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December 2010 4:10

Operational Services

Fiscal and Business Management 1

The Superintendent is responsible for the School District’s fiscal and business management, 2 This
responsibility includes annually preparing and presenting the District’s statement of affairs to the
School Board and publishing it before December 1 as required by State law. 3

The Superintendent shall ensure the efficient and cost-effective operation of the District’s business
management using computers, computer software, data management, communication systems, and
electronic networks, including electronic mail, the Internet, and security systems. Each person using
the District’s electronic network shall complete an “Authorization for Electronic Network Access.” 4

Budget Planning 5

The District’s fiscal year is from July 1 until June 30. 6 The Superintendent shall present to the Board,
no later than the first regular meeting in August, a tentative budget with appropriate explanation. 7
This budget shall represent the culmination of an ongoing process of planning for the fiscal support
needed for the District’s educational program. The District’s budget shall be entered upon the Illinois
State Board of Education’s “School District Budget Form.” 8 To the extent possible, the tentative
budget shall be balanced as defined by the State Board of Education guidelines. The Superintendent
shall complete a tentative deficit reduction plan if one is required by the State Board of Education
guidelines. 9

Preliminary Adoption Procedures
After receiving the Superintendent’s proposed budget, the Board sets the date, place, and time for:

1. A public hearing on the proposed budget, 10 and
2. The proposed budget to be available to the public for inspection. 11

1 State or federal law controls this policy’s content.

2 Boards are authorized to hire a chief school business official (105 ILCS 5/10-22,23a), Districts having a chief school
business official may want to replace “superintendent” with “chief school business official” throughout this policy.

3 105 ILCS 5/10-17.

4 See exhibit 6:235-E2, Authorization for Electronic Neiwork Access. Use of electronic networks in the curriculum is
covered in policy 6:235, Access to Electronic Networks.

3 This optional paragraph addresses a budget calendar:

Each January the Board adopts a proposed budget calendar indicating dates for presentation by the Superintendent
of receipts, estimates, preliminary expenditure recommendations by funds, and major Board actions affecting the
budget.

6 The board sets the fiscal year (105 ILCS 5/17-1) and this sentence should reflect that local decision.

7 The board must designate a person(s) to prepare a tentative budget {105 ILCS 5/17-1). The purpose of this policy’s
directive for the superintendent to present a tentative budget “no later than the first regular meeting in August” is to ensure
that the budget can be adopted by September 30 (see footnote 14). A board may amend this directive to give the
superintendent additional flexibility by requiring him or her to present a tentative budget “during a regular Board meeting in
August.”

8 Required by 105 ILCS 5/17-1, The budget instructions from ISBE detail when a deficit reduciion plan must be
completed.

9 State law requires the budget to be balanced and, if not, a 3-year deficit reduction plan must be developed (105 ILCS
5/17-1).

10 At least one public hearing must be held before final action on the budget (105 ILCS 5/17-1).

11 The tentative budget must be conveniently available for public inspection for at least 30 days before final action on
the budget (105 ILCS 5/17-1).
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The Board Secretary shall arrange to publish a notice in a local newspaper stating the date, place, and
time of the proposed budget’s availability for public inspection and the public hearing. 12 The
proposed budget shall be available for public inspection at least 30 days before the time of the budget
hearing.

At the public hearing, the proposed budget shall be reviewed, and the public shall be invited to
comment, question, or advise the Board. 13

Final Adoption Procedures

The Board adopts a budget before the end of the first quarter of each fiscal year, September 30, or by
such alternative procedure as State law may define. 14 To the extent possible, the budget shall be
balanced as defined by the State Board of Education; if not balanced, the Board will adopt a deficit
reduction plan to balance the District’s budget within 3 years according to State Board of Education
requirements. 15

The Board adopts the budget by roll call vote. The budget resolution shall be incorporated into the
meeting’s official minutes. Board members’ names voting yea and nay shall be recorded in the
minutes, 16

The Superintendent or designee shall perform each of the following;

1. Post the District’s final annual budget, itemized by receipts and expenditures, on the
District’s Tnternet website; notify parents/guardians that it is posted and provide the website’s
address. 17

2. TFile a certified copy of the budget resolution and an estimate of revenues by source
anticipated to be received in the following fiscal year, certified by the District’s Chief Fiscal
Officer, with the County Clerk within 30 days of the budget’s adoption. 18

3. Make all preparations necessary for the Board to timely file its Certificate of Tax Levy,
including preparations to comply with the Truth in Taxation Act; file the Certificate of Tax
Levy with the County Clerk on or before the last Tuesday in December. The Certificate lists
the amount of property tax money to be provided for the various funds in the budget.

