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3000

Business

Concept and Roles in Business and Non-Instructional Operations

The Board of Education recognizes that finances and financial management are critical to the support of

the whole school program. To make that support as effective as possible, the Board of Education shall:

1.
Encourage advance planning through the best possible budget procedures.

2.
Explore all practical sources of financial support.

3.
Guide the expenditure of funds so as to extract the greatest educational returns.

4.
Establish top-quality accounting and reporting procedures.

5.
Maintain the level of unit expenditure needed to provide high quality education within the ability of the community to pay.

Non-Instructional Operations

The operation and maintenance of school plant and equipment shall set high standards of safety, to promote the health of students and staff, to reflect prudent management of available resources and to support environmentally the efforts of the staff to provide a good education.

Policy adopted:  September 9, 1991


      
               BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut

3100

Business 

Budget/Budgeting System

Planning

Prior to the first business meeting in January of each year, the Superintendent shall have formulated a tentative budget for the following year. In the preparation of this tentative budget, the Superintendent shall, to the extend feasible, confer with employed personnel so as to make the tentative budget as nearly 

as possible an expression of the interests of all concerned.

The Superintendent shall submit the tentative budget to the Board of Education at its first business meeting in January.

The Board shall present the budget to the Board of finance by March 1st. The budget will then follow the guidelines established by statute.

Legal Reference:
Connecticut General Statutes.





10-51 Fiscal Year. Budget Payments by members’ towns. (regional school 





districts).





10-222 Appropriations and budget.

Policy adopted:  September 9, 1991

       
     
      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3110

Business 

Fiscal Year

The fiscal and school year commence July 1 and end June 30.

Legal Reference:
Connecticut General Statutes.





10-259 Fiscal and school year defined.

Regulation approved: September 9, 1991

                  BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3113

Business

Setting Budget Priorities

Before adopting the budget, the Bethany Board of Education shall study the school program in relation to the present and future needs of the students and the community and establish budget priorities for the fiscal year. To make the budget a comprehensive reflection of the financial needs of the school program, steps shall be taken to involve the certified, non-certified, non-union, and administrative staff in its development.

The Board of Education will, on an annual basis, establish and approve budget guidelines and priorities. 

In preparing the budget the administration shall keep in mind the following:

1.
Staff for current programs.

2.
Instructional supplies and equipment for current programs. 

3.
Maintenance of facilities.

4.
New staff to improve current programs.

5.
Equipment and supplies to improve current programs.

6.
Staff, instructional supplies and equipment for new programs.

Legal Reference:
Connecticut General Statutes 





10-222 Appropriations and budget.

Policy adopted: September 9, 1991



      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3150

Business

Adoption of Budget

The Bethany Board of Education will present an itemized estimated cost for the operation of the public schools to the fiscal authority not later than two months preceding the annual meeting at which appropriations are to be made. The estimated cost of operating Bethany Community School for the ensuing year shall be the final budget for the school, modified, if necessary, by any difference in the amount requested by the Board of Education and the amount appropriated by the town for the operation of the school system.

Legal Reference:
Connecticut General Statutes





10-51 Regional schools budget.





10-222 Appropriations and budget.

Policy adopted:  September 9, 1991



      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3160

Business

Transfer of Funds between Categories; Amendments

The Board of Education looks to the Central Office Administration to inform it of potential line item over-expenditures in each school year budget. All transfers of funds between accounts of the budget shall be in harmony with the law and shall be recommended by the Superintendent.

This communication should promote a positive relationship between the Administration, Board of Education and Town Board(s) on how moneys are effectively being spent.

The Board of Education may transfer appropriate amounts from those categories in which a surplus is anticipated into those in which a deficit is anticipated as permitted by law.  Expenditures in each fiscal year shall not exceed the appropriation made by the fiscal authority combined with such money as may be received from other sources for school purposes.

The Board authorizes the Superintendent or his/her designee to transfer funds from any line items in an amount less than $10,000 under emergency conditions if the urgent need for such transfer prevents the Board from meeting in a timely fashion to consider such transfer. All transfers made in such instances shall be announced at the next regularly scheduled meeting of the Board.

Legal Reference:
Connecticut General Statutes





10-222 Appropriations and budget. (as amended by PA 98-141)

Policy adopted:  September 9, 1991

Policy revised:  September 9, 1998

          


               BETHANY PUBLIC SCHOOLS






 Bethany, Connecticut
3160

Business

Transfer of Funds between Categories; Amendments

1.
The Central Office Administration will alert the Board of Education prior to any line item accounts that will be over-expended.

a. This will be accomplished by first alerting the Board of Education Budget Committee Chairperson.

b. Board of Education members, at the earliest meeting, would be alerted through the Chairperson of the Budget Committee. Reasons for the pending over-expenditure would then be forth coming.

c. The Budget Chairperson would then recommend to the Board as to where funds could be transferred to handle this over-expenditure.


d.
Any line item transfers will require full Board approval.

Legal Reference:
Connecticut General Statutes





10-222 Appropriations and budget. (as amended by PA 98-141)

Regulation approved: September 9, 1998


      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3170

Business

Spending Plan

The budget shall be considered as a controlled spending plan for the ensuing year. The Superintendent of Schools is hereby authorized to make expenditures and commitments in accordance with, and in harmony with, the specific regulations of the Board and administrative plans approved by the Board. This same procedure shall be followed with respect to expenditures provided for by special Board action.

Policy adopted: September 9, 1991



      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3240

Business

Tuition Fees

The Bethany Board of Education may permit students from other school districts to attend the Bethany Community School when in the judgment of the Superintendent of Schools; such attendance will not adversely affect the educational program. The students or their sending district shall pay a tuition fee to be established annually by the Board of Education. The tuition fee may be adjusted as changes in costs indicate unless a multiple year agreement to provide educational facilities is entered into with another Board of Education.

Legal Reference:
Connecticut General Statutes





10-33 Tuition in towns in which no high school is maintained.





10-35 Notice of discontinuance of high school service to nonresidents.





10-55 Pupils to attend regional school.





10-220 Duties of boards of education.





10-253 School privileges for children in certain placements, nonresident 





children and children in temporary shelters.





10-266 Reimbursement for education of pupils residing in state property.

Policy adopted: September 9, 1991



      BETHANY PUBLIC SCHOOLS 











Bethany, Connecticut
3250

Business

Materials/Services Fees, Charges

In line with the responsibility of the State to provide a free public school education, the Bethany Board of Education will provide all instructional equipment, books and materials which, in the judgment of the Board of Education, are necessary to maintaining the instructional program, subject to reasonable rules concerning their care and use.

Copies of Records

Any person who applies in writing will receive a plain or certified copy of any public record, which is not otherwise exempt from public disclosure under State law. (cf. 9330 Board/School District Records) A fee not to exceed .25 cents per page will be charged for any requested copies.

Legal Reference:
Connecticut General Statutes





1-15 Application for copies of public records. 





10-221 Boards of education to prescribe rules. 





10-228a Free textbook loans to pupils attending nonpublic schools. 





10-22 Free textbooks, supplies, material and equipment.





10-229 Change of textbooks.

Policy adopted: September 9, 1991



      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3250

Business

Materials Fees

In accord with Bethany Board of Education policy, no fees, deposits or other charges not specifically authorized bylaw shall be charged students for books, supplementary materials, supplies or use of school equipment such as musical instruments, or for admission to any recognized school function including athletic contests, plays, musical events, and the like. However, students will be charged for damaged or lost textbooks, library materials and other educational materials.

The Principal is responsible, in cooperation with teachers, and other instructional personnel, for planning and requesting budgetary provision for all materials and activities recognized as part of the total school program.

Legal Reference:
Connecticut General Statutes





1-15 Application for copies of public records. 





10-221 Boards of education to prescribe rules. 





10-228 Free textbooks, supplies, material and equipment.





10-228a Free textbook loans to pupils attending nonpublic schools. 





10-229g Change of textbooks.

Regulation approved:  September 9, 1991


      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3260

Business

Sales & Disposal of Books, Equipment & Supplies

Disposition of Outdated Books

When equipment, books and materials become worn out, obsolete, surplus, or otherwise unusable in the schools, the Superintendent may authorize their disposal in a manner to the district's best advantage. 

Any proceeds from disposition of equipment or supplies shall be deposited in the town general fund. Money received from lost or stolen equipment will go into the education fund.

The Board of Education may, upon recommendation of the Superintendent of Schools, authorize the disbursement or destruction of outdated textbooks, which are no longer useful to the educational program, provided that such books are a minimum of ten years old and have been determined obsolete by the professional administrative staff.

When books are sold either to used book vendors or shredders, this money must be returned to the town 

general fund. If and when such books are given to the PTO, the PTO may dispose of them as they wish. 

Any monies received there from can be retained in the PTO account.

Legal Reference:
Connecticut General Statutes





10-220 Duties of boards of education. 





10-240 Control of schools.





10-241 Powers of school districts.

