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SOUTH SAN FRANCISCO UNIFIED SCHOOL DISTRICT 
AGENDA AND ORDER OF BUSINESS - SPECIAL MEETING 

 

Board Policies and Bylaws Committee 
Monday, October 2, 2023 

 
South San Francisco Unified School District,  

Board Room 
398 B Street, South San Francisco 

 

SSFUSD Equity Definition 
Equity, in SSFUSD, is defined as giving students what they need, when they need it to 
fulfill their potential. 

 
The Board Policies and Bylaws Committee invites the community to 
participate in this meeting in-person.  

 
Translation:  For in-person attendees, a Spanish language translation will be provided if 
requested through the Superintendent’s office, 650-877-8705, no later than 48 hours prior 
to the start of the meeting. 
 

Traducción: La oficina de la superintendente, 650-877-8705, les proveerá una 
traducción en español a los asistentes si la piden 48 horas antes de empezar la reunión. 

 
OPEN SESSION - 4:30 p.m.  
 
A. CALL TO ORDER 
 

B. ROLL CALL 
     

C. PLEDGE OF ALLEGIANCE   
 
D. LAND ACKNOWLEDGEMENT STATEMENT 
 

We acknowledge that the South San Francisco Unified School District is located 
on the unceded ancestral homeland of the Ramaytush Ohlone peoples who are 
the original inhabitants of the San Francisco Peninsula. 
 

We wish to pay our respects by acknowledging the Ancestors, Elders, and relatives 
of the Ramaytush Community and by affirming their sovereign rights as First 
Peoples. 
 

E.    PUBLIC COMMENTS  
 

To comment prior to the meeting: 
Public comments may be submitted in advance of the meeting through the 
following link: https://bit.ly/specialmeeting100223 beginning at 1:00 p.m. on 

https://bit.ly/specialmeeting100223
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Thursday, September 28, until 1:00 p.m. on Monday, October 2. These comments 
will be read by the Board Policies and Bylaws Committee members and posted on 
the District website’s 2023-24 meetings page at: 
https://www.ssfusd.org/apps/pages/meetings 
 

Special Meeting comments in-person during the meeting: 
In accordance with the law, the Brown Act, during special meetings, public 
comments are limited to only those items on the agenda.  Public comments 
are limited to one to three minutes per individual (per Board Bylaw 9323). 
Name/address cards are placed in the back of the room to be completed and given 
to a committee member who will call upon individuals in random order who have 
requested to speak.  Each person may only speak once, and is required to address 
the committee from the podium. 

 

  INFORMATION/DISCUSSION 
 

1. ADMINISTRATION 
 

a. Board Policies and Bylaws Committee    
 

Board Vice President Patricia Murray and Trustee Amanda Anthony are 
the 2023-24 members of the Board Policies and Bylaws Committee. 
They will review and discuss the following Policies and Bylaw prior to 
them being submitted for approval by all the Trustees at future regular 
Board meetings. 
 

            PAGE 
    Documents: 
  
    BP 3280 - Sale or Lease of District-owned Real Property          1 - 12 
    BP 3350 - Travel Expenses         13 - 14 
    BP 3530 - Risk Management/Insurance        15 - 18 
    BB 9100 - Organization                  19 - 22 

 
ADJOURNMENT  
 
 
 
 
Pursuant to Government Code 54954.2, Individuals who need special assistance or a disability-related 
modification or accommodation (including auxiliary aids or services) to participate in this meeting, should 
contact Nalani Allen-Cantley, Senior Executive Assistant to the Superintendent, at least three working days 
prior to the meeting at (650) 877-8705.  Notification in advance of this meeting will enable the District to 
make reasonable arrangements to ensure accessibility. 
 
The agenda is available for review at the District’s website: www.ssfusd.org (Click on Board,  
Meetings). 

https://www.ssfusd.org/apps/pages/meetings
http://www.ssfusd.org/


Current 
Board Policy 

Sale Or Lease Of District-Owned Real Property 
 

BP 3280  

Business and Noninstructional Operations 
 

 

When a district is selling any property or leasing it with an option to purchase, Education Code 

17464 lists the public entities that have priority to lease or purchase surplus district properties 

and the types of notice that the district must provide such entities before disposing of the 

property.  Pursuant to Education Code 17457.5, as amended by AB 86 (Ch. 48, Statutes of 

2013), an offer to sell the property must first be extended to a charter school that: 

 

1. Projects an in-district average daily attendance of at least 80 students for the following 

fiscal year 

 

2. Submitted a written request to the district to be notified of surplus property offered for 

sale or lease by the district 

 

3. Intends to use the property exclusively to provide instruction or instructional support 

 

The Governing Board believes that the district should utilize its facilities and resources in the 

most economical and practical manner.  The Superintendent or designee shall periodically study 

the current and projected use of all district facilities to ensure the efficient utilization of space for 

the effective delivery of instruction. 