4. Submit the annual budget, a deficit reduction plan if one is required by State Board of
Education guidelines, and other financial information to the State Board of Education
according to its requirements, 19

Any amendments to the budget or Certificate of Tax Levy shall be made as provided in The School
Code and Truth in Taxation Act. 20

Budget Amendments
The Board may amend the budget by the same procedure as provided for in the original adoption. 21

12 105 ILCS 5/17-1 makes the board secretary responsible for this public notice at least 30 days before the hearing. If
there is no newspaper published in the district, notice must be given by posting notices in 5 public places (105 ILCS 5/17-1).

13 State law does not address what transpires during the budget hearing.

14 Required by 105 ILCS 5/17-1 and 5/17-3.2.

15 Required by 105 ILCS 5/17-1, See footnote 8.

16 Required by 105 ILCS 5/10-7.

L7 Required by 105 ILCS 5/17-1.2, only if the district has a website. Do not add this sentence unless the district has a
website.

I8 Required by 35 ILCS 200/18-50, which refers to “appropriation and budget ordinances or resolutions.” School
districts adopt budgets by board resolution, The budget serves as the district’s appropriation.

12 Required by 105 ILCS 5/17-1.

201105 ILCS 5/17-11 and 35 ILCS 200/18-55.

21105 ILCS 5/17-1; 23 Il Admin.Code Part 100,
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Implementation

The Superintendent or designee shall implement the District’s budget and provide the Board with a
monthly financial report that includes all deficit fund balances. The amount budgeted as the
expenditure in each fund is the maximum amount that may be expended for that category, except
when a transfer of funds is authorized by the Board.

The Board shall act on all interfund loans22, interfund transfers23, transfers within funds24, and
transfers from the working cash fund or abatements of it, if one exists. 25

LEGAL REF.: 35 ILCS 200/18-55 et seq.
105 ILCS 5/10-17, 5/10-22.33, 5/17-1, 5/17-1.2, 5/17-2A, 5/17-3.2, 5/17-11, 5/20-
5, 5/20-8, and 5/20-10.
23 1ll. Admin.Code Part 100.

CROSS REF.: 4:40 (Incurring Debt), 6:235 {Access to Electronic Networks)

ADMIN. PROC.:  6:235-E2 (Exhibit - Authorization for Electronic Network Access)

22 105 ILCS 5/10-22.33, 5/20-4, 5/20-5, 5/20-8, and 5/20-10 {amended by P.A. 96-1277) and 23 Il Admin.Code
§100.50. If the district Ioans money from the working cash fund to another fund, Section 5/20-10, amended by P.A. 96-
12777, requires the district to maintain a credit to the working cash fund (meaning that borrowing fund must repay the
working cash fund),

23 105 ILCS 5/17-2A contains the requirements for a permanent transfer. P.A. 96-1201 extended the time period
during which a district may transfer money from specified funds for any purpose to June 30, 2013.

24 Transfers between the various items in any fund may not exceed in the aggregate 10 percent of the total of such fund
as set forth in the budget. If the aggregate exceeds 10 percent, the board must amend the budget (105 ILCS 5/17-1).

25 The purpose of the working cash fund is to enable the school district “to have in its treasury at all times sufficient
money to meet demands for expenses,” (105 ILCS 5/20-1, amended by P.A. 96-1277). School officials, including board
mermbers, are liable “for any sum that may be untawfully diverted from the worldng cash fund ... ,”

105 ILCS 5/20-6. 105 ILCS 5/20-10, amended by P.A, 96-1277, now codifies a long-held practice and understanding
of Illinois school districts. A district may abate (reduce the funds) money from the working cash fund at any time and
transfer it to any district fund or funds most in need of the money, provided that the district maintains an amount to the
eredit of the working cash fund. P.A. 96-1277 legislatively overturned caselaw concluding that any permanent transfer,
including abatements, of the working cash fund should be transferred only to the education fund {G.1.8. Ventures v, Novak,
902 N.E.2d 744 (Il App. 2™ Dist,, 02/06/09). Abolishments (deplete all funds) of the working cash fund must still be
transferred to the education fund only,
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December 2008 4:20

Operational Services

Fund Balances 1

The Superintendent or designee shall maintain fund balances adequate to ensure the District’s ability
to maintain levels of service and pay its obligations in a prompt manner in spite of unforeseen events
or unexpected expenses. The Superintendent or designee shall inform the Board whenever the
District must draw upon its reserves or borrow money.

The School District seeks to maintain year-end fund balances no less than the range of 15-20 percent
of the annual expenditures in each fund. 2

CROSS REF.: 4:10 (Fiscal and Business Management), 4:80 (Accounting and Audits)

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

1 This opticnal policy is at the local board’s discretion. Its intent is to help the board monitor the district’s financial
health and allows a board to clarify its expectations for maintaining fund balances. A board must modify the policy to reflect
realistic targets after considering important financial and operational issues, such as current financial practices, long term
projects, standards of fiscal health, and the current budget. A board facing a doubting and demanding employee union may
want to obtain an objective opinion from an outside auditor before adopting this policy.