Policy adopted: September 9, 1991



      BETHANY PUBLIC SCHOOLS 












Bethany, Connecticut
3280

Business

Gifts, Grants and Bequests

The Bethany Board of Education may accept on behalf of and for the school district any bequest or gift of money or property for a purpose deemed by the Board of Education to be suitable, and to utilize such money or property so designated.

The Superintendent of Schools shall set up criteria to be met in the acceptance of gifts, and the procedure for examining and evaluating offers of gifts to the district.

All gifts shall be accepted for the school district at the discretion of the Superintendent.

Legal Reference:
Connecticut General Statutes 





7-194 Powers.





10-9 Bequests for educational purposes.

Policy adopted:  September 9, 1991



      BETHANY PUBLIC SCHOOLS 


Bethany, Connecticut
3280

Business


Gifts, Grants and Bequests

Any gift presented to the school district must be accompanied by a letter from the donor identifying the subject and purpose of the gift and any restrictions that may apply for official action and recognition by the Board of Education.

To be accepted, a gift must satisfy the following criteria:

1.
Have a purpose consistent with those of the school district.

2.
Be offered by a donor acceptable to the Board of Education.

3.
Will not add to staff load.

4.
Will not begin a program which the Board of Education would be unwilling to take over when the 


gift or grant funds are exhausted.

5.
Would not bring undesirable or hidden costs to the school district.

6.
Will place no restrictions on the school program.

7.
Will not be inappropriate or harmful to the best education of students.

8.
Will not imply endorsement of any business or product.

9.
Will not be in conflict with any provision of the school code or public law.

All gifts, grants and bequests shall become school district property.

A letter of appreciation signed by the chairperson of the Board of Education and by the Superintendent of Schools shall be sent to a donor.

Any gift rejected by the Board of Education shall be returned to the donor or the donor's estate within 

60 days, with a statement indicating the reason for rejection of such gift.

Regulation approved: September 9, 1991


      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3313

Business

Relations with Vendors

The Board of Education wishes to maintain good working relations with vendors who supply materials, 

supplies and services to the school system. Constructive efforts by the administration to seek the advice 

and counsel of vendors about how to improve such relationships are encouraged.

Policy adopted: September 9, 1991



      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3313

Business

Relations with Vendors

Purchasing personnel shall promptly acknowledge inquiries from suppliers' representatives. The district shall not extend favoritism to any vendors.  Each order shall be placed on the basis of quality, price, and delivery with past service being a factor if all other considerations are equal.

The school shall not solicit funds or materials from vendors. No purchase will be made from an employee of the school district, or from a member of the immediate household of an employee of the school district.

No purchase, except for public utilities, will be made from a member of the Board of Education, or from a member of a Board member's immediate household, nor from any enterprise in which the Board member holds a substantial interest.

No employee shall endorse any product of any type or kind in such manner as will identify him/her in any way as an employee of the district.

The purchasing personnel should visit suppliers' places of business whenever possible to acquaint themselves with the product lines carried and with the vendors' ability to serve the district.

Regulation approved: September 9, 1991


      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3313.1

Business

Local Purchasing

As a public agency the Bethany Board of Education is aware of its responsibility to spend its funds so as to obtain the greatest possible educational value for every dollar spent. Therefore, even though the Board will make its purchases locally whenever bids and prices are fully comparable with those of outside bidders, the lowest bid and the lowest price for goods and services will be accepted.

Policy adopted: September 9, 1991



      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3320

Business

Purchasing Procedures
The procurement function is one of the major business responsibilities of the Bethany Board of Education.

The duties of purchasing for the Board of Education shall be centralized under the Superintendent or designee.

The Superintendent or designee who has been approved by Board of Education shall conduct all purchase transactions for the district.

The Superintendent or designee shall be familiar with and perform all purchasing activities within the limitations prescribed by law, legal opinions, and in accordance with Board of Education policies.

Four fundamental functions for the purchasing personnel are as follows:

1.
Buy the proper product for the purpose required.

2.
Have the product available when needed.

3.
Buy the proper amount of the product.

4.
Pay the proper price.

Every transaction involving the transfer of property shall be by purchase order or formal contract.

Purchase orders and other purchase obligations shall be signed by the Superintendent or designee.

Specifications governing materials are a joint responsibility of the central office.  In the procurement of materials, the Superintendent or designee shall ensure that all materials procured will meet the needs of the educational program.

Policy adopted: September 9, 1991



      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3321

Business


Requesting Goods and Services (Requisitions)

Requisitions for budgeted items shall originate from the personnel directly responsible for their use. The Superintendent of Schools shall arrange appropriate administrative review channels in which all requisitions will be examined and approved prior to purchase.

The Superintendent or designee shall receive and process requisitions in a manner most beneficial to the 

overall purposes of the school.

Policy adopted: September 9, 1991

 

      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut

3323

Business

Soliciting Prices (Bids and Quotations)

Regulations Relative to the Bidding Activity

1.
The purchasing personnel shall periodically estimate requirements of standard items or classes of items and make quantity purchases, thereby effecting economies. Whenever storage facilities or other conditions make it impractical to receive an entire order at one time, the total quantity should be bid and staggered delivery dates made a part of the bid specifications, or estimated quantities bid with deliveries to be made as requested.

2.
Bids will be solicited for items or purchases over $5,000 in value.

3.
Bid instructions and specifications should be clear and complete, setting forth all necessary 
conditions conducive to competitive bidding.

4.
The purchasing personnel shall seek bids from those sources able to offer the best prices, 
consistent with quality, delivery, and service.

5.
The bids shall be opened in public at the prescribed time and place and tabulated for review.  Whether or not bid opening occurs exactly at the time advertised, no bids may be accepted after said advertised time.

6.
After the bids have been opened and tabulated, they will be available for those interested to copy or examine.  They shall not, however, be removed from the purchasing office.

Regulation approved: September 9, 1991


      BETHANY PUBLIC SCHOOLS 









Bethany, Connecticut

3324.1

Business 

Contracts

All contracts between the district and outside agencies shall conform to prescribed standards as required by law.

All contracts between the district and outside agencies shall be prepared under the supervision of the Superintendent or designee, and where appropriate, subject to approval of the legal adviser to the district.

Affirmative Action

The school district shall not enter into any contract with a person, agency, or organization if it has knowledge that such person, agency or organization discriminates on the basis of race, color, religious creed, age, marital status, national origin, sex, or physical handicap or disability, either in employment practices or in the provision of benefits or services to students or employees.

Legal Reference:
Title VII, Civil Rights Act, 42 U.S.C. 2000e et seq., as amended by Title IX, Equal Employment Opportunity Act.

Title IX of the Education Amendments of 1972 (Higher Education Act), 42 U.S.C. 1134n et seq.

Regulation approved: September 9, 1991


      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3326

Business

Paying for Goods and Services

The Board of Education shall not enter into a contract or pay a bill until it has been authorized at a regularly called meeting.

The Board of Education will authorize payment for goods and services under the following conditions:

1.
Contracted for within budgetary limits.

2.
Purchased according to relevant purchasing policies and regulations.

3.
Certified by the purchasing agent or school business manager as having been received in acceptable condition.

Legal Reference:
Connecticut General Statutes





10-248 Payment of school expenses.

Policy adopted: September 9, 1991



      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3420

Business

Classification of Expenditures

Proposed expenditures shall be budgeted under, and actual expenditures shall be charged against, those categories, which most accurately describe the purposes for which such monies are to be, or have been spent. Wherever appropriate and practicable, salaries or individual employees, expenditures for single pieces of equipment, and the like, shall be prorated under the several categories which most accurately describe the purposes for which such monies are to be, or have been, spent.

Policy adopted: September 9, 1991



      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut

3432 

3433

Business

Budget & Expense Report/Annual Financial Statement

The Superintendent of Schools shall submit to the Board of Education a monthly report of disbursements and budget balances at the regular meeting each month, and shall submit an annual report covering the preceding school year, which will be published in the Town Report.

Legal Reference:
Connecticut General Statutes





10-222  Appropriations and budget.

Policy adopted: September 9, 1991



      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut

3434

Business

Periodic Audit

An audit of all accounts of the school district shall be provided for by the municipality in conjunction with the audit of the municipality's accounts and shall be made annually by an independent public accountant selected by the town of Bethany and approved by the secretary of the Office of Policy and Management. Approval by the Office of Policy and Management is not required if the accountant conducted the audit in the previous year.

The audit shall include all funds of the district, including the student body and cafeteria funds and accounts, and any other funds under the control or jurisdiction of the Board of Education, or pursuant to a joint powers agreement. The audit shall identify all expenditures by source of funds, and shall contain (1) a statement that the audit was conducted pursuant to standards and procedures approved by the state of Connecticut and (2) a summary of audit exceptions and management recommendations.

The annual audit shall be placed on the agenda of the Board of Education at a regularly scheduled public meeting and shall be reviewed by the Board of Education.

Legal Reference:
Connecticut General Statutes 





7-392 Making of audits.





