
 
 
 
 
 
 
 
 

Thursday, June 20, 2024 
AGENDA 

 
Regular Business Meeting Justin Krieger, Superintendent  
SAU 106 Boardroom Katie Knutsen, Chair 
 Mark Sherwood, Vice Chair  
 
1. 7:00 PM Call to Order – Chair 
2. Announcement of Appointed Plaistow Representative School Board Member  
3. Roll Call – Minute Taker 
4. Pledge of Allegiance 
5. Student, Staff, Family Share 
6. Delegates and Individuals 
7. Approval of Minutes 
8. Current Business 

a. Annual Special Education Update – INFORMATIONAL 
b. Budget Transfer Request: Special Education – ACTION 
c. Elementary Enrollment Update – INFORMATIONAL/ACTION 
d. Atkinson Academy Interventionist Position – ACTION 
e. Annual Federal Funding Authorization – ACTION 
f. Policies – ACTION 
g. Unassigned Fund Balance – INFORMATIONAL 
h. RFP Recommendations – ACTION 

9. Administrator’s Report 
10. Personnel Report 
11. Committee Reports/Reports of the School Board 
12. Other Business  
13. Nonpublic Session – if required. 

 
  

 

DATE TIME LOCATION TYPE OF MEETING 
July 9th 

July 18th 
August 15th 

9:00 AM 
7:00 PM 
7:00 PM 

SAU Boardroom 
SAU Boardroom 
SAU Boardroom 

Policy Committee 
School Board 
School Board 



 
Upcoming Agenda Items 

 
 

Description Month 

SAU Organizational Chart July/August 

Facilities Update Every other meeting 

Enrollment (Informational/Action) July 18, August 15 

Annual Data Governance Plan August/September 

Annual Review of Sports Injury Emergency Action Plan August 

School Bus Routes August 

Athletic Signs August 
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Note: When feasible, TRSB meetings are videotaped. These meeting minutes reflect only a basic 
summary of the meeting topics, discussion, and action. The Vimeo recording of this meeting can be 
viewed at: https://vimeo.com/trsd 
Materials presented at the board meeting may be viewed at: School Board Meeting Agenda Materials 

 

Timberlane Regional School Board  
Meeting Minutes 

Regular Board Meeting      Superintendent’s Office 
June 6, 2024                                              30 Greenough Road 
7:04 PM              Plaistow, NH  
 
 
Call to Order 
Board Members Present 
Donald Woodworth, Jack Sapia, Katie Knutsen, Shauna Manthorn, Kim McCormick,  
Brienna Woodworth, Mark Sherwood 
 
Excused Absence:  Paul LeCain 
 
Seated at the Board Table 
Justin Krieger, Superintendent 
Sandra Allaire, Assistant Superintendent 
Armaan Anthony, Student Representative 
 
Administrators Present 
Fran DeCinto, Director of Human Resources 
Mark Pedersen, Director of Secondary Education 
Karl Ingoldsby, Director of Plant Operations 
Kurt Schweiss, Director of Music 
 
STUDENT, STAFF, FAMILY SHARE 
 
Two Timberlane high school students representing the NH Envirothon Team spoke to the Board 
about the Environmental Science Competition they participated in.  This is the second year the 
Timberlane Envirothon Team has won the State competition and they will be going on to the 
National Competition in July.  They are excited about the opportunity to go out and do this 
again.  
 
Mr. Pedersen recognized another academic team that competed on behalf of life sciences and 
biology.  They launched a project-based learning program called Biotrech and they had a 
Timberlane Team make it again to a state-wide championship. 
 

https://vimeo.com/trsd
https://trsdpublic.timberlane.net/trsb/_layouts/15/start.aspx#/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2Ftrsb%2FShared%20Documents%2FSCHOOL%20BOARD%20MEETING%20AGENDA%20MATERIALS%2F2022%2D23&FolderCTID=0x0120004312551B46136E4BA51A2C05822A071C&View=%7BD71C77CA%2D529B%2D49D7%2D8C91%2DE62575BBB707%7D
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Mrs. Seeley was joined with two other staff members for a presentation highlighting the learning 
that is done in the preschool program.  They described all the various centers that are set up in 
the classrooms.  Some of these include a Math Center, Fine Motor Skills Center, Literacy and 
Writing Center and they described what the students learn from each of these centers. 
  
 
STUDENT REPRESENTATIVE  
 
Armaan Anthony presented his report highlighting the events and activities throughout the 
schools in the District.  Some of the highlights included the elementary schools held field days 
this week.  Fifth grade celebrations will also be taking place at the elementary schools.  
Memorial Day was marked at the Atkinson Academy with an outdoor school wide assembly.  
The 8th grade students at the Middle school performed the Spoken Word at the PAC yesterday.  
Congratulations to the students who were invited to the Excellence and Academic Dinner held on 
June 4th.  There were also music awards presented at the PAC.   High School graduation will be 
held on Saturday at 10:00 AM.  The High School Student Council wanted to extend their 
appreciation to the Board members and recognize the work they all do. 
 
DELEGATES AND INDIVIDUALS 
 
Lisa Stith of Danville urged the School Board to return the surplus. 
 
Alan Wright of Danville urged the School Board to return the surplus to the Towns where it 
belongs. 
 
Patricia Deague of Sandown asked the Board to return the surplus.  She read from scripture Mark 
12:41. She explained people can’t afford their taxes and urged the Board to put money back. 
 
Marianne Springer of Danville doesn’t believe the failed boiler at Sandown North is an 
emergency at this time since we are going into the summer.  She said there should be an update 
on the unassigned fund balance tonight. 
 

 
 
APPROVAL OF MINUTES  
 

 
 

MOTION:  Mrs. Woodworth motioned to approve the regular public meeting 
minutes of May 16, 2024 as amended.  Seconded by Mrs. Manthorn    Motion passed: 
6-0-1 (McCormick abstained)  

MOTION:  Mrs. Manthorn motioned to move the remaining 26 minutes to the end of 
the meeting.  Seconded by Mr. Sherwood   Motion passed:  7-0-0 
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CURRENT BUSINESS 
 

a.  2024-2025 PAC Calendar 
 
Mr. Schweiss presented the 2024-2025 PAC Calendar for Board review and approval.   
 

 
b.   School District Clerk 

 

 
c.  Curriculum:  Adventure Education – Second Read 

 
Mr. Pedersen presented the Adventure Education curriculum and stated there have been no 
changes since the First Read.   
 
Mrs. Woodworth asked what plans they have in the event of rain.  Mr. Pedersen explained they 
have a plan and space for the program at the Middle School in the cafeteria. 
 

 
 

d.  CTE Regional Agreement 
 
Mr. Krieger presented the Regional Career and Technical Education Agreement. The students 
have access to two regional centers.  One is in Salem and the other at Pinkerton.  There are 25% 
of Juniors and Seniors who participate in this programming.   There has been a change in law 
where these agreements used to be reviewed every 20 years, however, it has changed to be 
reviewed every 4 years and this is the beginning process of that.  This would go into effect for 
the 2025/2026 school year.  They don’t see any glaring or major red flags in the agreement.   
There will be a two-time annual review of seat allotments which will be an advantage for us.  
They have also opened this up to Timberlane students who are homeschooled and who are 
charter school students.   

MOTION:  Mrs. Manthorn motioned to accept the non-public minutes of May 16, 2024 
as written.  Seconded by Mrs. Woodworth.  Motion passed 6-0-1 (McCormick 
abstained) 

MOTION:  Mrs. Manthorn motioned to approve the 2024-2025 PAC Calendar.  
Seconded by Mrs. Woodworth.  Motion passed 7-0-0 

MOTION:  Mrs. Manthorn motioned to act on the appointment of Heather Greenfield 
as School District Clerk.  Seconded by Mr. Sherwood.  Motion passed 7-0-0 

MOTION:  Mrs. Manthorn motioned to approve the Adventure Education curriculum.  
Seconded by Mr. Woodworth.  Motion passed 7-0-0 
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e.  Policies-Second Read 
 
Mrs. Manthorn presented Policy ECA-Building and Grounds Security and Policy KI –Visitors to 
School as a Second Read.   Policy ECA was sent to the Safety Committee for review and no 
changes were made since the First Read.   Policy KI also went to the Safety Committee for 
review and no changes were made since the First Read. 
 

 
f.  Monthly Facilities Update 

 
Mr. Ingoldsby presented his monthly facilities update and reviewed the projects that have been 
completed.  The rebate on the tennis court lighting was roughly $10,000.  The irrigation pond has 
a 6-foot fence with a gate surrounding it.   
 
Mr. Sherwood asked a question for clarification of the cost regarding the parking lot striping.  
Mr. Ingoldsby stated the High School has asked them to renumber the high school parking lot 
and the middle school lot.  There is no rhyme or reason the way it is numbered right now and it is 
really confusing and they have asked him to look into getting it redone.  He got it included in his 
budget for this year.  They won’t be able to do it this summer, but that portion of the project will 
carry over into the beginning of next summer before the next fiscal year starts.  He explained 
they have to grind off the numbers and renumber the entire lot.  That is the best way to do it. 
 
Mr. Sapia asked for the rationale behind the request for an additional maintenance vehicle. Mr. 
Ingoldsby explained they have 5 maintenance positions, 4 of which are filled.  Each drive a van 
with tools specific to an HVAC setup, an electrical set up and they have general maintenance 
vans.  They have trucks for the four grounds and maintenance crews. 
 
Mr. Ingoldsby stated the high school canopy went out to bed as a design build.  It will be done in 
sections because he doesn’t think the money they have set aside in the CIP is going to cover the 
design build, so they will take it down and get a design for it. 
 
Mr. Sapia wants to make sure that we coordinate our resources and how we expend those funds 
addressing the most critical things first.  He wants to do it right. 
 
 

MOTION:  Mr. Sherwood motioned to accept the CTE Regional Agreement as read.  
Seconded by Mrs. McCormick   Motion passed 7-0-0 

MOTION:  Mr. Sapia motioned for a Second Read and adoption of Policy ECA-
Building and Grounds Security and Policy KI-Visitors to School.   Seconded by Mrs. 
Woodworth.  Motion passed 7-0-0 
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Mr. Sherwood referred to the asbestos floor tile abatement.   
 
Mr. Ingoldsby explained the idea is to start replacing all the floor tiles and put another floor 
down in the entire district.  The RFP has not been written for that yet. 
 
Mr. Sherwood said the Board discussed specifically doing the floors and looking into a number 
of different options for a floor cover.  The Board’s direction was to do more research and Mr. 
Krieger is working on getting Amy from DES in here to help determine what options we can do 
to keep our schools safe but minimize the cost. 
 
ADMINISTRATORS’ REPORT 
 
Mrs. Allaire congratulated the seniors at the High School who completed the Firefighter ELO 
(Extended Learning Opportunity) this year. 
 
She said they have seen growth in the French enrollment at the Middle and High School.  The 
French Teacher from the Middle School and High School led a group of 22 students, along with 
chaperones, on a trip to Quebec City. This is a traditional trip. 
 
Mrs. Allaire had the opportunity to go to the Middle School over the past month.  The 7th grade 
Social Studies team designed a real world project based learning called Make a Difference 
Project.   
 
She congratulated a freshman who won the NHIAA High Jump competition and she is a State 
Champion. 
 
At Atkinson Academy, their First Grade team worked with our Unified Arts teachers to develop 
an integrated unit where students in all of those courses were developing a unit around wild 
animals and wildlife. 
 
Mr. Krieger said the CIP is meeting on June 10th for their organizational meeting. 
 
He will be meeting with Mr. Sherwood and Mr. LeCain regarding the Facilities Committee next 
week to talk about the organization of that committee and get it up and running. 
 
With regards to the CTE Agreement, there is a grant available and it will be submitted before the 
due date. 
 
Mr. Krieger is looking at partnering with Amy at DES about the flooring and to learn what 
restrictions may be coming down the road and to get guidance moving forward. 
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With regards to the search for an Executive Director, they will be bringing in a candidate for 
recommendation for hire on June 20th to start on 7/1. 
 
There has been a lot of good reception from families regarding the tuition and lunch debt.   
 
Mr. Krieger explained they don’t have anything substantial to report that has impacted or 
changed the projection regarding the unassigned fund balance.  They will have a formal 
presentation on June 20th to talk about the subcategories that make up the unassigned fund 
balance. 
 
On August 8th and August 15th, there will be a legal training with building principals and 
assistant principals.   
 
He attended the Academic Excellence Dinner and gave kudos to the teachers. 
 
Mr. Krieger provided an update on the RFP process.   
 
The RFP for the boiler at Sandown North will close on 7/2. 
 
The RFP for the cabinets at the Middle School and Danville will close on 6/20.   
 
The RFP for the Varsity Softball closed on 6/4. 
 
The HVAC preventative maintenance and controls has closed. 
 
The RFP for the in-field groomer closes on 6/25. 
 
The crack sealing bid is due 7/2. 
 
The RFP for parking lot striping closes on 7/2. 
 
Regarding the High School Canopy, they had two vendors attend the walk-thru.  It is his intent to 
bring back as many options to the Board to consider.   
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PERSONNEL REPORT    
 

a.  Professional nominations 
 

 
  

b. Professional resignations 
 

 
 

c.  Vacancy Report 
 
Mrs. DeCinto provided the vacancy report as of May 30, 2024. 
 
 
COMMITTEE REPORTS 
 
Mrs. Woodworth – Strategic Planning will be meeting on June 10th. 
 
Mrs. Manthorn – Policy Committee met today.  They went through all 6 policies.  Four of those 
policies will be before the Board at the next meeting.  They will have another meeting in July. 
 
Mrs. Knutsen – Safety Committee met and there will be something coming to the Board.  High 
School graduation is this Saturday. 
 

MOTION:  Mrs. Manthorn motioned to accept the professional nominations of Shannon 
Riley, Special Education Teacher at TRHS; Colleen Moran, Business/Tech Ed at TRHS; 
Jillian Haggett, Special Education Teacher at Pollard; Catherine Banister, Grade 4 
Teacher at Danville; Megan Denis, Social Worker at Danville; Christina Coffill, World 
Language Teacher at TRHS; Erica Schoneberger, Math Teacher at TRHS; Victoria 
Ciardiello, Special Education Teacher at Pollard.  Seconded by Mrs. McCormick    
Motion passed: 7-0-0 

MOTION:  Mrs. Manthorn motioned to accept the professional resignations of  
Cornelius Campbell, Assistant Principal/ELO at TRHS, Gina O’Connor, Special 
Education Teacher at TRHS; Gena Richards, Computer Technology Teacher at TRMS 
and thanked them for their dedication and service.  Seconded by Mr. Sherwood   Motion 
passed:  7-0-0 
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Mrs. McCormick – Curriculum and Assessment met on Tuesday.  Some things will be coming to 
the Board this summer.  Their next meeting will be at 10:00 AM on 7/16. 
 