2 The following alternative is for a district with fund balances deemed not currently adequate:

The School District will seek to establish year-end fund balances representing percent of the annual
expenditures for each fund by budgeting a surplus in each fund.

The board should ask the administration to prepare a multi-year cash flow projection to validate the sufficiency of the

fi :
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April 2010 4:30

Operational Services
Revenue and investments 1

Revenue

The Superintendent or designee is responsible for making all claims for property tax revenue, State
Aid, special State funds for specific programs, federal funds, and categorical grants.

Investments

The Superintendent shall either appoint a Chief Investment Officer or serve as one. 2 The Chief
Investment Officer shall invest money that is not required for current operations, in accordance with
this policy and State law. 3

The Chief Investment Officer and Superintendent shall use the standard of prudence when making
investment decisions. They shall use the judgment and care, under circumstances then prevailing, that
persons of prudence, discretion, and intelligence exercise in the management of their own affairs, not
for speculation, but for investment, considering the safety of their capital as well as its probable
income, 4

Investment Obiectives 5

The objectives for the School District’s investment activities are:

1. Safety of Principal - Every investment is made with safety as the primary and over-riding
concern. Each investment transaction shall ensure that capital loss, whether from credit or
market risk, is avoided.

2. Liquidity - The investment portfolio shall provide sufficient liquidity to pay District
obligations as they become due. In this regard, the maturity and marketability of investments
shall be considered.

3. Rate of Return - The highest return on investments is sought, consistent with the preservation
of principal and prudent investment principles.

4, Diversification - The investment portfolio is diversified as to materials and investments, as
appropriate to the nature, purpose, and amount of the funds.
Authorized Investments 6
The Chief Investment Officer may invest District funds in one or more of the following:

1 Each district must have an investment policy (30 ILCS 235/2.5); its detail and complexity must be appropriate to the
nature of the funds, the funds’ purpose, and the amount of the public fands within the investment portfolio,

2 30 ILCS 235/2.5(a)(7). Districts having a chief business official may use this alternative: “The Chief Business
Official shall serve as the District’s Chief Investment Officer.” If a Township Treasurer manages the district funds,
substitute this senience: “The Township Treasurer shall serve as the Chief Investment Officer.”

3 Township and school treasurers are authorized by 105 ILCS 5/8-7 to enter into agreements regarding the deposit,
investment, and withdrawal of district funds.

4 The policy must include a standard of care (30 ILCS 235/2.5(a)(2).

5 The policy must address safety, liquidity, return (30 ILCS 235/2.5(a), as well as diversification (30 ILCS
235/2.5(a)(4). These objectives also serve as investment guidelines (30 ILCS 235/2.5(a)(3). How these are addressed is at
the board’s discretion.

6 The policy must contain a “listing of authorized investments” (30 ILCS 235/2.5(a)(1). Investments from which a
board may choose are all listed in this policy (see 30 ILCS 235/2, amended by P.A. 96-741). Alternatively, a board may
refer to that law by stating: “The Chief Investment Officer may invest any District funds in any investment as authorized in
30 ILCS 235/2, and Acts amendatory thereto.”
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4:30

Bonds, notes, certificates of indebtedness, treasury bills, or other securities now or hereafter
issued, that are guaranteed by the full faith and credit of the United States of America as to
principal and interest.

Bonds, notes, debentures, or other similar obligations of the United States of America, its
agencies, and its instrumentalities.

The term “agencies of the United States of America” includes: (i) the federal land banks,
federal intermediate credit banks, banks for cooperative, federal farm credit banks, or any
other entity authorized to issue debt obligations under the Farm Credit Act of 1971 and Acts
amendatory thereto, (i) the federal home loan banks and the federal home loan mortgage
corporation, and (iii) any other agency created by Act of Congress.

Interest-bearing savings accounts, interest-bearing certificates of deposit or interest-bearing
time deposits or any other investments constituting direct obligations of any bank as defined
by the Illinois Banking Act.

Short term obligations of corporations organized in the United States with assets exceeding
$500,000,000 if: (i) such obligations are rated at the time of purchase at one of the 3 highest
classifications established by at least 2 standard rating services and that mature not later than
270 days from the date of purchase, (ii) such purchases do not exceed 10% of the
corporation’s outstanding obligations, and (iil) no more than one-third of the District’s funds
may be invested in short term obligations of corporations.

