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BUSINESS and FINANCIAL MANAGEMENT
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7.1—FISCAL YEAR

The Dstrict’s fiscal year shall begin July 1 and end on the ©llowing June 30.

Lecal Reference: ACA §6-20-410

Date Adopted: Jure 12, 2003
Last Revised: Nowerrber 17, 2005
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7.2—ANNUAL OPERATING BUDGET

The Superintendent shall be resporsible for the preparation of the amual operating budget for the Detrict. The
Superintendent shall present the budget to the Board for is review, modification, and approval.

The budget shall be prepared in the ekectronic format as prescribed by the State Board of Education and filed
with the Arkarsas Department of Education no bter than Septenber 30 of each year.

The approved budget shall provide for expenditures that are within anticipated revenues and reserves. The
Ditrict Treasurer shall present monthly recorciliation reports and a statement on the gereral financial condition
of the Dstrict monthly to the Board.

Any changes made to the budget shall be n accordance with Detrict policy and state lwv.

Legal References: ACA. §6-13-701()(3)
AC.A §6-20-2202

Date Adopted: Jure 12, 2003

Last Revised:  Septerber—10,-2013
January 2018
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7.3—MILLAGE RATE

The Board shall publish ore time in some newspaper published n the county in which the dstrict les, at keast
sity (60) days n advance of the school ekection at which the annual ad valorem property tax for the ditrict &
decded by the ekctors, the Dstrict’s proposed budget, together wih a milage rate sufficient to provide the
funds necessary for the District’s operation.

Lecal References: ACA §6-13-622
Arkarsas Constitution: Article 14 Section 3 (C) as amended by Amendment 74

Date Adopted: Jure 12, 2003
Last Revised:  Nowember 17, 2005
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74—GRANTS AND SPECIAL FUNDING

The Superintendent or hissher designee may apply for grants or special funding for the District Any grants or
specal funding that require metching District resources shall receive Board approval prior to the filing of the
grant’s or specal resource’s application.

Date Adopted: Jure 12, 2003
Last Revised: Nowerrber 17, 2005

© 2018 Arkansas School Boards Association Page 4



7.5—PURCHASES AND PROCUREMENT

Purchases shall be made n accordance with State bws and procurement procedures governing school
purchases that are deemed to be in the best interest of the District and are the result of far and open competition
between qualified bidders and suppliers. No bids shall be taken for professional services.

DEFINITIONS
“Commodities” are all supplies, goods, material, equpment, computers, sofiware, machinery, facilities,
personal property, and services, other than personal and professional senvices, purchased on behalf of the
Dstrict

“micro-purchases” are purchases with a value of kss than ten thousand dollars ($10,000) when purchased with
Federal funds.

“Professional services” are kgal financial advsory, architectural, engineering, construction management, and
bnd suneying professional consultant services.?

“Specifications” means a technical description or other description of the physical and/or functional
characteristics of a commodity.

Commodities
The superintendent shall develop procedures for the procurement of micro-purchases that provide for the
dstribution of purchases between eligible vendors to the extent possble.

Purchases of commodities with a purchase price of more than $20,0002 require prior Board® approval; however,
if an emergency exsts, the Superintendent may wane ths requirement.

The dstrict shall notify n writing all actual or prospective bidders, offerors, or contractors who meke a written
request to the dstrict for notification of opportunities to bid. The notification shall be made in sufficient time to
alow actual or prospective bidders, offerors, or contractors to submit a bid or other appropriate response. The
board shall accept bids submitted electronically by email or fax for any and all dstrict purchases, unless

specified to be submitted by other mears or methods, and except those bids which have been specified to have a
desgnated date upon which the bids shall be opened. The superintendent shall be responsible for ersuring
submitted bids, whether writen, faxed, or emeiled, are retained n accordance wih policy 7.15—RECORD
RETENTION AND DESTRUCTION.

The dstrict will not solicit bids or otherwise contract for a sum greater than twenty-five thousand dollars
($25,000) with vendors that are on the “excluded partes Ist” if the contract & to be paid fiom foderal grant
funds.>®

All purchases for a Federal program with an estimated purchase price between ten thousand dollars ($10,000)
and twenty thousand five hundred dollars ($20,500) and all purchases of commodities with an estimated
purchase price that equals or exceeds twenty thousand five hundred dollars ($20,500) shall be procured by
soliciting bids. Specifications shall be devised for all conmodities to be bid that are specific enough to ensure
uniformity of the bid and yet not so restrictive that i would prevent competitive bidding. The bid specifications
shall not clude the name or identity of any specific vendor. The Board reserves the right to reject all bids and
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to purchase the commodity by negotiating a contract. In such an stance, each resporsible bidder who
submitted a bid shall be notified and given areasomable opportunity to negotiate.®

Bids shall be awarded after careful examination of the details of the bid to determine the best owerall value to
the Detrict. In istances where the low bid was not accepted, a statement of the reasors the low bid was not
accepted shall be attached to the bid. Bidders submitting written bids shall be notified in writing of the bid
award.

The Desstrict will take all necessary affirmative steps to assure that small, minority businesses, wonen's business
enterprises, and lbor surplus, are used when possble.’

These steps nclude but are not Imited to:

(1) Pkcing qualified small and minority businesses and wormen's business enterprises on solicitation Ists;

(2) Assuring that small and minority businesses, and women's business enterprises are solicited whenever
they are potential sources;

(3) Dviding total requirements, when economically feasble, o smeller tasks or quartities to permit
meximum participation by small and minority businesses, and women's business enterprises;

(4) Establishing delivery schedules, where the requirement permits, which encourage participation by small
and minority businesses, and women's business enterprises;

(5) Usng the services and assktance, as appropriate, of such organizations as the Small Business
Administration and the Minority Business Development Agency of the Department of Commerce; and

(6) Requiring the prime contractor, if subcontracts are to be kt, to take the affirmative steps Isted n
paragraphs (1) through (5) of ths section.

The Detrict shall provide a preference to Arkansas residents wherever the Destrict & accepting bids to purchase

meterials and equibment as part of a construction project if;

a Ore (1) or more Arkarsas residents who submitted bids mede written chim for a preference at the time
they submitted a bid; and

b. An Arkansas resident’s bid does not exceed the owest qualified bid fom a nonresident by more than
five percent (5%).

If the qualifications for the Arkansas resident preference are met, then the Dstrict shall take the lowest bid from

an Arkansas resident regardless of whether the Arkansas resident was ore of the ndividuals who requested the

preference.

Tre following commodities may be purchased without soliciting bids provided that the purchasing official®
determines n writing that it 5 not practicable to use other than the required or designated commodity or service,
and a copy of the written determination & attached to the purchase order:

Conmmodities n instances of an unforeseen and unavoidable emergency;

Commodities available only from the federal government;

Utility services;

Used equipment and machinery;? and

Commodities available only from a single source.’®

asrwdE
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The Dstrict may purchase a new nmotor \ehicle, other than a school bus, without soliciting bids i, at the time of

the purchase, the:

a Purchase & fom anotor wehicle deaker icensed in Arkarsas;

b. Purchase price of the motor \ehicle does not exceed the fieet price awarded by the Office of State
Procurement; and

C. Motor \ehicle to be purchased & the same meke and model motor \ehicle as the make and model the
fieet price was awarded for by the Office of State Procurement.

Prospective bidders, offerors, or contractors may appeal to the dstrict’s superintendent if they beleve the
dstrict failed to follow dsfrict bdding and purchasing policy or state bw.

Any award of a contract shall be subject to revocation for ten (10) working days from:
o The nitial awarding of the contract; or
o If an appeal & received, resoltion of the appeal

The inent & to provide prospective bidders, offerors, or contractors the opportunity to appeal the bid award if
they beleve the facts warrant an appeal Any appeal shall be in writing by certified mail and received by the
dstrict office, “attention to the superintendent” within seven (7) cakndar days following the initial and
revocable award of the contract.

If the dtrict receives an appeal of a bid award, they shall notify, n writing, those prospective bidders, offerors,
or contractors who have made awitten request to the dstrict for notification of opportunities to bid that an
appeal has been submitted. The notification shall state:

that the contract award has been haked pending resolution of the appeal and could be revoked;

the reasons for the appeal;

that the recpient of the ktter may respond to the protested ssues dentified n the appeal;

the date the decision on the appeal will be made and notification sert;

that if the appeal s upheld, the bidding process will-be re-opered;

thet if the bidding & re-opened, changes will be made to the request for bids as necessary to satsfy the
reasons for upholding the appeal!!

The sok authority to resolve any appeal mede rebting to ths polcy shall rest with the superintendent. The
superintendent’s decsion shall be final and conclusive. In the event the dstrict upholds an appeal the soke
resporsibility of the dstrict to the aggrieved bidder(s) shall be the re-opening of the bidding process.

The Drtrict resenves the right to extend or renew a contract that was previously awarded under the process

governed by ths policy and bw, provided the extension or renewal meet the following criteria:

1 The equpment and senvices provided under the extended or renewed contract meets or exceeds the
specifications of te original bid.

2. The exterded or renewed contract agreement conplies with the state of Arkansas’s documentation
requirements.

3. The cost of the extended or renewed contract & the same or kss than the original contract

4. The extersion or renewal & approved by the local school board.
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Professional Services
The Detrict does not use a bidding process when procuring professional senvices. Instead, when the Dsstrict
needs to procure professional services, the Dstrict shall:
1 Sekct three (3) qualified frms;
2. Determine the most qualified firm by corsidering, at a mhimum, the:
o Specilized experience and technical conypetence of the frm with respect to the type of
professional services required;
o Capacity and capability of the frm to perform the work in question, including specialized services,
within the time imitations fixed for the completion of the project;
o Past record of performance of the frm with respect to such factors as control of costs, quality of
work, and ability to meet schedules and deadlines; and
o Fimis proximity to and familiarity with the area in which the project & located;
3. Negotiate a contract for the project with the most qualified firm.

When negotiating a contract, the Dstrict and the sekected frm shall jontly prepare a detailed, writen
descrption of the scope of the proposed services. If the Dstrict s unable to negotiate a satsfactory contract
with the frm selected, negotiations with that frm shall be terminated and the District shall negotiate a contract
with the next most qualified frm. Inthe event the District & unable to regotiate a contract with any of the
orginal sekected frms, the Destrict shall reevaluate the necessary professional services, icluding the scope and
reasorable fee requirements, and return to step ore.

The Dstrict encourages frms who provide professional services to submit amual statements of qualifications
and performance data to the Dstrict. The Destrict shall request any additional information as needed for a
particular public project

Notes: 1 The definition of "brofessional service™ contains the entire st of professional services n ACA. §19-
11-801 that are automatically removed from the bidding process. The board has the option to add
additional professional services to ths st with a two-thirds (2/3) wote for each service type to be added.
Services that can be added to the Iist are services that require afrm or ndividual to hold avalid license
specific to perform the type of service n question.

2 Irsert an amount kss than ten thousand dollars ($10,000) for Federal purchases and twenty thousand
five hundred dollars ($20,500) for purchases without Federal funds if your board determines a lesser
amount k& appropriate.

3Your dstrict may ekct to enploy a “designated agent of the district,” if so, substitute i for “Board.”
4 ASBA strongly recommends that each district keep a record of all requests to be a “bidder.”

>Narres of vendors on the excluded parties Ist can be found at hifp//Awww.epls.gov.

6 Any commodities purchased by the district through the TAPS program satisfies the bidding
requirements.
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"This binguage b required by 2 CF.R. §200.321 and the process you wil use to provide the preference
should be clarly set forth in your purchasing procedures.

8This & the school board if specified in ths policy (see #3 above) as the body to approve the purchase
of commodities.

9 Used school buses, over two years ol as defined in AC.A. §6-21-306(a), are exenpt from bidding
requirements.

10 A “sok source justification document” should be attached to the purchase order and maintained n
the audit file for al commodities purchased as such. ADE stpulates the following seven (7) criteria that
the justification must meet:
e Why the service or product & needed;
e The methods used to determine that a lack of resporsible/responsive competition exists for
the service or product;
e How it was determined that the provider possesses exclusive capabilities;
e Why the service or product & unigue;
e Whether or not there are patent or property rights which meke the required service or
product unavailable from other sources;
e What the district would do if the provider/service product were no longer available;
e Any progam considerations which make the use of a “Sok source” critical to the
successful completion of the dstrict’s task.

1 ACA §6-21-304 specifically states the parameters required within the appeal process. Your ditrict
coud choose to akter the paragraph and how it intends to deal with the appeal and its resolution. An
exanmple would be to award a fnancial settement to the appellant if the appeal & upheld. Another
example would be to state, by polcy, the length of time for the resolution of the appeal process.

Legal References: AC.A §6-21-301, 303, 304, 305, 306, 307
ACA. §6-24-101 et seq,
ACA §19-11-259
ACA §19-11-801 et seq.
2 CFR. §20067
2 CFR. §200.319
2 CFR §200320
2 CER. §200.321()(b)
2 CFR. §200.324
48CFR. §2101

Date Adopted: Jure 23, 2008
Last Revised:  May-14-2014
July 31, 2017
Juby-23-2018

January 28,2019
February 25, 2019
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7.5F—COMMODITIES BIDDER AFFIDAVIT
LEAD HILL SCHOOL DISTRICT
BOONE COUNTY

I, , hereby state:

(1) 1am the duly authorized agert of , the bidder submitting the
competitive bid which & atiached to ths statement. | certify the facts as detailed below pertaining to the non-
exstence of collusion among and between bidders and state officials, as well as to the facts pertaining to the
gving or ofering of things of value to government personnel n return for special consideration n the awarding
of any contract pursuant to the bid to which this statement & attached.

(2 lam fully aware of the facts and crcumstances surounding the meking of the bid to which ths statement &
attached and have been personally and directly involved in the proceedings kading to the submission of the bid.

(3) Neither the bidder nor anyone subject to the bidder's direction or control has been a party:
(A) To any collusion among bidders i restraint of freedom of competition by agreerment to bid at a fixed
price or to refrain from bidding;

(B) To any collusion with any state official or enployee as to quartity, quality, or price in the prospective
cortract, or as to any other ters of the prospective contract; or

(C) In any dicussions between bidders and any state official concerning exchange of money or other thing
of value for specal corsideration in the awarding of a confract

@) 1hereby guarantee that the specifications outlined n the bid shall be followed as specified and that
deviations from the specifications shall occur only as part of a formal change process approved by the Board of
Directors of the school dtrict

Signature

Subscribed and swom to before me ths day of , 20

Notary Public
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7.5F2— FOOD SERVICE COMMODITIES BIDDER AFFIDAVIT
LEAD HILL SCHOOL DISTRICT BOONE COUNTY

§ , hereby state:

(@) 1am the duly authorized agent of , the bidder submitting the
competitive bid which & attached to ths staterment | certify the facts as detailed below pertaining to the non-
exstence of collusion among and between bidders and state officials, as well as to the facts pertaining to the
gving or ofering of things of value to government personnel in return for special corsideration i the awarding
of any contract pursuant to the bid to which ths statement & attached.