Mr. Sherwood – He met with the Board of Selectmen and discussed a number of things with 
them.  He attended the Academic Excellence Dinner and said it was phenomenal. 
 
Mr. Woodworth – He thanked the Board for their hard work on the facilities.  He further stated 
that the members of this Board did not create the budget they were working with this year.  
Where we are is a testament to the hard work done by the Board.   
 
Mr. Sapia – He thanked Mrs. Allaire and Mrs. Manthorn for their work on the Policy Committee.   
 
OTHER BUSINESS 
 
There was no further public business before the Board.   
 
The public meeting adjourned at 8:44 pm and the School Board will not be returning to public 
session. 
 
 
MOTION: Mrs. Manthorn motioned to enter non-public under 91-A:3, Paragraph II 
(c) Matters which, if discussed in public, would likely affect adversely the reputation of 
any person, other than a member of the public body itself, unless such person requests 
an open meeting. This exemption shall extend to any application for assistance or tax 
abatement or waiver of a fee, fine, or other levy, if based on inability to pay or poverty 
of the applicant.  Seconded by Mr. Sherwood    Motion passed: 7-0-0 
 

 
The Board was polled:  
   
D. Woodworth – yes     Knutsen – yes     Sherwood – yes   Sapia – yes     Manthorn – yes      
McCormick – yes    B. Woodworth - yes 
 
Motion passed 7-0-0 to enter non-public at 8:50 pm. 
 
 
Respectfully submitted, 
 
 
Linda Mahoney 
Recording Secretary 
 
Approved by the School Board on  



Executive Summary

Special education is ever changing. For many schools in the district, the 
trend for identification of students is increasing.The district has seen an increase 
in the amount of students who are identified in many of the schools, with the 
most significant increase at Sandown Central. The middle and high schools show 
a decrease in their percentages of identified students, but it should be noted that 
the middle and high schools have the most students that are placed out of district 
in a therapeutic day program and charter schools. The students at both locations 
are not included in the percentages of identified students at each building 
presented in this report. 

There are some factors that are important to know before a review of the 
graphs included in this report occurs. 

● 100 students have been referred for testing during the 23-24 school year 
across the SAU. 72 out of 100 students were found eligible for special 
education services. 

● TRSD has 677 identified students who are residents of  Atkinson,Danville, 
Plaistow, Sandown. Though this is a decrease in our overall number of 
identified students, the intensity of the students and their disabilities have 
increased. 

● 17 students referred from Early Supports and Services during the school 
year (before 3 as a transition into the school) with 12 new referrals that 
have just been made for students that will need to be evaluated starting 
June 17th until the beginning of the school year. 

1



● The trend for special education identified students has increased a slight 
amount in New Hampshire as a state.

● Timberlane Regional School District has seen an increase in identified 
students before and after COVID. 

● Timberlane Regional Schools District’s preschool to elementary level 
students have seen the largest increase in the percentage of identified 
students. 
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Special Education Percentages from 2019-2024
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Current Out of District Students
We currently have 23 out of district students that are placed in a therapeutic day 
program or a residential program. Students range from grade 4 to grade 12.

We have 16 Charter School students that attend 4 different public Charter 
Schools in surrounding SAU’s. Students range from grade 1 to grade 11.
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Special Education Facilitator

The  special education facilitator position is a new and exciting position 
that is in each elementary building and shared between the middle and the high 
school. Teams are working hard to interview candidates that have applied for the 
positions. TRSD is extremely honored that two of our veteran special educators 
are moving into facilitator positions in the buildings that they work in. This is a 
great opportunity for TRSD and the staff members.

The facilitator is:

● A dedicated person to act as the local education agency (LEA) who 
is able to approve resources from the district in a meeting. 

● At the elementary level,  a person that will provide  principals and 
assistant principals the time to be instructional leaders in their 
buildings for all students. 

● At the secondary level, a person that will allow the special education 
coordinators to have more time to work with special education and 
regular education staff around modifications and accommodations. 

● Responsible for monitoring documents for compliance and accuracy 
of information.

●  A person that will help assist special education staff members with 
questions or concerns.

● The  point person in the building for parents to contact if there is an 
area of concern or a student specific question. 

●  A person that will assist with communication to  regular and special 
education staff on a timely basis

● A person to help with the consistency of identification of students 
with disabilities. 
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Summary
Special Education is ever changing, but we are heading in the right 

direction by having programs being developed in the district and by hiring 
facilitators at each of the elementary schools and having a split position between 
the middle and high school. Our number of identified students have increased in 
most of our buildings and we are receiving  more and more referrals every day. 
Facilitators and clear processes and procedures are the areas that we are 
starting with first to help with consistency across the district. By having the 
facilitators across the district, the elementary administration will now have the 
opportunity to focus on the entire student population and the middle and high 
school coordinators can have time to work with staff in their buildings. 

 We are also working with our curriculum directors to identify some of the 
areas that we need to work together to help bridge the gap between special and 
regular education. Co-teaching and the same professional development have 
been a positive experience across the district. These opportunities need to be 
expanded and have more consistency to see the real impact and success. 
Scheduling for co-teaching and professional development has been a challenge, 
but the hope is that over the summer, some of this can be worked out before the 
new year begins. 
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EXECUTIVE SUMMARY June 20th, 2024

Timberlane Regional School District Elementary registration for SY 24-25, as of June 12th, 2024.

Atkinson Academy

Grade Projected Enrollment Maximum Class Size Projected # of Staff Projected Class Sizes

finalized requested finalized requested

PK 14 16 17 .5 14 16

.5 K 10 12 20 .5 10 12

K 38 38 20 2 19/19 19/19

Grade Projected Enrollment Maximum Class Size Projected # of Staff Projected Class Sizes

1 68 20 4 17/17/17/17

2 54 22 3 18/18/18

3 59 22 3 20/20/19

4 63 25 3 21/21/21

5 68 25 3 23/23/22

Danville School

Grade Projected Enrollment Maximum Class Size Projected # of Staff Projected Class Sizes

finalized requested finalized requested

PK 5 14 17 .5 5 14

.5 K 11 15 20 .5 11 15

K 18 25 20 2 9/9 13/12

Grade Projected Enrollment Maximum Class Size Projected # of Staff Projected Class Sizes

1 43 20 3 15/14/14

2 43 22 2 22/21

3 44 22 3 15/15/14

4 52 25 3 18/17/17

5 51 25 3 17/17/17



Pollard School

Grade Projected Enrollment Maximum Class Size Projected # of Staff Projected Class Sizes

finalized requested finalized requested

PK 10 14 17 .5 10 14

.5 K 13 15 20 .5 13 15

K 49 50 20 3 17/16/16 17/17/16

Grade Projected Enrollment Maximum Class Size Projected # of Staff Projected Class Sizes

1 71 20 4 18/18/18/17

2 75 22 4 19/19/19/18

3 85 22 4 22/21/21/21

4 64 25 3 22/21/21

5 73 25 4 19/18/18/18

Sandown Central and Sandown North

Grade Projected Enrollment Maximum Class Size Projected # of Staff Projected Class Sizes

finalized requested finalized requested

PS 32 52 13 2 11/11/10 13/13/13/13

PK 31 41 17 2 11/10/10 14/14/13

.5 K 10 10 20 .5 10 10

K 62 63 20 4 16/16/15/15 16/16/16/15

Grade Projected Enrollment Maximum Class Size Projected # of Staff Projected Class Sizes

1 68 20 4 17/17/17/17

2 58 22 3 20/19/19

3 73 22 4 19/18/18/18

4 65 25 3 22/22/21

5 62 25 3 21/21/20

Respectfully submitted,
Lucy Canotas
Director of Elementary Education



June 13, 2024

Executive Summary

Staffing – Atkinson Academy Interventionist Position

The Timberlane Regional School District, in conjunction with goals in our Strategic Plan connected to Multi-Tiered
Systems of Support, continues to evaluate and address the need for increased academic interventionists and/or
intervention support in our schools. These positions have been pivotal in increasing access for students, identified
as needing support beyond core classroom instruction, to small-group targeted instruction designed to enhance
skill development and promote accelerated catch-up growth at the students’ current grade level.

Currently, the district has four grant-funded positions focused on intervention - two at Danville School, one at
Pollard School, and one Sandown North Elementary. These schools qualify for federal aid through the Title I, Part A
Grant based on socio-economic information. The allocation of federal funds to each elementary school is based on
a strict formula that directs the district to distribute percentages of aid in accordance with need, as determined
through Free and Reduced Lunch Applications.

Atkinson Academy does not qualify for federal funding however, as recently as 2020-2021, the school had 2.0 FTE
elementary interventionist positions funded through the operating budget. Those two positions were reallocated
to meet other educational priorities across the district. As a result, Atkinson Academy no longer has an
interventionist position in the school.

We are requesting approval from the Board to redefine open and vacant para educator positions to create a 1.0
FTE regular education interventionist position at Atkinson Academy.

Respectfully Submitted By:
Sandra Allaire, Assistant Superintendent
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ADMINISTRATION OF FEDERAL GRANT FUNDS 

This Policy includes “sub-policies” relating to specific provisions of the Uniform Administrative 
Requirements for Federal Awards issued by the U.S. Office of Budget and Management. Those 
requirements, which are commonly known as Uniform Grant Guidance (“UGG”), are found in Title 2 of 
the Code of Federal Regulations (“CFR”) part 200. The sub-policies include: 

DAF-1 ALLOWABILITY .................................................................................................................. 2 

DAF-2 CASH MANAGEMENT AND FUND CONTROL.............................................................. 6 

DAF-3 PROCUREMENT .................................................................................................................. 8 

DAF-4 PROCUREMENT – ADDITIONAL PROVISIONS PERTINENT TO FOOD SERVICE 
PROGRAM.......................................................................................................................... 15 

DAF-5 CONFLICT OF INTEREST AND MANDATORY DISCLOSURES ............................. 17 

DAF-6 INVENTORY MANAGEMENT - EQUIPMENT AND SUPPLIES PURCHASED WITH 
FEDERAL FUNDS ............................................................................................................. 17 

DAF-7 TRAVEL REIMBURSEMENT – FEDERAL FUNDS .................................................... 18 

DAF-8 ACCOUNTABILITY AND CERTIFICATIONS .............................................................. 19 

DAF-9 TIME AND EFFORT REPORTING / OVERSIGHT ..................................................... 19 

DAF-10 GRANT BUDGET RECONCILIATION........................................................................... 20 

DAF-11  SUB RECIPIENT MONITORING AND MANAGEMENT….………………………………….21 
 

NOTE: Notwithstanding any other policy of the District, all funds awarded directly or indirectly through 
any Federal grant or subsidy programs shall be administered in accordance with this Policy, and any 
Procedures adopted implementing this Policy. 

 
The Board accepts federal funds, which are available, provided that there is a specific need for them and 
that the required matching funds are available. The Board intends to administer federal grant awards 
efficiently, effectively and in compliance with all requirements imposed by law, the awarding agency and 
the New Hampshire Department of Education (NHDOE) or other applicable pass-through entity. 

 
This Policy establishes the minimum standards regarding internal controls and grant management to be 
used by the District in the administration of any funds received by the District through Federal grant 
programs as required by applicable NH and Federal laws or regulations, including, without limitation, the 
UGG. 

 
The Board directs the Superintendent or designee to develop, monitor, and enforce effective 
administrative procedures and other internal controls over federal awards as necessary in order to 
provide reasonable assurances that the District is managing the awards in compliance with all 
requirements for federal grants and awards. Systems and controls must meet all requirements of  
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federal and/or state law and regulation and shall be based on best practices. 
 
The Superintendent is directed to assure that all individuals responsible for the administration of a 
federal grant or award shall be provided sufficient training to carry out their duties in accordance with 
all applicable requirements for the federal grant or award and this policy. 

 
To the extent not covered by this Policy, the administrative procedures and internal controls must 
provide for: 

 

1. identification of all federal funds received and expended and their program source; 
 

2. accurate, current, and complete disclosure of financial data in accordance with 
federal requirements; 

 
3. records sufficient to track the receipt and use of funds; 

 
4. effective control and accountability over assets to assure they are used only for 

authorized purposes; and 
 

5. comparison of expenditures against budget. 
 

DAF-1 ALLOWABILITY 
 

The Superintendent is responsible for the efficient and effective administration of grant funds 
through the application of sound management practices. Such funds shall be administered in a 
manner consistent with all applicable Federal, State and local laws, the associated 
agreements/assurances, program objectives and the specific terms and conditions of the grant award. 

 
A. Cost Principles: Except whether otherwise authorized by statute, costs shall meet the 

following general criteria in order to be allowable under Federal awards: 
 

1. Be “necessary” and “reasonable” for proper and efficient performance and administration of 
the Federal award and be allocable thereto under these principles. 

 
a. To determine whether a cost is “reasonable”, consideration shall be given to: 

 
i. whether a cost is a type generally recognized as ordinary and necessary for 

the operation of the District or the proper and efficient performance of the 
Federal award; 

 
ii. the restraints or requirements imposed by such factors as sound business 

practices, arm’s length bargaining, Federal, State, local, tribal and other laws 
and regulations; 

 
iii. market prices for comparable goods or services for the geographic area; 

 

iv. whether the individuals concerned acted with prudence in the circumstances 
considering their responsibilities; and 
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v. whether the cost represents any significant deviation from the established 

practices or Board policy which may increase the expense. While Federal 
regulations do not provide specific descriptions of what satisfied the  

 
“necessary” element beyond its inclusion in the reasonableness analysis 
above, whether a cost is necessary is determined based on the needs of the 
program. Specifically, the expenditure must be necessary to achieve an 
important program objective. A key aspect in determining whether a cost is 
necessary is whether the District can demonstrate that the cost addresses an 
existing need and can prove it. 

 
b. When determining whether a cost is “necessary”, consideration may be given to 

whether: 
 

i. the cost is needed for the proper and efficient performance of the grant 
program; 

 
ii. the cost is identified in the approved budget or application; 

 
iii. there is an educational benefit associated with the cost; 

 
iv. the cost aligns with identified needs based on results and findings from a 

needs assessment; and/or 
 

v. the cost addresses program goals and objectives and is based on program 
data. 

 
c. A cost is allocable to the Federal award if the goods or services involved are chargeable 

or assignable to the Federal award in accordance with the relative benefit received. 
 

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

 
3. Be consistent with policies and procedures that apply uniformly to both Federally-financed 

and other activities of the District. 
 

