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Book Policy Manual
Section 200 Pupils

Title Electronic Devices
Code 237

Status First Reading
Adopted October 24, 2017
Last Revised February 25, 2025
Purpose

To foster a focused learning environment free from the distractions of electronic devices,
Wyoming Area School District requires all students to secure their electronic devices in district
provided pouches from the beginning to the end of the school day. This policy supports academic
engagement, reduces potential distractions, and promotes social interaction.

Authority

The district reserves the right to define the educational value and place restrictions or
prohibitions on the possession or use of any electronic devise currently available, or that may
become available in the future, whether or not it is specifically addressed in this policy.

Definition

For the purpose of this policy, electronic devices include, but are not limited to, cell phones,
smartphones, tablets, e-readers, laptops, smartwatches, and any other device capable of
capturing, storing, or transmitting data or images. The policy applies to all devices capable of
audio, visual, or data communications, regardless of whether these functions are activated.

Guidelines

Device Storage

At the start of the school day, students will place electronic devices in a pouch, provided by the
district, that will automatically lock and remain in the student's possession but be inaccessible
during school hours.

Pouches are unlocked at designated stations when students exit the building or at the front office
if a student is dismissed early.

Access in Emergencies

In case of emergencies, staff can unlock pouches if necessary. Additionally, classrooms and
school offices are equipped with landlines to support emergency communication.

Forgotten or Lost Pouches

Students who forget or lose their pouch will be provided with a temporary district pouch for a
daily rental fee of five ($5) dollars. Students must notify the administration of lost or damaged
pouches, with replacement costs applicable,
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Special Exceptions

The building principal may grant approval for the possession and use of an electronic device by
students for the following reasons:

1. Health such as the electronic device being utilized in conjunction with a treatment, monitor
and/or medication.

2. Pursuant to an Individualized Education Program (IEP) or Section 504 Service Agreement.
3. Student is @ member of a volunteer ambulance, fire or rescue squad.

‘Compliance and Conseguences

Disciplinary Actions = Unauthorized attempts to open, tamper with, or access electronic devices
during school hours will result in disciplinary actions, potentially including detention, confiscation,
and suspension.

Rental Fee for Forgotten Pouches - Students who forget or misplace their pouch will be assessed
a five ($5) dollars daily rental fee for a district-issued temporary pouch.

Legal 24 P.S. 510
Pol, 103.1
Pol. 113
Pol. 218
Pol. 815
Pol, 235
Pol. 226
Pol. 233

https://go.boarddocs.com/pa/wyom/Board.nsf/Private Popendlogin# 212



6/24.’25, 11:11 AM ) BoardBDocs® PL

Book Policy Manual
Section 300 Employees .
Title | Conduct/Disciplinary Procedures
Code 317 Vol II 2025
. Status
Authority

All administrative, professional and support employees are expected to conduct themselves in a
manner consistent with appropriate and orderly behavior. Effective operation of district schools
requires the cooperation of all empioyees working together and complying with a system of
Board policies, administrative regulations, rules and procedures, applied fairly and consistently.

The Board requires employees to maintain professmnal moral and ethical relationships W|th
students at all times.[1][2] :

The Board directs that all district employees shall be informed of conduct that isl required and is
prohibited during work hours and the disciplinary actions that may be applied for violation of
Board policies, administrative regulations, rules and procedures.[31[4]

Pelegation of Responsibility

All district employees shall comply with state and federal laws and regulations, Board policies,
administrative regulations, rules and procedures. District employees shall endeavor to maintain
order, perform assigned job functions and carry out directives issued by supervisors.[3]

- Certificated employees shall comply with the Code of Professional Practice and
Conduct for Educators, in accordance with applicable law and regulations. [1]

When engaged in assigned duties, district employees shall not partu:lpate in act:wties that
mclude but are not limited to, the following:

1. {x } Physical or verbal abuse, or threat of harm, to anyone.
2..{x } Nonprofessional relationships with students.[2]
3. {x } Causing intentional damage to districtr property, facilities or equ'ipment.

4. {x } Forceful or unauthorized entry to or occupation of district facilities, buildings or
grounds.

5 {x} Use, possession, distribution, or Sale of alcohol, drugs or other illegal substances.[5]
6. { x} Use of profane language.
7. {x } Breach of confidential student, staff or district information.

8. {x } Failure to comply with directives of district officials, security officers or law
enforcement officers.[6]

9. {x } Carrying or possessing a weapon on school grounds without authorization from the
appropriate school administrator.
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10. {x } Violation of Board policies, administrative regulations, rules or procedures.[6]
11, {x } Violatiori of federal, state, or applicable municipal laws or regulations.[6]

The district may take disciplinary action for employee conduct that oceurs during or
outside of assigned duties when such conduct has a direct nexus to or obstructs,
disrupts, or interferes with the teaching, research, service, operations, administrative or
disciplinary functions of the district, or any district-sponsored activity.

The Superintendent or designee shall develop and disseminate disciplinary rules for violations of
Board policies, administrative regulations, rules and procedures that provide progressive.
penalties, including but not limited to

.{x } verbal warning

~{x } written warning

{x } reprimand

{x } suspension

{x } demotion(7]

{x 3} diemissai_[ﬁ],

{x 3} pursuit of civil and legal remedies.

Prior to considering demotion or dismissal of an employee, and at other times when
employee conduct has been reported, the Superintendent or designee shall investigate
allegations that an employee has violated Board policies, administrative regulations,
rules or procedures and shail recommend appropriate action to the Board, in
accordance with applicable law and regulations.[4]1[6][8][21

When demotion or dismissal charges are filed against a certificated administrative or
professional employee, a Board hearing shall be provided as required by applicable
law. Noncertificated administrative and support employees may be entitled to a Local
Agency Law hearing, at the employee's request.[4][6]1[8][9]1[10][11]{12][13][14][15]
[16][17]

Arrest or Conviction Reporting_Reguirements

Employees shall use the designated form to report to the Superintendent or designee, within

seventy-two {72) hours of the occurrence, an arrest or conviction required to be reported by law.
[18][19]

Empioyeés shall also report to the Superintendent or designee, in writing, within seventy-two
(72) hours of notification, that the employee has been named as a perpetrator in a founded or
indicated report pursuant to the Child Protective Services Law.{20]

The Superintendent may also receive notice from the PA Department of Education
when a certificated educator has a pending record of arrest, indictment or charge

entered upon their state record in the Teacher Information Management System
(TIMS).

" An employee shall be required to submit new criminal history background checks if the

Superintendent or designee has a reasonable belief that the employee was arrested or has been
convicted of an offense required to be reported by law, and the employee has not notified the

https:/igo.boarddocs .com/paiwyom/Board.nsf/Private?open&login#



6/24/25, 11:11 AM

BoardDocs® PL

Superintendent or designee.[18][21] _ !

An employee shall be required immediately to submit a new child abuse history certification if the
Superintendent or designee has a reasonable belief that the employee was named as a
perpetrator in a founded or indicated report or has provided written notice of such occurrence.

t20][21]

Failure to accurately report such occurrences may subject the employee to disciplinary: action up
to and including termination and criminal prosecutxon [18]{20]

PSBA Revision 4/25 © 2025 PSBA

Legal

.22 PA Code 235.1 et seq
. Pol. 824
/2423, 510
. Pol. 351
24 PS. 1151
24 PS. 1121
L 24PS. 1127
10. 24 P.S. 1126
11,24 P.S. 1128
12, 24 P.S. 1129
13, 24 P.S. 1130
14, 24 .S, 1131
15.24P5. 1132
16, 24 P.5. 1133
17. 2 Pa. €.5.A, 551 et seq
18. 24 P.5. 111
19, 24'P.5. 2070.9a
20, 23 Pa. C.S.A. 6344.3
21. Pol. 806
23 Pa. C.S.A. 6301 et seg
24 B.S. 2070.1a et seq

O 0 N Y U R e N e

Neal Follman v. School District of Philadelphia (Department of Education), 320 A.3d
882 (Commw. Ct. 2024)

Pol. 317.1
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Book Policy Manual
Section 300 Employees

Title : Educator Misconduct
Code 317.1 Voi I 2025
Status First Reading
Purpose

The Board adopts this policy to promote the integrity of the education profession and to create a
climate within district schools that fosters ethical conduct and practice.

Authority

fhe Board requires certificated district employees to comply with the Code of Professional
Practice and Conduct and the requirements of the Educator Discipline Act.[1][2]

Definitions
Educator - shall meah a person who holds a certificate.[3]

Certificate - shall mean any Commonwealth of Pennsylvania certificate, commission, letter of
eligibility or permit issued under the School Code.[3]

Sexual Abuse or Exploitation - shall mean any of the following:[4]

1. The employment, use, persuasion, inducefnent, enticement orrcoercion of a child to engage
in or assist another individual to engage in sexually explicit conduct, which includes, but is
not limited to, the following: '

a. Looking at the sexual or other intimate parts of a child or another individual for the
purpose of arousing or gratifying sexual desire’in any individual,

b. Participating in sexually explicit conversation either in person, by telephone, by
computer or by a computer-aided device for the purpose of sexual stimulation or
gratification of any individual.

‘ c. Actual or simulated sexual activity or nudity for the purpose of sexual stimulation or
gratification of any individual.

d. Actual or simulated sexual activity for the purpose of producing visual depiction,
including photographing, videotaping, computer depicting or filming.

2. Any of the following offenses committed against a child: rape; statutory sexual assault;
involuntary deviate sexual intercourse; sexual assault; institutional sexual assault;
aggravated indecent assault; indecent assault; indecent exposure; incest; prostitution;
sexual abuse; unlawful contact with a minor; or sexual exploitation.

Sexual Misconduct - any act, including, but not limited to, any verbal, nonverbal, written or
electronic communication or physical activity, directed toward or with a child or student that is
designed to establish a romantic or sexual relationship with the child or student, such acts
include but are not limited to:[3]
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1. Sexual or romantic invitation.
2. Dating or soliciting d'ai:es._
3. Engagi‘ng in sexualized or romantic clialog.
4, Makmg sexually suggestive comments
5. Self—d|sc|osure or physical disclosure of a sexual or erotic nature.
6. Any sexual, indecent, romantic or erotic contact Wlth a child or student.
Delegation of Responsibility
Buty to Report
The Superintendent or designee shall report to the Pennsylvania Departr-nlent of Education on the
required form, within fifteen (15) days of receipt of notice from an educator or discovery of the
incident, any educator:[3]
1. Who has been provided. with notice of intent to dismiss or remove for cause, notice of
nonrenewal for cause, notice of removal from eligibility lists for cause, or notice of intent

not to reemploy for cause.

2. Who has been arrested or indicted for, or convicted of any crime that is graded a
~misdemeanor or felony.

3. Against whom there are any allegations of sexual misconduct or sexual abuse or
exploitation involving a child or student.

4. Where there is reasonable cause to suspect that the educator has caused physical injury to
a child or student as the result of negligence or malice.

5. Who has resigned or retired or otherwise separated from employment after a school entity
has received information of alleged misconduct under the Educator Discipline Act.

6. Who is the subject of a report filed by the school entity under 23 Pa. C.5. Ch. 63 (relating
to child protective services).[6]

7. Who the school entity knows to have been named as a perpetrator of an indicated or
founded report under 23 Pa. C.5. Ch. 63.

An educator who knows of any action, inaction or conduct which constitutes. sexual abuse or
exploitation or sexual misconduct under the Educator Discipline Act shall report such misconduct
to the Pennsylvania Department of Education on the required form, and shall report such
misconduct to the Superintendent and immediate supervisor, within ﬂf‘teen {15) days of
discovery of such misconduct.[5]

All reports submitted to the Pennsylvania Department of Education shall include an inventory of
all information, including: documentary and physical evidence in possession or control of the
school relating to the misconduct resulting in the report.{3]

An educator who is arrested or convicted of a crime shall report the arrest or conviction to the
Superintendent or designee, within seventy-two (72) hours of the occurrence, in the manner
prescribed in Board policy.[33[Z][8]

Failure to comply with the reporting requirements may result in professional disciplinary action.

[gl
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Guidelines

Investigation

School officials shall tooperate with the Pennsylvania Department of Education during its review,
investigation, or prosecution, and shall promptly provide the Pennsylvania Department of
Education with any relevant information and documentary and physical evidence upon request.
[10]

Upon receipt of notification in writing from the Pennsylvania Department of Education, the
Superintendent or designee shall investigate the allegations of misconduct as directed by the
Department and may pursue its own disciplinary procedure as established by law or by collective
bargaining agreement.[10]

Within ninety (90) days of receipt of notification from the Pennsylvania Department of Education
directing the school district to conduct an investigation (extensions may be requested), the
Superintendent or designee shall report to the Department the outcome of its investigation and
whether it will pursue local employment action. The Superintendent or designee may make a
recommendation to the Department concerning discipline. If the district makes a
recommendation concerning discipline, it shall notify the educator of such recommendation.[10]

Discrimination/Harassment

Whenever the allegations underlying a report of educator misconduct include conduct that
appears to constitute harassment or other discrimination, including Title IX sexual
harassment, subject to policies and procedures specific to such conduct, the Title IX
Coordinator shall be promptly notified and shall respond to such allegations as provided in the
applicable Board policies. Whenever an investigation by the district of educator misconduct
reveals indications of conduct by any person that appears to constitute harassment or other
discrimination, including Title IX sexual harassment, the Title IX Coordinator shall be
promptly notified and shall respond to such allegations as pravided in policies specific to such
conduct. To the extent feasible, investigations shall be conducted jointly with investigations by
the district of educator misconduct.[11][12]

Confidentiality Agreements

The district shall not enter into confidentiality or other agreements that interfere with the
mandatory reporting reqguirement.[10]

Confidentiality

Except aé otherwise provided in the Educator Discipline Act, all information related to any
complaint, any complainant, or any proceeding related to discipline under the Educator Discipline
Act shall remain confidential unless or until public discipline is imposed.[13]

Immunity

Any person who, in good faith, files a complaint or report, or who provides information or

- cooperates with the Pennsylvania Department of Education or Professional Standards and
Practices Commission in an investigation or preceeding shall be immune from civil liability. The
district also is immune from civil liability for the disclosure of information about the professional
conduct of a former or current employee to a prospective employer of that employee.[141]

PSBA Revision 4/25 ©® 2025 PSBA

Legal
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.22 PA Code 235.1 ef seq
. 24 B.S, 2070.1a
.24 P.S. 2070.1b
.23 Pa, C.5.A. 6303
.24 RS, 2070.9a
. Pol. 806
.24PS. 131
. Pol. 317
.24 PS. 2070.9¢c
10. 24 P.S. 2070.11
11. Pol. 103
12, Pol. 104
13. 24 PS5, 2070.17b
14. 24 P.S. 2070.17a
23 Pa. C.S.A. 6301 et seq
24 P35, 2070.1a et seq

o o [N W W N
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Book Policy Manual
. Section 300 Employees
Title Freedom of Speech by‘Empioyees
Code 320 Vol II 2025
Status ' From PSBA
Authority

The Board respects employees' freedom of speech. Public school employees do not
surrender their rights to free speech merely because of their status as an employee of
the school district. The Board acknowledges the right of administrative, professional and
support employees as private citizens in a democratic society to speak on issues of public
concern. -

The Board adopts this policy to clarify situations in which an employee's expression could conflict
with the district's interests, when the employee is not engaged in assigned duties. In such
instances, the district, in coordination with the school solicitor, must balance the
employee’s interests regarding freedom of expression on issues of public concern as a
private citizen against the interests of this district in promoting the efficient and
effective functioning and educational purpose of the district.

In situations in which a district employee is not engaged in the performance of assigned duties,
the employee's freedom of speech may be addressed when the employee's speech
impacts efficiency or constitutes a reasonable likelihood of disruption, as indicated by
any one of the following:

1. In‘ipairing discipline by superiors or harmony among co-workers;

2. Having a détrimentai impaét on close working relationships requiring loyaity and
.confidence; :

3. Impeding the performance of the duties of the employee that conducted the
speech; or

4. Interfering with the operations of the school district.

Any decisions based on the above'listing shall take into consideration all of the facts of
each individual situation and shall include consultation with the school solicitor.

PSBA Revised 4/25 © 2025 PSBA

Legal : 22 PA Code 235.1 et seq
PA Const. Art, 1 Sec. 7
U.S. Const. Amend. I
Connick v. Myers, 461 U.S, 138 (1983)
Dougherty v. Sch. Dist. of Philadelphia, 772 F.3d 979, 991 (3d Cir. 2014)
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Garcetti v. Ceballos, 547 U.5. 410 (2006)

Natalie Munroe v. Central Bucks School District, 805 F.3d 454 (3d Cir. 2019) |
Pickering v. Board of Education, 391 U.S. 563 (1968)

Pol. 816
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Book Policy Manual

Section .- 700 Propérty

Title ~ Service Animals in Schools
Code 718 Vol 1T 2025

Status First Reading |

Purpose

The Board adopts this policy to ensure that individuals with disabilities are permitted to
participate in and benefit from district programs, activities and services, and to ensure that the
district does not discriminate on the basis of disability.

Definition

Service animal - any dog individually trained to do work or perform tasks for the benefit of an
individual with a disability.[1]

Miniature horses may be utilized as service animals if:[2]

1. The miniature horse is individually trained to do work or perform tasks for the benefit of an
individual with a disability.

- 2. The facility can accommodate the fype, size and weight of the miniature horse.
3. The presence of the miniature horse does not compromise the safe operation of the facility.

The work or tasks performed by a service animal shall be directly related to the individual’s
disability. Examples of work or tasks include, but are not limited to, assisting individuals who are
blind or have low vision with navigation and other tasks, alerting individuals who are deaf or hard
of hearing to the presence of people or sounds, prowdlng nonviolent protection or rescue work,
pulling a wheelchair, assisting an individual during a seizure, alerting individuals to the presence
of allergens, retrieving items such as medicine or the telephone, providing physical support and
assistance with balance and stability to individuals with mobility disabilities, and helping persons
with psychiatric and neurological disabilities by preventing or interrupting impulsive or
destructive behaviors. {l]

The provision of emotlonal support, well-being, comfort, or companionship does not constitute
work or tasks for the purpose of this definition.[1]

Authority

The Board shall permit individuals with disabilities to use service animals in district buildings; on
district property, and on vehicles. that are owned, leased or controlled by the school district, in

Guidelines

Admission of Service Animals to Schools
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A student or an employee with a disability may submit a request to bring a service animal to
school for educational or employment purposes. A student or employee seeking to bring a
service animal to school must comply with the requirements as set forth in this policy and any
administrative regulations governing this issue. :

Parents/Guardians of students with disabilities may submit a request to the building principal for
their student to bring a service animal to school. The building principal shall forward the request
to the appropriate Section 504 or IEP team. The team shall gather the necessary information and
evaluate the request to bring a service animal to school. The student’'s IEP or Section 504
Service Agreement shall be updated to reflect the use of the service animal. Any service
animal accompanying a student with a disability to school or school activities shall be handled
and cared for in a manner detailed in the student’s IEP or Section 504 Service Agreement. The
team shall develop appropriate plans for integrating the service animal into the

educational environment.[7]][8]
Before approving a request for a service animal, the district may only as-;k:_[g]
1. If the service animal is required due to a disability.[2]
2. What work or tasks the service animal is trained to perform.[2]
The district may not:
1. Request documentation of the need for a service animal.
2. Request documentation regarding training of the‘ service an_imal.
3. Request a demonstration of the afaimal's abilities.
4. Inquire about the nature of the individual's disabiiity.