(@ lam fully aware of the facts and crcumstances surounding the meking of the bid to which ths statement &
attached and have been persorally and directly nvolved n the proceedings kading to the submission of the bid.

(3) Neither the bidder nor anyore subject to the bidder's direction or control has been a party:
(A) To any collusion among bidders n restraint of freedom of competition by agreement to bid at a fixed
price or to refrain from bidding;

(B) To any collusion with any state official or employee as to quartity, quality, or price in the prospective
contract, or as to any other terms of the prospective contract; or

(©) In any dicussions between bidders and any state official concerning exchange of money or other thing
of value for special corsideration in the awarding of a contract.

@) 1 hereby guarantee that the specifications outlined n the bid shall be followed as specified and that
deviations from the specifications shall occur only as part of a formal change process approved by the Board of
Directors of the school dstrict

(5) I hereby certify that the bid, unless specifically exenpted by the USDA, & for agricultural commodities that
have been produced n the U.S. or if the bid contains food products that at keast 51% of food in the product was
produced n the U.S. | understand that the district shall not accept any product that does not meet this
requirement and s not liable for any loss | may incur as aresuk of such refusal to accept

Signature

Subscribed and swom to before me this day of , 20

Notary Public
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7.5F3—PURCHASE AND PROCUREMENT INVITATION FOR BID

Purchases shall be made in accordance with State lws and procurement procedures govermning school purchases that are
deemed to be in the best nterest of the District and are the result of fair and open competition between qualified bidders
and suppliers. No bids shall be taken for professional services.

DEFINITIONS
“Commodities” are all supplies, goods, material, equipment, computers, software, machinery, facilities, personal property,
and services, other than personal and professional services, purchased on behalf of the Dstrict.

“Specifications” means a technical description or other description of the physical and/or functional characterstics of a
commodity.

“Termination for Cause” means the contract s termmnated due to the actions or inactions of the contractor, including, but
not limited to, failure to perform, financial difficulties, or slipped schedules. In certain instances, termination settement
may include reprocurement costs to be paid by the contractor.

INFORMATION ON BID OPENING PROCESS

Lead Hill School Dstrict & seeking bids for: [INSERT ATTACHED SPECIFICATIONS AND EVALUATION
FACTORS WHICH INCLUDES PRICE AS THE PRIMARY FACTOR]. All bids should be sealed and submited to
the Superintendent’s office no hter than three (3) days prior to the board meeting scheduled for the opening of bids.

The procedure for bid solicitation 8 OPEN TO THE PUBLIC. This institution, Lead Hill School Dstrict, &
an equal opportunity employer and provider and wil take all necessary affrmative steps to assure that small
and minority businesses, women's business enterprises, and Bbor suplus are used when possble.

DATE and TIME bd will be opered: [INSERT DATE /INSERT TIME]

LOCATION of BID OPENING: [INSERT LOCATION]

TERMINATION FOR CAUSE: In the evert that the contractor & unable to meet the specifications set forth
i the agreed contract, The Ditrict wil notify the contractor in writing of the contractor’s potential breach of
contract and set a specific date by which the contractor must bring themselves nto compliance with the contract
to avod termination of the contract. Failure to obtain conpliance by the specified date will result in termination
of the contract.

Attach a conmpleted copy of the Debarment, Suspension, Ireligibility and Voluntary BExclusion Certification
Form found on the USDA Food and Nutrition Senvice website.  hitps://wwww.ns.usda. gov/certification-
regarding-debarment-suspension-ineligibility-and-wvoluntary-exclusion-lower-tier

Date Adopted: February 25, 2019
Last Revised:
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7.6—ACTIVITY ACCOUNT

The Detrict shall maintain an account of activity funds. The funds for the account are those revenues derived
from the sak of tickets to athletic contests or other school sponsored activities; the sake of food other than that
sold n the cafeteria; the sake of soft drinks, school supplies, and books; and fees charged by clbs and
organizations.

Activity finds are considered “school finds” and as such may only be spent for school rehted purposes.t
The Superintendent shall be the custodian of all activity funds and shall be responsible and accountable for the

funds. The Superintendent may appoint a co-custodian for each school n the Ditrict who shall ako be
resporsible for the activity funds helshe maintains.

Note: 1“School rehted purposes” has been namowly mterpreted by the courts under Artcle 14 of the
Arkansas Corstitution to require the expenditures to be for a legitimate public pupose closely relted to
the provsion of K-12 education.

Legal Reference: ACA. §6-13-701(g)

Date Adopted: Jure 12, 2003
Last Revised:  Nowember 17, 2005
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7.7—CASH IN CLASSROOMS

No cash or checks are to be ket in any classroom owemight Staff, other than the Dsstrict bookkeeper, who
colect fnds in the course of ther employment should deposit the funds daily with the

bookkeeper. Bookkeepers should deposit daily, unless otherwise drected by the superintendent or business
menager.t

Notes: Polcies 3.47 and 8.39 both require daily deposits with the superintendent or designee determining if the
fund colection requires recepts andlor other record keeping requirements. That lnguage & not
repeated n ths policy, but the reasons for daily deposits are the same as for those policies. Specifically,
the goal & to protect both the dstrict and the staff from possble ovemight theft which & only covered
by rsurance if there are recepts to prowve the existence of the funds and even then, there & a deductible
(often $1000). It coud often be the case that the recepts and the funds would be in the same envelope
and be stolen at the same time. Bottom lne & that the daily timeline & to protect both the dstrict and the
staff.

1Sekct the job tite of the person to whom the deposits are to be made, it does not have to be the
bookkeeper.

Date Adopted: Jure 12, 2003
Last Revised: Nowerrber 17, 2005
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7.8—PERSONAL PROPERTY

To avod corfusion and the potertial for msunderstandings, Dstrict staff who bring persoral property to school
to use n the performance of ther jobs should bbel the tems with their names. Any such itiems should be
removed from the school at the close of school each year. The Destrict assumes no resporsibility for damage to,
or the loss of, personal property brought to Dstrict facilities by Drtrict staff.

Date Adopted: Jure 12, 2003
Last Revised: Nowenmber 17, 2005
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7.9—PROPERTY INSURANCE

The Superintendent shall be resporsible, with approval of the Board, for maintaining adequate Isurance
cowerage for all Detrict properties. At a mnimum, the Dstrict will purchase insurance cowerage sufficient to
meet the requirements by the Arkansas Commission for Public School Academic Facilities and Transportation.

Legal References: ACA §6-21-114(d)
Arkarsas Commission for Public School Academic Facilities and Trarsportation Rules
Gowerning Property Insurance Requirements

Date Adopted: Jure 12, 2003
Last Revised: Nowenber 17, 2005
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7.10—PUBLIC USE OF SCHOOL BUILDINGS

It & the policy of the Board that Dstrict school buildings' may be used by ciizens of the Ditrict to conduct
bwful meetings for socil, civic, or recreational purposes provided such meetings do not interfere with the
regular school work and proper protection & afforded the district against the potential costs of such use. The
Superintendent shall be responsible, with Board approval, for establishing procedures governing such use of
school buildings. The governing procedures shall be viewpoint reutral. Building principals shall be corsulted to
determine if there exsts any conflict with plnned school activities prior to other groups being allowed to use
school facilities.

The Dstrict shall establish afee schedule for the school facilities the Detrict intends to meke available for
public use?The fee schedule shall be individualized for each school facility and shall be based on a formula®
that allows the Detrict to reckim the actual costs ncurred by the Dstrict from the use of the facility.

School facilities that do not appear on the Dstrict’s foe schedule shall not be available to the public.

The Detrict shall ako require any non-school relted group wsing a dstrict facility to provide proof of having
purchased sufficient active and current gereral Iebility msurance to cover the damage to, or the cost to entirely
repbce the structure(s) and furnishing(s), if necessary due to the loss of, or damage to, District property.*

Organizations wsing school facilities assume full and conplete resporsibility for the conduct of all persons,
regardless of age, associated with their use of the facility while they are n or about the facility. Smoking or the
use of tobacco or products containing tobacco n any form or the use of drugs or intoxicants s prohibited.
Firearms® of any kind are not alowed on school property unless the person canrying the frearm & permitted to
do so by bw as defined n AC.A. §85-73-1200r the ndividual hes avalid conceal carry lIcense and kaves the
concealed handgun n the individual’s locked wvehicle.®

Outside organizations who use outdoor spaces shall be resporsible for providing any necessary portable toikets.
Bathrooms in school buildings will only be available to organizations wsing outdoor spaces if the organization
agrees to pay for the use of the necessary, segregatable and abke to be made secure portion of the building in
addiion to the outside space. If the portion of the builkding containing restrooms camnot be segregated and/or
maede secure, both the outdoor and indoor space must be rented and sured agginst loss or accident.

Notes:
2ASBA & well aware that many, if not most, Arkansas districts permit outside groups to use district
facilities. Ths & an exanple of where the public (and often School Boards and Superintendents) are
sufficiently aware of the Constitutional corstraints on school dstricts. There are muitiple Bsues
nwlved n any dscussion on ths topic.

First, there & the Bsue of a "imited open forum.” If your detrict allows non-school rebted groups to
use a dstrict facility, it canmnot deny any group access based sokly on the views or beliefs of the
organization. (There can, however, be other reasors for denal such as the potertial for violence.)

Second, there 5 Article 14, Section 2 of the Arkansas Corstitution which states, "No morey or property
belonging to the public school fund, or to ths State, for the berefit of schools or universities, shall ever
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be used for any other pupose than for the respective puposes to which it belongs.” Ths has been \ery
namowly nterpreted by Court decsions such that expenditures which do not tangibly berefit students
run afoul of the Constitution.

Thrrd, there & the cost, orthe potential cost, to the district of outside group use of dtrict facilities. On
the surface, the costs would include such things as heating, cooling, and gereral wear and tear. But
there & ako the aays present possbility that something mejor could occur such asafre that could
destroy an entire buiding. While local groups will gererally agree with a facility use fee, such afee wil
NOT cower the deductble for replcing a building or the loss of use of the building or the disruption to
the dstricts academic program. While most community members wil support community use of
dtrict facilities, should a mejor calmity occur, it & not a far stretch to envision a disgruntled patron
using the opportunity to sue the dstrict for illegal exaction for violating the Arkarsas Constitution. So,
while the district would certainly be out the isurance deductible necessary to replce the building, i
might well ako be out the bwyer fees to defend iself agginst the sui

Fouth, while dstricts have tort mmunity, many Joint Use agreements either require or recommend the
ditrict fully ndemnify and hold harmless the other parties to the agreemment. The indemnification
bnguage could potentially threaten a school dstrict’s statutory immunity from actons for damages and
torts under Arkansas bw. Moreower, the indemnification bnguage would potentially obligate school
ditricts to a financially open-ended indemnification of the other parties to the joint use agreerment. The
moretary inplications of such indemnifications could be meterial, even catastrophic, for school
dstricts.

Frally, trere are Arkarsas statutes (AC.A. § 6-21-101for exanple) that, in our opnion, conflict with
the restrictions placed on dstricts by Article 14 of the Arkansas Corstitution. Whike statutes are
presumed sound urtil determined otherwise by a cout, ASBA & sufficiently concerned about the
defensibility of the statutes that i 5 not willing to write a Jont Use Agreement nmodel policy. ASBA
staff spent many hours working with the ADE Coordinated School Heakh trying to find away to
support the Jont Use program. The longer we worked on i, the more conplicated the issues became
until we finally came to beleve the program flies in the face of Article 14 and we had to discontinue
our association with the program. At a mhimum, we urge any destrict corsidering a Jont Use
Agreement to seek kgal counsel before signing any agreement

The changes to ths policy are the result of ASBA's corsiderable time spent working on the Joint Use
sste. ASBA's postion & not philosophical, we strongly support the concept of Joint Use, but believe
the Constitution will have to be amended before districts can participate without fearing potential major
adverse consequences.

3The formula should iclude, at a minimum:

e Labor for preparing, opening, closing, and ckaning the school facility, at the rate of ore and three
quarters (1.75) times the highest paid hourly rate of the appropriate non-exempt staff postion set in
the Dstrict’s sabry schedule;

o Dscuss wih your custodial supervisor the amount of time and staff that would be required for
each facility.
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o Ifapartcular facility may require a dstrict enployee to be physically present duing the use by
the public, such as a food service worker to safely operate the cafeteria’s equpment, nclude
that cost in the fee based on the same calkculation method as for the custodial employees.

o The ore and three quarters (1.75) mukiplier 5 ntended to include possble owertime as well as
retrement and berefits that are required to be pad by the dtrict.

e Anamount to cover consumable supplies, such as jantorial supplies, toiet paper, paper towels,
etc,; and
e Abase rate to cover wear and tear, utilities, and other fixed experses of the dtrict

4 districts should independently verify that the certificate of insurance coverage & valid and in force for
the event and time period n question.

SYour ditrict coud include weapors besides frearms in ths sentence if you choose to do so. Comsult
AC.A §5-73-120 for alst of possble weapors.

6 AC.A 8§5-73-119(e)(12) alows for a conceakd carry license holder to have a concealed handgun in
a locked \ehicle on the school parking ot

Lecal References: ACA §5-73-119
ACA §5-73-120
ACA §6-10-130
ACA §6-21-101
Arkarsas Corstitution Article 14, 8 2

Date Adopted: Jure 12, 2003

Last Revised: May-19,-2014
January 2018
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7.11—USE OF SCHOOL FUNDS FOR NON-SCHOOL RELATED PURPOSES
School fuds shall not be used for political, cheritable, or humanitarian purposes.

No enpbyee of the Drstrict shall use school time, school property, school personnel, or school equipment for
the pupose of furthering the nterests of any political party, the campaign of any poltical candidate or the
advocacy of any political ssue or ballot ssue whether partsan or non-partisan. School employees may
participate as part of a community organization that & renting a school facility for a political purpose so bong as
the event 5 not during school time or the enployee takes personal or vacation kave, with prior approval of
his/her supervisor, for the time the enployee b attending the event

Any school enployee found guilty orwho pleads quilty, or nolo contendere to the use of Destrict funds to
support any ballt measure shall be mmediately suspended, and recommended for termination by the
superintendent.

The Board of Directors & not prohibited from expressing an opinion on a ballot measure through the passage of
resolution or prockmation. School employees are allowed to verbally express ther views on a ballot measure
other than i an attenpt to persuade astudent to the employee's pont of view,

Ditrict employees and members of the Board of Directors may ncur ncidental expenditure of District funds
for travel costs when speaking at an event n which a ballot measure & discussed if the subject matter of the
speaking engagement & within the scope of the person's official duties and resporsibilities.

Ditrict funds may be used to dsseminate public nformation at a public speaking engagement. The incidental
use of Dstrict resources may be used to prepare an analysis of the public nformation if such information B
within the scope of the personis official duties and resporsibilities.