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

 
5. Be determined in accordance with generally accepted accounting principles. 

 
6. Be representative of actual cost, net of all applicable credits or offsets. 

 
The term “applicable credits” refers to those receipts or reductions of expenditures that 
operate to offset or reduce expense items allocable to the Federal award. Typical examples of 
such transactions are: purchase discounts; rebates or allowances; recoveries or 
indemnities on losses; and adjustments of overpayments or erroneous charges. To the extent 
that such credits accruing to/or received by the State relate to the Federal award, they shall 
be credited to the Federal award, either as a cost reduction or a cash refund, as  
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appropriate. 

 
7. Be not included as a match or cost-share, unless the specific Federal program authorizes 

Federal costs to be treated as such. 
 

8. Be adequately documented: 
 

a. in the case of personal services, the Superintendent shall implement a system for District 
personnel to account for time and efforts expended on grant funded programs to assure 
that only permissible personnel expenses are allocated; 

 
b. in the case of other costs, all receipts and other invoice materials shall be retained, along 

with any documentation identifying the need and purpose for such expenditure if not 
otherwise clear. 

 
B. Selected Items of Cost: The District shall follow the rules for selected items of cost at 2 C.F.R. 

Part 200, Subpart E when charging these specific expenditures to a Federal grant. When 
applicable, District staff shall check costs against the selected items of cost requirements to 
ensure the cost is allowable. In addition, State, District and program-specific rules, including the 
terms and conditions of the award, may deem a cost as unallowable and District personnel shall 
follow those rules as well. 

 
C. Cost Compliance: The Superintendent shall require that grant program funds are expended and 

are accounted for consistent with the requirements of the specific program and as identified in 
the grant application. Compliance monitoring includes accounting for direct or indirect costs and 
reporting them as permitted or required by each grant. 

 
D. Determining Whether A Cost is Direct or Indirect: 

 
1. “Direct costs” are those costs that can be identified specifically with a particular final cost 

objective, such as a Federal award, or other internally or externally funded activity, or that 
can be directly assigned to such activities relatively easily with a high degree of accuracy. 

 
These costs may include: salaries and fringe benefits of employees working directly on a 
grant-funded project; purchased services contracted for performance under the grant; travel 
of employees working directly on a grant-funded project; materials, supplies, and equipment 
purchased for use on a specific grant; and infrastructure costs directly attributable to the 
program (such as long distance telephone calls specific to the program, etc.). 

 
2. “Indirect costs” are those that have been incurred for a common or joint purpose benefitting 

more than one (1) cost objective, and not readily assignable to the cost objectives specifically 
benefitted, without effort disproportionate to the results achieved. Costs incurred for the 
same purpose in like circumstances shall be treated consistently as either direct or indirect 
costs. 

 

These costs may include: general data processing, human resources, utility costs, 
maintenance, accounting, etc. 

 
Federal education programs with supplement not supplant provisions must use a restricted  
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indirect cost rate. In a restricted rate, indirect costs are limited to general management costs. 
General management costs do not include divisional administration that is limited to one (1) 
component of the District, the governing body of the District, compensation of the 
Superintendent, compensation of the chief executive officer of any component of the District, 
and operation of the immediate offices of these officers. 

 
The salaries of administrative and clerical staff should normally be treated as indirect costs. 
Direct charging of these costs may be appropriate only if all the following conditions are met: 

  
a.  Administrative or clerical services are integral to a project or activity. 

 
b.  Individuals involved can be specifically identified with the project or activity. 

 
c.  Such costs are explicitly included in the budget or have the prior written approval of 

 the Federal awarding agency. 
 

d.  The costs are not also recovered as indirect costs. 
 

Where a Federal program has a specific cap on the percentage of administrative costs 
that may be charged to a grant, that cap shall include all direct administrative charges 
as well as any recovered indirect charges. 
 
Effort should be given to identify costs as direct costs whenever practical, but 
allocation of indirect costs may be used where not prohibited and where indirect cost 
allocation is approved ahead of time by NHDOE or the pass-through entity (Federal 
funds subject to 2 C.F.R Part 200 pertaining to determining indirect cost allocation). 

 
E. Timely Obligation of Funds: Obligations are orders placed for property and services, contracts 

and subawards made, and similar transactions during a given period that require payment by the 
non-Federal entity during the same or a future period. 

 
The following are examples of when funds are determined to be “obligated” under applicable 
regulation of the U.S. Department of Education: 

 
When the obligation is for: 

 
1. Acquisition of property: On the date which the District makes a binding written 

commitment to acquire the property. 
 

2. Personal services by an employee of the District: When the services are 
performed. 

 

3. Personal services by a contractor who is not an employee of the District: On the 
date which the District makes a binding written commitment to obtain the 
services. 

 
4. Public utility services: When the District received the services. 
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5. Travel: When the travel is taken. 

 
6. Rental of property: When the District uses the property. 

 
7. A pre-agreement cost that was properly approved by the Secretary under the cost 

principles in 2 C.F.R. Part 200, Subpart E – Cost Principles: On the first day of the 
project period. 

 
F. Period of Performance: All obligations must occur on or between the beginning and ending 

dates of the grant project. This period of time is known as the period of performance. The period 
of performance is dictated by statute and will be indicated in the Grant Award Notification 
(“GAN”). As a general rule, State-administered Federal funds are available for obligation within 
the year that Congress appropriates the funds for. However, given the unique nature of 
educational institutions, for many Federal education grants, the period of performance is twenty-
seven (27) months. This maximum period includes a fifteen (15) month period of initial 
availability, plus a twelve (12) month period of carry over. For direct grants, the period of 
performance is generally identified in the GAN. 

 
Pre-award costs are those incurred prior to the effective date of the Federal award or subaward 
directly pursuant to the negotiation and in anticipation of the Federal award where such costs are 
necessary for efficient and timely performance of the scope of work. Such costs are allowable only 
to the extent that they would have been allowable if incurred after the date of the Federal award 
and only with the written approval of the initial Federal awarding agency or of the NHDOE or 
other pass-through entity. 

 
For both State-administered and direct grants, regardless of the period of availability, the District 
shall liquidate all obligations incurred under the award not later than forty-five (45) days after 
the end of the funding period unless an extension is authorized. Any funds not obligated within 
the period of performance or liquidated within the appropriate timeframe are said to lapse and 
shall be returned to the awarding agency. Consistently, the District shall closely monitor grant 
spending throughout the grant cycle. 

 
DAF-2 CASH MANAGEMENT AND FUND CONTROL 

 
Payment methods must be established in writing that minimize the time elapsed between the 
drawdown of federal funds and the disbursement of those funds. Standards for funds control and 
accountability must be met as required by the Uniform Guidance for advance payments and in 
accordance with the requirements of NHDOE or other applicable pass-through-entity. 

 
In order to provide reasonable assurance that all assets, including Federal, State, and local funds, are 
safeguarded against waste, loss, unauthorized use, or misappropriation, the Superintendent shall 
implement internal controls in the area of cash management.  
 
 
The District's payment methods shall minimize the time elapsing between the transfer of funds from 
the United States Treasury or the NHDOE (pass-through entity) and disbursement by the District, 
regardless of whether the payment is made by electronic fund transfer, or issuance or redemption of 
checks, warrants, or payment by other means. 
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The District shall use forms and procedures required by the NHDOE, grantor agency or other pass- 
through entity to request payment. The District shall request grant fund payments in accordance with 
the provisions of the grant. Additionally, the District’s financial management systems shall meet the 
standards for fund control and accountability as established by the awarding agency. 

 
The Superintendent or designee is authorized to submit requests for advance payments and 
reimbursements at least monthly when electronic fund transfers are not used, and as often as deemed 
appropriate when electronic transfers are used, in accordance with the provisions of the Electronic 
Fund Transfer Act (15 U.S.C. 1693-1693r). 

 
When the District uses a cash advance payment method, the following standards shall apply: 

 
A. The timing and amount of the advance payment requested will be as close as is administratively 

feasible to the actual disbursement for direct program or project costs and the proportionate 
share of any allowable indirect costs. 

 
B. The District shall make timely payment to contractors in accordance with contract provisions. 

 
C. To the extent available, the District shall disburse funds available from program income 

(including repayments to a revolving fund), rebates, refunds, contract settlements, audit 
recoveries, and interest earned on such funds before requesting additional cash payments. 

 
D. The District shall account for the receipt, obligation and expenditure of funds. 

 
E. Advance payments shall be deposited and maintained in insured accounts whenever possible. 

 
F. Advance payments will be maintained in interest bearing accounts unless the following apply: 

 
1. The District receives less than $120,000 in Federal awards per year. 

 
2. The best reasonably available interest-bearing account would not be expected to earn 

interest in excess of $500 per year on Federal cash balances. 
 

3. The depository would require an average or minimum balance so high that it would not be  
 

feasible within the expected Federal and non-Federal cash resources. 
 

4. A foreign government or banking system prohibits or precludes interest bearing accounts. 
 

G. Pursuant to Federal law and regulations, the District may retain interest earned in an amount up 
to $500 per year for administrative costs. Any additional interest earned on Federal advance 
payments deposited in interest-bearing accounts must be remitted annually to the Department 
of Health and Human Services Payment Management System (“PMS”) through an electronic 
medium using either Automated Clearing House (“ACH”) network or a Fedwire Funds Service 
payment. Remittances shall include pertinent information of the payee and nature of payment in 
the memo area (often referred to as “addenda records” by Financial Institutions) as that will assist 
in the timely posting of interest earned on Federal funds. 
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DAF-3 PROCUREMENT 

 
All purchases for property and services made using federal funds must be conducted in accordance 
with all applicable Federal, State and local laws and regulations, the Uniform Guidance, and the 
District’s written policies and procedures. 

 
Procurement of all supplies, materials equipment, and services paid for from Federal funds or District 
matching funds shall be made in accordance with all applicable Federal, State, and local statutes 
and/or regulations, the terms and conditions of the Federal grant, District policies, and procedures. 

 
The Superintendent shall maintain a procurement and contract administration system in accordance 
with the USDOE requirements (2 CFR 200.317-.326) for the administration and management of 
Federal grants and Federally-funded programs. The District shall maintain a contract administration 
system that requires contractors to perform in accordance with the terms, conditions, and 
specifications of their contracts or purchase orders. Except as otherwise noted, procurement 
transactions shall also conform to the provisions of the District’s documented general purchase 
policies, Policy DJ ‘Purchasing’, and Policy DJB ‘Purchasing Procedures’ and Procedure DJB-R 
‘Purchasing Procedures for Federal Funds Purchases’. 

 
The District avoids situations that unnecessarily restrict competition and avoids acquisition of 
unnecessary or duplicative items. Individuals or organizations that develop or draft specifications, 
requirements, statements of work, and/or invitations for bids, requests for proposals, or invitations 
to negotiate, are excluded from competing for such purchases. Additionally, consideration shall be 
given to consolidating or breaking out procurements to obtain a more economical purchase. And, 
where appropriate, an analysis shall be made to lease versus purchase alternatives, and any other 
appropriate analysis to determine the most economical approach. These considerations are given as 
part of the process to determine the allowability of each purchase made with Federal funds. 

 
Contracts are awarded only to responsible contractors possessing the ability to perform successfully 
under the terms and conditions of a proposed procurement. Consideration is given to such matters 
as contractor integrity, compliance with public policy, record of past performance, and financial and 
technical resources. No contract is awarded to a contractor who is suspended or debarred from 
eligibility for participation in federal assistance programs or activities. 

 
Purchasing records are sufficiently maintained to detail the history of all procurements and must 
include at least the rationale for the method of procurement, selection of contract type, and  
contractor selection or rejection; the basis for the contract price; and verification that the contractor  
is not suspended or debarred. 

 
To foster greater economy and efficiency, the District may enter into State and local 
intergovernmental agreements where appropriate for procurement or use of common or shared 
goods and services. 

 
A. Competition: All procurement transactions shall be conducted in a manner that encourages full 

and open competition and that is in accordance with good administrative practice and sound 
business judgement. In order to promote objective contractor performance and eliminate unfair 
competitive advantage, the District shall exclude any contractor that has developed or drafted 
specifications, requirements, statements of work, or invitations for bids or requests for  
proposals from competition for such procurements. 
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Some of the situations considered to be restrictive of competition include, but are not limited to, 
the following: 

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

2. unnecessary experience and excessive bonding requirements; 

3. noncompetitive contracts to consultants that are on retainer contracts; 

4. organizational conflicts of interest; 

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

6. any arbitrary action in the procurement process. 
 

Further, the District does not use statutorily or administratively imposed State, local, or tribal 
geographical preferences in the evaluation of bids or proposals, unless (1) an applicable Federal 
statute expressly mandates or encourages a geographic preference; (2) the District is contracting 
for architectural and engineering services, in which case geographic location may be a selection 
criterion provided its application leaves an appropriate number of qualified firms, given the 
nature and size of the project, to compete for the contract. 

 
To the extent that the District uses a pre-qualified list of persons, firms or products to acquire 
goods and services, the pre-qualified list must include enough qualified sources as to ensure 
maximum open and free competition. The District allows vendors to apply for consideration to 
be placed on the list as requested. 

 
B. Solicitation Language: The District shall require that all solicitations incorporate a clear and 

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

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

 

The Board will not approve any expenditure for an unauthorized purchase or contract. 
 

C. Procurement Methods: The District shall utilize the following methods of procurement: 
 

1. Micro-purchases 
 

Procurement by micro-purchase is the acquisition of supplies or services, the aggregate  
dollar amount of which does not exceed $10,000. To the extent practicable, the District shall 
distribute micro-purchase equitably among qualified suppliers. Micro-purchases may be 
made without soliciting competitive quotations if the Superintendent considers the price to  
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be reasonable. The District maintains evidence of this reasonableness in the records of all 
purchases made by this method. 

 
2. Small Purchases (Simplified Acquisition) 

 
Small purchase procedures provide for relatively simple and informal procurement methods 
for securing services, supplies, and other property that does not exceed the competitive bid 
threshold of $250,000. Small purchase procedures require that price or rate quotations shall 
be obtained from an adequate number of qualified sources. 

 
3. Sealed Bids 

 
Sealed, competitive bids shall be obtained when the purchase of, and contract for, single items 
of supplies, materials, or equipment which amounts to $250,000 and when the Board 
determines to build, repair, enlarge, improve, or demolish a school building/facility the cost 
of which will exceed $250,000. 

 
a. In order for sealed bidding to be feasible, the following conditions shall be present: 

 
i. a complete, adequate, and realistic specification or purchase description is 

available; 
 

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

 
iii. the procurement lends itself to a firm faxed price contract and the selection of the 

successful bidder can be made principally on the basis of price. 
 

b. When sealed bids are used, the following requirements apply: 
 

i. Bids shall be solicited in accordance with the provisions of State law and District 
Policy DJE Bidding Requirements. Bids shall be solicited from an adequate 
number of qualified suppliers, providing sufficient response time prior to the date 
set for the opening of bids. The invitation to bid shall be publicly advertised. 

 
ii. The invitation for bids will include product/contract specifications and pertinent  

attachments and shall define the items and/or services required in order for the  
bidder to properly respond. 

