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7.0-Payroll Policy: Maternal Leave

Eligible Employees
In accordance with A.C.A. § 6-17-122 and DESE Rules, the District provides up to 12 weeks (84
calendar days) of paid maternal leave for eligible employees in the event of:

1. The birth of the employee’s biological child
2. Placement of an adopted child under one (1) year old
3. Foster placement of an infant under one (1) year old

Eligibility Requirements
To qualify for paid maternal leave, an employee must:

Be employed full-time by the District (working at least 30 hours per week or as a regular-
route school bus driver)

Have completed at least one (1) continuous year of employment with the District
immediately prior to the leave request

Take the leave within twelve (12) weeks of the qualifying event (birth, adoption, or foster
placement)

Have no disciplinary history for leave abuse in the twelve (12) months prior to the leave
request

Leave Guidelines

o Paid maternity leave is separate from all other forms of paid time off

e The maximum leave period is 12 weeks (84 calendar days) per qualifying event

e Non-contracted (summer days) count toward the 84-day limit but do not generate
additional pay

School holidays and scheduled breaks do not count against the 84-day limit

Leave runs concurrently with FMLA and must be used before any other paid leave

Limitations

o Employees are entitled to a maximum of twelve (12) weeks of paid maternal leave per
qualifying event

o Ifan adopted child was previously placed with the employee through foster care, the
total combined paid leave is limited to twelve (12) weeks



Note:
State cost-sharing reimbursement applies only to maternity leave under A.C.A. § 6-17-122.
Paternity leave is not eligible for reimbursement.

References:
e A.CA.§6-17-122

o DESE Rules Governing Maternity Leave Cost Sharing
o Family Medical Leave Policy

Board Approved: July 21, 2025



7.0F Charleston School District — Maternal Leave Request Form

Employee Information

Name:

Employee ID:

Position/Title:

School/Department:

Email / Phone:

Leave Request Details
[ Birth of Child
[1 Adoption of Child (under 1 year old)

1 Foster Placement of Infant (under 1 year old)
Child’s Expected/Placement Date:

Requested Start Date of Leave:

Expected Return Date:

Eligibility Confirmation (Check All That Apply):

11 am a full-time employee (30+ hrs/week or regular route driver)
1 1 have been employed with the district for at least 1 year

11 have not been disciplined for leave abuse in the past 12 months
(1 I understand this leave runs concurrently with FMLA, if eligible

I 1 understand non-contracted summer days count toward the 84-day period but do not
generate pay

Signature & Authorization
| certify the information provided is accurate and | request paid maternal leave.

Employee Signature: Date:

Administrator Use Only
Date Received:

Verified Eligibility: (1 Yes [1 No

Approved Leave Dates: to

Administrator Signature: Date:







71—FISCAL YEAR
The Didrict’ sfiscd year shdl begin July 1 and end on the following June 30.
Legd Reference A.CA.86-20410

Date Adopted: April 27, 2015
Last Revised:



7.2—ANNUAL OPERATING BUDGET

The Superintendent shal be responsible for the preparation of the annua operating budget for the Didtrict. The
Superintendent shdl present the budget to the Board for its review, modification, and approval.

The budget shdl be prepared in the dectronic format as prescribed by the State Board of Education and filed
with the Division of Elementary and Secondary Education no later than September 30 of each year.

The approved budget shdl provide for expenditures that are within anticipated revenues and reserves. The
Didtrict Treasurer shdl present monthly reconciliation reports and a statement on the genera financid condition
of the Didrict monthly to the Board.

Any changes made to the budget shdl be in accordance with Didtrict policy and Sate law.

Legd References. A.CA.86-13-701(e)(3)
A.CA.8§6-20-2202

Date Adopted: April 27, 2015



7.3—MILLAGE RATE

At least sixty (60) days in advance of the school election when the electors shall determine the annual ad
valorem property tax for the District, the Board shall publish at least one time in some newspaper published or
having a bona fide circulation in the county where the district’s property lies the District’s proposed budget,
which shall include a millage rate sufficient to provide the funds necessary for the District’s operation.

The District shall file with the county clerk of the county where the District is administratively domiciled the
language required to submit the rate of tax for the District to the voters during the annual school election as soon
as that language becomes available but no later than: Seventy-two (72) days before the annual school election
in odd years and even years when the governor appears on the ballot at the general election; and

eighty-nine (89) days before the annual school election in even years when the President of the United States
appears on the ballot at the general election.

Legal References: A.CA. § 6-13-622
A.CA.§6-14-111
Arkansas Constitution: Article 14 Section 3

Date Adopted: April 27,2015
Last Revised: May 18, 2020

© 2023 Arkansas School Boards Association



74—GRANTSAND SPECIAL FUNDING

The Superintendent or his’her designee may apply for grants or specid funding for the Digtrict. Any grants or
gpecid funding that require matching Didtrict resources shdl receive Board goprovd prior to thefiling of the
grant’ sor specid resource s gpplication.

Date Adopted: April 27, 2015
Last Revised:



7.5—PURCHASES AND PROCUREMENT

Purchases shall be made in accordance with State laws and procurement procedures governing school
purchases that are deemed to be in the best interest of the District and are the result of fair and open competition
between qualified bidders and suppliers. No bids shall be taken for professional services.

DEFINITIONS
“Commodities” are all supplies, goods, material, equipment, computers, software, machinery, facilities,
personal property, and services, other than personal and professional services, purchased on behalf of the
District.

“Micro-purchases” are purchases with a value of less than:

o Ten thousand dollars ($10,000) when purchased with Federal funds; or

o The State bid purchase threshold for purchases for the District’s child nutrition programs when
purchased with Federal funds.

“Professional services” are legal, financial advisory, architectural, engineering, construction management, and
land surveying professional consultant services.

“Specifications” means a technical description or other description of the physical and/or functional
characteristics of a commaodity.

“State bid purchase threshold”” means the purchase threshold amount set in A.C.A. § 6-21-304 and updated by
Commissioner’s Memo that requires District purchases be through the District’s formal purchase procedures,
such as sealed bids.

Commodities
The superintendent shall develop procedures for the procurement of micro-purchases that provide for the
distribution of purchases between eligible vendors to the extent possible.

Purchases of commodities with a purchase price of more than $ 20.000 require prior Board approval; however,
if an emergency exists, the Superintendent may waive this requirement.

The district shall notify in writing all actual or prospective bidders, offerors, or contractors who make a written
request to the district for notification of opportunities to bid. The notification shall be made in sufficient time to
allow actual or prospective bidders, offerors, or contractors to submit a bid or other appropriate response. The
board shall accept bids submitted electronically by email or fax for any and all district purchases, unless
specified to be submitted by other means or methods, and except those bids which have been specified to have a
designated date upon which the bids shall be opened. The superintendent shall be responsible for ensuring
submitted bids, whether written, faxed, or emailed, are retained in accordance with policy 7.15—RECORD
RETENTION AND DESTRUCTION.

The district will not solicit bids or otherwise contract for a sum greater than twenty-five thousand dollars
(525,000) with vendors that are on the “excluded parties list” if the contract is to be paid from federal funds.



The District shall not knowingly enter into any type of transaction with an individual or entity that performs
abortions;; induces abortionss;; e provides abortions; or offers or provides abortion referrals.

The District shall not engage in a boycott of energy, fossil fuel, firearms, and ammunition industries. The
District shall not enter into a contract with a company to acquire or dispose of services, supplies, information
technology, or construction unless the contract:

o Includes a written certification that the person or company is not currently engaged in, and agrees for
the duration of the contract not to engage in, a boycott of energy, fossil fuel, firearms, and ammunition
industries; or

o Offers to provide the goods or services for at least twenty percent (20%) less than the lowest certifying
business; or

o Is for a total potential value of less than seventy-five thousand dollars ($75,000).

All purchases of commodities with an estimated purchase price that equals or exceeds the micro-purchase
threshold or the State bid purchase threshold shall be procured by soliciting bids. Specifications shall be devised
for all commodities to be bid that are specific enough to ensure uniformity of the bid and yet not so restrictive
that it would prevent competitive bidding. The bid specifications shall not include the name or identity of any
specific vendor. The Board reserves the right to reject all bids and to purchase the commaodity by negotiating a
contract. In such an instance, each responsible bidder who submitted a bid shall be notified and given a
reasonable opportunity to negotiate.

Bids shall be awarded after careful examination of the details of the bid to determine the best overall value to
the District. In instances where the low bid was not accepted, a statement of the reasons the low bid was not
accepted shall be attached to the bid. Bidders submitting written bids shall be notified in writing of the bid
award.

Whenever possible, a preference will be given to small and minority businesses; women’s business enterprises;
and labor surplus area firms.

The District shall provide a preference to Arkansas residents whenever the District is accepting bids to purchase
materials and equipment as part of a construction project if:

a. One (1) or more Arkansas residents who submitted bids made written claim for a preference at the time
they submitted a bid; and

b. An Arkansas resident’s bid does not exceed the lowest qualified bid from a nonresident by more than
five percent (5%).

If the qualifications for the Arkansas resident preference are met, then the District shall take the lowest bid from
an Arkansas resident regardless of whether the Arkansas resident was one of the individuals who requested the
preference.

The following commaodities may be purchased with State funds without soliciting bids provided that the
purchasing official determines in writing that it is not practicable to use other than the required or designated
commodity or service, and a copy of the written determination is attached to the purchase order:

1. Commodities in instances of an unforeseen and unavoidable emergency;

2. Commodities available only from the federal government;

3. Utility services;



4. Used equipment and machinery; and
5. Commodities available only from a single source.

Commodity purchases with Federal funds may be purchased without soliciting bids only when one or more of
the following circumstances apply:

1. The item is available only from a single source;

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

3. The Federal awarding agency or appropriate unit of the Division of Elementary and Secondary
Education expressly authorizes the noncompetitive purchase in response to a written request from the
District; or

4. After solicitation of a number of sources, competition is determined inadequate.

The District may purchase a new motor vehicle, other than a school bus, without soliciting bids if, at the time of
the purchase, the:

a. Purchase is from a motor vehicle dealer licensed in Arkansas;

b. Purchase price of the motor vehicle does not exceed the fleet price awarded by the Office of State
Procurement; and

C. Motor vehicle to be purchased is the same make and model motor vehicle as the make and model the

fleet price was awarded for by the Office of State Procurement.

Prospective bidders, offerors, or contractors may appeal to the district’s superintendent if they believe the
district failed to follow district bidding and purchasing policy or state law.

Any award of a contract shall be subject to revocation for ten (10) working days from:
@ The initial awarding of the contract; or
o If an appeal is received, resolution of the appeal.

The intent is to provide prospective bidders, offerors, or contractors the opportunity to appeal the bid award if
they believe the facts warrant an appeal. Any appeal shall be in writing by certified mail and received by the
district office, “attention to the superintendent” within seven (7) calendar days following the initial and
revocable award of the contract.

If the district receives an appeal of a bid award, they shall notify, in writing, those prospective bidders, offerors,
or contractors who have made a written request to the district for notification of opportunities to bid that an
appeal has been submitted. The notification shall state:

that the contract award has been halted pending resolution of the appeal and could be revoked,

the reasons for the appeal;

that the recipient of the letter may respond to the protested issues identified in the appeal;

the date the decision on the appeal will be made and notification sent;

that if the appeal is upheld, the bidding process will-be re-opened,

that if the bidding is re-opened, changes will be made to the request for bids as necessary to satisfy the
reasons for upholding the appeal.