 

(cf. 1330 - Use of School Facilities) 

(cf. 7110 - Facilities Master Plan) 

(cf. 7111 - Evaluating Existing Buildings) 

(cf. 7160 - Charter School Facilities) 

 

Prior to the sale or lease of any surplus real property, the Board shall appoint a district advisory 

committee to advise the Board regarding the use or disposition of schools or school building 

space which is not needed for school purposes.  (Education Code 17388-17389) 

 

(cf. 1220 - Citizen Advisory Committees) 

 

Upon determination that district property is no longer needed, or may not be needed until some 

future time, the Board shall first submit a report to the local planning agency as to what real 

property the district intends to offer for sale or lease. Not less than 40 days after issuance of the 

report to the local planning agency, and prior to entering into any agreement for sale or lease of 

district real property, the Board shall offer to sell or lease district-owned real property in 

accordance with priorities and procedures specified in applicable law. (Education Code 17230, 
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17387-17391, 17457.5, 17464, 17485-17500; Government Code 54222, 65402) 

 

(cf. 5148 - Child Care and Development) 

(cf. 5148.2 - Before/After School Programs) 

(cf. 5148.3 - Preschool/Early Childhood Education) 

 

In addition, when selling real property purchased, constructed, or modernized with funds 

received within the past 10 years from a school facilities funding program, the Board shall 

consider whether any of the proceeds from the sale will need to be returned to the State 

Allocation Board (SAB) pursuant to Education Code 17462.3. 

 

Resolution of Intention to Sell or Lease 

 

Before ordering the sale or lease of any real property, the Board shall adopt a resolution by a 

two-thirds vote of all of its members at a regularly scheduled open meeting.  The resolution 

shall describe the property proposed to be sold or leased in such a manner as to identify it, 

specify the minimum price or rent, describe the terms upon which it will be sold or leased, and 

specify the commission or rate, if any, which the Board will pay to a licensed real estate broker 

out of the minimum price or rent.  The resolution shall fix a time, not less than three weeks 

thereafter, for a public meeting, held at the Board's regular meeting place, at which sealed 

proposals to purchase or lease will be received and considered.  (Education Code 17466) 

 

(cf. 9320 - Meetings and Notices) 

(cf. 9323.2 - Actions by the Board) 

 

The Superintendent or designee shall provide notice of the adoption of the resolution and of the 

time and place of the meeting that will be held to consider bids by posting copies of the 

resolution, signed by the Board, in three public places not less than 15 days before the date of the 

meeting. In addition, the notice shall be published at least once a week for three successive 

weeks before the meeting, in a newspaper of general circulation published in the county in which 

the district is located, if such a newspaper exists.   (Education Code 17469) 

 

In accordance with Education Code 17470, the Superintendent or designee shall take reasonable 

steps to provide notification to the former owners of the property of the district's intent to sell it. 

 

Acceptance/Rejection of Bids 

 

At the public meeting specified in the resolution of intention to sell or lease property, the Board 

shall open, examine, and declare all sealed bids.  Before accepting a written proposal, the Board 

shall call for oral bids in accordance with law.  (Education Code 17472, 17473) 

 

The Board may reject any and all bids, either written or oral, and withdraw the properties from 

sale when the Board determines that rejection is in the best public interest. If no proposals are 

submitted or the submitted proposals do not conform to all the terms and conditions specified in 

the resolution of intention to lease, the Board may lease the property in accordance with 

Education Code 17477.   (Education Code 17476, 17477) 
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Of the proposals submitted by responsible bidders which conform to all terms and conditions 

specified in the resolution of intention to sell or lease, the Board shall finally accept the highest 

bid after deducting the commission, if any, to be paid to a licensed real estate broker, unless the 

Board accepts a higher oral bid or rejects all bids.  (Education Code 17472) 

 

The final acceptance of the bid may be made either at the same meeting specified in the 

resolution or at any adjourned/continued meeting held within 10 days.  Upon acceptance of the 

bid, the Board may adopt a resolution of acceptance that directs the Board president, or any other 

Board member, to execute the deed or lease and to deliver the document upon performance and 

compliance by the successful bidder of all of the terms and conditions of the contract.  

(Education Code 17475-17478) 

 

(cf. 1431 - Waivers) 

 

Use of Proceeds 

 

The Superintendent or designee shall ensure that the proceeds from the sale, or lease with an 

option to purchase, of district surplus property are used in accordance with law.  (Education 

Code 17462; 2 CCR 1700) 

 

(cf. 3100 - Budget) 

(cf. 3460 - Financial Reports and Accountability) 

 

Pursuant to the authorization in Education Code 17463.7, the district may expend proceeds from 

the sale of surplus real property, along with the proceeds from any personal property located on 

that real property, for any one-time general fund purpose(s).  Before the district exercises this 

authority:  (Education Code 17463.7) 

 

1. The Board shall submit documents to the SAB certifying that: 

 

a. The district has no major deferred maintenance requirements not covered by existing 

capital outlay resources. 

 

b. The sale of real property pursuant to Education Code 17463.7 does not violate the 

provisions of a local bond act. 

 

(cf. 7214 - General Obligation Bonds) 

 

c. The real property is not suitable to meet projected school construction needs for the next 

10 years. 