Legal References: Arkarsas Constitution Article 14 §2
ACA §7-1-103
ACA §7-1-111
ACA. §21-8-402

Date Adopted: Jure 23, 2008
Last Revised: September 10, 2013
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7.12—EXPENSE REIMBURSEMENT

The requirements of ths policy shall govern reimbursement for expenses rebted to travel and/or attendance at
corferences and professional development activities incurred by dstrict employees andlor members of the
Board of Directors on behalf of the dstrict Enployees are only eligible for reimbursement for travel expenses
for ravel which has been approved n advance. Original recepts must accompany all requests for
rembursement to the extent that such receipts are customarily available. For a recept to be valid i should
contain the name of the ssuing conpany, the date, and the amount. No cash advances shall be mede for travel.
Mikage, lodging, and meal experses wil not be rembursed when incurred for the persoral comvenience of the
employee and not required by the reason for the travel.! Reinbursement for travel shall be for the ksser of the
cost between travel by ar or by car with some corsideration allowed for kength of time of the method of travel.

To the extent practicable, enployees shall have the district pay nitial conference and professional development
regstration fees and associated necessary materials. Inthe occasional circumstances where ths & not practical,
the dstrict shall remburse the enployee for such fees if they were authorized in advance and are supported
with proper recepts.

The ditrict will not remburse expenses of any non-school board member or non-enmployee who accormpanies
the school board member or enployee during his/her school rebted travel.

Reimbursable Expenses

Mikage that s dnven for a dstrict sanctioned pupose n an employee’s personal vehicle shall be reimbursed
provided appropriate documentation & submitted establishing the date and time, plce, and pupose of the
travel. Mieage shall be reimbursed at the cuent rate authorized by the state” and shall be based on the
shortest, most reasorable, roue available.

Meak may be rembursed for travel which recessitates an ovemight stay; when travel s greater than fifty (50)
miks from the dstrict; or when the enployee & away from the district for six (6) or more hours when submitted
according to the dictates of ths policy. Reimbursement shall be prorated based on the percent of a day the
empbyee 5 away on travel. For example, if an employee returns from hi/her travel n the afternoon, heshe &
only eligible for relmbursement for breakfast and lunch expenditures. Meak shall be reimbursed for the actial
expense o the extent that they are not lvish and are reasonable based on cicumstances? Except as otherwise
specified by ths policy, meals are only reimbursable in conjunction wih travel requiring an ovemight stay.

Tips paid by a school enployee for meals associated with travel as defined in ths policy are reimbursable for
up to 15% of the cost of the meal provided the enployee submits a recept for the meal as part of an
"accountable pbn" for reimbursement 4

Meal experses incurred by the superintendent or other administrators as necessary, n the performance of their
dutes when meeting with state officials or corsultants may be reimbursed on a prorated, per person bass in lne
with the mandates of this policy. Such expenses shall only be reimbursed when the expenditure & likely to
result n atangible berefit to the dstrict.

Travel recessitating ovemight lodging shall be reimbursed to the extent that it 5 not bvish and & reasonable
based on crcumstances of the expenditure. Proper documentation establishing the date and time, place, and
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pupose of the travel must be submitted along with a recept for the ovemight accommodations. To the extent
practicable, employees shall receive assstance from administrators or their designee i aanging travel plrs t
heb keep expenses to a minimum.

Experses not covered

The dstrict shall not reimburse the follbwing items/categories of expenses.

e Akoholic beverages;

Entertainment expenses — including sports or sporting events; pay per View or game experses at motels;
Repbcement due to loss or theft;

Discretionary expenses for items such as clothing or gifts;

Medical expenses incurred while on route to or from or at the destination of the reason for the travel;, and
Optional or supplementary isurance obtaired by the employee for the period covered duing the trawel.

Credit Cards

Only those employees specifically ssued credit cards to be used in the performance of their jobs to purchase
goods, services, or supplies on behalf of the dstrict shall be allowed to use such cards. Employees who incur
rembursable expenses as defined in ths policy are expected to pay for them nitially by any mears they choose
and then submit ther request for reimbursement. The dstrict assumes no resporsibility for the payment of any
personal credit card charges ncurred by a dstrict employee.

Airport Associated Expenses

Recepts for aiport associated expenses are required for reimbursement. All arline fights shall be by
coachleconomy clss. Upon amival at ther destination, employees are expected to take the less expensive
option between ataxi and an arport shuttle senvice to hissher hotel or meeting site. When circumstances dictate
that a rental car & necessary andlor the most economical approach to the travel requirements, the least
expersive car that will acconplish the job should be rented. The dsstrict shall not reimburse for any kind of
rental car supplemental insurance.

Notes: The following IRS publications were used in the development of this policy:
15-A, 15-B, 463, 535, and the Fringe Berefit Training Guide

LIf the Board wishes to st any stipulations on reimbursement for travel made by the superintendent or
other administrative personnel, specify the stipulations in ths policy. Examples could be that
administrators would be reimbursed for reasonable experses ncurred n the performance of their jobs
which berefit the ditrict and that had been pre-approved by their immediate supervisor(s).

Superintendents could be contractually pre-cleared for reimbursement for specified travel purposes
(actions required n the performance of their roke as dstrict leader and/or spokesperson and which
berefit the dstrict), mieage for their persoral \ehicle driven on dstrict business, efc. If they &k the
need, the Board could ako periodically review the reimbursement records regarding the Superintendent
to \erify that they are in Ine with s nentions. Keep n mind that rembursable experses must not be
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Bvish but reasonable based on the circumstances of the expenditure. Reimbursed experses which
exceed ths threshold are corsidered ncome and must be reported as such to the IRS.

2You are not required to use either the state or the IRS rate, but by refring to a “going rate” i will
meke changing the rate a non-policy Bsue. It should be no nore than the curent rate recognized by the
IRS. To find the current rate recognized by the IRS go to wwaw.irs.gov and type in “mileage rates” in
the search box To access the curent rembursement rate for state employees, go t
www.arkansas.gov/dfa/accounting.

3Per diem reimbursement rates are established by the IRS and for the purposes of ths policy you may
wse them as either a guide or the gospel for meals, lodging, or both. We have chosen not to stipulate
expenditures remain within the per diem rates because so many conferences are at hotels that snply do
not fit IRS’s rates. If you choose to imit meal reimbursement to the per diem rates, substitute the
Pllowing sentence for the one ncluded n the policy. “Meals shall be reimbursed for the actual expense
up to the IRS per diem limits.” You can firther choose to specify that your reimbursement will be “x”
percent per meal (breakfast, nch and dinrer) of the per diem rate. Pkase note that reimbursed
expenditures which are lavish based on the crcumstances of the expenditure are corsidered wages to
the extent they are excessive. The bnguage n the policy allows rembursements for actual expenses
(hotel orfood) to not be taxable income so bong as they are not “avish.” An exanple of hvish would
be if the employee chose to say n asuite stead of a non-suite room In the context of conference
based travel, the conferences wswally have a block of roons at a special rate. If that option & available
and the employee chooses a higher cost room, it would be “hvish.” The following nformation &
provided for your convenience if you choose to imit expenditures to the per diem rates.
Reimbursement rates vary and can be determined by going to:

http //www.gsa. gov/portal/content/104877?utm_source=OGP&utm medium=print-

radio&utm term=portal/category/21287&utm campaign=shortcuts.

4 Act 715 of 2007 alows state employees to be reimbursed for tips for amounts wp to 15% of the bill,
Page 5 of IRS Publication 463 specifies tps the IRS deens acceptable for certain expenses, but state
bw can be more restrictive than what IRS permits. Attomey Gereral's Ophnion 2012-070 essertially
blesses tips up to a 15% cap paid by municipal employees in such away that it can be corstrued to ako
apply to school enployees. To be elgible for tp rembursement, the employee must file for actual
expenses (receipts required) and NOT as part of a per diem rate reimbursement.

Cross References: 3.20—CERTIFIED PERSONNEL REIMBURSEMENT OF TRAVEL EXPENSES

8.14— CLASSIFIED PERSONNEL REIMBURSEMENT OF TRAVEL
EXPENSES

Date Adopted: Jure 23, 2008
Last Revised: May-19-2014

July, 201
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7.13—MANAGEMENT AND DISPOSAL OF DISTRICT PROPERTY

Definitions

For the purposes of ths policy, the following definitions apply:

“Commodities” are all supplies, goods, material, computers, sofware, mechinery and other equpment
purchased on behalf of the dstrict having a useful life of more than ore (1) year and an acqusition cost of ore
thousand dollars ($1,000) or more per unit.

“Far market value” means the amount a reasonable buyer would be wiling to pay for a particular pece of
property based on an objective set of criteria, which may include, but are not limited to: any improvements or
damage to the property; the dermand for similar property; the selling price for the property by the producer of the
property or re-sake outkts; and the value of the property as determined by an independent appraker.?

‘Real property” & bnd and whatever s erected or affixed to bnd, such as structures or buidings.
“‘Suplus commodities™ are those commodities that are no longer needed, obsokte, reparable, or wom out.

“Surplus real property” & real property that s not presently needed or foreseen to be needed by the Dstrict, and
that has been authorized for sak as suplus real property by vote of the School Board. Surplus real property may
clude unused or underutilized facilities.

“Trash” are those ters that would otherwise belong to another category of goods or property defined n this
policy, but which, due to the property’s age or an act of God, have kss value than & would cost to repair the
tem. BExamples could include, but are not limited to, fre damege, \ehicle accidents, extreme age, and/or decline
n vale of the iem

‘Unused or underutilized facility” means a school facility or other real property that:

e Asawhle or n asinificant portion, 5 not beng used for a public educational, academic, extracurricular,
or administrative purpose and the nonuse or underutilization threatens the ntegrity or pupose of the school
facility or other real property asa public education facility; and

e s not subject to eiher alease to athrd party for far market value oran executed offer to purchase by a
thrd party for far market value as of July 30, 2017.

Gereral Policy

The Dstrict’s purchases of commodities shall be n accordance wih Policy 7.5—PURCHASES AND

PROCUREMENT and, to the extent applicable, the procurement requirements of any granting source of

funding wsed to purchase the comnodity. The Superintendent shall develop procedures gowverning the use,

management, and dipersal of comnodities. At a mnimum, the procedures will cowver the following topics:

o hbeling all commodities?;

o establishing adequate controls to account for their location, custody, and security;

o amually auditing the inventory of commodities and updating a Isting of such commodities to recorcile the
audt wih the dstrict’s nventory records. The audit wil be documented and account for any transfer and/or
disposal of a commodity.

o Dsposing of suplus commodities and surplus real property, whether puchased n whoke or in part with
federal grant funds or with local funds.
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The disposal of school property must be for the berefit of the school district and consstent with good business
priciples.

Disposal of Surplus Commodities
The Board of Drectors recognizes that commodities sometimes become of no use to the District and thus meet
ths policy’s definition of suplus commodities.

The Superintendent or designee(s) will determine the objective far market vaue (FMV) of suplus
commodities. The Dstrict will strive to dispose of suplus commodities at or rear their FMV.3

The Superintendent may dechre suplus any commodity with an FMV of kss than one thousand dollars
($1,000). Surplus commodities with an FMV of kss than ore thousand dollars ($1,000) will be periodically
sold by the most efficient, cost efiective means that & likely to result n saks at or near FMV.

The Superintendent may submit a st of suplus commodities deermed to have a FMV of ore thousand dollars
($1,000) or greater to the Board of Directors for authorization to sell such surplus commodities. Once the Board
of Directors has authorized the sak of such suplus commodities, the Superintendent or designee(s) may sel
that suplus commodity as the need arises. ltens with a FMV of ore thousand dollars ($1,000) or greater will be
sold by the most efficient, cost efiective mears that & likely to result n saks at or near FMV. If the
Superintendent chooses to dispose of the surplus items by bid, the Superintendent or designee may set a
minimum or resene price on any em, and may reject all bids. The Superintendent or designee & authorized to
accept the high bid provided the high bid & at or near FMV without further Board action unkess the high bid
comes under the jurisdiction of Arkansas ethics kgislation, in which case the provisions of AC.A. 88 6-24-
101-107 would apply.

If attenpts at public saks fail to produce any nterested buyers or bidders, such remaining usold conmodities
may then, at the discretion of the Superintendent, be disposed of as scrap or junk or be donated to appropriate
charitable or education relted entities. Computer or technology equipment will be cleansed of data prior to
disposal.

Disposal of Surplus Real Property
The Board of Drrectors recognizes that real property it owns sometimes becomes no longer of use to the Destrict
and thus meets ths polcy’s definition of suplus real property.

By February 1 of each year, the Dsstrict shall submit areport to the Division of Public School Academic
Facilities and Transportation (Division) that identifies all unused or underutilized school facilities in the Dstrict
and the unused or underutilized school facilities, if any, thet are designated n the Detrict’s facilities muaster phn
to be re-used, renovated, or denolished as part of a specific committed project or pbnned new corstruction
project

If the Division chssifies a Drtrict facility or District real property as being unused or underutilized, the Destrict
may appeal the Divisions determination to the Commission for Public School Academic Facilities and
Transportation (Commission).

Tre Ditrict shall make unused or underutilized public school facilities available for kase* for no nore than
FMV® to any openrenrollment public charter school (charter) located wihin the District’s geographic
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boundaries that makes a request under the charter’s statutory right of access unless the Dstrict makes an

affirmative showing by a preponderance of the evidence to the Commission that:

1. The school facility, or the property to which the school facility & attached, will be needed by the Detrict to
accommodate future growth of the Detrict; or

2. Use of the school facility or other real property by a charter would have a meterially negative inpact on the
overall educational environment of an educational campus located wihin five hundred feet (500%) of the
school facility or other real property sought to be kased by the charter.

The tems of a kase executed between the District and a charter shall provde thet the kease shall be cancelled

and be of no eflect if the charter:

a. Fak to use the facility or other real property for direct student instruction or administrative purposes within
two (2) years of the eflective date of the kase;

b. Closes, hes is charter revoked, orhes is charter application denied by the charter authorizer; or

c. Intially uses the facility or other real property, but then kawes the facility or other real property unused for
more than one hundred eighty (180) days.

If requested or agreed to by the charter, The District may sell the unused or underutilized facility or other real
property to the charter for FMV.

If the District decides to sell, kase, or otherwise transfer owrership of a District facility, a charter® located
wihin the Dstrict’s geographic boundaries shall have arnght of first refisal to purchase or kase the facility for
FMV. The charter’s right of fist refisal shall continue for two (2) years affer the date the Dstrict kst used the
school facility or other real property as an academic facility.

If the District decides to sell or kase a Dstrict facility or other real property that has been identified by the

Division as an unused or underutilized school facility to athird party that 5 not a charter, then the Dstrict may

not sell or kase the facility urtil the bter of:

= Two (2) years after the date the facility or other real property & identified by the division as an unused or
underutilized public school facility, so long as no charter has clhimed aright of access oraright of first
refusal; or

=  Three (3) years from the date the District facility or other real property has been identified by the division as
an unused or underutilized public school facility if the District designated the facility or other real property
to be reused, renovated, or dermolished as part of a specific committed project or plnned new corstruction
project n the Dstrict’s facilities master phn.