The sole authority to resolve any appeal made relating to this policy shall rest with the superintendent. The
superintendent’s decision shall be final and conclusive. In the event the district upholds an appeal, the sole
responsibility of the district to the aggrieved bidder(s) shall be the re-opening of the bidding process.

Except when prohibited by law, the District reserves the right to extend or renew a contract that was previously
awarded under the process governed by this policy and law, provided the extension or renewal meet the
following criteria:

1. The equipment and services provided under the extended or renewed contract meets or exceeds the
specifications of the original bid.

2. The extended or renewed contract agreement complies with the state of Arkansas’s documentation
requirements.

3. The cost of the extended or renewed contract is the same or less than the original contract.

4. The extension or renewal is approved by the local school board.

Professional Services
The District does not use a bidding process when procuring professional services. Instead, when the District
needs to procure professional services, the District shall:
1. Select three (3) qualified firms;
2. Determine the most qualified firm by considering, at a minimum, the:
o Specialized experience and technical competence of the firm with respect to the type of
professional services required,
J Capacity and capability of the firm to perform the work in question, including specialized services,
within the time limitations fixed for the completion of the project;
o Past record of performance of the firm with respect to such factors as control of costs, quality of
work, and ability to meet schedules and deadlines; and
J Firm's proximity to and familiarity with the area in which the project is located,
3. Negotiate a contract for the project with the most qualified firm.

When negotiating a contract, the District and the selected firm shall jointly prepare a detailed, written
description of the scope of the proposed services. If the District is unable to negotiate a satisfactory contract
with the firm selected, negotiations with that firm shall be terminated and the District shall negotiate a contract
with the next most qualified firm. In the event the District is unable to negotiate a contract with any of the
original selected firms, the District shall reevaluate the necessary professional services, including the scope and
reasonable fee requirements, and return to step one.

The District encourages firms who provide professional services to submit annual statements of qualifications
and performance data to the District. The District shall request any additional information as needed for a
particular public project.

Legal References: A.C.A. § 6-18-2201 et seq.
A.C.A. § 6-21-301, 303, 304, 305, 306, 307
A.C.A. § 6-24-101 et seq.
A.C.A. § 15-4-3801 et seq.
A.CA. § 18-44-503
A.CA.§19-11-259
A.CA. § 19-11-801 et seq.



A.C.A. § 22-9-203

A.CA. § 25-1-1002

DESE rules Governing the Student Protection Act
2 CF.R. §200.67

2 CF.R. §200319

2 C.F.R. §200.320

2 C.F.R. §200.321

2CF.R. §200.324

48 C.F.R. §2.101

Date Adopted: April 27,2015

Last Revised: July 17,2017

Last Revised: September 24, 2018
Last Revised: January 28,2019
Last Revised: May 28,2019

Last Revised: December 16, 2019
Last Revised: September 28, 2020
Last Revised: November 15, 2021
Last Revised: June 20, 2022

Last Revised: October 24, 2022

Last Revised October 23, 2023



7.5F1—COMMODITIESBIDDER AFFIDAVIT
NAME OF SCHOOL DISTRICT
NAME OF COUNTY

l, , hereby state:

(1) I am the duly authorized agent of , the bidder submitting the
competitive bid which is atached to this statement. | certify the facts as detailed below pertaining to the non-
exigtence of colluson among and between bidders and sate officias, aswell asto the facts pertaining to the
giving or offering of things of vaueto government personnel in return for specid consderation in the awarding
of any contract pursuant to the bid to which this satement is atached.

(2) I am fully aware of the facts and circumstances surrounding the making of the bid to which thisstatement is
attached and have been persondly and directly involved in the proceedings leeding to the submission of the bid.

(3) Nether the bidder nor anyone subject to the bidder's direction or control has been aparty:
(A) To any colluson among biddersin restraint of freedom of competition by agreement to bid at afixed price
or to refrain from bidding;

(B) To any collusonwith any state officid or employee asto quantity, quality, or pricein the prospective
contract, or asto any other terms of the prospective contract; or

(C) In any discussons between bidders and any state officid concerning exchange of money or other thing of
vauefor specid condderation in the awarding of acontract.

(4) 1 hereby guarantee that the specifications outlined in the bid shall be followed as specified and that
deviaionsfrom the specifications shdl occur only as part of aforma change process gpproved by the Board of
Directors of the school digtrict.

Signature

Subscribed and sworn to before methis day of , 20

Notary Public



7.5F2— FOOD SERVICE COMMODITIESBIDDER AFFIDAVIT

NAME OF SCHOOL DISTRICT NAME OF COUNTY

l, , hereby state:

(2) I am the duly authorized agent of , the bidder submitting the
competitive bid which is atached to this statement. | certify the facts as detailed bel ow pertaining to the non-
existence of colluson among and between bidders and sate officias, aswell asto the facts pertaining to the
giving or offering of things of vaueto government personnel in return for specid congderation in the awarding
of any contract pursuant to the bid to which this satement is attached.

(2) I am fully aware of the facts and crcumstances surrounding the making of the bid to which this statement is
attached and have been persondly and directly involved in the proceedings leading to the submission of the bid.

(3) Neither the bidder nor anyone subject to the bidder's direction or control has been a party:
(A) To any colluson among biddersin restraint of freedom of competition by agreement to bid at afixed
price or to refrain from bidding;

(B) To any colluson with any state officid or employee asto quantity, qudity, or pricein the prospective
contract, or asto any other terms of the propective contract; or

(©) In any discussions between bidders and any state officid concerning exchange of money or other thing of
vauefor specid condderation in the awarding of acontract.

(4) 1 hereby guarantee that the specifications outlined in the bid shal be followed as specified and that
deviations from the specifications shdl occur only as part of aforma change process approved by the Board of
Directors of the school digtrict.

(5) I hereby certify that the bid, unless specificaly exempted by the USDA, isfor agriculturad commoditiesthat
have been produced inthe U.S. or if the bid containsfood products thet at least 51% of food in the product was
produced inthe U.S. | understand that the district shall not accept any product that does not meet this
requirement and is not liable for any loss | may incur asaresult of such refusa to accept.

Signature

Subscribed and sworn to before methis day of , 20

Notary Public



7.5F3—WAIVER REQUEST TO EXCEED COOPERATIVE PURCHASING
FOR CONSTRUCTION SERVICES AGGREGATE AMOUNT IN
ACCORDANCE WITH § 19-11-249 (d)

Name of School District or Open Enrollment Public Charter School:

Name and Title of Person Submitting Report:

Vendor:

Vendor Contract #:

Location of Project (school campus, etc...):

Reason for Waiver Request (Timeline for Completion, Preferred Contractor, etc...)

Description and Scope of Project:

Total Estimated Cost of Project:

Start Date of Construction:

Total Estimated Amount of Cooperative Construction Services Prior to this Waiver:

Signature

Date




7.5F3—WAIVER REQUEST TO EXCEED COOPERATIVE PURCHASING
FOR CONSTRUCTION SERVICES AGGREGATE AMOUNT IN
ACCORDANCE WITH § 19-61-802(d)

Name of School District or Open Enrollment Public Charter School:

Name and Title of Person Submitting Report:

Vendor:

Vendor Contract #:

Location of Project (school campus, etc...):

Reason for Waiver Request (Timeline for Completion, Preferred Contractor, etc...)

Description and Scope of Project:

Total Estimated Cost of Project:




Start Date of Construction:

Total Estimated Amount of Cooperative Construction Services Prior to this Waiver:

Signature Date

Date Adopted: July 21, 2025

Last Revised:



7.6—ACTIVITY ACCOUNT

The Didrict shdl maintain an account of activity funds. The fundsfor the account are those revenues derived
from the sdle of ticketsto athletic contests or other school sponsored activities, the sale of food other than that
sold in the cafeteria; the sdle of soft drinks, school supplies, and books; and fees charged by clubsand
organizations.

Activity funds are congdered “ school funds’ and as such may only be spent for school related purposes.

The Superintendent shal be the custodian of al activity funds and shall be respongble and accountable for the
funds. The Superintendent may appoint aco-custodian for each school in the Digtrict who shdl dso be
respons ble for the activity funds he/she maintains.

Lega References. A.CA.§6-13-701(g)
A.CA.86-20-417

Date Adopted: April 27, 2015
Last Revised:



7.7—CASH IN CLASSROOMS

No cash or checksareto beleft in any classroom overnight. Staff, other than the Digtrict bookkeeper/school
secretaries, who collect fundsin the course of their employment, should deposit the funds daily with the
bookkeeper/school secretaries. Bookkeepers/school secretaries should deposit daily, unless otherwise directed
by the superintendent.

Date Adopted: April 27, 2015
Last Revised:



7.8—PERSONAL PROPERTY

To avoid confusion and the potentia for misunderstandings, Didtrict Saff who bring persona property to school
to usein the performance of their jobs should labd theitems with their names. Any such items should be
removed from the school & the dose of school each year. The Didtrict assumes no responsibility for damage to,
or theloss of, persona property brought to Didtrict facilities by Didtrict staff.

Date Adopted: April 27, 2015
Last Revised:



7.9—PROPERTY INSURANCE

The Superintendent shal be responsible, with approvd of the Board, for maintaining adequate insurance
coveragefor al Didrict properties. At aminimum, the Digtrict will purchase insurance coverage sufficient to
meet the requirements by the Arkansas Commission for Public School Academic Facilities and Transportation.

Legd References A.CA. 86-21-114(d)
Arkansas Commission for Public School Academic Fecilities and Transportation Rules
Governing Property Insurance Requirements

Date Adopted: April 27, 2015
Last Revised:



7.10—PUBLIC USE OF FACILITIES

Although the Board of Education recognizes that the primary purpose of district facilities is to implement
instructional programs, the district allows organizations to use district facilities who abide by the
subsequently stated conditions.

Conditions:

1. Facility use requests must be submitted at least thirty days in advance. All requests shall
be made by submitting the Use of Facilities Request Form to the superintendent.

2. All sales of merchandise, advertising, printed matter and other materials are prohibited on
district property unless permission of the superintendent or his designee is granted in
advance.

3. No use of school facilities will be approved for the purpose of advancing any doctrine or
theory subversive to State or Federal laws.

4. Organizations using district facilities assume full and complete responsibility for the
conduct of all persons, regardless of age, associated with the use of the facility while they
are in or about the facility. Use or possession of firearms, controlled substances,
alcoholic beverages, smoking or the use of tobacco or products containing tobacco in any
form is prohibited on district property.

5. The district reserves the right to reject any request for use of facilities.

6. Failure to strictly adhere to district practices regarding the use of facilities may result in the
discontinued use of Charleston School District facilities.

7. The Requester shall be responsible for the costs of any damage to contents and/or district

facilities.

Deposit for Profit and Non-Profit Organizations:

Level One—$100

Facility is used for one event/activity and/or
Event/activity supports students that attend school in the Charleston School District

Level Two—$250

Facility is used on multiple events/activities and/or
Events/activities support students that attend school in the Charleston School District

Level Three—$500

Facility is used for one event/activity and/or
Event/activity does not support students that attend the Charleston School District

Level Four—$1000

Facility is used for multiple events and/or
Events/activities do not support students that attend school in the Charleston School District



Deposit Payment:

The deposit must be paid within three business days of the superintendent’s approval of the request for
Use of Facilities. A separate check for the deposit should be made payable to the Charleston School
District.

