. Documentation used to
identify these limits shall be made available to the public on the day of the Board
meeting. (Education Code 42132)

Audit Report

By April 1 of each year, the Board shall either provide for an audit of the district’s books
and accounts or make arrangements with the County Superintendent to provide for that
audit. (Education Code 41020)

The Superintendent or designee shall establish a timetable for the completion and review
of the audit within the deadlines established by law.

To conduct the audit, the Board shall select a certified public accountant or public
account licensed by the State Board of Accountancy from among those deemed qualified
by the State Controller. (Education Code 41020, 41020.5)

The Board shall not select any public accounting firm to provide audit services if the lead
audit partner or coordinating audit partner having primary responsibility for the audit or
the audit partner responsible for reviewing the audit has performed audit services for the
district in each of the six previous fiscal years. (Education Code 41020)

While a firm is performing the audit of the district, it shall not provide any nonauditing,
management or other consulting services except as provided in Government Accounting
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Standards, Amendment #3, published by the U. S. Government Accounting Office
(Education Code 41020)

The audit shall include an audit of income and expenditures by source of funds for all
funds of the district, including the student body and cafeteria funds and account and any
other funds under the control or jurisdiction of the district, as well as an audit of student
attendance procedures. (Education Code 41020)

(cf. 3430 - Investing)

(cf. 3451 — Petty Cash Funds)

(cf. 3452 — Student Activity Funds)

(cf. 3551 — Food Service Operations/Cafeteria Funds

The district’s audited financial reports shall include:
1. Management’s discussion and analysis, which shall introduce the basic financial
statements and provide an analytical overview of the district’s financial activities,

including:

a. An objective and easily readable analysis of the district’s financial
activities based on currently known facts, decisions and conditions

b. Comparisons of the current year to the prior year
C. An analysis of the district’s overall financial position, enabling a
determination as to whether that position has improved or deteriorated as a

result of the year’s activities

d. An analysis of significant changes that occur in funds and significant
budget variances

e. A description of capital asset and long-term debt activity during the year

f. A description of currently known facts, decisions and conditions that are
expected to have a significant effect on the district’s financial position

2. Basic financial statements, including:
a. Districtwide financial statements consisting of a statement of net assets

and a statement of activities that report all of the assets, liabilities,
revenues, expenses and gains and losses of the district.
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b. Fund financial statements, consisting of a series of statements that focus
on information about the district’s major governmental and enterprise
funds, including its blended component units

C. Notes to the financial statements that are essential to a user’s
understanding of the basic financial statements

3. Supplementary information required by the Governmental Standards Accounting
Board, including but not limited to budgetary comparison schedules

No later than December 15, the Superintendent or designee shall file the report of the
audit for the preceding fiscal year with the County Superintendent, the California
Department of Education and the State Controller. (Education Code 41020)

By January 31 of each year, the Board shall review, at an open meeting, the annual
district audit for the prior year, any audit exceptions identified in that audit, the
recommendations or findings of any management letter issued by the auditor and any
description of correction or plans to correct any exceptions or any issue raised in a
management letters. (Education Code 41020.3)

(cf. 9322 - Agenda/Meeting Materials)
Non-Voter-Approved Debt Report

Whenever the Board approves the issuance of certificates of participation bonds, revenue
bonds or any agreement for financing school construction, the Superintendent or designee
shall notify the County Superintendent of Schools and the county auditor. The
Superintendent or designee shall provide the Board, the county auditor, the County
Superintendent and the public with related repayment schedules and evidence of the
district's ability to repay the obligation. Within 15 days, the County Superintendent and
county auditor may comment publicly to the Board regarding the district's capability to
repay the debt. (Education Code 17150)

The Superintendent or designee shall plan for the implementation of the Governmental
Accounting Standards Board Statement 45, including the procurement of a qualified
actuary to perform the required actuarial study. In addition, the Superintendent or
designee shall recommend actions to the Board to mitigate the financial impact to the
district as a result of this change in the method of accounting for post-employment health
and welfare benefits.

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005
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Debt Issuance and Management

The Governing Board is committed to long-term capital and financial planning and recognizes that
the issuance of debt is a key source for funding the improvement and maintenance of school
facilities and managing cash flow. Any debt issued by the district shall be consistent with law and
this policy.

(cf. 3000 - Concepts and Roles)

(cf. 3460 - Financial Reports and Accountability)
(cf. 7110 - Facilities Master Plan)

(cf. 7210 - Facilities Financing)

The district shall not enter into indebtedness or liability that in any year exceeds the income and
revenue provided for such year, unless two-thirds of the voters approve the obligation or one of the
exceptions specified in law applies. (California Constitution, Article 16, Section 18)

When the Board determines that it is in the best interest of the district, the Board may issue debt or
order an election to issue debt. The Superintendent or designee shall make recommendations to the
Board regarding appropriate financing methods for capital projects or other projects that are
authorized purposes for debt issuance. When approved by the Board and/or the voters as
applicable, the Superintendent or designee shall administer and coordinate the district's debt
issuance program and activities, including the timing of issuance, sizing of issuance, method of
sale, structuring of the issue, and marketing strategies.

The Superintendent or designee shall retain a financial advisor, municipal advisor, investment
advisor, and other financial services professionals as needed to assist with the structuring of the
debt issuance and to provide general advice on the district's debt management program, financing
options, investments, and compliance with legal requirements. Contracts for services provided by
such advisors may be for a single transaction or for multiple transactions, consistent with the
contracting requirements in Education Code 17596. In the event that the district issues debt
through a negotiated sale, underwriters may be selected for multiple transactions if multiple
issuances are planned for the same project. In addition, the district shall select a legal team on an
as-needed basis to assist with debt issuances or special projects.

(cf. 3312 - Contracts)
(cf. 3600 - Consultants)
(cf. 9270 - Conflict of Interest)
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Goals

The district's debt issuance activities and procedures shall be aligned with the district's vision and
goals for providing adequate facilities and programs that support student learning and well-being.
When issuing debt, the district shall ensure that it:

1. Maintains accountability for the fiscal health of the district, including prudent management
and transparency of the district's financing programs

2. Attains the best possible credit rating for each debt issue in order to reduce interest costs,
within the context of preserving financial flexibility and meeting capital funding
requirements

3. Takes practical precautions and proactive measures to avoid financial decisions that could
negatively impact current credit ratings on existing or future debt issues

4. Maintains effective communication with rating agencies and, as appropriate, credit
enhancers such as bond insurers or other providers of credit or liquidity instruments in
order to enhance the creditworthiness, liquidity, or marketability of the debt

5. Monitors the district's statutory debt limit in relation to assessed valuation within the
district and the tax burden needed to meet long-term debt service requirements.
Meanwhile, pursuant to the provisions of the California Education Code, the district
reserves the right and ability to seek a waiver of the limitations of the California Education
Code with respect to general obligation bonded indebtedness from the States Board of
Education when the Board shall determine such to be appropriate.

6. When determining the timing of debt issuance, considers market conditions, cash flows
associated with repayment, and the district's ability to expend the obtained funds in a
timely, efficient, and economical manner consistent with federal tax laws

7. Determines the amortization (maturity) schedule which will fit best within the overall debt
structure of the district at the time the new debt is issued

8. Considers the useful lives of assets funded by the debt issue, as well as repair and
replacement costs of those assets to be incurred in the future

9. Preserves the availability of the district's general fund for operating purposes and other
purposes that are not funded by the issuance of voter-approved debt
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10. Meets the ongoing obligations and accountability requirements associated with the
issuance and management of debt under state and federal tax and securities laws

(cf. 0000 - Vision)
(cf. 0200 - Goals for the School District)
(cf. 7000 - Concepts and Roles)

Authorized Purposes for the Issuance of Debt
The district may issue debt for any of the following purposes:

1. To pay for the cost of capital improvements, including acquiring, constructing,
reconstructing, rehabilitating, replacing, improving, extending, enlarging, and/or
equipping district facilities

2. To refund existing debt
3. To provide for cash flow needs

(cf. 3100 - Budget)
(cf. 3110 - Transfer of Funds)

Pursuant to Government Code 53854, general operating costs, including, but not limited to, items
normally funded in the district's annual operating budget, shall not be financed from debt payable
later than 15 months from the date of issuance. The district may deem it desirable to finance cash
flow requirements under certain conditions so that available resources better match expenditures
within a given fiscal year. To satisfy both state constitutional and statutory constraints, such cash
flow borrowing shall be payable from taxes, income, revenue, cash receipts, and other moneys
attributable to the fiscal year in which the debt is issued.

Authorized Types of Debt

The Superintendent or designee shall recommend to the Board potential financing method(s) that
result in the highest benefit to the district, with the cost of staff and consultants considered.
Potential financing sources may include:

1. Short-Term Debt

a. Short-term debt, such as tax and revenue anticipation notes (TRANS), when
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necessary to allow the district to meet its cash flow requirements (Government
Code 53850-53858)

Bond anticipation notes (BANs) to provide interim financing for capital bond
projects that will ultimately be paid from general obligation bonds (Education
Code 15150)

Grant anticipation notes (GANSs) to provide interim financing pending the receipt
of grants and/or loans from the state or federal government that have been
appropriated and committed to the district (Government Code 53859-53859.08)

Mello-Roos special tax obligations pursuant to Government Code Section 5331 et
seq.

2. Long-Term Debt

a. General obligation bonds for projects approved by voters (California Constitution,
Article 13A, Section 1; Education Code 15100-15262, 15264-15276; Government
Code 53506-53509.5)
(cf. 7214 - General Obligation Bonds)

b. Special tax bonds issued pursuant to the Mello-Roos Community Facilities Act of
1982 (Government Code 53311-53368.3)
(cf. 7212 - Mello Roos Districts)

3. Lease financing, either short-term or long-term, including certificates of participation

(COPs)

a. Lease financing to fund capital equipment purchases when pay-as-you-go
financing is not feasible (Education Code 17450-17453.1)

b. Lease financing to fund facilities projects when there is insufficient time to obtain

voter approval or in instances where obtaining voter approval is either not feasible
or unavailable (Education Code 17400-17429, 17456)

4. Special financing programs or structures offered by the federal or state government, such
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as Qualified Zone Academy Bonds or other tax credit obligations or obligations that
provide subsidized interest payments, when the use of such programs or structures is
determined to result in sufficiently lower financing costs compared to traditional
tax-exempt bonds and/or COPs

5. Temporary borrowing from other sources such as the County Treasurer

COPs, TRANS, revenue bonds, or any other non-voter approved debt instrument shall not
be issued by the district in any fiscal year in which the district has a qualified or negative
certification, unless the County Superintendent of Schools determines, pursuant to criteria
established by the Superintendent of Public Instruction, that the district's repayment of that
indebtedness is probable. (Education Code 42133)

Relationship of Debt to District Facilities Program and Budget

Decisions regarding the issuance of debt for the purpose of financing capital improvement shall be
aligned with needs for acquisition, development, and/or improvement of district property and
facilities as identified in the district's facilities master plan or other applicable needs assessment,
the projected costs of those needs, schedules for the projects, and the expected resources.

The cost of debt issued for major capital repairs or replacements shall be evaluated against the
potential cost of delaying such repairs and/or replacing such facilities.

When considering a debt issuance, the Board and the Superintendent or designee shall evaluate
both the short-term and long-term implications of the debt issuance and additional operating costs
associated with the new projects involved. Such evaluation may include, but is not limited to, the
projected ratio of annual debt service to the tax burden on the district's taxpayers and the ratio of
annual debt service secured by the general fund to general fund expenditures.

The district may enter into credit enhancement agreements such as municipal bond insurance,
surety bonds, letters of credit, and lines of credit with commercial banks, municipal bond
insurance companies, or other financial entities when their use is judged to lower borrowing costs,
eliminate restrictive covenants, or have a net economic benefit to the financing.

Structure of Debt Issues

The district shall consider the overall impact of the current and future debt burden of the financing
when determining the duration of the debt issue.
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The district shall design the financing schedule and repayment of debt so as to take best advantage
of market conditions, ensure cost effectiveness, provide flexibility, and, as practical, recapture or
maximize its debt capacity for future use. Principal amortization will be structured to meet debt
repayment, tax rate, and flexibility goals.

For new money debt issuances for capital improvements, the district shall size the debt issuance
with the aim of funding capital projects as deemed appropriate by the Board, as long as the
issuance is consistent with the overall financing plan, does not exceed the amount authorized by
voters, and, unless a waiver is sought and received from the state, will not cause the district to
exceed the limitation on debt issuances specified in the California Constitution or Education Code
15102, 15106, 15268 or 15270, as applicable.

To the extent practicable, the district shall also consider credit issues, market factors, and tax law
when sizing the district's bond issuance. The sizing of refunding bonds shall be determined by the
amount of money that will be required to cover the principal of, any accrued interest on, and any
redemption premium for the debt to be paid on the call date (or, in the case of cross-over
refundings, the interest on the refunding debt to the crossover date) and to cover appropriate
financing costs.

Any general obligation bond issued by the district shall mature within 40 years of the issuance date
or as otherwise required by law. (California Constitution, Article 16, Section 18; Government
Code 53508.6)

The final maturity of equipment or real property lease obligations will be limited consistent with
state law.

Method of Sale
For the sale of any district-issued debt, the Superintendent or designee shall recommend the

method of sale with the potential to achieve the lowest financing cost and/or to generate other
benefits to the district. Potential methods of sale include:

1. A competitive bidding process through which the award is based on, among other factors,
the lowest offered true interest cost
2. Negotiated sale, subject to parameters set by the Board in connection with approval thereof

3. Private placement sale, when the financing can or must be structured for a single or limited
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number of purchasers or where the terms of the private placement are more beneficial to
the district than either a negotiated or competitive sale

Investment of Proceeds

The district shall actively manage the proceeds of debt issued for public purposes in a manner that
IS consistent with state law governing the investment of public funds and with the permitted
securities covenants of related financing documents executed by the district. Where applicable, the
district's official investment policy and legal documents for a particular debt issuance shall govern
specific methods of investment of bond-related proceeds. Preservation of principal shall be the
primary goal of any investment strategy, followed by the availability of funds and then by return
on investment.

(cf. 3430 - Investing)

With regard to general obligation bonds, the district shall invest new money bond proceeds in the
county treasury pool as required by law. (Education Code 15146)

The management of public funds shall enable the district to respond to changes in markets or
changes in payment or construction schedules so as to ensure liquidity and minimize risk.

Refunding/Restructuring

The district may consider refunding or restructuring outstanding debt if it will be financially
advantageous or beneficial for debt repayment and/or structuring flexibility. When doing so, the
district shall consider the maximization of the district's expected net savings over the life of the
debt issuance and, when using a general obligation bond to refund an existing bond, shall ensure
that the final maturity of the refunding bond is no longer than the final maturity of the existing
bond.

Internal Controls

The Superintendent or designee shall establish internal control procedures to ensure that the
proceeds of any debt issuance are directed to the intended use. Such procedures shall assist the
district in maintaining the effectiveness and efficiency of operations, properly expending funds,
reliably reporting debt incurred by the district and the use of the proceeds, complying with all laws
and regulations, preventing fraud, and avoiding conflict of interest.

(cf. 3314 - Payments for Goods and Services)
(cf. 3400 - Management of District Assets/Accounts)
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The district shall be vigilant in using bond proceeds in accordance with the stated purposes at the
time such debt was incurred as defined in the text of the voter-approved bond measure.
(Government Code 53410)

When feasible, the district shall issue debt with a defined revenue source in order to preserve the
use of the general fund for general operating purposes.

In addition, the Superintendent or designee shall ensure that the district completes, as applicable,
all performance and financial audits that may be required for any debt issued by the district,
including disclosure requirements applicable to a particular transaction.

Records/Reports

At least 30 days prior to the sale of any debt issue, the Superintendent or designee shall submit a
report of the proposed issuance to the California Debt and Investment Advisory Commission
(CDIAC). Such report shall include a self-certification that the district has adopted a policy
concerning the use of debt that complies with law and that the contemplated debt issuance is
consistent with that policy. (Government Code 8855)

On or before January 31 of each year, the Superintendent or designee shall submit a report to the
CDIAC regarding the debt authorized, the debt outstanding, and the use of proceeds of the issued
debt for the period from July 1 to June 30. (Government Code 8855)

The Superintendent or designee shall provide initial and any annual or ongoing disclosures
required by 17 CFR 240.10b-5 and 240.15c2-12 to the Municipal Securities Rulemaking Board,
investors, and other persons or entities entitled to disclosure, and shall ensure that the district's
disclosure filings are updated as needed.

