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Concepts And Roles BP 3000
Business and Noninstructional Operations

The Governing Board recognizes that the business and other noninstructional operations of the
district support the educational program by maximizing and prioritizing resources and providing
a safe and healthy environment for students and staff. The Superintendent or designee shall
ensure that the district's business and noninstructional operations are efficient and responsive to
the needs of students, parents/guardians, staff, and the community.

The district shall maintain high standards of safety in the operation of facilities, equipment, and
services. The Superintendent or designee shall establish a risk management prograrn that
promotes safety and protects district resources.

In the development of a district budget, the Board and the Superintendent or designee shall
establish a calendar that reflects the full budget cycle and a process that satisfies the
requirements of law, including opportunities for public input. The Superintendent or designee
shall provide fiscal data and prepare a proposed budget document within the budget priorities
and parameters set by the Board. The Board shall adopt a budget that is aligned with the
district's vision and goals and enables the district to meet its fiscal obligations.

The Board expects sound fiscal management from the administration. The Superintendent or
designee shall administer the adopted budget in accordance with Board policies and accepted
business practices.

The Board shall monitor financial operations so as to ensure the district's fiscal integrity and
accountability to the community. The Superintendent or designee shall complete all required
financial reports, facilitate the independent audit process, recommend financial plans for meeting
program needs, and keep the Board informed about the district's fiscal and noninstructional
operations.

Legal Reference:

EDUCATION CODE

35035 Powers and duties of superintendent
35160 Authority of governing boards
35160.1 Broad authority of school district
35161 Powers and duties of governing boards

Management Resources:

CSBA PUBLICATIONS

Maximizing School Board Governance: Understanding California's Public School Finance
System, 2006

Maximizing School Board Governance: Budget Planning and Adoption, 2006
Maximizing School Board Governance: Understanding District Budgets, 2006



Maximizing School Board Governance: Fiscal Accountability, 2006
School Finance CD-ROM, 2005

WEB SITES

CSBA: http://www.csba.org

California Association of School Business Officials: http://www.casbo.org
California Department of Education: http://www.cde.ca.gov

Fiscal Crisis and Management Assistance Team: http://www.fcmat.org
School Services of California: http://www.sscal.com

(12/89 10/96) 7/06 Approved May 15,2014



Budget BP 3100
Business and Noninstructional Operations

The Governing Board recognizes its critical responsibility for adopting a sound budget for each
fiscal year which is aligned with the district's vision, goals, priorities, and comprehensive plans.
The district budget shall guide administrative decisions and actions throughout the year and shall
serve as a tool for monitoring the fiscal health of the district.

The district budget shall show a complete plan and itemized statement of all proposed
expenditures and all estimated revenues for the following fiscal year, together with a comparison
of revenues and expenditures for the current fiscal year. The budget shall also include the
appropriations limit and the total annual appropriations subject to limitation as determined
pursuant to Government Code 7900-7914. (Education Code 42122)

The Board shall adopt the budget only after a local control and accountability plan (LCAP)
developed pursuant to Education Code 52060-52077 or an annual update to the LCAP is in place
for the budget year. Expenditures necessary to implement the LCAP or the annual update during
the subsequent fiscal year shall be included in the budget. (Education Code 42127)

Budget Development and Adoption Process
OPTION 1: (Single Budget Adoption Process)

The Superintendent or designee shall establish an annual budget development process and
calendar in accordance with the single budget adoption process described in Education Code
42127(i). He/she shall annually notify the County Superintendent of Schools of the district's
decision to use the single budget adoption process in the subsequent year. (Education Code
42127)

In order to provide guidance in the development of the budget, the Board shall annually establish
budget priorities based on identified district needs and goals and on realistic projections of
available funds.

The Superintendent or designee shall oversee the preparation of a proposed district budget for
approval by the Board and shall involve appropriate staff in the development of budget
projections.

The Board encourages public input in the budget development process and shall hold a public
hearing on the proposed budget in accordance with Education Code 42103 and 42127.

The budget that is formally adopted by the Board shall be in the format prescribed by the
Superintendent of Public Instruction. The Superintendent or designee may supplement this
format with additional information as necessary to effectively communicate the budget to the



Board, staff, and public.

Budget Criteria and Standards

The Superintendent or designee shall develop a district budget in accordance with criteria and
standards adopted by the State Board of Education (SBE). (Education Code 33127, 33128,
33128.3, 33129; 5 CCR 15440-15451)

The budget shall provide that funding received through state supplemental and concentration
grants pursuant to Education Code 42238.02 and 42238.03 shall be used in accordance with
regulations adopted by the SBE for schoolwide or districtwide purposes to increase or improve
services for students who are English learners, eligible for free or reduced-price meals, and/or
foster youth at least in proportion to the increase to the district's revenue generated from such
funds. (Education Code 42238.07)

The Board may establish other budget assumptions or parameters which may take into
consideration the stability of funding sources, legal requirements and constraints on the use of
funds, anticipated increases and/or decreases in the cost of services and supplies, categorical
program requirements, and any other factors necessary to ensure that the budget is a realistic plan
for district revenues and expenditures.

To protect the district against unforeseen circumstances such as revenue shortfalls and
unanticipated expenditures, the Board intends to maintain a minimum unassigned fund balance
which includes a reserve for economic uncertainties equal to at least two months of general fund
operating expenditures, or 17 percent of general fund expenditures and other financing uses.

If the unassigned fund balance falls below this level due to an emergency situation, unexpected
expenditures, or revenue shortfalls, the Board shall develop a plan to recover the fund balance
which may include dedicating new unrestricted revenues, reducing expenditures, and/or
increasing revenues or pursuing other funding sources.

Long-Term Financial Obligations

The district's current-year budget and multi-year projections shall include adequate provisions
for addressing the district's long-term financial obligations, including, but not limited to,
long-term obligations resulting from collective bargaining agreements, financing of facilities
projects, unfunded or future liability for retiree benefits, and accrued workers' compensation
claims.

The Board shall approve a plan for meeting the district's long-term obligations to fund
nonpension, other postemployment benefits (OPEBs). This plan shall include a specific funding
strategy that will be used to finance the district's fiscal obligations for such benefits in a manner
that continually reduces the deficit to the district to the extent possible. The Board reserves the
authority to review and amend the funding strategy as necessary to ensure that it continues to
serve the best interests of the district and maintains flexibility to adjust for changing budgetary



considerations.

When the Superintendent or designee presents a report to the Board on the estimated accrued but
unfunded cost of OPEBs, the Board shall disclose, as a separate agenda item at the same
meeting, whether or not it will reserve a sufficient amount of money in its budget to fund the
present value of the benefits of existing retirees and/or the future cost of employees who are
eligible for benefits in the current fiscal year. (Education Code 42140)

When the Superintendent or designee presents a report to the Board on the estimated accrued but
unfunded cost of workers' compensation claims, the Board shall disclose, as a separate agenda
item at the same meeting, whether or not it will reserve in the budget sufficient amounts to fund
the present value of accrued but unfunded workers' compensation claims or if it is otherwise
decreasing the amount in its workers' compensation reserve fund. The Board shall annually
certify to the County Superintendent the amount, if any, that it has decided to reserve in the
budget for these costs. The Board shall submit to the County Superintendent any budget
revisions that may be necessary to account for this budget reserve. (Education Code 42141)

Budget Amendments

Whenever revenues and expenditures change significantly throughout the year, the
Superintendent or designee shall recommend budget amendments to ensure accurate projections
of the district's net ending balance. When final figures for the prior-year budget are available,
this information shall be used as soon as possible to update the current-year budget's beginning
balance and projected revenues and expenditures.

In addition, budget amendments shall be submitted for Board approval as necessary when the
state budget is adopted, collective bargaining agreements are accepted and/or other significant
changes occur that impact budget projections.