Money market mutual funds registered under the Investment Company Act of 1940, provided
that the portfolio of any such money market mutual fund is limited to obligations described in
paragraph (1) or (2) and to agreements to repurchase such obligations.

Short term discount obligations of the Federal National Mortgage Association or in shares or
other forms of securities legally issuable by savings banks or savings and loan associations
incorporated under the laws of this State or any other state or under the laws of the United
States. Investments may be made only in those savings banks or savings and loan
associations, the shares, or investment certificates that are insured by the Federal Deposit
Insurance Corporation. Any such securities may be purchased at the offering or market price
thereof at the time of such purchase. All such securitics so purchased shall mature or be
redeemable on a date or dates prior to the time when, in the judgment of the Chief Investment
Officer, the public funds so invested will be required for expenditure by the District or its
governing authority.

Dividend-bearing share accounts, share certificate accounts, or class of share accounts of a
credit union chartered under the laws of this State or the laws of the United States; provided,
however, the principle office of any such credit union must be located within the State of
Illinois. Investments may be made only in those credit unions the accounts of which are
insured by applicable law.

A Public Treasurers’ Investment Pool created under Section 17 of the State Treasurer Act.
The District may also invest any public funds in a fund managed, operated, and administered
by a bank, subsidiary of a bank, or subsidiary of a bank holding company or use the services
of such an entity to bold and invest or advise regarding the investment of any public funds,
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9. The Illinois School District Liquid Asset Fund Plus. 7

10. Repurchase agreements of government securities having the meaning set out in the
Government Securities Act of 1986, as now or hereafter amended or succeeded, subject to the
provisions of said Act and the regulations issued there under. The government securities,
unless registered or inscribed in the name of the District, shall be purchased through banks or
trust companies authorized to do business in the State of Illinois.

Except for repurchase agreements of government securities that are subject to the
Government Securities Act of 1986, as now or hereafter amended or succeeded, the District
may not purchase or invest in instruments that constitute repurchase agreements, and no
financial institution may enter into such an agreement with or on behalf of the District unless
the instrument and the transaction meet all of the following requirements:

a.

b.

o

50

The securities, unless registered or inscribed in the name of the District, are purchased
through banks or trust companies authorized to do business in the State of Illinois,

The Chief Investment Officer, after ascertaining which firm will give the most favorable
rate of interest, directs the custodial bank to “purchase” specified securities from a
designated institution. The “custodial bank” is the bank or trust company, or agency of
government, that acts for the District in connection with repurchase agreements involving
the investment of funds by the District. The State Treasurer may act as custodial bank for
public agencies executing repurchase agreements,

A custodial bank must be a member bank of the Federal Reserve System or maintain
accounts with member banks. All transfers of book-entry securities must be accomplished
on a Reserve Bank’s computer records through a member bank of the Federal Reserve
System. These securities must be credited to the District on the records of the custodial
bank and the transaction must be confirmed in writing to the District by the custodial
bank.

Trading partners shall be limited to banks or trust companies authorized to do business in
the State of Illinois or to registered primary reporting dealers.

The security interest must be perfected.

The District enters into a written master repurchase agreement that outlines the basic
responsibilities and liabilities of both buyer and seller.

Agreements shall be for periods of 330 days or less,

The Chief Investment Officer informs the custodial bank in writing of the maturity details
of the repurchase agreement.

The custodial bank must take delivery of and maintain the securities in its custody for the
account of the District and confirm the transaction in writing to the District. The custodial
undertaking shall provide that the custodian takes possession of the securities exclusively
for the District; that the securities are free of any claims against the trading partner; and
that any claims by the custodian are subordinate to the District’s claims to rights to those
securities,

7 The Illinois School District Liquid Asset Fund Plus is an Illinois trust organized to permit Iilinois school districts,
community colleges, and educational service regions to pool their investment funds to obtain the highest possible investment
vield consistent with maintaining liquidity and preserving capital, and to engage in cooperative cash management activities
resulting in more efficient financial resource utilization. The program was developed in cooperation with the Illinois
Association of School Boards, the Iilinois Association of School Business Officials, and the Illinois Association of School
Administrators, To receive marketing information and the name of the marketing representative, contact: PMA Financial
Network, Inc., Illinois School District Liquid Asset Fund Plus, www.isdlafplus.com, 27545 Dichl Road, Warrenville,
Iilinois 60555; or call 1-866-747-4477.
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j.  The obligations purchased by the District may only be sold or presented for redemption
or payment by the fiscal agent bank or trust company holding the obligations upon the
written instruction of the Chief Investment Officer.

k. The custodial bank shall be liable to the District for any monetary loss suffered by the
District due to the failure of the custodial bank to take and maintain possession of such
securities.