Conditions of Deposit Refund:
Keys must be returned. For security purposes, copying of keys is strictly prohibited.

The Requester shall be responsible for normal custodial services and trash removal after the
event/activity. If the Requester does not perform normal custodial services, cleaning costs will be
deducted from the deposit at the rate of $18 per hour.

The Requester shall be responsible for any damage to contents and/or district facilities.

The district shall retain all or portions of the deposit if the Requester fails to strictly adhere to Use of
Facilities Policy. A copy of the policy shall be provided to the Requester.

Non-refundable fees are for consecutive hours with rates applying to all times facilities are in use
including setup. Level One and Level Two Profit and Non-Profit Organizations requesting use of
facilities for more than five hours must opt for Level Three or Level Four and shall be charged the
applicable level of deposit and an hourly rate with minimum as stated.

Non-Refundable Fee for Non-Profit Organizations:

Level One—3$50 (maximum of 5 hours)

e Facility is used for one event/activity and/or

e Event/activity supports students that attend school in the Charleston School District
Level Two—$125 (maximum of 5 hours)

e Facility is used on multiple events/activities and/or

e Events/activities support students that attend school in the Charleston School District
Level Three—$100 per hour (2 hour minimum)

e Facility is used for one event/activity and/or

e Event/activity does not support students that attend the Charleston School District
Level Four—$100 per hour (4 hour minimum)

e Facility is used for multiple events and/or

e Events/activities do not support students that attend school in the Charleston School District

Non-Refundable Fee for Profit Organizations:

Level One—3$100 (maximum of 5 hours)
e Facility is used for one event/activity and/or
e Event/activity supports students that attend school in the Charleston School District



Level Two—3$250 (maximum of 5 hours)
e Facility is used on multiple events/activities and/or
e Events/activities support students that attend school in the Charleston School District
Level Three—$125 per hour (2 hour minimum)
e Facility is used for one event/activity and/or
e Event/activity does not support students that attend the Charleston School District
Level Four—S$125 per hour (4 hour minimum)
e Facility is used for multiple events and/or
e Events/activities do not support students that attend school in the Charleston School District

Cafeteria Employee Charge:

In addition to the Use of Facility Fee, organizations using the cafeteria are required to retain a minimum
of one (1) food service employee of the Charleston School District at the rate of $18 per hour. Larger
events/activities may require more than one food service employee. The superintendent shall determine
the number of employees and hours required.

District Employee Charge:

The district reserves the right to require a school employee(s) to be present during any use of facilities.
The charge is $18 per hour.

Payment:

The total due must be paid in full within three business days of the superintendent’s approval of the
request for Use of Facilities. A separate check for the fee, cafeteria employee charge, and/or district
employee charge, if applicable, must be made payable to the Charleston School District.

Cancellation of Event/Activity:

The non-refundable fee and employee charge will be returned to the Requester only in the event that
notice of cancellation is provided to the superintendent at least 3 business days prior to the approved
scheduled use of facilities.

Wavier of Fee and Cafeteria Charge:

The superintendent or designee may waive the fee and/or cafeteria charge if he/she deems the
event/activity supports curricular or extracurricular educational objectives of the Charleston School
District.

JOINT USE OF DISTRICT AND CITY FACILITIES

In order to provide for more efficient use of public resources and increase access to needed
services, the Charleston School District may enter into joint use agreements with local
governmental agencies, postsecondary institutions, and/or community organizations to make
school grounds or facilities available for public use or to use community facilities for school



programs. Such agreements shall be based on an assessment of student and community needs
and may be designed to increase access to spaces for physical activity, recreation, library
services, school health centers, before or after school programs, or other programs that benefit
students and the community.

State Code Sections 6-21-101, 6-21-501/505, and 14-54-1301/1307 authorize and encourage
school districts and cities to enter into collaborative agreements to promote the health and
general welfare of the community and to organize and conduct programs to enhance the
recreational activities afforded to children and adults. When it is determined that the joint use of
facilities is in the best interest of the District and the community, the Superintendent shall
identify potential agencies or organizations to partner with the district in such agreements.
He/she shall also establish planning processes that involve those partners, appropriate district and
school staff, and involve community members in establishing goals and priorities for joint use,
determining locations where programs or facilities are most needed, and establishing protocols
for ongoing communication and coordination among partners. A detailed written joint use
agreement shall be developed among the Superintendent, or designee, and the partners that
delineates the terms and conditions for joint use and the responsibilities of all participating
parties. Such an agreement may address the following:

Priorities for use of the property

Hours available for use by the partners or other parties

Projected operating costs

Resource allocations of each partner, including provisions of materials and equipment
Responsibilities for management, scheduling, maintenance, on-site supervision as needed
and other operations

Access to facilities, including access to restroom facilities or provisions of portable

facilities as needed

Safety and security measures

Liability, insurance, and risk management issues

Fees, if any, for facility use and the party responsible for payment thereof

Provision for regular inspection and notification of damage as well as restitution and

repair of property

e Procedures for consent to make alterations, additions, or improvements to property.

e Duration of the agreement and the bases for cancelling or terminating the agreement
before the expiration date

e Process for resolving disputes regarding any aspects of the agreement

Whenever district property will be used for joint use activities, such activities shall be
scheduled during non-school hours and shall not interfere with the educational
program.

Whenever organized groups, such as sports leagues, use district property, the Superintendent, or
designee, shall ensure that such groups maintain proper insurance.

The Superintendent, or designee, shall provide regular reports to the Board, program
partners, and the public outlining progress toward project goals, including, but not



limited to, levels of participation in joint use programs held at school or the
community facilities, feedback from program participants, and any reports of damage
to property or harm to individuals resulting from the joint use. As needed, the
Superintendent, or designee, shall recommend amendments to the joint use agreement.

The District shall not enter into any joint use agreement that is not in compliance with Federal,
state, or local law. A joint use agreement shall not become effective until agreed upon and
signed by all participating parties.

PLACEMENTS OF MONUMENTS/MEMORIALS

The purpose of this policy is to identify the district’s position on the placement of monuments/memorials,
provide an approval process, and provide criteria for evaluating the appropriateness of commemorative
works. Placement of monuments/memorials not originating within the district’s administration must have
prior approval of the Charleston Board of Education.

It is the policy of the district to prohibit the placement of monuments, memorials, or commemorative
works not originating within the district administration on its lands and the naming of structure
enhancements unless these devices serve to highlight and advance the mission, goals, and objectives of
the district.

Scope

This policy is applicable to all lands and buildings owned or controlled by the district.
Monuments/memorials shall include but are not limited to the following categories of commemorative
devices:

o Living Memorials are represented by individual trees, groves, gardens, or any planted
landscape.

o Lasting Memorials are represented by benches, picnic tables, sculptures and other
enhancements.

o Structures are represented by the dedication of a permanent structure such as a picnic
pavilion. Also includes commemorative works within structures, such as displays,
exhibits, statues, or plaques.

o Commemorative works are represented by exhibits, displays, and plaques/signs usually
within structures.

Approval Process
Proposals for monuments/memorials not originating within the district administration must be submitted
in writing to the superintendent. Upon receipt of written request, the Charleston Board of Education shall

evaluate the criteria for monuments/memorials.

Criteria



The criteria evaluated will include but is not limited to the memorial’s/monument’s significance, the
relationship to the district’s mission, and the memorial’s/monument’s ability to blend with the natural
surroundings.

Legal References: A.C.A. §5-73-119
A.C.A. § 5-73-120
A.C.A. § 6-10-130
A.C.A.§6-21-101
Arkansas Constitution Article 14, § 2

Date Adopted: April 27,2015



7.10F—USE OF FACILITIES

REQUESTER’'SNAME OR ORGANIZATION:

PHONE NUMBER: FAX NUMBER:

MAILING ADDRESS:

BUILDING REQUESTED: ROOM#:

PURPOSE (attach pageif necessary):

DATE: TIME FRAME:

ESTIMATED NUMBER USING FACILITY:

DEPOS T (MAKE CHECK PAYABLE TO THE CHARLESTON SCHOOL DISTRICT)

Level One Deposit —$100
Level Two Deposit —$250
Level Three Deposit —$500
Level Four Deposit —$1000
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A depost will berequired for Use of Facilities. Thedeposit may beretained for failuretoreturn keys,
failureto providenormal custodial services, and/or damageto contentsor facilities. By my sgnature
below, | certify that | havereceived a copy of thedistrict’sUseof FacilitiesPolicy, and | agreeto abide by
itsterms. | further understand that |, Requester, am responsblefor any damage coststhat may exceed
thedeposit.

REQUESTER’'S

SIGNATURE: DATE:

NON-REFUNDABLE FEE FOR NON-PROFIT AND PROFIT ORGANIZATIONS (MAKE CHECK
PAYABLE TO THE CHARLESTON SCHOOL DISTRICT)

= Leve OneNon-Profit Fee—$50 maximum of 5 hours Leve One Profit Fee—$100
maximum of 5 hours
= Levd Two Non-Profit Fee—$125 maximum of 5 hours Leve Two Profit Fee—$250

maximum of 5 hours

» Leve Three Non-Profit Fee—$100 per hour-2 hour minimum  Leve Three Profit Fee —$125 per
hour-2 hour minimum

= Leve Four Non-Profit Fee—$100 per hour-4 hour minimum Leve Four Profit Fee—$125
per hour-4 hour minimum




= A school employee must be present if the cafeteriaisused. The charge for acafeteriaemployeeis $18
per hour. Larger functions may require more than one employee.

= Thedidrict reservestheright to require aschool employeg(s) to be present during any facility use. The
chargeis $18 per hour.

= The superintendent or designee may waive the usefeeif he/she deemsthe event/activity supports
curricular or extracurricular educationa objectives.

REQUEST APPROVED REQUEST DENIED
SUPERINTENDENT’SSIGNATURE

DATE

Deposit $ +Non-Refundable Fee +Employee(s) Charge ($18.00 x hours)
=%

$ $

Tota Due Totd Pad Date

$ $

Deposit returned Deposit retained SUPERINTENDENT’'SSIGNATURE

Note A letter of explanation will bemailed to the Requester if thedepodt or a portion of thedeposit is
retained by thedidrict.




7.11—USE OF SCHOOL FUNDSFOR NON-SCHOOL RELATED
PURPOSES

School funds shall not be used for palitica, charitable, or humanitarian purposes.

No employee of the Digtrict shall use schoal time, school property, school personnd, or school
equipment for the purpose of furthering the interests of any political party, the campaign of any
political candidate or the advocacy of any palitica issue or balot issue whether partisan or non-
partisan. School employees may participate as part of acommunity organization which isrenting
aschoal facility for apolitical purpose.

Any school employee found guilty or who pleads guilty, or nolo contendere to the use of Didtrict
fundsto support any balot measure shal beimmediately suspended, and recommended for
termination by the superintendent.

The Board of Directorsisnot prohibited from expressing an opinion on aballot measure through
the passage of resolution or proclamation. School employees are alowed to verbaly expresstheir
views on a ballot measure other than in an attempt to persuade a student to the employee's point
of view.

