ARTICLE 3: BUSINESS AND NON-INSTRUCTIONAL OPERATIONS
Concept and Roles in Business and Non-Instructional Operations

Business Management Philosophy

It is the board of education's intent that all business functions,
including planning, budgeting, purchasing, accounting, investing,
auditing, and managing fiscal assets, will be conducted in a manner that
conforms with the highest ethical and legal standards associated with
sound business practice.

Further, the board of education will endeavor to use the
district's fiscal and physical assets wisely and to maintain a sensitive
balance between operating a quality school system and the community's
ability to supply resources for such a system.

Moreover, all attempts will be made to insure an educational
environment that is safe, healthy, and functionally supportive of
instructional programs.

The superintendent of schools is responsible for implementation of
the foregoing philosophy.

Legal Reference: a79-810 Board of Education, Budget, Tax,
Levy

Policy Adopted: 08/08/94
New Policy
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BUDGET/BUDGET SYSTEM

Budget 3105

The board regards the annual budget as the district's spending
plan and expects that it will be designed on accurate, up-to-date
revenue estimates. The anticipated expenses will reflect assessed needs
and programs approved by the board. Where appropriate, replacement
schedules for building improvements and the acquisition of major
equipment items will be developed and utilized.

The superintendent of schools shall (1) construct an annual
budget, following procedures and time lines prescribed by the State
Department of Education and the State Auditor's Office, and (2) design a
budget calendar which includes board of education and administrative
planning sessions and workshops, prescribe deadlines for submission of
teacher requisitions, building budgets, and initial purchasing of
instruction materials, which culminates in the public hearing which
usually will be held in conjunction with the regular August board
meeting. The school district's fiscal year runs from September 1
through August 31.

It is expected that all administrators, faculty, and staff will
participate in the budget building process by assessing needs and
submitting budget requests and requisitions in a timely manner.

Fund balances and General Fund line account expenditures will be
reviewed by the board of education at each month's regular board
meeting. Deficit expenditures in any General Fund accounts must be
approved by the superintendent of schools and reported to the board of
education at the next monthly meeting.  Subject to board approval,
inter-fund transfers shall be allowed during the school year to
compensate for fluctuations in revenue, except that funds shall not be
borrowed from the debt service (Bond Fund).

Legal Reference: 123-923 Budget Statement, Contents,
through Cash Reserve, Limitations,
a23-925 Estimated Expenditures,

Unencumbered Balances, Estimated
Income, Proposed Budget, Notice,
Hearing, Adoption, Certify To
Board, Exceptions

023-927 Budget Statement, Final Adjusted
Valuation, Certify, Limitation
Exceptions

a79-810 Board of Education, Budget, Tax
Levy

179.810-01 Fiscal Year

Policy Adopted: 08/08/94
New Policy



Special Funds 3110

The board of education authorizes the establishment of a special
fund as a site or building fund for acquiring sites for school
buildings, purchasing existing buildings for use as school buildings,
including sites upon which future buildings may be located, for the
erection, alteration, equipping, and furnishing of school buildings, for
the additions to school buildings for elementary and secondary school
grades, for any capital outlay expenditure as defined and set forth by
the State Department of Education, and for no other purposes. A budget
of anticipated expenditures shall be developed by the superintendent of
schools and shall be approved by the board of education at the time of
approval of the general fund budget.

The board of education authorizes the establishment of a special
fund to be used for the removal of materials determined to be hazardous
to the health and well-being of individuals and for the reduction or
elimination of accessibility barriers from school buildings.

The board of education authorizes the establishment of a special fund to
be used for property tax reimbursement.

Prior to the establishment of these special funds and annually
thereafter, a budget of anticipated expenditures shall be developed by
the superintendent of schools and shall be presented to the board of
education for review prior to any public hearing. The annual levy to
support these budgets may be less than but shall not exceed the
statutory limits.

Legal Reference: 079-548.01 Fund for Sites and Buildings,
Levy of Taxes
a79-4,207 Environmental Hazards, Local

School Board Powers and Duties,
Tax Levy Authorization, Amended
by LB-1001 in 1992

Policy Adopted: 08/08/94
New Policy



INCOME

Depository, Investments, Tax Anticipation Notes 3205

The board will designate a depository within the school district
for all school funds, said depository being a financial institution
whose deposits are insured by the FDIC or FSLIC and can pledge
securities supported by the U.S. Government for deposits in excess of
FDIC/FSLIC coverage.

All district receipts shall be deposited in interest-bearing
accounts, or in securities insured by the U.S. Government.