11. Any investment as authorized by the Public Funds Investment Act, and Acts amendatory
thereto. Paragraph 11 supersedes paragraphs 1-10 and controls in the event of conflict.

Except as provided herein, investments may be made only in banks, savings banks, savings and loan
associations, or credit unions that are insured by the Federal Deposit Insurance Corporation or other
approved share insurer. §

Selection of Depositories, Investment Managers. Dealers, and Brokers 9

The Chief Investment Officer shall establish a list of authorized depositories, investment managers,
dealers and brokers based upon the creditworthiness, reputation, minimum capital requirements,
qualifications under State law, as well as a long history of dealing with public fund entities. The
Board will review and approve the list at least annually.

In order to be an authorized depository, each institution must submit copies of the last 2 sworn
statements of resources and liabilities or reports of examination that the institution is required to
furnish to the appropriate State or federal agency. 10 Each institution designated as a depository shall,
while acting as such depository, furnish the District with a copy of all statements of resources and
liabilities or all reports of examination that it is required to furnish to the approvpriate State or federal
agency. 11

The above eligibility requirements of a bank to receive or hold public deposits do not apply to
investments in an interest-bearing savings account, interest-bearing certificate of deposit, or interest-
bearing time deposit if: (1) the District initiates the investment at or through a bank located in Illinois,
and (2) the invested public funds are at all times fully insured by an agency or instrumentality of the
federal government, 12

The District may consider a financial institution’s record and current level of financial commitment to
its local community when deciding whether to deposit funds in that financial institution, The District
may consider factors including;: 13
1. For financial institutions subject to the federal Community Reinvestment Act of 1977, the
current and historical ratings that the financial institution has received, to the extent that those
ratings are publicly available, under the federal Community Reinvestment Act of 1977;
2. Any changes in ownership, management, policies, or practices of the financial institution that
may affect the level of the financial institution’s commitment to its community;

3. The financial impact that the withdrawal or denial of District deposits might have on the
financial institution;

4, The financial impact to the District as a result of withdrawing public funds or refusing to
deposit additional public funds in the financial institution; and

8 30 ILCS 235/2.
9 The policy must address these topics (30 ILCS 235/2.5(a)(11).
10 30 ILCS 235/6.
111d
12 30 ILCS 235/6.5. :
13 This paragraph is optional, but is authorized by 30 ILCS 235/8.
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5. Any additional burden on the District’s resources that might result from ceasing to maintain
deposits of public funds at the financial institution under consideration.

Collateral Requirements 14

All amounts deposited or invested with financial institutions in excess of any insurance limit shall be
collateralized in accordance with the Public Funds Investment Act, 30 ILCS 235/. The Superintendent
or designee shall keep the Board informed of collateral agreements,

Safekeeping and Custody Arrangements 15

The preferred method for safekeeping is to have securities registered in the District’s name and held
by a third-party custodian. Safekeeping practices should qualify for the Governmental Accounting
Standards Board Statement No. 3 Deposits with Financial Institutions, Investments (including
Repurchase Agreements), and Reverse Repurchase Agreements, Category I, the highest recognized
safekeeping procedures.

Controls and Report 16

The Chief Investment Officer shall establish a system of internal controls and written operational
procedures to prevent losses arising from fraud, employee error, misrepresentation by third parties, or
imprudent employee action.

The Chief Investment Officer shall provide a quarterly investment report to the Board. The report
will: (1) assess whether the investment portfolio is meeting the District’s investment objectives, (2)
identify each security by class or type, book value, income earned, and market value, (3) identify
those institutions providing investment services to the District, and (4) include any other relevant
information. The investment portfolio’s performance shall be measured by appropriate and creditable
industry standards for the investment type. 17

The Board will determine, after receiving the Superintendent’s recommendation, which fund is in
most need of interest income and the Superintendent shall execute a transfer, This provision does not
apply when the use of interest earned on a particular fund is restricted. 18

Ethics and Conflicts of Interest 19

'The Board and District officials will avoid any investment transaction or practice that in appearance
or fact might impair public confidence. Board members are bound by the Board policy 2:100, Board
Member Conflict of Interest. No District employee having influence on the District’s investment
decisions shall:

14 Collateral requirements are permissive; if used, guidelines regarding their use must be included in the policy (30
ILCS 235/2.5(a)(5). The requirements for collateral agreements are in 30 ILCS 235/6(d). The sample policy contains one
guideline, that is, that the board be kept informed of collateral agreements. An optional guideline follows: “In addition, the
financial institution must provide the Board with a copy of its board of directors’ meeting minutes evideneing that the board
of directors approved the collateral agreement.”