Legal Reference:

EDUCATION CODE

1240 Duties of county superintendent of schools

33127-33131 Standards and criteria for local budgets and expenditures
35035 Powers and duties of superintendent

35161 Powers and duties, generally, of governing boards

42103 Public hearing on proposed budget; requirements for content of proposed budget
42122-42129 Budget requirements

42130-42134 Financial certifications

42140-42141 Disclosure of fiscal obligations

42238-42251 Apportionments to districts, especially:
42238.01-42238.07 Local control funding formula

42602 Use of unbudgeted funds

42605 Tier 3 categorical flexibility

42610 Appropriation of excess funds and limitation thereon



45253 Annual budget of personnel commission

45254 First year budget of personnel commission
52060-52077 Local control and accountability plan
GOVERNMENT CODE

7900-7914 Appropriations limit

CODE OF REGULATIONS, TITLE 5

15060 Standardized account code structure

15440-15451 Criteria and standards for school district budgets

Management Resources:

CSBA PUBLICATIONS

Local Control Funding Formula 2013, Governance Brief, August 2013

State Priorities for Funding: The Need for Local Control and Accountability Plans, Fact Sheet,
August 2013 '

School Finance CD-ROM, 2005

CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS

California School Accounting Manual

New Requirements for Reporting Fund Balance in Governmental Funds, January 7, 2011
FISCAL CRISIS AND MANAGEMENT ASSISTANCE TEAM PUBLICATIONS

Fiscal Oversight Guide for AB 1200, AB 2756 and Subsequent Related Legislation, September
2006

GOVERNMENT FINANCE OFFICERS ASSOCIATION

Best Practice: Appropriate Level of Unrestricted Fund Balance in the General Fund, 2009
GOVERNMENTAL ACCOUNTING STANDARDS BOARD STATEMENTS

Statement 54, Fund Balance Reporting and Governmental Fund Type Definitions, March 2009
Statement 45, Accounting and Financial Reporting by Employers for Post-employment Benefits
Other Than Pensions, June 2004

Statement 34, Basic Financial Statements and Management's Discussion and Analysis - For State
and Local Governments, June 1999

WEB SITES

CSBA.: http://www.csba.org

Association of California School Administrators: http://www.acsa.org

California Department of Education, Finance and Grants: http://www.cde.ca.gov/fg

California Department of Finance: http://www.dof.ca.gov

Fiscal Crisis and Management Assistance Team: http://www.fcmat.org

Government Finance Officers Association: http://www.gfoa.org

Governmental Accounting Standards Board: http://www.gasb.org

Legislative Analyst's Office: http://www.lao.ca.gov

School Services of California, Inc.: http://www.sscal.com

(7/10 7/11) 10/13

Approved May 15, 2014



Sale And Disposal Of Books, Equipment And Supplies BP 3270
Business and Noninstructional Operations

When any district-owned instructional materials, equipment, supplies, or other personal property
becomes unusable, obsolete, or no longer needed, the Superintendent or designee shall notify the
Governing Board, provide an estimated value, and recommend whether the items be sold or
disposed of by one of the methods prescribed in law and administrative regulation. Upon
approval by the Board, the Superintendent or designee shall arrange for the sale or disposal of
these items.

Instructional materials may be considered obsolete or unusable when they:

1. Have been replaced by more recent editions or new materials selected by the Board and
have no foreseeable value in other instructional areas

2. Are not aligned with the district's academic standards or course of study
3. Contain information rendered inaccurate or incomplete by new research or technologies
4, Contain demeaning, stereotyping, or patronizing references to any group of persons

protected against discrimination by law or Board policy

5. Are damaged beyond use or repair

The Superintendent or designee shall establish procedures to be used when selling equipment for
which the federal government has a right to receive all or part of the proceeds. These
procedures shall ensure a reasonable amount of competition so as to result in the highest possible
revenue.

Legal Reference:

EDUCATION CODE

17540-17542 Sale or lease of personal property by one district to another
17545-17555 Sale of personal property

35168 Inventory, including record of time and mode of disposal

42291.5 Temporary school bus designation

42303 School bus sale to another district

60500-60530 Sale, donation, or disposal of instructional materials
GOVERNMENT CODE

25505 District property; disposition; proceeds

CODE OF REGULATIONS, TITLE 5

3944 Consolidated categorical programs, district title to equipment

3946 Disposal of equipment purchased with state and federal consolidated application funds



UNITED STATES CODE, TITLE 40

549 Surplus property

CODE OF FEDERAL REGULATIONS, TITLE 34
80.32 Equipment acquired under a grant or subgrant

Management Resources:

CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS
California School Accounting Manual

Standards for Evaluating Instructional Materials for Social Content, 2000
WEB SITES

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

School Services of California, Inc.: http://www.sscal.com

(6/96) 11/09 Approved May 15, 2014



Expenditures And Purchases BP 3300
Business and Noninstructional Operations

The Governing Board recognizes its fiduciary responsibility to oversee the prudent expenditure
of district funds. In order to best serve district interests, the Superintendent or designee shall
develop and maintain effective purchasing procedures that are consistent with sound financial
controls and that ensure the district receives maximum value for items purchased. He/she shall
ensure that records of expenditures and purchases are maintained in accordance with law.

Expending Authority

The Superintendent or designee may purchase supplies, materials, apparatus, equipment, and
services up to the amounts specified in Public Contract Code 20111, beyond which a competitive
bidding process is required. The Board shall not recognize obligations incurred contrary to
Board policy and administrative regulations.

The Board shall review all transactions entered into by the Superintendent or designee on behalf
of the Board every 60 days. (Education Code 17605)

The Superintendent or designee may authorize an expenditure which exceeds the budget
classification allowance against which the expenditure is the proper charge only if an amount
sufficient to cover the purchase is available in the budget for transfer by the Board.

District funds shall not be expended for the purchase of alcoholic beverages. (Education Code
32435)

Purchasing Procedures

Insofar as possible, goods and services purchased shall meet the needs of the person or
department ordering them at the lowest price consistent with standard purchasing practices.
Maintenance costs, replacement costs, and trade-in values shall be considered when determining
the most economical purchase price. When price, fitness, and quality are equal, recycled
products shall be preferred when procuring materials for use in district schools and buildings.

All purchases shall be made by formal contract or purchase order or shall be accompanied by a
receipt. In order to eliminate the processing of numerous small purchase orders, the
Superintendent or designee may create a "blanket” or "open" purchase order system for the
purchase of minor items as needed from a vendor. He/she shall ensure that the "open” purchase
order system details a maximum purchase amount, the types of items that can be purchased
under this order, the individuals authorized to approve purchases, and the expiration date of the
"open" order.

Legal Reference:



EDUCATION CODE

17604 Delegation of powers to agents; approval or ratification of contracts by governing board
17605 Delegation of authority to purchase supplies and equipment

32370-32376 Recycling paper

32435 Prohibited use of public funds, alcoholic beverages

35010 Control of district; prescription and enforcement of rules

35035 Powers and duties of superintendent

35160 Authority of governing boards

35250 Duty to keep certain records and reports

38083 Purchase of perishable foodstuffs and seasonal commodities

41010 Accounting system

41014 Requirement of budgetary accounting

GOVERNMENT CODE

4330-4334 California made materials

PUBLIC CONTRACT CODE

3410 U.S. produce and processed foods

20111 Contracts over $50,000; contracts for construction; award to lowest responsible bidder

Management Resources:

CSBA PUBLICATIONS

Maximizing School Board Governance: Fiscal Accountability, 2006

WEB SITES

CSBA, Financial Services: http://www.csba.org/fs

California Association of School Business Officials: http://www.casbo.org
California Department of Education: http://www.cde.ca.gov

(2/94 10/96) 7/06 Approved May 15,2014



Management Of District Assets/Accounts BP 3400
Business and Noninstructional Operations

The Governing Board recognizes its fiduciary responsibility to effectively manage and safeguard
the district's assets and resources in order to help achieve the district's goals for student learning.
The Superintendent or designee shall establish and maintain an accurate, efficient financial
management system that enhances the district's ability to meet its fiscal obligations, produces
reliable financial reports, and complies with laws, regulations, policies, and procedures. He/she
shall ensure that the district's accounting system provides ongoing internal controls and meets
generally accepted accounting standards.