 

iii. All bids will be opened at the time and place prescribed in the invitation for bids; 
bids will be opened publicly. 

iv. A firm fixed price contract award will be made in writing to the lowest responsive 
and responsible bidder. Where specified in bidding documents, factors such as 
discounts, transportation cost, and life cycle costs shall be considered in 
determining which bid is lowest. Payment discounts may only be used to  
determine the low bid when prior experience indicates that such discounts are 
usually taken. 

 
v. The Board reserves the right to reject any and all bids for sound documented 

reason. 
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vi. Bid protests shall be handled pursuant to the process set forth in DAF-3.I. 

 
4. Competitive Proposals 

 
Procurement by competitive proposal, normally conducted with more than one sources 
submitting an offer, is generally used when conditions are not appropriate for the use of 
sealed bids or in the case of a recognized exception to the sealed bid method. 

 
If this method is used, the following requirements apply: 

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

 
b.  Proposals shall be solicited from an adequate number of sources. 

 
c.  The District shall use its written method for conducting technical evaluations of the 
proposals received and for selecting recipients. 

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

 
The District may use competitive proposal procedures for qualifications-based 
procurement of architectural/engineering (A/E) professional services whereby 
competitors’ qualifications are evaluated, and the most qualified competitor is selected, 
subject to negotiation of fair and reasonable compensation. The method, where price is 
not used as a selection factor, can only be used in procurement of A/E professional 
services. It cannot be used to purchase other types of services though A/E firms are a 
potential source to perform the proposed effort. 

 
5. Noncompetitive Proposals 

 
Procurement by noncompetitive proposals allows for solicitation of a proposal from only  
 
one source and may be used only when one or more of the following circumstances  
apply: 

 

a. the item is available only for a single source; 
 

b. the public exigency or emergency for the requirement will not permit a delay 
resulting from competitive solicitation; 

 
c. the Federal awarding agency or pass-through entity expressly authorizes 

noncompetitive proposals in response to a written request from the District; and/or 
 

d. after solicitation of a number of sources, competition is determined to be 
inadequate. 

 
D. Contracting with Small and Minority Businesses, Women’s Business Enterprises, and 

Labor Surplus Area Firms: The District must take necessary affirmative steps to assure that 
minority businesses, women’s business enterprises, and labor surplus area firms are used when  
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possible. Affirmative steps must include: 

 
1. Placing qualified small and minority businesses and women's business enterprises on 

solicitation lists; 
 

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

 
3. Dividing total requirements, when economically feasible, into smaller tasks or quantities to 

permit maximum participation by small and minority businesses, and women's business 
enterprises; 

 
4. Establishing delivery schedules, where the requirement permits, which encourage 

participation by small and minority businesses, and women's business enterprises; 
 

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

 
6. Requiring the prime contractor, if subcontracts are to be let, to take the affirmative steps 

listed in paragraphs (1) through (5) of this section. 
 

E. Contract/Price Analysis: The District shall perform a cost or price analysis in connection with 
every procurement action in excess of $250,000 (i.e., the Simplified Acquisition/Small Purchase 
limit), including contract modifications. (See 2 CFR 200.324). A cost analysis generally means 
evaluating the separate cost elements that make up the total price, while a price analysis means 
evaluating the total price, without looking at the individual cost elements. 

 
The method and degree of analysis is dependent on the facts surrounding the particular 
procurement situation; however, the District shall come to an independent estimate prior to 
receiving bids or proposals. 

 
When performing a cost analysis, the District shall negotiate profit as a separate element of the  
price. To establish a fair and reasonable profit, consideration is given to the complexity of the 
work to be performed, the risk borne by the contractor, the contractor’s investment, the amount 
of subcontracting, the quality of its record of past performance, and industry profit rates in the 
surrounding geographical area for similar work. 

 
F. Time and Materials Contracts: The District shall use a time and materials type contract only 

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

 
Since this formula generates an open-ended contract price, a time-and-materials contract 
provides no positive profit incentive to the contractor for cost control or labor efficiently. 
Therefore, the District sets a ceiling price for each contract that the contractor exceeds at its  
own risk. Further, the District shall assert a high degree of oversight in order to obtain reasonable 
assurance that the contractor is using efficient methods and effective cost controls, and otherwise  
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performs in accordance with the terms, conditions, and specifications of their contracts or 
purchase orders. 

 
G. Suspension and Debarment: The District will award contracts only to responsible contractors 

possessing the ability to perform successfully under the terms and conditions of the proposed 
procurement. All purchasing decisions shall be made in the best interests of the District and shall 
seek to obtain the maximum value for each dollar expended. When making a purchasing decision, 
the District shall consider such factors as (1) contractor integrity; (2) compliance with public 
policy; (3) record of past performance/ and (4) financial and technical resources. 

 
The Superintendent shall have the authority to suspend or debar a person/corporation, for cause, 
from consideration or award of further contracts. The District is subject to and shall abide by the 
non-procurement debarment and suspension regulations implementing Executive Orders 12549 
and 12689, 2 CFR Part 180. 

 
Suspension is an action taken by the District that immediately prohibits a person from 
participating in covered transactions and transactions covered under the Federal Acquisition 
Regulation (48 CFR chapter 1) for a temporary period, pending completion of an agency 
investigation and any judicial or administrative proceedings that may ensure. A person so 
excluded is suspended. (See 2 CFR Part 180 Subpart G). 

 
Debarment is an action taken by the Superintendent to exclude a person from participating in 
covered transactions and transactions covered under the Federal Acquisition Regulation (48 CFR 
chapter 1). A person so excluded is debarred. (See 2 CFR Part 180 Subpart H). 

 
The District shall not subcontract with or award sub-grants to any person or company who is 
debarred or suspended. For contracts over $25,000 the District shall confirm that the vendor is 
not debarred or suspended by either checking the Federal government’s System for Award 
Management (“SAM”), which maintains a list of such debarred or suspended vendors at 
www.sam.gov (which replaced the former Excluded Parties List System or EPLS); or collecting a 
certification from the vendor. (See 2 CFR Part 180 Sub part C). 

  
Documentation that debarment/suspension was queried must be retained for each covered 
transaction as  part  of the  documentation  required under DAF-3, paragraph J. This 
documentation should include the date(s) queried and copy(ies) of the SAM result report/screen 
shot, or a copy of the or certification from the vendor. It should be attached to the payment 
backup and retained for future audit review. 

 
H. Additional Requirements for Procurement Contracts Using Federal Funds: 

 
1. Clause for Remedies Arising from Breach: For any contract using Federal funds under which 

the contract amount exceeds the upper limit for Simplified Acquisition/Small Purchases (see 
DAF-3.C.2), the contract must address administrative, contractual, or legal remedies in 
instances where contractors violate or breach contract terms, and must provide for sanctions 
and penalties. (See 2 CFR 200, Appendix II(A)). 

 
2. Termination Clause: For any contract using Federal funds under which the contract amount 

exceeds $10,000, it must address the District’s authority to terminate the contract for cause 
and for convenience, including the manner by which termination will be effected and the basis 
for settlement. (See 2 CFR 200, Appendix II(B)). 

http://www.sam.gov/
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3. Anti-Pollution Clause: For any contract using Federal funds under which the contract amount 

exceeds $150,000, the contract must include clauses addressing the Clean Air Act and the 
Federal Water Pollution Control Act. (See 2 CFR 200, Appendix II(G)). 

 
4. Anti-Lobbying Clause: For any contract using Federal funds under which the contract exceeds 

$100,000, the contract must include an anti-lobbying clause, and require bidders to submit 
Anti-Lobbying Certification as required under 2 CFR 200, Appendix II (I). 

 
5. Negotiation of Profit: For each contract using Federal funds and for which there is no price 

competition, and for each Federal fund contract in which a cost analysis is performed, the 
District shall negotiate profit as a separate element of the price. To establish a fair and 
reasonable profit, consideration must be given to the complexity of the work to be performed, 
the risk borne by the contractor, the contractor’s investment, the amount of subcontracting, 
the quality of the contractor’s past performance, and industry profit rates in the surrounding 
geographical area for similar work. (See 2 CFR 200.324(b)).  

 
6. "Domestic Preference" Requirement: The District must provide a preference for the purchase, 

acquisition, or use of goods, products, or materials produced in the United States, to the 
greatest extent practicable. This requirement applies whether the District is purchasing the 
products directly or when the products are purchased by third parties on the District's behalf 
(e.g. subcontractor, food service management companies, etc.). It also generally applies to all 
purchases, even those below the micro-purchase threshold, unless otherwise stipulated by 
the Federal awarding agency.  See also additional "Buy American" provisions in DAF-4.C 
regarding food service procurement. 
 

7. Huawei Ban: The District may not use Federal funds to procure, obtain, or enter into or renew 
a contract to procure or obtain equipment, services, or systems which substantially use 
telecommunications equipment or services produced by Huawei Technologies Company or 
ZTE Corporation, or any of their subsidiaries. 

 
I. Bid Protest: The District maintains the following protest procedures to handle and resolve  

disputes relating to procurements and, in all instances, discloses information regarding the 
protest to the awarding agency. 

 
A bidder who wishes to file a bid protest shall file such notice and follow procedures prescribed 
by the Request For Proposals (RFPs) or the individual bid specifications package, for resolution. 
Bid protests shall be filed in writing with the Superintendent within seventy-two (72) hours of 
the opening of the bids in protest. 

 
Within five (5) days of receipt of a protest, the Superintendent shall review the protest as  
submitted and render a decision regarding the merits of the protest and any impact on the 
acceptance and rejection of bids submitted. Notice of the filing of a bid protest shall be 
communicated to the Board and shall be so noted in any subsequent recommendation for the 
acceptance of bids and awarding of contracts. 

 

Failure to file a notice of intent to protest, or failure to file a formal written protest within the 
time prescribed, shall constitute a waiver of proceedings. 

 
J. Maintenance of Procurement Records: The District shall maintain records sufficient to detail 

the history of all procurements. These records will include, but are not necessarily limited to, the  
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following: rationale for the method of procurement, selection of contract type, contractor 
selection or rejection, the basis for the contract price (including a cost or price analysis), and 
records regarding debarment/suspension queries or actions. Such records shall be retained 
consistent with District Policy EHB ‘Data Records Retention’ and District Procedure EHB-R ‘Local 
Records Retention Schedule’. 

 
DAF-4 PROCUREMENT – ADDITIONAL PROVISIONS PERTINENT TO FOOD SERVICE PROGRAM 

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

 
A. Mandatory Contract Clauses: The following provisions shall be included in all cost 

reimbursable contracts for food services purchases, including contracts with cost reimbursable 
provisions, and in solicitation documents prepared to obtain offers for such contracts: 
 
1. Allowable costs will be paid from the nonprofit school food service account to the contractor 

net of all discounts, rebates and other applicable credits accruing to or received by the 
contractor or any assignee under the contract, to the extent those credits are allocable to the 
allowable portion of the costs billed to the school food authority; 

 
2. The contractor must separately identify for each cost submitted for payment to the school 

food authority the amount of that cost that is allowable (can be paid from the nonprofit school 
food service account) and the amount that is unallowable (cannot be paid from the nonprofit 
school food service account); or 

 
3. The contractor must exclude all unallowable costs from its billing documents and certify that 

only allowable costs are submitted for payment and records have been established that 
maintain the visibility of unallowable costs, including directly associated costs in a manner 
suitable for contract cost determination and verification; 

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

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

 
5. The contractor must identify the amount of each discount, rebate and other applicable credit 

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

 

6. The contractor must identify the method by which it will report discounts, rebates and other 
applicable credits allocable to the contract that are not reported prior to conclusion of the 
contract; and 

 
7. The contractor must maintain documentation of costs and discounts, rebates and other 

applicable credits, and must furnish such documentation upon request to the school food 
authority, the state agency, or the department. 
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B. Contracts with Food Service Management Companies: Procedures for selecting and 

contracting with a food service management company shall comply with guidance provided by 
the NHDOE, including standard forms, procedures and timelines for solicitation, selection and 
approval of proposals and contracts.  
 

C. "Buy American" Requirement: Under the "Buy American" provision of the National School 
Lunch Act (the "NSLA"), school food authorities (SFAs) are required to purchase, to the maximum 
extent practicable, domestic commodity or product.  As an SFA, the District is required to comply 
with the "Buy American" procurement standards set forth in 7 CFR Part 210.21(d) when 
purchasing commercial food products served in the school meals programs.  This requirement 
applies whether the District is purchasing the products directly or when the products are 
purchased by third parties on the District's behalf (e.g., food service management companies, 
group purchasing cooperatives, shared purchasing, etc.). 
 
Under the NSLA, "domestic commodity or product" is defined as an agricultural commodity or 
product that is produced or processed in the United States using "substantial" agricultural 
commodities that are produced in the United States. For purposes of the act, "substantial" means 
that over 51 percent of the final processed product consists of agricultural commodities that were 
grown domestically.  Products from Guam, American Samoa, Virgin Islands, Puerto Rico, and the 
Northern Mariana Islands are allowable under this provision as territories of the United States. 
 

 1.   Exceptions: The two main exceptions to the Buy American requirements are: 
   

a) The product is not produced or manufactured in the U.S. in sufficient and   
reasonably available quantities of a satisfactory quality; or 

  
 b)  Competitive bids reveal the costs of a U.S. product are significantly higher than the non-    
       domestic product. 

 
 2. Steps to Comply with Buy American Requirements:  In order to help assure that the District   
  remains in compliance with the Buy American requirement, the Superintendent or designee 
  shall 
   
  a)  Include a Buy American clause in all procurement documents (product specifications, bid 
            solicitations, requests for proposals, purchase orders, etc.); 
   
  b)  Monitor contractor performance; 
 
  c)  Require suppliers to certify the origin of the product; and 
  
  d)  Examine product packaging for identification of the country of origin. 
  

 
DAF-5 CONFLICT OF INTEREST AND MANDATORY DISCLOSURES 

 
The District complies with the requirements of State law and the Uniform Guidance for conflicts of 
interest and mandatory disclosures for all procurements with federal funds. 