The Superintendent or designee shall maintain transaction records of decisions made in connection
with each debt issuance, including the selection of members of the financing team, the structuring
of the financing, selection of credit enhancement products and providers, and selection of
investment products. Each transaction file shall include the official transcript for the financing and
pricing information, including interest rates and cost of issuance on the day when the debt was sold
("final number runs™). In addition, documentation evidencing the expenditure of proceeds, the use
of debt-financed property by public and private entities, all sources of payment or security for the
debt, and investment of proceeds shall be kept for as long as the debt is outstanding, plus the period
ending three years after the financial payment date of the debt or the final payment date of any
obligations or series of bonds issued to refund directly or indirectly all of any portion of the debt,
whichever is later.
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The Superintendent or designee shall annually report to the Board regarding debts issued by the
district, including information on actual and projected tax rates, an analysis of bonding capacity,
ratings on the district's bonds, market update and refunding opportunities, new development for
California bond financings, and the district's compliance with post-issuance requirements.

Exceptions and Modifications

The District acknowledges that the capital marketplace fluctuates, municipal finance products
change from time to time, and that issuer and investor supply and demand vary. These fluctuations
may produce situations that are not anticipated or covered by this policy. As such, the Governing
Board may make exceptions or modifications to this policy to achieve the debt management goals
outlined above. Management flexibility is appropriate and necessary in such situations, provided
specific authorization is granted by the Governing Board.

Policy Development

The Superintendent or designee may develop additional specific elements of a debt management
framework through rules and regulations which, along with this policy, shall be reviewed
periodically in consideration of changing laws, District needs and market conditions.

Legal Reference:

EDUCATION CODE

5300-5441 Conduct of elections

15100-15262 Bonds for school districts and community college districts
15264-15276 Strict accountability in local school construction bonds
15278-15288 Citizen's oversight committees

15300-15425 School Facilities Improvement Districts

17150 Public disclosure of non-voter-approved debt

17400-17429 Leasing of district property

17450-17453.1 Leasing of equipment

17456 Sale or lease of district property

17596 Duration of contracts

42130-42134 Financial reports and certifications

ELECTIONS CODE

1000 Established election dates

GOVERNMENT CODE

8855 California Debt and Investment Advisory Commission
53311-53368.3 Mello-Roos Community Facilities Act
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53410-53411 Bond reporting

53506-53509.5 General obligation bonds
53550-53569 Refunding bonds of local agencies
53580-53595.55 Bonds

53850-53858 Tax and revenue anticipation notes
53859-53859.08 Grant anticipation notes
CALIFORNIA CONSTITUTION

Avrticle 13A, Section 1 Tax limitation

Article 16, Section 18 Debt limit

UNITED STATES CODE, TITLE 15

780-4 Registration of municipal securities dealers
UNITED STATES CODE, TITLE 26

54E Qualified Zone Academy Bonds

CODE OF FEDERAL REGULATIONS, TITLE 17
240.10b-5 Prohibition against fraud or deceit
240.15c2-12 Municipal securities disclosure
CODE OF FEDERAL REGULATIONS, TITLE 26
1.103 Interest on state and local bonds

1.141 Private activity bonds

1.148 Arbitrage and rebate

1.149 Hedge bonds

1.6001-1 Records

Management Resources:

CALIFORNIA DEBT AND INVESTMENT ADVISORY COMMISSION PUBLICATIONS
California Debt Issuance Primer

GOVERNMENT FINANCE OFFICERS ASSOCIATION PUBLICATIONS

An Elected Official's Guide to Debt Issuance, 2nd Ed., 2016

Understanding Your Continuing Disclosure Responsibilities, Best Practice, September 2015
Investment of Bond Proceeds, Best Practice, September 2014

Selecting and Managing Municipal Advisors, Best Practice, February 2014

Debt Management Policy, Best Practice, October 2012

Analyzing and Issuing Refunding Bonds, Best Practice, February 2011

INTERNAL REVENUE SERVICE PUBLICATIONS

Tax Exempt Bond FAQs Regarding Record Retention Requirements

Tax-Exempt Governmental Bonds, Publication 4079, rev. 2016

U.S. GOVERNMENT ACCOUNTABILITY OFFICE PUBLICATIONS

Internal Control System Checklist

WEB SITES
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California Debt and Investment Advisory Commission: http://www.treasurer.ca.gov/cdiac
Government Finance Officers Association: http://www.gfoa.org

Internal Revenue Service: http://www.irs.gov

Municipal Security Rulemaking Board, Electronic Municipal Market Access (EMMA):
http://www.emma.msrb.org

U.S. Government Accountability Office: http://www.gao.gov

U.S. Securities and Exchange Commission: http://www.sec.gov

Policy Adopted: March 4, 2019
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Equipment

Employees and/or students shall use district equipment only for school-related tasks. The
Superintendent or designee shall ensure that all employees understand that personal use
of district equipment is prohibited unless specific permission has been granted by the
Superintendent or designee.

(cf. 3515.4 - Recovery for Property Loss or Damage)
(cf. 4040 - Employee Use of Technology)

(cf. 4118 - Suspension/Disciplinary Action)

(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
(cf. 5144 - Discipline)

(cf. 6163.4 - Student Use of Technology)

The district shall provide comparable basic equipment and supplies for all classes. When
equipment cannot be supplied to every class, the Superintendent or designee shall ensure
that it will be shared within and among the schools.

(cf. 6000 - Concepts and Roles)
(cf. 6171 - Title I Programs)

When school equipment is not being used by students or employees, school-connected
organizations may be granted reasonable use of the equipment for school-related matters.

(cf. 1230 - School-Connected Organizations)
(cf. 1330 - Use of School Facilities)

The principal shall approve the removal of district-owned equipment from the school site.
When any equipment is taken off-site, the borrower is responsible for its safe return and
shall be fully liable for any loss or damage.

Transfer of Equipment to a New Site

Employees transferred to another school shall take with them only those personal items
that have been purchased with their own funds. Items paid for by the district, school-
connected organizations or grants shall remain at the initial location unless the principals
of both schools make special arrangements that serve the best interests of the districtwide
instructional program and with the approval of the Superintendent or designee.

Equipment and materials unique to a special program being moved to the another site
may be moved to the new location upon the approval of both principals and with the
approval of the Superintendent or designee.
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Equipment Acquired by Federal Funds

Equipment purchased for use in a federal program shall be used in that program as long
as needed, whether or not the program continues to be supported by federal funds. When
no longer needed for the original program, the equipment may be used in other activities
currently or previously supported by a federal agency. (34 CFR 80.32)

All equipment purchased with Consolidated Application funds shall be labeled with the
name of the project, identification number and name of the district. (5 CCR 3946)

Each principal or designee shall ensure that the following management provisions are
established and maintained for equipment acquired in whole or in part with federal funds
until such property is disposed: (34 CFR 80.32)

1. A control system shall be developed to ensure adequate safeguards to prevent
loss, damage or theft of the property. Any loss, damage or theft shall be
investigated.

2. Whenever possible, adequate maintenance procedures shall be developed to keep
the property in good condition.

(cf. 3530 - Risk Management/Insurance)
(cf. 4156.3/4256.3/4356.3 - Employee Property Reimbursement)

Equipment may be used for a purpose other than that for which it was originally
purchased as allowed by law.

(cf. 3440 - Inventories)

Legal Reference:

EDUCATION CODE

35160 Authority of governing boards
35168 Inventory of equipment
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Legal References: (continued)

CODE OF REGULATIONS, TITLE 5

3946 Control, safeguards, disposal of equipment purchased with state and federal
consolidated application funds

4424 Comparability of services

16023 Class 1- Permanent records

CODE OF FEDERAL REGULATIONS, TITLE 34

80.1-80.52 Uniform administration requirements for grants to state and local
governments

UNITED STATES CODE, TITLE 20

6321 Fiscal requirements

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005
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Tobacco-Free Schools

The Board of Trustees recognizes the health hazards associated with smoking and the use
of tobacco products, including the breathing of second-hand smoke, and desires to
provide a healthy environment for students and staff.

(cf. 3514 — Environmental Safety)

(cf. 4159/4259/4359 - Employee Assistance Programs)
(cf. 5030 — Student Wellness)

(cf. 5131.62 - Tobacco)

(cf. 5141.23 — Asthma Management)

(cf. 6142.8 - Comprehensive Health Education)

(cf. 6143 - Courses of Study)

The Board prohibits the use of tobacco products at any time in district-owned or leased
buildings, on district property and in district vehicles. (Health and Safety Code 104420;
Labor Code 6404.5; 20 USC 6083)

(cf. 1330 - Use of School Facilities)
(cf. 1330.1 - Joint Use Agreements)

Prohibited products include any product containing tobacco or nicotine, including, but
not limited to, cigarettes, cigars, miniature cigars, smokeless tobacco, snuff, chew, clove
cigarettes, betel, electronic cigarettes, and other vapor-emitting devices, with or without
nicotine content, that mimic the use of tobacco products.

This policy does not prohibit the use or possession of prescription products and other
cessation aids that have been approved by the U.S. Department of Health and Human
Services, Food and Drug Administration, such as nicotine patch or gum.

Smoking or use of any tobacco-related product or disposal of any tobacco-related waste
is prohibited within 25 feet of any playground, except on a public sidewalk located within
25 feet of the playground. In addition, any form of intimidation, threat, or retaliation
against a person for attempting to enforce this policy is prohibited. (Health and Safety
Code 104495)

This prohibition applies to all employees, students and visitors at any instructional
program, activity or athletic event.
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Legal Reference:

EDUCATION CODE

48900 Grounds for suspension/expulsion

48901 Prohibition against tobacco use by students

HEALTH AND SAFETY CODE

39002 Control of air pollution from non-vehicular sources
104350-104495 Tobacco use prevention, especially:

104495 Prohibition of smoking and tobacco waste on playgrounds
119405 Unlawful to sell or furnish electronic cigarettes to minors
LABOR CODE

3300 Employer, definition

6304 Safe and healthful workplace

6404.5 Occupational safety and health: use of tobacco products
UNITED STATES CODE, TITLE 20

6083 Nonsmoking policy for children's services
7111-7117 Safe and Drug Free Schools and Communities Act

CODE OF FEDERAL REGULATIONS, TITLE 21

1140.1-1140.34 Unlawful sale of cigarettes and smokeless tobacco to minors

PERB RULINGS

Eureka Teachers Assn. v. Eureka City School District (1992) PERB Order #955 (16
PERC 23168)

CSEA #506 and Associated Teachers of Metropolitan Riverside v. Riverside Unified
School District (1989) PERB Order #750 (13 PERC 20147)

Management Resources:

WEB SITES

California Department of Education, Alcohol, Tobacco and Other Drug

Prevention: http://www.cde.ca.gov/ls/he/at

California Department of Education, Tobacco-Free School District
Certification:http://www.cde.ca.gov/lIs/he/at/tobaccofreecert.asp™>http://www.cde.ca.gov/
Is/he/at">http://www.cde.ca.gov/Is/he/at/tobaccofreecert.asp

California Department of Public Health, Tobacco Control:
http://www.cdph.ca.gov/programs/tobacco

Occupational Safety and Health Standards

Board: http://www.dir.ca.gov/OSHSB/oshsb.html

U.S. Environmental Protection Agency: http://www.epa.gov

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005; March 9, 2015
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Tobacco-Free Schools

Notifications

Information about the district's tobacco-free schools policy and enforcement procedures
shall be communicated clearly to employees, parents/guardians, students and the
community. (Health and Safety Code 104420)

(cf. 4112.9/4212.9/4312.9 - Employee Notifications)

Signs stating "Tobacco use is prohibited” shall be prominently displayed at all entrances
to school property. (Health and Safety Code 104420)

Enforcement/Discipline

Any employee or student who violates the district's tobacco-free schools policy shall be
asked to refrain from smoking and shall be subject to disciplinary action as appropriate.

(cf. 4118 - Suspension/Disciplinary Action)

(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
(cf. 5144 - Discipline)

(cf. 5144.1 - Suspension and Expulsion/Due Process)

Any other person who violates the district's policy on tobacco-free schools shall be
informed of the district's policy and asked to refrain from smoking. If the person fails to
comply with this request, the Superintendent or designee may:

1. Direct the person to leave school property

2. Request local law enforcement assistance in removing the person from school
premises

3. If the person repeatedly violates the tobacco-free schools policy, prohibit him/her

from entering district property for a specified period of time

(cf. 1250 - Visitors/Outsiders)
(cf. 3515.2 - Disruptions)

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



BP 3514 (a)
Business and Non-instructional Operations

Environmental Safety

The Board of Trustees recognizes its obligation to provide a safe and healthy
environment at school facilities for students, staff and community members. The Board
shall identify and address potential risks to health and the environment and shall ensure
that environmental resources are used in a responsible manner.

(cf. 3513.3 - Tobacco-Free Schools)

(cf. 3514.1 - Hazardous Substances)

(cf. 3516 - Emergencies and Disaster Preparedness Plan)

(cf. 4119.42/4219.42/4319.42 - Exposure Control Plan for Bloodborne Pathogens)
(cf. 4119.43/4219.43/4319.43 - Universal Precautions)

(cf. 4157/4257/4357 - Employee Safety)

(cf. 5142 - Safety)

(cf. 6161.3 - Toxic Art Supplies)

(cf. 7111 - Evaluating Existing Buildings)

(cf. 7150 - Site Selection and Development)

The Superintendent or designee shall establish regulations to prevent and/or reduce
environmental hazards in accordance with law and state guidelines. Strategies shall
include but not necessarily be limited to:

1. Considering air quality in the siting and architectural design of new or remodeled
facilities and in the selection of building materials and furnishings, and taking
steps to reduce indoor air contaminants in maintenance operations

2. Ensuring the use of effective least toxic pest management practices at all district
schools

(cf. 3514.2 - Integrated Pest Management)
3. Minimizing the exposure to lead in paint, soil or drinking water, especially in
areas accessible to very young children

4. Inspecting and testing facilities for asbestos-containing materials and protecting
persons during encapsulation and removal of any asbestos

The Superintendent or designee shall notify parents/guardians, as appropriate, if an
environmental hazard is discovered at a school site. The notification shall detail the
district's efforts to remedy the hazard.



BP 3514 (b)
Business and Non-instructional Operations

Environmental Safety (continued)

Other Environmental Safety Precautions
Principals or their designees shall enforce school rules designed to:

1. Prevent the accumulation of flammable, noxious or otherwise dangerous materials
unless adequate safeguards are provided.

(cf. 6161.3 - Toxic Art Supplies)
2. Keep all school facilities free of debris

3. Keep walkways at all times open to pedestrian traffic and clear of obstructions

Legal Reference:

EDUCATION CODE

17366 Legislative intent (fitness of buildings for occupancy)
17582 Deferred maintenance fund

17590 Asbestos abatement fund

17608-17613 Healthy Schools Act of 2000

32240-32245 Lead-Safe Schools Protection Act

48980.3 Notification of pesticides

49410-49410.7 Asbestos materials containment or removal
FOOD AND AGRICULTURAL CODE

11401-12408 Pest Control Operations and Agricultural Chemicals
13180-13188 Healthy Schools Act of 2000

GOVERNMENT CODE

3543.2 Scope of representation; right to negotiate safety conditions
CODE OF REGULATIONS, TITLE 8

340-340.3 Employer's obligation to provide safety information
1532.1 Construction safety orders, lead standard

5142 Heating, ventilating and air conditioning systems; minimum ventilation
5143 Mechanical ventilating systems; inspection and maintenance
CODE OF REGULATIONS, TITLE 17

35001-35099 Accreditation in Lead Abatement Services
UNITED STATES CODE, TITLE 7

136-136y Insecticide, Fungicide and Rodentcide Act



Business and Non-instructional Operations

Environmental Safety (continued)

UNITED STATES CODE, TITLE 15

2641-2656 Asbestos Hazard Emergency Response Act
CODE OF FEDERAL REGULATIONS, TITLE 40
763.93 Management Plans

763.94 Record keeping

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005

BP 3514 (c)



BP 3515 (a)
Business and Non-instructional Operations

Campus Security

The Superintendent or designee shall ensure that campus security procedures are
developed which are consistent with the goals of the district.