 

2. The Superintendent or designee shall present to the Board, at a regularly scheduled 

meeting, a plan for expending these one-time resources.  The plan shall identify the source and 

use of the funds and shall describe the reasons that the expenditure shall not result in ongoing 

fiscal obligations for the district. 
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Legal Reference: 

EDUCATION CODE 

17219-17224  Acquisition of property not utilized as school site; nonuse payments; exemptions 

17230-17234  Surplus property 

17385  Conveyances to and from school districts 

17387-17391  Advisory committees for use of excess school facilities 

17400-17429  Leasing property 

17430-17447  Leasing facilities 

17453  Lease of surplus district property 

17455-17484  Sale or lease of real property, especially: 

17457.5  Offer to charter school 

17462.3  State Allocation Board program to reclaim funds 

17463.7  Proceeds for general fund purposes 

17485-17500  Surplus school playground (Naylor Act) 

17515-17526  Joint occupancy 

17527-17535  Joint use of district facilities 

33050  Request for waiver 

38130-38139  Civic Center Act 

GOVERNMENT CODE 

54220-54232  Surplus land, especially: 

54222  Offer to sell or lease property 

54950-54963  Brown Act, especially: 

54952  Legislative body, definition 

PUBLIC RESOURCES CODE 

21000-21177  California Environmental Quality Act 

CODE OF REGULATIONS, TITLE 2 

1700  Definitions related to surplus property 

COURT DECISIONS 

San Lorenzo Valley Community Advocates for Responsible Education v. San Lorenzo Valley 

Unified School District, (2006) 139 Cal.App. 4th 1356 

 

Management Resources: 

CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS 

Closing a School Best Practices Guide 

OFFICE OF PUBLIC SCHOOL CONSTRUCTION PUBLICATIONS 

Unused Site Program Handbook, May 2008 

WEB SITES 

CSBA:  http://www.csba.org 

California Department of Education, School Facilities Planning Division:  

http://www.cde.ca.gov/ls/fa 

Coalition for Adequate School Housing:  http://www.cashnet.org 

Office of Public School Construction: http://www.dgs.ca.gov/opsc 

 

 

Policy SOUTH SAN FRANCISCO UNIFIED SCHOOL DISTRICT 

adopted: October 22, 2015 South San Francisco, California 
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PROPOSED 
CSBA Sample 

Board Policy 
Business and Noninstructional Operations      BP 3280(a) 
 
SALE OR LEASE OF DISTRICT-OWNED REAL PROPERTY 
 
Note:  The following optional policy and accompanying administrative regulation detail the procedures that 
govern the district's sale or lease of surplus real property. 
 
Education Code 17455 authorizes the sale, or lease for up to 99 years, of any district real property together with 
any personal property located thereon without approval of the voters within the district. To do so, the property 
must not or will not be needed by the district and the district must follow the procedures under stated in 
Education Code 17387-17391. 
 
Pursuant to Education Code 17219, when the district has not used a previously used site for school purposes 
within the preceding five years, or has not used a newly acquired site within five years of acquisition for any of 
grades K-8 or seven years of acquisition for any of grades 7-12, the State Allocation Board (SAB) is authorized to 
charge an "unused site fee" pursuant to Education Code 17219-17224.  For further information regarding 
non-use payments, see the Office of Public School Construction's Unused Site Program Handbook. 

 
The Governing Board believes that district facilities and resources should be utilized in an economical 
and practical manner. The Superintendent or designee shall periodically study the current and projected 
use of all district facilities to ensure the efficient utilization of space for the effective delivery of 
instruction. 
 
(cf. 1330 - Use of School Facilities) 
(cf. 7110 - Facilities Master Plan) 
(cf. 7111 - Evaluating Existing Buildings) 
(cf. 7160 - Charter School Facilities) 

 
Note:  Pursuant to Education Code 17387-17391, before surplus real property is sold or leased, the Governing 
Board must appoint an advisory committee to advise the Board on the disposition of such property.  Education 
Code 17388 and 17391 establish exceptions from this requirement. As amended by SB 820 (Ch. 110, Statutes of 
2020), Education Code 17391 adds an exception, until July 1, 2024, for the sale or lease of property that has not 
previously operated, or was not constructed to be operated, as an early childhood education facility or a school for 
elementary or secondary instruction. 
 
Education Code 17389 requires that the advisory committee be representative of specific groups within the 
community and be composed of not less than seven nor more than 11 members (commonly referred to as a "7-11 
committee"). See the accompanying administrative regulation for further information on the composition and 
duties of this committee. 
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           BP 3280(b) 
 
SALE OR LEASE OF DISTRICT-OWNED REAL PROPERTY (continued) 
 
 
Prior to the sale or lease of any surplus real property, the Board shall appoint a district advisory 
committee to advise the Board regarding the use or disposition of schools or school building space 
which is not needed for school purposes.  The Board may elect not to appoint a district advisory 
committee for any of the following: (Education Code 17388, 17391) 
 
1. A rental of property for a period of time not exceeding 30 days 
 
2. A lease or rental of surplus property to a private educational institution for the purpose of 
offering summer school  
 
3. A sale, lease, or rental of surplus property to be used for teacher or other employee housing 
 
4. Until July 1, 2024, a sale or lease of surplus property that has not previously operated, or was 
not constructed to be operated, as an early childhood education facility or a school for elementary or 
secondary instruction 
 
(cf. 1220 - Citizen Advisory Committees) 

 
Note:  Pursuant to Government Code 65402, if the county or city has adopted a general plan which is applicable 
in the area where the district property is located, the district must notify the county or city planning agency of the 
location, purpose, and extent of the proposed disposition of district property so that the agency can determine 
and report on the extent to which the disposition conforms with the local planning agency's general plan. The 
planning agency has 40 days during which it may raise objections. If objections are not raised within 40 days, the 
lack of response is deemed to be a finding that the district's proposed disposition of the property is in conformity 
with the local planning agency's adopted general plan. 