Didtrict employees and members of the Board of Directors may incur incidental expenditure of
Didtrict fundsfor travel costs when spesking at an event in which abalot measureis discussed if
the subject matter of the speaking engagement iswithin the scope of the person's official duties
and respongbilities.

Didtrict funds may be used to disseminate public information at a public speaking engagement.
Theincidenta use of Didtrict resources may be used to prepare an andysis of the public
information if such information iswithin the scope of the person's officid dutiesand
respongbilities.

Legd References. Arkansas Condtitution Article 14 § 2
A.CA.87-1-103
A.CA.87-1-111
A.CA. §21-8402

Date Adopted: April 27, 2015
Last Revised:



7.12—EXPENSE REIMBURSEMENT

The requirements of this policy shall govern reimbursement for expenses related to travel and/or
attendance at conferences and professional development activities incurred by district employees and/or
members of the Board of Directors on behalf of the district. Employees are only eligible for
reimbursement for travel expenses of travel which has been approved in advance. Original itemized
receipts, excluding meals, must accompany all requests for reimbursement to the extent that such receipts
are customarily available. For a receipt to be valid it should contain the name of the issuing company, the
date, items purchased, and the amount. No cash advances shall be made for travel. Mileage, lodging, and
meal expenses will not be reimbursed when incurred for the personal convenience of the employee and
not required by the reason for the travel.

To the extent practicable, employees shall have the district pay initial conference and professional
development registration fees and associated necessary materials. In the occasional circumstances where
this is not practical, the district shall reimburse the employee for such fees if they were authorized in
advance and are supported with proper receipts.

The district will not reimburse expenses of any non-school board member or non-employee who
accompanies the school board member or employee during his/her school related travel.

Reimbursable Expenses

Mileage that is driven for a district sanctioned purpose in an employee’s personal vehicle shall be
reimbursed provided appropriate documentation is submitted establishing the date and time, place, and
purpose of the travel. Mileage shall be reimbursed .04 cents below the current rate authorized by the IRS
and shall be based on the shortest, most reasonable, route available.

Maeals shall be reimbursed for travel as follows:

1. Meals per diem will be allowed while on school business (when three meals are necessary). The
employee’s immediate supervisor will determine how many meals were necessary by using the
following guidelines:

No overnight stay—one meal reimbursement
One night lodging—Four meals reimbursement
Two nights lodging—Seven meals reimbursement

2. Maximum allocations for single meals will be:

Breakfast--------- $ 10.00
Lunch-----——-—-- $ 12.00
Dinner------------ $ 16.00

3. A receipt for meals will not be necessary when submitting on reimbursement request.

Tips are not allowed if an employee is reimbursed using a "per diem" plan.



Travel necessitating overnight lodging shall be reimbursed to the extent that it is not lavish and is
reasonable based on circumstances of the expenditure. Proper documentation establishing the date and
time, place, and purpose of the travel must be submitted along with a receipt for the overnight
accommodations.

Lodging shall be reimbursed as follows:
1. Lodging shall be at the lowest available rate for suitable accommodations.

2. Personal expenses for room service, personal telephone use, in-room movies or other similar charges
shall not be submitted for reimbursement.

3. Expenses associated with spouses, children, and others are not approvable.

4. Lodging will be reimbursed for actual expenses incurred when an itemized receipt from the hotel is
submitted along with the expense reimbursement request.

5. When two or more employees attend the same meeting, lodging should be shared when feasible.
Credit Cards

Only those employees who “check-out” credit cards to be used in the performance of their jobs to
purchase goods, services, or supplies on behalf of the district shall be allowed to use such cards.
Employees who incur reimbursable expenses as defined in this policy may pay initially by any means
they choose and then submit their request for reimbursement. The district assumes no responsibility for
the payment of any personal credit card charges incurred by a district employee.

Airport Associated Expenses

Receipts for airport associated expenses are required for reimbursement. All airline flights shall be by
coach/economy class. Upon arrival at their destination, employees are expected to take the less expensive
option between a taxi and an airport shuttle service to his/her hotel or meeting site. When circumstances
dictate that a rental car is necessary and/or the most economical approach to the travel requirements, the
least expensive car that will accomplish the job should be rented.

Expenses not covered

The district shall not reimburse the following items/categories of expenses.

e Alcoholic beverages;

¢ Entertainment expenses — including sports or sporting events; pay per view or game expenses at
motels;

e Replacement due to loss or theft;

e Discretionary expenses for items such as clothing or gifts;

e Maedical expenses incurred while on route to or from or at the destination of the reason for the travel,
and



e Optional or supplementary insurance obtained by the employee for the period covered during the
travel.

Reimbursements for expenses (hotel or food) are not taxable income so long as they are not “lavish.”

Cross References: 3.20—CERTIFIED PERSONNEL REIMBURSEMENT OF TRAVEL
8.14— CLASSIFIED PERSONNEL REIMBURSEMENT OF TRAVEL

Date Adopted: April 27,2015
Last Revised:  April 25, 2022









7.13—MANAGEMENT AND DISPOSAL OF DISTRICT PROPERTY

Definitions
For the purposes of this policy, the following definitions gpply: “Commodities’ are dl supplies, goods,
materia, computers, software, machinery and other equipment purchased on behdf of the district having a
useful life of more than one (1) year and an acquisition cost of one thousand dollars ($1,000) or more per unit.

“Fair market vaue’ means the amount areasonable buyer would be willing to pay for aparticular piece of
property based on an objective set of criteria, which may include, but are not limited to: any improvements or
damageto the property; the demand for smilar property; the sdling price for the property by the producer of the
property or re-sde outlets, and the value of the property as determined by an independent appraiser.

“Red property” island and whatever is erected or affixed to land, such as structures or buildings.
“Surplus commodities’ are those commodities that are no longer needed, obsolete, irreparable, or worn out.

“Surplusred property” isred property that isnot presently needed or foreseen to be needed by the Didtrict, and
that has been authorized for sdle as surplusred property by vote of the School Board. Surplusred property may
include unused or underutilized facilities.

“Trash” arethoseitemsthat would otherwise belong to another category of goods or property defined inthis
policy, but which, dueto the property’ sage or an act of God, have less vadue than it would cost to repair the
item. Examples could include, but are not limited to, fire damage, vehicle accidents, extreme age, and/or decline
invaueof theitem.

“Unused or underutilized facility” meansaschool facility or other redl property thet:

e Asawhaleorinasgnificant portion, isnot being used for apublic educational, academic, extracurricular,
or adminigtrative purpose and the nonuse or underutilization threatens the integrity or purpose of the school
facility or other red property asa public education facility; and

e |snot subject to ether aleaseto athird party for fair market vaue or an executed offer to purchase by a
third party for far market vaue as of July 30, 2017.

General Palicy

The Didtrict’ s purchases of commodities shal bein accordance with Policy 7.5—PURCHASES AND

PROCUREMENT and, to the extent gpplicable, the procurement requirements of any granting source of

funding used to purchase the commaodity. The Superintendent shall develop procedures governing the use,

management, and dispersal of commodities. At aminimum, the procedures will cover the following topics:

o labdingdl commodities;

0 edtablishing adequate controlsto account for their location, custody, and security;

o annualy auditing theinventory of commodities and updating alisting of such commoditiesto reconcilethe
audit with the digrict’ sinventory records. The audit will be documented and account for any transfer and/or
disposd of acommodity.

0 Disposing of surplus commodities and surplusred property, whether purchased in whole or in part with
federd grant funds or with loca funds.



The disposa of school property must be for the benefit of the school ditrict and consistent with good business
principles.

Disposal of Surplus Commodities
The Board of Directors recognizes that commodities sometimes become of no use to the Ditrict and thus meet
this policy’ s definition of surplus commaodities.

The Superintendent or designee(s) will determine the objective fair market vdue (FMV) of surplus
commodities. The Digtrict will striveto dispose of surplus commodities at or near their FMV.

The Superintendent may declare surplus any commodity with an FMV of less than one thousand dollars
($1,000). Surplus commoditieswith an FMV of |ess than one thousand dollars ($1,000) will be periodicaly
sold by the mogt efficient, cost effective meansthat islikely to result in salesat or near FMV.

The Superintendent may submit alist of surplus commodities deemed to havea FMV of one thousand dollars
($1,000) or greater to the Board of Directorsfor authorization to sdll such surplus commodities. Once the Board
of Directors has authorized the sdle of such surplus commodities, the Superintendent or designeg(s) may sl

that surplus commodity asthe need arises. Itemswith aFMV of one thousand dollars ($1,000) or greater will be
sold by the mogt efficient, cost effective meansthat islikely to result in salesat or near FMV. If the
Superintendent chooses to digpose of the surplusitems by bid, the Superintendent or desgnee may set a
minimum or reserve price on any item, and may reject al bids. The Superintendent or designeeis authorized to
accept the high bid provided the high bid isa or near FMV without further Board action unlessthe high bid
comes under the jurisdiction of Arkansas ethicslegidation, in which casethe provisonsof A.C.A. 88 6-24-
101-107 would apply.

If attempts at public sdesfail to produce any interested buyers or bidders, such remaining unsold commodities
may then, at the discretion of the Superintendent, be digposed of as scrap or junk or be donated to appropriate
charitable or education related entities. Computer or technology equipment will be cleansed of dataprior to

disposd.

Disposal of SurplusReal Property
The Board of Directors recognizesthat real property it owns sometimes becomes no longer of useto the District
and thus meetsthis policy’ s definition of surplusred property.

By February 1 of each year, the Didtrict shal submit areport to the Divison of Public School Academic
Facilitiesand Trangportation (Division) that identifiesall unused or underutilized school facilitiesin the District
and the unused or underutilized school facilities, if any, that are designated in the Didtrict’ sfacilities master plan
to be re-used, renovated, or demolished as part of a specific committed project or planned new congtruction
project.

If the Divison classfiesaDidtrict facility or Digtrict red property as being unused or underutilized, the Didrict
may appedl the Divisons determination to the Commission for Public School Academic Fecilitiesand
Trangportation (Commission).

The Digtrict shal make unused or underutilized public schoal facilities available for leasefor no more than
FMV to any open-enrollment public charter school (charter) located within the Digtrict’ s geographic boundaries



that makes arequest under the charter’ s statutory right of access unlessthe Didtrict makes an affirmative

showing by a preponderance of the evidence to the Commission that:

1. Theschool facility, or the property to which the school facility is attached, will be needed by the Didtrict to
accommodate future growth of the Didtrict; or

2. Useof the school facility or other redl property by acharter would have amateridly negative impact onthe
overdl educationd environment of an educational campus located within five hundred feet (500') of the
school facility or other redl property sought to be leased by the charter.

Theterms of alease executed between the Didtrict and acharter shdl provide that the lease shdl be cancelled

and be of no effect if the charter:

a Falstousethefacility or other red property for direct student instruction or administrative purposes within
two (2) years of the effective date of the lease;

b. Closss, hasitscharter revoked, or hasits charter gpplication denied by the charter authorizer; or

c. Initidly usesthefacility or other real property, but then leavesthe facility or other red property unused for
more than one hundred eighty (180) days.

If requested or agreed to by the charter, The Ditrict may sdll the unused or underutilized facility or other red
property to the charter for FMV.