7-393 Working papers of accountant; preservation for inspection. 





10-260a Auditing of state grants for public education.

Policy adopted: September 9, 1991



      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3440

Business 

Inventories

Equipment

An inventory of equipment shall be maintained. All items whose current value exceeds $200 shall be included in the inventory, with the exception of equipment permanently fixed in a building such as heaters or lockers. The equipment inventory shall serve both the functions of control and conservation. The inventory shall include at least the description, name, date of acquisition, identification numbers, original cost, and location of use of all items. A record of the date and mode of disposal of all equipment removed from the inventory shall also be kept.

Supplies

An inventory of supplies which are stored shall be maintained for the instructional, cafeteria, maintenance, and operations personnel. A physical inventory shall be taken annually.

Instructional Equipment

An annual inventory of instructional equipment for each classroom (i.e., globes, maps, stands, small shop tools, etc.) shall be maintained.

The inventory system shall be under the supervision of the Superintendent or designee.

Policy adopted: September 9, 1991



      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut

3450

Business

Monies in School Buildings

Monies collected by school district employees and by student organizations shall be handled with good and prudent business procedures both to demonstrate the ability of school system employees to operate in that fashion, and to teach such procedures to the students.

All monies collected shall be receipted and accounted for and directed without delay.

In no case shall monies be left overnight in schools except in safes. Care should be taken so that only a minimal of $1,000 is in such safes. All activity funds shall provide for making bank deposits after regular banking hours in order to avoid leaving money in school overnight.

Policy adopted: September 9, 1991



      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut

3510

Non-Instructional Operations

Operation and Maintenance of Plant
An effective educational program requires clean, healthful, safe, businesslike and attractive physical facilities. In order to carry out an efficient maintenance program, the custodians must receive the cooperation of the students, the teachers and administrators.

Each custodian shall have a daily work schedule in order to accomplish his/her part of the overall task. He/she shall be given directions on how to perform the various duties assigned to him/her. The maintenance supervisor shall supervise and ensure that all custodians are doing their share of the work to the best of their ability.

Legal Reference:
Connecticut General Statutes





10-203 Sanitation.

Policy adopted: September 9, 1991



      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
Policy 3513.1

Business/Non-Instructional Operations
Energy Conservation

Building - Heat and Light Control
In view of the need for full cooperation by everyone to help reduce the consumption of energy in the schools, the following policy is to be effective:

1. To the maximum extent possible the district will adopt and comply with energy saving measures agreed between the Connecticut Light and Power Company, or such other electric power supplier used by the District, under an energy conservation program.

2. Individual thermostats in all schools shall be set to appropriate levels which provide efficient heating and cooling of the buildings during the school day and optimum energy savings during non‑school hours. The use of automatic set‑back or other environment control measures shall be implemented and maintained in all buildings.

3. All personnel shall be responsible for turning off unneeded lighting and other electrical equipment, especially during periods of peak demand. Doors and windows should remain closed to conserve heat energy in the winter months.

4. Students and employees shall be responsible for dressing in a manner which is appropriate for the seasonal heating and cooling conditions of the buildings.

5. Students and staff shall not interfere or tamper with the efficient operation of the heating, cooling and lighting systems. Building maintenance or custodial personnel should be alerted when conditions exist which provide an unreasonable level of heating, cooling or lighting. Adjustments or corrections shall only be made by authorized personnel when warranted.
6. The Superintendent or designee shall establish an energy efficiency program which shall include specific strategies designed to help the District use energy more efficiently and to help ensure that funds intended for student learning are not diverted to cover energy costs. 

(cf. 7230.1 - New Construction)
Policy Approved: December 10, 2008
BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
Policy 3513.2(a)

Business/Non-Instructional Operations

Waste Management, Resource Conservation and Recycling

The Superintendent shall manage a program of energy and resource conservation for the District that includes: 

1. Full utilization of materials prior to disposal.
2. Limited use of disposable materials.
3. Limited use of non-biodegradable products.
4. Participation in recycling programs.
5. Adherence to energy conservation measures.
The Superintendent shall develop procedures for purchasing recycled paper and paper products as appropriate.

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

(cf. 3513.1 – Energy Conservation)

(cf. 7230.1 – Energy-Conserving Construction)
Policy approved:  December 10, 2008
BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3514

Non-Instructional Operations 

Equipment

Authorized Use of School-Owned Materials

No school equipment may be used for other than school purposes except when used in connection with another town agency or as requested by a local, state or federal governmental body. The Board of Education shall permit school equipment to be loaned to staff members when such use is directly or peripherally related to their employment and to students when the equipment is to be used in direct connection with their studies. Proper controls shall be established to assure the lender's responsibility for, and return of, all such equipment.

Policy adopted: September 9,1991



      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3515(a)

Non-Instructional Operations 

Facilities Use
The use of school buildings, grounds, equipment and facilities will be authorized by the Superintendent in conformity with the following regulations governing their use as approved by the Board.

1.
Application forms for the use of school facilities must be presented to the Superintendent at least 14 days prior to the date of use.

2.
The use of school facilities for school purposes, meeting of students, entertainment by teachers' clubs, parent-teacher associations and other organizations affiliated with the schools have precedence over all others. Requests for school facilities for school programs must be cleared with the building Principal or the Superintendent or both, should the nature of the request so justify.

3.
The following users shall not be charged a rental fee or custodial fee on regularly scheduled school days:

A. School affairs sanctioned by the Board of Education.

B. PTA/PTO and other school related meetings.

C. Municipal agencies, Boards and commissions of the town.


D.
Local non-profit organizations meetings. Local non-profit organizations will be charged a fee if 



They use school facilities for the purpose of a fund raising activity.

4.
All activities must be under competent adult supervision approved by the Superintendent and the Principal of the building involved.  In all cases, an assigned school employee will be present.  The group using the facilities will be responsible for any damage to the building or equipment.

5.
Groups receiving permission are restricted to the dates and hours approved and to the building area and facilities specified, unless requested changes are approved by the Superintendent.

6.
Groups and organizations which use school facilities for a fund raising activity will be charged a custodial fee, a user fee, and a cafeteria manager fee (when appropriate). Hourly rates may vary depending on the person on duty for these fees.

BETHANY PUBLIC SCHOOLS 
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3515(b)

Community Use of School Facilities (continued)
7.
Groups receiving permission are responsible for the observance of local and state fire and safety regulations at all times.

8.
The following activities are prohibited:


A.
Use of school property to individuals or organizations whose activities are of a subversive nature.


B.
Use of school premises for non-school activities during school hours.


C.
Smoking anywhere in school buildings is not allowed

D. Use of school buildings for holding card parties and public dances, except when plans have been approved by the Superintendent.

E. The granting of further use of premises to any person or organization which fails or refuses to pay for any damage sustained by its use.


F.
The opening of the school building when the building is normally closed, unless a responsible custodian is provided.

G. Use for activities which engender racial or religious prejudices or which are inimical to democracy.


H.
The use of alcoholic beverages.

I. Food or drinks are not permitted outside the cafeteria.

J. No use of Styrofoam will be allowed at functions taking place on school buildings.

K. Use of kitchen equipment requires that the cafeteria manager or an assistant be present.

9.
The Board will cooperate with recognized agencies, such as the Red Cross and Civil Defense and will make suitable facilities available without charge during community emergency or to prepare for civil defense.

10.
Proper liability insurance will be required by all groups given permission to use school facilities, except where this coverage is already provided by the Board.

11.
The Board will approve and periodically review a fee schedule for use of facilities. 

BETHANY PUBLIC SCHOOLS 
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3515 (c)

Community Use of School Facilities (continued)

12. In situations where there is no cost factor to the district, or in situations where a mutual exchange of facilities is possible between the school district and the organization, fees may be modified or eliminated by the Superintendent.  In situations where extended usage for a long period of time is required, rates may be set at a contract price.

13. The Board reserves the right to revoke permission for use previously granted.

14. A constable is required to be present if the activity/event has over 150 people.  The cost of the constable will be the responsibility of the organization or group which sponsors the activity/event.

Legal Reference:
Connecticut General Statutes





10-239 Use of school facilities for other purposes.





Equal Access Act, 20 U.S.C. ss 4071-4074

Regulation approved: September 9, 1991 

Regulation revised:
April 1, 1996
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Non-Instructional Operations

Safety

The Bethany Board of Education believes that every employee is entitled to work under the safest possible conditions in the many occupations represented in the school district. Every reasonable effort will be made to provide and maintain a safe and healthy work place, safe equipment, proper materials and the insistence upon safe practices at all times.


Accidents, which injure people, damage machinery or equipment, destroy materials or property cause needless suffering, inconvenience and expense.


It is a basic responsibility of everyone to make safety a part of every employee's daily concern. Employees are obligated to observe the rules of conduct and safety, and to properly use the safety equipment provided.