 
In addition, to ensure that the proposed disposition of the property conforms with any general plan 
adopted by the local planning agency that affects or includes the area where the surplus property is 
located, the Board shall submit a report to the local planning agency describing the location of the 
surplus property and the purpose and extent of the proposed sale or lease.  (Government Code 65402) 
 
Note:  When proposing the sale or lease of surplus property, the district must also comply with Public Resources 
Code 21000-21177 (the California Environmental Quality Act) (CEQA), when applicable. Pursuant to 14 CCR 15061, 
the sale or lease of property is exempt from detailed CEQA review if there is no possibility that the sale or lease will 
have a significant environmental effect. In such cases, the district must adopt a notice of exemption in accordance 
with 14 CCR 14062. 
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           BP 3280(c) 
 
SALE OR LEASE OF DISTRICT-OWNED REAL PROPERTY (continued) 
 
 
The Board shall determine whether the sale or lease of the surplus property is subject to review under 
the California Environmental Quality Act.  (Public Resources Code 21000-21177; 14 CCR 15061-15062) 
 
Note:  Pursuant to Government Code 54956.8, the Board may hold a closed session for real property 
negotiations, including the sale or lease of property by the district. An Attorney General opinion (94 
Ops.Cal.Atty.Gen. 82 (2011)) has concluded that only three subjects related to real property negotiations may be 
considered in closed session:  (1) the amount of consideration the local agency is willing to pay or accept in 
exchange for the real property rights to be acquired or transferred; (2) the form, manner, and timing of how that 
consideration will be paid; and (3) items that are essential to arriving at the authorized price and payment terms.  
See BB 9321 - Closed Session. 

 
The Board may meet in closed session with its real property negotiator prior to the sale or lease of real 
property by the district in order to grant its negotiator authority regarding the minimum price or rent 
and terms of the sale or lease.  (Government Code 54956.8) 
 
(cf. 9321 - Closed Session) 

 
Note:  When a district is selling any surplus property or leasing it with an option to purchase, Education Code 
17464 lists the public entities that must be given priority to lease or purchase the property and the types of notice 
that the district must provide such entities before disposing of the property. Under certain circumstances, districts 
may also need to comply with the Naylor Act (Education Code 17485-17500), which requires that priority be given 
to public agencies when disposing of any district property that includes a playground, playing field, or land with an 
outdoor recreational purpose. Under certain conditions, the district may grant priority to licensed child care 
providers pursuant to Education Code 17458 or may sell surplus property for less than fair market value to public 
entities for recreational purposes pursuant to Education Code 17230.  

 
When selling or leasing district real property, the Board shall comply with applicable procedures and 
give priority to specified public agencies as required by law.  (Education Code 17230, 17464, 
17485-17499; Government Code 54222) 
 
(cf. 5148 - Child Care and Development) 
(cf. 5148.2 - Before/After School Programs) 
(cf. 5148.3 - Preschool/Early Childhood Education) 
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BP 3280(d) 
 
 
SALE OR LEASE OF DISTRICT-OWNED REAL PROPERTY (continued) 
 
Resolution of Intention to Sell or Lease 
 
Before ordering the sale or lease of any real property, the Board shall adopt a resolution by a two-thirds 
vote of all of its members at a regularly scheduled open meeting. The resolution shall describe the 
property proposed to be sold or leased in such a manner as to identify it, specify the minimum price or 
rent, describe the terms upon which it will be sold or leased, and specify the commission or rate, if any, 
which the Board will pay to a licensed real estate broker out of the minimum price or rent. The 
resolution shall fix a time, not less than three weeks thereafter, for a public meeting, held at the Board's 
regular meeting place, at which sealed proposals to purchase or lease will be received and considered.  
(Education Code 17466) 
 
(cf. 9320 - Meetings and Notices) 
(cf. 9323.2 - Actions by the Board) 

 
The Superintendent or designee shall provide notice of the adoption of the resolution and of the time 
and place of the meeting that will be held to consider bids by posting copies of the resolution, signed by 
the Board, in three public places not less than 15 days before the date of the meeting. In addition, the 
notice shall be published at least once a week for three successive weeks before the meeting, in a 
newspaper of general circulation published in the county in which the district is located, if such a 
newspaper exists.  (Education Code 17469) 
 
Note:  Education Code 17470 requires districts to take reasonable steps to notify the former owner of the 
property of the public meeting at which bids will be considered.  However, the Board is not required to accord 
the former owner the right to purchase the property at the tentatively accepted highest bid price nor to offer to 
sell the property to the former owner at the tentatively accepted highest bid price. 

 
At least 60 days prior to the public meeting, the Superintendent or designee shall take reasonable steps 
to provide written notification of the public meeting, by certified mail, to the former owners from whom 
the district acquired the property.  (Education Code 17470) 
 
Acceptance/Rejection of Bids 
 
At the public meeting specified in the resolution of intention to sell or lease property, the Board shall 
open, examine, and declare all sealed bids.  Before accepting a written proposal, the Board shall call 
for oral bids in accordance with law.  (Education Code 17472, 17473) 
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BP 3280(e) 
 
 
SALE OR LEASE OF DISTRICT-OWNED REAL PROPERTY (continued) 
 
 
The Board may reject any and all bids, either written or oral, and withdraw the properties from sale 
when the Board determines that rejection is in the best public interest. If no proposals are submitted or 
the submitted proposals do not conform to all the terms and conditions specified in the resolution of 
intention to lease, the Board may lease the property in accordance with Education Code 17477.  
(Education Code 17476, 17477) 
 