(cf. 0450 - Comprehensive Safety Plan)
These procedures shall include strategies and methods to:

1. Secure the campus perimeter and school facilities in order to prevent criminal
activity.

2. Secure buildings from outsiders and discourage trespassing. These procedures may
include requiring visitor registration, requiring staff and student identification tags,
and patrolling places used for congregating and loitering.

(cf. 1250 - Visitors/Outsiders)
(cf. 3515.2 - Disturbances)
(cf. 5112.5 - Open/Closed Campus)

3. Discourage vandalism and graffiti. These methods may include plans to immediately
cover graffiti as well as campus beautification projects and shall also include students
and the community in these projects.

(cf. 3515.4 - Recovery for Property Loss or Damage)
(cf. 5131.5 - Vandalism, Theft and Graffiti)

4. Control access to keys and other school inventory.
(cf. 3440 - Inventories)

4. Detect and intervene with school crime. These procedures may include an
anonymous crime reporting system, analysis of school crime incidents, and
collaboration and communication with local law enforcement agencies.

(cf. 3515.3 - District Police/Security Department)
(cf. 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)

These procedures shall be regularly reviewed and updated in order to reflect changed
circumstances and to assess progress in achieving safe school objectives.



BP 3515 (b)
Business and Non-instructional Operations

Campus Security (continued)
Keys

All keys used in a school shall be the responsibility of the principal or designee. Keys
shall be issued only to those employees who regularly need a key in order to carry out
normal activities of their position.

The person issued a key shall be responsible for its safekeeping. If a key is lost, the
person responsible shall report the loss to the principal or designee immediately and may
be required to pay for a replacement key.

Keys shall be used only by authorized employees.

The master key shall not be loaned and the duplication of school keys is prohibited.

Legal Reference:

EDUCATION CODE

32020 Access gates

32211 Threatened disruption or interference with classes

35294-35294.9 School safety plans

38000-38005 Security patrols

PENAL CODE

469 Unauthorized making, duplicating or possession of key to public building
626-626.10 Disruption of schools

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



BP 3515.2
Business and Non-instructional Operations

Disruptions

The Board of Trustees is committed to keeping the schools free from disruptions and to
keeping unauthorized persons from entering school grounds. The Superintendent or
designee shall provide for the prompt removal from school premises of any individual
who disrupts or threatens to disrupt normal school operations, threatens the health and
safety of students or staff, or causes property damage.

(cf. 1250 - Visitors/Outsiders)
(cf. 0450 - Comprehensive Safety Plan)

Legal Reference:

EDUCATION CODE

32210 Willful disturbance of public school or meeting: misdemeanor

32211 Threatened disruption or interference with classes; misdemeanor

35160 Authority of governing boards

44810 Willful interference with classroom conduct

44811 Disruption of classwork or extracurricular activities

51512 Prohibited use of electronic listening or recording device

PENAL CODE

243.5 Assault or battery on school property

415.5 Disturbance of peace of school

626 Definitions

626.4 Notice of withdrawal or consent; report; action on report; reinstatement of consent;
hearing; unlawful entry upon campus or facility; punishment

626.7 Failure to leave campus or facility; wrongful return; penalties; notice; exceptions
626.8 Disruptive presence at schools

626.85 Drug offenders; presence on school grounds

626.9-626.10 Gun Free School Zone Act

627-627.10 Access to school premises

6539 Loitering about schools or public places

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



AR 3515.2 (a)
Business and Non-instructional Operations

Disruptions

The principal or designee may direct a person to leave school grounds when there is a
reasonable basis for concluding that the person is committing an act that is likely to
interfere with the peaceful conduct of school activities or that the person has entered the
campus with the purpose of committing such an act. This shall not apply if that person is
a student, Governing Board member, parent/guardian of a child attending the school,
school employee, or other person required by his/her employment to be on school
grounds. (Penal Code 626.7, 626.8)

The principal or designee may also direct a specified sex offender or drug offender to
leave school grounds, unless that person is a student at the school, a parent/guardian of a
child attending the school, or he/she has prior written permission for entry from the
principal or designee. (Penal Code 626.85)

When directing such a person to leave, the principal or designee shall inform the person
that he/she will be guilty of a crime if he/she:

1. Remains after being directed to leave (Penal Code 626.8)

2. Returns to the campus without following the school's posted registration
requirements (Penal Code 626.7)

3. Returns within seven days after being directed to leave (Penal Code 626.8,
626.85)

(cf. 0450 - Comprehensive Safety Plan)

(cf. 1250 - Visitors/Outsiders)

(cf. 3515.3 - District Police/Security Department)
(cf. 3515.5 - Sex Offender Notification)

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

(cf. 5131.4 - Campus Disturbances)

The principal or designee shall also notify law enforcement as appropriate.
Appeal Procedure

Any person who is asked to leave a school building or grounds may appeal to the
Superintendent or designee. This appeal shall be made no later than the second school
day after the person has departed from the school building or grounds. After reviewing
the matter with the principal or designee, the Superintendent or designee shall render
his/her decision within 24 hours after the appeal is made, and this decision shall be
binding. (Education Code 32211)



AR 3515.2 (b)
Business and Non-instructional Operations

Disruptions (continued)

The decision of the Superintendent or designee may be appealed to the Board. Such an
appeal shall be made no later than the second school day after the Superintendent or
designee has rendered his/her decision. The Board shall consider and decide the appeal
at its next scheduled regular or adjourned regular public meeting. The Board's decision
shall be final. (Education Code 32211)

Gun Free School Zone

Possession of unauthorized firearms, weapons, or other dangerous instruments is
prohibited within 1000 feet of school grounds. (Penal Code 626.9, 626.10)

(cf. 5131.7 - Weapons and Dangerous Instruments)
(cf. 5144.1 - Suspension and Expulsion/Due Process)

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



BP 3515.4 (a)
Business and Non-instructional Operations

Recovery for Property Loss or Damage

The Board of Trustees shall seek reimbursement of damages and rewards from any
individual or from the custodial parent/guardian of any minor who commits and act of
theft or vandalism.

Rewards

If law enforcement officials are unable to fix responsibility for the theft or vandalism, the
Board of Trustees of the Lowell Joint School District authorizes the payment of a reward
of up to $500 to anyone providing information leading to the determination of the
identify, arrest and conviction of any person or persons who willfully damage or destroy
school district property.

In the event arrest and conviction are not possible, this reward will be made to anyone
whose assistance in providing information leads to the recovery of damages, including
the amount of the reward, from vandals and/or their guardians.

The Superintendent or his designee will compile a data file on each case, and with his
recommendation for the amount of the reward, will present each case for the Board’s
consideration and action. Whenever possible, each case will be considered in closed
session to protect the anonymity of persons involved.

Legal Reference:

EDUCATION CODE

19910 Libraries, malicious cutting, tearing, defacing, breaking or injuring

19911 Libraries, willful detention of property

44810 Willful interference with classroom conduct

48904 Liability of parent or guardian for willful misconduct; withholding of grades,
diplomas and transcripts

CIVIL CODE

1714.1 Liability of parent or guardian for act of willful misconduct by a minor
GOVERNMENT CODE

53069.5 Reward for information concerning person causing death, injury, or property
damage; liability for reward

53069.6 Actions to recover damages

54951 Local agency, definition

61601.1 Graffiti abatement district



Business and Non-instructional Operations

Recovery for Property Loss or Damage (continued)

PENAL CODE

484 Theft defined

594 Vandalism

594.1 Aerosol paint and etching cream

640.5 Graffiti; facilities or vehicles of governmental entity
640.6 Graffiti

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005

BP 3515.4 (b)



AR 3515.4 (a)
Business and Non-instructional Operations

Recovery For Property Loss Or Damage

Reports

District employees shall report all damage or loss of school property to the principal or
designee immediately after such damage or loss is discovered. In those instances in
which insurance reimbursement may be involved, the principal or designee shall contact
the appropriate district official.

(cf. 3530 - Risk Management/Insurance)
(cf. 5131.5 - Vandalism, Theft and Graffiti)

Investigation

The Superintendent or designee shall ensure that a complete investigation is conducted at
the site where the vandalism occurred.

The principal or designee shall conduct a complete investigation of any instance of
damage or loss of school property. The investigation shall be carried out in cooperation
with law enforcement officials when appropriate.

(cf. 3515.3 - District Police/Security Department)
Recovery of Damages

When the person causing the damage or loss has been identified and the costs of repair,
replacement or cleanup determined, the Superintendent or designee shall take all practical
and reasonable steps to recover these costs, including consulting district's legal counsel if
necessary. Reasonable steps may include the filing of a civil complaint in a court of
competent jurisdiction to recover damages from the responsible person.

If the responsible person is a minor, recovery may be sought from the minor's custodial
parent/guardian in accordance with Education Code 48904.

Damages may include the cost of repair or replacement of the property, the payment of
any reward, interest, court costs and all other damages as provided by law.



AR 3515.4 (b)
Business and Non-instructional Operations

Recovery For Property Loss Or Damage (continued)

Payment of Reward

The Superintendent will, with the principal of the school, the Director of Maintenance
and the appropriate law enforcement agencies compile the data file for presentation to the
Board of Trustees.

Each file will contain, if possible

1. The date and time of the vandalism or damage to school district property.

2. The location and specific details regarding the extent of the damage.

3. The identity of the perpetrator.

4. The name of the law enforcement agency and officer investigating the case.

5. The identity of the individual providing information.

6. The disposition of the case

7. An estimate of the costs for repair or replacement due to damages.

8. The amount for damages recovered to date.

9. Any other information deemed pertinent for the Board’s consideration.

Based upon the foregoing, the Superintendent will present a recommendation for a
reward at a closed session.

When authorized by the Board of Trustees, the reward shall be paid to the party who
provides information sufficient to identify and apprehend the person or persons
subsequently found responsible for the damage or loss. If more than one informant
provides information, the reward shall be divided among the informants. The
Superintendent or designee shall determine who is entitled to what portion of the reward.
The identity of the informant shall be considered confidential and shall not be made
public by the district.

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



BP 3515.5
Business and Non-instructional Operations

Sex Offender Notification

In order to protect students while they are traveling to and from school, or attending
school or a school-related activity, the Board of Trustees believes it is important that the
district respond appropriately when a law enforcement agency notifies the district about
registered sex offenders who may reside or work within district boundaries.

The Superintendent or designee shall establish an ongoing relationship with law
enforcement officials to coordinate the receipt and dissemination of such information. To
the extent authorized by law, the Superintendent or designee also shall establish
procedures for notifying appropriate staff as necessary.

To protect the district and its employees from liability, employees shall disseminate sex
offender information in good faith, and only in the manner and to the extent authorized
by the law enforcement agency.

The Superintendent or designee may annually notify parents/guardians of the availability
of information about registered sex offenders on the Department of Justice’s Internet
website.

(cf. 0450 - Comprehensive Safety Plan)

(cf. 1240 - Volunteer Assistance)

(cf. 1250 - Visitors/Outsiders)

(cf. 1400 - Relations Between Other Governmental Agencies and the Schools)
(cf. 3515 - Campus Security)

(cf. 5142 - Safety)

Legal Reference:

EDUCATION CODE

32211 Threatened disruption or interference with classes; offense

35160 Authority of boards

35160.1 Board authority of school districts

PENAL CODE

290 Registration of sex offenders

290.4 Sex offender registration; compilation of information; 900 number
290.45 Release of sex offender information

290.95 Disclosure by person required to register as sex offender

626.8 Disruptive entry or entry of sex offender upon school grounds
830.32 School district and community college police

3003 Parole, geographic placement

UNITED STATES CODE, TITLE 42

14071 Jacob Wetterling Crimes Against Children and Sexually Violent Offender
Registration Program Act

Policy Adopted: March 23, 1987

Policy Revised: September 26, 2005; October 24, 2005



BP 3515.6 (a)
Business and Non-instructional Operations

Criminal Background Checks For Contractors

Whenever the district contracts for school and classroom janitorial, school site
administrative, school site grounds and landscape maintenance, student transportation,
and school site food-related services, the Superintendent or designee shall ensure that the
contracting entity certifies in writing that any employees who may come into contact with
students have not been convicted of a felony as defined in Education Code 45122.1,
unless the employee has received a certificate of rehabilitation and a pardon. (Education
Code 45125.1)

(cf. 3540 - Transportation)

(cf. 3551 - Food Service Operations/Cafeteria Fund)
(cf. 3600 - Consultants)

(cf. 7140 - Architectural and Engineering Services)

On a case-by-case basis, the Superintendent or designee may also require a contracting
entity providing school site services, other than those listed above, to comply with these
requirements. (Education Code 45125.1)

These requirements shall not apply if the Superintendent or designee determines that the
contracting entity is providing services in an emergency or exceptional situation, such as
when student health or safety is endangered or when repairs are needed to make school
facilities safe and habitable. (Education Code 45125.1)

In addition, these requirements shall not apply if the Superintendent or designee
determines that the employees of the contracting entity will have limited contact with
students. In determining whether a contract employee has limited contact with students,
the Superintendent or designee shall consider the totality of the circumstances, including
the following factors: (Education Code 45125.1)

1. The length of time the contractors will be on school grounds

2. Whether students will be in proximity with the site where the contractors will be
working

3. Whether the contractors will be working by themselves or with others

Upon a determination that an employee shall have limited contact with students, the
Superintendent or designee shall take appropriate steps to protect the safety of any
student who may come in contact with this employee. (Education Code 45125.1)



BP 3515.6 (b)
Business and Non-instructional Operations

Criminal Background Checks For Contractors (continued)
Other Facility Contractors

When the district contracts for construction, reconstruction, rehabilitation or repair of a
school facility where the employees of the entity will have contact, other than limited
contact with students, the Superintendent or designee shall ensure the safety of students
by utilizing the following method: (Education Code 45125.2)

1. Continual supervision and monitoring of all employees of the entity by an
employee of the entity whom the Department of Justice has ascertained has not
been convicted of a violent or serious felony.

The supervising employee may submit his/her fingerprints to the Department of
Justice pursuant to Education Code 45125.1.

2. Surveillance of employees of the entity by school personnel.

These requirements shall not apply if the Superintendent or designee determines that the
contracting entity is providing construction, reconstruction, rehabilitation or repair
services in an emergency or exceptional situation, such as when student health or safety
is endangered or when repairs are needed to make school facilities safe and habitable.
(Education Code 45125.2)

Legal Reference:

EDUCATION CODE

41302.5 School districts, definition

45122.1 Classified employees, conviction of a violent or serious felony
45125.1 Criminal background checks for contractors

45125.2 Criminal background checks for construction

PENAL CODE

667.5 Prior prison terms, enhancement of prison terms

1192.7 Plea bargaining limitation

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



BP 3516 (a)
Business and Non-instructional Operations

Emergencies And Disaster Preparedness Plan

The Superintendent or designee shall develop and maintain a disaster preparedness plan
that detail provisions for handling all foreseeable emergencies and disasters. The
Superintendent or designee may appoint a committee to regularly review the disaster
preparedness plan and recommend changes.

The principal or designee shall augment the district plan with working plans and
procedures specific to each school.

District and site plans shall address at least the following situations:
1. Fire on or off school grounds which endangers students

2. Natural or man-made disasters

(cf. 3516.3 - Earthquake Emergency Procedure System)

3. Bomb threat or actual detonation

(cf. 3516.2 - Bomb Threats)

4. Attack or disturbance by individuals or groups

(cf. 0450 - Comprehensive Safety Plan)

(cf. 1400 - Relations between Other Governmental Agencies and the Schools)
(cf. 3514 - Environmental Safety)

(cf. 3515 - Campus Security)

(cf. 3515.2 - Disruptions)

(cf. 3530 - Risk Management/Insurance)

(cf. 5131.4 - Campus Disturbances)

The Superintendent or designee shall use state-approved Standard Emergency
Management System guidelines when updating district and site-level emergency and
disaster preparedness plans.

The Superintendent or designee may consult with city and/or county agencies so that
district and site plans may provide the best possible way of handling each situation and
also provide for emergency communications systems between these agencies and each
district school.