Reasonable Modification Considerations for Miniature Horses

If a miniature horse qualifies as a service animal by having been trained to dd work or
perform tasks for a student with a disability, the school must make reasonable
modifications in policies, practices or procedures to permit the use of a miniature
horse.[2]

The district shall consider the following factors to determine whether modifications to
policies, practices or procedures are reasonable:[2]

1. The type, size and weight of the miniature horse and whether the facility can
accommodate those features;

2. Whether the handler has sufficient control of the miniature horse;
3. Whether the miniature horse is housebroken; and

4. Whether the miniature horse’s presence in a specific facility compromises
legitimate safety requirements necessary for safe operations.

Admission of Service Animals to Public Events

Individuals with disabilities may be accompanied by their service animals while on district
property for events that are open to the general public. This right of access does not extend to
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School administrators may inquire of the owner or handler of a service animal whether the
animal is required because of a disability and the specific work or tasks that the animal has
been trained to perform, but shall not ask questions about an individual’s disability.[2]
Surcharges

The district shall not ask or require an individual with a disability to pay a surcharge,
even if individuals accompanied by pets are required to pay fees, or to comply with
other requirements generally not applicable to individuals without pets. If the district
normally charges individuals for the damage they cause, an individual with a disability
may be charged for damage caused by their service animal.[2]

The district shall not require an owner or handler of a service animal to pay an extra charge' for
the animal to attend events for which a fee is charged, such as at a football game or school
play.[2]

Delegation of Regponsibi!ity_

The Superintendent or designee shall deve!op and disseminate administrative regulations to
implement Board policy and accommodate individuals with disabilities requesting use of a service
animal in district buildings and on district property and vehicles.

The designated administrator shall ensure that all individuals involved in a situation where a
service animal will regularly accompany an individual in district buildings or on district property
or vehicles are informed of the Board policy and administrative regulations governing this issue.
Involved individuals can include administrators, appropriate employees, the student and

their parent/guardian.

The owner or handler of a service animal shall be solely responSib!e for:

1. Supervision and care of the animal, including any feeding, exercising, clean up and stain
removal.[2] :

2. Control of the animal at all times through the use of a harness, leash, tether or by other
effective means, '

3. Damages to district buildings, property and vehicles caused by the animal.
4, Injuries to students, employees, volqnteers and visitors caused by the animal.
The building principal shall receive and forward to the
( ') Directqr of Special Education
( ¥ Supervisor of Special Education
( ) Section 504 Team
(x_') Superintend'ent'

each completed request by an individual with a dEsabElity to be accompanied by a service animal.
The Superintendent shall respond to the request.

District administrators may exclude a service animal from district buildings, property and vehicles
under the following circumstances:
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1. Presence of the animal poses a direct thréat to the health and safety of others.
2. Owner or handler is unable to control the animal.
3. Animal is not housebroken.
‘4. Presence of the animal would require a fundamental alterafion to the program.

Any individual with a service animal who is aggrieved by a decision to exclude, limit or remove a
service animal may appeal that decision in accordance with applicable Board policy. The appeal
must be in writing and provide detailed information regarding the basis of the appeal.[7]{10][11]

PSBA Revision 4/25 © 2025 PSBA

Legal . 28 CFR 35.104

1

2. 28 CFR 35.136

3.43 P.S. 953

4.26 U.5.C. 794

5.42 U.S.C. 12101 et seq
6

7

8

9

. 28 CFR 35,130
. Pol. 103.1
. Pol. 113
. Pol. 904
10. Pol. 104
11. Pol. 906
28 CFR Part 35
29 CFR Part 1630
Pol. 103
Pol. 707
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Book Policy Manual

Section 600 Finances

Title Federal Fiscal Compliance
Code 626 Vol I1I 2025

Status From PSBA

Authority

The Board shall ensure federal funds received by the district are administered in accordance with
federal requirements, including but not limited to the federal Uniform Guidance.[1]

The Board shall review and approve all applications for federal funds submitted by the district.
Delegation of Responsibility
The Board designates the
Superintendent

{ } Federal Programs Coordinator

{ } building principal

{ } Business Manager
as the district contact for all federal programs. and funding.

The Superintendent or designee, in collaboration with the Federal Programs Coordinator and
Business Manager, shall establish and maintain a sound financial management system to include
internal controls and federal grant management standards covering the receipt of both direct and
state-administered federal grants, and to track costs and expenditures of funds assocnated with
grant awards. [1}

The Superintendent, to assist in the proper administration of federal funds and implementation of
this policy, may approve additional procedures as attachments to this policy.

Guidelines

The district’s financial management system shall be designed with strong internal controls, a high
level of transparency and accountability, and documented procedures to ensure that all financial
management system requirements are met.

The district's financial management system is subject to periodic internal and external i
audits. For any fiscal year in which the district expends $1,000,000 or more in federal
awards, the district is required to have a single or program-specmc audit in compliance
with federal requirements.[2]

District financial management standards and procedures shall include requirements for the
following:

1. Identification — The district must identify, in its accounts, all federal awards received and
expended, and the federal programs under which they were received.
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2. Financial Reporting - Accurate, current, and complete disclosure of the financial results of
each federal award or program must be made in accordance with the financial reporting
requirements of federal regulations.

3. Accounting Records - The district must maintain records which adequately identify the
source and application of funds provided for federally-assisted activities.

4. Internal Controls - Effective control and accountability, including segregation of duties,
must be maintained for all funds, real and personal property and other assets. The district
must adequately safeguard all such property and take steps to ensure that it is used
solely for authorized purposes. Reasonable cybersecurity and other measures must
be in place to protect personally identifiable information and other types of
information.

5. Budget Control - Actual expenditures or outlays must be compared with budgeted amounts
' for each federal award. Procedures shall be developed to establish determination for
allowability of costs for federal funds. :

6. Cash Management — The district shall maintain written procedures to implement the cash
management requirements found in federal regulations.

7. Allowability of Costs - The district shall ensure that allowability of all costs charged to each
federal award is accurately determined and documented.

Standards of Conduct -

The district shall maintain standards of conduct covering conflicts of interest and the actions of
employees and school officials engaged in the selection, award and administration of contracts.

-[31[4]15]

All employees shall be informed of conduct that is required for federal fiscal compliance and the

disciplinary actions that may be applied for violation of Board policies, administrative regulations,
rules and procedures.[6] '

Employees - Time and Effort Reporting

e e e A

All district employees paid with federal funds shall document their time working in support of
each federal program, in accordance with law. Time and effort reporting requirements do not
apply to contracted individuals.[Z]

District employees shall be reimbursed for travel costs incurred in the course of performing
services related to official business as a federal grant recipient.[8]

The district shall establish and maintain employee policies and procedures on hiring, benefits and
leave and outside activities, as approved by the Board. District procedures on payment of staff
shall apply to employees paid with federal funds and shall include payment in extenuating or
emergency conditions, in accordance with applicable law, regulations or emergency declarations
by state or federal authorities.[9][10][111[12][13][14][15][16]

Record Keeping

The district shall develop and maintain a Records Management Plan and related Board policy and
administrative regulations for the retention, retrieval and disposition of manual and glectronic
records, including emails.[17][18] :

The district shall comply with federal record conversion and quality control review
requirements to safeguard the integrity of electronic records.[ 19]
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- The district shall ensure the proper maintenance of federal fiscal records documenting:[18][20]
[21][22]
1. Amount of federal funds.
2. How funds are used.
3. Total cost of each project.
4. Share of total cost of each project provided from other sources.
5. Other records to facilitate an effective audit.
6. Other records to show compliance with federal program requirements.
7. Significant project experiences and results to:
a. Determine progress.
b. Inform periodic review and continuous improvement of project pian.
c. Revise project objectives, if necessary.
All records must be retrievable and available for programmatic or financial audit.

The district shall provide the federal awarding agency, Inspectors General, the Comptroller
General of the United States, and the pass-through entity, or any of their authorized
representatives, the right of access to any documents, papers, or other district records which are
pertinent to the federal award. The district shall also permit timely and reasonable access to the
district’s personnel for the purpose of interview and discussion related to such documents.[23]

Records shail be retained for a minimum of three (3) years from the date of submission of
the final financial report, or as otherwise specified in the requirements of the federal award,
unless a written extension is provided by the awarding agency, cognizant agency for audit,
oversight agency for audit or cognizant agency for indirect costs.[20]

If any litigation, claim or audit is started before the expiration of the standard record retention
period, the records shall be retained until all litigation, claims or audits have been resolved and
- final action taken.[20]

Records for property and equipment acquired with federal funds shall be retained for
three (3) years after final disposition of the property or equipment.[20]

As part of the Records Management Plan, the district shall develop and maintain a records
retention schedule, which shall delineate the record retention format, retention period and
method of disposal.[18]

The Records Management Plan shall include identification of staff authorized to access records,
appropriate training, and preservation measures to protect the integrity of records and data.[18]
[20]

The district shall ensure that all personally identifiable data protected by law or regulations is
handled in accordance with the requirements of applicable law, regulations, Board policy and
administrative regulations.[24][25][26][27]1[28]

Subrecipient Monitoring
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In the event that the district awards subgrants, the district shall establish written procedures
to:[29] - -

1, Assess the risk of fraud and noncompliance.

2. Monitor grant subrecipients to ensure compliance with federal, state, and local laws and
Board policy and procedures.

3. Ensure the district’s record retention schedule addresses document retention on
assessment and monitoring.[18]

Compliance Violations

Employees and contractors involved in federally funded programs and subrecipients shali be
made aware that failure to comply with federal law, regulations or terms and conditions of a
federal award may result in the federal awarding agency or pass-through entity imposing,
additional conditions or terminating the award in whole or in part.[30][31]

Mandatory Reporting_of Violations

An applicant, recipient or subrecipient of a federal award must promptly disclose
whenever, in connection with the federal award (including any related activities or
subawards) it has credible evidence of a violation of federal criminal law involving
fraud, conflict of interest, bribery or gratuity violations under Title 18 of the United
States Code or a violation of the federal civil False Claims Act. The written disclosure
must be made to the federal agency, the agency's Office of Inspector General, and
pass-through entity (if applicable). Recipients and subrecipients are also required to
report issues related to a recipient integrity and performance in accordance with
Appendix XII to 2 CFR Part 200. Failure to make required disclosures can result in
compliance violations.[32]

Whistleblower Protections

District employees may not be discharged, demoted or otherwise discriminated against
as a reprisal for making a protected disclosure of information that the employee
reasonably believes to be:[33][{34]

1. Evidence of gross mismanagement of a federal contract or grant; or
2. Gross waste of federal funds; or
3. An abuse of authority relating to a federal contract or grant; or

4. A substantial and specific danger to public health or safety; or

5. A violation of law, rule or regulation related to a federal contract, inciuding the
competition for or negotiation of a contract or grant.

District employees may disclose such information to any of the following:

1. The Superintendent or designee authorized to investigate, discover or address
such misconduct.

2. A federal employee responsible for contract or grant oversight or management of
the relevant agency.

3. An authorized official of the United States Department of Justice or other law
enforcement agency.

https://go.boarddocs.com/paiwyom/Board.nsfiPrivate Popenélogin# 4/6



6117125, 2:22 PM

BoardDocs® PL

4. A member of Congress or a representative of a committee of Congress.

5. A federal Inspector General.

6. The federal Government Accountability Office.

7. A court or grand jury, including providing evidence of misconduct in any judicial
or administrative proceeding relating to waste, fraud or abuse on a federal
contract or grant.

A district employee who believes that they have been subjected to a reprisal for
making a protected disclosure may submit a complaint to the Inspector General of the
federal executive agency that is responsible for the relevant federal funding or federal
contract. The federal agency and the agency's Inspector General have the authority to
investigate such complaints and provide appropriate remedies for substantiated

complaints.

The district shall provide written notification to employees of their rights and
protections under the Whistieblower Law by posting notices:

{ } in the Employee Handbook.

Mon the district’'s website.

Other.

{3
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626. ATTACHMENT

Administration of Federal Funds
Type of Costs, Financial Obligations and Property Management

The district establishes and maintains Board policies, administrative regulations and procedures
on administration of federal funds in federal programs as required by the Uniform Guidance and
other federal, state and local laws, regulations and requirements. The district’s financial
management system includes internal controls and grant management standards in the following
areas.

Direct and Indirect Cosis

Direct costs — costs that can be identified specifically with a particular final cost objective, such
as a federal award, or other internally or externally funded activity, or that can be directly
assigned to such activities relatively easily with a high degree of accuracy. (2 CFR 200.1,
200.413)

Examples of direct costs may include, but are not limited to, salaries and benefits of staff
working directly on the federal program, travel costs for program-related training and
equipment purchased specifically for the program. :

Indirect costs — costs incurred for a common or joint purpose benefiting more than one (1) cost
objective, and not readily assignable to the cost objectives specifically benefitted, without effort
disproportionate to the results achieved. (2 CFR 200.1, 200.414)

Examples of indirect costs may include, but are not limited to, salaries and benefits of
Human Resource staff, network infrastructure and building maintenance and repairs.

Costs incurred for the same purpose in like circumstances must be treated consistently as either
direct or indirect costs. (2 CFR 200.405, 200.413)

Identification with the federal award rather than the nature of the goods and services involved is
the determining factor in distinguishing direct from indirect costs.

Direct and indirect costs shall be determined in accordance with law, regulations, the terms and
conditions of the federal award, and the district’s negotiated indirect cost rate.

The district shall develop an indirect cost rate proposal and cost allocation plan in accordance
with law, regulations and the terms and conditions of the federal award.

Timely Financial Obligation of Funds

Financial Obligations — orders placed for property and services, contracts and subawards made
and similar transactions that require payment by a recipient or subrecipient under a federal
award that will result in expenditures by a recipient or subrecipient under a federal award.

H

The following table illustrates when funds must be obligated under federal regulations:




Financial Obligation is for: ' Financial Obligation is made:

Acquisition of real or personal property On the date on which the district makes a
binding written commitment to acquire the
property

Personal services by a district employee When the services are performed

Personal services by a contractor who isnota | On the date on which the district makes a

district employee binding written commitment to obtain the
‘ services

Work other than personal services On the date on which the district makes a
binding written commitment to obtain the
services

Public utility services When the district receives the services

Travel ' When the travel occurs

Rental of real or personal property When the district uses the property

A pre-agreement cost that was properly On the first day of the project period

approved by the Secretary under the cost
principles in 2 CFR Part 200, Subpart E - '

Cost Principles J
34 CFR §75.707

All financial obligations must occur between the beginning and planned ending dates of the
federal award project, which is known as the period of performance. The period of performance
is dictated by law and regulations and will be indicated in the federal award. Specific
requirements for carryover funds may be specified in the federal award and must be adhered to
by the district. (2 CFR 200.309)

The district will handle financial obligations and carryover of state-administered and direct
grants in accordance with state and federal law and regulations, and the terms and conditions of
the federal award. Carryover will be calculated and documented by the

1\/} Superintendent.
{\/{ Business Manager.

{ } Federal Programs Coordinator.

The district may exercise an extension of the period of performance in accordance with law,
regulations and the terms and conditions of the federal award, when written notice is provided to
the federal awarding agency at least ten (10) calendar days prior to the end of the period of
performance. (2 CFR 200.308(d)(2))



The
«5/( Superintendent

{ } Business Manager
{\/ Federal Programs Coordinator

will decide when an extension of the period of performance is necessary and will recommend
that the

{ } Board

{\/,/Superintendent

{ } Business Manager

{3 Federal Programs Coordinator

approve this process.

The
{\/( Superintendent

{ } Business Manager

&/} Federal Programs Coordinator

will develop the required written notice, including the reasons for the extension and revised
period of performance; the notice will be issued no later than ten (10) calendar days prior to the
end of the currently documented period of performance in the federal award.

The district must seek approval from the federal awarding agency for an extension of the period
of performance when the extension is not contrary to federal law or regulatlons and the
following condltlons apply: (2 CFR 200.308(d)(2))

1. The terms and conditions of the federal award prohibit the extension;

2. The extension requires additional federal funds; or

3. The extension involves any change in the approved objectives or scope of the project.

The
\\/ Superintendent

{ } Business Manager

{\/ Federal Programs Coordinator




will determine when an extension must be requested for approval by the federal awarding
agency, draft the written request and notify the

{ } Board

/) Superintendent

{ } Business Manager

M Federal Programs Coordinator

of the requested extension.

When an extension to a federal award is approved, the period of performance will be
amended to end at the completion of the extension. If termination occurs, the period of
performance will be amended to end upon the effective date of termination. The start date

of a renewal award begins a new and distinct period of performance. (2 CFR 200.309)

Management of Property Acquired with Federal Funds

Definitions -

Equipment — tangible personal property, including information technology systems, having
a useful life of more than one (1) year and a per unit acquisition cost that equals or exceeds

the lesser of the capitalization level established by the recipient or subrecipient for financial
statement purposes, or $10,000.

Real Property — land, including land improvements, structures, and appurtenances, and
legal interest in land, including fee interest, licenses, rights of way and easements. Real
property excludes moveable machinery and equipmént.

Personal Property — tangible or intangible property other than real property.

Supply — all tangible personal prop.erty other than those defined as equipment. Computing
devices costing less than $10,000 per unit qualify as supplies.

Insurance Coverage -

The recipient or subrecipient must, at a minimum, provide the equivalent insurance
coverage for real property and equipment acquired or improved with federal funds as it
provides to property and equipment owned by the recipient or subrecipient.

Contract and Purchasing Administration -

The district maintains internal controls, administrative regulations and procedures to ensure that
contractors deliver goods and services in accordance with the terms, conditions and
specifications of the designated contract, purchase order or requisition.



Property Classifications -

Property shall be classified as equipment, supplies, computing devices and capital assets as
defined and specified in accordance with law, regulations and Board policy. (Pol. 622)

Inventory Control/Management -

All prbperty purchased with federal funds, regardless of cost, will be inventoried as a safeguard.
Inventory will be received by the department or program requesting the item; designated staff
will inspect the property, compare it to the applicable purchase order or requisition, and ensure it
is appropriately logged and tagged in the district’s property management system.