Of the proposals submitted by responsible bidders which conform to all terms and conditions specified 
in the resolution of intention to sell or lease, the Board shall finally accept the highest bid after 
deducting the commission, if any, to be paid to a licensed real estate broker, unless the Board accepts a 
higher oral bid or rejects all bids.  (Education Code 17472) 
 
The final acceptance of the bid may be made either at the same meeting specified in the resolution or at 
any adjourned/continued meeting held within 10 days.  Upon acceptance of the bid, the Board may 
adopt a resolution of acceptance that directs the Board president, or any other Board member, to 
execute the deed or lease and to deliver the document upon performance and compliance by the 
successful bidder of all of the terms and conditions of the contract.  (Education Code 17475-17478) 
 
(cf. 1431 - Waivers) 

 
Use of Proceeds 
 
Note:  Pursuant to Education Code 17462, the proceeds derived from the sale of surplus property or lease with 
an option to purchase must generally be used for one-time expenditures for capital outlay or maintenance, with 
specified exceptions. The law does not place limitations on the use of proceeds for a lease of surplus property that 
does not include an option to purchase. 

 
The Superintendent or designee shall ensure that the proceeds from the sale or lease with an option to 
purchase of surplus district property are used for one-time expenditures and not for ongoing 
expenditures such as salaries and general operating expenses.  (Education Code 17462; 2 CCR 1700) 
 
Proceeds from a sale of surplus district property shall generally be used for capital outlay or 
maintenance costs that the Board determines will not recur within a five-year period.  Proceeds from a 
lease of district property with an option to purchase may be deposited into a restricted fund for the 
routine repair of district facilities, as defined by the SAB, for up to a five-year period.  (Education Code 
17462) 
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           BP 3280(f) 
 
 
SALE OR LEASE OF DISTRICT-OWNED REAL PROPERTY (continued) 
 
Note:  Pursuant to Education Code 17462, proceeds from the sale or lease with an option to purchase may be 
deposited in the district's general fund when the Board and SAB determine that the district has no anticipated 
need for additional sites or building construction for the next 10 years and no major deferred maintenance 
requirements. Thus, districts may not apply to the state for new construction or modernization funding during that 
time period unless certain conditions specified in Education Code 17462 are satisfied. 

 
However, if the Board and SAB determine that the district has no anticipated need for additional sites or 
building construction for the next 10 years and no major deferred maintenance requirements, the 
proceeds from the sale or lease with an option to purchase may be deposited in a special reserve fund 
for the future maintenance and renovation of school sites or in the district's general fund. (Education 
Code 17462) 
 
(cf. 3100 - Budget) 
(cf. 3460 - Financial Reports and Accountability) 

 
Note:  Until July 1, 2024, Education Code 17463.7, as added by SB 98 (Ch. 24, Statutes of 2020), authorizes the 
proceeds from the sale or lease of property purchased entirely with local funds to be used for any general fund 
purpose. 

 
In addition, until July 1, 2024, if district surplus property was purchased entirely with local funds, the 
proceeds from the sale or lease of the property, together with any personal property located on the 
property, may be deposited into the general fund of the district and may be used for any one-time 
general fund purpose. Before exercising this authority, the Board shall:  (Education Code 17463.7)  
 
1. Submit to SAB documents certifying that the sale of real property does not violate the provisions 
of a local bond act and the real property is not suitable to meet projected school construction needs for 
the next 10 years 
 
2. At a public meeting, adopt a plan for expending one-time resources from the sale or lease of the 
property which identifies the source and intended use of the surplus property proceeds and describes 
the reasons that the expenditure will not result in ongoing fiscal obligations for the district 
 
Note:  Pursuant to Education Code 17462.3, if the district is selling real property purchased, improved, or 
modernized with funds received from a state school facilities funding program within the previous 10 years, the 
district is required to return those funds to SAB under specified conditions.  The district must notify OPSC of the 
sale by submitting Form SAB 308, available on OPSC's web site. 
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BP 3280(g) 
 
 
SALE OR LEASE OF DISTRICT-OWNED REAL PROPERTY  (continued) 
Whenever the district sells real property that was purchased, improved, or modernized with funds that 
were received from a state school facilities funding program within the previous 10 years, the district 
shall notify OPSC within 90 calendar days of the sale of the property if the proceeds from the sale are 
not used for capital outlay and the property is not sold to a charter school, another school district, a 
county office of education, or an agency that will use the property exclusively for the delivery of child 
care and development services. If SAB subsequently makes a finding that the sale is subject to Education 
Code 17462.3, the district shall return the funds to the SAB within 90 calendar days of the finding.  (2 
CCR 1702) 
 
 
 
Legal Reference: 
EDUCATION CODE 
17219-17224  Acquisition of property not utilized as school site; nonuse payments; exemptions 
17230-17234  Surplus property 
17385  Conveyances to and from school districts 
17387-17391  Advisory committees for use of excess school facilities 
17400-17429  Leasing property 
17430-17447  Leasing facilities 
17453  Lease of surplus district property 
17455-17484  Sale or lease of real property, especially: 
17462.3  State Allocation Board program to reclaim funds 
17485-17500  Surplus school playground (Naylor Act) 
17515-17526  Joint occupancy 
17527-17535  Joint use of district facilities 
33050  Request for waiver 
38130-38139  Civic Center Act 
GOVERNMENT CODE 
50001-50002  Definitions 
54220-54232  Surplus land, especially: 
54222  Offer to sell or lease property 
54950-54963  Brown Act, especially: 
54952  Legislative body, definition 
PUBLIC RESOURCES CODE 
21000-21177  California Environmental Quality Act 
CODE OF REGULATIONS, TITLE 2 
1700-1702  Surplus property; use of proceeds 