The Detrict may petition the divsion for a waiver of the time restrictions for the sak or kase of a District’s
unwsed or underutilized facility. The petition shall include a staterment that the District believes that no charter
would be nterested in kasing or purchasing the unused or underutilized school facility. If the District receives a
waiver, the Destrict may mmediately sell, kase, or otherwise dipose of the unused or underutilized facility.
The Destrict may appeal the denal by the Division of a waer to the Commission.

The Superintendent may submit a request to the Board of Directors for authorization to sell surplus real
property. Once the Board of Directors hes authorized the sake of such surplus real property, the Superintendent
or desgnated individual(s) may sell that surplus real property asthe need arses and this policy allows. The
Superintendent or designee(s) shall be resporsible for getting a determination of the objective FMV of suplus
real property?. The ditrict will strive to dispose of surplus iems at or near their FMV. The real property may be
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Isted for sak with a real estate broker, and the Superintendent or designated individual may contract on behalf
of the dstrict to pay the usual and customary sales commission for such transactions, upon sak of the property.
If the Superintendent chooses to dispose of the surplus items by bid, the Superintendent or designee(s) may set a
minimum or resene price on any em, and may reject all bids. The Superintendent or designee & authorized to
accept the high bid’ provided the high bid & at or near FMV without further Board action unkess the high bid
comes under the jurisdiction of Arkansas ethics kgislation, in which case the provisions of AC.A. 88 6-24-
101-107 would apply.

If attenpts at public saks fail to produce any nterested buyers or bidders, such remaining unsold real property
may then, if agreed to by the Superintendent and Board of Directors, be dorated to appropriate education
rebted entities, not-for-profit organizations, the county, city, or ncorporated town in accordance with the
provisions of state w8

Iterrs obtained with federal funds shall be handled in accordance with applicable federal regulations, if any.

The Detrict may not make a part of the disposal of Detrict real property a covenant that prohbits the sale or
kase of former Dstrict facilities or other real property to a charter that s located within the Dstrict’s
geographic boundaries.

Disposal of Surplus Real Property After Consolidation

Except as otherwise prohibited by this polcy, real property of a consolidated school dstrict that 5 no longer
being used for educational purposes and has not been sold, preserved, kased, or dorated two (2) years after the
eflective date of consolidation shall be made available for use by a publicly supported institution of higher
education, a technical institute, a community college, a not-for-profit organization, acouty, aciy, or
incorporated town by the Board of Directors for the following purposes:
e Hawving the real property preserved, improved, upgraded, rehabilitated, or enbrged by the doree;
e Holing of clsses by statutorily authorized education rebted entities; or
e Provding community programs and bereficial educational services, socil enrichment programs, or after-

school programs.

Trash
Trash, asdefined n ths policy, may be disposed of n the most cost efficient or efiective method available to
the dstrict

Notes: 1 Ore option when determining FMV i to see what the property’s value & if the property & sold for
sabage orscrap istead of puiting the property up for gereral sake, which may even result in a higher
FMV depending on the property in question

2Due to federal monitoring and disposal requirements, we suggest differentiating the bbeling of iems
purchased with federal funds from non-federal fund iens.

3The FMV of itens must be established prior to their disposal. The determination of the surplus
commodity’s FMV will determine whether the superintendent has to submit i to the board. You need
to docurent how you reached FMV; Digital photos can be very useful, particularly if you decde FMV
seerms low.
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The diposal of items purchased with federal grant funds & gowverned by the follbwing requirements,
which are located at 2 CF.R. §200.313(¢):
(e) Disposition. When original or replacement equipment acquired under a Federal award is no longer
needed for the original project or program or for other activities currently or previously supported by a
Federal awarding agency, except as otherwise provided in Federal statutes, regulations, or Federal
awarding agency disposition instructions, the non—Federal entity must request disposition instructions
from the Federal awarding agency if required by the terms and conditions of the Federal award.
Disposition of the equipment will be made as follows, in accordance with Federal awarding agency
disposition instructions:
(1) Items of equipment with a current per unit fair market value of $5,000 or less may be retained,
sold or otherwise disposed of with no further obligation to the Federal awarding agency.
(2) Except as provided in § 200.312 Federally-owned and exempt property, paragraph (b), or if the
Federal awarding agency fails to provide requested disposition instructions within 120 days, items of
equipment with a current per-unit fair-market value in excess of $5,000 may be retained by the non—
Federal entity or sold. The Federal awarding agency is entitled to an amount calculated by
multiplying the current market value or proceeds from sale by the Federal awarding agency’s
percentage of participation in the cost of the original purchase. If the equipment is sold, the Federal
awarding agency may permit the non—Federal entity to deduct and retain from the Federal share
$500 or ten percent of the proceeds, whichever is less, for its selling and handling expenses.
(3) The non—ederal entity may transfer title to the property to the Federal Government or to an
eligible third party provided that, in such cases, the non—Federal entity must be entitled to
compensation for its attributable percentage of the current fair market value of the property.
(4) In cases where a non—Federal entity fails to take appropriate disposition actions, the Federal
awarding agency may direct the non—Federal entity to take disposition actions.

4ACA. §6-21-815(c)(1) states “a school dstrict shall make unused or underutilized public school
facilities available for kase or purchase”. We have ekcted to only include arequirement for the dtrict to
enter nto a kase of the unused or underutilized property n the polcy because AC.A §6-21-
815(C)(3)(A) albws the charter to petition the Commission to force a kase of the property but does not
alow asmilar forced sak of the property; ths & a separate ssue from the charter’s right of fist refusal if
you decide to sell the property.

5The FMV of tens must be established prior to their disposal. Inthe case of real property, this should be
established by mears of asuney and real estate apprasal by a icensed suneyor and appraiser performed
within the preceding six (6) months.

The dsposal of real property purchased with federal grant funds s goverred by the requirements
contained n 2 C.FR. §200.311, which states in part
() Disposition. When real property is no longer needed for the originally authorized purpose, the non—
Federal entity must obtain disposition instructions from the Federal awarding agency or pass-through
entity. The instructions must provide for one of the following altematives:
(1) Retain title after compensating the Federal awarding agency. The amount paid to the Federal
awarding agency will be computed by applying the Federal awarding agency’s percentage of
participation in the cost of the original purchase (and costs of any improvements) to the fair market
value of the property. However, in those situations where the non—Federal entity is disposing of real
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property acquired or improved with a Federal award and acquiring replacement real property under
the same Federal award, the net proceeds from the disposition may be used as an offset to the cost of
the replacement property.

(@)  Sell the property and compensate the Federal awarding agency. The amount due to the
Federal awarding agency will be calculated by applying the Federal awarding agency’s percentage
of participation in the cost of the original purchase (and cost of any improvements) tothe proceeds of
the sale after deduction of any actual and reasonable selling and fixing-up expenses. If the Federal
award has not been closed out, the net proceeds from sale may be offset against the original cost of
the property. When the non—Federal entity is directed to sell property, sales procedures must be
followed that provide for competition to the extent practicable and result in the highest possible
retum.

(B) Transfer title to the Federal awarding agency or toa third party designated/approved by the
Federal awarding agency. The non—Federal entity is entitled to be paid an amount calculated by
applying the non—Federal entity’s percentage of participation in the purchase of the real property
(and cost of any improvements) to the current fair market value of the property.

6If there & nore than ore (1) charter located within the geographic boundaries of a school ditrict, the
charter authorizing parel will determine the charter that will have the right of first refusal.

" If acharter has aright of fist refsal on the property to be sold and the charter was not the entity who
mede the high bid, the charter must be provided an opportunity to metch the high bid. If the charter agrees
to match the high bid, the charter’s offer to match the high bid must be the bid that 5 accepted.

8 ACA 8§6-13-111 and AC.A §6-21-108 are the statutes that cover donating Dtrict property. Please
keep in mind that selling below FMV hes the same kgal comnotation as dorating. A.C.A. 8 6-13-111(c)
and (d) establish a system for seling dstrict owned real property that fails to draw a buyer at a previously
established Far Market Price. We suggest comsulting the statute for assstance n such asiuation. ACA
8§ 6-21-108 sets forth additional requirements for consolidated school ditricts that & ncluded asa
Separate section kter n the policy.

Legal References: ACA 86-13-111
ACA §6-13-620
ACA §6-21-108
ACA §6-21-110
ACA §6-21-803
ACA §6-21-806
AC.A. 86-21-815
ACA §6-21-816
ACA §6-24-101-107
2CFR 8200311
2CFR §200.313

Date Adopted: Jure 25, 2007

Last Revised: Septerber—102013
July 31, 2017
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7.14—USE OF DISTRICT CELL PHONES AND COMPUTERS

Board members, staff, and students shall not be gven cell phones or computers for any pupose other than their
specific use associated with school business. School employees who use a school ssued cell phones and/or
computers for non-school puposes, except as permitted by Dsstrict policy, shall be stbject to discpline, up to
and cluding termination. School employees may be ssued Destrict cell phores if ther position requires the
employee be available at all times for work related emergencies or the enployee be available to speak with
others on school rebted business when the enployee s away from the office. Employees ssued cell phores for
such puposes may use the phone fr persomal use on an “as needed” bass.?

Students who use schoolissued cell phones andfor conputers for non-school purposes, except as permitted by
the District’s Internet/computer use policy, shall be subject to dicipline, up to and including suspension or
expulsion.

All enployees are forbidden from wsing schookissued cell phones while driving any \ehicle at any tire.
Volation may result in disciplinary action up to and including termination.?

Notes: 1The IRS has changed its postion regarding the use of district sued cell phones for persoral use for
those employees who have a genuine need for a cell phone due to their job’s duties. Cell phones
cannot be ksted as a fiinge berefit, but only as a “kgitimate” need rehted to their job’s
resporsibilities. There 5 no longer aneed to keep track of persoral calls and clim ther value as
income. The drtrict has the option of supplying the phore drrectly to the enployee or of rembursing
the employee for the cost of his’her personal phore that & used for both District and persoral purposes.
Any such rembursement can only be for the specific employee and not any other ndividuals associated
with that enployee’s cell phone phn. There has been no change to the use of school computers for
personal puposes. Use of school issued cell phores and/or computers by board members or enployees
who do not meet the policy’s definition of eligibility for non-school puposes & consdered ncome by
the Internal Revenue Service. “Income” n ths sense means the far market value that the ndividual
would have had to pay for the use of the cell phore or computer on the open market Any board
member, or enployees who do not meet the policy’s definition of eligibility, who uses school-issued
cell phores and/or computers for non-school purposes should be ssued the appropriate IRS form
(2099) stating the amount of income they have been paid by the dstrict.

Pkase be aware that telephone records for both persoral and school business calls of any school
enplyee’s dstrict-provided cell phore can be requested and must be disclosed by the school dtrict
uder the Arkansas Freedom of Information Act

2This sentence & included because insurance conpanies have rued that injuries occuring while
driving and taking on school ssued cell phores are subject to worker’s comp awards.

Cross References: 3.34—CERTIFIED PERSONNEL CELL PHONE USE
447— POSSESSION AND USE OF CELL PHONES, BEEPERS, ETC.
8.25— CLASSIFIED PERSONNEL CELL PHONE USE
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Legal References: IRC §8132(d)
IRC §274(d)
IRC §280F(d)(4)
IRS Publication 15 B

Date Adopted: Jure 25, 2007
Last Revised:
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7.15—RECORD RETENTION AND DESTRUCTION

It 5 necessary to maintain dstrict records in a mamer that provides for efficient document storage and retrieval
and B conducive to eliminating unnecessary record retention. Due to the variety of records that may need to be
retained and accessed, the superintendent shall ersure that all staff receive appropriate training to understand
ths policy. Staff shall ako understand the possble ramifications to the dstrict and/or therrselves for failure to
properly maintain records and follow the requirements contained n ths polcy.

Definitions
'‘Directly or directly interested” (hereinafter "directly™) means receiving conpensation or other berefits
personally or to an ndividual’s household from the person, business, or ertity contracting with the Dstrict.

"Indirectly or indirectly interested” (hereinafter ‘indirectly”) mears that a family member, business, or other
entity n whch the ndividual or a family member has a fnancial nterest will receive compensation or berefits.

‘Record” s defined for the puposes of this policy, as an item or iterrs, whether ekctronic or meterial, thet are
created by, at the request of, or received by and purposefully retained by a board member, administrator, or
empbyee in the ordmary course of Ditrict business. Examples include, but are not limited to:

Any kind of correspondence;

Cakendars;

Conputer files and docurents (Which may include drafts);

Tekephone logs;

BExpense records;

Audio or video recordings that are created for the purpose of monitoring the security of Dtrict property or
the safety of Dstrict students;

e Documentation rebted to transactions or contracts for!

o Services with Board members, administrators, employees, or members of ther families covered under
the statutorily defined ethical restrictions associated with a contract for services provided for the Dstrict
nwlving aBoard member, administrator, or employee who "drectly or indirectly” berefits from the
contract;

o Aneenption ganted by the Arkarsas Department of Education (ADE) from the statutorily defined
ethical restrictions associated with a contract for enployment or for services provided for the Detrict
that involves a Destrict administrator, board menber, or enployee.

The superintendent shall be resporsible for establishing a schedule for the routine destruction of dtrict
records that accommodates the needs of the dstrict. The schedule shall specify the ength of retention
for any records not specifically delinreated by ths policy and be dstributed to staff on a need-to-know
bass according to their respective employment duties and resporsibilities. The schedule should
accomnodate the need for records to be stored asablend of printed, bound and ekctronically recorded
(e.g, audio tape, video tape, micro-fiche, computer disk) meterial. The superintendent or designee shall
ensure the effective and efficient securing, cataboging, storing, and appropriate scheduled destruction of
all records.

The following records categories shall be retained for the time specified.

a Board of Education Minutes — forever
b. Personrel fles — forever
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C. Student fles —urtil the student receives a high school diplbbma or is equivalent, or s beyond the age of
compulsory school attendance?

d. Student records of atiendance/graduation — forever®

e. Finarcial Records —five (5) years*

f.  Documentation, including ktters of approval, rebted to transactions or contracts for services cowvered by
this policy and Arkansas statutes for Board members or members of their families or for waners granted to
District employees - thirteen years®

g. Documentation relting to payments or reimbursements made by a vendor on behalf of a board member,
administrator, or enployee for travel, lodging, food, registration, entertainment, or other expenses® — Three
(3) years

h. Emplbyment applications, including applicant Ists, applicant nterview evaluations, docurentation n
resporse to requests for reasons for afailure to be nterviewed and/or hred, and hring determinations - five
(5) years’

i. Bxpenditures made wih federal grant nonies® — governed by the tems of each grant

J- Video Suneillance Recordings —the timeline established in Policy 4.48—VIDEO SURVEILLANCE

k. Emails —whatever the district’s policy  on this subject?