 
Each employee, board member, or agent of the school system who is engaged in the selection, award 
or administration of a contract supported by a federal grant or award and who has a potential conflict  
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of interest must disclose that conflict in writing to the Superintendent or designee, who, in turn, shall 
disclose in writing any such potential conflict of interest to NHDOE or other applicable pass-through-
entity. 

 
A conflict of interest would arise when the covered individual, any member of his/her immediate 
family, his/her partner, or an organization, which employs or is about to employ any of those parties 
has a financial or other interest in or received a tangible personal benefit from a firm considered for 
a contract. A covered individual who is required to disclose a conflict shall not participate in the 
selection, award, or administration of a contract supported by a federal grant or award. 

 
Covered individuals will not solicit or accept any gratuities, favors, or items from a contractor or a 
party to a subcontractor for a federal grant or award. Violations of this rule are subject to disciplinary 
action. 

 
The Superintendent shall timely disclose in writing to NHDOE or other applicable pass-through- 
entity, all violations of federal criminal law involving fraud, bribery, or gratuities potentially affecting 
any federal award. The Superintendent shall fully address any such violations promptly and notify 
the Board with such information as is appropriate under the circumstances (e.g., taking into account 
applicable disciplinary processes). 

 
DAF-6   INVENTORY MANAGEMENT - EQUIPMENT AND SUPPLIES PURCHASED WITH FEDERAL 

FUNDS 
 

Equipment and supplies acquired (“property” as used in this policy DAF-6) with federal funds will be 
used, managed, and disposed of in accordance with applicable state and federal requirements. 
Property records and inventory systems shall be sufficiently maintained to account for and track 
equipment that has been acquired with federal funds. In furtherance thereof, the following minimum 
standards and controls shall apply to any equipment or pilferable items acquired in whole or in 
part under a Federal award until such property is disposed in accordance with applicable laws, 
regulations and Board policies: 

 
A. “Equipment” and “Pilferable Items” Defined:  For purposes of this policy, “equipment” means 

tangible personal property (including information technology systems) having a useful life of 
more than one year and a per-unit acquisition cost which equals or exceeds the lesser of 
$5,000, or the capitalization level established by the District for financial statement purposes. 
“Pilferable items” are those items, regardless of cost, which may be easily lost or stolen, such as 
cell phones, tablets, graphing calculators, software, projectors, cameras and other video 
equipment, computer equipment and televisions. 

 
B. Records: The Superintendent or designee shall maintain records that include a description of the 

property; a serial number or other identification number; the source of the funding for the 
property (including the federal award identification number (FAIN)); who holds title; the 
acquisition date; the cost of the property; the percentage of the federal participation in the project 
costs for the federal award under which the property was acquired; the location, use, and 
condition of the property; and any ultimate disposition data, including the date of disposition and 
sale price of the property. 

 
C. Inventory: No less than once every two years, the Superintendent or designee shall cause a 

physical inventory of all equipment and pilferable items to be taken and the results reconciled 
with the property records. Except as otherwise provided in this policy DAF-6, inventories shall  
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be conducted consistent with Board Policy DID Fixed Assets (Inventories). 

 
D. Control, Maintenance and Disposition: The Superintendent shall develop administrative 

procedures relative to property procured in whole or in part with Federal funds to: 
 

1. prevent loss, damage, or theft of the property; Any loss, damage, or theft must be 
investigated; 

 
2. to maintain the property and keep it in good condition; and 

 
3. to ensure the highest possible return through proper sales procedures, in those instances 

where the District is authorized to sell the property. 
 

DAF-7 TRAVEL REIMBURSEMENT – FEDERAL FUNDS 
 

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

 
For purposes of this policy, “travel costs” shall mean the expenses for transportation, lodging, 
subsistence, and related items incurred by employees and school officials who are in travel status on 
official business as a federal grant recipient. 

 
School officials and district employees shall comply with applicable Board policies and administrative 
regulations established for reimbursement of travel and other expenses. 

 

The validity of payments for travel costs for all district employees and school officials shall be 
determined by the CFO/Business Administrator. 

 
Travel costs shall be reimbursed on a mileage basis for travel using an employee’s personal vehicle 
and on an actual cost basis for meals, lodging and other allowable expenses, consistent with those 
normally allowed in like circumstances in the district’s non-federally funded activities, and in 
accordance with the district’s travel reimbursement policies and administrative regulations. 

 
Mileage reimbursements shall be at the rate approved by the Board or Board policy for other district 
travel reimbursements. Actual costs for meals, lodging and other allowable expenses shall be 
reimbursed only to the extent they are reasonable and do not exceed the per diem limits established 
by Board policy, or, in the absence of such policy, the federal General Services Administration for 
federal employees for locale where incurred. 

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

 
In addition, for any costs that are charged directly to the federal award, the Superintendent or 
designee shall maintain sufficient records to justify that: 

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

 
B. The costs are reasonable and consistent with Board policy. 
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DAF-8 ACCOUNTABILITY AND CERTIFICATIONS 
 

All fiscal transactions must be approved by the Superintendent or designee who can attest that the 
expenditure is allowable and approved under the federal program. The Superintendent submits all 
required certifications. 

 
DAF-9 TIME-EFFORT REPORTING / OVERSIGHT  

 
The Superintendent will establish sufficient oversight of the operations of federally supported 
activities to assure compliance with applicable federal requirements and to ensure that program 
objectives established by the awarding agency are being achieved. The District will submit all reports 
as required by federal or state authorities. 

 
As a recipient of Federal funds, the District shall comply with the Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards. Section 200.430 of the 
Code of Federal Regulations requires certification of effort to document salary expenses charged 
directly or indirectly against Federally-sponsored projects. This process is intended to verify the 
compensation for employment services, including salaries and wages, is allocable and properly 
expended, and that any variances from the budget are reconciled. 

 

A. Compensation: Compensation for employment services includes all remuneration, paid 
currently or accrued, for services of employees rendered during the period of performance under 
the Federal award, including but not necessarily limited to wages and salaries. Compensation for 
personal services may also include fringe benefits, which are addressed in 2 CFR 200.431 
Compensation – fringe benefits. Costs of compensation are allowable to the extent that they 
satisfy the specific requirements of these regulations, and that the total compensation for 
individual employees: 

 
1. is reasonable for the services rendered, conforms to the District’s established written policy, 

and is consistently applied to both Federal and non-Federal activities; and 
 

2. follows an appointment made in accordance with the District’s written policies and meets the 
requirements of Federal statute, where applicable. 

 
B. Time and Effort Reports: Time and effort reports shall: 

 
1. be supported by a system of internal controls which provide reasonable assurance that the 

charges are accurate, allowable, and properly allocated; 
 

2. be incorporated into the official records of the District; 
 

3. reasonably reflect the total activity for which the employee is compensated by the District, 
not exceeding 100% of the compensated activities; 

 
4. encompass both Federally assisted and other activities compensated by the District on an 

integrated basis; 
 

5. comply with the District’s established accounting policies and practices; 
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6. support the distribution of the employee’s salary or wages among specific activities or cost 

objectives if the employee works on more than one (1) Federal award, a Federal award and 
non-Federal award, an indirect cost activity and a direct cost activity, two (2) or more indirect 
activities which are allocated using different allocation bases, or an unallowable activity and 
a direct or indirect cost activity. 

 
The District will also follow any time and effort requirements imposed by NHDOE or other pass- 
through entity as appropriate to the extent that they are more restrictive than the Federal 
requirements. The Superintendent or designee is responsible for the collection and retention of 
employee time and effort reports. Individually reported data will be made available only to 
authorized auditors or as required by law. 

 
DAF-10 GRANT BUDGET RECONCILIATION  

 
A.  Budget Reconciliation: Budget estimates are not used as support for charges to Federal 
awards. However, the District may use budget estimates for interim accounting purposes. The 
system used by the District to establish budget estimates produces reasonable approximations of 
the activity actually performed. Any significant changes in the corresponding work activity are 
identified by the District and entered into the District’s records in a timely manner. 

 
The District’s internal controls include a process to review after-the-fact interim charges made to 
a Federal award based on budget estimates and ensure that all necessary adjustments are made 
so that the final amount charged to the Federal award is accurate, allowable, and properly 
allocated.  
 
B.  Grant Closeout Requirements: At the end of the period of performance or when the Federal 
awarding agency determines the District has completed all applicable administrative actions and 
all required work under the grant, the agency will close out the Federal award. If the award passed-
through the State, the District will have 90 days from the end of the period of performance to submit 
to the State all financial, performance, and other reports as required by the terms and conditions of 
the award. 
 
Failure to submit all required reports within the required timeframe will necessarily result in the 
Federal awarding agency reporting the District's material failure to comply with the terms of the 
grant to the Office of Management and Budget (OMB), and may pursue other enforcement actions. 
 
The District must maintain all financial records and other documents pertinent to the grant for a 
period of three years from the date of submission of the final expenditure report, barring other 
circumstances detailed in 2 CFR 200.344. 
 
 

DAF-11  SUB-RECIPIENT MONITORING AND MANAGEMENT 
 
When entering agreements involving the expenditure or disbursements of federal grant funds, the 
District shall determine whether the recipient of such federal funds is a "contractor" or 
"subrecipient", as those terms are defined in 2 CFR §200.23 and §200.93, respectively.  See also 
guidance at 2 CFR §200.330 "Subrecipient and contractor determinations". Generally, 
"subrecipients" are instrumental in implementing the applicable work program whereas a 
"contractor" provides goods and services for the District's own use.  Contractors will be subject to 
the District's procurement and purchasing policies (e.g., DAF-3 relative to federal grant funds, DJE  
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relative to bidding requirements for non-federal money projects, etc.).   Subrecipients are subject 
to this Policy. 
 
Under the UGG, the District is considered a "pass-through entity" in relation to its subrecipients, and 
as such requires that subrecipients comply with applicable terms and conditions (flow-down 
provisions). All subrecipients of Federal or State funds received through the District are subject to 
the same Federal and State statutes, regulations, and award terms and conditions as the District. 
 
A.  Sub-award Contents and Communication  
 
In the execution of every sub-award, the District will communicate the following information to the 
subrecipient and include the same information in the sub-award agreement. 
 
 1.  Every sub-award will be clearly identified and include the following Federal award   
      identification: 
 

a.  Subrecipient’s name 
 
b.  Subrecipient's unique ID number (DUNS) 
 
c.  Federal Award ID Number (FAIN) 
 
d.  Federal award date 
 
e.  Period of performance start and end date 
 
f.  Amount of federal funds obligated 
 
g.  Amount of federal funds obligated to the subrecipient 
 
h.  Total amount of the Federal award 
 
i.  Total approved cost sharing or match required where applicable 
 
j.  Project description responsive to FFATA 
 
k.  Name of Federal awarding agency, pass through entity and contact information 
 
l.  CFDA number and name 
 
m.  Identification of the award is R&D 
 
n.  Indirect cost rate for the Federal award 

 
 2.  Requirements imposed by the District including statutes, regulations, and the terms and    
           conditions of the Federal award. 
 
 3.  Any additional requirements the District deems necessary for financial or performance      
           reporting of subrecipients as necessary. 
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 4.  An approved indirect cost rate negotiated between subrecipient and the Federal government 
       or between the pass-through entity and subrecipient. 
 
 5.  Requirements that the District and its auditors have access to the subrecipient records and      
          financial statements. 
 
 6.  Terms and conditions for closeout of the sub-award. 
 
B.  Subrecipient Monitoring Procedures 
 
The Superintendent is responsible for having all the District project managers monitor 
subrecipients.  The District will monitor the activities of the subrecipient to ensure the sub-award 
is used for authorized purposes.  The frequency of monitoring review will be specified in the sub-
award and conducted concurrently with all invoice submission.  
 
Subrecipient monitoring procedures include: 
 
 1.  At the time of proposal, assess the potential of the subrecipient for programmatic, financial, 
      and administrative suitability.  
 
 2.  Evaluate each subrecipient's risk of noncompliance prior to executing a sub-award.  In doing    
           so, the District will assess the subrecipient's: 
 

 a.  Prior experience with the same or similar sub-awards. 
 
 b.  Results of previous audits and single audit (if applicable). 
 
 c.  New personnel or new or substantially changed systems. 
 
 d.  The extent and results of Federal awarding agency monitoring. 

 
 3.  Confirm the statement of work and review any non-standard terms and conditions of the      
           sub-award during the negotiation process. 
 

4. Monitor financial and programmatic progress and ability of the subrecipient to meet 
objectives of the sub-award. To facilitate this review, subrecipients are required to submit 
sufficient invoice detail and a progress report. The District project managers will encourage 
subrecipients to submit regular invoices.  

 
5. Invoices and progress reports will be date stamped upon receipt if received in hard copy.  A       

record of the date of receipt will be maintained for those invoices sent electronically. 
 
6.  In conducting regular oversight and monitoring, the District project managers will: 
 

 a.  Verify invoices that include progress reports. 
 
 b.  Review progress reports to ensure project is progressing appropriately and on      
                    schedule. 
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 c.  Compare invoice to agreement budget to ensure eligibility of costs and that costs do 
        not exceed budget. 
 
 d.  Review invoice to ensure supporting documentation is included and invoices costs   
                    are within the scope of work for the projects being invoiced. 
 
 e.  Obtain report, certification and supporting documentation of local (non-federal)/in-
        kind match work from the subrecipient. 
 
 f.  Review subrecipient match tasks for eligibility. 
 
 g.  Initial the progress report and invoice confirming review and approval prior to        
                   payment. 
 
 h.  Raise any concerns to the Superintendent or designee. 

 
 7.  The Superintendent or designee, upon recommendation from the project's manager, will  
       approve the invoice payment and will initial invoices confirming review and approval  
       prior to payment. 
 
 8.  Payments will be withheld from subrecipients for the following reasons: 
 

 a.  Insufficient detail to support the costs billed; 
 
 b.  Unallowable costs; 
 
 c.  Ineligible costs; and/or 
 
 d.  Incomplete work or work not completed in accordance with required specifications. 

 
 9.  Verify every subrecipient is audited in accordance with 2 CFR §200 Subpart F-Audit  
       Requirements. 
 
C.  Subrecipient Project Files. Subrecipient project files will contain, at a minimum, the     
      following: 
 

1.  Project proposal; 
 
2.  Project scope; 
 
3.  Progress reports; 
 
4.  Interim and final products; and 
 
5.  Copies of other applicable project documents as required, such as copies of contracts or      
      MOUs. 

 
D.  Audit Requirements 
 

All subrecipients are required to annually submit their audit and Single Audit report to the  



  
Timberlane Regional School District 

 
Policy Code: DAF 

Adopted: 05-16-19 
Revised: 05-05-22 

 
Page 24 of 25 

  
District for review to ensure the subrecipient has complied with good accounting practices and 
federal regulations.  If a deficiency is identified, the District will: 
 
1.  Issue a management decision on audit findings pertaining to the Federal award. 
 
2.  Consider whether the results of audits or reviews indicate conditions that necessitate  
      adjustments to pass through entity's own records. 