 
 
Legal Reference continued:  (see next page) 
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           BP 3280(h) 
 
 
SALE OR LEASE OF DISTRICT-OWNED REAL PROPERTY  (continued) 
 
 
 
Legal Reference: (continued) 
COURT DECISIONS 
San Lorenzo Valley Community Advocates for Responsible Education v. San Lorenzo Valley Unified School District, 
(2006) 139 Cal.App.4th 1356 
ATTORNEY GENERAL OPINIONS 
94 Ops.Cal.Atty.Gen. 82 (2011) 

 
Management Resources: 
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS 
Closing a School Best Practices Guide 
OFFICE OF PUBLIC SCHOOL CONSTRUCTION PUBLICATIONS 
Unused Site Program Handbook, December 2015 
WEB SITES 
CSBA:  http://www.csba.org 
California Department of Education, School Facilities Planning Division:  http://www.cde.ca.gov/ls/fa 
Coalition for Adequate School Housing:  http://www.cashnet.org 
Office of Public School Construction: http://www.dgs.ca.gov/opsc 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 (4/14  10/17)  10/20 
 
Policy Reference UPDATE Service 
Copyright 2020 by California School Boards Association, West Sacramento, California 95691 
All rights reserved. 
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CURRENT 
 

 

Board Policy Manual 

South San Francisco Unified School District 

Policy 3350: Travel Expenses 
Original Adopted Date: 09/25/2014 

Status: ADOPTED 

The Governing Board recognizes that district employees may incur expenses in the course of performing 
their assigned duties and responsibilities. To ensure the prudent use of public funds, the Superintendent 
or designee shall establish rules to keep such expenses to a minimum while affording employees a 
reasonable level of safety and convenience. 

(cf. 9250 - Remuneration, Reimbursement and Other Benefits) 

The Board shall authorize payment for actual and necessary travel expenses incurred by any employee 
performing authorized services for the district, whether within or outside district boundaries. (Education 
Code 44032) 

The Superintendent or designee shall establish procedures for the approval of travel requests and the 
submission and verification of expense claims. He/she also shall establish reimbursement rates in 
accordance with law and Board policy. 

An employee shall obtain approval from the Superintendent or designee prior to traveling. The 
Superintendent or designee may approve travel requests in accordance with the adopted budget and 
upon determining that the travel is authorized or assigned by the employee's supervisor, is necessary to 
attend a conference or other staff development opportunity that will enhance employee performance, 
and/or is otherwise necessary to the performance of the employee's duties. Travel expenses not 
previously budgeted may be approved on a case-by-case basis by the Superintendent or designee if 
he/she determines that the travel is essential and that resources may be obtained or redirected for this 
purpose. 

(cf. 3100 - Budget) 

(cf. 3110 - Transfer of Funds) 

(cf. 4131 - Staff Development) 

(cf. 4231 - Staff Development) 

(cf. 4331 - Staff Development) 

All out-of-state travel for which reimbursement will be claimed shall be approved in advance by the Board. 

Reimbursable travel expenses may include, but are not limited to, costs of transportation, parking fees, 
bridge or road tolls, lodging when district business reasonably requires an overnight stay, registration fees 
for seminars and conferences, telephone and other communication expenses incurred on district 
business, and other necessary incidental expenses. 

The district shall not reimburse personal travel expenses including, but not limited to, tips or gratuities, 
alcohol, entertainment, laundry, expenses of any family member who is accompanying the employee on 
district-related business, personal use of an automobile, and personal losses or traffic violation fees 
incurred while on district business. 

Except as otherwise provided, reimbursement of travel expenses shall be based on actual expenses as 
documented by receipts. 

Authorized employees shall be reimbursed for the use of their own private vehicles in the performance of 
assigned duties, on either a mileage or monthly basis as determined by the Superintendent or designee. 
(Education Code 44033) 
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The mileage allowance provided by the district for employees' use of their private vehicles shall be equal 
to the rate established by the Internal Revenue Service. 

Vehicles should be shared whenever possible to minimize travel costs. No employee shall be entitled to 
reimbursement for automobile travel when he/she is transported free of charge or by another employee 
who is entitled to the expense reimbursement. 

The Superintendent or designee shall establish a per diem allowance for meal costs incurred while 
traveling on district business based on the location and hours of travel. The per diem allowance shall not 
exceed the standard meal allowance for business-related travel prescribed for federal income tax 
purposes. 

Any expense that exceeds the maximum rate of reimbursement established by the district shall be 
reimbursed only with the approval of the Superintendent or designee. 

All expense reimbursement claims shall be submitted on a district form, within 10 working days following 
return from travel when possible. The form shall be accompanied by receipts and any explanation 
necessary to document that the expenses meet district criteria for reimbursement. 

The Superintendent or designee shall approve expense claims only upon verifying that all necessary 
documentation is provided and that all expenses are appropriate and related to district business. If an 
expense claim is disallowed due to lack of documentation or inappropriate expenses, the employee may 
be personally responsible for any improper costs incurred. 