15 The policy must address safekeeping and custody arrangements (30 ILCS 235/2.5(a}(3). Registration requirements
are in 3¢ ILCS 235/3,

16 The policy must provide for internal controls, periodic review, and at least quarterly written investment reports (30
ILCS 235/2.5(a)(6), (9), and (10). The operational procedures to prevent losses are best addressed by each district in
consultation with its auditor and legal counsel. See 4:80, Accounting and Audits, and 4:80-AP, Checklist for Internal
Controls.

17 The policy must include performance measures {30 ILCS 235/2.5(8).

18 105 ILCS 5/10-22.44. “Chief Business Official” may replace “Superintendent.” Interest income earned on any funds
for IMRF, Tort Immunity Act, Fire Prevention, Safety and Environmental Energy, and Capital Improvement Act are
restricted to the respective fund, Id,

19 The policy must address these topics (30 ILCS 235/2.5(a)(12). The conflict of interest prohibition is in 30 TLCS
235/2.
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1. Have any interest, directly or indirectly, in any investments in which the District is authorized
to invest,

2. Have any interest, directly or indirectly, in the sellers, sponsors, or managers of those
investments, or

3. Receive, in any manner, compensation of any kind from any investments in that the agency is
authorized to invest.

LEGAL REF.: 30 ILCS 235/,
105 ILCS 5/8-7, 5/10-22.44, 5/17-1, and 5/17-11.

CROSS REF. 2;100 (Board Member Conflict of Interest), 4:10 (Fiscal and Business
Management), 4:80 (Accounting and Audits)
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November 2009 4:40

Operational Services

Incurring Debt 1

The Superintendent shall provide early notice to the School Board of the District’s need to borrow
money. The Superintendent or designee shall prepare all documents and notices necessary for the
Board, at its discretion, to: (1) issue State Aid Anticipation Certificates,2 tax anticipation warrants,3
working cash fund bonds,4 bonds,S notes,6 and other evidence of indebtedness,7 or (2) establish a line
of credit with a bank or other financial institution. 8 The Superintendent shall notify the State Board
of Education before the District issues any form of long-term or short-term debt that will result in
outstanding debt that exceeds 75% of the debt limit specified in State law. 9

LEGAL REF.: 30 ILCS 305/2 and 352/1 et seq.
50 ILCS 420/,
105 ILCS 5/17-16, 5/17-17, 5/18-18, and 5/19-1 et seq.

CROSS REF.: 4:10 (Fiscal and Business Management)

1 State law controls this policy’s content. School districts are subject to a statutory debt limitation (105 ILCS 5/19-1(a);
other provisions in 5/19-1 contain exceptions. Not all forms of indebtedness are subject to the statutory debt limitations.
Before incurring any debt, the board must be certain that the debt will be within the district’s debt limitation.

2 50 TLCS 420/1 ef seq. and 105 TLCS 5/18-18.

3 105 ILCS 5/17-16.

4 105 TLCS 5/20-2, 5/20-4, and 5/20-5; 30 ILCS 305/2.

3 105 ILCS 5/19-1 et seq, and 20 ILCS 3105/1A-8,

6 50 ILCS 420/0.01 et seq. A district may borrow money and issue bonds for the putposes stated in 105 ILCS 5/19-3,
provided the board properly adopted an election referendum and subsequently the voters approved the proposition (10 ILCS
5/28-2). Districts have the authority to issue bonds for cerfain purposes without 2 referendum, e.g., School Fire Prevention
and Safety Bonds, Working Cash Fund Bonds, Funding Bonds, and Insurance Reserve Bonds.

7 Other types of indebtedness include funding bonds and refunding bonds (105 ILCS 5/19-1 et seq.).

8 105 ILCS 5/17-17, amended by P.A. 96-19,

9 105 ILCS 5/19-1.

4:40 Page 1 of 1

©2009 Policy Reference Education Subscription Service
linois Association of School Boards
Please review this material with your school board attorney before use.



October 2006 4:45

Operational Services

Insufficient Fund Checks 1

The Superintendent or designee is responsible for collecting the maximum fee authorized by State
law for returned checks written to the District that are not honored upon presentation to the respective
bank or other depository institution for any reason. 2 The Superintendent is authorized to contact the
District’s attorney whenever necessary to collect the returned check amount, fee, collection costs and
expenses, and interest.

LEGAL REF.: 810 ILCS 5/3-806.

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopied.

1 State or federal law controls this policy’s content,

2 810 ILCS 5/3-806 authorizes a $25.00 collection fee whenever a check is not honared upon presentation because the
individual does not have an account with the bank, the individual does not have sufficient funds in his or her account, or the
individual does not have sufficient credit with the bank.
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October 2006 4:45-AP

Operational Services

Administrative Procedure - Insufficient Fund Checks

The following will occur whenever any individual writes a check to the District that is not honored
upon presentation to the respective bank or other depository institution for any reason:

1. The Superintendent or designee will contact the individual by telephone as soon as the check
is returned to the District. The individual will be asked to pay the returned check and the
$25.00 returned check fee.