Items acquired will be physically labeled by source of funding and acquisition date.

Inventory records of property must be current and available for review and audit, and include
the following information:

1. Description of the item.

2. Manufacturer’s serial number or other identification number.
3. Identification of funding source.

4. Who holds title of the property.

5. Acquisition date and unit cost.

6. Source of items, such as company name.

7. Percentage of federal eontribution used in the purchase and identification of the federal
award.

8. Present location, use, condition of item, and date information was reported.

9. Pertinent information on the ultimate transfer, replacement or disposition of the item and sale
price of the property.

Inventory will be updated as items are sold, lost or stolen, or cannot be repaired, and new items
are purchased,

Equipment must be used in the program or project for which it was acquired for as long as
needed, whether or not the project or program continues to be supported by a federal
award. (2 CFR 200.313)

During the time that equipment is used on the project or program for which it was
acquired, the recipient or subrecipient must also make the equipment available for use on
other programs or projects supported by the federal government, provided that such use
will not interfere with the purpose for which it was originally acquired. First preference for
other use of the equipment must be given to other programs or projects supported by the




federal agency that financed the equipment. Second preference must be given to programs
or projects under federal awards from other federal agencies. Use for nonfederally-funded
projects is also permissible, provided such use will not interfere with the purpose for which
it was originally acquired. The recipient or subrecipient should consider charging user fees
as appropriate. (2 CFR 200.313)

Physical Inventory -

Physical inventory of property will be completed by designated district staff in accordance with
applicable federal and state law and regulation and Board policy. (Pol. 622, 706)

The physical inventory of items will be conducted at least every two (2) years or more often if
required by law or Board policy, and the results will be reconciled with the inventory records

and reported to the federal awarding agency. (2 CFR 200.313)

Muaintenance -

The district establishes regular maintenance procedures to ensure that property is maintained in
good condition in accordance with law, regulation and Board policy. (Pol. 704, 708, 710)

Safeguards -

The district ensures that adequate safeguards are in place to prevent loss, damage or theft of
property:

I. Any loss, damage or theft must be investigafed, fully documented and reported to the

federal agency or pass-through entity of any loss, damage or theft that will have an
impact on the program. The

{\/( Superintendent,

{ } Business Manager,

/¢ Federal Programs Coordinator,

may also rebort the loss, damage or theft to local law enforcement.

2. TIf stolen items are not recovered, the district will submit copies of the investigative report and
insurance claim to the federal awarding agency.

3. The district may be responsible for replacing or repairing lost, damaged, destroyed or stolen
iterns. ;

4. Replaced equipment is property of the originally funded program and should be inventoried
accordingly.

5. District property may only be loaned in accordance with Board policy and administrative
regulations. (Pol. 707, 708, 710)



Disposition of Property Acquired with Federal Funds —

When the district determines that real property, including land, land improvements, structures
and accessories thereto, acquired under a federal award is no longer needed for the originally
authorized purpose, the district must obtain disposition instructions from the federal awarding
agency or pass-through entity administering the program, in accordance with applicable law and
regulations. (2 CFR 200.311)

When the district determines that equipment or supplies acquired under a federal award are no
longer needed for the original project or program or for other activities currently or previously
supported by a federal awarding agency, the

{% Superintendent

{ } Business Manager
M Federal Programs Coordinator

will follow the terms and conditions of the federal award, the disposition instructions in the
Department of Federal Programs Administrative Manual on the PA Department of -
Education’s website, and may contact the federal awarding agency or pass-through entity
administering the program to obtain disposition instructions.

Equipment with a current fair market value of $10,000 or less per unit may be retained, sold
or otherwise disposed of with no further responsibility to the federal agency or pass-
through entity. For items with a fair market value greater than $10,000 per unit, the federal
awarding agency or pass-through entity is entitled to the federal share of the current market
value or sales proceeds, in accordance with applicable law and regulations. (2 CFR 200.313,
200.314, 200.453)

Supplies acquired under a federal award will vest upon acquisition in the recipient or
subrecipient. After the period of performance, if there is a residual inventory of supplies
exceeding $10,000 in total aggregate value, and the supplies are not needed for any other
federal award the recipient or subrecipient may retain or sell the unused supplies which
~are new, have never been used or opened. The aggregate value of supplies consists of all
supply types, not just like-item supplies. (2 CFR 200.314) '

The federal agency or pass-through entity is entitled to compensation in an amount
calculated by multiplying the percentage of the federal agency's or pass-through entity's
contribution towards the cost of the original purchase(s) by the current market value or
proceeds from the sale. (2 CFR 200.314) '

The district may retain $1,000 to cover expenses associated with the selling and handling of
the equipment or supplies. (2 CFR 200.313, 200.314)

If the district will be replacing the equipment or supplies, the district may use the existing
equipment or supplies as a trade-in or sell the property and use the proceeds to offset the cost of
the replacement property.

The




{\/} Superintendent

{ } Business Manager
{\/{F ederal Programs Coordinator

will be responsible for contacting the federal awarding agency and determining the process for
disposition of equipment or supplies.

The district may use the following methods in disposing of unnecessary equipment or supplies
acquired with federal funds:

{\K Public auction and/or online sale — generally conducted by a licensed auctioneer.
[\/ Salvage — scrap sold to local dealers.
t\/ Negotiated sale — normally used when disposing of items of substantial value.
{ 1} Sealed bid — normally used for items of substantiai value or unique qualities. ’7
k-
Pre-priced sale - large quantities of obsolete or surplus equipment or supplies may be sold
by this method.

{~/} Donation to charitable organizations, for equipment or supplies with little to no value.

{\/ Disposition to trash for equipment or supplies with no value.

The
{\/{ Superintendent

{ } Business Manager
&/ Federal Programs Coordinator

will be responsible for maintaining records of obsolete and surplus property disposed of and will
report to the federal awarding agency when required.

Monitoring Program Performance

The district will monitor activities of federally-funded programs to assure compliance with
appliable laws, regulations, and federal requirements, and to ensure that performance
expectations and cost-effective practices are being achieved.

Data on compliance and program performance shall be provided in the form, and at the
time intervals required by the state and federal law or the federal awarding agency.
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Allowability of Costs — Federal Programs

Expenditures must be aligned with approved budgeted items. Any changes or variations from the
state-approved budget and grant application need prior approval from the state.

Delegation of Responsibility

When determining how the district will spend its grant funds, the
{ } Business Manager

{\/ Federal Programs Coordinator

will review the proposed cost to determine whether it is an allowable use of federal grant funds
before obligating and spending those funds on the proposed good or service. The decision for
such determination shall be in writing and provide justification for the allowability
determination.

Allowability Determinations ‘ T

All costs supported by federal education funds must meet the standards outlined in applicable
laws and regulations, including but not limited to, 2 CFR Part 3474 and 2 CFR Part 200,
Subpart E, which are listed below. The

{ } Business Manager
{\/ﬁ ederal Programs Coordinator

" must consider these factors when making an allowability determination. A section entitled,
Helpful Questions for Determining Whether Costs are Allowable, is located at the end of this
document.

Part 200 sets forth general cost guidelines that must be considered, as well as rules for specific
types of items, both of which must be considered when determining whether a cost is an
allowable expenditure of federal funds. The expenditure must also be allowable under the
applicable program statute (e.g., Title I of the Elementary and Secondary Education Act (ESEA),
or the Carl D. Perkins Career and Technical Education Act (Perkins)), along with accompanying
program regulations, nonregulatory guidance and grant award notifications.

Restrictions in state and local rules or policy also must be considered. For example, travel and
other job-related expenses incurred by employees are not allowable unless they also are in
compliance with Board Policy 331 (Job Related Expenses) and related administrative
regulations.

Whichever allowability requirements are stricter will govern whether a cost is allowable.




Except where otherwise authorized by law, determination factors for allowability of costs
include the following:

1. Be Necessary and Reasonable for the performance of the federal award. A costis -
reasonable if, in its nature and amount, it does not exceed that which would be incurred by a
prudent person under the circumstances prevailing at the time the decision to incur the cost
was made. For example, reasonable means that sound business practices were followed, and
purchases were comparable to market prices.

When determining reasonableness of a cost, consideration must be given to:

e Whether the cost is a type generally recognized as ordinary and necessary for the
operation of the district or the proper and efficient performance of the federal award.

o The restraints or requirements imposed by factors, such as: sound business practices;
arm’s-length bargaining; federal, state and other laws and regulations; and terms and
conditions of the federal award. '

o Market prices for comparable goods or services for the geographic area.

o Whether the individual incurring the cost acted with prudence in the circumstances

considering responsibilities to the district, its employees, its students, the public at large,
and the federal government.

e  Whether the district significantly deviates from its established practices and policies

regarding the incurrence of costs, which may unjustifiably increase the federal award’s
cost. (2 CFR 200.404)

Whether a cost is necessary will be determined based on the needs of the program.
Specifically, the expenditure must be necessary to achieve an important program objective. A
key aspect in determining whether a cost is necessary is whether the district can demonstrate
that the cost addresses an existing need and can prove it. For example, the school entity may
deem a language skills software program necessary for a Language Instruction Educational

Program.

When determining whether a cost is necessary, consideration may be given to:

»  Whether the cost is needed for the proper and efficient performance of the federal award
program.

o  Whether the cost is identified in the approved budget or application.

» Whether there is an educational benefit associated with the cost.



»  Whether the cost aligns with identified needs based on results and findings from a needs
assessment. ‘

»  Whether the cost addresses program goals and objective's and is based on program data.

. Allocable to the federal award. A cost is allocable to the federal award or other cost
objective if the cost is assignable to the federal award or other cost objective in accordance
with the relative benefit received. This means that the federal grant program derived a benefit
in proportion to the funds charged to the program. (2 CFR 200.403)

For example, if fifty percent (50%) of a teacher’s salary is paid with grant funds, then that
teacher must spend at least fifty percent (50%) of his/her time on the grant program.

Consistent with policies and procedures that apply uniformly to both federally-financed
and other activities of the school entity.

Conform to any limitations or exclusions set forth as cost principles in 2 CFR Part 200
or in the terms and conditions of the federal award.

Consistent treatment. A cost cannot be assigned to a federal award as a direct cost if any
other cost incurred for the same purpose in like circumstances has been assigned as an
indirect cost under another award.

. Adequately documented. All expenditures must be properly documented. (2 CFR §200.300
through 200.309)

Direct cost allocation principles: If a cost benefits two (2) or more projects or activities
in proportions that can be determined without undue effort or cost, the cost must be
allocated to the projects based on the proportional benefit. If a cost benefits two (2) or
more projects or activities in proportions that cannot be determined because of the
interrelationship of the work involved, then the costs may be allocated or transferred to
benefitted projects on any reasonable documented basis. (2 CFR 200.405) -

. Be calculated in accordance with generally accepted accounting principles (GAAP),
unless provided otherwise in 2 CFR Part 200.

. Not included as a cost or used to meet cost-sharing requirements in either the current
or a prior period, unless the specific federal program authorizes federal costs to be
treated as such. Some federal program statutes require the nonfederal entity to contribute a
certain amount of nonfederal resources to be eligible for the federal program. (2 CFR
200.306) :

. Administrative closeout costs may be incurred until the due date of the final report(s).
If incurred, closeout costs must be liquidated prior to the due date of the final report(s)
and charged to the final budget period of the award unless otherwise specified by the
federal agency. All other costs must be incurred during the approved budget period.




(2 CFR 200.308, 200.344)

10. Be the net of all applicable credits. The term applicable credits refers to those receipts or
reduction of expenditures that operate to offset or reduce direct or indirect costs allocable to
the federal award. Typical examples of such transactions are: purchase discounts; rebates or
allowances; recoveries or indemnities on losses; and adjustments of overpayments or
erroneous charges. To the extent that such credits accruing to or received by the recipient or
subrecipient relate to the federal award, they shall be credited to the federal award, either as
a cost reduction or a cash refund, as appropriate. (2 CFR 200.406) :

Selected Items of Cost

Subpart E of Part 200 sets forth principles to be applied in establishing the allowability of
specific cost items (commeonly referred to as Selected Items of Cost), at 2 CFR 200.420-200.476.
These specific cost items are listed in the chart below along with the citation to the section of
Subpart E addressing the allowability of that item. These principles are in addition to the other
general allowability standards, and apply whether or not a particular item of cost is properly
treated as direct cost or indirect (F&A) cost. Meeting the specific criteria for a listed item does
not by itself mean the cost is allowable, as it may be unallowable under other standards or for
other reasons, such as restrictions contained in the terms and conditions of a particular grant or
restrictions established by the recipient or subrecipient or in Board policy. If an item is
unallowable for any of these reasons, federal funds cannot be used to purchase it.

The fact that a particular item of cost is not listed is not intended to imply that it is either
allowable or unallowable; rather, determination as to allowability in each case should be
based on the treatment provided for similar or related items of cost and based on the
principles described in applicable law and regulations. In case of discrepancy between the

provisions of a specific federal award and the provisions below, the federal award governs.
(2 CFR 200.102, 200.409, 200.420)

School district personnel responsible for spending federal grant funds and for determining
allowability must be familiar with and refer to the Part 200 selected items of cost section. These
rules must be followed when charging these specific expenditures to a federal grant. When
applicable, employees must check costs against the selected items of cost requirements to ensure
the cost is allowable, and also check recipient, subrecipient, district and program-specific rules.

The selected item of coét addressed in Part 200 includes the following (in alphabetical order):

Item of Cost Citation of Allowability Rule
Advertising and public relations costs 2 CFR § 200.421
Advisory councils 2 CFR § 200.422
Alcoholic beverages - 2 CFR § 200.423
Alumni/ae activities 2 CFR § 200.424
Audit services 2 CFR § 200.425
Bad debts 2 CFR § 200.426




Bonding costs 2 CFR § 200.427
Collection of improper payments 2 CFR §200.428
Commencement and convocation costs 2 CFR § 200.429
Compensation — personal services 2 CFR § 200.430
Compensation — fringe benefits 2 CFR § 200.431
Conferences 2 CFR § 200.432
Contingency provisions 2 CFR § 200.433
Contributions and donations 2 CFR § 200.434
Defense and prosecution of criminal and civil
proceedings, claims, appeals and patent 2 CFR § 200.435
infringements
Depreciation - 2 CFR § 200.436
Employee health and welfare costs 2 CFR § 200.437
Entertainment costs 2 CFR § 200.438
' Equipment and other capital expenditures 2 CFR § 200.439
Exchange rates ' 2 CFR § 200.440

Fines, penalties, damages and other
settlements

2 CIR §200.441"

Fund raising and investment management
costs

3 CFR § 200.442

Gains and losses on disposition of
depreciable assets

2'CFR § 200.443

General costs of government

2 CFR § 200.444

Goods and services for personal use

2 CFR §200.445

Idle facilities and idle capacity

2 CFR § 200.446

Insurance and indemnification 2 CFR § 200.447
Intellectual property ' 2 CFR § 200.448
Interest 2 CFR § 200.449
Lobbying ‘ 2 CFR § 200.450
Losses on other awards or contracts 2 CFR § 200.451
Maintenance and repair costs 2 CFR § 200.452

Materials and supplies costs, including costs
of computing devices

2 CFR § 200.453

Memberships, subscriptions, and professional
activity costs

2 CFR § 200.454

Organization costs 2 CFR § 200.455
Participant support costs 2 CFR § 200.456
| Plant and security costs 2 CFR § 200.457
Pre-award costs 2 CFR § 200.458
Professional services costs 2 CFR § 200.459

Proposal costs

2 CFR § 200.460

Publication and printing costs

2 CFR § 200.461




Rearrangement and reconversion costs 2 CFR § 200.462
Recruiting costs 2 CFR § 200.463
Relocation costs of employees 2 CFR § 200.464
Rental costs of real property and equipment | 2 CFR § 200.465
Scholarships and student aid costs 2 CFR § 200.466
Selling and marketing costs 2 CFR § 200.467
Specialized service facilities 2 CFR § 200.468
Student activity costs 2 CFR § 200.469
Taxes (including Value Added Tax) 2 CFR § 200.470
Telecommunication and video surveillance | 2 CFR § 200.471
Termination costs 2 CFR § 200.472
Training and education costs 2 CFR § 200.473
Transportation costs 2 CFR § 200.474
Travel costs 2 CFR § 200.475
Trustees 2 CFR § 200.476

Prior Written Approval

A request for prior written approval to ensure reasonableness and allocability of any
expense related to a federal award before incurring the cost is permissible. The elements

listed below require prior written approval:

Reason Requiring Prior Written Approval Citation

Cost sharing 2 CFR § 200.306
Program income 2 CFR § 200.307
Revision of budget and program plans 2 CFR § 200.308
Fixed amount subawards 2 CFR §200.333
Compensation — personal services 2 CFR §200.430
Compensation — fringe benefits 2 CFR § 200.431
Equipment and other capital expenditures 2 CFR §200.439
Exchange rates 2 CFR § 200.440
Fines, penalties, damages and other settlements 2 CFR § 200.441
Fund raising and investment management costs 2 CFR §200.442 .
Goods or services for personal use 2 CFR § 200.445
Insurance and indemnification 2 CFR § 200.447
Organization costs 2 CFR § 200.455
Pre-award costs 2 CFR §200.458
Rearrangement and reconversion costs 2 CFR § 200.462
Travel costs 2 CFR § 200.475




Helpful Questions for Determining Whether Costs are Allowable -

In addition to applying the cost principles and standards described above, district staff involved
in expending federal funds should ask the following questions when assessing the allowability of
a particular cost:

1. Isthe proposed cost allowable under the relevant program?

2. Isthe proposed cost consistent with an approved program plan and budget?

3. Is the proposed cost consistent with program specific fiscal rules? For example, the school
entity may be required to use federal funds only to supplement the amount of funds available

from nonfederal (and possibly other federal) sources, or only as a match for funds from
nonfederal sources.

4. Ts the proposed cost consistent with applicable laws and regulations?

5. Is the proposed cost consistent with specific conditions imposed on the grant (if applicable)?

6. Is the proposed cost consistent with the underlying needs of the program? For example,
program funds must benefit the appropriate population of students for which they are
allocated. This means that, for instance, funds allocated under Title III of the Elementary and
Secondary Education Act (ESEA) governing language instruction programs for English

Learner (EL) students must only be spent on EL students and cannot be used to benefit non-
EL students.

7. Will the cost be targeted at addressing specific areas of weakness that are the focus of the
program, as indicated by available data?

8. Has this expenditure been reviewed by legal for compliance if there is any uncertainty?
Any questions re.lated to specific costs should be forwarded to the

{ } Business Manager,

{\/{F ederal Programs Coérdinator,

who shall consult with the school solicitor for clarification as appropriate.