Capital Assets

The Superintendent or designee shall develop a system to accurately identify and value district
assets in order to help ensure financial accountability and to minimize the risk of loss or misuse.
District assets with a useful life of more than one year and an initial acquisition cost of $5,000 or
more shall be considered capital assets. The Superintendent or designee shall determine the
estimated useful life of each capital asset and shall calculate and report the estimated loss of
value or depreciation during each accounting period for all capital assets.

Internal Controls/Fraud Prevention

The Board expects Board members, employees, consultants, vendors, contractors, and other
parties maintaining a business relationship with the district to act with integrity and due diligence
in dealings involving the district's assets and fiscal resources.

The Superintendent or designee shall develop internal controls which aid in the prevention and
detection of fraud, financial impropriety, or irregularity within the district. These internal
controls may include, but are not limited to, segregating employee duties relating to
authorization, custody of assets, and recording or reporting of transactions; providing detailed,
written job descriptions explaining the segregation of functions; adopting an integrated financial
system; conducting background checks on business office employees; and requiring continuous
in-service training for business office staff on the importance of fraud prevention.

All employees shall be alert for any indication of fraud, financial impropriety, or irregularity
within their area of responsibility. Any employee who suspects fraud, impropriety, or irregularity
shall immediately report those suspicions to his/her immediate supervisor and/or the
Superintendent or designee. In addition, the Superintendent or designee shall establish a method
for employees and outside persons to anonymously report any suspected instances of fraud,
impropriety, or irregularity.

The Superintendent or designee shall have primary responsibility for any necessary
investigations of suspected fraud, impropriety, or irregularity, in coordination with legal counsel,
the district's auditors, law enforcement agencies, or other governmental entities, as appropriate.



The Superintendent or designee shall provide regular reports to the Board on the status of the
district's internal control procedures and recommend any necessary revisions to related Board
policies or administrative regulations.

Legal Reference:

EDUCATION CODE

14500-14508 Financial and compliance audits

35035 Powers and duties of superintendent

35250 Duty to keep certain records and reports

41010-41023 Accounting regulations, budget controls and audits
42600-42604 Control of expenditures

42647 Drawing of warrants by district on county treasurer; form; reports, statements and other
data

GOVERNMENT CODE

53995-53997 Obligation of contract

Management Resources:

CSBA PUBLICATIONS

Maximizing School Board Governance: Budget Planning and Adoption, 2006
Maximizing School Board Governance: Fiscal Accountability, 2006

School Finance CD-ROM, 2005

GOVERNMENTAL ACCOUNTING STANDARDS BOARD

Statement 34, Basic Financial Statements - and Management's Discussion and Analysis - For
State and Local Governments, June 1999

WEB SITES

CSBA: http://www.csba.org

California Association of School Business Officials: http://www.casbo.org
California Department of Education, School Finance: http://www.cde.ca.gov/fg
California State Controller's Office: http://www.sco.ca.gov

Fiscal Crisis & Management Assistance Team: http://www.fcmat.org
Governmental Accounting Standards Board: http://www.gasb.org

School Services of California: http://www.sscal.com

(7/01 7/03) 7/07 Approved May 15, 2014



Energy And Water Management BP 3511
Business and Noninstructional Operations

The Governing Board recognizes the importance of minimizing the district's use of natural
resources, providing a high-quality environment that promotes health and productivity, and
effectively managing the district's fiscal resources. To that end, the Superintendent or designee
shall develop a resource management program which includes strategies for implementing
effective and sustainable resource practices, exploring renewable and clean energy technologies,
reducing energy and water consumption, minimizing utility costs, reducing the amount of waste
of consumable materials, encouraging recycling and green procurement practices, and promoting
conservation principles.

The Superintendent or designee shall regularly inspect district facilities and operations and make
recommendations for maintenance and capital expenditures which may help the district reach its
conservation and management goals.

The Superintendent or designee shall make every effort to identify funding opportunities and
cost-reducing incentive programs to help the district achieve its conservation and management
goals.

The Superintendent or designee shall periodically report to the Board on the district's progress in
meeting its conservation and management goals.

The Superintendent or designee shall regularly report to the Board on the status of the district's
implementation efforts.

Legal Reference:

EDUCATION CODE

41422 School term or session length, failure to comply due to disaster
46392 Emergency conditions; ADA estimate

PUBLIC RESOURCES CODE

25410-25421 Energy conservation assistance

WATER CODE

13383.5 Storm water discharge monitoring requirements
CODE OF REGULATIONS, TITLE 23

2200 Discharge permit fees

UNITED STATES CODE, TITLE 33

1342 National pollutant discharge elimination system

CODE OF FEDERAL REGULATIONS, TITLE 40
122.1-122.64 National pollutant discharge elimination system

Management Resources:
CALIFORNIA DEPARTMENT OF EDUCATION MANAGEMENT ADVISORIES



0118.01 California's Energy Challenge

0706.90 Water Conservation Advisory, 90-09

0222.90 Average Daily Attendance Credit During Periods of Emergency 90-01
WEB SITES

CSBA: http://www.csba.org

Alliance to Save Energy: http://www.ase.org

California Department of Education, Facilities: http://www.cde.ca.gov/ls/fa
California Energy Commission: http://www.energy.ca.gov

California State Water Resources Control Board: http://www.swrcb.ca.gov
Department of General Resources, Green California, Sustainable Schools:
http://www.green.ca.gov/GreenBuildings/schools

(12/90 3/01) 7/07 Approved May 15, 2014



Integrated Waste Management BP 3511.1
The Governing Board believes that the conservation of water, energy and other natural
resources as well as the protection of the environment are essential to the health and well-
being of the community. The Superintendent or designee shall develop an integrated
waste management program to reduce waste, conserve natural resources and protect the
environment.

The program shall include specific strategies designed to help the district reduce waste
generation and improve efficiency in using natural resources in all areas of its operations.

The Superintendent or designee may collaborate with city, county and state agencies in
developing and implementing the district's integrated waste management program.

The Superintendent or designee shall make every effort to identify funding opportunities
for the district's integrated waste management program including applying for available
grants or other cost-reducing incentives.

The Superintendent or designee shall provi-de appropriate training opportunities to
students and staff regarding the benefits and methods of conserving natural resources and
protecting the environment.

SCHOOL BOARD POLICY

1400 - Relations Between Other Governmental Agencies and the Schools

3511 - Energy and Water Conservation

3514 - Environmental Safety

3514.2 - Integrated Pest Management

4131 - Staff Development

4231 - Staff Development

4331 - Staff Development

6142.5 - Environmental Education

6142.93 - Science Instruction

7131 - Relations With Local Agencies

EDUCATION CODE



32370-32376 Recycling paper

33541 Environmental education

PUBLIC RESOURCES CODE

25410-25421 Energy conservation assistance
40050-40063 Integratéd waste management act

41780 Waste diversio.n

42620-42622 Source reduction and recycling programs
42630-42647 Schoolsite source reduction and recycling

Management Resources:

A District-wide Approach to Recycling-A Guide for School Districts, Pub. # 500-94-009
Seeing Green through Waste Prevention-A Guide for School Districts, Pub. # 500-94-010

Going Beyond Recycling, Buying Recycled-A Guide for School Districts, Pub. # 322-95-
001

Reusable School News
WEB SITES

CSBA: http://www.csba.org

California Department of Resources Recycling and Recovery:
http://www.calrecycle.ca.gov

California Division of State Architect: http://www.dsa.ca.gov

California Energy Commission: http://www.energy.ca.gov

California Environmental Protection Agency: http://www.calepa.ca.gov

U.S. EPA: http//www.epa.gov
Policy: TWIN HILLS SCHOOL DISTRICT

Adopted: March 8, 2012 California



Tobacco-Free Schools BP 3513.3
Business and Noninstructional Operations

The Governing Board recognizes that the health hazards associated with smoking and the use of
tobacco products, including the breathing of second-hand smoke, are inconsistent with its goal to
provide a healthy environment for students and staff.