I.  Documents filed with the IRS, including those required n Policy 7.23-Health Care Cowerage and the
Affordable Care Act —four (4) years

m. Statewide assessment security agreement — Three (3) years

The superintendent or designee shall be responsible for determining when there & aneed to nterrupt the routine
destruction of records.I°When the superintendent or designee mekes the decksion to cease the routine disposal of
records, staff afected by the decision shall be promptly nformed of the decsion and of the rature of records
that are to be retained. Such records shall be retained urtil the superintendent or designee has authorized their
destruction. Enployee training on the dstrict’s records retention schedule shall specifically include nformation
on the records that may need to be retained due to pending disciplinary or kgal actions which otherwise are
subject to routine diposal. If an employee has doubt about the need to retain any record otherwise scheduled

for destruction, hefshe shall consult with the superintendent or designee prior to destroying such records, !t

The records’ storage system devsed by the superintendent and designee(s) shall be organized n a manner that
erables the efficient reftrieval of data and documents. The ditrict shall have adequate backup of critical data
which & stored ekctronically.2The system shall be communicated to enployees n amanrer that ensbles them
to understand and follow the system’s requirements.

In retaining and destroying records, no enployee shall:

e Destroy, alter, mutilate, conceal, cover up, fakify, or meke afake entry in any record that may be
conmected to adisciplinary metter or bwsuit or to a matter within the jurisdiction of a federal or state
agency, n viohtion of federal or state bw or regulations.

e Alter, destroy or conceal a document, or attenpt to do so, with the ntent to impair the document’s
availability for use n adsciplinary matter, bwsuit or an official proceeding or otherwise obstruct, fluence
or impede any bwsuit or official proceeding, i violtion of federal or state bw or regulations.

o Retaliate or discriminate against an enployee who refuses to violte ths polcy or to coerce or threaten an
empbyee to volate ths policy.

Failure to follow the requirements set forth n ths policy ey result in disciplinary action against the

emplyee(s), up to and including termination. The dstrict’s board of directors prohibits and will not tokrate any
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form of reprsal, retaliation or discrimination against any employee who, n good faith, hes attenpted to conply
with ths policy.

Notes: *Whie ACA §6-24-105()(1)(A)(i) permits a ditrict to employ a Board member's family member
for up to $5,000, and (C)(2)(A)(i) permits a ditrict to enter o a non-enployment contract with a
board member’s family member for up to a $10,000 limit, during the total tenure of the Board member
without the District having to receive wahers for such employment, the need to retain documentation
for all compensation exwsts if for no other reason than to establish when that the imit may be reached.

2These are the records required to be maintained during a student’s attendance at your district and must
be aigned with Poicy 4.38—PERMANENT RECORDS.

3Ths & limited to the dates a student attended school in your district and if the student eamed a
dplbma. Ths & formation students and adults need from time to tire to prowe they ived somewhere
or to enroll n acollege, for security clearances, or for background checks.

“Ths & asuggested kngth of time. The mnimum time your dtrict must keep financial records
(specifically original recepts of dstrict expenditures) & urtil the records have been audited. In setting
up your retertion schedule, you might corsider the warrantee and/or deprecition schedule of the items
puchased and keep all fnancial records urtil, at a mnimum, the warranty hes exprred or the itiem hes
been fully depreciated. As with all other retertion schedules, relevant data must be retained if there &
pending ltigation or the lkelihood of Ikigation until the matter s resohved.

SAC.A 8§6-24-115 makes it acriminal act to violte the statutes governing Board member and District
employees' ethical behavior. A.C.A. §85-1-109(c)(2) allows for a public servant to be charged for
felonious conduct for up to ten years afier the officer kaves office or the violation should have been
discovered (whichever comes frst), but ths can be extended by an additional three years if the
ndividual s out of state for a continuous period under A.C.A. § 5-1-109(g). While enmployees are not
public servants, we chose the simpler position of having the same retertion requirements for both
Board members and enployees.

6 ADE’s ruks only require all documentation to be retained for an individual if the total amount of the
payments or reimbursements from vendors the individual receives during the fiscal year amount to
three hundred dollars ($300) or more. We recommend retaining the documentation on all ndividuals
regardless of whether the dollar amount was reached.

"The requirements contained wih A.C.A §21-3-302 and 303 recessitate the addition of this record
retention category. The five (5) year retertion length & not required by statute but 5 recommended.
Any civil sutt that would require the docurents included n the employment application would be
barred afer five (5) years by AC.A § 16-56-115. Retertion for the fve years would assure you had the
necessary records if asui was fied during that time.

8\We suggest making ths determination on a case-by-case bask wsing the btest of. the temms required by

the grant, any rebted ltigation & concluded, the records have been audited, or the 5 year statute of
Iimitations for contracts.
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Routine dektion of records, email or other records, & not a problem so long as prompt action i taken
to stop the dektion rebting to matters that common sense and/or previous exXperience ndicates could
resut n kgal and/or disciplinary action. In dstricts that have routine deketion settings for electronic
devices, the person resporsible for haking the routine destruction of dstrict records will need to inform
the dstrict’s Network Administrator (or equivalent) when events trigger the need to refain information
that would otherwise be routinely deketed.

19Due to the potential adverse repercussions for the failure to cease the destruction of such records, the
person resporsible for making a “cessation” decsion should be close to the source of the cause
precpitating the cessation. When an incident occurs that comnon sense and/or previous exXperience
ndicate could result n kgal and/or dsciplinary action, the routine destruction of district records relating
to the incident must be suspended until such time as the kegal or diciplinary action, or the likelihood of
such action, has concluded. The Federal Rukes of Civil Procedure (FCRP) asamended n December of
2006 specifically require litigants to be able to produce pertinent electronically stored nformation
(ESI). FCRP’s Ruk 37(f) specifically acknowledges the need for routine deketion of records. The ssue
becomes one of a “good faith” effort to stop record destruction when necessary. The committee’s
(responsible for developing the rukes) notes onths metter state, “When a party is under a duty to
preserve information because of pending or reasonably anticipated litigation, intervention in the
routine operation of an information system is one aspect of what is often called a ‘litigation hold.”
Among the factors that bear on a party’s good faith in the routine operation of an information system
are the steps the party took to comply with a court order in the case or party agreement requiring
preservation of specific electronically stored information.” Records which cannot be produced n a
timely manrer and/or have been destroyed when common sense and/or previous experience indicated
kgal and/or diciplinary action could result can cause the ditrict umecessary and expersive trouble.
Besdes the nevitable bad public rebtions of having destroyed records that, the press will be sure to
port ou, obviously should have been retained, there can ako be significant fnancial costs and/or
peralties for the process of attenmpting to retrieve the records. ASBA would like to stress that deleting
ekctronic records doesn’t really get rid of them until they have been overwritten several times by new
entries. The process of getting to the supposedly deleted ESI can be a costly ore.

Uif there & any doubt concerning the need to retain, prudence would dictate retention.

12\hile there & aneed andlor a plce for different formats of document storage/retention (paper, audio
tape, video tape, micro-fiche, computer dik), the space required for records storage quickly ftits the
equation in favor of ekctronic methods to the maximum extent possble. The vast majority of
documents can be transferred ekectronically (if created electronically) or scamned nto adigital format (if
created on paper) and stored on external hard drves, frewalls, seners, tape drives, CDs or DVDs.
Whik ths method/process & not free, it can be rebtively nexpensive and quite possbly sawe the
dstrict money n the ong run when stored records are needed. Comsult with your dstrict’s technology
person to devse the system that will best meet your dstrict’s needs, but here are a tw ponts to
corsider. 1) When scaming, store the documents as PDFs which wses litle memory space. If you do
the scaming n an Optical Character Recognition (OCR) format, the final documents can be stored n a
data base and searched which can save you many hours and much frustration when you need to refrieve
sorething (Which &, afier all, the reason for the storage). 2) Make mukiple copies of the stored
docurents on separate extermal storage devices and store the duplicate devices at separate locations to
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ensure the survival of at keast ore copy if there & afire or ratural diaster that destroys ore of the
storage stes. Ths should be included as part of the dstrict’s Dmaster Recovery Phn. 3) It 5 important
to remember that technology gets old and obsokte. This necessitates that you establish a schedule ora
trigger for the updating of the stored data/documents thet are to be retained for more than 10 years. For
example, 5” foppies are nearly extinct. If you had stored any such floppies, t would be necessary to
convert them to a more modern storage device. In short, you need to nclude fie format
update/upgrades as part of your dstrict’s technology phrs.

Cross References:  Policy 3.19—LICENSED PERSONNEL EMPLOYMENT
Polcy 8.13—CLASSIFIED EMPLOYMENT

Lecal References: AC.A. §5-1-109(c)(2), (@)
ACA §6-13-619
ACA §6-17-104
ACA §6-17-2301
ACA §6-18-901
AC.A. §6-24-102(8)(15)
AC.A §6-24-105(d)
AC.A §6-24-106(c)(6)
AC.A §6-24-107(c)
ACA §6-24-115
ACA §21-3-302, 303
ADE Rukes Gowerning Ethical Guidelines and Prohbitions for Educational Administrators,
Employees, Board Members, and Other Parties
ADE Ruks Gowerning the Arkarsas Educational Support and Accountability Act
26 CF.R §316001-1
MACFR 8§92
Federal Rukes of Cml Procedure Numbers 16, 26, 33, 34, 37, ad 45

Date Adopted: Jure 25, 2007

Last Revised: May-19-2014
July 23, 2018
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7.16—INFORMATION TECHNOLOGY SECURITY

The superintendent shall be resporsible for ersuring the dstrict has the necessary comporents in plce to meet
the dstrict’s needs and the state’s requirements for mformation technology (IT) security. To ad the
superintendent i creating, monitoring, and updating the Dstrict’s IT Security system, the superintendent shall
appont an nformation security officer (ISO). The ISO shall be responsible for:

a) Owerseeing the Detrict-wide IT security system;

b) Dewelopment of Dstrict IT policies and procedures;

c) Dewelpment and kading of employee traning on the IT Security requirements;

d) Emsuring conpliance with the adherence to the Arkarsas Department of Education (ADE) IT Security

standards.

The 1SO shall work with other IT staff, the superintendent, and district management apponted by the
superintendent to develop a Drtrict IT Security system necessary to meet the requirements of ths policy and
ADFE’s standards. The IT security system shall contain the necessary components designed to acconplish the
following:

1. The Dstrict IT security system shall contain mechanisms, policies, procedures, and technologies recessary to
prevent diclosure, modification, or denial of sersitive information.

For the puposes of the IT Security system, ‘Semsitive data” & any and all student and employee data that &
ether persorally dertifiable nformation (PII) orany non PIlI nformation that, if assembled together, would
allow a reasonable person to dertify an individual. Sersitive data includes, but 5 not imited to:
e Student persorally identifiable nformation, except as allowed by the Family Educational Rights and
Privacy Act (FERPA);! and
e Enpbyee persorally idertifiable nformation, except as required by Ark. Code Am. § 6-11-129.

All Ditrict employees having access to sersitive information shall receive annual IT security traning, which
shall enphasize the enplyee’s persomal resporsibility for protecting student and employee information.

2. Physical access to computer facilities, data roons, systens, networks and data will be imited to those
authorized personnel who require access to perform assigned duties.

User workstations shall not be kft unattended when logged into sersitive systems or data that includes student
or emplyee information. Workstation settings shall be set for automatic log off and require a password for the
system to restore from screensavers.

All equpment that contains sersitive nformation shall be secured to deter theft. No sersitive data shall be
retained on bptops and/or renote devices (home computer, thumb drives, cell phones, CDs, efc.) wunless it &
encrypted n accordance with the Arkansas State Security Office’s Best Practices.

Senver roonms and tekecommunication roorrs/closets shall be protected by appropriate access control. The rooms
shall be segregated from gereral school or Detrict office areas to restrict access. Server room access control
shall be enforced wsing restricted keys? to alow unescorted access only to IT or management staff who require
the access to perform ther job functions.
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3. Network perimeter controls wil be mpkemented to requiate traffic moving between trusted nternal (Dstrict)
resources and external, untrusted (internet) entities. Al network transmission of sersitive data shall enforce
ercryption where technologically feasible.

The Detrict shall maintain a retwork configuration maragement program that includes at a mnimum:
a) Anretwork diegam dentifying all connections, addresses, and purpose of each comrection including
management approval of all high rsk inernet facing ports such as meil (SMTP/25), file tramsport
protocol (FTP/20-21), efc.

b) Al public facing (nternet) senvers and workstations segmented on a demilitarized zone (DMZ2) thet
keeps them separate from the internal District network. Segmentation shall be through frewall, router,
wvitual local area network (VLAN), or asimilar network access control device that does not allow
nernet traffic to access any nternal system without first passing through a DMZ or network  device
rue set

Al wieless access shall require autrentication. The DISTRICT wireless retworks will deploy network
authentication and encryption n conpliance with the Arkansas State Security Office’s Best Practices. Scans for
rogule Wieless devices will be conducted at a mnimum monthly. Any Rogue wireless device shall be disabled.

Remote access with conrectivity to the Ditrict internal retwork shall be achieved wsing encryption.
Appropriate. WARNING BANNERS shall be implemented for all access ponts to the Ditrict nternal retwork.

4. System and application access will be granted based upon the keast amount of access to data and programs
required by the user in accordance with a business need-to-have requirement.

The Detrict shall enforce strong password maragement for:
e Enplbyees and contractors as specified n Arkansas State Security Office Password Management
Standard.
e Students as specified n Arkarsas State Security Office K-12 Student Password Management Best
Practice.

User access shall be limited to only those specific access requirements necessary for an enployee to perform
his/her job functions. Where possble, segregation of duties shall be utilized to control authorization access.

User access shall be granted and terminated upon timely recept of a documented access request/termination.
All access requests shall require approval by the ISO or designee. Ongoing access shall be reviewed for all
wsers at a mnimum amnwally.

Audit and bg files shall be gererated and meintained for at keast ninety (90) days for all critical security-
rekvant events, including but not imited to:

e Invalid logon attempts;

e Changes to the security policy/procedures; and

e Faied attempts to access objects by unauthorized users.

IT administrator privileges for operating system(s), database(s), and applications shall be limited to the
mhimum nuber of staff required to perform these sersitive duties.
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5. Application develbpment and meintenance for in-house dewveloped student or firancial applications will
adhere to industry processes for segregating programs and deploying software only after appropriate testing and
management approvals.

Any cwstom-built student or financial applications or supporting applications that interface, ntegrate with, or
provide queres and reporting tofrom student or firancial systems shall be developed wsing a system
development e cycke approach that incorporates at a mnimum:

a) Phnning, requirements, and desgn;

b) User acceptance testing (UAT);

¢) Code revews; ad

d) Controlled migration to production.

Any changes to core or supporting applications that provide student or financial processing or reporting shall be
nplemented in acontrolled manrer that ncludes at a minimum:

¢ Documentation of any change, including changes to both nfrastructure and application;

e Management approval of all changes; and

e Controlled migration to production, including testing as approprite.