 
E.  Methodology for Resolving Findings. 
 
The District will work with subrecipients to resolve any findings and deficiencies.  To do so, the 
District may follow up on deficiencies identified through on-site reviews, provision of basic 
technical assistance, and other means of assistance as appropriate.  
 
The District will only consider taking enforcement action against non-compliant subrecipients in 
accordance with 2 CFR 200.339 when noncompliance cannot be remedied.  Enforcement may 
include taking any of the following actions as appropriate: 
 
 1.  Temporarily withhold cash payments pending correction of the deficiency; 
 
 2.  Disallow all or part of the cost of the activity or action not in compliance; 
 
 3.  Wholly or partly suspend or terminate the sub-award; 
 
 4.  Initiate suspension or debarment proceedings; 
 
 5.  Withhold further Federal awards for the project or program; and/or 
  

6.  Take other remedies that may be legally available. 
 

Legal References: 
42 USC 1751 - 66 National School Lunch Act 

2 CFR Part 180 

2 CFR Part 200 

200.0 - 200.99; 200.305;  200.313(d);  200.317-.326;  200.403-.406;  200.413(a)-
(c);  200.430;  200.431;  200.458;  200.474(b) 

200 Appendix II 

7 CFR Part 210 

210.16;  210.19;  210.21;   215.14a;  220.16 
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Related Policy/Procedures: 

DID Fixed Assets (Inventories) DJB-R Purchasing Procedures for Federal Funds Purchases 
DJ Purchasing DKC Expense Reimbursements 
DJB Purchasing Procedures 



 

 
TRSD POLICY COMMITTEE’S  

RECOMMENDATIONS TO THE SCHOOL BOARD 
 
 

June 20, 2024 
 
 

First Read 
Policy Changes/Recommendations 

DJ – Purchasing Recommended to reaffirm. 

DJB – Purchasing Procedures Recommended to reaffirm. 

DJE – Bidding Requirements Edits incorporate reviewal of other districts' policy 
language. There was also discussion about adding 
broader language to ensure projects are advertised in 
recognized industry-related networks. 

EFAA – Meal Charging Edits reflect NHSBA language, updates to RSA and 
audit recommendations. 
 

IHBAB – Special Education Evaluations Outdated and compared to associated policies. 

IKFC – Alternate Diplomas for Students with 
Significant Cognitive Disabilities 

The former TRSD policy IKFC, which has since been 
repealed, was related to a differently named policy. 
According to the NHSBA, the current IKFC policy 
pertains to the title mentioned above. 
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PURCHASING 

The acquisition of supplies, equipment and services will be centralized in the business 
office, which functions under the supervision of the Superintendent and through whose 
office all purchasing transactions are conducted. 

The Board assigns the Superintendent the responsibility for the quality and quantity of 
purchases made. The prime guidelines governing this responsibility are that all purchases 
fall within the framework of budgetary limitations and that they be consistent with the 
approved educational goals and programs of the district. 

The Business Administrator will be solely responsible for the final approval of all non- 
educational purchases. The Superintendent or his/her designee will approve educational 
purchases beyond budget limitations. 

The Business Administrator shall be responsible for all phases of purchasing in accordance 
with board policy; for requisitions, current order purchasing, writing of specifications for 
bids, deliveries, storage, and other tasks related to the purchases, acceptance and 
distribution of supplies. 

Statutory Reference/Administrative Rule 
RSA 194-C:4 II (a), Superintendent Services 
NH Code of Administrative Rules 
Section 303.01 (b), Substantive Duties of School Boards 

D
J 

– 
P

U
R

CH
A

SI
N

G
 



 
Timberlane Regional School District 
 

 
     Policy Code:          DJB  

 
Adopted:        05-05-83 
Revised:         01-03-91 
Revised:         10-07-99 
Reaffirmed:  06-19-08 
Re-affirmed: 05-08-14 
 

 
     Page 1 of 1 
 

 

 

D
JB

 –
 P

U
R

C
H

A
S

IN
G

 P
R

O
C

E
D

U
R

E
S

 

PURCHASING PROCEDURES 
 

Purchasing procedures will be designed to ensure the best possible price for the desired 
products and services. 
 
Procedures for purchasing will be developed by the Superintendent or his designee. 
 
These procedures will require that all purchases are made on properly approved purchase 
orders and that for items not put to bid, price quotations will be solicited. 
 
Special arrangements may be made for ordering perishable and emergency supplies. 
 
Legal References: 

RSA 194-C:4 II (a), Superintendent Services 
NH Code of Administrative Rules Section 303.01 (b), Substantive Duties of School Boards 
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BIDDING REQUIREMENTS 

The Superintendent is required to get written competitive bids on purchases of supplies, 
materials, equipment, and contractual services in the amount of $50,000 20,000 or more. 
Purchases of $10,000 or more will require at least three competitive documented quotes for 
the open market. All purchases made in the open market shall be consummated after careful 
evaluation. Work and/or services should not be reduced or divided into multiple contracts or 
projects to avoid said above process.  

 
When bidding procedures are used, bids shall be advertised appropriately, including on the 
district website and industry related networks. Suppliers shall be invited to have their 
names placed on mailing lists to receive invitations to bid. When specifications are prepared, 
they will be mailed to all merchants and firms who have indicated an interest in bidding. 

 
All bids must be submitted in sealed envelopes, addressed to the Superintendent, and plainly 
marked with the name of the bid and the time of the bid opening. Bids shall be opened at the 
time specified and all bidders and other persons shall be invited to be present. 

 
The School Board with input from the Superintendent reserves the right to reject any or all 
bids and to accept that bid which appears to be in the best interest of the district. The School 
Board with input from the Superintendent also reserves the right to waive any formalities 
in, or reject, any or all bids or any part of any bid. Any bid may be withdrawn prior to the 
scheduled time for the opening of bids. Any bid received after the time and date specified, 
shall not be considered. The School Board with input from the Superintendent also reserves 
the right to negotiate with a bidder when all bids exceed the budgeted appropriation. 

 
The bidder to whom the award is made shall be required to enter into a written contract with 
the district with appropriate bonding. Contractors shall be required to provide a certificate 
of insurance. 

 
Specialized educational and related services are exempt from this policy when the interests 
of children so dictate (i.e. textbook purchases, psychological services, etc.). 

 
Existing services that continue to meet the needs of the district shall be subject to an annual 
review by the board and may not need to go out to bid. Educational materials which must be 
purchased from a sole source for which there are proprietary rights are exempt from this 
policy and may be authorized by the Superintendent.   
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The Superintendent of Schools in collaboration with the School Board Chair is authorized to 
make purchases in instances when health and safety is in danger or when action is necessary 
to prevent the closing of schools during a scheduled school day.   

 
 

Legal References: 
RSA 194-C:4 II (a), Superintendent Services 
NH Code of Administrative Rules, Section Ed. 303.01 (b), Substantive Duties of School Boards 
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School Lunch Program Meal Charges 
 

The District encourages all parents and guardians (hereinafter "parents") to provide a healthy 
breakfast and lunch for their student(s). Parents are welcome to send students to school with a 
"brown bag/lunch box" meal. The District provides the opportunity to purchase breakfast and 
lunch from the school cafeteria. Each meal meets or exceeds the federal nutrition standards. 
Payment is expected no later than when the meal is served. Payment may be in cash (check) or 
as a debit against funds deposited into an established student lunch account. 

 
The school lunch program is required by federal law to operate as a non-profit which must end 
each fiscal year without a negative balance. Uncollected debt must be paid to the school lunch 
program from other funds. Therefore, parents of students required to pay the full or reduced price 
for meals must ensure that the school lunch program is paid for their student's meals. The District's 
policy is to quickly escalate efforts to bring student meal accounts into positive balance, to avoid 
circumstances where these accounts build significant debt. 

 
Student Meal Accounts 
The District uses a point-of-sale computerized meal payment system which has an account for all 
students. Parents of students who will be purchasing meals using this system are required to 
establish and maintain a positive balance in the student's meal account. 

 
Funds may be deposited into a student lunch account by cash, check, or online payment. Cash 
or checks made out to: Timberlane Regional School District Lunch Program should be presented 
to the Cashier at the cafeteria, the Principal's Office, the Food Service Office, or the 
Superintendent’s office. A check (please include your child’s name and Student ID# on the check) 
may also be mailed to: Superintendent’s office, 30 Greenough Rd. Plaistow, NH 03865. The 
District will utilize online electronic payments. The use of checks or online payments is 
encouraged, as each provides a record. Parents are responsible for any fees charged by the online 
service. In accordance with United States Department of Agriculture ("USDA") guidance SP 02-
2015, there will be no processing fee for deposits to a student meal account made by cash or check. 

 
A fee of $25 will be charged to the parents for each check returned for insufficient funds. In 
accordance with RSA 358-C:5, notice of the fee charged for a check that is returned for insufficient 
funds shall be included in any letter sent to a Parent seeking payment because the student meal 
account has a negative balance. 
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Each notice to parents will include information on how to verify a student meal account balance, 
to resolve concerns regarding the accuracy of the account balance, or to obtain information on the 
school meal program, including the name, phone number, and e-mail address of an appropriate 
member of the District staff. 

 
Parental Restrictions on Use of Student Meal Account 
Parents who establish a meal account for their student are responsible for establishing with their 
student any restrictions the parent chose to place on use of the account. Unless restricted by the 
parent, a student may purchase a la carte items in addition to the regular meal choices. Some 
students purchase more than one meal at one sitting. Setting and ensuring compliance with 
limitations on the use of the student's meal account afford families an opportunity to develop their 
student's understanding of the responsible use of credit and debit accounts, which will benefit the 
student throughout life. Parents must monitor the student's use of the meal account to ensure that 
a sufficient balance is available at all times for their student to charge meals. (The District's online 
payment system allows a parent to check their students balance at any time.) 

 
The District's policy is to ensure that students have access to healthy meals and that no student 
will be subject to different treatment from the standard school meal or school cafeteria procedures. 
Therefore, the District will allow students to purchase a meal, even if the student's meal account 
has insufficient funds. This policy applies to all meal offerings generally available at the cafeteria, 
breakfast and lunch. 

 
Balance Statements 
The District will work proactively with parents to maintain a positive balance in their student's 
meal account. The Superintendent shall establish a procedure at each school requiring that a low 
balance statement be sent to parents whenever the balance in a student's meal account falls to or 
below a set amount that approximates the amount typically necessary to pay for one week of 
meals. 

 
The notices will be sent by e-mail when practical. Only those District staff who have received 
training on the confidentiality requirements of federal and state law, including the United States 
Department of Agriculture's ("USDA") guidance for school meal programs, and who have a need 
to access a child's account balance and eligibility information may communicate with parents 
regarding unpaid meal charges. Volunteers, including parent volunteers will not be used to 
communicate with parents regarding unpaid meal charges. 42 U.S.C. 1758(b)(6). 
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Notice prior to the account reaching zero is intended to reinforce the requirement that a positive 
balance be maintained in the student meal account. If a student meal account falls into debt, the 
initial focus will be on resuming payments for meals being consumed to stop the growth of the 
debt. The secondary focus will be on restoring the account to routinely having a positive balance. 

 
The District recognizes that unexpected financial hardships occur and will work with parents in 
this circumstance to limit the amount of accumulated debt. To do so, it is essential that parents 
respond to notices and cooperate with district staff efforts. Fairness and equal treatment requires 
that those able to pay, but who fall behind, must promptly bring their students meal account into 
a positive balance. The District's proactive approach is intended to help ensure students have 
healthy meals and that parents do not accumulate significant debt to the school meal program. 

 
Free or Reduced Price Meals 
The District participates in the federally supported program to provide free or reduced-price meals 
to students from families whose economic circumstances make paying for meals difficult. Income 
guidelines for eligibility are based on family size and are updated each year by the USDA. The 
District will ensure parents are informed of the eligibility requirements and application procedures 
for free or reduced cost meals as well as the requirements of this policy. 

 
Parents shall be provided with a copy of this policy and an application for free or reduced cost 
meals annually at the start of the school year through a mailing or in the parents' handbook, upon 
enrollment of a transfer student during the school year, and as a component of all notices sent to 
parents seeking payment to correct a negative balance in the student meal account. The 
communication explaining the availability of the free or reduced-price meals shall include all the 
elements required by federal regulation, 7 C.F.R. 245.5. Each notice shall also identify a member 
of the District staff, with contact information, who is available to answer questions or assist the 
parents with applying for free or reduced-price meals. 
 
As required by the Civil Rights Act of 1964 and USDA guidance, parents with Limited English 
Proficiency ("LEP") will be provided with information on this policy and the free and reduced-
price meal program in a language the parents can understand. The District will utilize USDA and 
community resources to fulfill this requirement. This policy and links to application materials for 
the free or reduced-price meal program will be posted on the school website and made available 
to parents at each school. 
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The District will proactively enroll students found to be categorically eligible into the free or 
reduced-price meal program. The District will seek to enroll eligible students in the free or 
reduced-price meal program upon learning from any source of the student's potential eligibility. 
When parental permission is given and eligibility is established, the District will apply the earliest 
effective date permitted by federal and state law. 

 
The District will provide a copy of this policy and application materials for free or reduced-price 
meals to town welfare offices/human services offices and other local social service agencies who 
may have contact with parents who are confronting layoffs or other financial hardship. 

 
Students Without Cash in Hand or A Positive Account Balance 
Regardless of whether a student has money to pay for a meal or has a negative balance in the 
student meal account, a student requesting a meal shall be provided with a meal from among the 
choices available to all students. The only exception will be where the student's parents have 
provided the District with specific written direction that the student not be provided with a school 
lunch program meal, the student has a meal sent from home, or otherwise has access to an 
appropriate meal. Under no circumstances will a student's selected meal be thrown away because 
of the status of the student's meal account. 
 
It is the parents' responsibility to provide their student with a meal from home or to pay for school 
prepared meals. Therefore, the District's policy is to direct communications to parents about 
student meal debt. When parents chose to provide meals sent from home, it is the parents' 
responsibility to explain to their student the necessity of the student not using the school meal 
program. 

 
Initial efforts to contact parents will be by e-mail or phone. Where the District has not received a 
response from the parents or the parents do not cooperate in resolving negative student meal 
account balances and the student continues to use the school meal program, for students in grade 
seven or higher, the principal or designee may communicate directly with the student in a manner 
that is private and which does not publicly identify or stigmatize the student. Resolution of the 
problem should seek to ensure the student has ongoing access to an appropriate meal. 