It shall be the responsibility of all school personnel to be alert to any hazard within or outside school buildings which may jeopardize the safety of school children, school employees, or the public; and it shall be the responsibility of all school personnel to report promptly to the nearest school authority any condition, incident or suspicion which in their judgment warrants investigation. Nothing stated herein is intended to conflict with the jurisdiction of teachers in supervision of students or the authority of Principal in implementing policies of the Board of Education.


Precautionary measures against fire, explosion or other hazards shall be established together with appropriate instructions and drill for students and other school personnel in procedures to be followed in the event of an emergency.

Precautionary measures for safety of students on streets and walkways in the vicinity of school buildings 

shall be established and observed.

Legal Reference:
Connecticut General Statutes 





10-231 Fire drills.





29-389 Stairways and fire escapes on certain buildings.

Policy adopted: September 9, 1991
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Non-Instructional Operations 

Safety

Safety rules and regulations have been developed for protection of all employees. These rules and regulations are to be considered directive in nature and applicable to all employees.

Precautionary measures for safety of students within school buildings shall be established and observed. For example, rules established by administrators in charge should:

1.
Prevent the accumulation of materials, especially in storage areas, which are flammable, noxious or otherwise dangerous unless adequate safeguards are provided.

2.
Keep stage auditorium areas free of debris. Stage managers shall observe standing instructions to discard anything not part of regular stage equipment within 24 hours following the completion of the performance.

3.
Keep walkways clear of snow or other obstructions and safe for pedestrian traffic at all times.

Legal Reference:
Connecticut General Statutes 





10-231 Fire drills.





29-389 Stairways and fire escapes on certain buildings.

Regulation approved: September 9, 1991


      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut

3516.11

Non-Instructional Operations

Hazardous Materials

The Board recognizes the necessity of utilizing hazardous materials in the day-to-day operation of school facilities and in supporting education requirements. The Board realizes that with the use of hazardous materials, responsibility must be taken to ensure personal safety and to protect the  environment during use, storage, and transportation. There are many areas of the district, from art departments to custodian services and vehicle maintenance, where such a variety of uses is performed.

Hazardous materials include any substance or mixture of substances that poses a fire, explosive, reactive 

or health hazard. Example of materials classed as hazardous are common household cleaning supplies, spray oven cleaners, cleaning solvents, oils, and gasoline.

The Board, through the Superintendent, will cause to be created procedures, which address the purchase, storage, handling, transportation, and disposal of hazardous materials for school facilities and operations including instructional areas. Emergency response actions and evacuation plans will be coordinated with the procedures.

The procedures will comply with applicable local, state, and federal laws and regulations, which pertain to safe and proper storage, transportation, and disposal of hazardous materials.

The goal of the procedures will be to have in place an ongoing process by which each location in the district will have a program of identifying and managing hazardous material. District personnel will be encouraged to substitute non-hazardous material for hazardous substances to the extent possible and to minimize the qualities of hazardous substances stored on school property.

Policy adopted: September 9,1991
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Non-Instructional Operations

Accident Prevention and Reporting


The practice of safety shall also be considered a facet of the instructional plan of the district schools by virtue of educational programs in traffic and pedestrian safety, driver education, fire prevention, emergency procedures, etc., appropriately geared to students at different grade levels.

The Principal shall be responsible for the supervision of a safety program for his/her school and the Superintendent shall have overall responsibility for the safety program of the district. General areas of emphasis shall include, but not be limited to: in-service training; accident record-keeping; plant inspection; driver and vehicle safety programs; fire prevention; school site selection; and emergency procedures and traffic safety problems relevant to students, employees and the community.

Policy adopted: September 9, 1991
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Non-Instructional Operations 

Security of Buildings and Grounds

Buildings constitute one of the greatest investments of the school district and the community.  It is in the best interest of students and taxpayers to protect that investment adequately.

Security includes:

1.
Minimizing fire hazards.

2.
Reducing the probability of faulty equipment.

3.
Guarding against the chance of electrical shock.

4.
Keeping records and funds in a safe place.

5.
Protecting against vandalism and burglary.

The Superintendent of Schools is directed to establish such rules and regulations as may be needed to provide for security as outlined above.

Legal Reference:
Connecticut General Statutes





29-389 Stairways and fire escapes on certain buildings

Policy adopted: September 9, 1991
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Non-Instructional Operations

Security of Buildings and Grounds

Incidents of illegal entry, theft of school property, vandalism or damage to school property from other causes will be reported by phone to the office of the Superintendent, as soon after discovery as possible. 

A written report of the incident will be made within 24 hours of discovery.

Keys

All keys used in a school shall be the responsibility of the Superintendent. Requests for permanent issuance of keys shall be made only in those instances where the employee regularly needs a key in order to carry out normal activities necessitated by the position, which the employee holds. When the need for a particular key is of a temporary nature, a key shall be issued on that basis and shall be returned immediately following termination of the need for its use.

All keys shall be issued through the office of the Superintendent. A receipt showing the number of the key and room(s) or building(s), which it opens, shall be signed by the person to whom the key is issued.  This receipt shall be filed in lieu of the key and shall be returned to the employee upon return of the key.

The Superintendent shall set up a key control system with a record of the number of each key filed.

The person issued a key shall be responsible for its safekeeping and shall pay for a duplicate key if lost. Duplicate keys are obtained only through the central office. The Board of Education prohibits the duplication of school keys by other methods.

Keys shall be used only by authorized employees and shall never be loaned to students.

The greatest care shall be given to master and sub-master keys. Master keys shall never be loaned.

Regulation approved: September 9, 1991
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Non-Instructional Operations

School Security Guard

The Bethany Board of Education acknowledges that the school facilities of this district provide outstanding opportunities for educational, recreational, and other community use during regularly scheduled school times as well as after school, evenings, school vacations, and other times when school is not in session or school activities are not taking place. With proper administrative authorization, qualified community users may provide a variety of activities in the school. However, it is essential that the school premises be supervised during these times to ensure that the school is used appropriately, that the educational resources are not disturbed, that areas being used are kept clean, and that the facility is not abused or damaged.

In order to make the school environment more orderly, safe, secure, and pleasant the district may employ personnel to serve in the capacity of school security guard during or after regular school hours as needed.  It shall be the primary responsibility of the school security guard to monitor and ensure the safety, security, and good order of the school and those in the facility as assigned.

Qualified users will be charged a fee for use of school facilities by 25 or more persons. This fee will be used by the Board of Education to provide a security guard/s at non-school sponsored events since these activities are not being supervised directly by school district personnel. If the administration determines that school security personnel are required at school-sponsored events, the cost for this service will be funded through the district's annual operating budget.

The Superintendent shall develop a job description outlining the qualifications, duties, and supervision of the school security guard as well as establish the rate/s of compensation.

Legal Reference:


Connecticut General Statues


53a217b
Possession of Firearms and Deadly Weapons on School Grounds


PA 94-221
An Act Concerning School Discipline and Safety


Sec. 314
(Local Control Over Violence)


Elementary and Secondary Act of 1965 as amended by the Gun free Schools Act of 1994

Policy Adopted: April 10, 2002
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Non-Instructional Operations


School Security Guard (procedures)

The school security guard provides monitoring and supervision to maintain an atmosphere which is appropriate to the school setting and which promotes the proper care and maintenance of a multi million dollar educational facility.

Herein is a job description for the school security guard. The performance responsibilities indicated in this document outline the general responsibilities of the school security guard. Since the guard is not a law enforcement officer, he/she will basically serve as an extension of the school staff to ensure that the school facility is used appropriately and that security and safety are maintained.

The school security guard should use diplomacy when carrying out his/her functions. Security tasks should be implemented in a professional direct manner yet with respect and sensitivity. The use of physical force by the security guard, other than that which is necessary to prevent injury or in self-defense, is not permitted. The school security guard will not search individuals, detain individuals against their will, confiscate the possessions of any individual, or abridge the rights of any individual. While on the job, the security guard will be unarmed and will be easily identifiable in a security uniform.

A security log noting the activities of the school security guard and incident reports will be maintained by the school security guard for every duty shift.

Each occurrence of vandalism, damage, inappropriate behavior, unauthorized access, theft, parking infractions, or other event observed and noted by the school security guard must be reported in writing to the security supervisor (school facilities manager) and appropriate school administrator. The school security guard will not implement disciplinary procedures yet is encouraged to use behavioral interventions (including - but not limited to - questioning, redirecting, and even asking that an individual leave the premises) to maintain an orderly environment. If a disorderly individual refuses to follow the directives of the school security guard, the state police will be called to deal with the issue.

BETHANY PUBLIC SCHOOLS

Bethany, Connecticut

Job Description

TITLE:
SCHOOL SECURITY GUARD

QUALIFICATIONS:
High School Diploma (some additional security training or experience desired) General health and physical ability to perform all functions indicated in job description





Ability to deal effectively and diplomatically with staff, students, and public

REPORTS TO:
Facilities manager and/or designated school administrator/s

JOB GOAL:
To monitor and ensure a safe, secure, and orderly school environment while also overseeing the security of the facility in general.