6. Monitoring and responding to IT rebted incidents will be designed to provde early notification of evenis and
rapid resporse and recovery from internal or external network or system attacks.

The Dstrict shall develop and maintain an incident response pln to be used in the event of system compromise
that shall include:

a) Emergency contacts;*

b) Incdent conainment procedures; and

¢) Incident resporse and escaltion procedures.

7. To emsure continuous critical 1T services, the District ISO will develop a business continuity/disaster
recovery pln appropriate for the sizz and complexity of the Ditrict IT operations.

The dstrict-wide business continuity pln shall include at a minimum:

e Procedures for performing routine backups at kast weekly and the storage of backup media at a secured
bcation other than the server room or adjacent facilities. Backup media shall be stored off-site a
reasorably safe dstance from the primary sernver room and retained n afre resstant receptacle.

e Asecondary backup processing location, such as another School or District building, shall be dertified.

e Adocumented calling tree with emergency actions to include:

o Recowery of backup data;
o Restoration of processing at the secondary location; and
o Gereration of student and enployee Istings to emsure an accurate head court.

8. Sener and workstation protection software will be deployed to identify and eradicate malicious sofiware
attacks such as viuses, spyware, and maelware.

Spyware and virus protection software shall be irstalled, dstributed, and maintained onall production
phtforms, including:
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a) Fiefprint seners;

b) Workstations;

¢) Emuil seners;

d) Web seners; and

e) Application and database senvers.

Malicious software protection shall nclude:
o  Weekly update downloads;
e Weekly scaming;
e The nulicious software protection to be in active state (reakime) onall operating seners/workstations.

All security-relevant software patches shall be applied within thirty (30) days and critical patches shall be
applied as soon as possble.

Notes: 1 More information on FERPA may be found n Policy 4.13—PRIVACY OF STUDENTS’
RECORDS/ DIRECTORY INFORMATION.

More nformation, including a copy of ADE’s IT Security Policy, may be found at
https://adedata.arkansas.gov/security.

2 Insert the method  used to restrict access. The types of methods suggested are keys, ekctronic card
readers, or a similar method.

3 Insert your nmethod for segmentation of the network. The recommended methods are frewall, router,
wvitual bocal area network (VLAN), or asimilar network access control device that does not allow
nernet traffic to access any nternal system without frst passing through a DMZ or network  device
rue set

4The It of recommended emergency contacts contains:
a) Verdors;
b) DIS;
C) ADEAPSCN;
d) Law enforcement; and
e) Detrict employees.

5 ADE recommends that districts consider implementing enterprise senvers for required updates to
corserve network resources.

Lecal References: Commissioner’s Memo RT-15-010
ACA §4-110-101 et seq.

Date Adopted: Septerber 10, 2013
Last Revised: July 31,2017
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7.17—FOOD SERVICE PREPAYMENT

Meal Charges!
The Detrict participates n Provsion 2 and provides meals to all students at no charge. The Detrict does not
provide credit for staff to charge for meals or for staff and students to charge for a b carte or other food and
beverage iems available for purchase in the school food service areas. Ak carte or other food and beverage
tems may be purchased by providing payment for the tems at the time of recept. Staff and parents, or students
choosing to do so, may pay n advance for a b carte or other food and bewverage ens by submitting cash or
check payment to the food senvice, main or dstrict office.

Altemative Meals®
The Detrict does not provide akernative meak for students.

Notes: Ths policy & similar to policy 451 If you change ths policy, pease review 451 atthe same time to ensure
applicable consistency between the two.

Whike dstricts have the option to allow staff and students to charge for meak, a kb carte items, and
alernative meaks, we have not provided any options that would allow staff and students to do so because
Chapter 3 of the federal Far and Accurate Credit Transaction Actof 2007 (15 U.S.C. §1681 et seq.), along
with its accompanying regultions (16 C.FR. part 681), requires “creditors” to implement an Identty Theft
Protection Program. We see the establishment and maintenance of an identity theft protection program to be
a financial and potentially time-consuming burden. Dsstricts can avoid this burden by not having practices
deemed to make them “creditors”, such as through the hinguage n this policy.

A copy of ths policy must be communicated in writing at least once to all households at the start of each
school year and to households of students who transfer to the school during the school year. Some
suggestions on communication methods are to include a copy of the policy in:

= Student enrollment materals;

* Print versions of student handoooks; or

= Notification methods on applying for free or reduced price meak.

The United States Department of Agriculture (USDA) does not consider providing acopy of this policy
only in electronic format to satsfy the communication requrement.

A written copy of ths policy must be provided to all staff responsible for policy enforcement. This includes:
School food service professionals;

Staff involved in notifying families of low prepaid account balnces;

School social workers;

School nurses; and

The LEA homeless student liason.

moow»

Legal References: Commissioner’s Memo CNU-17-003
Commissioner’s Memo CNU-17-024

Date Adopted: September 10, 2013
Last Revised:
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7.18—DISPOSAL OF NON-NEGOTIATED CHECKS OR UNCLAIMED PROPERTY

State bw specifies how the district & to dispose of retained funds n the form of ssued but non-regotiated
checks that have been not been presented for payment within ore calendar year. The dstrict shall dspose of
these refained funds in accordance with the bw and remit the amount of all non-negotiated checks to the
Unclaimed Property Division of the Arkansas Audtor’s Office.

The dstrict shall meke agood faith effort to return physical items that have been kft on dstrict property to ther

rghtful owrers. When contact nformation s known for the owner of an iem of a non-perishable rature kft at

the drtrict, the ditrict shall use the information to attempt to contact the owrer to inform him/her of the

bcation of the item. Owrers of such items shall be ghven at kast three weeks® to pick up the iem heshe kft at

the dstrict If the owner fails to pick up the iem within the time albotted, the dstrict may dispose of te iem n a
mamer of t’s choosing.

The dstrict s uder no obligation to retain an abandoned, pershable iem kft on ditrict property.

Notes: The fist paragraph of ths policy & short, but it has great inportance especially if your dtrict has not
been submitting reports as the bw requires. Checks are corsidered to be non-negotiated when they
have not been pad by the bank fiom the school dstrict’s checking account and shown as ckared on the
school dstrict’s bank statement. Funds are corsidered ‘unclaimed” after a check has been ksted and
mailed, but 5 not presented for payment at the bank or appear on the bank statenent n the 12 month
period after it has been ssued. Drtricts are required to file amual reports by October 31.

The state auditor’s website hitp//Awww.auditor.ar.gov/index.html has a section that does a good job of
exphining the requirements.

1You may choose the time period that works for your district. Enforcing the time limit may depend on
the item that has been kft behind and possble crcumstances surounding how the iem was kft at the
district.

Lecal References: AC.A §18-28-201
AC.A §18-28-202(12), (c), (d)
AC.A. 818-28-204
ACA §18-28-206
ACA §18-28-207
AC.A §18-28-208(a)
ACA §18-28-210()(c)
ACA 8§18-28-217
ACA §18-28-221(a)
ACA §18-28-224

Date Adopted: September 10, 2013

Last Revised: May-192014
July 31, 2017

© 2018 Arkansas School Boards Association Page 42


http://www.auditor.ar.gov/index.html

7.19—SERVICE ANIMALS IN DISTRICT FACILITIES

In accordance with the provisions of the Americans with Dsabilities Act and Arkansas stafutes, service dogs
and trained miniature horses! (hereinafter referred to as service animals) are permitted for use by individuals
with diabilities on dstrict property and n dstrict facilities provided the ndividuals and ther animals meet the
requirements and resporsibilities covered in ths policy.

When an ndividual with a deability seeks to bring a service animel into a dstrict facility, the district & entitled
to ask the individual if the animal & required because of a disability and what work or task the animal has been
trained to perform.2 The district & not entitled to ask for documentation that the animal has been properly
traired, but the ndividual bringing the animal into a district facility wil be held accountable for the animal’s
behavior.

Any service animal brought nto adstrict facility by an ndividual with a dsability must have been trained to do
work or perform tasks for the ndividual. The work or tasks performed by the service animal must be directly
rehted to the handler’s dsability. Examples of work or tasks nclude, but are not mited to, asssting individuals
who are bliind or have low vsion with navigation and other tasks, akrting ndividuals who are deaf or hard of
hearing to the presence of peopk or sounds, providing non-violent protection, pulling awheelchair, assiting an
idividual during a seizure, akrting ndividuals to the presence of alergens, retrieving ems such as medicine,
providing physical support and assstance with balbnce and stability to individuals with nobility disabilities,

and heing persons with psychiatric and neurological disabilities by preventing or interrupting impulsive or
destructive behaviors.

Individuals with disabilities shall be permitted to be acconpanied by their service animals i all areas of a
public entity’s facilities where menbers of the public, participants n senices, programs or activities, or
nvitees, as rekvant, are alowed to go.

Aservice anmal shall be under the control of iis handler. A service animal shall have a hamess, kash, or other
tether, unless either the handler 5 unable because of a diability to use a hamess, keash, or other tether, or the use
of a hamess, kash, or other tether would mterfere with the service animal’s safe, efective performance of work
or tasks, m which case the service animal must be otherwise under the handler’s control by means of voice
control, signals, or other eflective means.

Aservice anmal shall be groomed to prevent shedding and dander and shall be kept clean of feas and ticks.

Drtrict staff may ask an individual with a disability to renove aservice animal from the premises if:

1. The animal & out of control and the animal’s handler does not take effective action to control i;
2. The animal & not housebroken; or
3. Making reasonable accommodations for the service animal’s presence would fundamentally

alter the nature of the service, program, or activity.
If the district excludes a service animal due to the reasons Isted abowe, the drtrict shall gve the individual with

a dsability the opportunity to participate in the service, program, or activity without having the senvice animal
on the premies.
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The Dstrict and its staff are not resporsible for the care or supervision of a service animal brought onto district
property or into dstrict facilities by an ndividual with a disability. Students with service animals are expected
to care for and supervise their animal. In the case of ayoung chid or a student with diabilities who 5 unabke to
care for or supervise the service animal, the parent s resporsible for providing care and supervision of the
animel. Prior to working n the school, any person resporsible for providing care and supervision of the animal
must go through the same process for background checks as required of all enployees of the school system.

The Detrict shall not ask or require an ndividual with a disability to pay a sucharge, even if peopke
accormpanied by pets are required to pay fees, or to comply with other requrements gererally not applicable to
peopk wihout pets.*

Notes: The Department of Justice has published an FAQ on service animals. A copy may be found on the
Policy Resources Page at htfp//arsba.org/policy-resources.

L A senvice dog may be any breed even if the breed & restricted by a bocal ordinance. A miniature horse
B not ore specific breed, but may be ore of several breeds, with dstinct characteristics that produce
animals suted to service animal work. The animals gererally range in height from 24 inches to 34
inches measured to the withers, or shoulders, and gererally weigh between 70 and 100 pounds. There
5 abit more fiexibility for Ditricts in determining if a facility can accommodate a horse than for a dog.
Mhiature horses are kss fexible than dogs and therefore may not ft into smaller spaces aswell as a
dog In specific mstances when the horse’s size poses a kgitimate safety hazard, the horse could be
prohibited from that specific event or facility. Keep n mind, howewer, that if a facility could reasorably
accommodate a 24” dog, t coud lkely accommodate a24” horse.

2Dwtricts are not alowed to ask about the mature or extent of a person’s disability.

4The Datrict can only charge an individual wih a disability for damage caused by his or her senvice
animal if it charges other ndividuals for damages they cause.

Lecal References: 28 CFR §35.104
28 CFR §35.136
28 CFR. §36.302
ACA §20-14-304
ACA. §20-14-308

Date Adopted: Septermber 10, 2013
Last Revised: July 31, 2017
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7.19.1—THERAPY ANIMALS

Definitions
“Therapy anmmal” means an animal that s a graduate of a program through an assstance dog organization that
5 amember of Therapy Dogs International or a similar nonprofit organization that attermpts to select the highest
standard of training for animals for the purpose of enotional support, well-being, comfort, or companionship to
school dtrict students. Therapy animels are the personal property of a school dstrict employee or volunteer
and are not owned by the school dstrict. Therapy animals do not meet the definition of “Service animals™ under
the Americans wih Dsabilities Act

“Therapy animal handler” means an employee of the school dstrict or volunteer who hes received training and
passed an evaluation from Therapy Dogs International or a similar nonprofit organization for handling a
specific therapy animal and who will be handling and overseeing care of that specific therapy animal for the
entire time the animal & on a Dstrict campus.

The Detrict recognizes that specilly trained therapy animals can provide educational berefits for Detrict
students. Dstrict staff who wish to have therapy animals mede available to students shall submit a pln to the
buiding pricipal. The proposal shall address all of the following areas:
1 The bcation for the therapy animal to be kept when the therapy animal & on campus, which must meet
all of the following conditions:*

a Direct access to the outdoors to permit the therapy animal to enter and exit the building without
wing the bulding’s mterior hallways;
Free of an inake for the building ventilation system or an independent \ertilation system;
Non-porous surfaces, ncluding carpet-free floors, for easy har remowval, clkaning, and sankation;
2. The proposed therapy animal or the therapy animal service provider:

a The certification the proposed therapy animal hes received, including the training required t
receive the certification;
the credentials of the certification providers ;
Copy(ies) of the termperance evaluation (S) of the proposed therapy animal;
The credertials of the termperance evaluator(s);
Proof Demonstrating the therapy animal s curent on all vaccinations;
3. Students:

oo

© Q00T

a The set(s) of students whom the therapy animal 5 ntended to sen;

b. Proposed traning to be provided to students on the appropriate behavior and treatment of the
therapy animal;

C. Consequences for inappropriate treatment of the therapy animal;

d. The anticipated goak for and intended wses of the therapy animal;

4, The therapy ammal’s handler must provide:

a The ndividual(s) who will be responsable for handling the therapy animal,

b. Training obtained by the proposed handler(s);

C. The credentials of the providers of the handler’s training;

d. Proposed schedule for the hander(s) to provide necessary care for the therapy animal, ncluding
exercise, feeding, watering, bodily functions, and any clkanup resulting from caring for the animal;
and

e Proof of an insurance policy that provides Iability coverage for the therapy animal while on Detrict
property.
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The building principal may reject the proposal if.

o The proposal does not meet the requirements of ths polcy;

o The pricipal does not perceive any educational berefit to be achieved based on the nformation
contained in the proposal,

o The building principal beleves that the time required to meet the needs of the therapy animal &
nconsistent wih the assigned duties of the school employee(s) proposed as the therapy animal’s
handker(s); or

o The proposal & otherwise inconsistent with the needs of the school or school building.

The building principal shall submit any proposal the principal desies to be approved to the superintendent, or
designee, for fnal review and approval. If the superintendent, or designee, approwes the proposal, the
superintendent, or designee, shall submit written approval for an individual documented therapy animal or for a
therapy animal service before the ndividual animal or an animal provided by the therapy animal service may be
present on a Detrict campus.