The Board prohibits the use of tobacco products at any time in district-owned or leased
buildings, on district property, and in district vehicles.

This prohibition applies to all employees, students, and visitors at any school-sponsored
instructional program, activity, or athletic event held on or off district property. Any written
joint use agreement governing community use of district facilities or grounds shall include notice
of the district's tobacco-free schools policy and consequences for violations of the policy.

Prohibited products include any product containing tobacco or nicotine, including, but not
limited to, cigarettes, cigars, miniature cigars, smokeless tobacco, snuff, chew, clove cigarettes,
betel, and nicotine delivery devices such as electronic cigarettes. Other vapor emitting electronic
devices, with or without nicotine content, that mimic the use of tobacco products, are also
prohibited. Exceptions may be made for the use or possession of prescription nicotine products.

Smoking or use of any tobacco-related products and disposal of any tobacco-related waste are
prohibited within 25 feet of any playground, except on a public sidewalk located within 25 feet
of the playground. (Health and Safety Code 104495)

Legal Reference:

EDUCATION CODE

48900 Grounds for suspension/expulsion

48901 Prohibition against tobacco use by students

HEALTH AND SAFETY CODE

39002 Control of air pollution from nonvehicular sources
104350-104495 Tobacco use prevention, especially:

104495 Prohibition of smoking and tobacco waste on playgrounds
119405 Unlawful to sell or furnish electronic cigarettes to minors
LABOR CODE

3300 Employer, definition

6304 Safe and healthful workplace

6404.5 Occupational safety and health; use of tobacco products
UNITED STATES CODE, TITLE 20

6083 Nonsmoking policy for children's services

7100-7117 Safe and Drug Free Schools and Communities Act
CODE OF FEDERAL REGULATIONS, TITLE 21
1140.1-1140.34 Unlawful sale of cigarettes and smokeless tobacco to minors



PERB RULINGS

Eureka Teachers Assn. v. Eureka City School District (1992) PERB Order #955 (16 PERC
23168)

CSEA #506 and Associated Teachers of Metropolitan Riverside v. Riverside Unified School
District (1989) PERB Order #750 (13 PERC 20147)

Management Resources:

WEB SITES

California Department of Education, Alcohol, Tobacco and Other Drug Prevention:
http://www.cde.ca.gov/Is/he/at

California Department of Education, Tobacco-Free School District Certification:
http://www.cde.ca.gov/ls/he/at/tobaccofreecert.asp

California Department of Public Health, Tobacco Control:
http://www.cdph.ca.gov/programs/tobacco

Occupational Safety and Health Standards Board: http://www.dir.ca.gov/OSHSB/oshsb.html
U.S. Environmental Protection Agency: http://www.epa.gov

(7/02 7/03) 3/11  Approved May 15, 2014



Hazardous Substances BP 3514.1
Business and Noninstructional Operations

The Governing Board desires to provide a safe school environment that protects students and
employees from exposure to potentially hazardous substances that may be used in the district's
educational program and in the maintenance and operation of district facilities and equipment.

Insofar as reasonably possible, the Superintendent or designee shall minimize the quantities of
hazardous substances stored and used on school property. When hazardous substances must be
used, the Superintendent or designee shall give preference to materials that cause the least risk to
people and the environment.

The Superintendent or designee shall ensure that all potentially hazardous substances on district
properties are inventoried, used, stored, and regularly disposed of in a safe and legal manner.

The Superintendent or designee shall develop, implement, and maintain a written hazard
communication program in accordance with 8 CCR 5194 and shall ensure that employees,
students, and others as necessary are fully informed about the properties and potential hazards of
substances to which they may be exposed.

Legal Reference:

EDUCATION CODE

49340-49341 Hazardous substances education

49401.5 Legislative intent; consultation services

49411 Chemical listing; compounds used in school programs; determination of shelf life;
disposal '
FOOD AND AGRICULTURAL CODE

12981 Regulations re pesticides and worker safety

HEALTH AND SAFETY CODE

25163 Transportation of hazardous wastes; registration; exemptions; inspection
25500-25520 Hazardous materials release response plans; inventory
LABOR CODE

6360-6363 Hazardous Substances Information and Training Act
6380-6386 List of hazardous substances

CODE OF REGULATIONS, TITLE 8

339 List of hazardous substances

3203 Illness and injury prevention program

3204 Records of employee exposure to toxic or harmful substances
5139-5230 Control of hazardous substances, especially
5154.1-5154.2 Ventilation

5161 Definitions

5162 Emergency eyewash and shower equipment



5163
5164
5191
5194

Control of spills

Storage of hazardous substances

Occupational exposure to hazardous chemicals in laboratories; chemical hygiene plan
Hazard communication

CODE OF REGULATIONS, TITLE 22
67450.40-67450.49 School hazardous waste collection, consolidation, and accumulation
facilities

Management Resources:

CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS
Science Safety Handbook for California Public Schools, 2012

WEB SITES

CSBA: http://www.csba.org

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

Department of Industrial Relations, Cal/OSHA: http://www.dir.ca.gov/dosh

(12/89 2/97) 4/13 Approved May 15, 2014



Emergencies and Disaster Preparedness Plan BP 3516

The Governing Board recognizes that all district staff and students must be prepared to
respond quickly and responsibly to emergencies, disasters, and threats of disaster.

The Superintendent or designee shall develop and maintain a disaster preparedness plan
which details provisions for handling emergencies and disasters and which shall be
included in the district's comprehensive school safety plan.

The Superintendent or designee shall also develop and maintain emergency plans for
each school site.

In developing the district and school emergency plans, the Superintendent or designee
shall collaborate with city and county emergency responders, including local public
health administrators.

The Superintendent or designee shall use state-appfoved Standardized Emergency
Management System guidelines and the National Incident Command System when
updating district and site-level emergency and disaster preparedness plans.

The Board shall grant the use of school buildings, grounds, and equipment to public
agencies, including the American Red Cross, for mass care and welfare shelters during
disasters or other emergencies affecting the public health and welfare. The Board shall

cooperate with such agencies in furnishing and maintaining whatever services they deem
necessary to meet the community's needs.

School employees are considered disaster service workers and are subject to disaster
service activities assigned to them.