BP 3516 (b)
Business and Non-instructional Operations

Emergencies And Disaster Preparedness Plan (continued)

The Superintendent or transportation contractor may provide a plan which allows bus
seating capacity limits to be exceeded when a disaster or hazard requires students to be
moved immediately to ensure their safety. (Education Code 39834)

(cf. 3543 - Transportation Safety and Emergencies)

Disaster preparedness exercises shall be held regularly at each school site and shall
demonstrate how safety procedures may be applied to various types of emergencies. All
students and employees shall receive instruction regarding emergency plans.

The Board encourages all employees to become proficient in first aid and
cardiopulmonary resuscitation (CPR). The Superintendent or designee shall ascertain
that at least one staff member at each school holds a valid certificate in these areas.

Legal Reference:

EDUCATION CODE

32001 Fire alarms and drills

32040 Duty to equip school with first aid kit

35295-35297 Earthquake emergency procedures

38132 Mass care and welfare shelters

39834 Operating overloaded bus

46390-46392 Emergency average daily attendance in case of disaster
49505 Natural disaster; meals for homeless students; reimbursement
GOVERNMENT CODE

3100 Public employees as disaster service workers

8607 Standard emergency management system

CODE OF REGULATIONS, TITLES5

550 Fire drills

560 Civil defense and disaster preparedness plans

CODE OF REGULATIONS, TITLE 19

2400 et seq. Standardized Emergency Management System Regulations

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



AR 3516 (a)
Business and Non-instructional Operations

Emergencies And Disaster Preparedness Plan

The district disaster preparedness plan shall be available to staff, students and the public
in the office of the Superintendent and in the office of each principal. Individual school
site disaster plans shall be available to each teacher and shall be available for public
inspection at the principal's office. The principal shall make certain that students and
staff are familiar with their site plan.

The Board of Trustees shall grant the use of school buildings, grounds and equipment to
public agencies, including the American Red Cross, for mass care and welfare shelters
during disasters or other emergencies affecting the public health and welfare. The Board
shall cooperate with such agencies in furnishing and maintaining whatever services it
deems necessary to meet the community's needs. (Education Code 38132)

Release of Students

The following procedures shall be followed in releasing students in the event of an
emergency or disaster:

1. The principal or designee shall receive authorization from the Superintendent or
designee before releasing students.

2. Individual students shall not leave a school site without receiving permission from the
principal or designee.

3. If possible, staff shall release students only to persons authorized on the student
emergency card.

4. In absence of an emergency card or in an emergency in which reference to the
emergency card is impossible, individual students shall be released, upon presentation
of identification, to parents/guardians, persons authorized by the parents/guardians, or
to authorized persons representing public agencies that may take responsibility, when
necessary, for the safety of the student.

5. The principal or designee shall record the release of all students.
Role of Staff

School staff are considered disaster service workers and are subject to disaster service
activities assigned to them. (Government Code 3100)

(cf. 4112.3/4212.3/4312.3 - Oath or Affirmation)



AR 3516 (b)
Business and Non-instructional Operations

Emergencies And Disaster Preparedness Plan (continued)

During an emergency, staff shall fulfill the following roles:

(cf. 4119.3 - Duties of Personnel)

1. The principal or designee shall assume overall control and supervision of activities at
the school site during an emergency. He/she shall have authority to use discretionary
judgment in emergency situations which do not permit execution of prearranged
plans. The principal or designee shall:

a. Direct evacuation of buildings

b. Arrange for transfer of students when their safety is threatened

c. Inform the Superintendent or designee of all emergency actions taken as soon as
possible

d. Schedule periodical fire drills and other disaster preparedness exercises and keep
appropriate records

e. Post directions for fire drills and civil defense drills in classrooms, multipurpose
rooms, etc.

2. Teachers shall be responsible for supervision of students in their charge. Teachers
shall:

b. Direct evacuation of students in their charge in accordance with the principal's
instruction

b. Give the DROP command as necessary

c. Take attendance, stay with the students and provide supervision

o

. Report missing students to the principal or designee
e. Send students in need of first aid to the school nurse or a person trained in first aid

3. Custodians are responsible for the use of emergency equipment, the handling of
supplies and the use of available utilities. Custodians shall:

a. Survey and report damage to the principal



AR 3516 (c)
Business and Non-instructional Operations

Emergencies And Disaster Preparedness Plan (continued)
b. Direct rescue operations as required
c. Direct fire-fighting efforts until regular fire-fighting personnel take over

d. Control main shutoff valves for gas, water and electricity and ascertain that no
hazard results from broken gas, water mains or fallen electrical lines

e. Disburse supplies and equipment as needed
4. The school secretary and secretarial staff shall:
a. Report a fire or disaster to the appropriate authorities
b. Answer telephones and monitor radio emergency broadcasts
c. Provide for the safety of essential school records and documents
d. Assist the principal as needed
5. The school nurse shall:
a. Administer first aid
b. Supervise the administration of first aid
c. Organize first aid and medical supplies

6. The cafeteria manager shall direct the use and preparation of the cafeteria stock and
water supply whenever the feeding of students becomes necessary during a disaster.

7. The bus driver(s) shall:
a. Supervise students if a disaster occurs while they are on the bus
b. Issue the DROP command as necessary while students are on the bus
c. Transfer students to a new location when directed by the principal
d. Assist the custodian in damage control

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



AR 3516.1 (a)

Business and Non-instructional Operations

Fire Drills and Fires

Fire Drills

The principal shall cause the fire alarm signal to be sounded at least once every month.
(Education Code 32001)

The principal shall also hold fire drills at least once a month at the elementary level and
four times every school year at the intermediate level. (Education Code 32001)

1.

2.

Fires

The principal shall notify staff as to the schedule for fire drills.

Whenever a fire drill is held, all students, teachers and other employees shall be
directed to leave the building. (5 CCR 550)

Teachers shall ascertain that no student remains in the building.

Teachers shall be prepared to select alternate exits and shall direct their classes to
these exits whenever the designated escape route is blocked.

The principal or designee shall keep a record of each fire drill conducted and file
a copy of this record with the office of the Superintendent or designee.

When a fire is discovered in any part of the school, the following actions shall be taken:

1.

The principal or designee shall sound fire signals, unless the school and/or
building is equipped with an automatic fire detection and alarm system.
(Education Code 32001)

The principal or designee shall call 911.

All persons shall be directed to leave the building and shall proceed outside to
designated assembly areas.



AR 3516.1 (b)
Business and Non-instructional Operations

Fire Drills and Fires (continued)

4, Staff shall give students clear direction and supervision and help maintain a calm
and orderly response.

5. In outside assembly areas, teachers shall take roll, report missing students, and
provide assistance to any injured students.

6. In outside assembly areas, the principal, designee and/or each department head
shall account for their staff, report missing staff, and provide assistance to any
injured staff.

7. If the fire is extensive, students shall be taken to an alternate location for
protective custody until parents/guardians can pick them up or until they can be
safely transported to their homes.

(cf. 0450 - School Safety Plan)
(cf. 3516 - Emergency and Disaster Preparedness Plan)

Legal Reference:

EDUCATION CODE

17074.50-17074.56 Automatic fire detection, alarm and sprinkler systems
32001 Uniform fire signals

32040 Duty to equip school with first aid kit

CODE OF REGULATIONS, TITLE 5

550 Fire drills

Regulation Approved March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



AR 3516.2 (a)
Business and Non-instructional Operations

Bomb Threats

Receiving Threats

Any staff member receiving a telephoned bomb threat shall try to keep the caller on the
line so as to gather information about the location and timing of the bomb and the
person(s) responsible. He/she should also try to determine the caller's gender and age and
should take note of any distinctive features of voice or speech and any background noises
such as music, traffic, machinery or other voices.

Procedures

1. Any employee who receives a bomb threat shall immediately call 911 and also report
the threat to the principal or designee. If the threat is in writing, he/she shall place the
message in an envelope and take note of where and by whom it was found.

2. Any student or employee seeing a suspicious package shall promptly notify the
principal or designee.

3. The principal or designee shall immediately use fire drill signals and institute
standard evacuation procedures as specified in the emergency plan.

(cf. 3516 - Emergency and Disaster Preparedness Plan)
(cf. 3516.1 - Fire Drills and Fires)

4. The principal or designee shall turn off any two-way radio equipment which is
located in a threatened building.

Law enforcement and/or fire department staff shall conduct the bomb search. School
police officers may assist in this search. No other school staff shall search for or handle
any explosive or incendiary device.

Except for school police officers, no staff or students shall reenter the threatened
building(s) until the law enforcement and/or fire department staff advises the principal or
designee that reentry is safe.



AR 3516.2 (b)
Business and Non-instructional Operations

Bomb Threats (continued)

Any student who makes a bomb threat shall be subject to disciplinary procedures.
(cf. 5144.1 - Suspension and Expulsion/Due Process)

Legal Reference:

EDUCATION CODE

44810 Willful interference with classroom conduct

48900 Grounds for suspension or expulsion

51202 Instruction in personal and public health and safety
PENAL CODE

17 Felony, misdemeanor, classification of offenses

148.1 False report of explosive or facsimile bomb

245 Assault with deadly weapon or force likely to produce great bodily injury;
punishment

594 Vandalism; penalty

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



AR 3516.3 (a)
Business and Non-instructional Operations

Earthquake Emergency Procedure System

The Superintendent or designee shall establish an emergency procedure system to be
followed in case of earthquakes. This system shall include, but not be limited to, the
following: (Education Code 35297)

1. A school building disaster plan, ready for implementation at any time, for maintaining
the safety and care of students and staff

2. A DROP procedure in which students and staff members:
a. Drop to their knees
b. Take cover under a table or desk
c. Protect their head with their arms
d. Face away from the windows
3. Protective measures to be taken before, during and after an earthquake

School disaster plans shall outline roles, responsibilities and procedures for students and
staff.

(cf. 3516 - Emergency and Disaster Preparedness Plan)

DROP procedures may be expanded to ensure that students get under stationary desks or
tables where available, or otherwise get next to an inside wall or under an inside
doorway. Students should stay in the drop position until the emergency is over or until
further instructions are given.

Earthquake Education

DROP procedures shall be practiced at least once each school quarter in elementary
schools and at least once each semester in secondary schools. (Education Code 35297)



AR 3516.3 (b)
Business and Non-instructional Operations

Earthquake Emergency Procedure System (continued)

Students also shall be taught to take the following safety precautions during an
earthquake if adults are not present to give specific directions:

1. If you are in the open, stay there.

2. Move away from buildings, trees, and exposed wires.

3. After the earthquake, if you are on your way to school, continue to school.
4. After the earthquake, if you are on your way home, continue home.

Earthquake While Indoors at School

When an earthquake occurs, the following actions shall be taken inside buildings and
classrooms:

1. Teachers shall have students perform the DROP procedure.

2. As soon as possible, teachers shall move the students away from windows and
out from under heavy suspended light fixtures.

3. Teachers shall have students leave the building in an orderly manner when the
Earthquake is over.

Earthquake While on School Grounds

When an earthquake occurs, the following actions shall be taken by teachers or other
persons in authority and students who are on school grounds:

1. The teacher shall direct students to walk away from buildings, trees, poles or
exposed wires.

2. The teacher shall have students perform the DROP procedure, covering as much
skin surface as possible, closing eyes and covering ears.

3. Teachers and students shall stay in the open until the earthquake is over or until
further directions are given.



AR 3516.3 (C)

Business and Non-instructional Operations

Earthquake Emergency Procedure System (continued)

Earthquake While on the Bus

When students are on the school bus and an earthquake occurs, the following actions
shall be taken:

1.

The bus driver shall pull to the side of the road away from any buildings, poles,
wires, overhead structures or bridges, if possible, and have students perform the
DROP procedure.

The driver shall set the brakes, turn off the ignition, and wait until the earthquake
is over before proceeding on the route.

As soon as possible, the driver shall contact the director of transportation for
instructions.

Subsequent Emergency Procedures

1.

In outside assembly areas, teachers shall provide assistance to any injured
students, take roll and report missing students to the principal or designee.

The principal shall request assistance as needed from the county or city civil
defense office or fire and police departments. He/she shall consider the
possibility of aftershocks and shall determine the advisability of closing the
school, with the advice of the county or city officials, as appropriate. He/she shall
also contact the Superintendent or designee for further instructions.

The principal shall post guards at a safe distance from all building entrances to see
that no one reenters until the buildings are declared safe. Monitors may be
custodians, teachers or students.

Following the earthquake, the principal and custodian shall inspect all buildings
for water and gas leaks, electrical breakages and large cracks or earth slippage
affecting buildings. The principal shall notify utility companies of any break or
suspected break in lines which may present an additional hazard. If damage has
occurred, the custodian shall shut off all utilities at the main valve.

Teachers or students shall not light any stoves or burners after the earthquake
until the area is declared safe.



AR 3516.3 (d)
Business and Non-instructional Operations

Earthquake Emergency Procedure System (continued)

6. If the principal believes the school is damaged sufficiently to be a hazard, he/she
shall notify the Superintendent or designee and ask that the county or city
building inspector check for structural failure and equipment adequacy. Until this
is done, the building shall not be occupied.

Legal Reference:
EDUCATION CODE
35295-35297 Emergency earthquake procedures

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



BP 3516.5 (a)
Business and Non-instructional Operations

Emergency Schedules

In order to provide for the safety of students and staff, the Governing Board authorizes
the Superintendent or designee to close a school site, to change the regular school day
schedule, or to take any necessary action when adverse weather conditions or other
emergencies warrant.

(cf. 0450 - Comprehensive Safety Plan)
(cf. 4157/4257/4357 - Employee Safety)
(cf. 5142 - Safety)

(cf. 6112 - School Day)

The Superintendent or designee shall establish a system for informing students and
parents/guardians when school buses are not operating or when the school day schedule
is changed or the school is closed.

(cf. 3542 - Schoolbus Drivers)
(cf. 3543 - Transportation Safety and Emergencies)

In the event that students arrive at school when the school day schedule changes or the
schedule changes after school has begun, the Superintendent or designee shall ensure that
supervision is provided in accordance with the procedures specified in the district's
emergency and disaster preparedness plan.

(cf. 3516 - Emergencies and Disaster Preparedness Plan)
(cf. 3516.1 - Fire Drills and Fires)

(cf. 3516.2 - Bomb Threats)

(cf. 3516.3 - Earthquake Emergency Procedure System)

The Superintendent or designee may provide a means to compensate for lost instructional
time later during the year. Students and parents/guardians shall receive timely advanced
notice of any resulting changes in the school calendar or school day schedule.

(cf. 6111 - School Calendar)



Business and Non-instructional Operations

Emergency Schedules

Legal Reference:

EDUCATION CODE

41422 Schools not maintained for 175 days

46010 Total days of attendance

46100-46192 Attendance; maximum credit; minimum day
46390 Calculation of ADA in emergency

46392 Decreased attendance in emergency situation
VEHICLE CODE

34501.6 School buses; reduced visibility

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005

BP 3516.5 (b)



BP 3530 (a)
Business and Non-instructional Operations

Risk Management/Insurance

The Superintendent or designee shall establish a risk management program that uses
effective safety and loss control practices. The district shall strive to keep its liability at a
minimum and its insurance premiums as low as possible while maintaining adequate
protection. To determine the most economical means of insuring the district consistent
with required services, the Superintendent or designee shall review the district's options
for obtaining coverage, including qualified insurance agents, a joint powers agency, self-
insurance or a combination of these means.

The Board reserves the right to remove an insurance agent-of-record or a participating
agent whenever, in the judgment of the Board, such action becomes desirable for the best
interests of the district.

To attempt to minimize the district's exposure to liability, the Board shall adopt clear
policies related to discrimination, harassment, safety procedures, and the timely handling
of claims. The Superintendent or designee shall ensure that these policies and related
procedures are enforced fairly and consistently.