When necessary, the superintendent of schools is authorized to
contract with fiscal agents to manage a tax-anticipation-note program.
Such action shall require the formal approval of the board of education.

Legal Reference: a77-2350 School District, Deposit in Banks
a77-2351 School District, Deposit in
Banks, Payment on Demand Required
a79-520 Power to Borrow Money

Policy Adopted: 08/08/94
New Policy



Out of District Tuition Students 3210

The board of education shall determine whether they will accept
tuition students (nonresident students not living within Holt County
School District No. 7). Arrangements for the payment of tuition for the
privilege of attending the Holt County School District No. 7 must be
made in advance by parents or legal guardians of the out-of-district
students or by the school district sending the student or students.

The tuition rate for out of district tuition students shall be set
by the board of education. The rate to be paid per student shall be
determined by the statutes and in no case shall the cost be less than
the average per pupil cost of the preceding school year. The
superintendent of schools shall determine the residency of all pupils
and collect the tuition as required. Refer to Policy 5110 for the
school district's policy on residency.

Legal Reference: a79-445 Nonresident students, Admission,
Tuition, Person Exempt
a79-486 Pupils, Instruction in Another

District, Contracts Authorized,
Cost Per Pupil, Determination,
Transportation, Attendance
Reports

Policy Adopted: 08/08/94
New Policy



Enrollment Option Students

The Holt County School District No. 7 Board of Education will
participate in the enrollment option program both as an option school
district and as a resident school district. All option students
enrolling in Holt County School District No. 7 shall be treated the same
as any student that is a resident of the school district. — Option
students shall be expected to follow the same rules and regulations
governing student conduct as all students attending the district and
will be subject to the same penalties of exclusion, suspension, and
expulsion for failure to follow such rules of student conduct. All
enrollment option students will be required to achieve the same

curricular standards and graduation requirements as the resident

students and as established by the board of education.

Standards for accepting enrollment option students shall be based
upon the school district's capacity to accept additional students.

Capacity shall be determined by setting a maximum number of option

students that the school district will accept in any program, class,
grade level, or school building. The school district may reject
enrollment option students if it will require the addition of staff or
facilities.

Each year, at the regular monthly board meeting in January and

again in June, the building principals will inform the board of
education of the expected enrollments, by class, grade level, and school
building, for the coming school year and the number of enrollment option
students that can be accepted without exceeding the capacity of the
program, class, grade level, or school building. In recommending
capacities, consideration shall be given to retaining space for new
resident students who may move into the district prior to the opening
date of school the following fall.

The approving of enrollment option applications will be based on
the principle "first in, first approved.” If more than one application
is received on any one day, a random selection process will be used.
All applications will be received or placed in envelopes and drawn and
opened at random. Although preference for a specific school year shall
be given to applications from siblings, should the district be at
capacity for one child and not for the other, the board of education
reserves the right to reject both applications.

Holt County School District No. 7 will not provide transportation
for enrollment option students.

In the event that an applicant misrepresents the actual situation
or condition of the student, the board of education
reserves the right to hold a public hearing and determine if the board
of education desires to rescind the approval of the application.

The board of education provides the superintendent of schools
the authority to approve enrollment option applications. However, the
superintendent of schools shall report his or her actions to the board
of education at the next regular meeting and the board of education
shall take official action to approve or disapprove those applications
which the superintendent of schools did not approve.
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Policy 3215, ConOt.

Unless otherwise advised by the principals and approved by the
superintendent of schools, the only enrollment option students that the
district will accept after June 1 will be those applications of
enrollment option students who were residents of Holt County School
District No. 7 the immediately preceding school year. This is to
facilitate in planning and the ordering of equipment and materials for
the coming school year.

In the event that the Tax Equity and Educational Opportunities
Support Act, or any successor act, does not provide a financial
reimbursement for enrollment option students at least comparable to the
state aid received for resident students, or if the cost of educating
enrollment option students does not provide financial compensation to
the school district which is at least comparable to the school
district's per pupil cost, the board of education reserves its right to
refuse the acceptance of additional enrollment option students.

Legal Reference: 079-3401
through Enrollment Option Program
a79-3416

Policy Adopted: 08/08/94
New Policy



EXPENDITURES AND SPENDING AUTHORITY

Purchasing
DEFINITION OF TERMS:

For the purpose of these policies and for the efficient operation
of Holt County School District No. 7 the following definition of terms
shall apply.