Legal Reference:

SCHOOL BOARD POLICY

0450 - Comprehensive Safety Plan

1330 - Use of School Facilities

3516.3 - Earthquake Emergency Procedure System
4112.3/4212.3/4312.3 - Oath or Affirmation

4119.3/4219.3/4319.3 - Duties of Personnel



EDUCATION CODE

32001 Fire alarms and drills

32040 Duty to equip school with first aid kit

32280-32289 School safety plans

32290 Safety devices

39834 Operating overloaded bus

46390-46392 Emergency average daily attendance in case of disaster
49505 Natural disaster; meals for homeless students; reimbursement
GOVERNMENT CODE

3100 Public employees as disaster service workers

8607 Standardized emergency management system

CODE OF REGULATIONS, TITLE 5

550 Fire drills

560 Civil defense and disaster preparedness plans
CODE OF REGULATIONS, TITLE 19

2400-2450 Standardized emergency management system
UNITED STATES CODE, TITLE 42

12101-12213 Americans with Disabilities Act
Management Resources:

CSBA PUBLICATIONS

Avian Influenza, Governance and Policy Services Fact Sheet, April 2006

911! A Manual for Schools and the Media During a Campus Crisis, 2001



CENTERS FOR DISEASE CONTROL AND PREVENTION PUBLICATIONS
Pandemic Influenza Planning Checklist, 2006

CONTRA COSTA COUNTY OFFICE OF EDUCATION

Pandemic Flu School Action Kit, June 2006

GOVERNOR'S OFFICE OF EMERGENCY SERVICES

School Emergency Response: Using SEMS at Districts and Sites, June 1998
U.S. DEPARTMENT OF EDUCATION PUBLICATIONS

Practical Information on Crisis Planning: A Guide for Schools and Communities, May
2003

WEB SITES

CSBA.: http://www.csba.org

American Red Cross: http://www.redcross.org

California Department of Education, Crisis Preparedness: http://www.cde.ca.gov/ls/ss/cp

California Emergency Management Agency: http://www.calema.ca.gov

California Seismic Safety Commission: http://www.seismic.ca.gov

Centers for Disease Control and Prevention: http://www.cdc.gov

Contra Costa County Office of Education, Pandemic influenza resources:
http://www.cccoe.k12.ca.us/about/flu/resources_flu_action kit

Federal Emergency Management Agency: http://www.fema.gov

U.S. Department of Education, Emergency Planning:
http://www.ed.gov/admins/lead/safety/emergencyplan

U.S. Department of Homeland Security: http://www.dhs.gov
Policy: TWIN HILLS SCHOOL DISTRICT

Adopted: March 8, 2012 California



Facilities Inspection BP 3517
Business and Noninstructional Operations

The Governing Board recognizes that the condition of school facilities may have an impact on
safety, student achievement, and employee morale and desires to provide school facilities that
are safe, clean, and functional, as defined in Education Code 17002.

The Superintendent or designee shall develop a facilities inspection and maintenance program to
ensure that school facilities are maintained in good repair in accordance with law. Ata
minimum, the program shall analyze those facility conditions specified on the facilities
inspection tool developed by the Office of Public School Construction, including the following:

1. Gas Leaks: Gas systems and pipes appear safe, functional, and free of leaks.

2. Mechanical Systems: Heating, ventilation, and air conditioning systems as applicable
are functional and unobstructed.

3. Windows/Doors/Gates/Fences (interior and exterior): Conditions that pose a safety
and/or security risk are not evident.

4. Interior Surfaces (floors, ceilings, walls, and window casings): Interior surfaces appear
to be clean, safe, and functional.

5. Hazardous Materials (interior and exterior): There does not appear to be evidence of
hazardous materials that may pose a threat to students or staff.

6. Structural Damage: There does not appear to be structural damage that could create
hazardous or uninhabitable conditions.

7. Fire Safety: The fire equipment and emergency systems appear to be functioning
properly.
8. Electrical (interior and exterior): There is no evidence that any portion of the school has

a power failure and electrical systems, components, and equipment appear to be working
properly.

9. Pest/Vermin Infestation: Pest or vermin infestation is not evident.

10.  Drinking Fountains (inside and outside): Drinking fountains appear to be accessible and
functioning as intended.

11.  Restrooms: Restrooms appear to be accessible during school hours, are clean,
functional, and in compliance with Education Code 35292.5 (operational and supplied).

12. Sewers: Sewer line stoppage is not evident.



13. Roofs (observed from the ground, inside/outside the building): Roof system appears to
be functioning properly.

14. Playground/School Grounds: The playground equipment and school grounds appear to
be clean, safe, and functional.

15. Overall Cleanliness: School grounds, buildings, common areas, and individual rooms
appear to be cleaned regularly.

The Superintendent or designee shall ensure that any necessary repairs identified during the
inspection are made in a timely and expeditious manner. The Superintendent or designee shall
provide the Board with regular reports regarding the district's facility inspection program and
updates of any visits to district schools by the County Superintendent of Schools.

Legal Reference:

EDUCATION CODE

1240 County superintendent of schools, duties

17002 Definitions

17070.10-17077.10 Leroy F. Greene School Facilities Act of 1998
17565-17591 Property maintenance and control, especially:
17592.72 Urgent or emergency repairs, School Facility Emergency Repair Account
33126 School accountability report card

35186 Williams uniform complaint procedure

CODE OF REGULATIONS, TITLE 2

1859.300-1859.330 Emergency Repair Program

Management Resources:

CSBA PUBLICATIONS

Williams Settlement and the Emergency Repair Program, Policy Brief, January 2008
COALITION OF ADEQUATE SCHOOL HOUSING PUBLICATIONS

Facility Inspection Tool Guidebook, February 2008

WEB SITES

CSBA: http://www.csba.org

California County Superintendents Educational Services Association: http://www.ccsesa.org
California Department of Education, Williams Case: http://www.cde.ca.gov/eo/ce/wc/index.asp
Coalition of Adequate School Housing: http://www.cashnet.org

State Allocation Board, Office of Public School Construction: http://www.opsc.dgs.ca.gov

(3/05 11/06) 7/08 Approved May 15,2014



Risk Management/Insurance BP 3530
Business and Noninstructional Operations

The Governing Board strongly supports a risk management program that protects district
resources and promotes the safety of students, staff and the public.

The Superintendent or designee shall establish a risk management program that uses effective
safety and loss control practices. The district shall strive to keep its liability at a minimum and
its insurance premiums as low as possible while maintaining adequate protection. To determine
the most economical means of insuring the district consistent with required services, the
Superintendent or designee shall annually review the district's options for obtaining coverage,
including qualified insurance agents, a joint powers agency, self-insurance or a combination of
these means.

The Board reserves the right to remove an insurance agent-of-record or a participating agent
whenever, in the judgment of the Board, such action becomes desirable for the best interests of
the district.

To attempt to minimize the district's exposure to liability, the Board shall adopt clear policies
related to discrimination, harassment, safety procedures, and the timely handling of claims. The
Superintendent or designee shall ensure that these policies and related procedures are enforced
fairly and consistently.

The Superintendent or designee shall report to the Board on the district's risk management
activities.

Legal Reference:

EDUCATION CODE

17029.5 Contract funding; board liability

17565-17592 Board duties re property maintenance and control
32350 Liability on equipment loaned to district

35162 Power to sue, be sued, hold and convey property
35200-35214 Liabilities, especially:

35208 Liability insurance

35211 Driver training civil liability insurance

35213 Reimbursement for loss, destruction or damage of personal property
35214 Liability self-insurance

35331 Medical or hospital service for students on field trip
39837 Transportation of pupils to places of summer employment
41021 Requirement for employees' indemnity bonds

44873 Qualifications for physician (liability coverage)
49470-49474 District medical services and insurance
GOVERNMENT CODE



820.9 Board members not vicariously liable for injuries caused by district
989-991.2 Local public entity insurance

LABOR CODE

3200-4855 Workers' compensation

(6/859/88) 10/95  Approved May 15, 2014



Transportation BP 3541.1 (a)

Student Transportation In Privately Owned Vehicles

It shall be the policy of the Twin Hills Union School District that transportation by district busses be provided
for student activities whenever possible. When the superintendent deems it necessary to use private vehicles

and volunteer drivers for transportation, the following guidelines shall apply:

1.0 The volunteer driver shall be 21 years of age or older and possess a valid California driver’s license
without restrictions. Each volunteer driver shall sign a statement certifying their driving record is
free of convictions relating to reckless driving or driving under the influence of drugs or alcohol for
the last five years. In addition, the volunteer driver shall sign a statement verifying and certifying
the information regarding their vehicle, insurance and themselves is true and correct. A copy of
the volunteer driver drivers license will be provided to the district office.