PERFORMANCE RESPONSIBILITIES (DUTIES):


1.
Monitors students and others as they enter and leave the school premises.


2.
Monitors and ensure that visitors to the school exhibit appropriate behaviors and that they are using the facility in a manner which will not cause damage or excessive disruption.


3.
Assists visitors by providing directions and needed explanations.


4.
Keeps the school clear of people who are not authorized participants in or observers of a school activity or other activity authorized to take place at the school.


5.
Patrols the hallways, lavatories, parking lots, classrooms, and all common areas to ensure that the facility is secure.


6.
Patrols the building and grounds to verify authorized use and prevent fire, theft, vandalism, disruption, inappropriate (dangerous or destructive) activity, and unauthorized entry. 


7.
Patrols school and grounds to detect unauthorized persons or vehicles; to determine if vehicles are parked in restricted areas (such as in fire lanes, handicapped parking areas, active delivery areas, sidewalks, etc) and either intervenes, notifies administration, issues a courtesy citation, or calls upon law enforcement officers to deal with the situation.


8.
Checks doors, windows, gates, etc. to determine that they are secure.


9.
Reports any unusual conditions or malfunctioning of heating, plumbing, or electrical systems. 

10. Notifies appropriate emergency (police, fire, medical, etc.) services and school administration / 


supervisor immediately in the case of an emergency.


11. Assists law enforcement and other emergency services personnel as necessary.


12. Makes written reports of security violations, vandalism, unauthorized or suspicious motor 


vehicles, inappropriate behaviors, damage, theft, unauthorized use of facility, etc.


13. Intervenes to prevent, and report, the illegal use of alcohol, tobacco, or other controlled / banned 



substance on school grounds.


14. Immediately notifies law enforcement officials of the presence or suspected presence of any 



weapons or dangerous instruments on school grounds.


15. Directs traffic and parking on the school grounds and parking areas.


16. When deemed necessary, the school security guard may be assigned to ride a school bus or to 



work in conjunction with school and transportation personnel to monitor behaviors and ensure 



safety and security.


17. Maintains a security log as directed by supervisor.


18. Utilizes designated security technology and equipment as required (hand held radios, video 



monitoring system, computers, flashlight, etc.)


19. Participates in training and/or informational meetings and activities as required by the school



district.


20. Performs light cleaning tasks (picks up papers, bottles, cups, spills, etc.) to maintain a safe, 


orderly, clean, and pleasant school environment.


21. Wears security uniform and or identification as indicated by school administration or supervisor. 


22. Performs other security related functions as assigned by the school administration or supervisor.

TERMS OF EMPLOYMENT:



Work schedule is determined by supervisor on an hourly basis. 



Hourly compensation to be determined by Superintendent

EVALUATION:



Performance will be evaluated periodically by the facilities manager and/or school administrator.

Regulation adopted: April 10, 2002
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Non-Instructional Operations

Hazardous Material in Schools

Pesticide Application

In an attempt to assure proper control of any pesticides or other harmful chemicals, which might be used or stored on district premises, these procedures are established. To fulfill statutory requirements, ”pesticide" is defined as a fungicide used on plants, an insecticide, a herbicide, or a rodenticide but does not mean a sanitizer, disinfectant, antimicrobial agent or pesticide bait.

The intent is to prevent unnecessary exposure of staff, students or the public to potentially harmful substances.

1.
On or after July 2000, only certified pesticide applicators shall be used in schools for any non-
emergency pesticide use in school buildings or on school grounds.

2.
An emergency application of pesticides is defined as when an application of pesticides is necessary to eliminate an immediate threat to human health and where it is impractical to obtain the services of a certified pesticide applicator provided such emergency application does not involve a restricted use pesticide as defined in CGS 22a-47. Restricted use pesticides may be used only by certified applicators or under their direct supervision (Note: Restricted use pesticides, classified by the Federal Environmental Protection Agency or the DEP are those which may present a hazard to the applicator or other people by reason of acute dermal or inhalation toxicity or which may have an unreasonable adverse effect on the environment.)

3.
On or after July, 2000, at the beginning of each school year, the Board of Education shall provide the staff of each school and the parents/guardians of each child enrolled in each school with a written statement of the Board's policy on pesticide applications and a description of any pesticide applications made at the school during the previous school year. Such statements and descriptions shall also be provided to the parents/guardians of any child who transfers to a school during the school year.

4.
The aforementioned required statement shall indicate to staff, parents and guardians that they may register for prior notice of school pesticide applications. Further; the emergency notification procedures to be used will be described.

5.
On or after July 1, 2000, parents/guardians and staff may register for prior notice of pesticide applications.  Each school shall maintain a registry of persons requesting such notice. Prior to the application of pesticides within any building or on school grounds, the parents/guardians who have registered for prior notice shall receive a mailing to be received no later than 24 hours prior to the application. Staff who have registered for such notice shall be notified by any means practicable.

6.
The aforementioned notice shall include the (1) name of the active ingredient of the pesticide to be applied, (2) the target pest, (3) location of the application, (4) date of application, (5) the name of the school administrator or his/her designee who may be contacted for further information.

7.
No application of pesticide, after July 1, 2000, may be made in any building or on school grounds during regular school hours or during planned activities at the school except for an emergency application.

 3524.12(b)

Non-Instructional Operations


Hazardous Material in Schools

Pesticide Application

8.
If an emergency application is necessary to eliminate an immediate threat to human health, such application shall not involve a restricted use pesticide and no child may enter the area of such application until it is safe to do so according to the provisions on the pesticide label.

9.
In cases of an emergency application, effective July 1, 2000, prior notice is not necessary except that on or before the day the application is to take place, prior notice is given to those persons who have previously requested such notice.

10.
A copy of the records of each pesticide application at a school shall be maintained for five years.

11.
Potentially harmful substances such as insecticides, fungicides, herbicides, rodenticides or other pesticides shall be chosen for the low levels of toxicity. The least toxic formulations and safest methods of application will be selected when there is a choice of products with comparable effectiveness. Whenever practical, non-chemical controls shall be used.

12.
Storage of harmful products will be kept to a minimum. Only enough of the product for a given application shall be purchased. All storage instructions will be followed explicitly. All such products and the application equipment will be stored away from other activities and especially separated from food products or occupied rooms. All storage facilities will be maintained as a locked area and clearly marked as containing pesticides.

13.
All pesticides products will have complete label instructions, will remain in the original container and the Material Safety Data Sheet will be on file and readily available to any employee who must handle such materials or who may have been exposed to the product. This information shall also be available to any member of the public upon request.

14.
Prior to application of any harmful substance, a written plan for the application will be filed in the district superintendent's office and approved by the Facilities Manager.

15.
The plan will contain the purpose of the application, product to be used, formulation of the product, location and extent of the area to be treated, type of equipment to be used, date and time of application, and amount of the product to be used. Any warnings that would restrict use of the area following such application also will be part of the plan and will be appropriately posted to notify the public.

16.
Treated school grounds will be posted as indicated in the following section.

17.
District employees responsible for handling and applying pesticides shall have specific pesticide training. After July l, 2000 only certified pesticide applicators may be used for restricted products.

18.
When the district contracts with a private, state-licensed pest control company, such contractors will be subject to regulations as defined in state statutes.

The Superintendent and/or Facilities Manager shall be the contact person for providing information 

regarding pesticide application activities at the school site, including but not limited to giving oral and 

written notification, supervising the posting of notifications as required and maintaining records of 

pesticide-application notifications.


3524.12(c)
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Hazardous Material in Schools

Oral and Written Notice

All oral and written notification shall contain the information indicated in item #6 above. During the regular school session prior to pesticide application, notification shall be provided as indicated below.

•
Oral notification to all students and school employees shall be provided by means of the school public address system or assembly communications or staff meeting announcements or any similar means reasonably calculated to provide sufficient notice in advance of pesticide application. (Suggest minimum 48 hours advance notice.)

•
Parents and guardians and staff who have registered for advance notification of pesticide use shall be informed as listed in item #5 above.

Posting of Notice
Not less than forty-eight (48) hours prior to pesticide application, signs shall be posted to identify pesticide application areas. The signs shall display:

•
The words "Warning Pesticides."

•
The date and time of the planned application.

•
Pesticide product to be used.

•
Instructions on when areas may be used for recreational purposes.

•
A telephone number for the school contact person and one for the licensed pesticide applicator.

The signs shall be placed at:

•
The main entrance to all buildings where pesticide is to be applied.

•
The playing fields where pesticide is to be applied.

The signs may be removed no less than forty-eight (48) hours after the pesticide is applied.

Regulation approved: April 12, 2000
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Non-Instructional Operations 

Hazardous Material in Schools

Pesticide Application

The intent of this policy is to ensure that students, employees and parents/guardians receive adequate notice, in conformity with applicable statutes, prior to pesticide application in school buildings and on school grounds. Further, effective July 1, 2000, the District will only employ certified pesticide applicators for any non-emergency pesticide use in school buildings or on school grounds.