When approved by the Superintendent or designee, an employee may be issued a district credit card for 
use while on authorized district business. Receipts documenting the expenses incurred on a district credit 
card shall be submitted promptly following return from travel. Under no circumstances shall personal 
expenses be charged on a district credit card, even if the employee intends to subsequently reimburse the 
district for the personal charges. 

When necessary, the Superintendent or designee may approve a cash advance, not to exceed the 
estimated out-ofpocket reimbursable expenses, to an employee authorized to travel on district business. 
Within 10 working days following return from travel, the employee shall submit a final accounting with all 
necessary supporting documentation. 

He/she shall refund to the district any amount of cash advance exceeding the actual approved 
reimbursable expenses. 
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Board Policy 

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. 

 

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

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

(cf. 4030 - Nondiscrimination in Employment) 

(cf. 4119.11/4219.11/4319.11- Sexual Harassment) 

(cf. 4132/4232/4332- Publication or Creation of Materials) 

(cf. 4157.1/4257.1/4357.1 - Work-Related Injuries) 

(cf. 4158/4258/4358- Employee Security) 

(cf. 5141.4 - Child Abuse Prevention and Reporting) 

(cf. 5145.3 - Nondiscrimination/Harassment) 

(cf. 5145.7 - Sexual Harassment) 

(cf. 6162.6 - Use of Copyrighted Materials) 

(cf. 9260 - Legal Protection) 

 

The Superintendent or designee shall report to the Board twice a year on the district's risk 

management activities. 
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Legal Reference: 

EDUCATION CODE 

17029.5 Contract funding; board liability 

17565-17592 Board duties re property maintenance and control 

32350  Liability on equipment loaned to district 

35162  Power to sue, be sued, hold and convey property 

35200-35214  Liabilities, especially: 

35208  Liability insurance 

35211  Driver training civil liability insurance 

35213  Reimbursement for loss, destruction or damage of personal property 

35214  Liability self-insurance 

35331  Medical or hospital service for students on field trip 

39837 Transportation of pupils to places of summer employment 

41021  Requirement for employees' indemnity bonds 

44873  Qualifications for physician (liability coverage) 

49470-49474  District medical services and insurance 

GOVERNMENT CODE 

820.9  Board members not vicariously liable for injuries caused by district 

989-991.2  Local public entity insurance 

LABOR CODE 

3200-4855 Workers' compensation 

 

 

 

Policy SOUTH SAN FRANCISCO UNIFIED SCHOOL DISTRICT 

approved:  November 18, 2010 South San Francisco, California 
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CSBA Sample 

Board Policy 
 
Business and Noninstructional Operations      BP 3530(a) 
RISK MANAGEMENT/INSURANCE 
 
Note:  The following Board policy may be revised to reflect district practice. 

 
The Governing Board desires to promote the safety of students, staff, and the public while protecting 
district resources.  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 against loss which may occur due to hazards facing the district.   
 
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. 
Decisions regarding the means of insuring the district shall be based on a careful analysis of past claims 
records indicating the frequency and magnitude of losses and a prediction of future losses. 
 

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 enforce these policies and related procedures fairly and consistently.  The 
Superintendent or designee shall provide safety-related training and protective equipment to staff as 
appropriate for their position. 
 
(cf. 0410 - Nondiscrimination in District Programs and Activities) 
(cf. 0450 - Comprehensive Safety Plan) 
(cf. 3320 - Claims and Actions Against the District) 
(cf. 4030 - Nondiscrimination in Employment) 
(cf. 4119.11/4219.11/4319.11- Sexual Harassment) 
 (cf. 4157/4257/4357 - Employee Safety) 
(cf. 4157.1/4257.1/4357.1 - Work-Related Injuries) 
 

RISK MANAGEMENT/INSURANCE (continued) 
 
 (cf. 5142 - Safety) 
 (cf. 5145.3 - Nondiscrimination/Harassment) 
(cf. 5145.7 - Sexual Harassment) 
 (cf. 9260 - Legal Protection) 
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           BP 3530(b) 
 
 
 
The Superintendent or designee shall periodically report to the Board on the district's risk management 
activities, including, but not limited to, the district's property and liability risks and exposures and the 
effectiveness of the district's risk management and loss control practices. 
 
 
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 students 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 
831.7  Hazardous recreational activities 
989-991.2  Local public entity insurance 
LABOR CODE 
3200-4855 Workers' compensation 

 
Management Resources: 
WEB SITES 
California Association of Joint Powers Authorities:  https://www.cajpa.org 
California Association of School Business Officials:  https://www.casbo.org 
California Department of Industrial Relations, Division of Occupational Safety and Health:  
https://www.dir.ca.gov/dosh 
Public Agency Risk Management Association: https://www.parma.com 
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CSBA Sample District Policy Manual 
CSBA Sample Manual Site 

 
Bylaw 9100: Organization   

 

CSBA NOTE: Pursuant to Education Code 35143, as amended by AB 486 (Ch. 666, Statutes of 2021), the 
Governing Board is required to set and hold an annual organizational meeting, in the manner described 
below, prior to the end of each calendar year. If the Board fails to select a day and time for the meeting, 
the County Superintendent of Schools must designate and notify all Board members and members-elect 
of the day and time of the meeting. A city board of education whose members are elected in accordance 
with a city charter may, by a rule of its board, establish a different timeline for setting the annual meeting 
and revise the following paragraph accordingly. 