Public Lettings;

Public lettings shall be used for any purchase in excess of
$40,000. Any action to seek bids through public lettings must have
prior approval of the board of education. Items to be included in
public lettings shall be described by specifications so that vendors or
potential providers will be submitting bids for items, service, or
repair of similar quality. Unless an emergency exists and the
superintendent of schools is authorized by the board of education,
vendor responses resulting from public lettings must be reviewed and
approved by the board of education prior to a commitment to expend
school district funds.

Price Quotations:

The superintendent of schools shall request price quotations to
purchase any equipment, supplies or services in excess of $20,000, which
may then be approved by the board of education. Items included in
requests for price quotations may be described through specifications or
may be described as 'similar to' followed by the citing of a specific
brand name.

Outright Purchase:

The superintendent of schools is authorized to make purchases,
with or without developing a set of specifications or requesting price
quotations, for any purchase less than $20,000. It is expected that the
superintendent of schools will use his or her discretion as well as to
consult with district personnel to select those items which will best
meet the educational needs of the school district. Funds to purchase
items in this category must have had prior approval of the board of
education through the adoption of the annual budget.

Procedures for Purchasing:

It is the board of education's intent to seek quality goods
and services from reputable vendors and contractors via competitive
public lettings, price quotations, or through outright purchases, while
maintaining a concern for cost effectiveness, i.e., educational value
received for dollar expended. However, in any
public letting or price quotation situation the board expressly reserves
the right for the school district to reject any or all proposals and the
board of education will not be obligated to the purchasing of an item
because it was represented by the lowest dollar cost per unit.

3305



Policy 3305, ConOt.

The purchasing practice of the school district shall be such as to
benefit the educational program. To accomplish this result, the
decisions on purchases may not always be based upon the lowest price
quotation or lowest bid but consideration shall given to the following
factors:

1. Specifications which stress good quality within limitation of the
budget.

2. The lowest cost within adherence to the specifications.

3. Consideration for the quality of service.

4 Promptness of delivery.

Local purchasing will be favored whenever the following factors
are equal between local and non-local vendors:

Quiality of product.

Suitability of product.

Price.

Conformance to specifications.
Convenience of delivery.

General reputation of business firms.
Past services to the school district.

Nog,rwbdE

General procedures to be followed in purchasing shall include a
research of potential suppliers, invitations to participate in public
lettings, requests for price quotations, or outright purchases, the
issuance of purchase orders, verification of receipt of goods or
completion of services, and submission of claims for formal approval by
the board of education. Ordinarily, bills must be submitted by the 20th
of the month to be approved at the next regular board meeting. The
board of education is to be informed of any circumstance wherein
intended purchases are not within budgetary limitations.

No school employee is to obligate district funds without prior
authorization from the superintendent of schools.

Legal Reference: 073-101 Public Lettings; How Conducted
a73-106 School District; Construction,
Repair Building; Advertise for
Bids; Exception
a79-810 Board of Education, Budget, Tax,
Levy, Publication of Expenditures

Policy Adopted: 08/08/94
Replaces 2.06



Public Lettings 3305.1

Whenever goods, servicing or repair of equipment, construction or
remodeling, or other items needed for the operation of the school
district have been identified by the superintendent of schools as
falling into the category of items to be secured through public
lettings, a recommendation will be made to the board of education to
enter into a public bid letting process for the acquisition of items.

Once the board of education has agreed to proceed with the process the
superintendent of schools shall initiate the following:

1. Identify current vendors or suppliers of the goods or services and
notify the individuals that the board of education has agreed to
enter into a public, competitive bidding process for a stated
period of time for receiving the goods or services. The vendors
or suppliers will be invited, in writing, to submit a bid which
could result in supplying the goods or services.

2. A set of written specifications shall be created describing the
goods or services desired. Known vendors will be supplied with
these specifications, and a general outline of these
specifications shall be published in newspaper(s) of at least
county-wide circulation for a period of time of not less than two
consecutive weeks.

3. In addition to specifications for items or services the bid letter
will contain the following:

A.  Vendors or suppliers of items or services shall mark the
outside of the letter as "BID" and return the letter to the
Secretary of the Board of Education.

B. Vendors or suppliers of services are responsible for
describing in detail any deviation from the listed
specifications.

C. The board of education reserves the right to reject any or
all bids for any reason and will not be obligated to accept
the lowest bid.

D. Such other information as set forth by statutes and is common
to public bid lettings for the State of Nebraska and its
governmental subdivisions.

The board of education shall consult with legal counsel as to the
need for securing performance bonds, on-sight insurance, or other school
district liabilities for construction or remodeling projects.