The District shall:

•
Provide notice of planned pesticide application to students, parents/guardians and employees in the manner required by law.

•
Post the areas scheduled to receive pesticide application(s).

•
Maintain written records for five years of all pesticide applications.

•
Provide continuing instruction to those students who, based upon written medical request, find it necessary to absent themselves during the period of application.

•
Inform annually parents/guardians and staff of the District's pest application/management policy. 

•
Establish a registry of parents/guardians and staff who want to receive advance notice of all pesticide use and provide such notice as required by law.

Prior to the application, pest control applicators employed by the District shall provide the school contact person (Facilities Manager) with a written pre-application notification at least seventy-two (72) hours in advance with the following information:

•
The brand name, concentration, rate of application and any use restrictions required by the label of the herbicide or specific pesticide.

•
The area or areas where the pesticide is to be applied.

•
The date and time the application is to occur.

•
The pesticide label and the material safety data sheet.

In case of pesticide applications performed for or by public health agencies or emergency applications because of immediate threat to the public health, the licensed applicator if required for restricted use application shall give the school site office oral and, if possible, written notice, with posting of the area to be treated.

The Superintendent or his/her designee may require the pest control applicator to make the required postings in accordance with all applicable statutes and with District policy and regulations. The name and address of the applicator shall be a part of any posting.

Pesticide purchases shall be limited to amounts authorized by the Superintendent or his/her designee for use during the year. Pesticides shall be stored in a secure site not accessible to students or unauthorized staff. They shall be stored and disposed of in accordance with EPA registered label directions and applicable state statutes.

The Superintendent shall prepare and disseminate regulations for the implementation of this policy.

Legal Reference:
Connecticut General Statutes





22a-46. Short title: Connecticut Pesticide Control Act.

22a-54. Pesticide applicators, certification, classification, notice, fees, reciprocity; financial responsibility; aircraft, tree, public employee applicators.





22a-58. Records to be kept by distributors and applicators.

23-61a. Definitions. Tree protection examining Board within Department of Consumer Protection Regulations.

23-61b. Licensing for arboriculture; examination; fees; renewal; suspension, revocation. Nonresidents. Records. Pesticides.

Federal Insecticide, Fungicide, and Rodenticide Act (FIFRA) 7. U. S. Code 136 

et eq,

PA 99-165 An Act Concerning Notice of Pesticide Applications at Schools and  Day Care Centers.

Policy adopted: April 12, 2000
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FORM

Date of planned application::
_____________________________ Day of week: ___________________

(It is recommended for application to occur on a weekend or during a vacation period.) 

Which pesticide (s) will be used? (Attach MSDSA if available)

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

(Choose for safety and effectiveness.) 

Location/size of area(s) to be treated:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Who will do the pest control? (circle one)
Staff


Contractor


Name(s) _________________________________________________________________________


License number(s) _________________________________________________________________


Firm (if applicable) ________________________________________________________________

For interior treatment:


Does the building have active ventilation that can be left on after the application? _______________


If not, who is responsible for opening windows at least six (6) hours before staff and students 


re-enter? _________________________________________________________________________

For all applications:

Who will post the building or treated grounds with (1) date of application; (2) pesticide used; and (3) when the area can be used again? _____________________________________________________

Will pesticides be stored on school grounds?
______ Yes     ______ No


If "YES" where: ___________________________________________________________________


(Read label carefully!) 


Keep all pesticides locked up and away from occupied areas.

Approved by school/district administrator: _______________________________
Date: _____________

School nurse: ____________________________________________ informed ____________________

Other(s) ________________________________________________ informed ____________________

3532

Non-Instructional Operations 

Insurance

Insurance policies for the school district are secured through the town.

Legal Reference:
Connecticut General Statutes





10-235 Indemnification.





10-236 Liability insurance.





10-236a Indemnification of personnel assault in the line of duty.





14-29 Insurance or bond of public service motor vehicle and service bus owners.





52-557 Injury to children being transported to school.

Policy adopted: September 9, 1991
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Non-Instructional Operations 

Employee Bonds

All school district employees who handle funds shall be covered under a blanket fidelity bond secured by the town of Bethany.

Policy adopted: September 9, 1991
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Non-Instructional Operations

Transportation

The Board of education will provide transportation for students enrolled in the Bethany Public School District under provisions of state law and regulations. The Superintendent of Schools, and/or his/her designee, shall administer the operation so as to:

1.
Provide for the safe transportation of students,

2.
Promote safe and appropriate student behaviors,

3.
Assist students identified as handicapped under state and/or federal law,

4.
Provide access to off campus enrichment activities related to the instructional program as recommended by the staff.

The Board may contract with qualified private transportation carriers as necessary to implement the aforementioned operations. Contracts for transportation services will require contractors to meet all federal and state legal requirements for the transportation of students. Parents may be reimbursed for transportation of eligible students whenever such practice is more economical or convenient.

Legal Reference:
Connecticut General Statutes





10-186

Duties of local and regional Board of Education





10-220

Duties of Board of Education


                              10-220c
Transportation of children over private roads. Immunity from liability





10-233a and 10-233c
Suspension of pupils


                              10-273a
Reimbursement for transportation to and from elementary and secondary schools


                              10-280a
Transportation for pupils in non-profit private schools outside school district


                              10-281
Transportation for pupils in non-profit private schools within school district





14-275

Equipment and color of school buses





14-275a
Use of standard school bus required, when





14-275b
Transportation of handicapped students





14-275c
Regulations re: school buses and motor vehicles used to transport







 special education students





14-276a
(c) Town/school district may require its school bus operators to 







have completed a safety training course. 

14-280 Letter and signals to be concealed when not used in transporting 



children. Signs on other vehicles.

Policy revised: January 10, 2001
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Non-Instruction Operations

Transportation

The Bethany Board of Education will, in a manner not inconsistent with Section 10-186 of the Connecticut General Statutes, furnish by transportation or otherwise, school accommodations so that each child eligible for enrollment and residing in the Town of Bethany, may attend the public school/s maintained by the Board pursuant to Section 10-220 of the Connecticut General Statutes.

1. Definitions

A. "School transportation" means the procedure, program, or fully effective and implemented plan by which a student is conveyed, at public expense, whether by use of publicly owned equipment or by contract to or from his/her residence to or from the school in which he/she is enrolled by the Board.

B. "Walking Distance" means the linear measure of a prescribed or authorized pedestrian route between the student's residence and his/her school from a point at the curb or edge of a public road or highway nearest the student's residence to the nearest allowable access of the school; or the bus pickup area; or the route from the point on the public thoroughfare nearest the residence to the school bus (or vehicle) embarkation point (bus stop) established by the Board.


C.
"One-half mile walking distance" means a reasonable measurement of a route to be traversed extending from the point of measurement at least 2,640 feet, but not more than 2,640 feet. Consistent with the previous provisions, "One-quarter mile walking distance" means 1,320 feet.


D.
"Walking route," means the most direct route that the child would normally be expected to travel between his/her residence and the school to which he/she is assigned by the Board.


E.
"Hazard" means (1) a line of sight obstruction caused by a hill, curve, or structure, or other object which requires vehicles to travel at reduced speeds and in which the sight distance is less than two hundred feet; (2) a history of molestation or attack exists; (2) an unsafe situation or condition or source of peril, danger, duress, or difficulty presenting a problem the solution of which is beyond the ordinary capability of a given age or attainment; (3) any street, road or highway with speed limits in excess of forty (40) miles per hour, where students must cross when going to and from school, or to and from the bus stop; (5) the width of the road is less than eighteen feet and there is no suitable level area off the road for walking, the history of vehicular accidents is found to be excessive and creates a hazard for pedestrian children.

F.
"Student" means any individual of school age enrolled in school.

3541(b)

Transportation

2.
Duties of the Superintendent

It shall be the responsibility of the Superintendent of Schools, or designee, to manage and supervise the school transportation service and, in connection therewith, to do the following:


A.
Determine eligibility for school transportation in accordance with these guidelines and Section 10-186 of the Connecticut General Statutes. 


B.
Establish school transportation routes and designate locations for pickup points (bus stops).


C.
Develop, circulate, and enforce codes of behavior for those children who are transported to and from school via school transportation.


D.
Develop procedures for responding to requests pertaining to matters of school transportation or other school accommodations.


E.
Give due consideration to requests for extension of school transportation service. 

F. Perform all other duties and responsibilities related to the furnishing of school accommodations by school transportation or otherwise in a manner not inconsistent with Section 10-186 of the Connecticut General Statutes or these guidelines.

3.
Eligibility for School Transportation

Students will be eligible for school transportation if one of the following criteria is present:


A.
The walking distance for the student is in excess of one-half mile from the school for students in grades 1 through 6 and more than one-quarter mile for a kindergarten student.


B.
The walking route does not exceed the limits specified herein, but presents a hazard and the hazard is not eliminated by and abated by the Board.