 

 
Each year, the Governing Board shall hold an annual organizational meeting. In any year in which a regular 
election of district Board members is conducted, the organizational meeting shall be held within a 15 days 
following the second Friday in December after the regular election During all other years, the meeting 
may be held on any date in December, but no later than 
December 20th.  (Education Code 35143) 
 

CSBA NOTE: Unless otherwise provided by rule of the Board, the following paragraph is required 
pursuant to Education Code 35143., as amended by AB 486. 

 

 

During any year in which a regular election is conducted, the Board, at the regular meeting held 
immediately prior to the second Friday in December, shall select the day and time of the organizational 
meeting. For any other year, the day and time of the organizational meeting shall be selected at the last 
regular meeting held immediately before the annual meeting. On behalf of the Board, the Superintendent 
shall notify the County Superintendent of Schools of the day and time selected.  Within 15 days prior to 
the date of the annual meeting, the Superintendent or designee shall notify in writing all Board 
members and members-elect of the date and time selected for the meeting.  (Education Code 
35143) 

 

 

CSBA NOTE: The following items should be modified to reflect district practice. Education Code 35022 
requires all boards with five or more members to elect a president. Education Code 35143 requires the 
election of a clerk and a president for high school, union high school, and joint union high school 
districts. City boards of education are required to elect only a president or a president and vice 
president, and all other types of districts are required to elect a clerk. For more information about 
election of officers, see the section "Election of Officers" below. 

 

 

At this meeting the Board shall: 
 

1.  Elect a president and a clerk and/or vice president from its members 
 

2.  Appoint the Superintendent as secretary to the Board 
 

3.  Authorize signatures 
 

CSBA NOTE: Item #4 below promotes the adoption of a Board calendar to ensure the scheduling of 
important governance matters such as evaluation of the Superintendent, Board self-evaluation, budget 
meetings, goal setting, and policy and program reviews. 
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4.  Approve a schedule of regular meetings for the year and a Board governance calendar stating the 
time when the Board will address important governance matters 

 
5.  Designate Board representatives to serve on committees or commissions of the district, other 

public agencies, or organizations with which the district partners or collaborates 
 

CSBA NOTE: Item #6 below is recommended by CSBA through its governance trainings, including the 
Masters in Governance program. 

 

6.  Review and/or consider resources that define and clarify the Board's governance and leadership 
roles and responsibilities including, but not limited to, governance standards, meeting protocols, 
Board rules and bylaws, and other Board development materials 

 
Election of Officers 
 
The Board shall each year elect its entire slate of officers. 
 
The SSFUSD Board of Trustees believe that the role of president should go to someone only if they have 
successfully completed the CSBA master's in governance (MIG) Program, if practicable and available and 
that the trustee must have attended the CSBA Board President's workshop prior to assuming the role of 
President 

No Board member shall serve more than 2 consecutive year(s) in the same office

 
CSBA NOTE: The following sentence may be used by all districts regardless of the option selected 
above. The California Attorney General has disapproved secret ballot voting in open meetings, as well as 
the casting of mail ballots (68 Ops.Cal.Atty.Gen. 65, 1985). As long as they do not use secret ballots, 
boards may elect their officers in any way they choose. 

 

 

The election of Board officers shall be conducted during an open session of the annual organizational 
meeting. 
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Policy Reference Disclaimer: 
These references are not intended to be part of the policy itself, nor do they indicate the basis or authority for the 
board to enact this policy. Instead, they are provided as additional resources for those interested in the subject 
matter of the policy. 

 

State Description 
Ed. Code 35143  Annual organizational meetings; date and notice 

 

Ed. Code 35145  Public meetings 
 

Ed. Code 5017  Term of office 
 

Gov. Code 54953 Meetings to be open and public; attendance 

Management Resources Description 
Attorney General Opinion  59 Ops.Cal.Atty.Gen. 619, (1976) 

Attorney General Opinion  68 Ops.Cal.Atty.Gen. 65 (1985) 
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Code Description 
9000  Role Of The Board 

 

9005  Governance Standards 
 

9121  President 
 

9123  Clerk 
 

9140  Board Representatives 
 

9223  Filling Vacancies 
 

9224  Oath Or Affirmation 
 

9230  Orientation 
 

9240  Board Training 
 

9320  Meetings And Notices 
 

9323  Meeting Conduct 
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Board Policy Manual 

South San Francisco Unified School District 

Bylaw 9100: Organization 
Original Adopted Date: 09/27/2012 

Status: ADOPTED 

Annual Organizational Meeting 

The Governing Board shall hold an annual organizational meeting within the time limits prescribed by law. 

(Education Code 35143) 

At this meeting the Board shall: 

1. Rotate a president and a clerk and vice president positions from its members 

2. Appoint a secretary to the Board 

3. Authorize signatures 

4. Develop a schedule of regular meetings for the year 

5. Develop a Board calendar for the year 

6. Designate Board representatives(cf. 9140 - Board Representatives) 

(cf. 9320 - Meetings and Notices) 

Rotation of Officers 

The Board shall each year rotate its members to be (clerk) and (vice president and president). These 

members shall be ones who previously had not served in office, unless all the Board's members have 

previously served in office, excluding new members to the Board. 

(cf. 9224 - Oath or Affirmation) 
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