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 3320 - Claims and Actions Against the District)

(cf. 4030 - Nondiscrimination in Employment)

(cf. 4119.11/4219.11/4319.11- Sexual Harassment)

(cf. 4132/4232/4332- Publication or Creation of Materials)
(cf. 4157.1/4257.1/4357.1 - Work-Related Injuries)

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

(cf. 5141.4 - Child Abuse Reporting Procedures)

(cf. 5145.3 - Nondiscrimination/Harassment)

(cf. 5145.7 - Sexual Harassment)

(cf. 6162.6 - Use of Copyrighted Materials)

(cf. 9260 - Legal Protection)



BP 3530 (b)
Business and Non-instructional Operations

Risk Management/Insurance (continued)

Legal Reference:

EDUCATION CODE

17029.5 Contract funding; board liability

17565-17592 Board duties re property maintenance and control
32350 Liability on equipment loaned to district

35162 Power to sue, be sued, hold and convey property
35200-35214 Liabilities, especially:

35208 Liability insurance

35211 Driver training civil liability insurance

35213 Reimbursement for loss, destruction or damage of personal property
35214 Liability self-insurance

35331 Medical or hospital service for students on field trip
39837 Transportation of pupils to places of summer employment
41021 Requirement for employees' indemnity bonds

44873 Qualifications for physician (liability coverage)
49470-49474 District medical services and insurance
GOVERNMENT CODE

820.9 Board members not vicariously liable for injuries caused by district
989-991.2 Local public entity insurance

LABOR CODE

3200-4855 Workers' compensation

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



AR 3530 (a)
Business and Non-instructional Operations

Risk Management/Insurance

Risk Management

The Superintendent or designee shall take action to:

1. Identify the risks inherent in the operation of district programs

2. Assess the above risks and keep records of accidents, losses and damage

3. Mitigate risks through loss control and safety-related activities

4. Determine the extent to which risks should be assumed by the district or covered

by the purchase of insurance or pooling with other districts

Employees are expected to take reasonable precautions for the care and safety of the
school equipment with which they have been entrusted. Employees may be held
responsible for recurring damage or losses that occur due to their negligence or lack of
supervision..

(cf. 1240 - Volunteer Assistance)

(cf. 1330 - Use of School Facilities)

(cf. 3400 - Management of District Assets/Accounts)
(cf. 3430 - Investing)

(cf. 3440 - Inventories)

(cf. 3512 - Equipment)

(cf. 3514 - Environmental Safety)

(cf. 3514.1 - Hazardous Substances)

(cf. 3515 - School Safety and Security)

(cf. 3515.1 - Crime Data Reporting)

(cf. 3515.4 - Recovery for Property Loss or Damage)
(cf. 3516 - Emergencies and Disaster Preparedness Plan)
(cf. 3541.1 - Transportation for School-Related Trips)
(cf. 3543 - Transportation Safety and Emergencies)

(cf. 4112.42 - Drug and Alcohol Testing for School Bus Drivers)
(cf. 4119.3 - Duties of Personnel)

(cf. 4119.42 - Exposure Control Plan for Bloodborne Pathogens)
(cf. 4157/4257/4357- Employee Safety)

(cf. 4212.5 - Criminal Record Check)

(cf. 5131.1 - Bus Conduct)

(cf. 5131.61 - Drug Testing)



AR 3530 (b)
Business and Non-instructional Operations

Risk Management/Insurance (continued)

(cf. 5141 - Health Care and Emergencies)
(cf. 5141.1 - Accidents)

(cf. 5141.23 - Infectious Disease Prevention)
(cf. 5142 - Safety)

(cf. 6145.2 - Athletic Competition)

(cf. 6153 - School-Sponsored Trips)

(cf. 9260 - Legal Protection)

Insurance

Insurance coverage shall include, but may not be limited to:

1. Liability insurance (Education Code 35200-35214)

2. Fire insurance for buildings, equipment and vehicles (Education Code 17565)
3. Workers' compensation insurance (Labor Code 3700)

4. Fidelity bond insurance (Education Code 41021)

A suitable bond indemnifying the district against loss shall be purchased for employees
responsible for handling district funds and may be purchased for employees responsible
for handling district property. The district shall bear the cost of this bonding. (Education
Code 41021)

(cf. 1330 - Use of School Facilities)

(cf. 4154 - Health and Welfare Benefits)

(cf. 4156.3/4256.3/4356.3 - Employee Property Reimbursement)
(cf. 4157.1 - Work-Related Injuries)

(cf. 5143 - Insurance)

(cf. 9260 - Legal Protection)

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



BP 3540 (a)
Business and Non-instructional Operations

Transportation

The Board of Trustees may provide for the safe and efficient transportation of students to
and from school as necessary to ensure student access to the educational program,
promote regular attendance and reduce tardiness. The extent to which the district
provides for transportation services shall depend upon student and community needs and
a continuing assessment of financial resources.

(cf. 3100 - Budget)

(cf. 3250 - Transportation Fees)

(cf. 3541 - Transportation Routes and Services)

(cf. 3541.1 - Transportation for School-Related Trips)

(cf. 3541.2 - Transportation for Students with Disabilities)
(cf. 5116.1- Intradistrict Open Enrollment)

(cf. 5117.1 - Interdistrict Attendance Agreements)

(cf. 5117.2 - Alternative Interdistrict Attendance Program)

The Superintendent or designee shall recommend to the Board the most economical and
appropriate means of providing transportation services, if financially feasible.

The Superintendent is authorized to contract with the Fullerton Union High School
District or other like carrier for transportation services for those students designated by
the Board of Trustees

All contracted transportation of students shall be in school buses that meet the
definitional requirements stated in Education Code 39830 and which are also in
compliance with inspection requirements specified in the Vehicle Code and administered
by the California Highway Patrol.

Students may also be transported in vehicles owned by members of the staff under
emergency conditions.

The Superintendent or designee shall develop procedures to promote safety for students
traveling on school buses.

(cf. 3543 - Transportation Safety and Emergencies)
(cf. 5131.1 - Bus Conduct)



BP 3540 (b)
Business and Non-instructional Operations

Transportation (continued)

Legal Reference:

EDUCATION CODE

35330 Excursions and field trips

35350 Authority to transport pupils

39800-39860 Transportation, especially:

39800 Powers of governing board to provide transportation for pupils to and from
school; definition of "municipally owned transit system"

39801 Contract with County Superintendent of Schools to provide transportation
39802-39803 Bids and contracts for transportation services
39806 Payments to parents in lieu of transportation

39807 Food and lodging payments in lieu of transportation
39807.5 Transportation fees

39808 District transportation of private school students
41850-41854 Allowances for transportation

41860-41862 Supplemental allowances for transportation
45125.1 Criminal background checks for contractors
GOVERNMENT CODE

3540-3549.3 Educational Employment Relations Act

CODE OF REGULATIONS, TITLE5

14100-14103 Use of school buses and school pupil activity buses
15240-15343 Allowances for student transportation, especially:
15253-15272 District records related to transportation

VEHICLE CODE

2807 School bus inspection

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



AR 3540
Business and Non-instructional Operations

Transportation

No student shall be required to be transported for any reason without the written
permission of the student's parent/guardian, except in emergency situations involving
illness or injury to the student. (Education Code 35350)

Means of Transportation

To provide transportation services, the Governing Board may purchase, rent or lease
vehicles; contract with a common carrier or municipally owned transit system; contract
with responsible private parties including the parent/guardian of the student being
transported; and/or contract with the County Superintendent of Schools. (Education
Code 35330, 39800, 39801)

In contracting for transportation services, the district shall comply with all applicable
laws related to bids and contracts. (Education Code 39802-39803)

(cf. 3311 - Bids)
(cf. 3312 - Contracts)

In lieu of providing transportation in whole or in part, the district may pay the student's
parents/guardians either their actual and necessary expenses in transporting the student.
The amount of the payment shall not exceed the cost that would be incurred by the
district to provide for the transportation of the student to and from school. (Education
Code 39806-39807)

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



AR 3541 (a)
Business and Non-instructional Operations

Transportation Routes And Services

Routes and Bus Stops

The Superintendent or designee shall design transportation routes and stops to promote
the safety of students and maximum efficiency in the use of buses.

Students who attend a school outside their attendance area are not eligible for
transportation services unless specifically authorized by the Superintendent or designee.

(cf. 5116.1- Intradistrict Open Enrollment)
(cf. 5117.1 - Interdistrict Attendance Agreements)
(cf. 5117.2 - Alternative Interdistrict Attendance Program)

The Superintendent or designee shall communicate to parents/guardians regarding bus
routes, schedules and stops.

(cf. 1112 - Media Relations)
(cf. 5145.6 - Parental Notifications)

Transportation Services

With the Board's authorization, transportation services may be provided or arranged by
the district for:

1. Students traveling to and from school during the regular school day (Education
Code 39800)

2. Field trips and excursions (Education Code 35330)
(cf. 3541.1 - Transportation for School-Related Trips)

3. School activities, expositions or fairs, or other activities determined to be for the
benefit of students (Education Code 39860)

4. District employees or parents/guardians traveling to and from educational
activities authorized by the district (Education Code 39837.5)

5. Preschool or nursery school students (Education Code 398000)



AR 3541 (b)
Business and Non-instructional Operations

Transportation Routes And Services (continued)

The district shall provide home-to-school transportation and additional transportation
services as needed for students with disabilities as specified in their individualized
education programs. (Education Code 41850; 20 USC 1400 - 1491; 34 CFR 104.4)

(cf. 3541.2 - Transportation for Students with Disabilities)

The district may provide homeless students with transportation services comparable to
those offered to other students at the school of attendance. (42 USC 11432)

If a homeless student moves to a shelter that is in another attendance area within the
district, the Superintendent or designee may arrange transportation that enables the
student to continue attending the same school.

(cf. 5111.13 - Residency for Homeless Children)

If a homeless student attending school in this district moves to a shelter that is in another
district, the Superintendent or designee may arrange transportation that enables the
student to continue attending the same school in this district. This transportation may be
achieved through the transportation services of this district, the new district or an outside
agency.

Legal Reference:

EDUCATION CODE

10900.5 Use of school buses for community recreation

35330 Excursions and field trips

35350 Authority to transport pupils

39800-39860 Transportation, especially:

39800 Powers of governing board to provide transportation to and from school
39801.5 Transportation for adults

39808 Transportation for private school students

39835 Use of school buses for community recreation

39837 Transportation to summer employment program

39837.5 Transportation of employees and parents/guardians to school activities
39840 Transportation of government employees

39841 Use of school buses for public transportation

39860 Transportation to school activities

41850 Transportation to ROP/C occupational classes

41851-41863 Allowances and supplemental allowances for transportation



AR 3541 (c)
Business and Non-instructional Operations

Transportation Routes And Services (continued)

CODE OF REGULATIONS, TITLE5

15240-15244 Allowances for student transportation

UNITED STATES CODE, TITLE 20

1400-1487 Individuals with Disabilities Education Act

UNITED STATES CODE, TITLE 42

11432 McKinney Homeless Assistance Act

CODE OF FEDERAL REGULATIONS, TITLE 34

104.4 Equal opportunity under the Rehabilitation Act of 1973, Section 504

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



AR 3541.1 (a)
Business and Non-instructional Operations

Transportation For School-Related Trips

The district may provide transportation for students, employees and other individuals for
field trips and excursions approved according to Board policy and administrative
regulations.

(cf. 3541 - Transportation Routes and Services)
(cf. 6153 - School-Sponsored Trips)

The Superintendent or designee shall determine the most appropriate and cost-effective
mode of transportation for each approved trip.

(cf. 3312.2 - Educational Travel Program Contracts)
(cf. 3540 - Transportation)

When district transportation is provided, students may be released from using district
transportation only with the advance written permission of their parent/guardian.

The Superintendent or designee shall ensure that the district has sufficient liability
insurance when field trips or excursions involve transportation by district vehicles.
(Education Code 35350)

Transportation by Private Vehicle

The Superintendent or designee may authorize the transportation of students by private
vehicle when the vehicle is driven by an adult age 21 or older who possesses a valid
California driver's license or a valid license from his/her state of residence if he/she is a
nonresident on active military duty in California. To be approved, a driver shall possess
at least the minimum insurance required by law. Any person providing transportation in a
private vehicle shall have registered with the district for such purposes.

(cf. 1240 - Volunteer Assistance)
All student passengers shall submit permission slips signed by their parents/guardians.

Teachers shall ensure that each driver has a copy of the permission slip for each student
riding in his/her vehicle.



AR 3541.1 (b)
Business and Non-instructional Operations

Transportation For School-Related Trips (continued)

Vehicle owners, drivers and passengers shall be informed that the registered owner and
his/her insurance company are responsible for any accidents or violations that may occur.

The number of passengers, including the driver, shall not exceed the capacity for which
the vehicle was designed. Motor trucks may not transport more persons than can safely
sit in the passenger compartment. The driver shall also ensure that manufacturer's
recommendations for his/her vehicle are followed regarding the seating of children in
seats equipped with airbags.

Passenger Restraint Systems

All drivers shall wear seat belts in accordance with law. In addition, drivers shall ensure
that: (Vehicle Code 27315, 27360, 27360.5, 27363)

1. A child who is under age 6 or under 60 pounds, unless exempted by law, is
properly secured in a rear seat in an appropriate child passenger restraint system
meeting federal safety standards.

2. All other children are properly secured in either a child passenger restraint system
or safety belt.

3. All other passengers wear seat belts.

Legal Reference:

EDUCATION CODE

35330 Excursions and field trips

35332 Transportation by air

39830 School bus

39830.1 School pupil activity bus

39860 Transportation to special activities by district
44808 Liability when students not on school property
VEHICLE CODE

27315 Mandatory use of seat belts in private passenger vehicles
27360-27360.5 Child passenger restraint systems
27363 Child passenger restraint systems, exemptions

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



E 3541.1 (a)
Business and Non-instructional Operations

School Related Trips

SCHOOL DRIVER INFORMATION - FOR SCHOOL USE

Driver (circle one): Employee Parent/Guardian  Volunteer

Name: Date of Birth:
Address: Driver's License No.:
Telephone No.: () Expiration Date:

VEHICLE INFORMATION

Name of Owner: Year:
Address: Make:

License Plate No.:
Registration Expiration: Seating Capacity:

INSURANCE INFORMATION

Insurance Company: Policy No.:
Telephone No.: Expiration Date:
Liability Limits of Policy:

DRIVER STATEMENT

| certify that | have not been convicted of reckless driving or driving under the influence
of drugs or alcohol within the past five years and that the information given above is true
and correct. | understand that if an accident occurs, my insurance coverage shall bear
primary responsibility for any losses or claims for damages.

| certify that 1 will ensure that all children will be restrained using the appropriate
passenger restraint systems.

Name Date




E 3541.1 (b)
Business and Non-instructional Operations

School Related Trips (continued)

B i i e i e i e S e S S i e e S e i S R A i e e i S e i e S e i i S S e i e i

* * k%

DRIVER INSTRUCTIONS

When using your vehicle to transport students on field trips or other school activity trips,
please:

1. Be sure that you have registered with the district for such purposes and have a
valid driver's license and current liability insurance at or above the minimum
amount required by law for each occurrence.

2. Check the safety of your vehicle: tires, brakes, lights, horn, suspension, etc.

3. Carry only the number of passengers for which your vehicle was designed. If you
have a pickup truck, carry only as many as can safely sit in the passenger
compartment.

4. Require each passenger to use an appropriate child passenger restraint system

(child car seat or booster seat) or safety belt in accordance with law.

In case of emergency, keep all the children together and call 911 and the district office.



BP 3541.2 (a)
Business and Non-instructional Operations

Transportation For Students With Disabilities

The Board of Trustees shall ensure that appropriate transportation services are provided
for students with disabilities as specified in their individualized education program (IEP)
or accommodation plan. The district shall make home-to-school transportation available
for students at no cost to parents/guardians as specified in the student's IEP.

(cf. 0430 - Comprehensive Local Plan for Special Education)

(cf. 3250 - Transportation Fees)

(cf. 6159 - Individualized Education Program (IEP))

(cf. 6159.2 - Nonpublic Nonsectarian School and Agency Services for Special Education)
(cf. 6164.4 - Identification of Individuals for Special Education)

(cf. 6164.6 - Identification and Education under Section 504)

The Superintendent or designee shall establish criteria and procedures for determining the
most appropriate mode of transportation for an individual student based on identified
needs as determined in the IEP or accommodation plan.

(cf. 3540 - Transportation)

Whenever possible, the Superintendent or designee shall arrange transportation schedules
so that students with disabilities do not spend an excessive amount of time on buses.
Arrivals and departures shall not reduce the length of the school day for these students
except as may be prescribed on an individual basis.