 
Should the student's meal account balance fall below zero, a balance statement requesting 
immediate payment shall be sent to parents no less than once each week. 
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If the student's meal account balance debt grows to $15.00 or more a letter demanding immediate 
payment shall be sent by US Mail to the parent or the parent shall be contacted by the Principal or 
designee by phone or in person. Where warranted, the Principal may arrange a payment schedule 
to address current meal consumption and arrearages while the school continues to provide the 
student with meals. 

 
If the student's meal account debt grows to $30.00 or more the parents will be requested to meet 
with the principal. When appropriate, the Principal should explore with the parents whether an 
application for free or reduced cost meals is warranted. Where extenuating circumstances of 
financial hardship exist and the family is not eligible for free or reduced cost meals, the District 
will work with the parents to identify and engage governmental and private charitable resources 
which are available to assist the family. 

 
If a student with a negative balance in his or her meal account seeks to purchase a meal with cash 
or check, the student will be allowed to do so. There is no requirement that the funds be applied 
first to the debt. 

 
Unresolved Debt 
If the Principal determines that the best available information is that the parents are able to pay 
the expenses of the student's meals and the parents decline to cooperate with resolving the debt in 
a timely manner, the Principal shall send a letter to the parents directing them to have their student 
bring meals from home and cease utilizing the school meal program. The student may resume 
using the school meal program when a positive account balance is restored in the student's meal 
account. 

 
If the student continues to use the school meal program, a second letter shall be sent to the parents 
using certified mail, return receipt requested. If parents continue to fail to provide the student with 
a meal sent from home, continue to fail to provide funds for their student to use the school lunch 
program, continue to refuse to cooperate with reasonable requests by District staff to address the 
overdue debt, and the parent is believed to have the ability to pay, the Superintendent may pursue 
payment through civil legal action, including filing a claim in small claims court pursuant to RSA 
Chapter 503. 
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The Superintendent is delegated authority to assess the likelihood that civil action will lead to 
payment, the resources required to pursue collection, and to pursue such action only when doing 
so is in the best interest of the District. The Superintendent shall try to identify non-profit charities 
that are willing to contribute funds to the district to assist in keeping a positive balance in the meal 
account of students whose parents do not qualify for free meals and who due to financial hardship 
are unable to consistently keep the student meal account in a positive balance. If at the end of the 
fiscal year uncollected debt in student meal accounts must, as a last resort to fulfill federal 
requirements, be paid to the school meal program from other District funds, the parents' debt for 
unpaid meal charges shall be owed to the District. 

 
Applying the policy set forth above, the Superintendent shall determine if further collection 
efforts are in the best interest of the District. Any payments collected on debt that has been offset 
with District funds, shall be credited to the District. All debt collection efforts shall comply with 
RSA Chapter 358-C, New Hampshire's Unfair, Deceptive or Unreasonable Collection Practices 
Act. 

 
Staff Enforcement of Policy/Training 
A copy of this policy and refresher training shall be provided annually to all food service and 
school staff responsible for serving student meals or enforcing this policy. New staff with these 
responsibilities shall be provided with a written copy of the policy and training on the policy 
during their initial training or orientation. In accordance with federal requirements, a record shall 
be maintained documenting that new staff receive the policy and training. The record must also 
document that all applicable staff receive a copy of the policy and refresher training annually. 

 
Student with Special Dietary Needs 
Nothing in this policy prohibits providing an appropriate meal to a student with special dietary 
needs such as, but not limited to, diabetes, provided these needs have been documented in a health 
plan, Sec 504, or IEP. If the meal is medically required, and the student has a negative student 
meal account balance, or does not have cash to purchase the meal, the necessary dietary needs will 
be met. 

 
To request meal accommodations for students whose dietary needs qualify them for accommodation 
under law or to file a school meal program complaint with the District, contact the Food Service 
Director at phone number 603-382-6119. 
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To file a program complaint of discrimination with the USDA, complete the USDA Program 
Discrimination Complaint Form, (AD-3027) found online at: 
http://www.ascr.usda.gov/complaint_filing_cust.html and at any USDA office, or write a letter 
addressed to USDA. The letter must contain the complainant's name, address, telephone number, 
and a written description of the alleged discriminatory action in sufficient detail to inform the 
Assistant Secretary of Civil Rights about the nature and date of an alleged civil rights violation 
and provide in the letter all of the information requested in the form. To request a copy of the 
complaint form, call (866) 632-9992.  
 
Submit your completed form or letter to USDA by: 

(1) mail: U.S. Department of Agriculture 

Office of the Assistant Secretary for Civil Rights 1400 

Independence Avenue, SW 

Washington, D.C. 20250-9410; 

(2) fax: (202) 690-7442; or 

(3) email: program.intake@usda.gov. 

This District is an equal opportunity provider. 
 
Nondiscrimination 
It is the District's policy that in the operation of child feeding programs, no child will be 
discriminated against because of race, sex (including gender identity and sexual orientation), 
color, national origin, age, reprisal or retaliation for prior civil rights activity or disability. 7 C.F.R. 
245.5(a)(1)(viii). Students will not be denied meals due to the existence of other unpaid charges 
at the school or for disciplinary reasons. 

 
Assessment for Neglect Reporting 
If a student who has been determined to be ineligible for free or reduced cost meals or whose 
parents have refused to cooperate with filing an application for free or reduced cost meals is 
consistently not provided with meals, either through a meal sent from home or the payment for a 
meal through the school meal program, the Principal will assess whether a report of child neglect 
is warranted to the New Hampshire Department of Health and Human Services, Division for 
Children, Youth, & Families, as required by RSA 169-C:29-31. 
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Legal References 

15 U.S.C. § 1692-1695 federal Fair Debt Collection Practices Act (FDCPA) 42 
U.S.C. 1758(b)(6), Use or disclosure of information 
Civil Rights Act of 1964 & 7 C.F.R. Part 15, Subpart A & B 
2 C.F.R. §200.426 
7 C.F.R §210.09 
7 C.F.R §210.10 
7 C.F.R §210.15 
7 C.F.R. §245.5 
USDA SP 46-2016 - No later than July 1, 2017, all SFA's operating the Federal school 
meal program are required to have a written meal charge policy. 
USDA Guidance SP37-2016: Meaningful Access for Persons with Limited English 
Proficiency (LEP) in the School Meal Programs 
RSA 189:11-a 
RSA 358-C , New Hampshire's Unfair, Deceptive or Unreasonable Collection Practices 
Act; NH Dept. of Education Technical Advisory - Food and Nutrition Programs 
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  SPECIAL EDUCATION EVALUATIONS 

The State and Federal special education laws require that the Timberlane Regional School 
District evaluate children with disabilities who are in need of special education and related 
services. The district evaluates children upon referral for special education and re- 
evaluates educationally disabled children at least once every three years or when 
conditions warrant a re-evaluation. 

The Timberlane Regional School District is committed to ensuring that each child's IEP 
team bases its decision on high quality, reliable and educationally sound special education 
evaluations. As a result, the Timberlane Regional School District has established the 
following list of criteria for all special education evaluations the district conducts, obtains 
or funds. Any deviation from these criteria may occur only with the approval of the 
superintendent or his/her designee. 

1. The evaluation must comply with the relevant provisions of the State and Federal 
Special Education Laws. 

2. The evaluation must be conducted in New Hampshire, by an evaluator whose 
principal office is located in New Hampshire, unless there is no qualified evaluator 
available in New Hampshire. 

3. The evaluator must hold a valid license or certification from the State of New 
Hampshire in the field related to the known or suspected disability. The evaluator 
must have training and experience in evaluation in the area(s) of concern and be 
able to interpret the instructional implications of evaluation results. In instances 
where no "applicable license or certification" exists, the district must be satisfied 
with the evaluator’s training and experience related to the known or suspected 
disability. 

4. All tests administered will be the current version of the test. The test must be 
norm referenced for the individual evaluation appropriate for the age and 
educational level of the child and measure the same cognitive, motoric and 
achievement skills as district tests, and meet the same standards of technical 
adequacy for reliability and validity. 

5. The cost of the evaluation shall not exceed the usual and customary rate for such 
evaluations. If the Timberlane Regional School District agrees to pay for an 
independent evaluation, it will not pay for the evaluation until it receives the 
evaluator's report. 

6. The evaluator must either: a) observe the child in one or more educational 
settings; or b) Contact the child's general education teacher or obtain and review 
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information relative to the child’s functioning and/or progress in the general 
curriculum. In addition, evaluators are encouraged to make additional contacts 
with other involved general and special education teachers and related service 
providers. 

 
7. The evaluator must be permitted to directly communicate and share information 

with members of the IEP team, the district's Special Education Administrator or 
the administrator's designees. The evaluator must also release the assessments 
and results, including any parent and teacher questionnaires, to members of the 
IEP team, the Special Education Administrator or the administrator's designee. 

8. All evaluation reports will include the appropriate standardization and reporting 
methods as designed by the test publishers. 

9. The district shall be entitled to inspect and obtain copies of the evaluator's records 
directly pertaining to the student being evaluated, including any records created 
by third parties. However, those records will not be deemed accessible to any 
school district personnel other than the evaluator, unless and until the district 
exercises its right to inspect or obtain copies of those records from the evaluator. 

Parents have a right to request an independent educational evaluation at school district 
expense when the parent disagrees with the school district's evaluation. The provision for 
independent educational evaluation cannot be invoked by a parent who has refused to 
consent to a district evaluation. 

The Timberlane Regional School District may deny a request for an independent 
educational evaluation at public expense and initiate a due process hearing to demonstrate 
that the district's evaluation was appropriate. 

A parent always has the right to get an independent educational evaluation at his or her 
own expense. The team must consider the results of any independent educational 
evaluation, regardless of who pays for it, if the evaluation meets the district's criteria in 
decisions about the provision of a free and appropriate public education for the child. 

Law Reference: 
Part Ed 1107 Evaluation and 34 CFR 300,301-34 CFR 300.311, relative to evaluations. 
Ed 1107.03 and 34 CFR 300.502, relative to independent educational evaluations. 
 

 
 A. Statement of Policy.  

 
State and Federal special education laws require that the District, as the local educational agency 
(“LEA”), shall find, identify, and evaluate all children suspected to be children with disabilities. 
The District is committed to ensuring that each child’s IEP team bases its decisions on high 
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quality, reliable, and educationally sound special education evaluations. The availability, steps, 
timelines, and other procedures for requesting, initiating a referral, or conducting an educational 
evaluation relative to a determination of whether a child is a child with a disability, are as set forth 
in the New Hampshire Department of Education Special Education Procedural Safeguards 
Handbook, a current copy of which may be obtained from the Director of Special Education or 
from the New Hampshire Department of Education. This policy establishes the criteria for those 
evaluations. 

 
B. Evaluation Criteria.  

 
To assure high quality, reliable, and educationally sound evaluations, and consistency among those 
evaluations, the District has established the following list of criteria for all special education 
evaluations the district conducts, all evaluations the District asks outside contractors to conduct, 
and all individual educational evaluations (“IEE”) parents expect the District to review, consider 
and/or fund. 

 
1. Evaluation Criteria Waiver: Unique circumstances may justify deviation or waiver, in 

whole or in part, from these criteria. If a parent or district staff member is aware of such 
unique circumstances, they should inform the student’s special education teacher, building 
LEA or district special education administrator immediately. The District’s Director of 
Special Education is authorized to grant a waiver.  

 
2. Evaluator Credentials:  

 
a. The evaluation must be conducted in New Hampshire, by an evaluator whose principal 

office is located in New Hampshire or in a state that is contiguous to New Hampshire, 
unless there is no qualified evaluator in New Hampshire or its contiguous states.  

b. The evaluator must hold a valid license or certification from the State of New Hampshire 
in the field related to the known or suspected disability. The evaluator must have 
extensive training and experience in evaluation in the area(s) of concern and be able to 
interpret the instructional implications of evaluation results. In instances where no 
“applicable license or certification” exists, the District must be satisfied that the evaluator 
has extensive training and experience related to the known or suspected disability.  

 
3. Test Protocol Requirement: All tests administered shall be the current version of the test. 

The test must be norm-referenced for the individual evaluation appropriate for the age and 
educational level of the child and measure the same skills, and meet the same standards of 
technical adequacy for reliability and validity.  
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4. Student Educational Record Review: The evaluator must review educational records 
located in the student’s local public school and other relevant educational records.  

 
5. Communications and Shared Information Between Evaluator and District: The 

evaluator must be permitted to directly communicate with and is required to provide 
information to members of the IEP team, and to the Director of Special Education or 
designees. The evaluator should have access to current evaluation and current IEP if 
applicable.  

 
The evaluator is required to release the assessments and results, including any parent and 
teacher questionnaires, to members of the IEP team, and to the Director of Special 
Education or their designees.  

 
Additionally, the District shall be entitled to inspect and obtain copies of the evaluator’s 
records, including any records created by third parties. However, for purposes of the 
federal Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. § 
1232g(a)(4)(B)(i), records will not be deemed accessible to any school district personnel 
other than the evaluator, unless and until the district exercises its right to inspect or obtain 
copies of those records from the evaluator.  

 
Accordingly, parents/guardians must authorize a release of information to allow for the 
sharing of such information as well as the records indicated in paragraph B.4.  

 
6. Student Observation: In the absence of a contrary determination by the child’s IEP team, 

the evaluator must either: a) observe the child in one or more educational settings; or b) 
make at least one contact with the child’s general education teacher for the purpose of 
determining how the student is progressing in the general curriculum. In addition, 
evaluators are encouraged to make additional contacts with other involved general and 
special education teachers and related service providers. 

 
 
 



IK
FC

 –
 A

L
T

E
R

N
A

T
IV

E
 D

IP
L

O
M

A
 F

O
R

 S
T

U
D

E
N

T
S 

W
IT

H
 C

O
G

N
IT

IV
E

 D
IS

A
B

IL
IT

IE
S 

  
 

Timberlane Regional School District 
 

Policy Code: IKFC 

 
Adopted:  
 

 
Page 1 of 2 

 
 

ALTERNATIVE DIPLOMA FOR STUDENTS  
WITH COGNITIVE DISABILITIES  

 
 
A. PURPOSE.  
 

The purpose of this policy is to meet the requirements of the federal Every Student Succeeds 
Act ("ESSA") to establish and allow the awarding of a District Alternate Diploma to certain 
students with the most significant cognitive disabilities.  