2. If the amount due is not paid after initial contact, the Superintendent or designee will send a
letter by certified mail, return receipt requested, demanding payment within 30 days of
mailing the letter. 1

3. If the amount due is not paid within 30 days of mailing the demand letter, the Superintendent
or designee will contact the school attorney for further collection action.

The footnotes should be removed before the material is used.

1 A written demand is necessary in order to become eligible for any costs and expenses in excess of the $25.00
collection fee (810 ILCS 5/3-806).
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November 2010 4:50

Operational Services

Payment Procedures 1

The Treasurer shall prepare a list of all due and payable bills, indicating vendor name and amount,
and shall present it to the School Board in advance of the Board’s first regular monthly meeting,
These bills are reviewed by the Board, after which they may be approved for payment by Board
order. 2 Approval of all bills shall be given by a roll call vote and the votes shall be recorded in the
minutes. 3 The Treasurer shall pay the bills after receiving a Board order or pertinent portions of the
Board minutes, even if the minutes are unapproved, provided the order or minutes are signed by the
Board President and Secretary, or a majority of the Board. 4

The Treasurer is authorized, without further Board approval, to pay Social Sccurity taxes, wages,
pension contributions, utility bills, and other recurring bills. 5§ These disbursements shall be included
in the listing of bills presented to the Board.

The Board authorizes the Superintendent or designee to establish revolving funds and a petty cash
fund system for school cafeterias, lunchrooms, athletics, or similar purposes, provided such funds are
maintained in accordance with Board policy 4:80, Accounting and Audits, and remain in the custody
of an employee who is properly bonded according to State law. 6

LEGAL REF.: 105 ILCS 5/8-16, 5/10-7, and 5/10-20.19.
23 Ill.Admin.Code §100.70.
CROSS REF.: 4:55 (Use of Credit and Procurement Cards), 4:60 (Purchases and Contracts),

4:80 (Accounting and Audits)

1 State or federal law controls this policy’s content,

2 105 1ILCS 5/8-16 and 5/10-20.19, both amended by P.A. 96-998.

3 105 ILCS 5/10-7,

4 Except for the payment of social security taxes and recurring bills, 105 ILCS 5/8-16, amended by P.A. 96-998,
permits the treasurer to “pay out funds of the school district only upon an order of the board signed by the president and
clerk or secretary or by a majority of the board.” 5/10-20.19 grants the treasurer authority to pay bills after receipt of “a
certified copy of those portions of the board minutes, properly signed by the secretary and president, or a majority of the
board.” As minutes are not approved until the following meeting, a literal reading of this statute would result in late
payments. The policy uses a pragmatic solution: the treasurer may pay bills upon receiving a board order or minutes, even if
the minutes are unapproved, provided the order or minutes are signed by the president and secretary, or a majority of the
board.

5 105 ILCS 5/8-16 and 5/10-20.19, both amended by P.A, 96-998,

6 105 ILCS 5/10-20.15(2); 23 Il Admin.Code §100,70.
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May 2007 4:50-E

Operational Services

Exhibit - School District Payment Order

This order authovizes the Treasurer to pay a School Board-approved bill or obligation before the
meeting minutes are officially approved.

Order Date:

The Treasurer, , , of School

District in County, shall pay to the order of

the sum of § , for

By order of the School Board.

Board President Date

Secretary Date
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May 2009 4:55

Operational Services

Use of Credit and Procurement Cards 1

The Superintendent and employees designated by the Superintendent are authorized to use District
credit and procurement cards to simplify the acquisition, receipt, and payment of purchases and
travel expenses incurred on the District’s behalf. Credit and procurement cards shall only be used for
those expenses that are for the District’s benefit and serve a valid and proper public purpose; they
shall not be used for personal purchases. Cardholders are responsible for exercising due care and
judgment and for acting in the District’s best interests.

The Superintendent or designee shall manage the use of District credit and procurement cards by
employees, It is the Board’s responsibility, through the audit and approval process, to determine
whether District credit and procurement card use by the Superintendent is appropriate.