Refunds

Payments made for costs determined to be unallowable by either the federal awarding
agency, cognizant ageney for indirect costs, or pass-through entity, must be refunded with
interest to the federal government in accordance with instructions from the federal

awarding agency that determined the costs are unallowable unless applicable statute or
regulation directs otherwise. (2 CFR 200.410)
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626. ATTACHMENT

Cash Management — Federal Programs

Generally, the school district receives payment from the Pennsylvania Department of Education
(PDE) in advance, provided the district maintains both written procedures that minimize
the time elapsing between the transfer of funds and disbursement, and financial -
management systems that meet the standards for fund control and accountability. In
circumstances where the requirements for advance payment cannot be met, the district may
use the reimbursement method.

This attachment addresses the responsibilities of the district and district staff under those
alternative payment methods. In accordance with 2 CFR §200.305(b)(1), advance payments
are the preferred method of payment. Reimbursement is used only when the requirements
for advance payment cannot be met, as outlined in 2 CFR §200.305(b)(3). In either case, the
district shall maintain accounting methods and internal controls and procedures that assure those
responsibilities are met.

When available, the district shall use existing resources within a program before requesting
additional cash payments. Such resources include program income (including repayments to a

revolving fund), rebates, refunds, contract settlements, audit recoveries, and interest earned on
such funds. (2 CFR 200.305(b)(5)).

Payment Methods

Advances —

When the district receives advance payments of federal grant funds, it mu_st‘ minimize the time
elapsing between the transfer of funds to the district and the expenditure of those funds on
allowable costs of the applicable federal program. (2 CFR 200.305(b)). The district shall aitempt
to expend all advances of federal funds within seventy-two (72) hours of receipt.

Whenever possible, advance payment requests must be consolidated to cover anticipated
cash needed for all federal awards received by the district. (2 CFR 200.305(b)(2)).

The district shall submit payment réquests as often as necessary when electronic fund
transfers are used or at least monthly when electronic transfers are not used. (2 CFR
200.305(b)(2)(ii)).

Reimbursements —

The
\/ﬁBusiness Manager




{ } Federal Programs Coordinator

“will request reimbursement for actual expenditures incurred under the federal grants

{ } monthly.

(\/ﬂlluarterly .

Such requests shall be submitted with appropriate documentation and signed by the requestor.
Requests for reimbursements will be approved by the

{\//Business Manager.

{1} Federal Programs Coordinator.

Reimbursement will be submitted on the appropriate form to the PDE portal. All reimbursements
are based on actual disbursements, not on obligations. PDE will process reimbursement requests
within the timéframes required for disbursement.

Consistent with state and federal requirements, the school district will maintain source -
documentation supporting the federal expenditures (invoices and receipts, time and payroll
‘records, grant award letters, budget justifications, etc.) and will make such documentation
available for PDE to review upon request.

Reimbursements of actual expenditures do not involve interest calculations.

Accounting Methods/Internal Controls

The district shall hold federal advance payments in insured, interest-bearing accounts.

The school district is permitted to retain for administrative expense up to $500 per year of
interest earned on federal grant cash balances. Regardless of the federal awarding agency,
interest earnings exceeding $500 per year shall be remitted annually to the Department of Health
and Human Services Payment Management System (PMS) through an electronic medium using
either Automated Clearing House (ACH) network or a Fedwire Funds Service payment. (2 CFR
200.305(b)(9)).

Pursuant to federal guidelines, interest earnings shall be calculated from the date that the federal
funds are drawn down from the G5 system until the date on which those funds are disbursed by
the district. Consistent with state guidelines, interest accruing on total federal grant cash balances
shall be calculated on cash balances per grant and applying the actual or average interest rate
earned.



Remittance of interest shall be the responsibility of the
{ Business Manager.

{ } Federal Programs Coordinator.
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626. ATTACHMENT

Grant Subrecipient Monitt)rilig Procedures — Federal Programs

In the event the district disperses federal funds received through a federal award to other entities
and assigns responsibilities to the outside entity to conduct a portion of the work, the district
shall be responsible for determining, on a case-by-case basis, whether the agreement with such
entity places the outside entity in the role of a subrecipient receiving a subaward of federal
funding, or the role of a contractor.

If the district grants subawards of federal funding to other entities as subrecipients, the district
shall be responsible for:

1. Evaluating the entity for risk of noncompliance to determine appropriate monitoring
practices.

2. Monitoring the subrecipient entity’s implementation to ensure compliance with federal, state
and local laws, conditions of the federal funding award, and Board policy and procedures.

3. Notifying the subrecipient entity of identified deficiencies found during the monitoring
process and ensuring that identified deficiencies are corrected.

4. Documenting and retaining records on subrecipient identification, notification, evaluation,
monitoring and corrective actions taken.

Definitions

For purposes of policies and procedures related to federal programs, the following definitions
shall apply:

Contract — for the purpose of federal financial assistance, a legal instrument by which a
recipient or subrecipient conducts procurement transactions under a federal award.

Contractor — an entity that receives a contract. -

Participant — generally an individual participating in or attending program activities under
a federal award, such as trainings or conferences, but who is not responsible for
implementation of the federal award. Examples include community members participating
in 2 community outreach program, students, conference atiendees or a member of the
public whose input is sought.

Pass-through entity — a recipient or subrecipient that provides a subaward to a subrecipient to
carry out part of a federal program. The district serves as the pass-through entity in cases where
it awards federal funding to a subrecipient as defined in this procedure.

Subaward — an award provided by a pass-through entity to a subrecipient in order to carry out
part of a federal award received by the pass-through entity. It does not include payments to a
contractor, participant or payments to an individual that is a beneficiary of a federal program. A




subaward may be provided through any form of legal agreement, including an agreement that the

pass-through entity considers a contract.

Subrecipient — an entity that receives a subaward from a pass-through entity to carry out part
of a federal program; but does not include a participant or an individual that is a beneficiary of
such program. A subrecipient may also be a recipient of other federal awards directly from a

federal awarding agency.

Subrecipient Versus Contractor

The district must determine, on a case-by-case basis, whether an entity receiving funds from the
district as part of a federal funding program serves in a role of subrecipient or contractor. (2 CFR

200.331)

The |

{ } Superintendent

{\/{ Federal Programs Coordinator

{ } Business Manager

{ } other

shall be responsible for analyzing the criteria listed in the chart below and evaluating the
relationship with the entity based on the substance of the relationship, rather than the form of

the agreement. The

qualified counsel in making such determination.

Purpose: To carry out a portion of the federal
award and create a federal financial assistance
relationship

may consult with the school solicitor or other

b = alli
Purpose: To obtain goods and services for the
recipient’s or subrecipient’s own use and create a
procurement relationship

Subrecipient Characteristics
Include but are not limited to when the entity -

Contractor Characteristics
Include but are not limited to when the contractor -

Determines who is eligible to receive what
federal assistance

Provides the goods and services within normal
business operations '

Has its performance measured in relation to
whether objectives of a federal program were
met

Provides similar goods or services to many different
purchasers

Has responsibility for programmatic decision
making

Normally operates in a competitive enviranment

Is responsible for adherence to applicable federal
program requirements specified in the federal
award; and

Provides goods or services that are ancillary to the
operation of the federal program; and

In accordance with its agreement, uses the
federal funds to carry out a program for a public
purpose specified in authorizing statute, as

‘federal program as a result of the agreement,

Is not subject to compliance requirements of the




opposed to providing goods or services for the although similar requirements may appiy for other
benefit of the pass-through entity reasons

Qualification Verification

The district must verify that the subrecipient is not excluded or disqualified by: (2 CFR
180.300}

e Checking SAM.gov;
e Collecting a certification from subrecipient; or
¢ Adding a clause or condition to the subaward.

Subaward Notification and Information

After veriﬁ'cation, the district shall notify subrecipients that they have been identified as a
subrecipient and that the funding qualifies as a-subaward. The district shall provide the
subrecipient with the following information as specified at 2 CFR 200.332 regarding the federal
funding award, and any subsequent changes:

1. Federal Award Identification information, including:

a. Subrecipient name (which must match the name associated with its unique entity
identifier);

b. Subrecipient's unique entity identifier;
c. Federal Award Identification Number (FAIN);

d. Federal Award Date — the date the federal agency officially signed the federal award
or when an authorized alternative is reached with the recipient;

e. Subaward Period of Performance Start and End Date;
f. Subaward Budget Period Start and End Date;
g. Amount of Federal Funds Obligated in the subaward;

h. Total Amount of Federal Funds Obligated to the subrecipicnt by the pass-through entity
including the current financial obligation;

i. Total Amount of the Federal Award committed to the subrecipient by the pass-through
entity;




6.

j. Federal award project description, as required by the Federal Funding Accountability and

Transparency Act (FFATA);

k. Name of federal awarding agency, pass-through entity, and contact information for
awarding official of the pass-through entity;

1. Assistance Listing Title and Number; the pass-through entity must identify the dollar
amount made available under each federal award and the Assistance Listing Number at
time of disbursement;

m. Identification of whether the award is for research and development; and

n. Indirect cost rate for the federal award (including if the de minimis rate is charged per 2
CFR 200.414 Indirect (F&A) costs).

All requirements of the subaward including requirements imposed by federal statutes,
regulations and the terms and conditions of the federal award;

. Any additional requirements that the pass-through entity imposes on the subrecipient for the

pass-through entity to meet its own responsibility to the federal awarding agency including

information and certifications required for submitting financial and performance reports;
(2 CFR 200.415)

An approved indirect cost rate negotiated between the subrecipient and the federal
government or, if no approved rate exists, either a rate negotiated between the pass-through
entity and the subrecipient (2 CFR 200.332), or a de minimis indirect cost rate as defined in
§200.414 Indirect (F&A) costs, paragraph (). The pass-through entity must not require
the use of the de minimis indirect cost rate if the subrecipient has an approved indirect
cost rate negotiated with the federal government. Subrecipients may elect to use the cost
allocation method to account for indirect costs; (2 CFR 200.405)

A requirement that the subrecipient permit the pass-through entity and auditors to access the
subrecipient's records and financial statements as necessary for the pass-through entity to
fulfill its monitoring requirements; and

Appropriate terms and conditions concerning closeout of the subaward.

Evaluation of Risk

The district shall evaluate each subrecipient’s fraud risk and risk of noncompliance with law,

regulations and the terms and conditions of the subaward to determine appropriate monitoring
practices. (2 CFR 200.332)

The

{ } Superintendent



{\Aederal Programs Coordinator

{ } Business Manager

{ } other

or designee shall be responsible for evaluating risk based on the following factors:
1. The subrecipient’s prior experience with the same or similar subawards;

2. The results of previous audits, including whether the subrecipient receives a single audit and
the extent to which the same or similar subaward has been audited as a major program;

3. Whether the subrecipient has new personnel, or new or substantially changed systems and
processes;

4. The extent and results of any federal award agency’s monitoring of the subrecipient.
The ? Q Q, or designee shall request adequate documentation from the

subrecipient to conduct the evaluation of risk; such documentation may include, but shall not be
limited to, :

{\/{ audit reports
{\/{ financial reports

) {\/}/ policies and procedures

{\Aetailed descriptions or users’ guides of current systems and processes.

The district shall evaluate subrecipients for risk of noncompliance

{1} nally.
{\/Z:;peciﬁed in the legal agreement or contract.

Based on the results of the risk evaluation, the district may consider imposing specific conditions
on implementation of the subaward and shall notify the federal agency of the specific
conditions, in accordance with applicable law and regulations. (2 CFR 200.207, 200.332)

Monitoring

The district shall monitor the overall performance, including implementation and activities of
each subrecipient as necessary to ensure that the subaward is used for authorized purposes and
that the performance goals are achieved, in accordance with law, regulations and the terms
and conditions of the subaward. The district shall notify subrecipients of monitoring




retluirements and may provide technical assistance to subrecipients in complying with
monitoring requirements.

As part of the monitoring process, the district shall: (2 CFR 200.332)

1. Review financial and performance reports.

2. Ensure that the subrecipient takes corrective action on all significant developments that
-negatively affect the subaward. Significant developments include Single Audit findings
related to the subaward, other audit findings, site visits, and written notifications from
a subrecipient of adverse conditions which will impact their ability to meet the
milestones or the objectives of a subaward. When significant developments negatively
impact the subaward, a subrecipient must provide the pass-through entity with
information on their plan for corrective action and any assistance needed to resolve the
situation.

3. Issue a management decision for audit findings pertaining to the subaward provided to the
subrecipient, in accordance with applicable law and regulations. (2 CFR 200.521)

4. Resolve audit findings specifically related to the subaward. However, the pass-through
entity is not responsible for resolving cross-cutting audit findings that apply to the
subaward and other federal awards or subawards. If the subrecipient has a current
Single Audit report and has not been excluded from receiving federal funding, the pass-

through entity may rely on the subrecipient’s cognizant agency findings. (2 CFR
200.513)

Monitoring — Delegation of Responsibility
The

{ } Superintendent

{\/ Federal Programs Coordinator

{ } Business Manager

{ } other

or designee shall be responsible for the monitoring of subrecipients. Monitoring activities may
include, but shall not be limited to:

1. Providing training and technical assistance.
2. Review of progress reports, financial reports and data quality.

3. On-site visits.



4. Review of federal or state debarment lists.

5. Review of other agreed-upon procedures spemfied in the legal agreement or contract. (2 CFR
200.425)

The district shall verify that subrecipients are audited as required by appiicable law and
regulations. (2 CFR 200.332, 2 CFR 200.500-200.521, Pol. 619)

Follow-Up Actions —

The ? @ Q_,, or designee shall provide subrecipients with written documentation
detailing their monitoring results and listing any identified deficiencies. The district shall
consider whether the results of monitoring indicate the need to revise existing district policy and
procedures or the need to take other enforcement action. (2 CFR 200.332)

The district may impose specific conditions on the subrecipient, in accordance with
applicable law and regulations. (2 CFR 200.208)

The district shall require subrecipients to take immediate action on issues involving ineligible or
illegal use of federal funding and notify the district of corrective action takeri.

The district shall require subrecipients to develop a corrective action plan to address other
identified deficiencies or noncompliance issues; such plan shall be submitted to the district

{ } within sixty (60) days,

{ } assoon as possible,

\L/{as specified in the agreed-upon procedureé,

and the district shaﬂ evaluate and monitor the activities taken by the subrecipient under the
corrective action plan. The district may provide technical assistance and/or training to

subrecipients in complying with corrective action requirements.

The ;-90 -or designee shall maintain all documentation on monitoring of
subremplents and corrective action taken during the momtorlng process.

The district shall report issues of noncompliance to the appropriate federal agency where
required by law, regulations, or requirements of the federal funding program.

Remedies for Noncompliance —

When monitoring activities identify issues of honcompliance that are not addressed through
corrective action, the district may take the following actions: (2 CFR 200.332, 200.339)




1. Temporarily withhold payments, until the recipient or subrecipient takes corrective
action. '

2. Disallow or deny use of funds for all or part of the cost of the activity or action associated
with noncompliance of the recipient or subrecipient.

3. Suspend or terminate the federal award in whole or in part.
4. Recommend that the federal agency initiate suspension and debarment proceedings.

5. Withhold further federal funds (new awards or continuation of funding) for the project or
program.

6. Take other remedies legally available, in consultation with the school solicitor or other
qualified counsel.

Record Retention

The
{ 1} Superintendent
{\/F ederal Programs Coordinator

{ } Business Manager

{ } other

shall ensure that all documentation regarding subrecipient identification, notification, evaluation,
monitoring activities and corrective action is maintained in accordance with Board policy and
procedures. (Pol. 800) '

Records shall be retained in accordance with applicable Iaw, regulations, specific requirements
of the federal program and the district’s records retention schedule. (2 CFR 200.334-200.338,
Pol. 800)
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Procurement — Federal Programs

626. ATTACHMENT

This document is intended to integrate standard district purchasing procedures with additional
requirements applicable to procurements that are subject to the federal Uniform Guidance
regulations, federal guidance of the Office of Management and Budget and/or U.S. Department
of Agriculture (USDA) regulations governing school food service programs. The district
maintains the following purchasing procedures, in accordance with federal and state laws,
regulations and Board policy. (2 CFR 200.1, 200.102, 200.318-200.325; 7 CFR 210.16, 210.19,
210.21,215.14a, 220.16; 24 P.S. 120, 24 P.S. 504, 24 P.S. 508, 24 P.S. 521,24 P.S. 607, 24 P.S.
609, 24 P.S. 751, 24 P.S. 807.1; 62 Pa. C.S.A. 4601 et seq; Pol. 610, 611, 612, 613, 808, 827)

Procurement Goods/Supplies Services Requirements
Method '
§200.320
Micro-purchase Less than $10,000 Less than $10,000 Consider price to be
(No quotes reasonable
required) Note: Must use more Note: Must use more
restrictive $0 Federal restrictive $10,000 Distribute equitably among
threshold instead of no | Federal threshold suppliers to the extent
state requirements under | instead of state practical
$12,600 exemption for services
Simplified $10,000 - $23,800 $10,000 - $249,999 Obtain/document price or
Acquisition rate quotations from a
Procedures Note: Must use more Note: Must use more reasonable number of
(Small Purchases - | restrictive $10,000 restrictive $10,000 qualified sources (at least
relatively simple Federal threshold Federal threshold three per 24 PS 8.807.1)

and informal)

instead of $23,200 state
threshold

instead of state
exemption for services

Written or documented

quotes
Sealed Bids || $23,800 or more N/A Bids are publicly solicited
(Formal ,
advertising) Note: Must use more Firm fixed price contract
restrictive $23,200 state awarded to the responsible
threshold instead of bidder lowest in price
$250,000 Federal
threshold Cost or price analysis for
purchases in excess of the
Simplified Acquisition
Threshold ($250,000)
Competitive N/A $250,000 or more Conducted with more than




Proposals
(Formal RFPs)

Note: Must use more
restrictive $250,000
Federal threshold
instead of state
exemption for services

one source submitting an
offer '

Price in not used as sole
selection factor

Fixed price or cost-
reimbursement type
contract is awarded

Cost or price analysis for
purchases in excess of the
Simplified Acquisition
Threshold ($250,000)

| Non-competitive Appropriate only when
proposals these circumstances

apply:

- Available only from
a single source (sole
source)

- Public emergency

- After soliciting
from several
sources,
competition is
deemed inadequate

- Consult with your
school solicitor

Solicitation from only one
source

Used only when qualifying
circumstances apply

Fixed price or cost-
reimbursement type
contract is awarded

*Please review this Procurement attachment annually and update amounts accordingly

The district implements exceptions to the Micro-Purchase and Simplified Acquisition Threshold
amounts announced by the federal Office of Management and Budget as part of its procurement
procedures. The state threshold of $12,900 is not applicable to federal procurement

thresholds. ™

Responsibility for Purchasing

The Board has outlined standard district purchasing responsibility, methods of purchasing, price
quotations and bid requirements in the following Board policies and their accompanying

administrative regulations or procedures:

Policy 610. Purchases Subject to Bid/Quotation

Policy 611. Purchases Budgeted




Policy 612. Purchases Not Budgeted
Policy 613. Cooperative Purchasing

Purchase Methods

When a request for purchase of equipment, supplies or services has been submitted and approved
as outlined below, the procurement method to be used will be determined based on the type of
purchase and the total cost of the purchase as further outlined below. This procedure outlines
how the cost thresholds for determining when the quote or formal bidding procedures that are
required by state law as reflected in Policy 610 must be modified when making purchases for
federally funded purposes to which the Uniform Guidance or USDA regulations apply, so as to
comply with both state and federal requirements. At each point where requirements for food
service-related procurement under USDA regulations differ, a note will refer to the Food Service
Program Notes at the end of this procedure. Final determination of which purchasing procedures
are to be applied is delegated to the

{ } Business Manager

{\/{ Superintendent

under the authority of the Board.