 
B. INTRODUCTION.  
 

Under ESSA, states may adopt alternate content standards and alternate assessments for 
students with the most significant cognitive disabilities. In states that have adopted such 
alterative content standards, ESSA allows local school boards to adopt polices allowing certain 
students with significant cognitive disabilities the ability to earn an Alternate Diploma based on 
the alternative content standards. An Alternate Diploma provides students who may have 
ordinarily earned certificates of attendance, or completion under New Hampshire 
Administrative Rule Ed 306.27(q), with the option to earn a diploma. New Hampshire has 
adopted Dynamic Learning Maps (DLM) as an alternate assessment tool. The DLM assessment 
measures yearly student progress, and provides independent standards which align with the NH 
Statewide Assessment. Accordingly, this policy authorizes the District to award an Alternate 
Diploma in accordance with the below requirements and conditions.  

 
C. ELIGIBILITY.  
 

Consistent with ESSA, the Alternate Diploma may be awarded to students  
who:  

1. Have significant cognitive disabilities; 
 
2. Have a current Individualized Education Program ("IEP"); and  
 
3. Participate in the state authorized alternate assessment (currently DLM).  
 

The Alternate Diploma is NOT available to students without IEP's, including students with 
Section 504 plans.  
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D. DETERMINATION OF AWARD.  
 

The determination to award the Alternate Diploma is the responsibility of the student's IEP 
team, including the student's parent(s)/guardian(s). The IEP team's consideration of the 
appropriateness of an Alternate Diploma should be included in transition planning beginning 
at age sixteen (16). Details of this decision shall be included in the student's IEP transition plan 
in accordance with Ed 1109.03.  

 
E. TIME OF AWARD.  
 

The student may choose (individually or through the IEP team) to receive the Alternate 
Diploma at one (1) of three (3) times:  
 

1. At graduation with common age peers;  
 
2. At the conclusion of the student's IEP; or  
 
3. Upon reaching age twenty-two (22). If the student participates in the traditional 

graduation ceremony, the student will be included in the graduation program with no 
difference in listing from his/her peers awarded a regular diploma.  

 
F. EFFECT OF AWARD AND CONTINUED ELIGIBILITY.  
 

1. Under 34 CFR 300.102 (a)(3), the awarding of any document other than regular high school 
diploma shall not terminate a child's eligibility for a free and appropriate public education 
("FAPE"). Accordingly, earning an Alternate Diploma does not end a student's eligibility 
for special education services. Rather, students who have earned the Alternate Diploma, and 
are otherwise eligible for special education services, may continue to receive such services 
and may continue working towards meeting the requirements for the regular high school 
diploma.  

 
2. Alternate Diplomas awarded under this policy are counted in the state graduation rate,  
 while certificates of attendance or equivalency are not.  

 
G. IMPLEMENTATION.  
 

The Superintendent, with the assistance of the Director of Special Education is directed to 
establish and make available procedures and administrative rules to implement this policy. 



 
 

 

 
 

EXECUTIVE SUMMARY – Proposal Recommendation 
June 20, 2024 

Building Automation/HVAC Controls Maintenance Agreement 
 
Control Technologies Inc, (CTI), has been a valued partner in maintaining the Timberlane Regional School 
District’s HVAC Controls for as far back as 2006 from the documentation I have found. In addition to this 
CTI has been an integral partner in the upgrade of our HVAC systems over the past 2 years as we move 
forward with our HVAC upgrades throughout the district. Ongoing upgrades of the HVAC Controls and 
preventive maintenance of these systems is imperative. 
 
This Proposal was for a 3-year agreement with the options for 2 additional single year extensions if both 
parties agree to the extensions. 
 
One Vendor attended the mandatory walkthrough and subsequently submitted a proposal: 

• Control Technologies 
o Annual Costs: 

 Atkinson $5,335.00 
 Danville $9,835.00 
 Pollard $3,425.00 
 Sandown North $4,827.00 
 Sandown Central $4,612.00 
 PAC $4,297.00 
 TRHS $12,470.00 
 TRMS $12,937.00 

o Total Base Bid $57,198.00 per year 
• Add Alternate to install a N4 Tridium Jace Controller at Pollard to allow remote access and 

monitoring of the Pollard School HVAC Systems $26,500 
 
It is recommended to approve the Base Bid and the add alternate for a total one time cost of $83,698.00 with 
continued annual cost of $57,198 for 2 additional years with the option to continue for 2 additional one year 
options, with agreement from both parties. 

Respectfully Submitted, 

Karl Ingoldsby CEFP, CSFS, CBO 





















 
 

 

 
 

EXECUTIVE SUMMARY – Proposal Recommendation 
June 20, 2024 

Cabinetry Upgrades/Replacement: 
 
As part of the Capital Improvement Committee Recommendation, cabinetry replacement in some of the 
schools has been requested due to the condition and functionality of the existing cabinets.  
 
One vendor attended the walkthrough, and subsequently submitted a proposal: 

• Hertz Furniture Systems, LLC 
o Danville Classrooms, Teacher’s Workroom OT/PT Room, and Music Room $25,246.69 
o Danville Installation $13,001.74 
o Timberlane Regional Middle School Family and Consumer Science Classroom $36,287.68 
o Middle School Installation $7,407.00 

 Total Base Bid $81,943.11 
o Add Alternate to replace Stand Alone Cabinets in FaCS Classroom $16,626.16 

 Total with Add Alternate $98,569.27 
 
The recommendation would be to approve Hertz Furniture Systems, LLC for $98,569.27. 

Respectfully Submitted, 

Karl Ingoldsby CEFP, CSFS, CBO 



















































 
 

 

 
 

EXECUTIVE SUMMARY – Proposal Recommendation 
June 20, 2024 

Varsity Softball Maintenance: 
 
The Varsity Softball Field has a few issues in need of being addressed including improper drainage/pitch 
causing extended periods that the field cannot be used after rainstorms, and a defined lip on the edge of the 
infield. There is an over abundance of organic material on the infield skin as well allowing weeds and grass 
to grow readily. 
 
As part of a regular maintenance program, it is being recommended that high quality material be added, and 
laser graded to allow proper drainage as well as a well defined edge to be cut along the outfield edge and 
sod installation to make up any areas that have been cut out. 
 
Three vendors attended the walkthrough and subsequently submitted proposals: 

• RAD Sports $35,365 
• Sports Turf Specialties $25,140 
• Mission Turf LLC $41,000 

 
The recommendation is to move forward with Sports Turf Specialties for $25,140.00 

Respectfully Submitted, 

Karl Ingoldsby CEFP, CSFS, CBO 
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 Job Postings

JobId Category Position Type Additional Title Location Date Posted Closing Date Date Available For Fiscal Year Time To Fill AppCount

4923 Administration Assistant Principal Assistant Principal cc1048 Timberlane Regional High School 6/7/2024 Open until filled 7/1/2024 2024-2025 7 10
4894 Administration Assistant Principal Assistant Principal/Curriculum Coordinator cc4Atkinson Academy 5/15/2024 Open until filled 7/1/2024 2024-2025 30 32

4916 Coordinators Child Find Coordinator Child Find Coordinator The Learning Center at Sandown Central 6/3/2024 Open until filled 8/28/2024 2024-2025 11 3

4905 Elementary School Teaching Kindergarten AM Kindergarten Teacher cc2389 Danville Elementary 5/17/2024 Open until filled 8/28/2024 2024-2025 28 8
4929 Elementary School Teaching Kindergarten Anticipated Kindergarten Teacher cc466 The Learning Center at Sandown Central 6/11/2024 Open until filled 8/28/2024 2024-2025 3 2
4911 Elementary School Teaching Primary - Grades 1, 2, 3 Elementary Classroom Teacher - Grade 1 cc152Atkinson Academy 5/21/2024 Open until filled 8/28/2024 2024-2025 24 26
4847 Elementary School Teaching Primary - Grades 1, 2, 3 Elementary Classroom Teacher - Grade 3 cc149Atkinson Academy 3/29/2024 Open until filled 8/28/2024 2024-2025 77 48
4881 Elementary School Teaching Primary - Grades 1, 2, 3 Elementary Classroom Teacher - Grade 3 cc436Pollard School 5/3/2024 Open until filled 8/28/2024 2024-2025 42 31
4889 Elementary School Teaching Primary - Grades 1, 2, 3 Elementary Classroom Teacher - Grade 3 cc474Pollard School 5/13/2024 Open until filled 8/28/2024 2024-2025 32 17
4907 Elementary School Teaching Intermediate - Grades 4, 5 Teacher Elementary Classroom Teacher - Grade 4 cc976Sandown North 5/20/2024 Open until filled 8/28/2024 2024-2025 25 16
4890 Elementary School Teaching Intermediate - Grades 4, 5 Teacher Elementary Classroom Teacher - Grade 5 cc156Pollard School 5/13/2024 Open until filled 8/28/2024 2024-2025 32 13
4888 Elementary School Teaching Intermediate - Grades 4, 5 Teacher Elementary Classroom Teacher - Grade 5 cc381Danville Elementary 5/13/2024 Open until filled 8/28/2024 2024-2025 32 12
4886 Elementary School Teaching Intermediate - Grades 4, 5 Teacher Elementary Teacher - Grade 5 cc1716 Pollard School 5/10/2024 Open until filled 8/28/2024 2024-2025 35 12
4899 Elementary School Teaching ESOL Teacher Half Time ESOL Teacher - Elementary cc464 Timberlane Regional School District 5/16/2024 Open until filled 8/28/2024 2024-2025 29 3
4920 Elementary School Teaching Kindergarten Kindergarten Teacher cc2320 The Learning Center at Sandown Central 6/5/2024 Open until filled 8/28/2024 2024-2025 9 11

4883 High School Teaching Industrial-Technology Education Engineering Teacher cc2116 Timberlane Regional High School 5/10/2024 Open until filled 8/28/2024 2024-2025 35 0
4882 High School Teaching World Language - French Part Time French Teacher cc1556 Timberlane Regional High School 5/7/2024 Open until filled 8/28/2024 2024-2025 38 2

4918 Middle School Teaching Computer Computer Technology Teacher cc2319 Timberlane Regional Middle School 6/4/2024 Open until filled 8/28/2024 2024-2025 10 0

4879 SAU Administrators Executive Director of Operations & Special Proj Executive Director of Operations and Special Pr  SAU 106 Timberlane Regional District office 5/2/2024 Open until filled 7/1/2024 2024-2025 43 16

4862 Special Education Behavior Specialist BCBA/Behavior Specialist cc2574 Timberlane Regional School District 4/8/2024 Open until filled 8/28/2024 2024-2025 67 2
4928 Special Education Certified Occupational Therapist Asst. Certified Occupational Therapy Assistant (COTA  Sandown North 6/11/2024 Open until filled 8/28/2024 2024-2025 3 1
4344 Special Education Psychologist School Psychologist - Part Time .6 Position cc 1 Timberlane Regional School District 5/19/2022 open until filled as soon as possible 2023-2024 757 6
4850 Special Education Psychologist School Psychologist cc 1422 Atkinson Academy 3/29/2024 Open until filled 8/28/2024 2024-2025 77 0
4800 Special Education Psychologist School Psychologist cc1708 Timberlane Regional High School 1/26/2024 Open until filled 8/28/2024 2024-2025 140 1
4849 Special Education Psychologist School Psychologist cc2145 Sandown North 3/29/2024 Open until filled 8/28/2024 2024-2025 77 0
4852 Special Education Speech and Language Pathologist Spech Language Pathologist cc2242 Sandown North 3/29/2024 Open until filled 8/28/2024 2024-2025 77 1
4895 Special Education Special Education Facilitator Special Education Facilitator cc1148 Danville Elementary 5/15/2024 Open until filled 8/28/2024 2024-2025 30 5
4896 Special Education Special Education Facilitator Special Education Facilitator cc2166 Pollard School 5/15/2024 Open until filled 8/28/2024 2024-2025 30 4
4897 Special Education Special Education Facilitator Special Education Facilitator cc2606 Sandown North 5/15/2024 Open until filled 8/28/2024 2024-2025 30 2
4900 Special Education Special Education Facilitator Special Education Facilitator cc2721 Timberlane Regional Middle School 5/16/2024 Open until filled 5/16/2024 2024-2025 29 1
4904 Special Education Special Education Teacher Special Education Teacher - Intensive Needs ccTimberlane Regional High School 5/16/2024 Open until filled 8/28/2024 2024-2025 29 2
4644 Special Education Special Education Teacher Special Education Teacher cc1105 Danville Elementary 9/19/2023 Open until filled as soon as possible 2023-2024 269 20
4921 Special Education Special Education Teacher Special Education Teacher cc1295 Timberlane Regional High School 6/7/2024 Open until filled 8/28/2024 2024-2025 7 0
4926 Special Education Special Education Teacher Special Education Teacher cc196 Atkinson Academy 6/10/2024 Open until filled 8/28/2024 2024-2025 4 0
4925 Special Education Special Education Teacher Special Education Teacher cc2376 Pollard School 6/10/2024 Open until filled 8/28/2024 2024-2025 4 0
4924 Special Education Special Education Teacher Special Education Teacher cc286 The Learning Center at Sandown Central 6/10/2024 Open until filled 8/28/2024 2024-2025 4 0
4794 Special Education Special Education Teacher Special Education Teacher/Case Manager cc96 Sandown North 1/19/2024 Open until filled 8/15/2024 2024-2025 147 11
4909 Special Education Speech and Language Asst. Speech Language Assistant cc2585 Atkinson Academy 5/20/2024 Open until filled 8/28/2024 2024-2025 25 1
4856 Special Education Speech and Language Pathologist Speech Language Pathologist cc 1316 Timberlane Regional School District 3/29/2024 Open until filled 8/21/2024 2024-2025 77 1
4851 Special Education Speech and Language Pathologist Speech Language Pathologist cc 212 Pollard School 3/29/2024 Open until filled 8/21/2024 2024-2025 77 1
4855 Special Education Speech and Language Pathologist Speech Language Pathologist cc 747 Pollard School 3/29/2024 Open until filled 8/21/2024 2024-2025 77 1
4853 Special Education Speech and Language Pathologist Speech Language Pathologist cc2218 Timberlane Regional High School 3/29/2024 Open until filled 8/21/2024 2024-2025 77 1
4673 Special Education Speech and Language Pathologist Speech Language Pathologist cc885 Sandown North 6/12/2023 2023-2024 368 2

4799 Student Services School Nurse Floating School Nurse cc2396 Pollard School 1/26/2024 Open until filled 4/5/2024 2023-2024 140 8

Special Education

Student Services

Middle School Teaching

SAU Administrators

Administration

Coordinators

Elementary School Teaching

High School Teaching
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 Job Postings

4902 Student Services School Counselor School Counselor cc424 Timberlane Regional Middle School 5/16/2024 Open until filled 8/28/2024 2024-2025 29 8
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