2.0 The vehicle owner and driver shall be covered by insurance in the following minimum amounts:
Bodily Injury $100,000/300,000; Property Damage $50,000; Medical $5,000

2.1 Volunteer drivers must have their insurance policy verified/copied by the district office for the
above limits and effective date. Note: State law requires insurance of vehicle owner to respond in

any accident. The district does not provide auto liability coverage for volunteer drivers.

2.2 School office, principal, teacher, coach, etc. must notify the district office of the pending student
activity and the name and telephone number of the coordinator(s). Upon notification, the district
office will provide a list of drivers with approved insurance and signed verification/certification

form to the coordinator of the student activity.

3.0 Volunteer drivers shall sign a statement certifying that their auto is in good and proper working order
including engine, brakes, tires, headlights, turn signals, emergency signals, windshield wipers, defroster
and heater, appropriate spare tire and jack, seat belts, mirrors and horn.

4.0 The maximum number of students per vehicle is determined by available seat belts installed by
manufacturer of vehicle. Under no circumstance will a volunteer driver exceed ten persons total in the

vehicle, including the driver.

5.0 Private vehicles must have available or district shall provide on loan the following emergency
equipment: a) First aid kit/supplies, b) Emergency blankets, c) Road fiares, and d) Working flashlight

6.0 Drivers will not smoke when transporting students in their vehicle and will not make other personal
convenience stops (e.g. cleaners, drug store, market etc.).

7.0  All private vehicle drivers are instructed by this policy to strictly follow all traffic laws to include
strict accordance to speed limits.

8.0 Drivers will not operate my vehicle under prescription drugs and/or other medication (e.g. allergy
medication) that may impair their ability to operate a motor vehicle safely.

9.0 Pets are not allowed in the vehicle when it is being used to transport students.

10.0 When private vehicles are used, there should be a plan to travel in groups and have plans for how to deal
with emergency situations including the transfer of students should a vehicle breakdown and emergency

communications (contacting school authority, parents, etc.).
10.1 One cellular phone shall be provided by the district for out of county field trips.

11.0 The written permission of each student’s parent or guardian shall be obtained prior to the transportation
of the student. This is the responsibility of the activity teacher/coordinator.

Adopted: October 10, 1978
Revised: September 19, 1992
Revised: Qctober 17, 1996 With Implementation On November 15, 1996



Student Transportation In Privately Owned Vehicles* E 3541.1

VOLUNTEER DRIVER INFORMATION CHECKLIST VERIFICATION AND CERTIFICATION FORM

Name Date

| am volunteering to drive my personal vehicle and transport students to a school related activity for the
1996-97 school year. The activity is

| understand that my insurance will respond in the event of a vehicular accident. By my signature below, |
verify and certify under penalty of perjury that the following items have been completed and my statements are

true and correct:

1.0 | am 21 years of age or older and possess a valid California Driver’s License without restrictions. |
certify that my driving record is free of convictions relating to reckless driving or driving under the
influence of drugs or alcohol for the last five years. If this status changes during the time | have
volunteered to transport students, | will notify the district office immediately.

Yes No Drivers License Number

2.0 The personal vehicle | will be driving for this school related activity has automobile insurance in the
minimum amounts of $100,000/300,000 for Bodily Injury, $50,000 for Property Damage and
$5,000 for Medical Coverage. | will keep my insurance policy in force with the minimum limits during
the time | am transporting students in my personal vehicle. | will notify the district office if my
insurance is canceled or coverage limits or status changes during the 1996-97 school year.

Yes No District office verification of minimum insurance limits
(district office signature)
2.1 | understand the district does not provide auto liability coverage for volunteer drivers.
Yes No
3.0 | certify that my vehicle is in good and proper working order including noﬁnally operating engine,

normal mechanical systems including brakes and steering, minimum tread on tires (not bald or worn),
headlights, turn signals, emergency signals, windshield wipers, defroster and heater, appropriate
spare tire and jack, seat belts for all passengers, normal interior and exterior, mirrors and horn.

Yes No If no. your vehicle does not meet district safety expectations and

4.0 | understand the maximum number of students | can transport in my vehicle is determined by the
number of seat belts installed by the automobile manufacturer. Under no circumstances will I exceed

ten persons total in the vehicle, including the driver.

Yes No

5.0 My vehicle has emergency equipment including a first aid kit with supplies, emergency blankets, road
flares and a working flashlight.

Yes No (if no, see 5.1 below)

5.1 My vehicle does not have all of the above emergency equipment but | will borrow the items
listed from the District. | also agree to return the items at the completion of the activity.

Yes No



Transportation for Students with Disabilities BP 3541.2
The Governing Board shall ensure that appropriate transportation services are provided
for students with disabilities as specified in their individualized education program (IEP)
or accommodation plan. The district shall make home-to-school transportation available
for students at no cost to parents/guardians as specified in the student's IEP.

The Superintendent or designee shall establish criteria and procedures for determining the
most appropriate mode of transportation for an individual student based on identified
needs as determined in the IEP or accommodation plan.

The Superintendent or designee shall arrange transportation schedules so that students
with disabilities do not spend an excessive amount of time on buses compared to other
students. Arrivals and departures shall not reduce the length of the school day for these
students except as may be prescribed on an individual basis.

The Superintendent or designee shall establish procedures to ensure compatibility
between mobile seating devices and bus securement systems.

Legal Reference:

SCHOOL BOARD POLICY

0430 - Comprehensive Local Plan for Special Education
3250 - Transportation Fees

3540 - Transportation

3541 - Transportation Routes and Services

3542 - School Bus Drivers

6159 - Individualized Education Program (IEP)

6159.2 - Nonpublic Nonsectarian School and Agency Services for Special Education
6164.4 - Identification of Individuals for Special Education
6164.6 - Identification and Education under Section 504

EDUCATION CODE
39807.5 Payment of transportation cost

39839 Guide dogs, signal dogs and service dogs on bus



41850-41854 Allowances for transportation

48300-48315 Alternative interdistrict attendance program
48915.5 Expulsion of students with exceptional needs

56221 Adoption of policies

56327 Assessment for special education and related services
56345 Individualized education program

56366 Nonpublic nonsectarian schools or agencies

56366.1 Waiver of requirements under section 56365 and 56366
CODE OF REGULATIONS, TITLE 5

15050 Transfer of funds to child development fund and development center for
handicapped pupils fund

15243 Physically handicapped minors

15271 Exclusion from report

UNITED STATES CODE, TITLE 20

1400-1482 Individuals with Disabilities Education Act
UNITED STATES CODE, TITLE 29

794 Section 504 of the Rehabilitation Act of 1973

CODE OF FEDERAL REGULATIONS, TITLE 34
104.4 Equal opporﬁmity under the Rehabilitation Act of 1973, Section 504
CODE OF FEDERAL REGULATIONS, TITLE 49
571.222 Federal requirements for bus securement systems
Management Resources:

CDE MANAGEMENT ADVISORIES

0500.92 Implementation of Special Education Transportation Apportionment (#92-02)



CDE PROGRAM ADVISORIES

0609.95 School transportation fee exemption for handicapped children and pupils whose
parents or guardians are indigent (LO: 2-95)

Policy: TWIN HILLS SCHOOL DISTRICT

Adopted: March 8, 2012 California



Board Policy BP 3544

Business and Noninstructional Operations

VEHICLE INSPECTION, MAINTENANCE, AND USE

All automotive equipment owned by the district is to be assigned to the Superintendent or
designee for proper care and maintenance. The Superintendent or designee shall be responsible
for a planned program of maintenance to keep all automotive equipment functioning safely and
efficiently. Failure of the operator of any piece of equipment to take proper care of said
equipment, or failure to notify the Superintendent or designee as to any mechanical defects shall
be cause for disciplinary action up to, but not limited to, dismissal.

The Superintendent or designee shall establish procedures and schedules for inspection,
maintenance and repair of all equipment at regular intervals. All mechanical defects of
equipment, where repairs are needed, are the responsibility of the Superintendent or designee,
and repairs must be made as soon as possible. Under no conditions will equipment be repaired
by a private shop or by private individuals unless formal approval is given by the Superintendent
or designee. Service and repair records shall be maintained on all automotive equipment.