Labor and material bonds in the amount of the contract shall be
provided by the person to whom the contract is awarded in a sum not less
than the contract price, except for projects with a total cost of five
thousand dollars or less, unless required by the bid notice or contract
documents. Each bid for which a labor and material bond is required
shall be accompanied by a bid bond or certified check in the amount of
five percent (5%) of such bid. The Board of Education or Administration



may provide for additional procedures for the procurement, opening and
acceptance of bids as deemed appropriate for a particular project.

Policy 3305.1, Con't.

Legal Reference: 052-118

a73-101
a73-105
a73-106

a79-547.04

1a81-855

Policy Adopted: 08/08/94

Public Building Construction;

Bond required for Benefit of
Laborers, Mechanics, and
Suppliers; exception
Public Lettings, How Conducted
Public Lettings, Violations,
Penalties
School District, Construction,
Repair Building, Advertise for
Bids, Exception
Board of Education, Special Fund
for Sites and Buildings, Levy of
Taxes
Engineers and Architects, Public
Works, Supervision by Registered
Engineer or Architect Required,
Exception



Replaces 2.06
Revised: 08/09/2004

Accounting System

Accounting 3405

The superintendent of schools shall administer the school
district's accounting system and insure that it is in conformance with
guidelines established by the State Department of Education, the State
Auditor's Office, and the school district's auditor.



Policy Adopted: 08/08/94
New Policy

Fund Raising, Booster Organizations

Any student organization wishing to solicit or generate funds for
school-related purposes must have the approval of the building
principal. Should a fund-raising project involve solicitation of
businesses and/or residents, the group's representatives must carry with
them a current dated and signed authorization form from the
superintendent of schools which explains the purpose of the project.

Money generated for any fund-raising group must be deposited, and
records of transactions kept in the school district's activity fund.
When feasible, activity funds shall be deposited in commercial interest
bearing accounts. For those organizations which have larger amounts of
money on deposit for a significant period of time, the interest earned
will be credited to their accounts.

Legal Reference: 079-443 District Board, Supervision and
Control

3410



Policy Adopted: 08/08/94
New Policy

Deposit of Warrants 3415

All warrants made out to the school district shall be endorsed by
the school district treasurer and promptly deposited into the
appropriate bank account. Under no circumstance shall a warrant made
out to the school district be presented to a bank for cash or presented
to a creditor for the payment of goods purchased or for services
rendered.



Policy Adopted: 08/08/94
New Policy

NON-INSTRUCTIONAL OPERATIONS

Insurance and

Inventory

3505

The board of education shall be responsible for approving plans
for carrying insurance on every school building in all school plants,
including contents, boilers and machinery, and on all school vehicles
and other property under control of the board, or title to which is
vested in the board, except as exceptions may be authorized under

regulations of the state board of education.

The board may also

purchase liability and errors and omissions insurance which it deems

feasible.

At least every three years the board of education will seek price
quotes for the district's insurance package from companies with an A. M.
Best's rating of "A" or better. Such insurance will include coverage
for general commercial liability, property, school leaders' errors and
omissions, inland marine, boiler and machinery, commercial crime, fleet,
workers' compensation, and fidelity bonds for school officials

responsible for handling district funds.

To assist in risk management assessment and budget planning, up-
to-date inventories on major property items will be kept on file in the

superintendent's office.
Legal Reference: a79-4,155

0al11-103
023-175.01

023-2413
044-1615

044-1615.01
a79-442.01
a79-489

a79-4155

School District, Power to

Indemnify, Liability Insurance
Bonds, School district Officers

Personal Liability Insurance,

Member, Cost, Payment
Liability Insurance, Effect
Public Employees, Coverage
Authorized
Public Employees, Abortion
Coverage, Limitations
Provide Hospital, Health,
Accident, Life Insurance Coverage
Pupils, Transportation, Driver,
Liability Policy, Conditions
Power To Indemnify, Liability
Insurance, Purchase, Terms,
Defined



Policy Adopted: 08/08/94
New Policy

Employee Bonds 3515

The school district shall pay for the bonds of all employees who
handle school funds. The amount of the bonds shall be determined by the
amount of money that the employee handles and as set forth by the
statutes.