(cf. 3541 - Transportation Routes and Services)



BP 3541.2 (b)
Business and Non-instructional Operations

Transportation For Students With Disabilities (continued)

Legal Reference:

EDUCATION CODE

39807.5 Payment of transportation cost

39839 Guide dogs, signal dogs and service dogs on bus41850-41854 Allowances for
transportation

48209-48209.16 Alternative interdistrict attendance program

48915.5 Expulsion of students with exceptional needs

56195.8 Adoption of policies

56327 Assessment for special education and related services

56345 Individualized education program

56366 Nonpublic nonsectarian schools or agencies

56366.1 Waiver of requirements under section 56365 and 56366

CODE OF REGULATIONS, TITLE5

15050 Transfer of funds to child development fund and development center for
handicapped pupils fund

15243 Physically handicapped minors

15271 Exclusion from report

UNITED STATES CODE, TITLE 20

1400-1487 Individuals with Disabilities Education Act

UNITED STATES CODE, TITLE 29

794 Section 504 of the Rehabilitation Act of 1973

CODE OF FEDERAL REGULATIONS, TITLE 34

104.4 Equal opportunity under the Rehabilitation Act of 1973, Section 504
CODE OF FEDERAL REGULATIONS, TITLE 49

571.222 Federal requirements for bus securement systems

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



BP 3550 (a)
Business and Non-instructional Operations

Food Service/Child Nutrition Program

The Board of Trustees recognizes that students need adequate, nourishing food in order to
grow, learn and maintain good health. The Board desires to provide students with
adequate space and time to eat meals. To reinforce the district's nutrition education
program, foods available on school premises shall:

1. Be carefully selected so as to contribute to students' nutritional well-being and the
prevention of disease

2. Meet nutritional standards specified in law and administrative regulation

3. Be prepared in ways that will appeal to students, retain nutritive quality and foster
lifelong healthful eating habits

4. Be served in age-appropriate quantities and at reasonable prices

(cf. 3312 - Contracts)

(cf. 3551 - Food Service Operations/Cafeteria Fund)

(cf. 3553 - Free and Reduced Price Meals)

(cf. 3554 - Other Food Sales)

(cf. 5141.32 - Child Health and Disability Prevention Program)
(cf. 6142.8 - Comprehensive Health Education)

School cafeterias shall comply with the sanitation and safety requirements of the
California Uniform Retail Food Facilities Law as set forth in Health and Safety Code
113700-114455.

Legal Reference:

EDUCATION CODE

38080-38103 Cafeteria, establishment and use

45103.5 Contracts for management consulting services; restrictions
49430-49436 Pupil Nutrition, Health, and Achievement Act of 2001
49490-49493 School breakfast and lunch programs

49500-49505 School meals

49510-49520 Nutrition

49530-49536 Child Nutrition Act

49540-49546 Child care food program

49547-49548.3 Comprehensive nutrition services

49550-49560 Meals for needy students

49570 National School Lunch Act



Business and Non-instructional Operations

Food Service/Child Nutrition Program (continued)

HEALTH AND SAFETY CODE

113700-114455 California Uniform Retail Food Facilities Law
CODE OF REGULATIONS, TITLES5
15500-15501 Food sales by student organizations
15510 Mandatory meals for needy students
15530-15535 Nutrition education

15550-15565 School lunch and breakfast programs
UNITED STATES CODE, TITLE 42

1751-1769 School lunch programs

1771-1791 Child nutrition, especially:

1773 School breakfast program

CODE OF FEDERAL REGULATIONS, TITLE 7
210.1-210.31 National School Lunch Program
220.1-220.21 National School Breakfast Program

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005

BP 3550 (b)



AR 3550
Business and Non-instructional Operations

Food Service/Child Nutrition Program

Nutritional Standards

A minimum of 50% of the food sold by the district on school grounds during regular
school hours shall be from the list of nutritious foods provided in Education Code 38085.
(Education Code 38085)

(cf. 3554 - Other Food Sales)

The following nutritional standards shall apply to all beverages provided in the district's
food services program: (Education Code 49431.5)

1. Regardless of the time of day, the only beverages that may be sold to elementary
students are water, milk, 100 percent fruit juices, or fruit-based drinks that are
composed of no less than 50 percent fruit juice and that have no added
sweeteners.

2. The only beverages that may be sold to middle school students from one-half hour
before the start of the school day until after the end of the last lunch period are:

a. Fruit-based drinks that are composed of no less than 50 percent fruit juice
and that have no added sweeteners

b. Drinking water

C. Milk, including but not limited to chocolate milk, soy milk, rice milk and
other similar dairy or nondairy milk

d. An electrolyte replacement beverage that contains no more than 42 grams
of added sweetener per 20-ounce serving

For schools participating in the National School Lunch and School Breakfast Programs,
meals shall also meet the nutritional standards, as well as the nutrient and calorie levels
for students of each age or grade group, required by 7 CFR 210.10 and 220.8.

(cf. 3533 - Free and Reduced Price Meals)

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



BP 3551
Business and Non-instructional Operations

Food Service Operations/Cafeteria Fund

The Board of Trustees intends that, insofar as possible, school food services shall be a
self-supporting, nonprofit program. Upon recommendation of the Superintendent or
designee, the Board shall review and approve meal prices. Program financial reports
shall be presented regularly to the Board.

Meals may be offered to employees and Board members as a matter of convenience.
Since these meals may include federally donated food commodities, their price shall be
set in accordance with state and federal guidelines.

Cafeteria Fund

The Superintendent or designee shall establish a cafeteria fund independent of the
district's general fund.

The wages, salaries and benefits of food service employees may be paid from the district
general fund. At any time, the Board may order reimbursement from the cafeteria fund
for these payments in amounts prescribed by the Board and not exceeding the costs
actually incurred. (Education Code 38103)

To increase cost effectiveness, the Superintendent or designee shall centralize and direct
the purchasing of food and supplies, the planning of menus, and the auditing of all food
service accounts for the district.

(cf. 3550 - Food Service/Child Nutrition Program)
(cf. 3553 - Free and Reduced Price Meals)

Legal Reference:

EDUCATION CODE

38090-38095 Cafeterias, funds and accounts
38100-38103 Cafeterias, allocation of charges
42646 Alternate payroll procedure

45103.5 Contracts for management consulting services
49490-49493 School breakfast and lunch programs
49500-49505 School meals

CODE OF FEDERAL REGULATIONS, TITLE 7
210.1-210.31 National School Lunch Program
220.1-220.21 National School Breakfast Program

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



AR 3551 (a)
Business and Non-instructional Operations

Food Service Operations/Cafeteria Fund

All proceeds from food sales and other services offered by the cafeteria shall be deposited
in the cafeteria fund as provided by law. The income and expenditures of any cafeteria
revolving account established by the Governing Board shall be recorded as income and
expenditures of the cafeteria fund. (Education Code 38090, 38091, 38092)

The cafeteria fund shall be used only for Board-authorized expenditures necessary for the
operation of school cafeterias as defined in the California School Accounting Manual or
appropriately reported to the California Department of Education. (Education Code
38091, 38101)

These expenditures may include, but are not limited to, expenditures for the following:
(Education Code 38091)

1. Construction, alteration, or improvement of a central food processing plant

2. Lease, purchase or installation of additional cafeteria equipment of the central
food processing plant

3. Vending machines and their installation and housing
4, Computer equipment and related software
5. Lease or purchase of vehicles used primarily in connection with the central food

processing plant.

Any charges to, or transfers from, a food service program shall be dated and accompanied
by a written explanation of the expenditure's purpose and basis. (Education Code 38101)

Any funds derived from the sale of cafeteria food and deposited in a Board-established
cafeteria equipment reserve shall be used only for the purchase, lease, maintenance or
replacement of cafeteria equipment. (Education Code 38102)

(cf. 4112.4/4212.4/4312.4 - Health Examinations)



AR 3551 (b)
Business and Non-instructional Operations

Food Service Operations/Cafeteria Fund (continued)

Food Service Operations

It is the intent of the Board of Trustees, insofar as possible , that the school food services
program shall be a self-supporting and sustaining activity. All proceeds from food sales
and other services offered by the cafeteria shall be deposited in the cafeteria fund as
provided by law.

As part of the food services program, the Assistant Superintendent of Business Services
is authorized to establish guidelines for providing free or reduced price meals for students
in those cases where the cost of a meal becomes a financial burden on the student or
his/her family.

The Board of Trustees will review and approve program financial reports and menu
prices on an annual basis.

Principals: Food Service Responsibilities
The school principal shall be responsible for the conduct of students in the lunchroom
scheduling lunch services and for necessary custodial services in the kitchen, serving and
eating areas.
Director of Food Services: Responsibilities and Duties
The Director of Food Services is responsible for cafeteria operations including the
planning, preparation and serving of meals, the training and supervision of personnel and
for assisting in the determination of need of supplies, materials and equipment.
Definition
Under the administrative direction of the Assistant Superintendent of Business
Services, the Director of Food Services plans, organizes and supervises the Food
Service Program and performs related duties as required.

Typical Tasks

1. Plans, supervises and participates in the preparation, cooking and shipping
of bulk food to the satellite schools.

2. Coordinates and develops employee work schedules and in-service
activities.



AR 3551 (c)

Business and Non-instructional Operations

Food Service Operations/Cafeteria Fund (continued)

10.

11.

12.

13.

14.

15.

16.

17.

Responsible for the application of standardized recipes, approved price
schedules, portion control, health standards and productivity.

Develops and implements standards for efficient, sanitary practices in food
preparation and service.

Tests food and other products prior to and after purchase to determine
program acceptability.

Directs the districtwide food service program in conformance with Federal
and State laws and regulations local and State health ordinances and
District procedures.

Orders and supervises storage and use of food and supplies.

Maintains inventory control, records and reports, takes periodic inventory
of food and supplies in the central kitchen.

Maintains food quality standards, including appearance and taste.

Supervises satellite schools to ensure productivity and health standards are
being met.

Assists in the preparation of the food service program budget and utilizes
cost control procedures to avoid unwarranted food service operating costs.

Initiates requests for equipment repairs or replacements.
Implements security measures to prevent vandalism and theft.

Supervises, selects, assigns and transfers food service personnel in
accordance with District policies and procedures.

Develops public information materials and media releases pertaining to
school food service programs.

Conducts research and keeps abreast of developments in school food
services management and nutrition education.

Performs related duties as assigned.



AR 3551 (d)

Business and Non-instructional Operations

Food Service Operations/Cafeteria Fund (continued)

Responsibility for Operation

1.

Expenses

1.

Acting upon recommendation of the Superintendent, the Board of Trustees
has delegated to the Assistant Superintendent for Business Services the
responsibility for the financial operation of the Cafeteria program.

General supervision is provided by the Director of Food Services, who is
responsible to the Assistant Superintendent for Business Services.

The Satellite Cafeteria Worker at the respective school is responsible for
the management of the cafeteria at her school.

All cafeteria workers are under the direct supervision of the Director of
Food Services.

The principal, who has the overall responsibility at his/her school, is
responsible for the functioning of the cafeteria at his/her building in
accordance with the provisions of these rules and regulations.

The cafeterias are charged with the cost of food and materials, labor,
laundry service, miscellaneous operating supplies, replacement of dishes,
utensils and equipment and any other expenses determined by the
Assistant Superintendent of Business Services.

The total food, supplies and labor costs should not exceed the amount of
total income of the cafeterias.

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



BP 3553 (a)
Business and Non-instructional Operations

Free And Reduced Price Meals

In accordance with law, the district shall provide nutritionally adequate free and reduced
price meals for students whose families meet federal eligibility criteria.

The Superintendent or designee shall recommend for Board approval a plan that ensures
that students eligible to receive free or reduced price meals and milk are not treated
differently from other students or easily identified by their peers.

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 5145.3 - Nondiscrimination/Harassment)

Upon approval of the Board, this plan shall be submitted to the California Department of
Education for approval. (Education Code 49557)

The Board authorizes designated employees to use individual records pertaining to
student eligibility for any free and reduced price meal program for the purpose of:

1. Disaggregation of academic achievement data

2. Identification of students eligible for school choice and supplemental
educational services in any school identified for program improvement.

(cf. 052002. Title I Program Improvement School

(cf. 5125 - Student Records)

(cf. 6162.51 - Standardized Testing and Reporting Program)
(cf. 6171 - Title |1 Programs)

(cf. 6190 - Evaluation of the Instructional Program)

The Board further authorizes the release of information on the school lunch program
application to the local agency that determines Medi-Cal program eligibility, provided
that the student is approved for free meals and the parent/guardian consents to the sharing
of information as provided by Education Code 49557.2.

(cf. 5141.6 — Student Health and Social Services)



BP 3553 (b)
Business and Non-instructional Operations

Free And Reduced Price Meals (continued)

Legal Reference:

EDUCATION CODE

48980 Notice at beginning of term

49490-49493 School breakfast and lunch programs
49500-49505 School meals

49510-49520 Nutrition

49530-49536 Child Nutrition Act of 1974
49547-49548.3 Comprehensive nutrition service
49550-49560 Meals for needy students

CODE OF REGULATIONS, TITLE5

15510 Mandatory meals for needy students
15530-15535 Nutrition education

15550-15565 School lunch and breakfast programs
UNITED STATES CODE, TITLE 20

12329 Federal Educational Rights and Privacy Act
6301-6514 Title | programs

UNITED STATES CODE, TITLE 42

1751-1769 National lunch programs

1771-1791 Child nutrition, especially:

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



AR 3553 (a)
Business and Non-instructional Operations

Free And Reduced Price Meals

The district's plan for students receiving free or reduced price meals shall ensure the
following: (Education Code 49557)

1. The names of the students shall not be published, posted or announced in any
manner, or used for any purpose other than the National School Lunch and School
Breakfast Programs, unless otherwise provided by law.

2. There shall be no overt identification of any of the students by the use of special
tokens or tickets or by any other means.

3. The students shall not be required to work for their meals or milk.

4. The students shall not be required to use a separate dining area, go through a
separate entrance, or consume their meals or milk at a different time.

When more than one lunch, breakfast or type of milk is offered, the students shall have
the same choice of meals or milk as is available to those students who pay the full price.
(Education Code 49557)

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 5145.3 - Nondiscrimination/Harassment)

Applications

An application form for free or reduced price meals shall be distributed, together with
information about eligibility standards, application procedures and appeal procedures.
This form and information shall also be provided whenever a new student is enrolled.
(Education Code 49520, 48980)

(cf. 5145.6 - Parental Notifications)

Applications for free or reduced price meal programs shall be available to students at all
times during the regular school day and shall contain the following statements:
(Education Code 49557)

1. Applications for free or reduced price meals may be submitted at any time during
a school day.



AR 3553 (b)
Business and Non-instructional Operations

Free And Reduced Price Meals (continued)

2. Students participating in the National School Lunch and School Breakfast
Programs will not be overtly identified by the use of special tokens, special
tickets, special serving lines, separate entrances, separate dining areas, or by any
other means.

Confidentiality/Release of Records

The Board of Trustees designates the following district employee to use individual
records pertaining to student participation in the free or reduced price meal program for
the purpose of disaggregation of academic achievement data or for the identification of
students in any program improvement school eligible for school choice and supplemental
educational services pursuant to 20 USC 6316: Superintendent or Designee

In using the records for such purposes, the following conditions shall be satisfied:
(Education Code 49558)

1. No individual indicators of participation in the free or reduced price meal program
shall be maintained in the permanent records of any student if not otherwise
allowed by law.

(cf. 5125 — Student Records)

2. Information regarding individual student participation in the free or reduced price
meal program shall not be publicly released.

(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of ConfidentialPrivileged
Information)

3. All other confidentiality provisions required by law shall be met.
4. Information collected regarding individual students certified to participate in the
free or reduced price meal program shall be destroyed when no longer needed for

its intended purpose.

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



BP 3554
Business and Non-instructional Operations

Other Food Sales

The Board of Trustees authorizes the Superintendent or designee to approve the sale of
food items and beverages outside the district's food services program, including sales by
student or adult organizations, sales through vending machines and/or sales at secondary
school student stores for fundraising purposes.

Any food sales conducted outside the district's food services program shall meet
nutritional standards specified in law, Board policy and administrative regulations and
shall not impair student participation in the district's food service program.