If the Didtrict decidesto sdll, lease, or otherwise transfer ownership of aDidtrict facility, acharter located within
the Didtrict’ s geographic boundaries shall have aright of first refusdl to purchase or lease the facility for FMV.
The charter’ sright of first refusa shall continue for two (2) years after the date the Didrict last used the school
facility or other red property asan academic facility.

If the Didtrict decidesto sdll or lease aDidtrict facility or other redl property that has been identified by the

Divison asan unused or underutilized school facility to athird party thet isnot acharter, then the District may

not sell or lease the facility until thelater of:

=  Two (2) yearsafter the date the facility or other redl property isidentified by the divison asan unused or
underutilized public school facility, so long as no charter has claimed aright of accessor aright of first
refusa; or

= Three(3) yearsfrom the date the Didtrict facility or other red property has been identified by the divison as
an unused or underutilized public school facility if the District designated the facility or other redl property
to be reused, renovated, or demolished as part of a specific committed project or planned new congtruction
project inthe Didtrict’ sfacilities master plan.

The Didtrict may petition the division for awaiver of thetime restrictionsfor the sdle or lease of aDidrict’'s
unused or underutilized facility. The petition shdl include a statement that the Didrict believesthat no charter
would beinterested in leasing or purchasing the unused or underutilized school facility. If the Didtrict receivesa
waiver, the Didrict may immediately sdll, lease, or otherwise dispose of the unused or underutilized facility.
The Digtrict may appedl the denid by the Divison of awaiver to the Commisson.

The Superintendent may submit aregquest to the Board of Directorsfor authorization to sall surplusresal
property. Oncethe Board of Directors has authorized the sde of such surplusred property, the Superintendent
or designated individua(s) may sdll that surplusred property asthe need arises and thispolicy dlows. The
Superintendent or designeg(s) shall be responsible for getting a determination of the objective FMV of surplus
redl property. Thedistrict will strive to digpose of surplusitemsat or near their FMV. Thered property may be



listed for sdlewith ared estate broker, and the Superintendent or designated individua may contract on beha f
of thedidtrict to pay the usud and customary sales commission for such transactions, upon sale of the property.
If the Superintendent choosesto digpose of the surplusitems by bid, the Superintendent or designeg(s) may set a
minimum or reserve price on any item, and may reject al bids. The Superintendent or designeeis authorized to
accept the high bid” provided the high bid is at or near FMV without further Board action unlessthe high bid
comes under thejurisdiction of Arkansas ethicslegidation, in which casethe provisonsof A.C.A. 88 6-24-
101-107 would apply.

If attempts at public salesfal to produce any interested buyers or bidders, such remaining unsold red property
may then, if agreed to by the Superintendent and Board of Directors, be donated to appropriate education
related entities, not-for-profit organizations, the county, city, or incorporated town in accordance with the
provisons of Satelaw.

Items obtained with federa funds shdl be handled in accordance with applicable federa regulations, if any.

The Digtrict may not make a part of the disposal of Didtrict redl property a covenant that prohibitsthe sde or
lease of former Didtrict facilities or other redl property to acharter that islocated within the Didtrict's
geographic boundaries.

Disposal of SurplusReal Property After Consolidation

Except as otherwise prohibited by this policy, red property of aconsolidated school district that isno longer
being used for educationa purposes and has not been sold, preserved, leased, or donated two (2) years after the
effective date of consolidation shdl be made available for use by apublicly supported ingtitution of higher
education, atechnica inditute, acommunity college, anot-for-profit organization, a county, acity, or
incorporated town by the Board of Directorsfor the following purposes.
e Havingthered property preserved, improved, upgraded, rehabilitated, or enlarged by the donee;
e Holding of classesby dtatutorily authorized education related entities; or
e Providing community programs and beneficiad educationd services, socia enrichment programs, or after-

school programs.

Trash
Trash, asdefined in this policy, may be disposed of in the most cost efficient or effective method available to
thedidrict.

Legd References: A.CA.86-13-111
A.CA.86-13-620
A.CA.86-21-108
A.CA.86-21-110
A.CA.8§86-21-803
A.CA.8§6-21-806
A.CA.86-21-815
A.CA.86-21-816
A.CA. §6-24-101-107
2C.F.R. §200.311



2C.FR.§200.313

Date Adopted: April 27, 2015
Last Revised: April 25, 2016
Last Revised: July 17, 2017



7.14—USE OF DISTRICT CELL PHONESAND COMPUTERS

Board members, saff, and students shdl not be given cell phones or computersfor any purpose
other than their pecific use associated with school business. School employees who use a school
issued cdll phones and/or computers for non-school purposes, except as permitted by Didrict
policy, shdl be subject to discipline, up to and including termination. School employees may be
issued Didrict cell phonesif their position requires the employee be avallable at al timesfor
work related emergencies or the employee be available to spesk with others on school reated
business when the employee is away from the office. Employeesissued cdll phonesfor such
purposes may use the phone for persond use on an “as needed” basis.

Students who use school-issued cell phones and/or computers for non-school purposes, except as
permitted by Policy 4.47— POSSESSION AND USE OF CELL PHONESAND OTHER
ELECTRONIC DEVICES, shdl be subject to discipline, up to and including suspenson or
expulson.

Except when authorized in the SCHOOL BUS DRIVER' SUSE OF MOBILE
COMMUNICATION DEVICES paliciesof 3.51 and 8.24, dl employees and sudentsare
forbidden from using school-issued cdll phoneswhile driving any vehicle a any time. Violaion
may result in disciplinary action up to and including;

0 Suspension for sudents; and

0 Termination for employees.

Except when authorized in the SCHOOL BUS DRIVER' SUSE OF MOBILE
COMMUNICATION DEVICES palicies of 3.51 and 8.24, no employee or student shal use any
devicefor the purposes of browsing the internet; composing or reading emails and text messages,
or making or answering phone calswhile driving amotor vehicle which isin motion and on
school property. Violations may result in disciplinary action up to and including:

0 Suspension for sudents; and

0 Termination for employees.

Thedidtrict hasthe option of supplying the phone directly to the employee or reembursing the
employeefor the cost of his’her persona phonethat isused for both Didrict and persond
purposes. Any such reimbursement can only be for the specific employee and not any other
individuals associated with that employee s cell phone plan.

Cross References: 3.34—CERTIHED PERSONNEL CELL PHONE USE
4.47— POSSESSION AND USE OF CELL PHONES, BEEPERS,
ETC.
8.25— CLASSIFIED PERSONNEL CELL PHONE USE

Legd References. IRC §132(d)
IRC § 274(d)
IRC § 280H(d)(4)
IRSPublication 15B

Date Adopted: April 27,2015
Last Revised: December 16, 2019



7.15—RECORD RETENTION AND DESTRUCTION

It is necessary to maintain district records in a manner that provides for efficient document
storage and retrieval and is conducive to eliminating unnecessary record retention. Due to the
variety of records that may need to be retained and accessed, the superintendent shall ensure that
all staff receive appropriate training to understand this policy. Staff shall also understand the
possible ramifications to the district and/or themselves for failure to properly maintain records
and follow the requirements contained in this policy.

Definitions
“Directly or directly interested” (“directly”) means receiving compensation or other benefits
personally or to an individual’s household from the person, business, or entity contracting with
the District.

“Indirectly or indirectly interested” (“indirectly”’) means that a family member, business, or other
entity in which the individual or a family member has a financial interest will receive
compensation or benefits.

“Record” is defined for the purposes of this policy, as an item or items, whether electronic or
material, that are created by, at the request of, or received by and purposefully retained by a
board member, administrator, or employee in the ordinary course of District business. Examples
include, but are not limited to:

o Any kind of correspondence;

° Calendars;

o Computer files and documents (which may include drafts);
o Telephone logs;

Expense records;

Audio or video recordings that are created for the purpose of monitoring the security of

District property, the safety of District students, or open public meetings;

o Documentation related to transactions or contracts for:

e Services with Board members, administrators, employees, or members of their
families covered under the statutorily defined ethical restrictions associated with a
contract for services provided for the District involving a Board member,
administrator, or employee who "directly or indirectly" benefits from the contract;

@ An exemption granted by the Division of Elementary and Secondary Education
(DESE) from the statutorily defined ethical restrictions associated with a contract for
employment or for services provided for the District that involves a District
administrator, board member, or employee.

The superintendent shall be responsible for establishing a schedule for the routine destruction of
district records that accommodates the needs of the district. The schedule shall specify the length
of retention for any records not specifically delineated by this policy and be distributed to staff
on a need-to-know basis according to their respective employment duties and responsibilities.
The schedule should accommodate the need for records to be stored as a blend of printed, bound
and electronically recorded (e.g., audio tape, video tape, micro-fiche, computer disk) material.



The superintendent or designee shall ensure the effective and efficient securing, cataloging,
storing, and appropriate scheduled destruction of all records.

The following records categories shall be retained for the time specified:

a. Board of Education Minutes — forever

b. Personnel files — forever

c. Student files — until the student receives a high school diploma or its equivalent, or is
beyond the age of compulsory school attendance

d. Student records of attendance/graduation — forever

e. Financial Records — five (5) years

f. Documentation, including letters of approval, related to transactions or contracts for

services covered by this policy and Arkansas statutes for Board members or members of
their families or for waivers granted to District employees — thirteen (13) years

g. Documentation relating to payments or reimbursements made by a vendor on behalf of a
board member, administrator, or employee for travel, lodging, food, registration,
entertainment, or other expenses — Three (3) years

h. Employment applications, including applicant lists, applicant interview evaluations,
documentation in response to requests for reasons for a failure to be interviewed and/or
hired, and hiring determinations - five (5) years

1. Expenditures made with federal grant monies — governed by the terms of each grant

] Video Surveillance Recordings — the timeline established in Policy 4.48—VIDEO
SURVEILLANCE AND OTHER STUDENT MONITORING

k. Emails — The length of time set in the District’s Information Technology Security
procedures

1. Documents filed with the IRS, including those required in Policy 7.23-Health Care

Coverage and the Affordable Care Act — four (4) years

Statewide assessment security agreement — Three (3) years

Recordings of open public meetings — One (1) year

Reports and related documentation filed with the Auditor of State on abandoned property

—Ten (10) years

p. Record of each query made of the Federal Motor Carrier Safety Administration
Commercial Driver's License Drug and Alcohol Clearinghouse and the results of each
query — Three (3) years

q- Employee consent to query the Federal Motor Carrier Safety Administration Commercial
Driver's License Drug and Alcohol Clearinghouse — Three (3) Years from the latest query

I. Reports from the Commercial Driver Alcohol and Drug Testing Database of the Office of
Driver Services of the Arkansas Department of Finance and Administration — Three (3)
years

S. Records required by the District’s sexual harassment policies — seven (7) years

t. Audio recordings of locker rooms, changing rooms, and dressing rooms - One (1) year

°opB 3

The superintendent or designee shall be responsible for determining when there is a need to
interrupt the routine destruction of records. When the superintendent or designee makes the
decision to cease the routine disposal of records, staff affected by the decision shall be promptly
informed of the decision and of the nature of records that are to be retained; such records shall be
retained until the superintendent or designee has authorized their destruction. Employee training



on the district’s records retention schedule shall specifically include information on the records
that may need to be retained due to pending disciplinary or legal actions that otherwise would be
subject to routine disposal. If an employee has doubt about the need to retain any record
otherwise scheduled for destruction, the employee shall consult with the superintendent or
designee prior to destroying such records.