Standard Procurement Documents and Purchase Request Process
The district shall use

{\/{ purchase orders

{ } requisitions

for purchase requests in accordance ﬁvith the applicable purchase method.

The district shall use
{\/ paper
{\//electronic

purchasing records, which are pre-numbered and are accessible to designated purchasing staff in
{ 1} the district office.
the Business Office.

{ } Purchasing Agent’s office.




{ 1} Other

Purchase requests by an employee must be submitted to the building administrator or immediate
supervisor. Purchase of all budgeted items or items approved by an administrator or supervisor
must be initiated by use of a purchase order or requisition submitted to the

{ } Board Secretary.

{ } Business Manager.

-R//Superintendent.

{ } Purchasing Agent.

Purchase orders and requisitions shall contain information including, but not limited to:

1. Description of the services to be performed or goods to be delivered.

2. Location of where services will be performed, or goods will be delivered.

3. Appropriate dates of service or delivery.

4. { 1} Other (describe)

Documentation on purchase orders and requisitions shall be maintained in accordance with the
district’s Records Management Policy and records retention schedule. (Pol. 800)

Contracts shall be reviewed by the
} Board Secretary
{\/ Business Manager
} Superintendent
{ 1} school solicitor
pribr to submission to the Board for approval.
Contracts to which the Uniform Guidance apply shall contain the clauses specified in Appendix
II to 2 CFR Part 200 (Contract Provisions for Non-Federal Entity Contracts Under Federal

Awards), when applicable.

[See Additional Provisions for Food Service Programs below for specific clauses required
by USDA regulations to be included in cost reimbursable procurement contracts.]



Micro-Purchases Not Requiring Quotes or Bidding

For purposes of this procedure, micro-purchase means a purchase of equipment, supplies or
services for use in federally funded programs using simplified acquisition procedures, the
aggregate amount of which does not exceed a base amount of $10,000. The micro-purchase
dollar threshold is adjusted periodically by the federal government, and the threshold most
recently established and published in the Federal Register or announced as an exception by the
federal Office of Management and Budget shall apply if other than $10,000.(48 CFR Subpart
2.1)

Note: The micro-purchase maximum for federal purposes is lower than the amount which
the School Code allows purchase for nonfederal purposes to be made without obtaining at
least three (3) written or telephonic quotes or using formal competitive bidding.

The micro-purchase method is used to expedite the completion of its lowest dollar small
purchase transactions and minimize the associated administrative burdens and reduce costs.
Procurement by micro-purchase is the acquisition of equipment, supplies or services, the
aggregate dollar amount of which does not exceed the micro-purchase threshold.

To the extent practicable, the district distributes micro-purchases equitably among qualified
suppliers when the same or materially interchangeable products are identificd and such suppliers
offer effectively equivalent rates, prices and other terms. The

{\//Superintendent

{\ A Business Manager

{ } Purchasing Agent

{ } Board Secretary

will be responsible to determine the equitable distribution of micro-purchases.

Micro-purchases may be awarded without soliciting competitive quotations if the district
considers the price to be reasonable. The district will maintain evidence of this reasonableness in
the records of all micro-purchases. Reasonable can be demonstrated through sound business
practices documenting research, experience, purchase history, or other information. Such
determinations of reasonableness may include comparison of the price to previous purchases of

the same item or comparison of the price of items similar to the item being purchased. (2 CFR
200.320) |

Even if the cost of a purchase qualifies it as a micro-purchase, bidding or small purchase
procedures may be used optionally when those procedures may result in cost savings.




Simplified Acquisition Procedures

For purposes of this procedure, simplified acquisition precedures are those relatively simple
and informal procurement methods for securing equipment or supplies that cost more than the
amount qualifying as a micro-purchase and do not cost $23,800 or more, or in the case of
services other than construction, maintenance or repair on school facilities, where the total cost
does not exceed the $250,000 federal Simplified Acquisition Threshold at which formal
competitive bidding or competitive proposals are required. Simplified acquisition procedures
cannot be used for purchases of equipment or supplies or for construction, repair or maintenance
- services costing $23,800 or more because the School Code requires formal competitive bidding
at that level of cost.

The base amount at which bidding is required under state law for purchases of equipment,
supplies and construction, maintenance or repair services on school facilities is adjusted for
inflation annually, and the adjusted amount most recently determined and published in the
Pennsylvania Bulletin shall apply if other than $23,800. (24 P.S. Sec. 120)

The federal Simplified Acquisition Threshold at which competitive bidding or competitive
proposals are required is adjusted periodically by the federal government, and the threshold most
recently established and published in the Federal Register or announced as an exception by the

federal Office of Management and Budget shall apply if other than $250,000. (48 CFR Subpart
2.1,2 CFR 200.102)

Because state law does not require competitive bidding for the purchase of services other than
construction, maintenance or repairs on school facilities regardiess of total cost, simplified
acquisition procedures may be used for procurement of such other services except when the
estimated total cost will be at or over the federal threshold at which formal competitive bidding
or competitive proposals are required ($250,000).

A request for proposal (RFP) may be made for small purchases; however, the procurement
process must comply with formal RFP procedures, including public notice.

[See Additional Provisions for Food Service Programs below for exemption from bidding
for purchases of perishable food items costing less than $250,000.]

If simplified acquisition procedures are used, written or telephonic price or rate quotations are
obtained from at least three (3) qualified sources and records of quotes are maintained as
provided in Policy 610. (Pol. 610)

Formal Competitive Bidding

- Publicly Solicited Sealed Competitive Bids -

For purchases of equipment or supplies, or of services for construction, maintenance or repairs of
school facilities, sealed competitive bids are publicly solicited and awarded to the lowest



responsive and responsible bidder as provided in Policy 610 when the total cost is estimated to
be $23,800 or more. (Pol. 610)

Note: The amount at which formal competitive bidding or competitive proposals are
required by federal regulations is much higher than the base amount at which the School
Code requires competitive bidding. Therefore, the lower base amount specified by the
School Code, as annually adjusted, is used to determine when bidding will be used for
purchases of equipment or supplies, or for obtaining services for construction, maintenance
or repairs on school facilities. (24 P.S. Sec. 120) '

State law does not require bidding for the purchase of services other than construction,
maintenance or repairs on school facilities regardless of total cost. For procurement of such other
services for federally funded purposes to which the Uniform Guidance applies, formal
competitive bidding or competitive proposals will be used when the estimated total cost will be
at or over the federal threshold of $250,000.

The federal Simplified Acquisition Threshold at which competitive bidding or competitive -
proposals are required is adjusted periodically by the federal government, and the threshold most
recently established and published in the Federal Register or announced as an exception by the
federal Office of Management and Budget shall apply if other than $250,000. (48 CFR Subpart
2.1, 2 CFR 200.102) : ”

For procurement of services costing at or over the $250,000 federal threshold other than for
construction, maintenance or repairs on school facilities, the use of competitive sealed bidding is
considered feasible and appropriate when:

1. A complete, adequate, and realistic specification or purchase description is available;

2. Two (2) or more responsible bidders are willing and able to compete effectively for the
business; and

3. The procurement lends itself to a firm fixed-price contract and the selection of the successful
bidder can be made principally on the basis of price.

Where specified in bidding documents, factors such as discounts, transportation cost, and life
cycle costs must be considered in determining which bid is lowest. Payment discounts will only
be used to determine the low bid when prior experience indicates that such discounts are usually
taken advantage of. Any or all bids may be rejected if there is a justified and documented
reason. : _

[See Additional Provisions for Food Service Programs below for reference to state
requirements regarding contracts with food service management companies and
contractors of pre-plated meals.]




Competitive Proposals -

State law does not require public school entities to solicit competitive bids for services other than
construction, repairs or maintenance of school facilities, for which competitive bidding is
required if the cost will be a base amount of $23,800 or more. State law allows competitive
proposals relating to work on facilities in lieu of bidding only in the context of guaranteed energy
savings contracts.

Federal regulations allow the use of competitive proposals as an alternative to formal
competitive bidding when conditions are not appropriate for the use of sealed bids.

In the case of services other than for construction, repairs or maintenance of school facilities
costing less than that threshold, the district may use simplified acquisition procedures or micro-
purchase procedures as applicable based on total cost. A request for proposal (RFP) process can
also meet or exceed the small purchase competition requirements under state law and Policy 610
for the acquisition of services other than for construction, repairs or maintenance of school
facilities, and can be used if the total cost will be less than $250,000.

When permitted, the technique of competitive proposals is normally conducted with more than
one (1) source submitting an offer, and either a fixed price or cost-reimbursement type coniract s
awarded. Competitors' qualifications are evaluated and the most qualified competitor is selected,
subject to negotiation of fair and reasonable compensation. The district shall comply with other
applicable state and federal law and regulations, Board policy and administrative regulations
regarding purchasing; the district may consult with the school solicitor or other qualified counsel
in determining the required process for purchasing through competitive proposals when
necessary.

If this method is used, the following requirements apply:

1. Requests for proposals must be publicized and identify all evaluation factors.and their
relative importance. Any response to publicized requests for proposals must be considered to
the maximum extent practical.

2. Proposals must be solicited from an adequate number of qualified sources.

3. Contracts must be awarded to the responsible firm whose proposal is most advantageous to
the program, with price and other factors considered.

An alternative form of competitive proposal is permitted only for qualifications-based
procurement of architectural and engineering services, in which price is not a selection factor and
reasonable compensation is negotiated after source selection. This alternative is not permitted for
procurement of other types of services.

Competitive proposals shall be evaluated by the

{/}Superintendent



{\/} Business Manager

{ } Federal Programs Coordinator

based on factors including but not limited to:
1. Cost.

&/{ Experience of contractor.

' &/}/ Availability.

{\/}/ Personnel qualifications.

{\/{ Financial stability.

{\/ Minority business, women’s business enterprise, veteran-owned business or labor surplus
area firm status.

{\K Project management expertise.
} Understanding of district needs.

{ } Other

Evaluations shall be completed in a timely manner, documented and shall be reviewed by the
{ } Board.

{ } Superintendent.

{ } Business Manager.

f\// Federal Programs Coordinator.

{ } school solicitor.

Contract/Price Analysis

The district performs a cost or price analysis in connection with every procurement action in
excess of $250,000, including contract modifications. (2 CFR 200.323(a)).

A cost analysis generally means evaluating the separate cost elements that make up the total
price, while a price analysis means evaluating the total price, without looking at the individual
cost elements.




The method and degree of analysis is dependent on the facts surrounding the particular
procurement situation; however, the

{ } Superintendent

{ } Business Manager

&//F ederal Programs Coordinator

must come to an independent estige prior to receiving bids or proposals. (2 CFR 200.323(a)).

As paft of the analysis, the Wy . _ will enact established business practices
which may include evaluation of similar prior procurements and a review process.

Negotiated Profit

In any procurement in which there has been no price competition, or in which a cost-analysis is
performed, profit must be negotiated separately as an element of price. Accordingly, solicitations
of bids, proposals or quotes shall require that bids, proposals or quotes be limited to costs other
than profit, and exclude profit. : '

To establish a fair and reasonable profit, consideration is given to the complexity of the work to
be performed, the risk borne by the contractor, the contractor’s investment, the amount of
subcontracting, the quality of its record of past performance, and industry profit rates in the
surrounding geographical area for similar work. (2 CFR 200.323(b)).

When profit must be negotiated as a separate element of the total price, it shall be negotiated by
the

{\/{ Superintendent.
{\/+ Business Manager.
{ 1} Federal Programs Coordinator.

Noncompetitive Proposals (Sole Sourcing)

Procurement by noncompetitive propesals means procurement through solicitation of a
proposal from only one (1) source and may be used only when one (1) or more of the following
circumstances apply: (2 CFR 200.320)

1. The aggregate amount of the procurement transaction does not exceed the micro-
purchasing provisions.

2. The procurement transaction can only be fulfilled by a single source.
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3. The public exigency or emergency for the requirement will not permit a delay resulting from
competitive solicitation. An emergency exists whenever the time required for the Board to
act in accordance with regular procedures would endanger life or property or threaten
continuance of existing school classes.

4. The federal awarding agency or pass-through entity provides written approval for
noncompetitive procurement in response to a written request from the recipient or
subrecipient.

5. After solicitation of a number of sources, the recipient or subrecipient determines the
competition is inadequate.

In addition to standard procurement policy and procedures, the district will provide the grounds,
including analysis and documentation, for using the noncompetitive method in lieu of an
otherwise required competitive method of procurement. A written confirmation from the
contractor as the sole source of the item may be included as a supplement to the district’s
record of analysis. Documentation must be submitted to and maintained by the Business Office.

All noncompetitive proposals will ultimately be approved by the Board. The district may utilize
legal advice from the solicitor regarding noncompetitive proposals.

Profit must be negotiated separately for noncompetitive proposals, and a cost or price analysis
will also be performed for noncompetitive proposals when the price exceeds $250,000.

Purchase Cards

The district approves the use of procurement cards for permissible purchases by designated
employees to improve the efficiency of purchasing activities, reduce processing expenses,
improve controls for small-dollar purchases, and streamline contractor payment.

Procurement cards may be used for purchases under federal programs. The use of procurement _
cards is governed by Board policy 625 Procurement Cards and established administrative

regulations. (Pol. 625)

Full and Open Competition

All procurement transactions must be conducted in a manner providing full and open
competition consistent with 2 CFR 200.319. In order to ensure objective contractor performance
and eliminate unfair competitive advantage, contractors that develop or draft specifications,
requirements, statements of work, or invitations for bids or requests for proposals must be
excluded from competing for such procurements. Some of the situations considered to be
restrictive of competition include but are not limited to:

1. Placing unreasonable requirements on firms in order for them to qualify to do business.

2. Requiring unnecessary experience and excessive bonding.

11




7.

Noncompetitive pricing practices between firms or between affiliated companies.
Noncompetitive contracts to consultants that are on retainer contracts.

Organizational conflicts of interest.

Specifying only a “brand name” product instead of allowing “an equal” product to be offered
and describing the performance or other relevant requirements of the procurement.

Any arbitrary action in the procurement process.

Scoring mechanisms that reward bidders that commit to specific numbers and types of U.S.
jobs, minimum compensation, benefits, on-the-job-training for employees making work
products or providing services on a contract, and other worker protections, may be

assigned when consistent with established practices and legal requirements.
(2 CFR 300.319)

Minority Businesses, Women’s Business Enterprises, Veteran-Owned Businesses, Labor

Surplus Area Firms

The district must take necessary affirmative steps to assure that minority businesses, women’s
business enterprises, veteran-owned businesses and labor surplus area firms are considered
when possible. Such consideration means: (2 CFR 200.321)

1.

2.

Placing such businesses on solicitation lists.

Assuring that such businesses are solicited whenever they arc deemed eligible as potential
sources. :

Dividing total purchasing requirements, when economically feasible, into smaller tasks or
quantities to permit maximum participation by such businesses.

Establishing delivery schedules, where the requirement permits, which encourage
participation such businesses.

Using the services and assistance, as appropriate, of such organizations as the Small Business
Administration and the Minority Business Development Agency of the Department of
Commerce; and '

Requiring the prime contractor, if subcontracts are let, to apply these conditions to

subcontracts..
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Prequalified Lists

‘The district must ensure that all prequalified lists of persons, firms, or products which are used in
acquiring goods and services are current and include enough qualified sources to ensure
maximum open and free competition. Also, the district must not preclude potential bidders from
qualifying during the solicitation period. '

[See Additional Provisions for Food Service Programs below for reference to state
requirements regarding contracts with food service management companies and

contractors of pre-plated meals.]

Solicitation Language -

The district must ensure that all solicitations incorporate a clear and accurate description of the
technical requirements for the material, product, or service to be procured. Such description must
not, in competitive procurements, contain features which unduly restrict competition. The
description may include a statement of the qualitative nature of the material, product or service to
be procured and, when necessary, must set forth those minimum essential characteristics and
standards to which it must conform if it is to satisty its intended use. Detailed product
specifications should be avoided if at all possible.

When it is impractical or uneconomical to make a clear and accurate description of the technical
requirements, a “brand name or equivalent” description may be used as a means to define the
performance or other salient requirements of procurement. The specific features of the named
brand which must be met by offers must be clearly stated; and identify all requirements which
the offerors must fulfill and all other factors to be used in evaluating bids or proposals.

Avoiding Acquisition of Unnecessary or Daplicative Items

The district must avoid the acquisition of unnecessary or duplicative items. Additionally,
consideration must be given to consolidating or breaking out procurements to obtain a more
economical purchase; and, where appropriate, an analysis must be made of leases versus
purchase alternatives, and any other appropriate analysis to determine the most economical
approach.

These considerations are given as part of the processr to determine the allowability of each
purchase made with federal funds. Such considerations are accessible in the procedure attached

to Policy 626: Allowability of Costs — Federal Programs.

Use of Intergovernmental Agreements and Cooperative Purchasing

To foster greater economy and efficiency, the district enters into state and local
intergovernmental agreements where appropriate for cooperative purchasing or use of common
or shared goods and services, as permitted by the Intergovernmental Cooperation Act, the School
Code and the Commonwealth Procurement Code. (Pol. 613; 53 Pa. C.S. Ch. 23; 24 P.S. 521; 62
Pa. C.S. Ch. 19, 2 CFR 200.318 (¢))
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When procuring supplies or services for federally funded purposes to which the Uniform
Guidance applies, the district shall verify and document that the organization conducting the
procurement pursuant to such agreements complies with the applicable procurement methods,
requirements and standards of the Uniform Guidance as outlined in this procedure.

The district considers the use of federal excess and surplus property in lieu of purchasing new
equipment and property whenever such use is feasible and reduces project costs.