Any approved therapy animal program may have iis approval suspended or curtailed, at any time, for any
reason. Dtrict enmployees shall not receive any additional pay, stipend, or compensation for providing the
therapy animal or for being the handler and/or the owner of the therapy animal. The supervision and care of the
approved therapy animal & sokly the responsibility of the therapy animal handler(s) when the therapy animal &
on a Detrict campus. The therapy animel handler will assume full resporsibility and lebility for any damege to
school dstrict property or njury to dstrict staff, students, or others while the therapy animal & on a Dstrict
campus. The therapy animal handler must maintain an nsurance policy that provides Iebility coverage for the
therapy animal whike on Detrict property.

Approved therapy animals must be clean, well groomed, n good heakh, house broken, and be curent on all
vaccinations and immunizations. An approved therapy animal shall have appropriate idertification dertifying i
as atherapy anmal at all times while on Detrict property. The therapy animal shall be under the control of the
therapy animal’s handler(s) at all times, which requires the therapy animal be attached to the therapy animal’s
handler by means of a kash or hamess wherever the therapy animal & on Dsstrict property and outside of is
designated room

The buikding principal & to receive a\erbal report within fifteen (15) minutes of any act of aggression or

defensive behavior by the therapy animel towards a human, which ncludes vocalizations such as growling, or

any aggressive or neppropriate behavior by astudent directed toward atherapy animal. A full written incident

report shall be submitted to both the builkding principal and the superintendent, or designee, before the close of

the following school day. An act of aggression or defensive behavior by a therapy animal shall result in:

o An immediate end of the cumrent student’s sesson with the therapy animal;

o The prohbition of any futher nteractions between the therapy animal and students for the remainder of
the school day; and

o Exclusion of the therapy animal from campus urtil the superintendent, or designee, conpletes an
nwestigation and authorizes the therapy animal’s return to campus.

At o time will atherapy animal be taken through a Dstrict building to meet with a student. Students who have
time scheduled with atherapy animal shall go to the room where the therapy animal is located. A student shall
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not schedule orattend asesson wih the therapy animal until the student’s parents, or the student if over
eighteen (18) years of age, provides written authorization for the student to use the services of a therapy animal.

If a student demonstrates symptoms of an alergic reaction during or after a session wih the therapy animel, the
student’s parents shall receive writen notification of the possbility of therr student’s alergy and that the student
shall not have any future sessions with the therapy animal. If other student’s i the same chssroom demonstrate
symptoms of an alergic reaction fllowing a student’s return to chss affer a sesson wih the therapy animal, no
further sessions with the therapy animal shall be scheduled for students in that classroom and the parents of a
student who demonstrated symptoms of an alergic reaction shall receive writen notification of therr student’s
possble alergy.

This policy & not ntended to, and does not, allow students, parents, or staff to bring emotional support animals
onto any Dstrict campus. Individuals who bring an animal onto a Dstrict campus that does not meet the
definition of a service animal under policy 7.19—SERVICE ANIMALS or that has not been approved under
this policy shall be asked to kave campus. Repeated Violations may result in disciplinary or kgal action?

Notes: This & an optional polcy. If you do not wsh to allow therapy animals on canpus, do not adopt this
polcy.

LWhile nore of the itiems on ths lst are required by bw, the itens included for the room standards are very
strongly recommended i order to try and bwer potertial allergy ssues.

2This paragraph & \ery important to ensure that a distinction & made between certified therapy animals, service
animels, and animels an ndividual may have just for the emotional support the animal prowvides.

Cross Reference: 7.19—SERVICE ANIMALS

Date Adopted: July 23, 2018
Last Revised:
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7.20—ELECTRONIC FUND TRANSFERS

Drtrict funds shall only be disbursed by the dstrict treasurer upon the recept of checks or warrants signed by
the Dstrict Board of Diectors' Dibursing Officer and the Superintendent or through the ekctronic trarsfer of
funds. Any ekctronic transfer of funds must be nitiated by the District and authorized n writing by both the
Dibursing Officer of the school dstrict Board of Diectors and the Superintendent

For the puposes of ths policy, "hitiated by the Ditrict” means the Ditrict controls both the timing and the
amount of the funds trarsfer.

The dtrict treasurer shall maintain evidence of authority for the dsbursement i the form of invoices, payrolls
that conform with written contracts on fie n his/her office, or other appropriate docurentation ndicating an
authority to dsburse Dstrict funds.

'Other appropriate docurentation” includes ore-time, signed authorization for recuring transactions. The
Board of Directors Dsbursing Officer must pre-authorize the electronic transfer of funds for non-recurring
trarsactions which can be accomplished by asigned authorization or an email authorizing such a dsbursement
of funds. !

Cross Reference: 116 —DUTIES OF BOARD DISBURSING OFFICER

Notes: ! Commissioner's Memo Com-12-036 suggests the use of emil as away to obtain pre-authorization for
nonHrecurring  ramsactions.  You may add to or change ths lBnguage to reflect ditrict practice provided
adequate nternal control & meintained for such transactions.

The Commissioner's Memo strongly discourages use of dstrict debit cards. Whike we did not include
any lnguage to that eflect in ths policy, we agree with both the ADE and Legislative Audit that
drtricts would be wise to awoid ther wse. The occasional use of Drtrict credit cards 5 unavoidable, but
Legislative Audit urges stringent nternal controls to heb ersure such use & not abused.

Lecal References: AC.A 8§86-13-701()
Cormmissioners Memo Com-12-036

Date Adopted: Septerber 10, 2013
Last Revised:
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7.21—NAMING SCHOOL FACILITIES

Except as otherwise permitted n ths policy or Arkansas bw, the Destrict shall not name any building, structure,
or facility, paid for n whok or n part with Detrict funds, for an individual Iving at the time of s completion
who, n the ten (10) years preceding is corstruction, was ekcted, or held, afederal, state, county, or municipal
office and received asabry for h/her service.

Exceptions to the preceding paragraph may be made when a building, structure, or facility s corstructed
through the use of at keast 50% private funds or, the rame refers to:

1. an individual(s) Iving at the time of is completion and who hes historical significance;

2. an ndividual who & or has been a prisoner of war; or

3. alving ndividual who & at kast 75 years of age and & retired.

Note: This polcy was triggered by Act 1225 of 2013. Prior to the act there were no statutory naming
restrictions applicable to school dstricts. The key lbnguage i the new restrictions & the person must be
ether ekected or held office and received asabry for the office. This would exempt, for exanple,
school enployees and ako school board members, but would include the Commissioner of Education,
the governor, or afederally appointed judge.

Lecal Reference: ACA §25-1-121

Date Adopted: Septenber 10, 2013
Last Revised: May 19, 2014
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7.22—PRIVATE SPONSORSHIP OF EXTRACURRICULAR EVENTS

The Superintendent, or designee, may negotiate for the private sponsorship of an evert to take plce duing the
time alotted for a hal-time break of any of the Dstrict’s interscholastic activities. The amount of time for a
half-time break shall not be extended for the ewvert.

The school dstrict shall not discriminate against potential sponsors based on political affiliation, religion, or

perceived message. The superintendent, or designee, may decline sponsorship for any of the following reasons:

e The sporsored evert would conflict with school or school group presentations;

e The proposed event would be logistically mmpracticable due to the estimated time, required meterials for the
event, or for other reasors associated wih the inplementation of the evert;

e The proposed event would meke continuation of the nterscholastic activity impracticable due to residual
mess/trash resulting from the activity; or

e The proposed event would present an unacceptable safety risk to students or viewing audience.

The superintendent’s, or designee’s, decsion to accept or decline the proposed spomsored event shall be final.

Any potential sponsor shall be required to demonstrate proof of an in force, mhimum face value ore milion
dolar ($1,000,000) gereral Ibility insurance policy thet would cowver the evert. The sponsor must ako agree to
indemnify the school against any damages to school property, school enployees, students, or bystanders that
arse as aresuit of the sporsored ewvert as well as from any bw suits that are fled N response to such damages.

There shall be no Iive or recorded speech, music, or other media provided by the sporsor used during the
sponsored evernt! A member ofthe school’s administration shall announce the name of the sporsor of the event
and shall be present to assst in conducting the evert. The school administrator shell be a reutral participant and
shall only meke content reutral statements during the evert. To meet ths standard, the administrator shall not
pronote or act n amanrer that creates the appearance, or that could give the impression, that the Dstrict
sponsors, endorses or otherwise agrees with the product, persor/group, or event beng promoted by the
sporsor.  No school employee may act as the representative of a sponsor or wear attire/apparel that s provided
by the sponsor or that could be mterpreted as pronoting the sponsor’s mterests. Employees or representatives
offaffiliated with the sponsor may be present at the event and stand with the mermber of school administration
who B amouncing and conducting the evert; such emmployees/representatives of the sporsor may wear clothing
dentifying them as sponsors of the evert.

The superintendent, or designee, shall have the authority to requlate the time, plce, and mamer of the
dstribution of promotional materials by the event sponsor. ‘Promotional materials” ncludes, but & not mited
to, parmphlets, pens/pencils, sports equpment (Whether miniature or full sized), or clothing. The event sponsor
shall provide the superintendent, or designee, with a conplete Ist of the types of promotional meterials the
event sponsor ntends to detribute at the event so that the superintendent, or designee, may meke an nformed
decsion on the time, plce, and mamer of detribution that would result in the least amount of diturbance with
the nerscholastic activity.

The superintendent, or designee, should take the following into account when determining the best time, place,

and mamner of detribution of promotional meterials:

o Whether the promotional meterials could be a ditraction to participants n the interscholastic activity due to
the pronotional meterial emitting light or noke;
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e  Whether the promotional meterials have ahigh possbility of beng abke to be used against participants of
the interscholastic activity to attempt to alker the outcome of the activity;

e The possbility that the pronotional meterials would be Eft by recpients to becorre liter; and

e The possbility that the promotional meterials would diert the attention of the audience from the
nterscholastic actvity.

The superintendent, or designee, shall imit the ditribution of pronotional meterials to audience members
when they are entering the school building/arena, during the sporsored half-time ewvent, and/or when they are
kaving the school bulding/arena. The superintendent’s, or designee’s, restrictions on the time, phce, and
mamer of promotional meterials shall be final 2

Any finds received through private sponsorship shall be phced i the Dstrict’s Activity Account. The
superintendent, or designee, should follow the policy for receiving public gifts or dorations when negotiating
the sporsorship amount, as set forth n policy 6.3—Puwblic Gifts and Dorations to the Schook.

Notes: *The pupose of the media restriction & to protect the Ditrict from First Amendment bwsuits. First,
the restriction prevents the District from beng sued based on any misperception that the Dstrict
endorses any perceived message resulting from the provided medi. Second, having such a restriction
provides the Dstrict protection from suits that the Dstrict has been limiting, or not imiting, the content
of any message. Third, the restriction prevents the creation of an open forum as it does not alow for any
nput from the community.

2\While no lw requires time, place, or manner restrictions on the distribution of materials, restrictions
thet are reasoreble are constitutional. The exanples n the paragraph are not intended to be exhaustive,
but can be wsed to help you in choosing how best to limit possble nterference with the extracurricular

event.
Cross Reference: Poicy 6.3 —Public Gitts and Dorations to the Schook
Legal Reference: ADE Rues Gowerning Athletic Revenues and BExpenditures for Public School Destricts

Date Adopted: May 19, 2014
Last Revised: July 20, 2015
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7.22F—EVENT SPONSOR AGREEMENT

The Lead Hill School Dstrict (hereafter ‘Dstrict”) and (hereafter “Sponsor”) agree that
Sponsor shall be permitted to sponsor an event to take place during the half-time break of the interscholastic
activity that s scheduled on :

Sponsor promees to pay to Dtrict the amount of for the privilege of beng amounced as the
sporsor of the above evert.

Sponsor agrees to abide by Dstrict’s time, phce, and manner restrictions on the dstribution of al promotional
meterials rebted to the above sporsored evert.

Sporsor has provided Detrict proof of an n force, minimum face value ore million dollar ($1,000,000) gereral
lebility msurance policy that will cover the above ewert.

l, , acting as a wful an authorized representative of Sponsor, certify that | have the authority to
enter nto ths agreement, and authorize payment to Dsstrict | understand that the half-time event will not be
scheduled wntil ths agreement & fully executed and full payment under this agreement has been received by
Dstrict

Indemnification Agreement

Sponsor promies to indemnify, hold harmless, and defend District, is agents and enployees from any
bwsuits, causes of action, clkims, labilities, and damages of any kind or rature, including, but not imited to:
attomey’s fees and costs arsing fiom ths contract, whether such attorney’s fees and costs are attrbutable n
whok or n part to any act, omssion, or negligence of Dstrict, t’s agents or employees, and ncluding, but not
imited to, any and all bwsuits, causes of action, clims, labilities and dameges, as provided above which
Drtrict, is agents or employees may swstain by reason of any failure by Sporsor to indemnify as provided
herein, orany failure by Sponsor to otherwise perform is obligations pursuant to ths Contract, or by reason of
the injury to or death of any person or persons or the damege to, loss of use of or destruction of any property
resulting from ths agreement.

l, , acting as a wful an authorized representative of Sporsor, certify that | have read, understood,
and accept the above indemnification agreement.

Sponsor Representative’s Signature Date

l, , actihg as a bwful and authorized representative of Dstrict certify that Sponsor
hes tendered the promised amount and has met all the requirements to be a sponsor as set forth in Detrict Policy
7.22—PRIVATE SPONSORSHIP OF EXTRACURRICULAR EVENTS.

Dstrict Representative’s Signature Date
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7.23—HEALTH CARE COVERAGE AND THE AFFORDABLE CARE ACT

Defintions
“Dependent”, for purposes of ths policy, means an employee’s child(ren) and/or spouse who are enrolled by
the enployee n health care coverage through the Dstrict’s health care phns.

“Full-time enployee”, for puposes of this polcy, means an enplyee n aposition! requiring on average thirty
(30) hours of actual performance per week during the amual school year.

“Responsible ndividual” means a primary insured employee who, as a parent or spouse, enrolls one or more
ndividual(s) n health care coverage through the Dstrict’s health care phans.

"Variable hour enplyee”, for the puposes of ths policy, means an ndividual who has no base mhnimum
number of hours of performance required per week.

Health Insurance Enrollment
Al ull tme Detrict enployees are eligible to envoll themselves; their spouse, so long as the spouse & not
otherwise eligible for isurance through hissher enployer's sporsored plan?2 and their child(ren) in ore of the
nsurance plrs through the Public School Enployee Lile and Health Insurance Program (PSELHIP). Variable
hour enployees are not elgible to envoll n a PSELHIP pln. If a variable hour enplbyee’s measurement period
fnds that the enployee aweraged thirty (30) or more hours per week, then the ermployee & treated as afull time
enployee rather than a variable hour enployee and & eligible for heakh isurance.® New full time enployees
have sixty (60) days following the start date of the employee’s contract to ekct to enroll i a PSELHIP phn; all
new enplyees shall be mformed mn writing of the start date of the employee’s contract and that the employee
hes sixty (60) days from that date to elect PSELHIP cowerage.* Cowerage for new employees who choose to
enroll in aPSELHIP phbn shall take efliect on the fist of the month following the date on the enroliment
application. Cowerage shall be n eflect until the end of the cakendar year. Enployees who experience a
Qualifying Statts Change BEvent® have sixty (60) days from the date of the Qualifying Statts Change BEvent to
file an application to change cowverage nformation. All enployees who cortinue to be eligible may ekct to
continue cowverage and meke changes to their PSELHIP pln for the following pln year during the yearly open
enrollment period.