The records’ storage system devised by the superintendent and designee(s) shall be organized in
a manner that enables the efficient retrieval of data and documents. The district shall have
adequate backup of electronically stored critical data. The system shall be communicated to
employees in a manner that enables them to understand and follow the system’s requirements.

In retaining and destroying records, no employee shall:

o Destroy, alter, mutilate, conceal, cover up, falsify, or make a false entry in any record that
may be connected to a disciplinary matter or lawsuit or to a matter within the jurisdiction
of a federal or state agency, in violation of federal law and regulations or state law and
rules.

o Alter, destroy or conceal a document, or attempt to do so, with the intent to impair the
document’s availability for use in a disciplinary matter, lawsuit or an official proceeding
or otherwise obstruct, influence or impede any lawsuit or official proceeding, in violation
of federal law and regulations or state law and rules.

o Retaliate or discriminate against an employee who refuses to violate this policy or to
coerce or threaten an employee to violate this policy.

Failure to follow the requirements set forth in this policy may result in disciplinary action against

the employee(s), up to and including termination. The district’s board of directors prohibits and

will not tolerate any form of reprisal, retaliation or discrimination against any employee who, in
good faith, has attempted to comply with this policy.

Cross References 1.22—RECORDING OF BOARD MEETINGS
3.19—LICENSED PERSONNEL EMPLOYMENT
3.26—LICENSED PERSONNEL SEXUAL HARASSMENT
4.27—STUDENT SEXUAL HARASSMENT
4.48—VIDEO SURVEILLANCE AND OTHER STUDENT
MONITORING
7.16—INFORMATION TECHNOLOGY SECURITY
7.18—DISPOSAL OF NON-NEGOTIATED CHECKS OR
UNCLAIMED PROPERTY
8.13—CLASSIFIED EMPLOYMENT
8.20—CLASSIFIED PERSONNEL SEXUAL HARASSMENT

Legal References:  A.C.A. § 5-1-102
A.C.A. § 5-1-109(c)(2), (g)
A.C.A. § 6-13-619
A.C.A. § 6-17-104
A.C.A. § 6-17-2301
A.C.A. § 6-18-901



A.CA.§6-21-122

A.C.A. § 6-24-102(8)(15)

A.C.A. § 6-24-105(d)

A.C.A. § 6-24-106(c)(6)

A.C.A. § 6-24-107(c)

A.C.A. §6-24-115

A.C.A. § 18-28-211

A.C.A. § 21-3-302, 303

A.C.A. § 25-19-106

A.C.A. § 27-23-207

DESE Rules Governing Ethical Guidelines and Prohibitions for
Educational Administrators, Employees, Board Members, and Other
Parties

DESE Rules Governing the Arkansas Educational Support and
Accountability Act

26 C.F.R. § 31.6001-1

34 C.F.R.§99.2

34 C.F.R. § 106.45

49 C.F.R. § 382.701

49 C.F.R. § 382.703

Federal Rules of Civil Procedure Numbers 16, 26, 33, 34, 37, and 45

Date Adopted: April 27,2015
Last Revised: December 16, 2019
Last Revised: May 18,2020
Last Revised: September 28, 2020

Last Revised: July 21, 2025



7.17.1—EXCESS FOOD
Definition

“Excessfood” means any food that remains after the serving of breskfast and lunch to students during the
school day; however, “excessfood” does not include any food that has expired, been opened, or been
consumed.

Excessfood shal be handled in accordance with U.S. Food and Drug Administration regulations and Arkansas
Department of Hedth rules.

ExcessFood Sold alacarte

Exessfood may be sold alacarte no later than the day immediady following the day the excessfood was
sarved inthe Didrict’ s school med service.

Donation of ExcessFood

Whenitisnot feasblefor the Didrict to reuse excess food, excess food may be donated to a non-profit
organization, such asacommunity food bank, homeless shdlter, or other nonprofit charitable organization.

The Digrict’ s Child Nutrition Director (Director), after consultation with and gpprova by the superintendent,
may identify anonprofit “ partner” that will accept the Didrict’s excessfood. Before the District may donate
food to the nonprofit partner, the Director shdl obtain acopy of the nonprofit partner’ s 501(c)(3) documentation
and contact information for use when excessfood isavailable for donation.

Whenever excessfood is donated, the Director shal document al of the following on the form provided by the

Child Nutrition Unit:

1 What, how much and when excess food donations are made;

2. Who picks up the excessfood for the nonprofit partner, including asignature dong with the date and
time of the pick up; and

3. Signature of the child nutrition staff when excessfood is donated to the nonprofit partner.

Following the donation of excessfood, the Director shall:

a Monitor excessfood donations;

b. Report excessfood cost to adminigtration; and

C. Revise planned production and menus to minimize excessfood.

The nonprofit partner shall agree to provide the Didtrict’ s sudents the first opportunity to receive the donated
excessfood. The superintendent, Director, and nonprofit partner shal work together to adopt proceduresfor the
providing of excessfood to the Didrict’s students.

Legd References: A.CA.86-18-716
Commissoner’s Memo CNU-16-033
7C.FR.§210.10



7CFR.§21011

Date Adopted: December 16, 2019
Last Revised:



7.17.2—NON-DISCRIMINATION IN FOOD SERVICE PROGRAMS

In accordance with Federal law and the U.S. Department of Agriculture (USDA) regulations, the Charleston
School District shall not exclude from participation in, deny the benefits of, or subject to discrimination any
individual as part of any of the District’s food service programs on the basis of race, ethnicity, color, national
origin, sex, sexual orientation, gender identity, age, or disability. The District shall not allow reprisal or
retaliation against any individual for prior civil rights activity.

Food service program information may be made available in languages other than English. Persons with
disabilities who require alternative means of communication to obtain food service program information (e.g.,
Braille, large print, audiotape, American Sign Language), should contact the District, Child Nutrition Unit of
the Division of Elementary and Secondary Education of the Arkansas Department of Education, or the USDA’s
TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at
(800) 877-8339.

To file a food service program discrimination complaint, a Complainant should:
o Complete a USDA Program Discrimination Complaint Form (Form AD-3027), which can be obtained:
o Online at: https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-
Form-0508-0002-508-11-28-17Fax2Mail.pdf;
0 Calling any USDA office at (866) 632-9992; or
o Writing a letter addressed to USDA that:
a. Contains:
1. The complainant’s name, address, and telephone number; and
2. A written description of the alleged discriminatory action in sufficient detail to inform the Assistant
Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation; and
b. Submitted to USDA by:
L. Mail:
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410;
2. Fax at either:
. (833) 256-1665; or
- (202) 690-7442; or
3. Email:
program.intake@usda.gov

The Charleston School District is an equal opportunity provider.
Note: A copy of this non-discrimination notification must be included on all print and non-print food service

program materials, including, but not limited to, audio, video, website, brochures, newsletters, and by-
laws.



Cross References: 4.50—SCHOOL MEAL MODIFICATIONS
4.51—FOOD SERVICE PREPAYMENT
4.58—FOOD SHARING AND ITS REMOVAL FROM FOOD SERVICE AREA
7.17—FOOD SERVICE PREPAYMENT
7.17.1—EXCESS FOOD

Legal References: Commissioner’s Memo CNU-22-028
7 C.F.R. Parts 15, 15a, and 15b
7CFR.§ 210.23
20 U.S.C. 1681 et seq.
29 U.S.C. 794 et seq.
42 U.S.C. 2000d et seq.),
42 US.C. 6101 et seq.
42 U.S.C. 12101 et seq.

Date Adopted: July 18, 2022
Last Revised:



7.17—FOOD SERVICE PREPAYMENT

The Hunger-Free Students Bill of Rights (A.C.A. § 6-18-715) isfollowed by the Charleston
School Didtrict and requiresthat a student be allowed to receive the same reimbursable medl as
al other sudentsreceive.

Freeand Reduced M eals

Free and reduced meds are available to those who qudify.  Applications are provided at the
beginning of the school year and always available at each school office during the school yesr.
Applicationsareaso bleat the didrict webste: http:/tigerswsc.k12.ar.ug. Applications
may be submitted any time during the school year. For gpplication assstance or questions, please
call 479-965-7160.

Pre-Payments

Parents/guardians are highly encouraged to make pre-payments by check, but cash will be
accepted. Further written ingtruction for sending checks or cashis provided in the Back-to-
School packet at the beginning of each school year or during enrollment through out the school
yedar.

Account Balance

If an account has a negative baance, the district sends payment reminders home one time per
week. Parentsguardians are responsible for ensuring that there are adequate funds to cover their
child’'smeal(s) each day.

Meal Char gesand Reasonable Collection Efforts

Charges shdl be carried over from school year to school year. Thedidrict isrequired to follow
al gpplicable regulations and laws regarding delinquent debt. Asrequired, the district must make
reasonable effortsto collect delinquent debt. The digtrict shdl consider (2) two attemptsto
contact the parent/guardian and the district’ swillingness to establish a payment plan that would
reduce delinquent debt substantidly to be * reasonabl e efforts to collect delinquent debt” as
required.

GradesK-4 Negative Balance and Collection of Ddinquent Debt

When apaid or reduced student’ s account is anegative $100, the account shal be considered
“delinquent,” and the sudent’ s principa will make (2) two attempts to reach the parent/guardian
by available methods of communication.

Grades 5-12 Negative Balance and Collection of Delinquent Debt

When apaid or reduced student’ s account is anegative $50, the account shal be considered

“ddinquent,” and the student’ s principa will make (2) two attempts to reach the parent/guardian
by available methods of communiceation.



Redlassfication of Delinquent Debt

When collection efforts have failed, the superintendent may determine that further collection
efforts are usdless or too costly and reclassfy “delinquent” debt as*bad” debt. Bad debt by its
definition isuncollectible and shall be written off asoperating lossesand must berestored
using non-federal funds. When writing off bad debt, the superintendent shall direct gpplicable
personnd to write of the bad debt and establish an audit trail to show the digtrict paid the bad debt
with non-federa funds. Specific examples of bad debt may include, but are not limited to, the
student moving away, dropping out of school, graduating, or multiple failed collection efforts.

L ossof a Student’sPrivilegeto Char ge Dueto Bad Debt

Thedigrict isNOT required to allow med charges and considers charging aprivilege for
students with accounts in good standing (not delinquent as explained above). The didtrict dlows
sudentsto charge with the intent of providing students with proper nutrition to focus and
minimize stigmatism regarding insufficient funds, however, the didtrict isrequired to maintain the
financid integrity of the food service program.

If the superintendent reclassifies a student’ s account from “ delinquent” debt to “bad” debt at any
time, the student may lose hisher privilege to charge medsindefinitely with pre-payment

expected.

A copy of thispolicy must be communicated in writing at least once to dl households at the sart
of each school year and to households of students who transfer to the school during the school
year. Communication methods include a copy of the policy in:

" Student enrollment materids

" Student handbooks

The United States Department of Agriculture (USDA) does not congider providing acopy of this
policy only in dectronic format to satisfy the communication requirement.