C.
The student has a physical handicap, mental retardation, or other significant disability necessitating school transportation.

Should there be sufficient capacity on school buses to accommodate additional students, sufficient time to implement the bus routes within the prescribed time limits for travel time and no adverse impact on timely arrival/dismissal times, school transportation service may, at the discretion of the Superintendent, be extended to students residing less than the specified walking distance from the school as indicated in the guidelines herein.

3541 (c)

Transportation

4.
Eligibility for Out-of-Town Transportation

A student who is placed by a Planning and Placement Team for special education reasons in either a public or private school out of town shall be provided with school transportation service in as recommended by the Planning and Placement Team.

5. 
Appeals

Any parent, guardian, or agent or officer whose duty it is to compel the observance of the laws concerning attendance at school may appeal any administrative decision concerning school transportation in the following manner:


A.
Discuss the matter with the principal of the school to which the student is assigned and/or the district transportation coordinator. .


B.
If no resolution is reached under (A) above, discuss the matter with the Superintendent of Schools.


C.
Submit a written request for a Transportation Appeal Review by the Transportation Advisory Committee.

6.
Appeals to the Board of Education

Any parent, guardian, or agent or officer whose duty it is to compel the observance of the laws concerning attendance at school, who believes that school accommodations, by transportation or otherwise, are not being furnished in a manner consistent with these regulations or with the laws of the State of Connecticut may, in writing, request a hearing before the Board of Education to show demonstrate the manner in which such accommodations have failed to be provided 


The Board shall hold a hearing within then (10) days following receipt of such request.

A hearing before the Board will be in compliance with the provisions of Section 4-177 to 4-180 inclusive of the Connecticut General Statutes.


A stenographic record or tape recording shall be made of such hearing.

7.
Use of Private Vehicles

Private cars, carrying students as passengers, may be used on school-sponsored trips only by permission of the school principal or superintendent and completion of the Driver's Insurance Liability Form.

3541(d)

Transportation

5.
Routes and Services

Designated bus routes and stops shall be established to provide safe, efficient, and timely transportation of students to and from school. These routes and bus stops may be adjusted as necessary for these reasons or for other reasons as determined by the Superintendent or other authorized designee. Bus routes and the locations of bus stops will be published prior to the opening of school annually and available through the Superintendent's office, Transportation Coordinator, or school administrative office/s, during the school year.

School bus routes will not be longer than one hour from start to finish. It is the intention of the Board of Education that, where possible, bus stops be located at sites where groups of students can wait for the bus and be discharged from the bus together. Bus stops shall be located at intervals sufficient to reduce student congestion or for other reasons of safety as determined by the Board's representative.

Bus stops will be designated at safe locations on streets with sufficient line-of-site view. These stops will be exclusive of natural or man made hazards and attractive nuisances. Students shall not be required to walk to or from the bus stop prior to one-half hour before sunrise or one-half hour after sunset.

Students shall be required to walk reasonable distances, up to one half mile for grades 1 through 6 and one-quarter mile for kindergarten students, to the bus stop to which they have been assigned. Distances to the assigned bus stop shall not include private driveways or rights-of-way.

The required walking distance for a student with a disability may be adjusted as necessary to meet the individual needs of that child in accordance with state and federal procedures and requirements.

Parents are responsible for providing supervision of their child/ren enroute to the designated bus stop, while waiting for the school bus at a bus stop, upon disembarkation from the bus at the bus stop, and while walking home from the bus stop.

Children are required to ride their assigned bus. Only with the advance approval of administration will students be allowed to ride a bus other-than their own. A written request must be submitted by the parent/guardian to the principal of the school for his/her official approval each time a child is to take a bus other than his/her regular one.

If in the judgment of the driver and administration, road conditions present a hazard as a result of weather, washouts, floods, construction, accident, etc, the route may be altered until the situation has been corrected.

Neither the Superintendent nor the Board shall extend or alter a bus route to accommodate someone's personal convenience.

3541(e)

Transportation

Legal Reference:
Connecticut General Statutes


10-186
Duties of local and regional Board of Education


10-221
Duties of Board of Education



10-220c  
Transportation of children over private roads. Immunity 




from liability


10-233a and 10-233c Suspension of pupils



10-273a  
Reimbursement for transportation to and from elementary 




and secondary schools


10-280a
Transportation for pupils in non-profit private schools outside school district

10-281 Transportation for pupils in non-profit private schools within school district


14-276
Equipment and color of school buses


14-275a
Use of standard school bus required, when


14-275b
Transportation of handicapped students


14-275c
Regulations re: school buses and motor vehicles used to transport special education students


14-276a
(c) Town/school district may require its school bus operators to have completed a safety-training course. 


14-280
Letter and signals to be concealed when not used in transporting children. Signs on other vehicles.

Regulation revised: January 10, 2001

        BETHANY PUBLIC SCHOOLS

Bethany, Connecticut
3541.3

Non-Instructional Operations

Routes and Services (Transportation)

The Superintendent shall direct the study and development of bus routes in order to provide safe, efficient, and timely transportation for all students in the Bethany Public School District. Routes shall be arranged in such a way as to equalize, as nearly as possible, the length or routes, number of students per bus, and to provide for the full utilization of buses.

Arrangements shall provide each transportation accommodations to each student within the prescribed time limits. As a guideline, bus routes shall begin no earlier than 60 minutes before school opens and students shall not be in transit from school more than 60 minutes.

Prior to the opening of school, copies of each official route shall be provided to bus drivers and to the school principals. A copy shall also be kept by the office of the Superintendent. The official bus routes shall not be changed or extended without the approval of the Superintendent.

Without written parental permission and administrative authorization, students may embark and disembark only at their individually designated bus stop.

Legal Reference:
Connecticut General Statutes


10-186
Duties of local and regional Board of Education


10-222
Duties of Board of Education


10-220c
Transportation of children over private roads. Immunity 




from liability


10-233a and 10-233c   Suspension of pupils


10-273a
Reimbursement for transportation to and from elementary and secondary schools


10-280a
Transportation for pupils in non-profit private schools outside school district


10-281
Transportation for pupils in non-profit private schools within school district


14-277
Equipment and color of school buses


14-275a
Use of standard school bus required, when


4-275b
Transportation of handicapped students


4-275c
Regulations re: school buses and motor vehicles used to transport special education students


4-276a
(c) Town/school district may require its school bus operators to have completed a safety training course. 


4-280
Letter and signals to be concealed when not used in transporting children. Signs on other vehicles.

Policy revised: January 10, 2001


 BETHANY PUBLIC SCHOOLS

Bethany, Connecticut

3541.4

Non-Instructional Operations

Transportation Equipment

Buses or other transportation vehicles which do not conform to the requirements of law and the regulations of the State Department of Education shall not be used for transporting school children to 

and from school or on school-sponsored activities.

Legal Reference:
Connecticut General Statutes


14-257 crowded seats; riders on outside of vehicle. Aisle seats. 


14-262 Width and length of vehicles.


14-273 Operation of public service motor vehicles.



14-274 Hours of operation of public service and commercial motor 




    vehicles. 


14-275 Equipment and color of school buses.


14-275a Use of standard school bus.

Policy adopted: September 9, 1991


      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3541.5

Non-Instructional Operations

Transportation Safety Complaints and Accident Reporting

All complaints concerning school transportation safety shall be made to the Superintendent. The Superintendent shall maintain a written record of all such complaints, and shall conduct appropriate  investigations of the allegations. The Superintendent shall provide the Commissioner of Motor vehicles with a copy of the written record of complaints within thirty days of the end of the school year.

The Superintendent shall also make a written report of the circumstances of any accident within his/her jurisdiction and knowledge, involving a motor vehicle and any pedestrian who is a student, which occurs at a designated school bus stop or in the immediate vicinity thereof, to the Commissioner of Motor Vehicles within ten days thereafter on a form prescribed by the Commissioner.

Legal Reference:
Connecticut General Statutes


10-221c
Development of policy for reporting complaints 




re: school transportation safety

Policy revised: January 10, 2001



      BETHANY PUBLIC SCHOOLS

Bethany, Connecticut

3542.1

Non-Instructional Operations 

Purposes and Facilities: Food Service

The school lunch program shall be an integral part of the total educational program. An attractive, wholesome, well-balanced lunch is essential for the best work from the students.

To accomplish this objective with appropriate economy, all administration of the food services program will be coordinated in the office of the Superintendent or his/her designee. Business functions to be centralized will include central purchasing of food and supplies, a district-wide salary schedule for all food service employees, centrally planned menus, and regular audit of all accounts.

The educational aspects of the school lunch program will be the responsibility of the Principal, subject to advice, counsel and direction from the Superintendent of Schools.

Legal Reference:
Connecticut General Statutes


10-215 Lunches, breakfasts and other feeding programs for school 


children and employees.


State Board of Education Regulations.


10-215b-1 School lunch and nutrition programs.