The Detrict shall ensure all enployees are provided education annually on the advantages and disadvantages of
a corsumer-driven heakth pbn option and eflective strategies of wsing a Heakh Savings Account (HSA).6

District Contribution to Premiums

At aminimum, the Dstrict shall dstribute the statutorily required contrbution rate to all employees who are
enrolled in ore of the PSELHIP plars, which shall include any mandatory increases to the contribution rate due
to increases to the sabry schedule.” In accordance with the State Healkth Insurance Portability Rukes (SHIP), the
District shall continue to pay the premium contribution for an employee who trarsters to another Arkansas
school dtrict that ako participates in the SHIP through August 31 of the calendar year the enplyee kawes the
detrict so bng as the enployee:®

1) Conpktes hi/her conract with the Ditrict;

2) Provdes the Drtrict with notice that the enployee & transferring to another dstrict by no bter than the

Friday following the bst student contact day?;
3) Prowvdes the Dstrict with proof of employment at another Arkansas district; and
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4) Has the enployee portion of te premium deducted from his/her end-of-year checks or pays the Dstrict
business office the enployee’s portion of the premium by the 15th'° of both July and August

Measurement Method of Employee Hours®

Option 1: The Detrict uses the look-back method for determining if an enployee qualifies as a full-time
empbyee.?

W-2
For all full-time enplyees who are enrolled n a PSELHIP phln, the Drtrict shell indicate n box wehe (12)
of the employee’s Form W-2 the cost of the employee’s health care coverage by using code ‘DD

IRS Returms

Tre District will ekctronically file wih the IRS by March 31 of each year the forms?2 required by the IRS on
the health insurance cowerage of each full-time employee for the previous calendar year, whether or not the full-
time enplyee participates in a heakth insurance pln through the PSELHIP.

Staterrent of Retum
The Detrict shall send to each full-time enmployee a Statement of Return (Statenment) regarding the IRS
Retun'® filed onthe enployee. The Statement shall contain: The Dstrict’s name, address, and Employer
Idertification Number (EIN) as wel asa copy of the IRS Return filed on the enployee. The Dstrict shall send
acopy of the Staterrent to the employee on or before January 31 of the calendar year following the calendar
year the nformation in the Statement cowvers. The Dstrict shall send only ore Staterent to the household of an
emplbyee who meets the definition of a resporsible ndividual that will include all requsite nformation for
both the resporsible ndividual and the resporsible individual’s dependent(s). The Statement will be mailed to
the employee’s address on record.

Record Retention
The Detrict shall maintain copies of the Statements sent to employees in accordance with the requirements for
docurents transmitted to the IRS n Polcy 7.15—RECORD RETENTION AND DESTRUCTION.

Notes: Ths Polcy s not intended to provde nformation on the specifics of the differences between the
available PSELHIP phrs; such information may be requested from the Enployee Berefits Division
(EBD).

1 Athough Arkansas's statutory hnguage & “a posiion”, the Far Labor Standards Act and the
Affordable Care Act both state that the determination of total number of hours & based on the specific
employee rather than the number of contracts/positions an enployee has with the same enployer. We
beleve that the Federal bws allow you to have an enmployee under separate contracts so long as you
conmbine the number of hours from each contract to reach atotal number of hours for that employee.

BExample: An employee has two contracts with your dtrict: one for a bus driver and ore for a
custodian. The bus driver contract & for twenty (20) hours each week and the custodian contract & for
fiteen (15) hours each week. The enployee B treated as providing thirty-five (35) hours for your
district and would be eligible.
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2EBD pemmits an employee to insure hisher spouse through the PSELHIP when the employee’s
spouse & astate employee ora public school emplboyee.

3The Missouri School Boards Association has an excellent document containing more information on
variable hour enployees, sekcting a measurement method, and setting up procedures for cakulating
hours. The docurent can be found at hitp//arsba.org/policy-resources.

4The start date of the enployment contract & important because it triggers the start of the sixty (60)
days the employee hes to elect coverage. Ouwr understanding & that EBD will use the date the enployee
5 entered o APSCN to determine the start and end dates of the sixty (60) day period. The date an
emplyee should be entered nto APSCN as having been hred & the fist date the employee’s contract
cowvers rather than the date the board woted to employ the ndividual; for exanple:
Tre enployee has a 190-day contract with afist day of duty of Aug.7™ and rus through May 29,
The start date & August 7t

5 Qualifying Statts Change Bvents include: change in number of dependents due to birth, adoption,
death, or loss of eligibility due to age; change i marital status due to marriage, death, divorce, kgal
separation, or amulment; change n employment status; and loss or gain of group coverage. EBD
requires supporting documentation of the qualifying status change event be attached to the application
for achange n cowerage.

6 A consumer-driven heakth pln option & a health isurance pbn that qualifies asahigh deductible
heath pln Curently, the PSELHIP plbrs that qualify as consumer-driven health plars are the Chssic
and Basc Phrs. Detricts may satsfy the traning requirement by allowing a representative from the
EBD's Ist of approved vendors to speak with the dstrict’s employees.

"The amount for the minimum contribution rate & set forth n AC.A. § 6-17-1117(a)(1). Detricts may
be required to pay above the minimum contribution amount if the ditrict gives arase to the base
mnimum teacher sabry. The dstrict would then have to increase the contribution rate by the same
percentage as the increase to the base minimum teacher sabry; the exceptions to ths are:
e The increase to the base sabry schedule was to bring the district into conmpliance with the
statutory minimum teacher salry schedule;
o Sewenty-five percent (75%) or more of the dstrict’s eligible employees partcipate i health
nsurance through the PSELHIP; or
e The district’s contribution & one hundred twenty-five percent (125%) or nore abowe the
mnimum contribution amount.

When a dstrict enployee hes ekcted the enployee and spouse pln or the family pbn and the
employee’s spouse ako works for the dstrict, the employee who & the primary nsured ndividual & the
only individual considered to have ‘ekcted to participate™; thus, the district & only resporsible to pay a
contribution rate for ore employee rather than for both the enployee and spouse.

8 This & optional bnguage from the SHIP Ruks, which hes the intent to provide somre uniformity
across the state on how to handle the summer contract gap period and provide increased certainty for
personnel. If your dstrict elected not to partcipate n the program, rephce ths bhnguage wih “The
Dstrict does not participate i the State Health Insurance Portability program” and renumber the
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remaining footnotes. Participation in the program provdes that persomel who are transferring from ore

participating Arkarsas dtrict to another participating Arkansas dstrict have two options:

a) Leqally, each school detrict & a separate enployer; as aresult, employees who trarsfer from
another dstrict have the option to be treated as a new enployee for health insurance. As anew
enpbyee, the enployee hes the option to sekect a different kevel of insurance (Mowe from the Basic
Pbn to the Premium Plbn or vice versa), add or drop dependents, and be eligible to receive the
wellness discount. However, the employee wil have all deductbles reset Trarsferred enmployees
who wih to be treated as a new enmployee are required to timely inform the dtrict hefshe &
trarsferring from that the employee destres abreak in coverage and to not have payments mede on
heakh insurance for July and August; these enployees will be required to submit a rew ekection
form to EBD n order to have their health insurance rerstated.

b) The trarsferred enployee may ekct to continue existing coverage through the rew dstrict. An
employee who chooses this option may not change pln types, add or drop dependents, and will
only receive the wellness discount if the enployee had qualified for the discount prior to
trarsferring to the new dstrict Enmployees who weh to be treated as a transferring enployee
instead of a rew employee will reed to have the drtrict the enployee & transferring from ndicate
n the EBD task for enpbyee termination that the reason for their termination & due to a transfer
and have ther new dstrict submit a Notice of Public School Enployee Transfer Form to EBD. For
an enmployee to be eligible for ths opton, both the employee’s former dstrict and the new dstrict
must participate in the SHIP program.

A copy of the SHIP Rukes may be found at hitp://arsba.org/policy-resources and more information on
procedures may be found n EBD’s Public School Enployee Benefits Administration Manual.

9We have put in afloating date for when enployees have to notify that they are transferring that allows
the policy to automatically take into account any extensions due to school being closed.

10The 15" & only arecommended date. The date must be set to alow a reasonable amount of time for
colection from the enployee but stil alow the district to meke atirely payment for heakh surance
premiums to EBD.

U'Ths information has no impact on the employee’s taxes as the employee porton of the health
coverage premium & still excluded from eamed ncome. The inclusion on the Form W-2 & for
nformational purposes only.

12The two formrs districts will be required to conplkete are Form 1094C and Form 1095C. Form 1095C,
ke aW2, b specific to each full time enployee. Form 1094C, ke a W3, & a trarsmittal form that
cowers all the 1095C submitted to the IRS aswell as some additional nformation.

13The IRS Return that will be sent to each full-time enployee & a copy of the Form 1095C the district
submits to the IRS on the enployee.

Cross Reference: 7.15—RECORD RETENTION AND DESTRUCTION
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Legal References: ACA §6-17-1117
AC.A. 821-5401 et seq.
26 C.F.R §854.4980h-0 et seq.
26 CF.R §316001-1
26 CFR §301.6056-1

Date Adopted: May 19, 2014
Last Revised:
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7.24—ADVERTISING ON SCHOOL BUSES

Under the authority granted by AC.A. §6-19-129 and the Commission for Arkansas Public School Academic
Facilities and Transportation Ruks Gowerning Adwertising on School Buses:!

Option 2: The Drtrict has chosen NOT to permit the selling of adwvertising space on District owned school
buses but may use the space provided by bw to phce tems created by the Dstrict’s information office.

The Superintendent shall develop procedures for soliciting proposak for advertising, as well as guidelines for
the review and acceptance of adwertissments.®

The Board, or designee, shall approve each adwertisement before & & displyed on a Dstrict bus. The Board
resenves the right to reject any advertisement that it deens neppropriate for the school setting. If the Dtrict
contracts with athrd party for the solicitation of poterntial advertisers and the development of adwertising
programs, the Detrict retains the final authority to accept or reject potertial adwertisers and proposed
adwertisements.

Adwertising shall be accepted sokly for the purpose of generating revenue for the Dstrict transportation
program and not for the pupose of establishing a forum for communication. Al revenue the Dstrict receives
from adwvertisements shall only be used to reduce Dstrict trarsportation costs.

Regardless of the viewpoint expressed in the adwertisements, advertisements shall not be approved that are:

1 For a political candidate, poltical party, the adoption of any bondbudget sstes, or any public question
submitted at any gereral, county, municipal, orschool ekection as required by ACA §7-1-111;

2. Of an obscere or pomographic neture;

3. Promoting drugs, akcohol, tobacco, frearms, or similar products; or

4 Otherwise deermed to be nappropriate for minors.

The Drtrict shall ako reserve the right to reject advertising that 5 nconsistent with:
a Federal or State bws and regulations;
b. Commissioner’s menos;
C. The First Amendment;
d Board polcy;

e The Dstrict’s mssion, goals, standards, and curriculum; or

f. Any content the District determines has a reasoreble lkelihood of exposing the Destrict to controversy,

Itigation, or dsruption.

Afood or beverage adwertisement shall not be permitted unkess it satisfies the advertising requirements of
Policy 529—WELLNESS POLICY#

Acceptance of an advertisement on District school buses shall not corstitute approval or endorsement of any

product; service; Bsle; organization; activity; or postion referenced in the advertisement, nor shall acceptance
of adwertising from avendor determine whether the District will purchase goods or services from the vendor

through the Dstrict’s procurement process n Policy 7.5—PURCHASES AND PROCUREMENT.
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The Board hes the authority to terminate advertisements on school buses at any time. The Board may, at is sok
discretion, cease to allow the display of any previously approved adwertisement if it finds the advertisement to
have become inappropriate due to changing circumstances.

Approved advertisements may be plced:®

o On the rear quarter-panels of the exterior of the bus;

o At kast three inches (3”) behind the rear wheel and not closer than four inches (4”) fiom the ower edge
of the wndow Ine;

o At kast three inches (3”) from any required ktter, bhimp, wheel wel, reflector, or emergency ext; and

o Within a block no lrger than thirty inches (30”) i height and sixty inches (60”) i kngth.

Ay reflective tape between the floor line and belkline of the bus that & covered by an advertisement will be
repbced by phcing reflective tape either above or below the advertisement No brackets or hardware shall be
applied to the bus to hold advertisements.®

Advertisements must be of a durable printed meterial. In order to not create a handhold or present a danger to
pedestrians, the advertisement shall not®

o Intentionally extend from the body; or

o Exterd from the body due to damege.

All advertisements shall contain the phrase ‘Paid advertisement” i a phce, fort, color, and sze that t may be
easily read ffom a distance of at kast ten et (10°).6

Notes: *Sekct the option that works best for your ditrict. When corsidering the option you wish to adopt,
corsider that permitting adwertising on school buses may create a safety ssue and may open the dstrict
up to First Amendment Bwsuits. We strongly recommend you have your dstrict attomey review both
your poicy and procedures before mplementing them.

2If you sekct this option, remove the remainder of the policy.

3 An item to corsider in the procedures & the addition of bnguage that limits buses that may have an
adwvertisement to buses that have a specific use or to those that seat a certain number of students.

4 If you elected to not permit food and beverage adwertising of any kind in Polcy 5.29, replce this
hnguage wih “In accordance with Policy 25.29, the District does not permit advertisements for food
and beverages on any district owned property.”

SIf you sekct Option 2, refain these paragraphs but dekete the other portions of the policy. In addition,
rephce the word “advertisement” m these paragraphs wih ‘Itens created by the Dstrict’s Information
Office”. However, if your superintendent serves as your dstrict’s mnformation officer, rephce al uses of
‘Dstrict Information Office” with “superintendent”.

6You may repkce ths bnguage with specific fort size or color requirements. If you choose to set
specific size requirements, consider how krge the phrase needs to be for i to be seen from a reasonable
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dstance away while not overly mterfering wih the advertisement. The use of ten et (10°) s only a
suggested  distance.

Cross References: 529—WELLNESS POLICY
6.9—MEDIA RELATIONS AND NEWS RELEASES
75—PURCHASES AND PROCUREMENT

Lecal References: ACA. 86-19-129
ACA §7-1-111
Commission for Arkansas Public School Academic Facilities and Transportation Rules
Governing Adwertising on School Buses
7CFR §210-31

Date Adopted: July 31, 2017
Last Revised: January 2018
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