Recovered Materials

The recipient or subrecipient should, to the greatest extent practicable and consistent with
law, purchase, acquire or use products and services that can be reused, refurbished or
recycled; contain recycled content, are biobased, or are energy and water efficient; and are
sustainable. This may include purchasing compostable items and other products and
services that reduce the use of single-use plastic products. (2 CFR 200.323)

Debarment and SuSpension

The district awards contracts only to responsible contractors possessing the ability to perform
successfully under the terms and conditions of a proposed procurement. Consideration will be
given to such matters as contractor integrity, compliance with public policy, record of past
performance, and financial and technical resources.

[See Additional Provisions for Food Service Programs below for reference to state
requirements regarding contracts with food service management companies and
contractors of pre-plated meals.] ’

The district may not subcontract with or award subgrants to any person or company who is
debarred or suspended. For all contracts over $25,000 the district verifies that the contractor with
whom the district intends to do business is not excluded or disqualified. (2 CFR Part 200,
Appendix II, and 2 CFR 180.220 and 180.300).

All successful contractors must provide written certification that they have not been suspended
or debarred from federal projects. The

{\/{Business Manager

{\/ Federal Programs Coordinator

will be responsible for verification. Such verification to determine whether a potential
subrecipient is subject to any suspension or debarment restrictions must include one of the

following:

1. Accessing the online federal System for Award Management (SAM); or

14



2. Collecting a certification from that person; or

3. Adding a clause or condition to the covered transaction with that person. (2 CFR
180.300)

Maintenance of Procurement Records

The district must maintain records sufficient to detail the history of all procurements. These
records will include, but are not necessarily limited to the following: rationale for the method of
procurement, selection of contract type, contractor selection or rejection, the basis for the
contract price (including a cost or price analysis), and verification that the contractor is not
suspended or debarred. .

Maintenance of records of procurement will be governed by Board policy 800 Records
Management and the district’s established records retention schedule. (Pol. 800)

Time and Materials Contracts

The district may use a time and materials type contract only: (1) after a determination that no
other contract is suitable; and (2) if the contract includes a ceiling price that the contractor
exceeds at its own risk. Time and materials type contract means a contract whose cost to the
district is the sum of: the actual costs of materials, and direct labor hours charged at fixed hourly
rates that reflect wages, general and administrative expenses, and profit.

Since this formula generates an open-ended contract price, a time-and-materials contract
provides no positive profit incentive to the contractor for cost control or labor efficiency.
Therefore, each contract must set a ceiling price that the contractor exceeds at its own risk.
Further, the district must assert a high degree of oversight in order to obtain reasonable assurance
that the contractor is using efficient methods and effective cost controls.

Settlements of Issues Arising Qut of Procurements

The district alone is responsible, in accordance with good administrative practice and sound
business judgment, for the settlement of all contractual and administrative issues arising.out of
procurements. These issues include, but are not limited to, source evaluation, protests, disputes,
and claims. These standards do not relieve the district of any contractual responsibilities under its
contracts. Violations of law will be referred to the local, state, or federal authority having proper
jurisdiction.

Protest Procedures to Resolve Dispute

The district maintains protest procedures to handle and resolve disputes relating to procurements
and, in all instances, discloses information regarding the protest to the awarding agency. Protest
procedures will be acted on in accordance with current state law and regulations, established
district administrative regulations and the advice of the solicitor. (Pol. 610)
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ADDITIONAL PROVISIONS ¥OR FOOD SERVICE PROGRAMS

Exemption from Bidding for Perishable Food [tems -

The School Code exempts pu:rchases of perishable food items from bidding requirements.
Bidding for perishable food items is required only if the cost would be at or over the federal
threshold at which formal competitive bidding is required ($250,000). Simplified acquisition
procedures may be used for purchases below $250,000, or micro-purchase procedures for
purchases below $10,000. Use of bidding should be considered as an option if it is feasible and
likely to result in cost savings.(24 P.S. 504(d))

Geographic Preferences -

The district is permitted to apply a geographic preference when procuring unprocessed locally
grown or locally raised agricultural products. When a geographic preference is applied, the
district has discretion to determine the local area to which the geographic preference option will
be applied.

Unprocessed locally grown or locally raised agricultural products means only those
agricultural products that retain their inherent character. The effects of the following food
handling and preservation techniques shall not be considered as changing an agricultural product
into a product of a different kind or character: cooling; refrigerating; freczing; size adjustment
made by peeling, slicing, dicing, cutting, chopping, shucking, and grinding; forming ground
products into patties without any additives or fillers; drying/dehydration; washing; packaging
(such as placing eggs in cartons), vacuum packing and bagging (such as placing vegetables in
bags or combining two (2) or more types of vegetables or fruits in a single package); the addition
of ascorbic acid or other preservatives to prevent oxidation of produce; butchering livestock and
poultry; cleaning fish; and the pasteurization of milk. (7 CFR 210.21, 215.14a, 220.16)

Buy American -

The district shall purchase, to the maximum extent practicable, domestic commodities or
products for food service purposes.

The term domestic commodity or product means: (7 CFR. 210.21, 220.16)
1. An agricultural commodity that is produced in the United States; and
2. A food product that is processed in the United States substantially using agricultural
commodities that are produced in the United States, meaning over 51% of a food

product must consist of agricultural commodities that were grown domestically.

All procurement procedures, solicitations and contracts related to food service programs
must include language regarding the Buy American requirements for food purchases.

The two main exceptions to the Buy American requirements are:
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The product is not produced or manufactured in the United States in sufficient and
reasonably available quantities of a satisfactory quality; or

Competitive bids reveal the costs of a United States product are significantly higher
than the non-domestic product.

Mandatory Contract Clauses -

The following provisions shall be included in all cost reimbursable contracts for food services
purchases, including contracts with cost reimbursable provisions, and in solicitation documents
prepared to obtain offers for such contracts: (7 CFR 210.21, 215.14a, 220.16)

L.

Allowable costs will be paid from the nonprofit school food service account to the
contractor net of all discounts, rebates and other applicable credits aceruing to or received
by the contractor or any assignee under the contract, to the extent those credits are
allocable to the allowable portion of the costs billed to the school food authority;

(a) The contractor must separately identify for each cost submitted for payment to the
school food authority the amount of that cost that is allowable (can be paid from the .
nonprofit school food service account) and the amount that is unallowable (cannot be
paid from the nonprofit school food service account); or

(b) The contractor must exclude all unallowable costs from its billing documents and
certify that only allowable costs are submitted for payment and records have been .
established that maintain the visibility of unallowable costs, including directly associated
costs in a manner suitable for contract cost determination and verification;

. The contractor's determination of its allowable costs must be made in compliance with

the applicable departmental and program regulations and Office of Management and
Budget cost circulars; -

The contractor must identify the amount of each discount, rebate and other applicable
credit on bills and invoices presented to the school food authority for payment and
individually identify the amount as a discount, rebate, or in the case of other applicable
credits, the nature of the credit. If approved by the state agency, the school food authority
may permit the contractor to report this information on a less frequent basis than
monthly, but no less frequently than annually; :

The contractor must identify the method by which it will report discounts, rebates and

other applicable credits allocable to the contract that are not reported prior to conclusion
of the contract; and
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6. The contractor must maintain documentation of costs and discounts, rebates and other
applicable credits, and must furnish such documentation upon request to the school food
authority, the state agency, or the department.

Contracts with Food Service Management Companies -

Procedures for selecting and contracting with a food service management company (FSMC) shall
comply with guidance provided by the Pennsylvania Department of Education, Division of Food
and Nutrition, including standard forms, procedures and timelines for solicitation, selection and
approval of proposals and contracts. (7 CFR 210.16, 210.19, 210.21, 215.14a, 220.16)

Pre-Plated Meals -

Procedures for selecting and contracting with contractors of pre-plated meals shall comply with
guidance provided by the Pennsylvania Department of Education, Division of Food and
Nutrition, including standard forms, procedures and timelines for solicitation, selection and
approval of proposals and contracts. (7 CFR 210.16, 210.19, 210.21, 220.16)

Standards of Conduct -

The district will comply with the written standards of conduct in Policy 827. Conflict of
Interest which governs the actions of employees and Board members regarding the
selection, award and administration of contracts.

No employee or Board member may participate in the selection, award or administration
of a contract supported by a federal award if s'he has a real or apparent conflict of interest
as well as any other circumstance in which the employee, Board member, any member of
his/her immediate family, his/her business partner, or an organization which employs or is
about to employ any of them, has a financial or other interest in or a tangible personal
benefit from a firm considered for a contract. (2 CFR 200.318)

Violations of the standards of conduct by employees may result in disciplinary action up to
and including discharge, fines and possible imprisonment. Disciplinary actions shall be

consistent with Board policies, procedures, applicable collective bargaining agreements and
state and federal law.

PSBA Revision 6/25 © 2025 PSBA
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Book _ Policy Manual

Sectioh "600 Finances

Title Travel Reimbursement - Federal Programs
Code 626.1 Vol IH 2025

Status From PSBA

Authority

~ The Board shall reimburse administrative, professional and support employees, school officials,
and participants in federal awards for travel costs incurred in the course of performing
services related to official business as a federal grant recipient.[1][2][3]

Definitions

A participant is generally an individual participating in or attending activities under a
federal award such as training or conferences, but who is not responsible for

“implementation of the federal award. Participants can include, but are not limited to,
community members, students and conference attendees.[4]

For purposes of this poliéy, travel costs shall mean the expenses for transportation, airfare,
lodging, subsistence, and related items incurred by individuals who are traveling on
approved official business as a federal grant recipient.[3]

Delegation of Responsibility

School officials, district employees and participants shall comply with applicable Board policies
and administrative regulations established for reimbursement of travel and other expenses.[5][6]

School officials and district employees shall acquire prior written approval to incur
travel costs for official business related to a federal award.[3]

The validity of payments for travel costs shall be determined by the
#fr Superintendent or designee.

{ } Business Manager.

{ } Federal Programs Coordinator.

Guidelines |

Reimbursement for travel costs related to official business as a federal grant recipient
must be consistent with standard methods established in general travel
reimbursement policies and administrative regulations.[3][5][6]

Travel costs shall be reimbursed on a mileage basis for travel using a personal vehicle and on an
actual cost basis for meals, lodging and other allowable expenses, consistent with those normally
allowed in like circumstances in the district’s nonfederally funded activities, and in accordance
with the district’s travel reimbursement policies and administrative regulations.[3][51[6]
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Mileage reimbursements shall be at the rate approved by the Board for other district travel
reimbursements. Actual costs for meals, lodging and other allowable expenses shall be
reimbursed only to the extent they are reasonable and do not exceed the per diem limits
established by :

{\)/the Board.

{ } the federal General Services Administration for federal employees for locale where incurred.

All travel costs must be presented with an itemized, verified statement prior to reimbursement.

[1112]

In addition, if these costs are charged directly to the federal award, documentation must be
maintained that justifies that:[3][5][6]

1. Participation of the individual is necessary to the federal award.

2. The costs are reasonable and consistent with the district’s established policy.

PSBA Revision 6/25 © 2025 PSBA
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. 24 P.S, 517
3. 2 CFR 200.475
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Book Policy Manual
Section 800 Operations
. Title 7 Conflict of Interest
Code 827 Voi III 2025
Status From PSBA
Purpose

This policy shall affirm standards of conduct established to ensure that Board members and
employees avoid potential and actual conflicts of interest, as well as the perception of a conflict
of interest.

Definitions

Confidential information shall mean information not obtainable from reviewing a public
document or from making inquiry to a publicly available source of information.[1]

Conflict or Conflict of interest shall mean use by a Board member or district employee of the
authority of his/her office or employment, or any confidential information received through
his/her holding public office or employment, for the private pecuniary benefit of him/herself, a
member of his/her immediate family or a business with which s/he or a member of his/her
immediate family is associated. The term does not include an action having a de minimis
economic impact, or which affects to the same degree a class consisting of the general public or
a subclass consisting of an industry, occupation or other group which includes the Board member
or district employee, a member of his/her immediate family or a business with which s/he or a
member of his/her immediate family is associated.[1]

For federal purposes, a conflict of interest includes when the employee, officer, agent,
or Board member, any member of their immediate family, their partner, or an
organization that employs or is about to employ any of those individuals, has a
financial or other interest in or a tangible personal benefit from an entity considered
for a contract.[2]

De minimis economic impact shall mean an economic consequence which has an insignificant
effect.[1]

Financial interest shall mean any financial interest in a legal entity engaged in business for
profit which comprises more than five percent (5%) of the equity of the business or more than
five percent (5%) of the assets of the economic interest in indebtedness.[1]

Honorarium shall mean payment made in recognition of published works, appearances,
speeches and presentations, and which is not intended as consideration for the value of such
services which are nonpublic occupational or professional in nature. The term does not include
tokens presented or provided which are of de minimis economic impact.[1]

Immediate family shall mean a parent, parent-in-law, spouse, child, spouse of a child, brother,
brother-in-law, sister, sister-in-law, or the domestic partner of a parent, child, brother or sister.

Y|
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Business partner shall mean a person who,'along with another person, plays a significant role
in owning, managing, or creating a company in which both individuals have a financial interest in
the company.

Delegation of Responsibility

Each employee and Board member shall be responsible to maintain standards of conduct that
avoid conflicts of interest. The Board prohibits members of the Board and district employees from
engaging in conduct that constitutes a conflict of interest as outlined in this policy.

Guidelines

All Board members and employees shall be provided with a copy of this policy and acknowledge
in writing that they have been made aware of it. Additional training shall be provided to
designated individuals.

Disclosure of Financial Interests

No Board member shall be allowed to take the oath of office or enter or continue upon his/her
duties, nor shall s/he receive compensation from public funds, unless s/he has filed a statement
of financial interests as required by law.[3]

The district solicitor and designated district employees shall file a statement of financial interests
as required by law and regulations.[4][5]

Standards of Conduct

The district maintains the following standards of conduct covering conflicts of interest and
governing the actions of its employees and Board members engaged in the selection, award and
administration of contracts.[2] '

No employee or Board member may participate in the selection, award or administration of a
contract supported by a federal award if s/he has a real or apparent conflict of interest as defined
above, as well as any other circumstance in which the employee, Board member, any member of
his/her immediate family, his/her business partner, or an organization which employs or is about
to employ any of them, has a financial or other interest in or a tangible personal benefit from a
firm considered for a contract.[2]

The district shall not enter into any contract with a Board member or employee, or his/her
spouse or child, or any business in which the person or his/her spouse or child is associated
valued at $500 or more, nor in which the person or spouse or child or business with which

- associated is a subcontractor unless the Board has determined it is in the best interests of the
district to do so, and the contract has been awarded through an open and public process,
including prior public notice and subsequent public disclosure of all propoesals considered and
contracts awarded. In such a case, the Board member or empioyee shall not have any
supervisory or overall responsibility for the implementation or administration of the contract.[1]

When advertised formal bidding is not required or used, an open and public process shall include
at a minimum:

1. Public notice of the intent to contract for goods or services;

2. A reasonable amount of time for potential contractors to consider whether to offer quotes;
and

3. Post-award public disclosure of who made bids or quotes and who was chosen.
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Any Board member or employee who in the discharge of his/her official duties would be required
to vote on a matter that would result in a conflict of interest shall abstain from voting and, prior
to the vote being taken, publicly announce and disclose the nature of his/her interest as a public
record in a written statement to be attached to the Board minutes.[1]

No Board member or district employee shall accept an honorarium.[1]

Board members and employees may neither solicit nor accept gratuities, favors or anything of
monetary value from contractors or parties to subcontracts, unless the gift is an unsolicited item
of nominal value. Gifts of a nomlnal value may be accepted in accordance with Board policy.[2]

[6]

Improper Influence

No person shall offer or give to a Board member, employee or nominee or candidate for the
Board, or a member of his/her immediate family or a business with which s/he is associated,
anything of monetary value, including a gift, loan, political contribution, reward or promise of
future employment based on the offeror's or donor's understanding that the vote, official action
or judgment of the Board member, employee or nominee or candidate for the Board would be
influenced thereby.[1]

No Board member, employee or nominee or candidate for the Board shall solicit or accept
anything of monetary value, including a gift, loan, political contribution, reward or promise of
future employment, based on any understanding of that Board member, employee or nominee or
candidate that the vote, official action or judgment of the Board member, employee or nominee
or candidate for the Board would be lnﬂuenced thereby.[1]

Organizational Conflicts

Organizational conflicts of interest may exist when due to the district’s relationship with a
subsidiary, affiliated or parent organization that is a candidate for award of a contract in
connection with federally funded activities, the district may be unable or appear to be unable to
be impartial in conducting a procurement action involving a related organization.[2]

In the event of a potential organizational conflict, the potential conflict shall be reviewed by the
Superintendent or designee to determine whether it is likely that the district would be unable or
appear to be unable to be impartial in making the award. If such a likelihood exists, this shall not
disqualify the related organization; however, the following measures shall be applied:

1. The organizational reiatiohship shall be disclosed as part of any notices to potential
contractors,

2. Any district employees or officials directly involved in the activities of the related
organization are excluded from the selection and award process;

3. A competitive bid, quote or other basis of valuation is considered; and

4, The Board has determined that contracting with the related organization is in the best
interests of the program involved.

Reporting_Conflicts of Interest

Any perceived conflict of interest that is detected or suspected by any employee or third party -
shall be reported to the Superintendent. If the Superintendent is the subject of the perceived
conflict of interest, the employee or third party shall report the incident to the Board President. .
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Any perceived conflict of interest of a Board member that is detected or suspected by any.
employee or third party shall be reported to the Board President. If the Board President is the
subject of the perceived conflict of interest, the employee or third party shall report the incident
to the Superintendent, who shall report the incident to the solicitor.

No reprisals or retaliation shali occur as a result of good faith reports of conflicts of interest, The
district shall provide written notification of such protections to district employees.[7]

- The Superintendent or designee shall report in writing to the federal awarding agency or pass-
through entity any potential conflict of interest related to a federal award, in accordance with
federal awarding agency policy.[8]

Investigation

Investigations based on reports of perceived violations of this policy shall comply with state and
federal laws and regulations. No person sharing in the potential conflict of interest being
investigated shall be involved in conducting the investigation or reviewing its results.

In the event an investigation determines that a viclation of this policy has occurred, the violation
shall be reported to the federal awarding agency in accordance with that agency’s policies.[8]

Disciplinary Actions

If an investigation results in a finding that the complaint is factual and constitutes a violation of
this policy, the district shall take prompt, corrective action to ensure that such conduct ceases
and will not recur. District staff shall document the corrective action taken and, when not
prohibited by law, inform the complainant.