A written copy of this policy must be provided to dl staff responsible for policy enforcement.
Thisincludes:

School food service professionds,

Staff involved in notifying families of low prepaid account balances,

School socid workers,

Schoal nurses; and

The LEA homeess student liaison.

moow>»

Legal Referencess Commissioner’s Memo CNU-17-003
Commissioner’s Memo CNU-17-024

Date Adopted: June 26, 2017/ July 17, 2017
Last Revised: December 16, 2019



7.17A — Charleston School District Employee Meal Charge Policy

Purpose:

The purpose of this policy is to establish clear guidelines for certified and classified
employees regarding meal charges incurred through the Charleston School District. This
policy is intended to promote accountability and ensure timely payment of outstanding
balances.

Policy Statement:
Employees of the Charleston School District are allowed to charge meals to their individual

meal accounts. It is the responsibility of each employee to monitor and manage their
account balance.

¢ Payment Deadline: All outstanding meal charge balances must be paid in full by May 30 of
each school year.

 Payroll Deduction: If any balance remains unpaid by the deadline, the amount owed will
be deducted from the employee’s next payroll check.

Termination of Employment:

In the event an employee resigns or is terminated, any unpaid meal charge balance will be
deducted from their final paycheck.

Acknowledgment and Agreement:

I, the undersigned, acknowledge that I have read, understand, and agree to comply with the
Charleston School District Employee Meal Charge Policy. [ understand that if my account is
not paid in full by May 30, any remaining balance will be deducted from my payroll. |
further understand that if my employment ends, any unpaid balance will be deducted from
my final paycheck.

Employee Name:

Employee Signature:

Date:

Board Approved: July 21, 2025



7.18—DISPOSAL OF NON-NEGOTIATED CHECKS OR UNCLAIMED
PROPERTY

State law specifies how the district is to dispose of retained funds in the form of issued but non-negotiated
checks that have not been presented for payment within one (1) calendar year. The district shall dispose of these
retained funds in accordance with the law and remit the amount of all non-negotiated checks to the Unclaimed
Property Division of the Arkansas Auditor’s Office.

The district shall make a good faith effort to return physical items that have been left on district property to their
rightful owners. When contact information is known for the owner of an item of a non-perishable nature left at
the district, the district shall use the information to attempt to contact the owner to inform him/her of the
location of the item. Owners of such items shall be given at least three (3) weeks to pick up the item he/she left
at the district. If the owner fails to pick up the item within the time allotted, the district may dispose of the item
in a manner of its choosing.

The district is under no obligation to retain an abandoned, perishable item left on district property.

Legal References: A.C.A. § 18-28-201
A.CA. § 18-28-202(a)(11), (c), (d)
A.CA. §18-28-204
A.CA. § 18-28-206
A.CA. §18-28-207
A.CA. § 18-28-208(a)
A.C.A. §18-28-210(b)(c)
A.CA.§18-28-217
A.C.A. § 18-28-221(a)
A.CA.§ 18-28-224

Date Adopted: May 18, 2020
Last Revised:



7.19—SERVICE ANIMALSIN DISTRICT FACILITIES

In accordance with the provisions of the Americanswith Disabilities Act and Arkansas Statutes, service dogs
and trained miniature horses (service animals) are permitted for use by individuaswith disabilities on digtrict
property and in digtrict facilities provided the individuals and their animals meet the requirements and
responsbilities covered in thispolicy.

When an individua with adisability seeksto bring aserviceanimd into adigrict facility, the digtrict is entitled
to ask theindividud:

a If theanimal is required because of adisability; and

b. What work or task hasthe animal been trained to perform.

Whilethedigtrict isnot entitled to ask for documentation that the animal has been properly trained, but the
individua bringing the animd into adigrict facility will be held accountable for the animad’ s behavior.

Any service animad brought into adidtrict facility by anindividud with adisability must have been trained to do
work or perform tasksfor theindividud. Thework or tasks performed by the service anima must be directly
related to the handler’ s disability. Examples of work or tasksinclude, but are not limited to, asssting individuas
who areblind or have low vision with navigation and other tasks, derting individuaswho are desf or hard of
hearing to the presence of people or sounds, providing non-violent protection, pulling awhed chair, assgting an
individud during asaizure, derting individuasto the presence of dlergens, retrieving items such as medicine,
providing physica support and assstance with balance and stability to individualswith mobility disabilities,

and hel ping persons with psychiatric and neurologicd disabilities by preventing or interrupting impulsive or
destructive behaviors.

The crime deterrent effects of an anima’ s presence and the provision of emotiona support, well-being,
comfort, or companionship do not congtitute work or tasksfor the purposes of this policy; no anima brought
soldy for any of these reasons shdl be permitted on school grounds.

Individuaswith disabilities shdl be permitted to be accompanied by their serviceanimasin al areasof a
public entity’ sfacilities where members of the public, participantsin services, programsor activities, or
invitees, asrelevant, are dlowed to go.

A sarvice animd shdl be under the control of itshandler. A service anima shdl have a harness, leash, or other
tether, unless ether the handler is unable because of adisability to use aharness, leash, or other tether, or the use
of aharness, leash, or other tether would interfere with the service animd’ s safe, effective performance of work
or tasks, in which case the service animal must be otherwise under the handler’ s control by means of voice
control, sgnals, or other effective means.

A sarvice animd shall be groomed to prevent shedding and dander and shall be kept clean of fleasand ticks.

Didrict saff may ask anindividua with adisability to remove aservice anima from the premisesiif:

1 Theanima isout of control and the animd’ s handler does not take effective action to control it;
2. Theanimd is not housebroken; or
3. Making reasonable accommodations for the service animal’ s presence would fundamentally

alter the nature of the service, program, or activity.



If the didtrict excludes aservice anima dueto the reasonslisted above, the digtrict shall give theindividud with
adisability the opportunity to participate in the service, program, or activity without having the service animal
on the premises.

The Didrict and its staff are not responsible for the care or supervison of a service anima brought onto digtrict
property or into digtrict facilities by an individua with adisability. Students with service animals are expected
to carefor and supervise their animd. In the case of ayoung child or a student with disabilitieswho isunableto
carefor or supervise the service animd, the parent isresponsble for providing care and supervision of the
animd. Prior to working in the school, any person responsible for providing care and supervison of theanimal
must go through the same process for background checks asrequired of al employees of the school system.

The Didrict shdl not ask or require an individua with adisability to pay asurcharge, evenif people
accompanied by petsare required to pay fees, or to comply with other requirements generdly not applicableto
people without pets.

Individuas should be aware that under Arkansas law the misrepresentation of an anima asaserviceanima or a
service anima in training to aperson or entity operating a public accommodation may subject theindividud to
acivil pendty.

Legd References: 28 CFR§35.104
28CFR 835.136
28 CF.R. 836.302
A.CA.820-14-304
A.CA.§20-14-308
A.CA.820-14-314

Date Adopted: April 27, 2015
Last Revised December 16, 2019



7.20—ELECTRONIC FUND TRANSFERS

Act 989 of 2011 amended state law to alow for the eectronic transfer of the funds of a school district,
provided that certain criteria of approva are met. The Arkansas Department of Education has advised
districtsthat it is acceptable for a School Board to issue an annual blanket authorization for routine and/or
recurring €l ectronic funds transfer (ACH) payment, such as the payment of payroll taxes, utility bills,
payroll direct deposit disbursements, etc.

The Charleston Board of Education School Board hereby authorizes the District Treasurer to initiate
electronic fund transfers as necessary and appropriate for routine and/or recurring fund disbursements. Such
authority is granted provided that applicable documentation is maintained by the District Treasurer verifying
that each disbursement is an approved obligation according to Didtrict policy, and pursuant to 86-12-
701(e)(1)(B) of Arkansas Code.

Lega Reference:

6-13-701. Powersand dutiesof District Treasurer.
(e) Theduties of the school digtrict treasurer shdl be asfollows:

(1) (A) To receive and disburse funds of the school district. Disbursements of such funds shall be made
only upon:

(i) Checks or warrants signed by the disbursing officer of the school district board of directors and by
the superintendent of the school district; or

(ii) The dectronic transfer of fundsif the eectronic transfer is:
(@) Initiated by the school district and District Treasurer.

(b) Authorized in writing by both the disbursing officer of the board of directors and the
superintendent of the school district.

(B) As an evidence of authority for disbursement of any funds, the school district treasurer shall have on
hand approved:

(i) Invoices,
(ii) Payrollsthat conform with written contractson filein hisor her office; and

(iii) Other appropriate documentation that indicates an authority for disbursement.



7.20F—ELECTRONIC FUND TRANSFERSAUTHORIZATION FORM

The Charleston Board of Education met on _(date) _and voted to gpprove the use of Electronic Transfer of
Funds (EFT) asaway to disburse funds of the school digtrict.

Section 4 of Act 989 of 2011 revised ACA 6-13-701(e)(1), concerning the powers and duties of school district
treasurers. The Act darified that school digtrict disbursements may be made by the eectronic transfer of funds
if the dectronic transfer is: @) Initiated by the school digtrict; and b) Authorized in writing by both the disburang
office of the board of directors and the superintendent of the schoal didtrict.

The Charleston Board of Education’s disbursing officer and the superintendent of the school digtrict gives
authorization to the digtrict treasurer to utilize the e ectronic transfer of funds for disbursements of the district
that are fully documented with appropriate invoi ces, written contracts or other documentation that indicates an
authority for disoursement. This authorization isfor the normd, recurring purchases by the school didtrict that
occur during the school year for materials and supplies, equipment, purchased services, utility bills, pre-
goproved credit card charges, payroll taxes and any other items purchased by the digtrict during the normal
course of busnessfor aschool year. Individualy signed authorizations are still required for transactions that do
not occur on aregular bass.

Thisauthorization is based on the premise tha the ditrict will initiate the EFTs and shdl control thetiming and
the amount of the fundstransfer.

Thisauthorization shal bevaid for the ( ) fiscd year unless specificaly revoked by the Charleston
Board of Education and/or the superintendent.

Disburang Officer Superintendent

Dae Date

Cross Reference: 1.16 —DUTIES OF BOARD DISBURSING OFFCER

Legd References: A.CA.86-13-701(e)
Commissoner's Memo Com-12-036

Date Adopted: April 27, 2015
Last Revised:



7.21—NAMING SCHOOL FACILITIES

Except as otherwise permitted in this policy or Arkansas law, the Didrict shdl not name any building, structure,
or facility, paid for in whole or in part with Digtrict funds, for an individud living at thetime of its completion
who, intheten (10) years preceding its congtruction, was elected, or held, afederd, sate, county, or municipa
office and recelved asdary for higher service.

Exceptionsto the preceding paragraph may be made when abuilding, structure, or facility is constructed
through the use of a least 50% private funds or, the name refersto:

1. anindividud(s) living a the time of its completion and who has historical sgnificance;

2. anindividua whois or has been aprisoner of war; or

3. alivingindividud whoisat least 75 years of ageand isretired.

Legd Reference A.CA.8251-121

Date Adopted: April 27, 2015
Last Revised:



7.22—DENTAL AND VISION INSURANCE
Dentd Insurance:
Employees shal be offered employer sponsored denta insurance as gpproved by the Board of Education.

Open enrollment, initid enrollment, digibility, and quaifying events shal be as determined by the denta
insurance company.