Employees who drive vehicles as a part of their job shall possess an appropriate valid California
driver’s license. Maintaining a valid driver’s license is the responsibility of the employee and a
condition of continued employment. Supervisors shall periodically ascertain whether such
employees possess an appropriate, valid California driver’s license.

Employees who drive a district vehicle as a part of their job will report immediately to their
supervisor any circumstances that result in the loss, revocation, or surrender of their valid

driver’s license. Failure to do so may result in disciplinary action.

Employees who drive district vehicles on an occasional basis shall possess a valid driver’s
license at the time that they operate the vehicle.

Twin Hills USD Board Approved: May 15, 2014



Free and Reduced Price Meals BP 3553

The Governing Board recognizes that adequate nutrition is essential to the development,
health, and learning of all students. The Superintendent or designee shall facilitate and
encourage the participation of students from low-income families in the district's food
service program.

The district shall provide at least one nutritionally adequate meal each school day, free of
charge or at a reduced price, for students whose families meet federal eligibility criteria.

The Superintendent or designee shall ensure that meals provided through the free and
reduced-price meals program meet applicable state and/or federal nutritional standards in
accordance with law, Board policy, and administrative regulation.

Schools participating in the Special Milk Program pursuant to 42 USC 1772 shall provide
milk at no charge to students who meet federal eligibility criteria for free or reduced-price -
meals.

The Board shall approve, and shall submit to the California Department of Education for
approval, a plan that ensures that students eligible to receive free or reduced-price meals
and milk are not treated differently from other students.

Confidentiality/Release of Records

All applications and records related to eligibility for the free and reduced-price meals
program shall be confidential except as provided by law. '

If a student transfers from the district to another district or to a private school, the
Superintendent or designee may release the student's eligibility status or a copy of his/her
free and reduced-price meal application to the other district or school to assist in the
continuation of the student's meal benefits.

The Board authorizes designated employees to use individual records pertaining to
student eligibility for the free and reduced-price meals program for the purposes of:

1. Disaggregation of academic achievement data

2. In any school identified as a Title I program improvement school pursuant to 20 USC
6316, identification of students eligible for school choice and supplemental educational
services

The Board further authorizes the release of information on the school lunch program

application to the local agency that determines Medi-Cal program eligibility, provided
that the student is approved for free meals and the parent/guardian consents to the sharing

of information in accordance with Education Code 49557.2.



Legal Reference:

SCHOOL BOARD POLICY

0410 - Nondiscrimination in District Programs and Activities
0520.2 -Title I Program Improvement Schools

3550 - Food Service/Child Nutrition Program

3551 - Food Service Operations/Cafeteria Fund

3552 - Summer Meal Program

3555 - Nutrition Program Compliance

5030 - Student Wellness

5125 - Student Records

5141.6 - School Health Services

51453 - Nondiscrifnination/Harassment

5148 - Child Care and Development

5148.2 - Before/After School Programs

6162.51 - Standardized Testing and Reporting Program
6171 - Title I Programs

6177 —vSummer School

EDUCATION CODE

48980 Notice at beginning of term -

49430-49436 Pupil Nutrition, Health, and Achievement Act of 2001
49490-49494 School breakfast and lunch programs
49500-49505 School meals

49510-49520 Nutrition



49530-49536 Child Nutrition Act of 1974

49547-49548.3 Comprehensive nutrition service

49550-49562 Meals for needy students
CODE OF REGULATIONS, TITLE 5
15510 Mandatory meals for needy students
15530-15535 Nutrition education
15550-15565 School lunch and breakfast programs
| UNITED STATES CODE, TITLE 20
1232¢ Federal Educational Rights and Privacy Act
6301-6514 Title I programs
UNITED STATES CODE, TITLE 42
1751-1769; School lunch program

1771-1791 Child nutrition, especially:
1773 School breakfast program
CODE OF FEDERAL REGULATIONS, TITLE 7
210.1-210.31 National School Lunch Program
220.10-220.21 National School Breakfast Program
245.1-245.13 Determination of eligibility for free and reduced-price meals and free milk
Management Resources:

CSBA PUBLICATIONS

Monitoring for Success: Student Wellness Policy Implementation Monitoring Report and
Guide, 2007

Student Wellness: A Healthy Food and Physical Activity Policy Resource Guide, rev.
April 2006



CALIFORNIA DEPARTMENT OF EDUCATION MANAGEMENT BULLETINS

USDA-SNP-07-2010 Change in Free and Reduced-Price Meal Application Approval
Process, September 2010

NSD-SNP-12-2010 Clarification Regarding the Ability to Share Student Meal Program
Eligibility Information Between School Food Authorities, April 2010

04-103 Implementation of Final Rule on Verification of Applications for Free and
Reduced-Price Meals, August 2004

98-101 Confidentiality of Free and Reduced-Price Eligibility Information, Fébruary 1998
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS

Feed More Kids, Improve Program Participation

Direct Certification Implementation Checklist, May 2008

U.S. DEPARTMENT OF AGRICULTURE PUBLICATIONS

Eligibility Manual for School Meals: Federal Policy for Determining and Verifying
Eligibility, January 2008

Provision 2 Guidance: National School Lunch and School Breakfast Programs, Summer
2002

WEB SITES

CSBA: http://www.csba.org

California Department of Education, Nutrition Services Division:
http://www.cde.ca.gov/ls/nu

California Healthy Kids Resource Center: http://www.californiahealthykids.org

California Project LEAN (Leaders Encouraging Activity and Nutrition):
http://www.californiaprojectlean.org

U.S. Department of Agriculture, Food and Nutrition Service:
http://www.fns.usda.gov/cnd

Policy: TWIN HILLS SCHOOL DISTRICT

Adopted: March 8, 2012 California



Other Food Sales BP 3554
The Governing Board believes that sales of foods and beverages at school during the
school day should be aligned with the district's goals to promote student wellness. Any
food sales conducted outside the district's food service program shall meet nutritional
standards specified in law, Board policy, and administrative regulation and shall not
reduce student participation in the district's food service program.

The Board authorizes the Superintendent or designee to approve the sale of foods and
beverages outside the district's food service program, including sales by student or
school-connected organizations.

Legal Reference:

SCHOOL BOARD POLICY

1230 - School-Connected Organizations

1321 - Solicitations of Funds from and by Students

3550 - Food Service/Child Nutrition Program

3551 - Food Service Operations/Cafeteria Fund

3553 - Free and Reduced Price Meals

5030 - Student Wellness

5141.27 - Food Allergies/Special Dietary Needs

EDUCATION CODE

35182.5 Contracts, non-nutritious beverages

48931 Authorization and sale of food

49430-49436 Pupil Nutrition, Health, and Achievement Act of 2001

51520 School premises; prohibited solicitations

CODE OF REGULATIONS, TITLE 5

15500 Food sales in elementary schools

15501 Sales in high schools and junior high schools



15575-15578 Requirements for foods and beverages outside federal meals program

HEALTH AND SAFETY CODE

113700-114437 California Retail Food Code

UNITED STATES CODE, TITLE 42

1751-1769h National School Lunch Act, including:

7
1751 Note Local wellness policy

1771-1791 Child nutrition, School Breakfast Program
CODE OF FEDERAL REGULATIONS, TITLE 7
210.1-210.31 National School Lunch Program
220.1-220.21 National School Breakfast Program

Management Resources:
CSBA PUBLICATIONS

Nutrition Standards for Schools: Implications for Student Wellness, Policy Brief, rev.
October 2007

Monitoring for Success: Student Wellness Policy Implementation Monitoring Report and
Guide, 2007

~ Student Wellness: A Healthy Food and Physical Activity Policy Resource Guide, rev.
April 2006