(cf. 3550 - Food Service/Child Nutrition Program)
(cf. 3551 - Food Service Operations/Cafeteria Fund)
(cf. 3553 - Free and Reduced Price Meals)

Food sales are prohibited during school hours, and within one hour before or after school
hours, unless the organization is legally organized as a nonpartisan, charitable
organization, the purpose of the solicitation is nonpartisan and charitable, and the
solicitation has been approved in accordance with Board policy. (Education Code 51520)

(cf. 1230 - School-Connected Organizations)
(cf. 1321 - Solicitations of Funds from and by Students)

Legal Reference:

EDUCATION CODE

38085 Sale of specified food items

48931 Authorization and sale of food

49430-49436 Pupil Nutrition, Health, and Achievement Act of 2001
51520 School premises; prohibited solicitations

CODE OF REGULATIONS, TITLE5

15500 Food sales in elementary schools

15501 Sales in high schools and junior high schools

HEALTH AND SAFETY CODE

113700-114455 California Uniform Retail Food Facilities Law, including:
114200-114245 Vending machines

UNITED STATES CODE, TITLE 42

1751-1769h National School Lunch Act

1771-1791 Child Nutrition

CODE OF FEDERAL REGULATIONS, TITLE 7

210.1-210.31 National School Lunch Program

220.1-220.21 National School Breakfast Program

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



AR 3554
Business and Non-instructional Operations

Other Food Sales

Nutritional Standards

A minimum of 50% of the food sold by any entity on school grounds during regular
school hours shall be from the list of nutritious foods provided in Education Code 38085.
(Education Code 38085)

(cf. 1230 - School-Connected Organizations)
(cf. 1321 - Solicitations of Funds from and by Students)
(cf. 3550 - Food Service/Child Nutrition Program)

When the California Department of Education determines that funds are appropriated
pursuant to Education Code 49431, the Superintendent or designee shall ensure that
elementary schools instead comply with the nutritional standards of Education Code
49431. Under these circumstances, an elementary school may permit the sale of food
items that do not meet the standards of Education Code 49431 only if the items are sold
by students of the school and the sale of food items takes place off school premises or
takes place at least one-half hour after the end of the school day. (Education Code
49431)

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



BP 3580
Business and Non-instructional Operations

District Records

District records shall be developed, maintained and disposed of in accordance with law
and California Department of Education regulations.

The Superintendent or designee shall establish regulations that define records which are
permanent, optional and disposable and specify how each type of record is to be
maintained or destroyed. Any microfilm or electronic copies of original records shall be
permanently retained.

The Superintendent or designee shall ensure the confidentiality of records as required by
law and shall establish regulations to safeguard data against damage or loss.

Safe at Home Program

District public records shall not include the actual addresses of students,
parents/guardians or employees when a substitute address is designated by the Secretary
of State for victims of domestic violence or stalking. (Government Code 6207)

(cf. 5111.1 - District Residency)

Legal Reference:

EDUCATION CODE

35145 Public meetings

35163 Official actions, minutes and journal

35250-35255 Records and reports

44031 Personnel file contents and inspection

49065 Reasonable charge for transcripts

GOVERNMENT CODE

6205-6211 Confidentiality of addresses for victims of domestic violence
6252-6265 Inspection of public records

12946 Retention of employment applications and records for two years
CODE OF REGULATIONS, TITLE 5

432 Varieties of pupil records

16020-16022 Records-general provisions

16023-16027 Retention of records

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



AR 3580 (a)
Business and Non-instructional Operations

District Records

The Superintendent or designee shall ensure that appropriate computer software is used to
safeguard any data stored on computers, including computers connected to networks. To
further prevent the damage or theft of data, computers and related equipment, he/she shall
maintain complete and accurate inventories, specify user responsibilities for damages,
and provide appropriate supervision in areas where computers are used.

Classification of Records

Before January 1, the Superintendent or designee shall review documents and papers
originating during the prior school year and classify them as Class 1 (Permanent), Class 2
(Optional), or Class 3 (Disposable). Records of continuing nature (active and useful for
administrative, legal, fiscal or other purposes over a period of years) shall not be
classified until such usefulness has ceased. A student's cumulative record is a continuing
record until the student ceases to be enrolled in the district. (5 CCR 16022)

Class 1 - Permanent Record (5 CCR 16023)

The original of each of the following records, or one exact copy of it when the original is
required by law to be filed with another agency, is a Class 1 (Permanent) Record and
shall be retained indefinitely unless microfilmed in accordance with 5 CCR 16022:

1. Annual Reports

a. Official budget

b. Financial reports of all funds, including cafeteria and student body funds
C Audit of all funds

d. Average daily attendance, including Period 1 and Period 2 reports

e. Other major annual reports, including:

(1) Those containing information relating to property, activities, financial
condition or transactions

(2) Those declared by Governing Board minutes to be permanent



AR 3580 (b)

Business and Non-instructional Operations

District Records (continued)

2.

Official Actions

a. Minutes of the Board or Board committees, including the text of rules,
regulations, policies or resolutions included by reference only

b. The call for and the result of any elections called, conducted or canvassed
by the Board

C. Records transmitted by another agency pertaining to its action with respect
to district reorganization

Personnel Records
a. Employees

All detailed records relating to employment, assignment, amounts and dates of
service rendered, termination or dismissal of an employee in any position, sick
leave record, rate of compensation, salaries or wages paid, deductions or
withholdings made and the person or agency to whom such amounts were paid.
In lieu of the detailed records, a complete proven summary payroll record for each
employee containing the same data may be classified as Class 1 (Permanent), and
the detailed records may then be classified as Class 3 (Disposable).

Information of a derogatory nature as defined in Education Code 44031 shall be
Class 1 (Permanent) only when the time for filing a grievance has passed or the
document has been sustained by the grievance process.

b. Students

The records of enrollment and scholarship for each student required by 5 CCR
432, and all records pertaining to any accident or injury involving a minor for
which a claim for damages had been filed as required by law. This includes any
related policy of liability insurance except that these records cease to be Class 1
(Permanent) one year after the claim has been settled or the statute of limitations
has run.

Property Records

All detailed records relating to land, buildings, and equipment. In lieu of detailed
records, a complete property ledger may be classified as Class 1 (Permanent).



AR 3580 (c)
Business and Non-instructional Operations

District Records (continued)

The detailed records may then be classified as Class 3 (Disposable) if the
property ledger includes all fixed assets, an equipment inventory and, for each
piece of property, the date of acquisition, name of previous owner, a legal
description, the amount paid, and comparable data if the unit is disposed of.

Class 2 - Optional Records (5 CCR 16024)

Any record considered worth keeping, but which is not a Class 1 record, may be
classified as Class 2 (Optional) and shall be retained until it is reclassified as Class 3
(Disposable).  If by agreement of the Board and Superintendent or designee,
classification of the prior year records has not been made before January 1, all records of
the prior year may be classified Class 2 (Optional) until they are classified as required by
5 CCR 16022. Such classification must occur within one year.

Class 3 - Disposable Records (5 CCR 16025, 16026, 16027)

All records not classified as Class 1 (Permanent) or as Class 2 (Optional) shall be
classified as Class 3 (Disposable). These include but are not limited to: detailed records
basic to audit, including those relating to attendance, average daily attendance, or
business or financial transactions; detailed records used in preparing another report;
teachers' registers if all information required by 5 CCR 432 is retained in other records or
if the General Records pages are removed from the register and classified as Class 1
(Permanent); and periodic reports, including daily, weekly and monthly reports, bulletins
and instructions.

Class 3 (Disposable) records shall be destroyed during the third school year after the later
of the following:

1. The completion of any legally required audit
2. The retention period required by any agency other than the State of California
3. The school year in which the records originated

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; October 24, 2005



BP 3600 (a)
Business and Non-instructional Operations

Consultants

The Board of Trustees authorizes the use of consultants to provide expert professional
advice or specialized technical or training services which are not needed on a continuing
basis and which cannot be provided by district staff because of limitations of time,
experience or knowledge. Individuals, firms or organizations employed as consultants
may assist management with decisions and/or project development related to financial,
economic, accounting, engineering, legal, administrative, instructional or other matters.

As part of the contract process, the Superintendent or designee shall determine, in
accordance with Internal Revenue Service guidelines, that the consultant is properly
classified as an independent contractor. District employees who perform extra-duty
consultant services shall not be retained as independent contractors. They shall be
considered employees for all purposes, even if the additional services are not related to
their regular duties.

(cf. 4117.12/4317.12 - Retirement Consultancy Contracts)
All consultant contracts shall be brought to the Board for approval.
(cf. 3312 - Contracts)

The district shall not contract for consulting services that can be performed without
charge by a public agency or official unless these services are unavailable from the public
source for reasons beyond the district's control.

All qualified firms or resource persons shall be accorded equal opportunity for consultant
contracts regardless of race, creed, color, sex, national or ethnic origin, age or disability.

(cf. 3311 - Bids)
(cf. 3551 - Food Service Operations/Cafeteria Fund)
(cf. 4030 - Nondiscrimination in Employment)

Independent contractors applying for a consultant contract shall submit a written conflict
of interest statement disclosing financial interests as determined necessary by the
Superintendent or designee, depending on the range of duties to be performed by the
consultant. The Superintendent or designee shall consider this statement when deciding
whether to recommend the consultant's employment.

(cf. 9270 - Conflict of Interest)



BP 3600 (b)
Business and Non-instructional Operations

Consultants (continued)

When employees of a public university, county office of education or other public agency
serve as consultant or resource persons for the district, they shall certify as part of the
consultant agreement that they will not receive salary or remuneration other than vacation
pay from any other public agency for the specific days when they work for this district.

Legal Reference:

EDUCATION CODE

10400-10407 Cooperative improvement programs

35010 Control of districts; prescription and enforcement of rules
35172(a) Promotional activities

35204 Contract with attorney

17596 Limit on continuing contracts

44925 Part-time readers employed as independent contractors

45103 Classified service in districts not incorporating the merit system
45103.5 Contracts for food service consulting services

45134-45135 Employment of retired classified employee

45256 Merit system districts; classified service; positions established for professional
experts on a temporary basis

GOVERNMENT CODE

53060 Contract for special services and advice

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; October 24, 2005



BP 4000 (a)
Personnel

Concepts and Roles

The district's personnel policies and related regulations shall be designed to ensure a
supportive, positive climate and shall be consistent with collective bargaining agreements
and in conformance with state and federal law and regulations.

As the legal representative of the district in negotiations with employee representatives,
the Board shall set guidelines for collective bargaining, designate a spokesperson(s),
maintain communications during the bargaining process, and adopt the negotiated
contract. Terms and conditions of employment which have been negotiated and stated in
employee contracts have the force of policy. The Board shall hear employee complaints
and appeals when such hearings are in accordance with Board policy or negotiated
agreements. The Board also adopts wage and salary schedules.

(cf. 4131 - Staff Development)

(cf. 4141/4241 - Collective Bargaining Agreement)
(cf. 4143/4243 - Negotiations/Consultation)

(cf. 4144/4244/4344 - Complaints)

(cf. 4231 - Staff Development)

(cf. 4331 - Staff Development)

(cf. 9000 - Role of the Board)

The Superintendent has primary responsibility for overseeing the district's personnel
system. The Superintendent shall nominate all personnel for employment, and the Board
may approve those persons so recommended. Individuals who approach Board members
regarding prospective employment shall be referred to the Superintendent or designee.

The Board of Trustees does not desire to exercise its employment responsibilities
contrary to the recommendation of the Superintendent and should not employ any person
unless recommended y the Superintendent. If a nomination by the Superintendent is not
acceptable to the Board, the nomination shall be withdrawn. The Superintendent shall
then present other nominations to the Board for consideration.

The Board of Trustees agrees that all approaches by employees to the Board or to the
individual members of the Board shall be referred to the Superintendent for consideration
and judgment and to act as a court of appeals only after referrals have been made to the
Superintendent.

The Board of Trustees desires that the Superintendent conduct the district’s personnel
relations with fair and sound practices approved by the Board.



BP 4000 (b)

Personnel

Concepts and Roles (continued)

(cf. 4030 - Nondiscrimination in Employment)
(cf. 4111 - Recruitment and Selection)
(cf. 4211 - Recruitment and Selection)
(cf. 4311 - Recruitment and Selection)

The Superintendent or designee shall assign and supervise the work of all employees and
shall evaluate their work in accordance with effective accountability systems approved by
the Board. The Superintendent or designee also shall recommend disciplinary action
which the Board may take against employees when warranted pursuant to Board policy,
administrative regulations and/or state or federal law.

(cf. 4115 - Evaluation/Supervision)

(cf. 4118 - Suspension/Disciplinary Action)

(cf. 4215 - Evaluation/Supervision)

(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
(cf. 4315 - Evaluation/Supervision)

The Superintendent or designee will receive and consider employee suggestions and
submit them, when appropriate, for consideration by the Board.

Legal Reference:

EDUCATION CODE

35020 Duties of employees fixed by governing board
35035 Powers and duties of superintendent

35160 Powers of governing board

GOVERNMENT CODE

3540-3549.3 Public education employer-employee relations

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; December 5, 2005



BP 4020 (a)
Personnel

Drug And Alcohol-Free Workplace

The Board of Trustees believes that the maintenance of drug- and alcohol-free
workplaces is essential to school and district operations.

The Superintendent or designee may require mandatory drug testing for applicants for
employment. Any applicant not agreeing to the test may be disqualified for consideration
for employment.

No employee shall unlawfully manufacture, distribute, dispense, possess, use or be under
the influence of any alcoholic beverage, drug or controlled substance as defined in 21
USC 81 at any school district workplace. These prohibitions apply before, during and
after school hours. A school district workplace is any place where school district work is
performed, any school-owned or school-approved vehicle used to transport students to
and from school or school activities; any off-school sites when accommodating a school-
sponsored or school-approved activity or function where students are under district
jurisdiction; or during any period of time when an employee is supervising students on
behalf of the district or otherwise engaged in district business

(cf. E4020 - Drug Free Workplace — Notice to Employees
(cf. 4112.41/4212.41/4312.41 - Employee Drug Testing)
(cf. 4112.42/4212.42/4312.42 - Drug and Alcohol Testing for School Bus Drivers)

The Superintendent or designee shall notify employees of these prohibitions.
(Government Code 8355; 41 USC 702)

An employee shall abide by the terms of this policy and notify the district, within five
days, of any criminal drug or alcohol statute conviction which he/she receives for a
violation occurring in the workplace. (41 USC 702)

The Superintendent or designee shall notify the appropriate federal granting or
contracting agencies within 10 days after receiving notification, from an employee or
otherwise, of any conviction for a violation occurring in the workplace. (41 USC 701)

The Board may not employ or retain in employment persons convicted of a controlled
substance offense as defined in Education Code 44011. If any such conviction is
reversed and the person acquitted in a new trial or the charges dismissed, his/her
employment is no longer prohibited. A plea or verdict of guilty, a finding of guilt by a
court in a trial without a jury, or a conviction following a plea of nolo contendere shall be
deemed to be a conviction. (Education Code 44836, 45123)

(cf. 4112 - Appointment and Conditions of Employment)
(cf. 4212 - Appointment and Conditions of Employment)



BP 4020 (b)

Personnel
Drug And Alcohol-Free Workplace (continued)

A classified employee may be reemployed after conviction of such an offense if the
Board determines, from the evidence presented, that the person has been rehabilitated for
at least five years. (Education Code 45123)

The Board may take appropriate disciplinary action, up to and including termination, or
require the employee to satisfactorily participate in and complete a drug assistance or
rehabilitation program approved by a federal, state or local health, law enforcement or
other appropriate agency.