Vison Insurance:

Employees shdl be offered non-employer sponsored vision insurance as goproved by the Board of Education.
When determining vision insurance initia enrollment, eigibility, and qudifying events, the district shdl apply
the most current rules (health insurance) established by the Arkansas Employee Benefits Divison for Public
School Employees, unless otherwise expressy specified by the vison insurance company.

Open Enrollment—Vison

Open enrollment for vison insurance shdl be hed a the same time as open enrollment for dental insurance.



7.23—HEALTH CARE COVERAGE AND THE AFFORDABLE CARE ACT

Definitions
“Dependent”, for purposes of this policy, means an employee’s child(ren) and/or spouse who are enrolled
by the employee in health care coverage through the District’s health care plans.

“Full-time school bus driver” means a person employed by the District to drive regular routes during the

annual school year:

1. Who contracts with the District to operate a school bus for at least seven hundred twenty (720)
hours during the school year;

2. Whose primary source of income during the school year is obtained by operating a school bus for
the District; or

3. Who contracts with the District to operate a school bus and is designated by the superintendent as
a full-time school bus driver, regardless of the number of hours for which the person is
contracted.

“Full-time employee”, for purposes of this policy, means an employee who is:
a. In a position requiring on average thirty (30) hours of actual performance per week during the
annual school year; or
b. A full-time school bus driver.

“Responsible individual” means a primary insured employee who, as a parent or spouse, enrolls one or
more individual(s) in health care coverage through the District’s health care plans.

“Variable hour employee”, for the purposes of this policy, means an individual, other than a full-time
school bus driver, who has no base minimum number of hours of performance required per week.

Health Insurance Enrollment
All full time District employees are eligible to enroll themselves; their spouse, so long as the spouse is not
otherwise eligible for insurance through his/her employer's sponsored plan; and their child(ren) in one of
the insurance plans through the Public School Employee Life and Health Insurance Program (PSELHIP).
Variable hour employees are not eligible to enroll in a PSELHIP plan. If a variable hour employee’s
measurement period finds that the employee averaged thirty (30) or more hours per week, then the
employee is treated as a full time employee rather than a variable hour employee and is eligible for health
insurance. New full time employees have sixty (60) days following the start date of the employee’s
contract to elect to enroll in a PSELHIP plan; all new employees shall be informed in writing of the start
date of the employee’s contract and that the employee has sixty (60) days from that date to elect
PSELHIP coverage. Coverage for new employees who choose to enroll in a PSELHIP plan shall take
effect on the first of the month following the date on the enrollment application. Coverage shall be in
effect until the end of the calendar year. Employees who experience a Qualifying Status Change Event
have sixty (60) days from the date of the Qualifying Status Change Event to file an application to change
coverage information. All employees who continue to be eligible may elect to continue coverage and
make changes to their PSELHIP plan for the following plan year during the yearly open enrollment
period.



The District shall ensure all employees are provided education annually on the advantages and
disadvantages of a consumer-driven health plan option and effective strategies of using a Health Savings
Account (HSA).

District Contribution to Premiums

At a minimum, the District shall distribute the established contribution rate to all employees who are
enrolled in one of the PSELHIP plans. In accordance with the State Health Insurance Portability Rules
(SHIP), the District shall continue to pay the premium contribution for an employee who transfers to
another Arkansas school district that also participates in the SHIP through August 31 of the calendar year
the employee leaves the district so long as the employee:

1) Completes his/her contract with the District;

2) Provides the District with notice that the employee is transferring to another district by no later
than the Friday following the last student contact day;

3) Provides the District with proof of employment at another Arkansas district; and

4) Has the employee portion of the premium deducted from his/her end-of-year checks or pays the
District business office the employee’s portion of the premium by the 15th of both July and
August.

Measurement Method of Employee Hours

Option 1: The District uses the look-back method for determining if an employee qualifies as a full-time
employee. The standard measurement period is 12 months. The standard stability period is 12 months

W-2
For all full-time employees who are enrolled in a PSELHIP plan, the District shall indicate in box twelve
(12) of the employee’s Form W-2 the cost of the employee’s health care coverage by using code “DD”.

IRS Returns

The District will electronically file with the IRS by March 31 of each year the forms required by the IRS
on the health insurance coverage of each full-time employee for the previous calendar year, whether or
not the full-time employee participates in a health insurance plan through the PSELHIP.

Statement of Return
The District shall send to each full-time employee a Statement of Return (Statement) regarding the IRS
Return® filed on the employee. The Statement shall contain: The District’s name, address, and Employer
Identification Number (EIN) as well as a copy of the IRS Return filed on the employee. The District shall
send a copy of the Statement to the employee on or before January 31 of the calendar year following the
calendar year the information in the Statement covers. The District shall send only one Statement to the
household of an employee who meets the definition of a responsible individual that will include all
requisite information for both the responsible individual and the responsible individual’s dependent(s).
The Statement will be mailed to the employee’s address on record.



Record Retention
The District shall maintain copies of the Statements sent to employees in accordance with the
requirements for documents transmitted to the IRS in Policy 7.15—RECORD RETENTION AND
DESTRUCTION.

Cross Reference: 7.15—RECORD RETENTION AND DESTRUCTION

Legal References: A.CA.§6-17-1117
A.C.A. § 21-5-401 et seq.
26 C.F.R. § 54.4980h-0 et seq.
26 CFR. §31.6001-1
26 CFR. § 301.6056-1

Date Adopted: April 27,2015

Last Revised: June 29, 2015

Last Revised: July 17,2017

Last Revised: December 16, 2019

Last Revised: July 18, 2022






7.23F—LICENSED PERSONNEL ELECTRONIC RECEIPT OF STATEMENTS
CONSENT FORM

To receive an dectronic copy of the satement concerning the tax information for your health insurance
coverage, please complete the following information:

Name:

E-mail address;

Phone Number:

Mailing Address:

City: Sae Zip Code:

(The phone number and mailing address shdl only be used for the purpose of acquiring areplacement e-mail
addressto send acopy of the Statement of Return (Statement) in the event the Didtrict receives an “unableto
deliver” notification when the District sends an €l ectronic copy of the Statement to the provided e-mail address.)

Disclosures

Anindividua who consents to receive an eectronic copy of the Statement shall be deemed to be aware of, and
agreeto, thefollowing disclosures:

1. | sndl recelve apaper copy of the Statement unless| consent to receive an dectronic copy;

2. My consent to receive an dectronic copy of the Statement shal be effective for al future Statements unless
| withdraw my consent or it isterminated in accordance with this agreement;

3. TheDidrict shal terminate the sending of ectronic Statements upon the occurrence of any of the
following:

e Thirty (30) days after the Didtrict receives awritten request to withdraw consent;
e Thereisachangein hardware or softwarethat hasamaterid impact on my ability to receive the
electronic verson of the Statement;
e February 1 of the year following any of the following:
0 Terminaion of my employment;
0 My retirement from employment;
0 My death;

4. | may request apaper copy of the Statement even though | have consented to receive an dectronic copy of
the Statement. The request for apaper copy must be in writing, ether dectronicaly or on paper, and shdl
be delivered to the superintendent. A request to receive apaper copy shdl not condtitute awithdrawa of
consent to receive an eectronic copy of the Statement unless | affirmatively state that the request congtitutes
awithdrawd.

5. | shdl receivefrom the Didrict through either mail or email a confirmation of my withdrawal of consent
and the date the withdrawa shal become effective;



6. A withdrawd of consent shall not gpply to an eectronic copy of the Statement that is sent prior to the
effective date of thewithdrawd;

7. 1 am respongblefor making sure that the Digtrict has my current contact information. | may update any
changes to my contact information by sending an amended copy of the Electronic Receipt of Statements
Consent Form to the superintendent;

8. TheDidrict shdl contact mewith any changesin the Didrict’s contact informetion;

9. TheDidrict shal furnish eectronic copies of the Statement in the Portable Document Format (PDF);

10. Arkansas or Federd law could requirethe printing of acopy of the Statement to attach to aFederd, State,
or locd tax return;

11. Thee-mall containing the dectronic copy of the Statement shdl have the subject line of “ Important Tax
Return Document Available’ in dl capitd |etters.

| certify that | have read the disclosures and that | wish to affirmatively consent to recelve my copy of the
Statement in an eectronic format.

Signature: Dae




7.24—ADVERTISING ON SCHOOL BUSES

Under the authority granted by A.C.A. § 6-19-129 and the Commission for Arkansas Public School
Academic Facilities and Transportation Rules Governing Advertising on School Buses:

The District has chosen NOT to permit the selling of advertising space on District owned school buses
but may use the space provided by law to place items created by the District.

Cross References: 6.9—MEDIA RELATIONS AND NEWS RELEASES
7.5—PURCHASES AND PROCUREMENT

Legal References: A.C.A. §6-19-129
A.CA.§7-1-111
Commission for Arkansas Public School Academic Facilities and Transportation
Rules Governing Advertising on School Buses
7CFR.§210.31

Date Adopted: April 25,2016



7.25—USE OF MULTI-OCCUPANCY ROOMS

Definitions
"Changing room" means a room or area in which a person may be in a state of undress in the
presence of others, including without limitation a locker room or a shower room.

"Female" means an individual who naturally has, had, will have, or would have but for a
congenital anomaly or intentional or unintentional disruption, the reproductive system that at
some point produces, transports, and utilizes eggs for fertilization.

"Male" means an individual who naturally has, had, will have, or would have but for a congenital
anomaly or intentional or unintentional disruption, the reproductive system that at some point
produces, transports, and utilizes sperm for fertilization.

“Multi-occupancy room” means a changing room or restroom.

"Restroom" means a room that includes one or more toilets or urinals.

"Sex" means an individual's biological sex, either male or female.

Each multi-occupancy room shall be designated for the exclusive use of females or males. Every
multi-occupancy room that is designated for the exclusive use of females or males shall only be
used by a member of the designated sex. The District shall take reasonable steps to provide an
individual with privacy in a multi-occupancy room from members of the opposite sex.

A person of the opposite sex than that designated for the multi-occupancy room shall not enter a

multi-occupancy room that is designated for the exclusive use of the opposite sex unless the
individual enters the multi-occupancy room that is designated for the opposite sex to:

1. Perform custodial services or maintenance;

2. Render medical assistance;

3. Perform duties arising under the course and scope of employment as a law enforcement
officer, employee, or contractor;

4. Seek protection in a designated shelter area during a threat of an emergency or a natural
disaster;

5. Provide aid during a threat of a natural disaster or a serious threat to good order or safety;
or

6. Address, supervise, or treat athletes that the individual is overseeing as a coach or an

athletics personnel member during a reasonable time before an athletic event, during an
athletic event, or immediately following an athletic event if:

a. The coach or the athletics personnel member verifies that no person is in a state of
undress at any time while the coach or the athletics personnel member is present; and
b. An adult other than the coach or the athletics personnel member is also present.

The provisions of this policy shall not apply to the extent necessary to accommodate:
o Persons protected under the Americans with Disabilities Act;
o Young children in need of assistance; or



o Elderly persons requiring aid.

The District may establish:
o Single-occupancy restrooms and changing rooms; or
o Family restrooms or changing rooms.

The District may redesignate a multi-occupancy room designated for exclusive use by one (1)

sex to a designation for exclusive use by the opposite sex when necessary.

Legal References:  A.C.A. § 6-21-120
A.C.A. § 22-3-2201 et seq.

Date Adopted: July 21, 2025
Last Revised:
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