Legal Reference: al1-103 Bonds, School District, Form
al1-105 Bonds And Oaths, Filing Time
al1-119 Bonds, Terms, Penal Sums



Policy Adopted: 08/08/94
New Policy

Student Transportation 3520

The school district under provisions of state law shall provide a
transportation allowance to those families which qualify for the
transportation of students to and from school. No more than one
allowance shall be made to a family irrespective of the number of
students in a family being transported to school. All claims for
payment shall be filed with the superintendent of schools, by the
parents or guardian, in such manner as prescribed by the board of
education.  No transportation claims may be submitted after twelve
months from the last day of the month of actual attendance for which
attendance is claimed.

Legal Reference: 079-490 Pupils, Transportation Allowance,
Payment, When Authorized
a79-491 Pupils, Transportation Allowance,

Claims, Contents, Limitation upon
Action For Recovery



Policy Adopted: 08/08/94
New Policy

Transportation Contract 3520.1

The board of education may seek proposals for bus service to
transport students on field and activity trips. The contracts may be
single or multiple year agreements but shall not exceed three years.
Any multiple year contract shall be evaluated annually and may be
terminated if the service is deemed inadequate.

Upon instruction from the board of education the superintendent of
schools will develop the specifications that will serve as the basis of
the bid. Any supplier of transportation services must agree that the
vehicles, vehicle drivers, and services shall meet or exceed State law
and all regulations set forth by the Nebraska Department of Education
and/or the Nebraska Department of Motor Vehicles.



Policy Adopted: 08/08/94
Replaces 1.35

Transportation Responsibilities

School transportation services are provided exclusively for the
benefit and safety of the student population and are to be used only in
support of programs authorized by and under the auspices of the board of
education.

District owned or leased vehicles shall not be loaned or leased to
other agencies.

Student behavior regulations will be devised by the building
principals with the approval of the superintendent of schools. Students
riding school owned or leased vehicles or vehicles under contract to the
school district, are deemed to be under the control of school officials
in the same manner as pupils in the class rooms. On activity or field
trips, assigned adult sponsors shall be responsible for maintaining
rider discipline and for reporting infractions to the appropriate
building principal. Any student reported to the building principal for
misconduct may be denied the privilege of going on field or activity
trips. Subsequent offenses may result in denial of these privileges for
the remainder of the semester.

Students shall not be permitted to leave school owned or leased
vehicles or vehicles under contract to the school district until they
have arrived at their final destination except on written request from
the student's parents or a guardian and approval by the school
administration or student sponsor.

3520.3



Policy Adopted: 08/08/94
New Policy

Transportation Vehicle Inspections

All vehicles owned or leased by the school or any vehicle which is
under contract to the school district which are used for the
transportation of students shall be inspected by a mechanic appointed or
approved by the board of education. These inspections shall occur prior
to the opening of school each fall and each eighty days during that part
of the year when school is in session.

All school pupil transportation vehicles shall be inspected at
least once each calendar year by the Nebraska State Patrol or the
patrol's carrier enforcement division.

If inspections as set forth in Paragraphs 1 and 2 of this policy
reveal any defects, the pupil transportation vehicle will be removed
from service until the defects are corrected.

In addition to the inspections set forth in Paragraphs 1 and 2 of
this policy, the driver of each school owned or leased transportation
vehicle shall make pre-trip inspections of such vehicle to insure that
the vehicle and its equipment are fully operational. Any equipment

problems or vehicle malfunctions should be reported to the

superintendent of schools or the person designated to receive these
reports.

Legal Reference: 079-488 Pupils, Transportation Vehicles,

Inspections, Correction of

Defects.

3520.5



Policy Adopted: 08/08/94
New Policy

Transportation Liability Insurance

The school district shall purchase liability insurance in an
amount not less than required by state law. Such policy shall be
conditioned for the payment of any and all damages on account of bodily
injury or death, or injury to or destruction of property that may occur
to any person or persons by reason of any negligence or carelessness in
operating or maintaining the bus.

Legal Reference: 079-489 Pupil Transportation, Liability
Insurance

3520.7



Policy Adopted: 08/08/94
New Policy

Transportation Accident Procedures

Pre-Planning:

1. The superintendent of schools or his or her appointed designee
shall provide, or arrange for, an inservice training program for
the drivers of all school owned or school leased vehicles. This
program shall include bus evacuation and the school district's
vehicle accident procedures (VAP). School officials will also
work with individuals who may provide contract bus service, to see
that they are made aware of the school district's vehicle accident
procedures.

2. A list of students participating in any field or activity trip
will be compiled by the sponsor and a copy shall be given to the
activities director and/or building principal.  The activities
director shall either maintain or have access to records of each
student's home phone number. Similar student information shall be
on file with the respective building principal's office.