CALIFORNIA DEPARTMENT OF EDUCATION MANAGEMENT BULLETINS

06-110 Restrictions on Food and Beverage Sales Outside of the School Meal Program,
August 2006

FISCAL CRISIS AND MANAGEMENT ASSISTANCE TEAM PUBLICATIONS
Associated Student Body Accounting Manual and Desk Reference, 2002

NATIONAL ASSOCIATION OF STATE BOARDS OF EDUCATION
PUBLICATIONS

Fit, Healthy and Ready to Learn, 2000



WEB SITES

CSBA: http://www.csba.org

California Department of Education, Nutrition Services Division:
http://www.cde.ca.gov/ls/nu

California Department of Public Health: http://www.cdph.ca.gov

California Healthy Kids Resource Center: http://www.californiahealthykids.org

California Project LEAN (Leaders Encouraging Activity and Nutrition):
http://www.californiaprojectlean.org

Centers for Disease Control and Prevention: http://www.cdc.gov

Fiscal Crisis and Management Assistance Team: http://www.fcmat.org

National Association of State Boards of Education (NASBE): http://www.nasbe.org

U.S. Dept. of Agriculture, Food and Nutrition Information Center:
http://www.nal.usda.gov/fnic

Policy: TWIN HILLS SCHOOL DISTRICT

Adopted: March 8, 2012 California



Nhtrition Program Compliance BP 3555

The Governing Board recognizes the district's responsibility to comply with state and
federal nondiscrimination laws as they apply to the district's nutrition programs. The
district shall not deny any individual the benefits or service of any nutrition program or
discriminate against him/her because of his/her race, color, national origin, gender, sex,
sexual orientation, disability, or any other basis prohibited by law, in its implementation
of such a program. '

Coordinator

The Board designates the compliance officer specified in AR 1312.3 - Uniform
Complaint Procedures as coordinator of the district's efforts to comply with the laws
governing its nutrition programs and to investigate any related complaints. Any
complaint concerning the district's nutrition programs shall be investigated using the
process identified in the section entitled "Procedures” in the district's AR 1312.3 -
Uniform Complaint Procedures.

The coordinator shall provide training on the laws, regulations, procedures, and directives
related to the district's nutrition programs to district employees involved in administering
them. The coordinator also shall develop procedures and systems that do not restrict the
participation of individuals in the district's nutrition programs, based on their race,
ethnicity, or disability, and that prevent district employees from incorrectly denying the
applications for participation submitted by such individuals.

The coordinator shall develop and maintain a system for collecting racial and ethnic data
of participants in the district's nutrition programs. The district endeavors to reach all
eligible individuals.

When a significant number of participants or potential participants in the district's
nutrition programs are only non-English speakers, the coordinator shall make an
appropriate language translation available.

The coordinator also shall ensure that the district's nutrition programs accommodate the
special dietary needs of any individual with a disability who has on file a medical
statement that restricts his/her diet because of his/her disability.

Notifications

The coordinator shall ensure that the U.S. Department of Agriculture's "And Justice for
All" or other approved Nutrition Programs Civil Rights posters are displayed in areas
visible to the district's nutrition program participants, such as food service areas and
school offices.



Annually, the coordinator shall notify all students, parents/guardians, and employees of
program requirements and the procedures for filing a complaint, through the district's
usual means of notification.

In addition, the coordinator shall ensure that every informational release, publication, or
poster concerning the district's nutrition programs and/or activities includes, in a
prominent location, the following statement:

"In accordance with federal law and U.S. Department of Agriculture policy, this
institution is prohibited from discriminating on the basis of race, color, national origin,
sex, age, religion, political beliefs, or disability. In addition, California law prohibits
discrimination on any basis identified in Government Code 12940.

To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, 1400
Independence Avenue, S.W., Washington, D.C. 20250-9410 or call (800) 795-3272
(voice) or (202) 720-6382 (TTY). USDA is an equal opportunity provider and employer."

However, if the document is no more than one page and there is no room to print the full
nondiscrimination statement, the district may instead use the statement "This institution is
an equal opportumty provider" in the same print size as the rest of the text.

When a complamt is unresolved at the district level the coordinator shall notify the
complainant of the option to contact and/or forward his/her complaint to one of the
following agencies: :

1. Child Nutrition Program Civil Rights and Program Complaint Coordinator, California
Department of Education, Nutrition Services Division, 1430 N Street, Room 1500,
Sacramento, CA 95814-2342 or call 916-445-0850 or 800-952-5609

2. Office of Civil Rights, USDA, Western Region, 90 Seventh Street, Suite 10-100, San
Francisco, CA 94103 or call 415-705-1336 or fax 415-705-1364 or email

Joe. Torres@fns.usda.gov

3. USDA, Director, Office of Civil Rights, 1400 Independence Avenue, SW,
Washington, D.C. 20250-9410 or call 800-795-3272 or 202-720-6382 (TYY)

Legal Reference:

0410 - Nondiscrimination in District Programs and Activities
1312.3 - Uniform Complaint Procedures

3550 - Food Service/Child Nutrition Program

3552 - Summer Meal Program



3553 - Free and Reduced Price Meals
4112.9/4212.9/4312.9 - Employee Notifications

5020 - Parent Rights and Responsibilities

5022 - Students and Family Privacy Rights

5030 - Student Wellness

5125 - Student Records

5145.6 - Parental Notifications

5141.27 - Food Allergies/Special Dietary Needs

6020 - Parent Involvement

6159 - Individualized Education Program

6164.6 - Identification and Education Under Section 504
6174 - English Language Learners

EDUCATION CODE

200-262.4 Prohibition of discrimination

48985 Notices to parents in language other than English
49060-49079 Student records

49490-49590 Child nutrition programs

PENAL CODE

422.55 Definition of hate crime

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

3080 Application of section

4600-4687 Uniform complaint procedures



4900-4965 Nondiscrimination in elementary and secondary education programs
UNITED STATES CODE, TITLE 20
1400-1482 Individuals with Disabilities in Education Act

1681-1688 Discrimination based on sex or blindness, Title IX

UNITED STATES CODE, TITLE 29

794 Section 504 of the Rehabilitation Act of 1973

UNITED STATES CODE, TITLE 42

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

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

12101-12213 Americans with Disabilities Act

CODE OF FEDERAL REGULATIONS, TITLE 28

35.101-35.190 Americans with Disabilities Act

36.303 Auxiliary aids and services

CODE OF FEDERAL REGULATIONS, TITLE 34

100.1-100.13 Nondiscrimination in federal programs, effectuating Title VI
104.1-104.39 Section 504 of the Rehabilitation Act of 1973

106.1-106.61 Discrimination on the basis of sex, effectuating Title IX, especially: -
106.9 Dissemination of policy

Management Resources:

CALIFORNIA DEPARTMENT OF EDUCATION, NUTRITION SERVICES
DIVISION PUBLICATIONS

Civil Rights and Complaint Procedures for Child Nutrition Programs, March 2010



U.S. DEPARTMENT OF AGRICULTURE, FOOD AND NUTRITION SERVICE
PUBLICATIONS :

Civil Rights Compliance and Enforcement - Nutrition Programs and Activities, FNS
Instruction 113-1, November 2005

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

Protecting Students from Harassment and Hate Crime, January 1999
Notice of Non-Discrimination, January 1999
WEB SITES

California Department of Education, Nutrition Services Division:
http://www.cde.ca.gov/ls/nu

U.S. Department of Agriculture, Food and Nutrition Services: http://www.fns.usda.gov

U.S. Department of Agriculture, Office for Civil Rights: http://www.ascr.usda.gov

U.S. Department of Education, Office for Civil Rights: http://www2.ed.gov/ocr
Policy: TWIN HILLS SCHOOL DISTRICT

_Adopted: March 8, 2012 California