Violations of this policy may result in disciplinary action for employees up to and including

discharge, fines and possible imprisonment. Disciplinary actions shall be consistent with Board
policies, procedures, applicable collective bargaining agreements and state and federal laws.[9]

PSBA Revision 6/25 ©® 2025 PSBA
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Book ’ Policy Manual
Section 100 Programs

Title Academic Standards
Code . 102 Vol Iv 2025
Status From PSBA
Purpose

The Board recognizes the importance of developing, assessing and expanding academic

standards to challenge students to achieve at their highest level possible. To this end, the district
shall establish rigorous academic standards in accordance with, and may expand upon, those

Definition

Academic standards means what a student should know and be able to do at a specified
grade level. For purposes of this policy, the term academic standards encompasses
Pennsylvania Core Standards, state academic standards and local academic standards.[3]
Authority

The Board shall approve academic standards for district students to attain, in the following
content areas:[2]

1. English Language Arts (reading, writing, speaking and listening). |

2. Mathematics.

3. Science, Environment, Ecology, Technology and Engineering (Grades K-5).
4, Science, Environment and Ecology (Grades 6-12),

5. Technology and Engineering (Grades 6-12).

6. Social Studies (history, geography, civics and government, economics) - to include readmg

in history and social studies, and writing for history and social studies.
7. Arts and Humanities.
8. Career Education and Work.
9. Health, Safety and Physical Education.
10. Family and Consumer Sciences.
Guidelines |

The district’s curriculum shall be designed to provide students with the planned instruction
needed to attain established academic standards.[2][4][5]
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The district shall assess individual student attainment of established academic standards and
provide assistance for students having difficulty attaining academic standards.[2]{6][7]

Students with disabilities may attain academic standards by completion of their Individualized
Education Programs in accordance with law, regulations and Board policy.[2][8]

PSBA Revision 8/25 © 2025 PSBA

Legal

OO\.IO'\EJ‘!-ISLUI\JI—‘

hitps://go.boarddocs.com/pa/wyom/Beard. nsf/Private ?openélogin#

.22 PA Code 4.11
2. 22 PA Code 4.12
. Pol.
Pol.
. Pol,
. Pal,
. Pol.
22 PA Code 4.4

105
107
127
212
113

BoardDocs® PL

22



8/15/25, 1:02 PM BoardDocs® PL

Book Policy Mangal
Section : 100 Programs
Title Curriculum
Code 105 Vol 1V 2025
Status From PSBA
Purpose

The Board recognizes its responsibility for the development, assessment and improvement of the
educationa! program of the schools. To this end, the curriculum shall be evaluated, developed
and modified on a continuing basis and in accordance with a plan for curriculum improvement.[1]

Definition

For purposes of this policy, curriculum shall be defined as a series of planned instruction aligned
with established academic standards in each subject that is coordinated, articulated and .
implemented in a manner designed to result in the achievement of academic standards at the
proficient level by all students.[2][3][4]

Authority

The Board shall be responsible for the curriculum of the district's schools. The curriculum shall be
designed to provide students the opportunity to achieve the academic standards established by
the Board. Attaining the academic standards requires students to demonstrate the acquisition
and application of knowledge.[1][2]{4]

In order to provide a guality educational program for district students, the Board shall adopt a
curriculum plan that includes the requirements for courses to be taught; subjects to be taught in
the English language; courses adapted to the age, development and needs of students; and
strategies for assisting those students having difficulty attaining the academic standards.[1][2]

[210e1r718]

Special Instruction/Observances

The district's curriculum plan must aiso include provisions for special instruction and
observances to comply with state and federal law inciuding, but not limited to,
Constitution Day and Citizenship Day, Arbor Day and the Bill of Rights Week.[9][10]
[11]

Guidelines

The district's curriculum shall provide the following:

1. -&/fContmuous learning through effective collaboration among the schools of this district.

2. %Continuous access for all students to sufficient programs and services of a-
library/media facility and classroom collection to support the educational program.[12]

3. %Guidance and counseling services for all students to assist in career and academic
planning.[13]
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B

4 ( A continuum of educational programs and services for all students with disabilities,
pursuant to law and regulation.[14] :

. {,/Language Instruction Educational Program for English Learner students, pursuant to
law, regulation and-Board policy.[15][16]

wun

&/%ompensatory education programs for students, pursuant to law and regulation.

1%

~

{g,/Equal educational opportunity for all students, pursuant to law and regulation. {17][18]

{fCareer awareness and vocational education, pursuant to law and regulation.[19]

m\

9, V/Educatlonai opportunities for identified gifted students, pursuant to law and requlation.
[20]

10_.' @/}/Regular and continuous instruction in required safety procedures.[21]

Delegation of Responsibility

As the educational leader of the district, the Superintendent shall be responsible to the Board for
the district’s curriculum. The Superintendent shali establish procedures for curriculum
development, evaluation and modification, which ensure the utilization of available resources,
and effective participation of [1]

\g/{administrators

V}/feaching staff members

{ } students
{ } community members
{ } Board members

A listing of ali curriculum materials shall be made availabie for the information of
parents/guardians, students, staff and Board members:[1][22]

ﬁKWithprior Board approval, the Superintendent may conduct pilot programs as deemed

necessary to the continuing improvement of the instructional program. The Superintendent shall
report periodically to the Board on the status of each pilot program, along with its objectives,

evalyative criteria, and costs
' {%he Board encourages, where it is feasible and in the best interest of district students,
participation in state-initiated pilot programs of educational research.

&%he Board directs the Superintendent to actively pursue state and federal aid in support of
research activities.

PSBA Revision 8/25 ©2025 PSBA
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Book | Policy Manual

Section - ' 100 Programs

Title _ Extracurricular Activities
Code : 122 Vol 1V 2025

Status ' | From PSBA

Purpose

The Board recognizes the educational values inherent in student participation in extracurricular
activities and supports the concept of student organizations for such purposes as enriching the
educational experience, building social relationships, developing interests in a specific area,
promoting civic engagement and gaining an understanding of the elements and
responsibilities of teamwork, leadership and good citizenship.

Definitions

For purposes of this policy, extracurricular activities refers to programs, including athletic
activities, that are sponsored or approved by the Board, are conducted wholly or partly outside
the regular school day and are egually available to all students who voluntarily elect to
participate. '

For purposes of this policy, an athletic activity shall mean all of the following:[1][2]

1. An athletic contest or competition, other than interscholastic athletics, that is sponsored by
or associated with the school, including cheerleading, club-sponsored sports activities and
- sports activities sponsored by school-affiliated organizations.

2. Nohcompetitive cheerleading that is sponsored by or associated with the school.
3. Practices, intersc‘hool practices and scrimmages for all athletic activities.
Authority

The Board shaill make school facilities, supplies and equipment available and shail assign staff
members for the support of extracurricular activities for students. Such availability and
_ assignment shall be in accordance with the Equal Access Act and other applicable laws,

The Board encourages secondary level students to pursue clubs and interests that may not be
related directly to any of the curriculum programs offered in the district. In pursuit of such goal
and in compliance with law, the Board maintains a limited open forum in which secondary
students may meet for voluntary student-initiated activities unrelated directly to the curriculum,

regardless of the religious, political, philosophical or other content of the speech related to such
activities.[3]1[ 7]

Any' extracurricular activity shall be considered under the sponsorship of this Board when it has
been

_ {Vépproved by the Board upon recommendation of the Superintendent.
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{ } approved by the Superintendent and repcrted to the Board for its review.
{ } approved by the Superintendent upon recommendation of the building principal.

The Board shall maintain the program of extracurricular activities at no cost to participating
students, except that:

1. w{The Board's responsibility for provision of supplies shali carry the same exemptions as
listed in the Board's policy on regular school supplies. [8]

2. {V}/Students. may assume all or part of the costs for travel and attendance at
extracurricular events and trips.

Where ehglbmty requirements are necessary or desirable, the Board shall determine the
standards for eligibility to be met by all students participating in an extracurr:cuiar
‘acttwty [4]119]

The Board directs that no student may participate in extracurricular activities who has
not:

1. QQ Meiq the requirements for academic eligibility.[4]

2. V&Complled with the requirements of applicable Board policies and
* ad

_ |n|strat1ve regulatlons [10][11][12 Qb’bch e
, BKj— Attended school regularly.[13] NP T\ Q@D g)‘{.\ o)

DA X LVD §e
‘ <.
the acE‘vnty, event or practice for tm hours

4‘& Been in attendance on the day
regquired.

‘5.% Returned all school equipment previously used as directed.

J 6.}({Ad’hered to other applicable conduct standards.

Off-Campus Activities
-
Student conduct that occurs off school property or during nonschool hours shall be

addressed in accordance with the provisions of the student discipline policy regarding
on and off-campus activities.[12]

Delegation of Responsibility
Each school year, prior to participation in an athletic activity, every student athlete and their
parent/guardian shall sign and return the acknowledgment of receipt and review of the
following:[2][10][11][14]

1. Concussion and Traumatic Brain Injury Information Sheet.

2. Sudden Cardiac Arrest Symptoms and Warning Signs Information Sheet, that includes
information about electrocardiogram testing.

The Superintendent or designee shall develop administrative regulations to tmplement the
extracurricular activities program.

Guidelines

https:/fgo.boarddocs.com/palwyom/Beard. nsfPrivate?open&loging -



8/15/25, 1:02 PM : ) BoardDocs® PL

Guidelines shall ensure that the program of extracurricular activities:

1.

2.

&)

o3}

~J

{v}/Assesses the needs and interests of and is responsive to district students.

{\/}/Invites the participation of parents/guardians and the community in developing
extracurricular activities. Such participation shall be in accordance with the Equal Access
Act.[3]

. {V/;nvolves students in developing and pianning extracurricular activities.

: V%Ensures provision of competent guidance and supervision by staff.

p,

. «&/} Guards against exploitation of students.
. %/Provides a variety of experiences and diversity of organizational models.

. &/ Provides for continuing evaiuataon of the program and its components.

y Ensures that all extracurricular activities are open to all students, without
iscrimination, and that all students are fully informed of the opportunities availabie to
them.[15][16] '

PSBA Revision 8/25 ©2025 PSBA
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Book Policy Manual - r\z
Section . 100 Programs @ Q k.b
Title Nonschool-Sponsored Student Groups

Code 122.1 Vol IV 2025 _
Status From PSBA ﬁ\

NOTE: It is important to distinguish that Policy 122.1 only applies to nonschool-
sponsored student-intiated groups seeking permission to use district premises to
meet. In this policy, it is the grantmg of the opportunity to meet that is approved; not
the group itself.

. Extracurricular activities that are sponsored or approved by the Board are
governed by Policy 122. Extracurricular Activities.

+ Nonschool organizations, groups and individuals initiating a request for use of
school facilities or dissemination of materials are governed by policies 707. Use
of School Facilities and 913. Nonschool Organizations/Groups/Individuals.

Purpose

The district, by making a limited open forum available, provides the opportunity for
nonschool-sponsored groups of secondary students to meet, without discrimination, on
school district premises during noninstructional time for the purpose of conducting a
meeting regardless of the religious, political, philosophical or other content of the
speech at such meetmgs [1]1[2][3] :

Definitions

Noninstructional time - the time set aside by the school before actual classroom
instruction begins, after actual classroom instruction ends or during time designated
for lunch.

Limited opén forum - a public secondary school has a limited open forum whenever
such school grants an offering to or opportunity for one or more noncurriculum-related
student groups to meet on school premises during noninstructional time.[1]

Authority : -

Meetings of nonschbol-sponsored student groups (student groups) must be voluntary,
student-initiated and conducted in accordance with applicable state and federal laws,
regulations, Board policies and school rules.[1][2][3]1[4]

Such meetings must not be sponsored in any way by the school district, its agents or
employees.[1]

The meetings of student groups cannot materially and su'bstantially interfere with the
orderly conduct of the educational activities in the school.[1]
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Availability and assignment of facilities, subplies and equipment hecessary to conduct
such meetings shall be provided in accordance with the Equal Access Act.[1]

Delegation of RésponsibiEity_‘
The Superintendent or designee may establish procedures regarding the length of

meetings, permissible number of meetings per week and other limitations deemed
reasonably necessary. '

The Superintendent or desighee will designate areas within district buildings and
outside areas authorized for meetings of student groups. Access to areas which have
not been designated as meeting spaces by the Superintendent or designee is .
prohibited. ' )

A district employee will be assigned to attend and monitor each student group
meeting. Monitors will attend the meetings in a nonparticipatory capacity for the
purpose of maintaining order. The assignment of a monitor does not constitute
sponsorship of the student group or meeting.[1]

District employees will hot be required to attend any meetmg where the content of the
speech is contrary to their beliefs.[1]

District administrators and staff retain the authority to:f1]

1. Maintain order and discipline,on district premises.

2. Protect the well-being of students and employees.

3. Assure the attendance of students at such meetings is voluntary.
Guidelines |
Students seeking permission to form a student group to meet during noninstructional
time must submit a written request to the building principal on the designated district
form.
All activities of the student group must be led by the student members of the group.
The meetings and activities may not be directed, conducted, controlled or regularly

attended by individuals from outside the school.[1]

Guests may be invited but may not be regular participants in the student meetings. All
guests must comply with Board policy regarding school visitors.[5]

Materials prepared for disseniination on district premises must comply with the
provisions of Board policy relating to the dissemination of materials.[6]

Public funds may not be used for the operation of the meetings beyond the incidental
- cost of providing the space for the group to meet.

The student group may not be advertised as a school-sponsored activity. All
ouncements and disseminated materials must include a disclaimer of school
sponsorship or endorsement.

Students in violation of this policy and applicable rules may result in loss of the right to
meet on school premises and/or disciplinary action.[4]

PSBA New 8/25 © 2025 PSBA
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Book Policy Manual

Section 100 Programs

Title Interscholastic Athletics
Code 123 Vol IV 2025

Status From PSBA

Purpose

The Board recognizes the value of a program of interscholastic athletics as an integral part of the
totai school experience for all district students and as a conduit for community involvement.

Mzhe interscholastic athletic program fosters the growth of school joyalty within the student
body as a whole and inspires community interest.

Interscholastic athletic activities and practice sessions provide opportunities to teach the
values of competition, sportsmanship, and teamwork.

Definition

For purposes of this policy, the program of interscholasﬁc athletics includes all activities
relating to competitive or exhibition sport contests, games or events involving individual students
or teams of students when such events occur between schools within this district or outside this
district.

Authority

It shall be the policy of the Board to offer opportunities for participation in interscholastic athletic
programs to male and femaie students on as equal a basis as is practicable and without
discrimination, in accordance with applicable laws, regulations and Board policies.[1][2][3]

[4](5]

The Board shall approve a program of interscholastic athletics and require that all facilities
utilized in that program, whether or not the property of this Board, properly safeguard both
players and spectators and are kept free from hazardous conditions.[6]

The Board shall determine the standards of eligibility to be met by all students participating in
the interscholastic athletic program. Such standards shall require that each student, before
participating in any interscholastic athletic activity, be covered by student accident

insurance and undergo a physical examination by a licensed physician to ensure that there are
no obvious illnesses and/or injuries that would place the student or others at
enhanced risk of injury.[6][7] .

The Board adopts the eligibility standards set by the Constitution and Bylaws of the
Pennsylvania Interscholastic Athletic Association (P.I.A.A.).

The Board directs that no student may participate in interscholastic athletics who has not:[6]

1. Met the requirements for academic eligibility.
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N

. {/Complied with the requirements of applicable handbooks, Board policies and
administrative regulations.[8][9][10]

. {\/fAttended school regulariy.[11]

i

. {V}/Been in attendance on the day of the athletic event or practice for the hours required.

LN

5. {. ¥ Returned all schooi athletic equipment previously used.

6. Adhered toc other applicable conduct standards.
Off-Campus Activities
Student conduct that occurs off school property or during nonschool hours shall comply
with the provisions of the student discipline policy addressing on and qff-campus

activities. [10]

Delegation of Responsibility

Each school year, prior to participation in an interscholastic athietic activity, every student athlete
and their parent/guardian shall sign and return the acknowledgment of receipt and review of
the following:[8][9]

1. Concussion and Traumatic Brain Injury Information Sheet,

2. Sudden Cardiac Arrest Symptoms and Warning Signs Information Sheet, that includes
information about electrocardiogram testing.

The Superintericlent or designee shall annually prepare, approve and present to the Board for its
consideration a program of interscholastic athletics, which shall include a complete schedule of
events.

{JThe Superintendent shall inform the Board of changes in the schedule as they occur.

«V{The Superintendent shall secure Board approval before making any changes to the schedule.
The Superintendent or designee shall disseminate rules for the conduct of students participating
in interscholastic athletics. Such rules shall be in conformity with regulations of the State Board

of Education, the P.I.A.A. and the district,

The Superintendent shall ensure that similar athletic programs are offered to both sexes in
yortion to the district's enrollment, in accordance with Titie IX regulations.[3]

The Superintendent shall ensure that interscholastic athletics are open to all eligible students
and that all students are fully informed of the opportunities available to them.[14][15]

Guidelines

Male/Female Athietic Opportunities Report

By October 15 of each year, on the designated disclosure form, the Superintendent or designee
shall report to the PA Department of Education the interscholastic athletic opportunities and

treatment for male and femaie secondary school students for the preceding school year.[16]

By November 1 of each year, the completed disclosure form shall be made available for public
inspection during regular business hours and posted on the district's website.[16]
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The availability of the completed disclosure form shall be announced by posting a notice on
school bulletin boards, in the school newspaper, on any electronic mailing list or list serve, and by
any other reasonable means.[16]

/bq Name, Image and Likeness

Students and their parents/guardians are responsible for following the rules set by the .

P.L.A.A. for the student to maintain their amateur status in order to be continuously

~ eligible to participate in the district's interscholastic athletics program.[17]

‘Students may use their own name, image and likeness for such permissible activities
that include commercial endorsements, promotional activities, social media presence,
product or service advertisements and unique digital items/assets.[17]

District employees and any individual affiliated with a P.I.A.A. member school,
including booster clubs, coaches, collectives, administrators and alumni, are prohibited
from soliciting, arranging, negotiating or paying for a student's use of their name,
image and likeness and/or the provision of consideration to a student for the use of
their name, image and likeness. This provision does not apply if the use of the name,
image and likeness is for their own child.[17]

Students must notify the building principal or Athletic Director upon entering into any
type of name, image and likeness contracts or agreements within seventy-two (72)
hours of entering into such contract or agreement. Such notification does not serve as
approval by the district of any name, image and likeness contract or agreement.[17]
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Diabetes Management
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Purpose

The Board recognizes that an effective program of diabetes management in school is crucial to:
1. The immediate safety of students with diabetes.
2. The long-term health of students with diabetes.