Accident In Progress:

1. The first priority of the driver of a vehicle and the class or
activity sponsor involved in an accident shall be to see to the
safety of the passengers. As soon as practical and if necessary,
the driver should request the assistance of emergency personnel.
If a class or activity sponsor is available, he or she should
assist the driver in contacting emergency personnel by going to
the nearest telephone or by contacting a traveler to phone for
emergency personnel. In the absence of an adult sponsor a student
should be assigned to contact emergency personnel.

2. The person requesting emergency personnel should next contact the
superintendent of schools' office with all available information
and a pre-designated telephone line should be kept open for the
duration of the emergency.

3. Personnel in the superintendent of schools' office shall contact
the superintendent of schools. If the superintendent
of schools is not available the order of responsibility shall be
the high school principal, the elementary principal, and the
president of the board of education. A decision shall be made to
the necessity for sending an alternate vehicle to the scene. (If
personnel is available the alternate vehicle will carry another
staff member besides the driver.) The alternate vehicle may be
used to pick up students that may be less seriously injured and
transport them to the nearest hospital to be checked.

4, The superintendent of schools, or a pre-designated person to act
on behalf of the superintendent of schools if he or she would be
absent, shall serve as official school spokesperson.

All calls should be referred to the central office.

3525



5. If the accident occurs during the school day, calls shall be made
from the central office to the building principals relating the
nature of the emergency.

Policy 3525, Con't.

6. Upon arriving at the scene, the alternate vehicle driver, or extra
staff member, will be cautious to avoid compounding traffic
problems. They should identify themselves to on-site emergency
personnel, stand ready to assist in transporting the injured and
contact the office of the superintendent of schools---as
circumstances permit---with periodic updates of the situation.

7. Unless directed otherwise by emergency personnel, all riders
involved in the accident will be transported to an area hospital
for a check up.

Follow-up Procedures:

1. Immediately following the emergency and once the general condition
of accident victims is known, the superintendent, or the
superintendent's designee, will prepare and dispense a press
release for area media. To the extent possible, board members
will be apprised of the situation.

2. Building principals should be up-dated on the situation.

3. Post-crises counseling for students will be provided if judged
appropriate and necessary.

4, The superintendent of schools will prepare a thorough report on
the incident for presentation at the next regular meeting
of the board of education.

Legal Reference: a79-328 State Board of Education, Power,
Duties
a79-488 Pupils, Transportation,

Vehicles, Inspections, Correction
of Defects, Violation, Penalty
a79-488.06 Pupils, Transportation, Buses,
Operator, Requirements,
Violation, Penalty
a79-488.07 Pupils, Transportation, Buses,
Passenger Safety, Instruction in
Safe Riding Practice and
Participation, Emergency
Evacuation Drills



Policy Adopted: 08/08/94
New Policy

Travel and Reimbursement

Classified staff may attend conferences necessary to maintaining
skill and information levels related to their assignment, as directed by
the superintendent of schools. Reimbursement will be made for
appropriate and validated expenses that are within budgetary
allocations.

Certified staff may attend educational conferences subject to the
approval of the respective building principals and the superintendent.
Reimbursement will be made for appropriate and validated expenses that
are within budgetary allocations.

Administrators may attend educational conferences subject to the
approval of the superintendent. Reimbursement will be made for
appropriate and validated expenses that are within budgetary
allocations.

Board of Education members may be reimbursed for all approved
district-related personal expenditures. They may attend educational
conferences subject to the consensus approval of the entire board of
education. Reimbursement will be made for appropriate and validated
expenses that are within budgetary allocations.

Guidelines for travel logistics and reimbursement:

1. All travel and attendance logistics will be coordinated through
the office of the superintendent of schools.

2. For all reimbursed travel, an accounting of expenses will be
submitted to the office of the superintendent of schools,
including receipts and vouchers, immediately upon return and
placed on file for audit purposes.

3.  When practical and available, school vehicles will be used for
transportation.

4.  When possible, registration and conference related expenses will
be prepaid by district warrant. For those expenses that can not
be prepaid, individuals will be reimbursed upon the participant's
filing and auditing of the request for reimbursement of expenses.

5. If circumstances or distance render it impractical for the use of
a school vehicle, mileage for the use of private vehicle will be
reimbursed at a rate set forth by Nebraska Statute ©81-1176.
Transportation via commercial carrier will be reimbursed at coach
rate. Mileage will not be paid in excess of what it would
normally cost for air fare.

Allowable travel expenses include:

1. Registration fees.

3530



2. Necessary lodging. Lodging expenses must be approved in advance
by the superintendent of schools or principal.

Policy 3530, Con't.