(cf. 4117.4 - Dismissal)
(cf. 4118 - Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)

The Superintendent or designee may establish a drug- and alcohol-free awareness
program to inform employees about: (Government Code 8355)

1. The dangers of drug and alcohol abuse in the workplace
2. The district policy of maintaining drug- and alcohol-free workplaces
3. Any available drug and alcohol counseling, rehabilitation, and employee

assistance programs
(cf. 4159/4259/4359 - Employee Assistance Programs)

4. The penalties that may be imposed on employees for drug and alcohol abuse
violations

Legal Reference:

EDUCATION CODE

44011 Controlled substance offense

44425 Conviction of controlled substance offenses as grounds for revocation of
credential

44836 Employment of certificated persons convicted of controlled substance offenses
44940 Compulsory leave of absence for certificated persons

44940.5 Procedures when employees are placed on compulsory leave of absence
45123 Employment after conviction of controlled substance offense

45304 Compulsory leave of absence for classified persons



BP 4020 (c)
Personnel

Drug And Alcohol-Free Workplace (continued)

GOVERNMENT CODE

8350-8357 Drug-free workplace

UNITED STATES CODE, TITLE 20

7111-7117 Safe and Drug Free Schools and Communities Act
UNITED STATES CODE, TITLE 21

812 Schedule of controlled substances

CODE OF FEDERAL REGULATIONS, TITLE 21
1308.01-1308.49 Schedule of controlled substances

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; December 5, 2005



E 4020 (a)
Personnel

Drug Free Notice
Notice to Employees

YOU ARE HERBY NOTIFIED that it is a violation of Board Policy for any employee at
the workplace to unlawfully manufacture distribute, dispense, possess or use any narcotic
drug, hallucinogenic drug, amphetamine, barbiturate, marijuana or other controlled
substance, as defined in the Drug-Free Workplace act of 1988.

“Workplace” is defined as any place where school district work is performed, including a
school building or other school premises; any school-owned or school approved vehicle
used to transport students to and from school or school activities; and any off-school sites
when accommodating a school-sponsored or school-approved activity or function, such
as a field trip or athletic event, when students are under district jurisdiction.

As a condition of your continued employment with the district, you will comply with the
district’s policy on Drug-Free Workplace and will, any time you are convicted of any
criminal drug statute violation occurring in the workplace; notify your supervisor of this
conviction no later than five days after such conviction.

Pursuant to California Education Code 44836 and 45123, the Board may not employee or
retain in employment persons convicted of a controlled substance offense as defined in
Education Code 44011. If any such conviction is reversed and the person is acquitted in
a new trail or the charges dismissed, his/her employment is no longer prohibited.

Pursuant to Education Code 45123, the district may employ for classified service a
person who has been convicted of a controlled substance offense only if it determines,
from evidence presented, that the person has been rehabilitated for at least five years.
The Board shall determine the type and manner of presentation of the evidence and the
Board’s determination as to whether or not the person has been rehabilitated is final

Pursuant to Education Code 44425, whenever the holder of any credential issued by the
State Board of Education of the Commission for Teacher Preparation and licensing has
been convicted of a controlled substance offense as defined in Education Code 44011, the
commission shall forthwith suspend the credential. Pursuant to Education Code 44065,
the district may not employ noncertificated persons in positions requiring a certificate.
When the conviction becomes final or when imposition of sentence is suspended, the
commission shall revoke the credential. (Education Code 44425)



E 4020 (b)
Personnel

Drug Free Notice
Notice to Employees (continued)

Pursuant to Education Code 44940 and 45304, the district must immediately place on
compulsory leave of absence any employee charged with involvement in the sale, use or
exchange to minors of certain controlled substances.

Pursuant to Education Code 44940 and 45304, the district may immediately place on
compulsory leave of absence any employee charged with certain controlled substance
offenses.



BP 4030 (a)
Personnel

Nondiscrimination In Employment

The Board of Trustees prohibits unlawful discrimination against and/or harassment of
district employees and job applicants on the basis of race, color, national origin, ancestry,
religion, age, marital status, pregnancy, physical or mental disability, medical condition,
veteran status, gender or sex at any district site and/or activity. The Board also prohibits
retaliation against any district employee or job applicant who complains, testifies or in
any way participates in the district's complaint procedures instituted pursuant to this

policy.

(cf. 4031 - Complaints Concerning Discrimination in Employment)
(cf. 4032 - Reasonable Accommodation)

(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)

(cf. 4119.41/4219.41/4319.41 - Employees with Infectious Disease)

Any district employee who engages or participates in unlawful discrimination, or who
aids, abets, incites, compels or coerces another to discriminate, is in violation of this
policy and is subject to disciplinary action, up to and including dismissal.

(cf. 4117.4 - Dismissal)
(cf. 4118 - Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)

Any district employee who observes or has knowledge of an incident of unlawful
discrimination or harassment is encouraged to report the incident to the principal, district
administrator or Superintendent as soon as practical after the incident. Failure of a
district employee to report discrimination or harassment may result in disciplinary action.

The Superintendent or designee shall regularly publicize, within the district and in the
community, the district's nondiscrimination policy and the availability of complaint
procedures. Such publication shall be included in each announcement, bulletin or
application form that is used in employee recruitment. (34 CFR 100.6, 106.9)

The district's policy and administrative regulation shall be posted in all schools and
offices including staff lounges and student government meeting rooms. (5 CCR 4960)

The Board designates the following position as Coordinator for Nondiscrimination in
Employment:

Superintendent of Schools
11019 Valley Home Avenue, Whittier CA 90603
Telephone (562) 943-0211



BP 4030 (b)

Personnel

Nondiscrimination In Employment (continued)

Other Remedies

An employee may, in addition to filing a discrimination complaint with the district, file a
complaint with either the California Department of Fair Employment and Housing
(DFEH) or the Equal Employment Opportunity Commission (EEOC). The time limits
for filing such complaints are as follows:

1. To file a valid complaint with DFEH, the employee must file his/her complaint
within one year of the alleged discriminatory act(s), unless an exception exists
pursuant to Government Code 12960. (Government Code 12960)

2. To file a valid complaint directly with EEOC, the employee must file his/her
complaint within 180 days of the alleged discriminatory act(s). To file a valid
complaint with EEOC after filing a complaint with DFEH, the employee must file
the complaint within 300 days of the alleged discriminatory act(s) or within 30
days after the termination of proceedings by DFEH, whichever is earlier. (42
USC 2000e-5)

Employees wishing to file complaints with the DFEH and EEOC should contact the
nondiscrimination coordinator for more information.

Legal Reference:

CIVIL CODE

51.7 Freedom from violence or intimidation
GOVERNMENT CODE

11135 Unlawful discrimination

12900-12996 Fair Employment and Housing Act

PENAL CODE

422.76 Definitions, hate crimes

CODE OF REGULATIONS, TITLE 2

7287.6 Terms, conditions and privileges of employment
CODE OF REGULATIONS, TITLE 5

4900-4965 Nondiscrimination in elementary and secondary education programs
receiving state financial assistance

UNITED STATES CODE, TITLE 20

1681-1688 Discrimination based on sex or blindness, Title 1X



BP 4030 (c)

Personnel

Nondiscrimination In Employment (continued)

Legal Reference: (continued)

UNITED STATES CODE, TITLE 29

794 Section 504 of the Rehabilitation Act of 1973

UNITED STATES CODE, TITLE 42

2000d-2000d-7 Title VI, Civil Rights Act of 1964
2000e-2000e-17 Title VII, Civil Rights Act of 1964 as amended
2000h-2-2000h-6 Title IX, 1972 Education Act Amendments
12101-12213 Americans with Disabilities Act

CODE OF FEDERAL REGULATIONS, TITLE 28
35.101-35.190 Americans with Disabilities Act

CODE OF FEDERAL REGULATIONS, TITLE 34

100.6 Compliance information

104.8 Notice

106.8 Designation of responsible employee and adoption of grievance procedures
106.9 Dissemination of policy

Policy Adopted: March 23, 1987
Policy Revised: September 26, 2005; December 5, 2005



AR 4030
Personnel

Nondiscrimination In Employment

Unlawful discrimination or harassment of an individual includes:

1. Slurs, epithets, threats or verbal abuse

2. Derogatory or degrading comments, descriptions, drawings, pictures or gestures

3. Unwelcome jokes, stories, teasing or taunting

4, Any other verbal, written, visual or physical conduct against the individual which:
a. Adversely affects his/her employment opportunities, or

b. Has the purpose or effect of unreasonably interfering with his/her work

performance or creating an intimidating, hostile or offensive work environment

Any employee or job applicant who feels that he/she has been or is being unlawfully
discriminated against or harassed should immediately contact his/her supervisor and/or
the Superintendent in order to obtain procedures for reporting a complaint. Such
complaints shall be filed in accordance with AR 4031 - Complaints Concerning
Discrimination in Employment. An employee may bypass his/her supervisor when the
supervisor is the alleged offender.

(cf. 4031 - Complaints Concerning Discrimination in Employment)
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)

Any supervisor who receives a discrimination/harassment complaint shall immediately
notify the nondiscrimination coordinator or the Superintendent, who shall ensure that the
complaint is appropriately investigated in accordance with district policy and regulations.

Regulation Approved: March 23, 1987
Regulation Revised: September 26, 2005; December 5, 2005



Personnel AR 4031(a)
Complaints Concerning Discrimination In Employment

Complaint Procedure

Any complaint by an employee or job applicant alleging discrimination or harassment
shall be addressed in accordance with the following procedures:

1. Notice and Receipt of Complaint: Any employee or job applicant (the "complainant™)
who believes he/she has been subjected to prohibited discrimination or harassment shall
promptly inform his/her supervisor, the district's Assistant Superintendent of
Administrative Services or the Superintendent.

The complainant may file a written complaint in accordance with this procedure, or if
he/she is an employee, may first attempt to resolve the situation informally with his/her
supervisor.

A supervisor or manager who has received information about an incident of
discrimination or harassment, or has observed such an incident, shall report it to the
Assistant Superintendent of Administrative Services or the Superintendent, whether or
not the complainant files a written complaint.

The written complaint should contain the complainant's name, the name of the individual
who allegedly committed the act, a description of the incident, the date and location
where the incident occurred, any witnesses who may have relevant information, other
evidence of the discrimination or harassment, and any other pertinent information which
may assist in investigating and resolving the complaint.

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 4030 - Nondiscrimination in Employment)

(cf. 4032 - Reasonable Accommodation)

(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)

2. Investigation Process: The Assistant Superintendent of Administrative Services or the
Superintendent shall initiate an impartial investigation of an allegation of discrimination
or harassment within fifteen school days of receiving notice of the behavior, regardless of
whether a written complaint has been filed or whether the written complaint is complete.

The Assistant Superintendent of Administrative Services or the Superintendent shall meet
with the complainant to describe the district's complaint procedure and discuss the
actions being sought by the complainant in response to the allegation. The Assistant
Superintendent of Administrative Services or the Superintendent shall inform the
complainant that the allegations will be kept confidential to the extent possible, but that
some information may be revealed as necessary to conduct an effective investigation.



Personnel AR 4031(b)

Complaints Concerning Discrimination In Employment
(cf. 3580 - District Records)

(cf. 4112.6/4212.6/4312.6 - Personnel Files)

(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged
Information)

If the Assistant Superintendent of Administrative Services or the Superintendent
determines that a detailed fact-finding investigation is necessary, he/she shall begin the
investigation immediately. As part of this investigation, the Assistant Superintendent of
Administrative Services or the Superintendent should interview the complainant, the
person accused, and other persons who could be expected to have relevant information.

When necessary to carry out his/her investigation or to protect employee or student
safety, the Assistant Superintendent of Administrative Services or the Superintendent
may discuss the complaint with the Superintendent or district legal counsel.

The Assistant Superintendent of Administrative Services or the Superintendent shall also
determine whether interim measures, such as scheduling changes, transfers, or leaves,
need to be taken before the investigation is completed to ensure that further incidents do
not occur. The Assistant Superintendent of Administrative Services or the Superintendent
shall ensure that such interim measures do not constitute retaliation.

3. Written Notification of Findings and Corrective Action: No more than 10 working
days after completion of investigating the complaint, the Assistant Superintendent of
Administrative Services or the Superintendent shall produce written notification of the
findings and any applicable corrective actions. This timeline may be extended for good
cause. If an extension is needed, the Assistant Superintendent of Administrative Services
or the Superintendent shall notify the complainant and explain the reasons for the
extension.

The notification shall include the decision, the reasons for the decision and a summary of
the steps taken in conducting the investigation. If a determination has been made that
discrimination or harassment occurred, the report also shall include any corrective
action(s) that have been or will be taken to address the behavior, address the effect on the
complainant, and ensure that retaliation or further discrimination or harassment does not
occur.

The notification shall be presented to the complainant and the Superintendent. The
person accused shall receive information regarding the steps taken to resolve the
complaint and any applicable corrective actions.

4. Appeal to the Governing Board: The complainant or the person accused may appeal
any findings to the Governing Board within 10 working days of receiving the written
report/information of the Assistant Superintendent of Administrative Services or the
Superintendent's findings. The Superintendent shall provide the Governing Board with all
information presented during the investigation. Upon receiving an appeal, the Governing
Board



Personnel AR 4031(c)

Complaints Concerning Discrimination In Employment

shall schedule a hearing as soon as practicable. Any complaint against a district employee
shall be addressed in closed session in accordance with law. The Governing Board shall
render its decision at its next regularly scheduled board meeting.

(cf. 1312.1 - Complaints Concerning District Employees)
(cf. 9321 - Closed Session Purposes and Agendas)

Other Remedies

In addition to filing a discrimination or harassment complaint with the district, a person
may also file a complaint with either the California Department of Fair Employment and
Housing (DFEH) or the Equal Employment Opportunity Commission (EEOC). The time
limits for filing such complaints are as follows:

1. To file a valid complaint with DFEH, within one year of the alleged discriminatory
act(s), unless an exception exists pursuant to Government Code 12960 (Government
Code 12960)

2. To file a valid complaint directly with EEOC, within 180 days of the alleged
discriminatory act(s) (42 USC 2000e-5)

3. To file a valid complaint with EEOC after first filing a complaint with DFEH, within
300 days of the alleged discriminatory act(s) or within 30 days after the termination of
proceedings by DFEH, whichever is earlier (42 USC 2000e-5)

Legal Reference:

EDUCATION CODE

200-262.4 Prohibition of discrimination

GOVERNMENT CODE

12920-12921 Nondiscrimination

12940-12948 Discrimination prohibited; unlawful practices, generally
UNITED STATES CODE, TITLE 20

1681-1688 Title IX of the Education Amendments of 1972

UNITED STATES CODE, TITLE 29

621-634 Age Discrimination in Employment Act

794 Section 504 of the Rehabilitation Act of 1973

UNITED STATES CODE, TITLE 42

2001d-2001d-7 Title VI, Civil Rights Act of 1964

2001e-2001e-17 Title VII, Civil Rights Act of 1964, as amended
2000ff-2000ff-11 Genetic Information Nondiscrimination Act of 2008
2001h-2-2001h-6 Title IX of the Civil Rights Act of 1964
12101-12213 Americans with Disabilities Act



Personnel AR 4031(d)
Complaints Concerning Discrimination In Employment

CODE OF FEDERAL REGULATIONS, TITLE 28

35.101-35.190 Americans with Disabilities Act

CODE OF FEDERAL REGULATIONS, TITLE 34

106.8 Designation of responsible employee for Title IX

Management Resources:

EQUAL EMPLOYMENT OPPORTUNITY COMMISSION PUBLICATIONS
Enforcement Guidance: Reasonable Accommodation and Undue Hardship under the
Americans with Disabilities Act, October 2002

Enforcement Guidance: Vicarious Employer Liability for Unlawful Harassment by
Supervisors, June 1999

WEB SITES

California Department of Fair Employment and Housing: http://www.dfeh.ca.gov

U.S. Equal Employment Opportunity Commission: http://www.eeoc.gov

Regulation Approved: January 28, 2015



'\ Lowell Joint
School District

A Tradition of Excellence Since 1906

“Home of Scholars and Champions”
BP 4033

Lowell Joint School District

Board Policy
Lactation Accommodation

The Board of Trustees recognizes the immediate and long-term health advantages of
breastfeeding for infants and mothers and desires to provide a supportive environment for any
District employee to express milk for her infant child upon her return to work following the birth
of the child. The Board prohibits discrimination, harassment, and/or retaliation against any
District employee who chooses to express breast milk for her infant child while at work.

The District shall provide a reasonable amount of break time to accommodate an employee
each time she has a need to express breast milk for her infant child.

The employee shall be provided a private location, other than a restroom, which is in close
proximity to her work area and meets the requirements of Labor Code 1031 and 29 USC
207, as applicable.

Employees are encouraged to notify their supervisor or other appropriate personnel in
advance of their intent to make use of the accommodations offered for employees who are
nursing mothers. As needed, the supervisor shall work with the employee to address
arrangements and scheduling in order to ensure that the employees' essential job duties are
covered during the break time.

Lactation accommodations may be denied only in limited circumstances in accordance with
law.

Before an employee’s supervisor makes 