Policy adopted: September 9, 1991


      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut

3542.31 (a)

Non-Instructional Operations

Free or Reduced Price Lunches

National School Lunch Program regulations require that lunches be provided for needy students when family income is insufficient to provide the basic necessities, including food of the proper quality and amount for good nutrition.

Parents shall be informed of the district policy concerning "Meals for Needy Children." A letter and application form will be distributed to all parents during the first few weeks of school. The letter will contain information on the eligibility standards, procedures for applying for free "Meals for Needy Children," and how an appeal may be filed for an adjustment in the decision with respect to the application. This information and an application form will also be provided whenever a new student is enrolled.

A public news release containing this same information will be made available to local news representatives early in the school year. Copies of this public release will be made available upon request to any interested party. Subsequent changes in the district eligibility standards during the school year, which are approved by the state agency, will also be publicly announced.

1.
Free or reduced price lunches and/or supplementary milk will be provided for all students who qualify on the basis of financial need. Breakfast snacks may be provided in cases of extreme nutritional deficiency.

2.
There shall be no discrimination in the furnishings of meals or supplementary milk because of race, religion, source of income, etc.

3.
The anonymity of students receiving assistance under this policy shall be protected. The names of these students will be treated in a confidential manner. They will use the same tickets for milk and lunch and will obtain these items in the same manner and place, as do all other children.

4.
Requests for free lunches, reduced price lunches, and/or supplementary milk, which have been denied, may be appealed to the Superintendent.

5.
Records of students receiving assistance will be kept in each school. A monthly report will be submitted to the district office where records for audit purposes will be maintained.

BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut

3542.31(b)

Free or Reduced Price Lunches (continued)

6.
Eligibility for the "Meals for Needy Children" program will be based on the following:


A.
Emergency Situations


A child's statement of need is sufficient for providing assistance on temporary basis. A family contact should be made immediately to determine extent and probable duration of need. In cases of family emergency such as sudden unemployment, illness, death, desertion, etc., assistance will be provided as needed.


B.
Objective Standards of Need


Eligibility for assistance, other than for emergency situations, will be determined on the basis of income and family size as indicated on the scale provided by the district.


C.
Priority to Neediest Families


If it is not possible for the district to meet all requests for free or reduced price meals, priority shall be given to those children from families whose income is lowest on the scale regardless of source of income.

7.

If school authorities feel that a family's financial situation has changed, and the students are no longer eligible for free meals, a hearing procedure will be used by the Superintendent to challenge the continued eligibility. In the event of such a challenge, the family will be given a reasonable period of time in advance of the hearing to review the information on which the challenge is based.  Children will continue to receive free meals until the conclusion of the hearing.

Legal Reference:
Connecticut General Statutes



10-215 Lunches, breakfasts and the feeding programs for public school 



children and employees.



10-215a Non-public school participation in feeding program. 



10-215b Duties of state board of education re feeding programs. 



10-216 Payment of expenses.



State Board of Education Regulation. 



10-215b-1 School lunch and nutrition programs.

Regulation approved: September 9, 1991


      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3542.33(a)

Non-Instructional Operations 

Food Sales by Students/Others

Food Sales other than National School Lunch Program

No food or drinks which do not meet the minimal nutritional values set by the Food and Nutrition Service of the United States Department of Agriculture (Section 17 of Public Law 95-166 amending Section 10 of the Child Nutrition Act of 1966) may be sold or made available for sale in any school of the district between the beginning of the school day and the close of the last lunch period at that school. No food or drink distributing machine shall be accessible to students during those hours unless the food or drink being sold meets the minimal nutritional values specified.

Promotional candy sales shall be limited to the period before the beginning of the school day and after the close of the school day. Such sales require approval of the school Principal.

Sale of food or drinks during the period from the beginning of the school day until the end of the last 


lunch period is regarded as being competitive with the National School Lunch Program or the School Breakfast Program. Food or drinks which do meet or exceed the minimal nutritional values of the USDA and which are sold during the period above are, however, not considered as being competitive with those programs. These may be sold during the times cited above, but all profits from such sales must go to the school's nonprofit meal program or to student organizations approved by the school Principal.

The Secretary of the United States Department of Agriculture has approved a list of competitive foods which may be sold, and the State of Connecticut may extend that list, but only foods approved by the State of Connecticut and/or the Secretary may be sold in the schools of the district during the hours cited.

Categories of Foods of Minimal Nutritional Value

The listing of categories of foods of less than minimal nutritional value shall be used as a guide to sales of competitive foods and drinks in the schools, with the understanding that the listing may be modified by the USDA and/or the State of Connecticut. The list follows:

1.
Soda Water-As defined by 21 CFR 165.175 FDA regulations except that artificial sweeteners are an ingredient that is included in this definition.

BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3542,33(b)

Food Sales by Students/Others

Categories of Foods of Minimal Nutritional Value (continued)

2.
Water Ices - As defined by 21 CFR 135.160 FDA regulations except that
water ices which contain fruit or fruit juices are not included in this definition.

3.
Chewing Gum - Flavored products from natural or synthetic gums and other ingredients, which form an insoluble mass for chewing.

4.
Certain Candies --Processed foods made predominantly from sweeteners with a variety of minor ingredients which characterize the following types:

A. Hard candy, such as sour balls, fruit balls, candy sticks, lollipops, starlight mints, after dinner 

mints, sugar wafers, rock candy, cinnamon candies, breath mints, jaw breakers and cough drops.


B.
Jellies and gums, such as gum drops, jelly beans, jellied and fruit-flavored slices.


C.
Marshmallow candies.

D. Fondant, such as candy corn, soft mints.

E. Licorice - a product made mostly from sugar and corn syrup which is flavored with an extract 


made from the licorice root.

F. Spun candy.

G.
Candy coated popcorn, a product made by coating popcorn with a mixture made predominantly from sugar and corn syrup.

Legal Reference: National School Lunch Program and School Breakfast Program; Competitive Foods. 


(7 CFR Parts 210 and 220, Federal Register, Vol. 45, No. 20, Tuesday, January 29, 1980, pp. 6758-6772)

Regulation approved: September 9, 1991


      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3542.42(a)

Non-Instructional Operations

Finance: Food Service

Food in the school cafeteria shall be sold to patrons of the food service program at such price as will 

pay the cost of maintaining the program, exclusive of the costs which are made a charge against the 

funds of the school district according to law and the regulations of the State Board of Education.

Meals for Needy Students

Meals for needy students shall be an expense charged to the School Lunch Program.

Participation in the National School Lunch Program

Participation in the National School Lunch Program is herewith authorized. Authorization is granted 

to the Superintendent to act on behalf of the Board of Education for purposes of participating in the 

National School Lunch Program.

Food Storage Provisions

Storage of food and supplies shall be done so as to prevent waste, spoilage, pilferage, and the issuance of food and supplies shall be restricted to the purposes of the school food service only.

Approval of Menu Prices

Prices of all items on the menu shall be submitted to the Board of Education annually for its approval, and otherwise, as changes are needed. Revenues from lunchroom sales should offset the costs, which are to be borne by the food service program.

Monthly Financial Report


A financial report, current and accumulative, of the operation of the food services program shall be presented monthly to the business manager. A complete audit of the operation of the food service program shall be performed annually in accordance with legal requirements and policy 3434.

BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3542.42(b)

Non-Instructional Operations

Legal Reference:
Connecticut General Statutes



10-215 Lunches, breakfasts and other feeding programs for public 
School children and employees.



10-216 Payment of Expenses .


Title VII, Civil Rights Act, 42 U.S.C. 2000e et seq., as amended by Title 


IX, Equal Employment Opportunity Act.



United States Department of Agriculture 7 CFR 15, re: nondiscrimination.

Regulation approved: September 9, 1991

  
      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut
3546.1

Non-Instructional Operations 

Cafeterias

The cafeteria shall be organized, administered, and supervised by certified personnel.

The central office staff responsible for the fiscal accounting and filing state forms. The Cafeteria director is responsible for inventory procedures, ordering supplies and developing menus.

The operation and management of the cafeteria should be self-supporting and shall function within the rules and regulations of the Board of Education and state and federal policies. Monthly reports are to be prepared and distributed for each Board of Education meeting.

The Board of Education is responsible for purchasing capital items. The management will be allowed to accumulate a surplus of not more than $5,000.00 in cash.

Policy adopted: September 9, 1991


      BETHANY PUBLIC SCHOOLS 

Bethany, Connecticut

3560

Non-Instructional Operations

Capital Outlay
Except for emergencies or reasons of economy, the purchase of major pieces of equipment such as school buses shall be scheduled so that annual budgetary appropriations for capital outlay will be of similar size or will show a continuous trend without severe fluctuations.

A long-range and short-range plan for capital outlay shall be developed by the Superintendent in order to prevent severe fluctuations in the annual capital outlay fund, and to provide an orderly process for acquisition of needed equipment and facilities within budgetary constraints.

Policy adopted: September 9, 1991
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Bethany, Connecticut

PESTICIDE APPLICATION PLAN