3. Transportation to and from and at the conference. This includes
use of personal car, public transportation, rental car and/or cab
fare.

4, Normal meal expenses.

5. Ancillary costs to include luggage handling and business related
telephone calls.

Expenses not allowed include:

1. Cost of spouse attendance.
2. Personal items.
3. Entertainment.

If a staff member wishes to attend a conference at his or her own
expense, the superintendent of schools will weigh the merits of the
request. Areas of concern shall include the relationship of the
conference to the employee's job assignment and the impact of the
individual's absence from assigned task.

Legal Reference: a79-4,241 Board of Education, Reimbursement
a81-1176 Mileage, Rate, How Computed



Policy Adopted: 08/08/94
New Policy

Food Service

The purpose of the school lunch program is to serve nutritionally
adequate, attractive, and moderately priced lunches every day school is
in session.

The board of education will participate in the federally
subsidized National School Lunch Program and abide by all program
regulations relating to menu, record keeping, and administering free and
reduced cost lunches for students.

The board of education will set salaries for cafeteria employees
and will set meal prices for students and teachers. The superintendent
of schools will be responsible for administering the lunch program. He
will hire cafeteria employees and will recommend salaries to the board
of education.

In conjunction with the head cook, the building principals will
develop student schedules, behavior codes, and lunch-ticket accounting
procedures necessary for the efficient operation of the program. They
may delegate responsibilities to staff members on an equitable basis.

The head cook will be directly responsible to and perform duties
assigned by the building principal. The head cook will be responsible
for food preparation and duty assignments.

The food service program will operate on a non-profit basis. The
price of lunches will be fixed annually by the board of education and
will be calculated to encourage participation in the program.

The cost of lunches will be based on the cost for preparation and
service of food, cost for components of the meal not federally donated
or covered by subsidy, cost for replacement of expendable items, plus a
charge for depreciation of equipment.

Children from families whose income is at or below the income
poverty guidelines set up by the Federal Government are eligible for a
free meal or at a reduced price.

Legal Reference: 079-443 District Board, Supervision and
Control

3535



Policy Adopted: 08/08/94

New Policy
Records Management and Disposition 3540
1. General Standard . Records should generally be organized, managed,

retained and disposed of in accordance with law and the Secretary of
StateOs schedules for retention and disposition of public records.

2. Records Officer . The Superintendent is hereby designated as the records
officer of the school district for purposes of this policy. Any
guestions about the type or category of a record or the required
retention period for it should be addressed to the records officer.

3. Electronic Messages . Electronic messages are communications using an
electronic system for the conduct of school district business
internally, between other state and local government agencies, and with
parents, students, patrons and others in the outside world. These
messages may be in the form of e-mail, electronic document exchange
(electronic fax), and electronic data interchange (EDI). In this
policy, the terms electronic messages and e-mail are used, depending on
the context, to mean the same thing. The school districtOs electronic
system in which records are collected, organized, and categorized to
facilitate preservation, retrieval, use, and disposition is as follows:

a. End-User Management . End-user means anyone who creates or
receives electronic messages on the school districtOs electronic
system. Electronic messages are to be managed at the end-userOs
desktop rather than from a central point. Each end-user is
responsible for organizing, managing and disposing of records
that are part of his or her desktop computer.

b. Categories for Retention . Electronic messages fall within three
categories: (1) transitory messages; (2) records with a less than
permanent retention period; and (3) records with a permanent
retention period. End-users are to organize, store, retain and
dispose of electronic messages according to these three
categories.  This means determining which electronic messages
require long term retention, determining who is responsible for
making this decision, and establishing storage and disposition
requirements for electronic messages.

i. Transitory messages . Transitory messages include copies
posted to several persons and casual and routine
communications similar to telephone conversations. For
example, as determined on an individual case-by-case basis
by the end-user, transitory messages include certain
embryonic materials, notes or drafts; unwanted and unneeded
OjunkO mail; OpersonalO mail for employees not related to
school business; unsolicited sectarian, religious,
partisan, political or commercial messages, or political
advertising or advertisements promoting particular personal
or religious beliefs, a specific ballot question, or
controversial topics or positions. There is no retention
requirement for transitory messages. Employees sending or
receiving such communications may delete them immediately



without obtaining approval.

ii. Less than permanent retention records . These records are
governed by the retention period for equivalent hard copy
records as specified in the approved records retention and
disposition schedules. These records should be converted
to hard copy (printed) or an electronic format which can be
retrieved and interpreted (downloaded) for the legal
retention period. Employees creating or receiving such
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communications may delete or destroy the records only
according to the applicable retention schedule. Questions
relating to the retention or destruction of these records
should be referred to the records officer.

iii. Permanent/archival retention records . These are records
scheduled for transfer to the Nebraska State Historical
Society (NSHS). Decisions relating to such records should
be made by the records officer in consultation with NSHS,
and the State Records Administrator about either
transferring the records or maintaining them in the agency
of origin. If the transfer decision is made, the method,
frequency and format of the transfer should be determined
cooperatively by the records officer, the NSHS, and the
State Records Administrator.