3. Ensure that students with diabetes are ready to learn and participate fully in school
activities. '

4. Minimize the possibility that diabetes-related emergencies will disrupt classroom activities.

Authority

The Board adopts this policy in dccordance with applicable state and federal laws and
regulations, and Board policies and administrative regulations, regarding the provision of student -
health services.[1][2][3][4][5][6][7][81[]

Definitions

Diabetes Medical Management Plan (DMMP) means a document describing the medical
orders or diabetes regimen developed and signed by the student's health care practitioner and
parent/guardian.[1]

Individualized Education Program (IEP) means the written educational statement for each
student with a disability that is developed, reviewed and revised in accordance with federal and
state laws and regulations. A student with a disability is a school-aged child within the
jurisdiction of the district who has been evaluated and found to have one or more disabilities as
defined by law, and who requires, because of such disabilities, special education and related
services.[7]

Section 504 Service Agreement (Service Agreement) means an individualized plan for a

_ qualified student with a disability which sets forth the specific related aids, services, or
accommodations needed by the student, which shall be implemented in school, in transit to and
from school, and in all programs and procedures, so that the student has equal access to the
benefits of the school’s educational programs, nonacademic services, and extracurricular
activities. A qualified student with a disability means a student who has a physical or mental
disability which substantially limits or prohibits participation in or access to an aspect of the
district’s educational programs, nonacademic services or extracurricular activities.[6]

Trained Diabetes Personnel means nonlicensed school employees who have successfully
completed the required training.

https://go.boarddocs.com/palwyom/Board.nsf/Private Popen&login# . 175




B/M5/25, 1:27 PM ' BoardDocs® PL

- Guidelines

Before a student can receive diabetes-related care and treatment in a school setting, the
student's parent/guardian shall provide written authorization for such care and instructions from
the student's health care practitioner. The written authorization may be submitted as part of

a student's DMMP.[3] '

Diabetes-related care shall be provided in a manner consistent with Board policy, district
procedures and individualized student pians such as an IEP, Service Agreement or DMMP.[2][3]

[a1relz1o]

In order to maintain a student's heaith and safety, each student's individualized plan shall
address what information will be provided to school staff and other adults who have
responsibility for the student in the school setting.[3][6][7][10][11]

Student health recofds shall be confidential and maintained in accordance with state and federal
 laws and regulations.[121[13][14] )

Trained Diabetes Personnel

The school nurse, in consultation with the Superintendent or designee, may identify at least one
(1) school employee, who is not the school nurse and who does not need to be a licensed health
care practitioner, in each school building attended by a student with diabetes to perform diabetes
care and treatment for students. The identified school employee has the right to decline this role.

[21

An identified school employee who has accepted this role shall complete the training developed
by the state or training offered by a licensed health care practitioner with expertise in the care
and treatment of diabetes, that includes at a minimum:[2]

1. An overview of all types of diabetes.

2. Means of monitoring blood glucose.

3. The symptoms and treatment for blood glucose levels outside of target ranges, as well as
symptoms and treatment for hypoglycemia, hyperglycemia and other potential
emergencies.

4., Techniqués on administering giucagon and insulin.

The identified school employee shall complete such training on an annual basis.[2]

Upon successful completion of the required training, individual trained diabetes personnel may be
designated in a student's Service Agreement or IEP to administer diabetes medications, use
monitoring equipment and provide other diabetes care.[2]

If the diabetes-related care provided to a particular student by trained diabetes personnel will
include administration of diabetes medication via injection or infusion, the Board shall require the

following:[2]

i. The parent/guardian and the student's health care practitioner must provide written
authorization for such administration; and

2. The trained diabetes personnel must receive annual training for such administration from a
licensed health care practitioner with expertise in the care and treatment of diabetes.
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Training_of Other School Personnel

School employees, including classroom teachers, lunchroom staff, coaches and bus drivers, shall

receive annual diabetes care training appropriate to their responsibilities for students with
diabetes.

Student Possession and Use of Diabetes Medication and Monitoring_Equipment

Prior to student posséssion or use of diabetes medlcatlon and monitoring equipment, the Board
shall require the following:[4][15]

1. A written request from the parent/guardian that the school comply with the instructions of
the student's health care practitioner. The request from the parent/guardian shall include a
statement relieving the district and its employees of responsibility for the prescribed
medication or monitoring equipment and acknowledging that the school is not responsible
for ensuring that the medication is taken or the monitoring equipment is used.

2. A written statement from the student's health care practitioner that provides:
a. Name of the drug.
b. Prescribed dosage.
¢. Times when medication is ‘to be taken,
d. Times when monitoring equipment is to be used.
e. Length of time medication and nﬁonitoring equipment is plrescribed.
f. Diagnosis or reason medication and monitoring equipment is needed.
g. Potential serious reactions to medication that may occur.

h. Emérg-ency response.

i. Whether the child is competent and able to self-administer the medication or
monitoring equipment and to practice proper safety precautions.

3. A written acknowledgement from the school nurse that the student has demonstrated that
s/he is capable of self-administration of the medication and use of the monitoring
equipment.

4. A written acknowledgement from the student that s/he has received instruction from the
student's health care practitioner on proper safety precautions for the handling and
disposal of the medications and monitoring equipment, including acknowledgement that the
student will not allow other students to have access to the medication and monitoring
equipment and that s/he understands appropriate safeguards.

The written request for student possession and use of diabetes medication and monitoring
equipment shall be reviewed annually, along with the required written statements from the
parent/guardian and the student's health care practitioner. If there is a change in the student's
prescribed care plan, level of self-management or school circumstances during the school year,

the parent/guardian and the student's health care practitioner shall update the written
statements,
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Students shall be prohibited from sharing, giving, selling and using diabetes medication and
monitoring equipment in any manner other than which it is prescribed during school hours, at
any time while on school property, at any school-sponsored activity and during the time spent
traveling to and from school and school-sponsored activities. Violations of this policy, provisions
of a Service Agreement or IEP, or demonstration of unwillingness or inability to safeguard the
medication and monitoring equipment may result in loss of privilege to self-carry the diabetes
medication and moenitoring equipment, and may result in disciplinary action in accordance with
Board policy and applicable procedural safeguards.[4][6][10][16][17]

If the district prohibits a student from possessing and self-administering diabetes medication and
operating monitoring equipment, or if a student is not capable of self-administering diabetes
medication or operating monitoring equipment, the district shall ensure that the diabetes
medication and monitoring equipment is appropriately stored in a readily accessible location in
the student's building. The school nurse and other designated school employees shall be

informed where the medication and monitoring equipment is stored and the means to access
them.[4]

Delegation of Responsibility

The Superintendent or designee, in conjunction with the school nurse(s), shall develop
administrative regulations for care and treatment of students with diabetes in the school setting.

The Superintendent or designee shall coordinate training for school employees. Such training
may be included in the district's Professional Education Plan.[2][18][19]

The Superintendent or designee shall annually distribute to all staff, students and
parents/quardians this policy along with the Code of Student Conduct. In addition, the district
must make the Type 1 Diabetes Fact Sheet developed by the PA Department of Health
available to parents/guardians when their child is first enrolled in elementary school
and again upon their child's entry into grade six. The Diabetes Fact Sheet must be

made available in writing, electronically or on the school district's publicly accessible
Internet websnte [16][20][21]
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Title _ ' Titie I Parent and Famity Engagement
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Purpose

The Board recognizes that meaningful parent and family engagement contributes to the
achievement of state academic standards by students participating in Title I programs. The
Board views the education of students as a cooperative effort among the school, parents and
family members, and community.[1][2] :

Definition

Parent and Family (Family Member) - these terms are used interchangeably and shall include
caregivers, a legal guardian or other person standing in loco parentis such as a grandparent or
stepparent with whom the child lives, a person who is legally responsible for the child's welfare,
or a legally appointed Education Decision Maker of a child participating in a Title I program.
Authority

The Board directs the district and each of its schools with a Title I program to:[1]

1. Conduct outreach to all parents and family members,

2. Include parents and family members in developmeht of the district’s overall Title I Plan and
process for school review and improvement.[3] -

3. Include parents and family members in the development of the Title I Parent and Family
Engagement Policy. Following adoption of the policy by the Board, the policy shall be:

a. Distributed in writing to all parents and family memberé.
b. Incorporated into the district's Title I Plan.[3]

¢. Posted to the district's publiclg/ accessible website.[4].

d. Evaluated annually with parent and family involvement,

4, Provide opportunities and CDndUCtV meaningful collaborations with parents and family
members in the planning and implementation of Title I programs, activities and procedures.

Accessibility

The district and each of its schools with a Title I program shall provide communications,
information and school reports to parents and family members who are migrants or who have
timited English proficiency, a disability, limited literacy, or racial and ethnic minority backgrounds,
in a language they can understand.{1][5]

Delegation of Responsibility
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The Superintendent or designee shall ensure that the district's Title I Parent and Family
Engagement Policy, plan and programs comply with the requirements of federal law.[1][3]

The Superintendent or designee shall ensure that the district and its schools with Title I
programs provide opportunities for the informed participation of parents and family members by
providing resources, information and school reports in an understandable and uniform format or,
upon request, in another format. Such efforts shall include:

1. Providing communications in clear and simple language.
2. Posting information for parents and family members on the district's website.
3. Including a telephone number for parents and family members to call with questions.

4. Partnering with community.ag)encies which may include libraries, recreation centers,
community-based organizations and faith-based organizations to assist in sharing
information.

? 5. { } Provide language access services to families with limited English proficiency through
- cn-site or telephonic translation and interpretation services, as appropriate.[5]

The building principal and/or Title I staff shall notify parents and family members of the
existence of the Title I programs and provide:

1. An explanation of the reasons supporting their child's selection for the program.
2. A set of goals and expectations to be addressed.

3. A description of the services to be provided.

4. A copy of this policy and the School-Parent and Family Compact.[1]

Parents and family members shall actively carry out their responsibilities in accordance with this
policy and the School-Parent and Family Compact. At a minimum, parents and family members
shall be expected to:[1]

1. Volunteer in their child’s classroom.[6]

2. Support their child’s learning.

3. Participate, as appropriate, in decisions relating to the education of their child and positive
- use of extracurricular time. _ :

Guidelines

Each district school operating a Title I program shall hold an annual meeting of parents and
family members at a convenient time, to explain the goals and purposes of Title I programs and
to inform them of their right to be involved. Parents and family members shall be given the
opportunity to participate in the design, development, operation and evaluation of the program.
Parents and family members shall be encouraged to participate in planning activities, to offer
suggestions, and to ask questions regarding policies and programs.[1]

The schools with Title I programs shall offer a flexible number of meetings which shall be held at
various times of the morning and evening. Title I funds may be used to enable parent and family
member attendance at meetings through payment of transportation, child care costs or home
visits.[1]
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The schools shail involve parents and family members- in an organized, ongoing and timely way,
in the planning, review and improvement of Title I programs, the Title I Parent and Family
Engagement Poiicy and the joint development of the Title I Plan.[1][3]

At these meetings, parents and family members shall be provided:[1]

1. Timely information about programs provided under Title I.

2. Description and explanation of the curriculum in use, the forms of academic assessment
used to measure student progress, and the achievement levels of the academic standards.

3. Opportunities to formulate suggestions and to'participate, as appropriate, in decisions
relating to the education of their children.

To ensure the continuous engagement of parents and family members in the joint development
of the Title I Plan and with the school support and improvement process, the district shaII

V(Estabhsh meaningful, ongoing two-way communication between the district, staff and
parents and family members.

{\/}/Communicate with parents and family members about the plan and seek their input and
participation through the use of newsletters, the district website, email, telephone, parent and
teacher conferences, and home visits if needed.

{ } Train personnel on how to collaborate effectively with parents and family. members with
diverse backgrounds that may impede their participation, such as Ismlted literacy or language
difficulty.

' MAnalyze and share the results of the Title I Parent/Family Survey.

{ } Post schbol performance data on the district's website,
v/f)istribute and discuss the School-Parent and Family Compact.
{v}/ﬁost various parent and family nights at each school building with a Title I program.

{ } Establish and support active and engaged Title I parent and family advisory councils. The
council will include a majority of parents and family members of students participating in Title I
programs, as well as the building principal, teachers or other appropriate staff, students and
community members, The purpose of the council shall be to focus on improved student
achievement, effective classroom teaching, parent/family/community engagement in the
educational process, and to facilitate communications and support.

M/Actively recruit parents and family members to parficipate in school review and improvement
planning.

{ } Assign district representatives to be available to work collaboratively with parents and family
members, and to conduct school-level trainings to promote understanding of school data,
comprehensive plans and the budgeting process.

{ } Invite participation of parents and family members at the regular comprehensive planning
committee meetings, Title I budget meetings and school improvement plan meetings to obtain
input and propose school improvement initiatives.

{ } Other
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If the Title I Plan is not satisfactory to parents and family members, the district shall submit any
parent or family member comments with the plan when the school makes the plan available to

Building_Capacity for Parent and Family Engagement-

The district shall provide the coordination, technical assistance, and other support necessary to
assist and build the capacity of all participating schools in planning and implementing effective
parent and family involvement activities to improve academic achievement and school
performance through:[1]

1. Providing assistance to parents and family members in understanding such topics as the
academic standards, state and local academic assessments, the requirements of parent and
family involvement, how to monitor a child's progress and work with teachers to improve
the achievement of their children.[2][7]

2. Providing material and training to help parents and family members work with their
children to improve academic achievement and to foster parent and family engagement,
such as:

a. Scheduling trainings in different locations on a variety of topics including how to -
support their child in school, literacy, school safety, cultural diversity and conflict
resolution.

b. Using technology, including education about the harms of copyright piracy, as
appropriate.[8] : '

c. Providing information, resources and materials in a user friendly format.

d. Providing, as requested by a parent or family member, other reasonable support for
parent and family engagement activities.

e, Training on how to use the Parent Portal as a tool to monitor grades and
achievement. : '

3. Educating teachers, specialized instructional support personnel, principals and other school
leaders and staff, with the assistance of parents and family members, on the value and
usefulness of contributions of parents and family members and in how to reach out to,
communicate with, and work with them as equal partners, implement and coordinate
parent and family programs, and build ties between parents and family members and the
school.[9]

4. To the extent feasible and appropriate, coordinating and integrating Title I parent and
family involvement efforts and activities with other federal, state and local programs,
including public preschool programs, and conduct other activities, such as parent resource
centers, that encourage and support parents and family members in more fully
participating in the education of their children.[1][5]{10]{111[12][131[14][15]

5. \&/}/Engage the PTA/PTO to actively seek out and involve parents and family members
through regular updates, information sessions and assistance with the identification of
effective communication strategies. ~ '

6. Train parents and family members to enhance the involvement of other parents and
family members.
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7. Adopt and implement model approaches to improving parent and family engagement.

8. { } Establish a district-wide parent and family advisory council to provide advice on all
. matters related to parent and family engagement in Title [ programs.

’? 9. { } Engage community-based organizations and businesses in parent and family
N engagement activities.

Coordinating_Parent and Family Engagement Strategies

The district shall coordinate and integrate Title I parent and family engagement strategies with
other parent and family engagement strategies required by federal, state, and local laws by:[1]

1. Involving district and program representatives to assist in identifying specific parent and
family member needs.

2. Sharing data from other programs to assist in developing initiatives to advance academic
achievement and school improvement.

Annual Parent and Family Engagement Policy Evaluation

The district shall conduct, with meaningful participation of parents and family members, an
annual evaluation of the content and effectiveness of this policy in improving the academic
“quality of all district schools with a Title I program.[1] :

The evaluation shall identify:[1]

1. Barriers to parent and family member participation, with particular attention to those who
are migrants, are economically disadvantaged, have a disability, have limited Enghsh
proficiency, have Ilmated literacy, or are of any racial or ethnic minority.

2. The needs of parents and family members to assist with the learning of their children, |
including engaging with school personnel and teachers.

3. Strategies to support successful school and parent and family interactions.
The evaluation shall be conducted through:

{v}/EstabEishment of a schedule and process for the policy review and revision by parents
and family members.

{v}/An evaluation of the effectiveness of the content and communication methods through
a variety of methods.

Q/A parent and family member and teacher survey designed to collect data on school
level and district-wide parent and family engagement outcomes.

? {7 Focus groups. Parents and family members, and community members, unable to attend
the focus groups in person shall have an opportunity to participate in an alternate format.

{V{Documentation of parent and family member input regarding Title I programs and
activities from throughout the year.

? { } A parent and family advisory councit comprised of a sufficient number and

representative group of parents and family members to adequately represent the needs of
the district's Title I population.
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The district shall use the findings of the annual evaluation to design evidence-based strategies
for more effective parent and family engagement, and to revise, if necessary, the district’s Title I
Parent and Family Engagement Policy.[1]

School-Parent and Family Compact

Each school in the district receiving Title I funds shall jointly develop with parents and family
members a School-Parent and Family Compact outlining the manner in which parents and family
members, the entire school staff and students will share responsibility for improved student
academic achievement and the means by which the school and parents and family members will

build and develop partnerships to help children achieve the state s academic standards The
compact shali:[1]

1. Describe the school's responsibility to provide high-quality curriculum and instruction in a
supportive and effective learning environment, enabling students in Title I programs to
meet the academic standards.

2. Describe the ways in which parents and family members will be responsible for supporting
their child's learning; volunteering in the classroom; and participating, as appropriate, in
decisions related to their child's education and positive use of extracurricular time.[6]

3. Address the importance of ongoing two-way, meaningful communication between
parents/family members and teachers through, at a minimum, annual parent-teacher
conferences at the elementary level, frequent reports to parents and family members on
their child's progress, reasonable access to staff, opportunities to volunteer and participate
in their child's class, and observation of classroom activities.[6]

Title I Funds

Unless exempt by law, the district shall reserve at least one percent (1%) of its Title I funds to

~ assist schools in conducting parent and family engagement activities. Parents and family
members shall be involved in the decisions regarding how the Tltle I reserved funds are used for
parent and family engagement activities.{1]

Not less than ninety percent (90%) of the reserved funds shall be distributed to district schools
with a Title I program, with priority given to high need schools. The district shall use the Title 1
reserved funds to conduct activities and strategies consistent with this policy, including:[1]

{ } Supporting schools and nonprofit organizations in providing professional development for the
? district and school personnel regarding parent and family engagement strategies, which may be
. provided jointly to teachers, principals, other school leaders, specialized instructional support
personnel, paraprofessionals, early childhood educators, and parents and family members.[9]

{/}/Supporting programs that reach parents and family members at home, in the community,
and at schooi.

/Disseménating information on best practices focused on parent and family engagement,
especiaily best practices for increasing the engagement of economically disadvantaged parents
and family members.

"? { } Collaborating or providing subgrants to schools to enable such schools to collaborate with
community-based or other organizations or employers with a record of success in improving and
» increasing parent and family engagement.,

4 Engaging in any other activities and strategies that the district determines are appropriate
and consistent with this policy.
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Documentation of Parent and Family Engagement Practices .

Documentation to track the implementation of this policy is an essential part of compliance and
may include, but not be limited to, sign-in sheets at workshops, meetings and conferences;
schedules, training and informational materials; communications and brochures; and meeting

notes,
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