Electronic Storage Limitations . The districtOs computer systems
have storage limitations. E-mails are deleted by the computer

system within 60 to 90 days to avoid operational problems. End-

users are instructed that electronic messages that are required

to be maintained past that time period should be converted to

hard copy (printed) or an electronic format which can be
retrieved and interpreted (downloaded) for the legal retention

period. The retention period for the particular record is the

best indicator of which storage medium or format to choose.

Proper Use of Electronic Messages

i. Non-Discrimination . Electronic messaging is not permitted
to be used to promote discrimination on the basis of race,
color, national origin, age, marital status, sex, political
affiliation, religion, disability or sexual preference;
promote sexual harassment; or to promote personal,
political, or religious business or beliefs.

ii. Permissible Use . Electronic messaging is to be used only
for purposes that are consistent with the mission of the
school district. Electronic messaging is not permitted to
be used for personal purposes except for: incidental,
intermittent or occasional use which does not interfere
with performance of duties as determined by the
administration, use that is authorized pursuant to an
individual use agreement, and use that represents a form of
the employeeOs compensation. Electronic messaging is not
permitted to be used for personal financial gain or for the
purpose of campaigning for or against the nomination or
election of a candidate or the qualification, passage, or
defeat of a ballot question. Electronic messaging is not
permitted to be used for purposes of assisting a non-profit




organization except when and to the extent such use serves
a school purpose or facilitates school district business.

iii. Conduct . Employees shall not read electronic messages
received by another employee when there is no school
purpose for doing so, send electronic messages under
another employeeOs name without the employeeOs consent or
administrative authorization, or change or alter any
portion of a previously sent electronic message without
administrative authorization.

iv. Other Regulations . Electronic messaging is subject to all
requirements of the school districtOs OAcceptable Use of
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Computers, Network, Internet and WebsitesO policy and may be
monitored and accessed at any time without prior notice. The
school district has complete authority to regulate all
electronic messaging. Electronic messaging is a privilege
and not a property right and is not a public forum.
Electronic messaging is made available subject to all board
policy and regulations, these regulations, building
guidelines, use agreements, handbook provisions, and all
administrative orders or directives as issued from time to
time.

4, Litigation Holds

When litigation against the District or its employees is filed or
threatened, the District will take all reasonable action to preserve all
documents and records that pertain to the issue. Such action will in
particular be taken when the litigation may be filed in federal court or
otherwise subject to federal rules of discovery.

As soon as the District is made aware of pending or threatened
litigation, a litigation hold directive will be issued by the records officer
or designee. The directive will be given to all persons suspected of having
records that may pertain to the litigation issue.

The litigation hold directive overrides any records retention schedule
that may otherwise call for the disposition or destruction of the records
until the litigation hold has been lifted. E-mail and computer accounts of
separated employees that have been placed on a litigation hold will be
maintained by the records officer until the hold is released.

Employees who receive notice of a litigation hold are to preserve all
records that pertain to the litigation issue.  This includes preserving
electronic messages that would otherwise be deleted by the computer system;
such messages are to be converted by the recipients of the litigation hold to
hard copy (printed) or electronic format which can be retrieved and
interpreted (downloaded) for the duration of the litigation hold.

No employee who has been notified of a litigation hold may alter or
delete an electronic or other record that falls within the scope of the hold.
Violation of the litigation hold may subject the employee to disciplinary
actions, up to and including dismissal, as well as personal liability for
civil and/or criminal sanctions by the courts or law enforcement agencies.



Legal Reference: Neb. Rev. Stat. oo 84-712 through 84-712.09
Neb. Rev. Stat. ox 84-1201 to 84-1227
State Records Administrator Guidelines:
Schedule 10: Records of Local School Districts (Feb.
1989)
Schedule 24: Local Agencies General Records (March
2005)
Electronic Imaging Guidelines (March 2003)
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