In addition to the other limitations contained in this and other Board policies, District credit and
procurement cards are governed by the following restrictions: 2

1. Credit and/or procurement cards may only be used to pay certain job-related expenses or to
make purchases on behalf of the Board or District or any student activity fund, or for
purposes that would otherwise be addressed through a conventional revolving fund. 3

2. The Superintendent or designee shall instruct the issuing bank to block the cards’ use at
unapproved merchants.

1 If district employees or board members are issued credit and/or procurement cards, an ISBE rule requires this subject
matter to be covered in policy and specifies its content (23 11l Admin,Code §100.70(d). Add the following optional hew
paragraph if the district issues credit cards to board members:

The District may from time-to-time issue and/or authorize Board members to use District credit cards to simplify
the payment of actual and necessary expenses as authorized in Board policy 2:125, Board Member Expenses. The
Board will determine whether a Board member’s use of a District credit card is appropriate through the expense
approval process and the annual audit. All other components of this policy apply to a Board Member’s use of a
District credit card.

2The policy’s restrictions, numbered 1-10, correspond to the itemns that ISBE requires to be covered. Each item may be
customized as long as the following items are covered as per 23 1ll. Admin.Code §100.70(d):

L. Identifies the allowable types of purchases;

2, Provides for the issuing bank to block the cards® use at unapproved merchants;

3. Limits the amount acardholder can charge in a single purchase or within a given month;

4, Provides specific guidelines on purchases via telephone, fax, and the Internet;

5. Indicates the consequences for unauthorized purchases;

6. Requires cardholders to sign a statement affirming that they are familiar with the board’s credit card
policy;

7. Requires review and approval of purchases by someone other than the cardholder or user;

8. Requires submission of original receipts to document purchases; and

9. Forbids the use of a card to make purchases in a manner contrary to the requirements of Section 10-

20.21 of The School Code [105 ILCS 5/10-20.21].
10. Indicates how financial or material rewards or rebates are to be accounted for and treated.
3 This limitation is from the introductoty sentence in 23 Ill. Admin.Code §100.70(d).
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3. Each cardholder, other than the Superintendent, may charge no more than $500 in a single
purchase and no more than $1000 within a given month without prior authorization from the
Superintendent. 4

4. The Superintendent or designee must approve the use of a District credit or procurement card
whenever such use is by telephone, fax, and the Internet. Permission shall be withheld when
the use violates any Board policy, is from a vendor whose reputation has not been verified, or
would be more expensive than if another available payment method were used.

5. The consequences for unauthorized purchases include, but are not limited to, reimbursing the
District for the purchase amount, loss of cardholding privileges, and, if made by an
employee, discipline up to and including discharge.

6. All cardholders must sign a statement affirming that they are familiar with this policy. 5
7. The Superintendent shall implement a process whereby all purchases using a District credit

or procurement card are reviewed and approved by someone other than the cardholder or
someone under the cardholder’s supervision.

8. Cardholders must submit the original, itemized receipt to document all purchases.

9. No individual may use a District credit or procurement card to miake purchases in a manner
contrary to State law, including, but not limited to, the bidding and other purchasing
requirements in 105 ILCS 5/10-20.21, or any Board policy.

10. The Superintendent or designee shall account for any financial or material reward or rebate
oftered by the company or institution issuing the District credit or procurement card and
shall ensure that it is used for the District’s benefit,

LEGAL REF.: 105 ILCS 5/10-20.21.
23 lll.Admin.Code §100.70(d).

CROSS REF.: 4:50 (Payment Procedures), 4:60 (Purchases and Contracts), 4:80 (Accounting
and Audits), 4:90 (Activity Funds)

4 The dollar caps are at the local board’s discretion. An alternative follows: “The Superintendent shall limit the amount
each cardholder may charge in a single purchase or within a given month and inform the issuing bank of these limitations.”

5 See Exhibit 4:55-E, Cardholder’s Statement Affirming Familiarity with Requirements for Using District Credit
and/or Procurement Cards.
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May 2009 4:53-AP

Operational Services

Administrative Procedure - Controls for the Use of District Credit and Procurement
Cards

This procedure implements, and is subject to, Board policy 4:55, Use of Credit and Procurement
Cards. The business office shall oversee the following controls:

Issue District credit and/or procurement cards to only authorized individuals.
1. Require prior authorization before issuing a card to any individual.

2. Have cardholders sign 4:55-E, Cardholder’s Statement Affirming Familiarity with
Reguirements for Using District Credit and/or Procurement Cards.

3. Instruct cardholders:

a. Inthe proper use of cards, and;

b. How to document purchases, including the need to: (a) present an itemized receipt in
addition to a credit or procurement card receipt for each item, (b) indicate the date,
purpose, and nature of the charge on the receipt, and (¢) identify the names of individuals
for whom expenditures were incurred on the receipt.

Monitor that credit and/or procurement cards are being used for appropriate purchases.
1. Prohibit the use of District credit or procurement cards for personal expenses. Two problems

prevent personal use pending later reimbursement — there is no guarantee of reimbursement
and the practice is a de facto loan available only to certain employees.

2. Do not use cards that allow cash advances or cash back from purchases.

3. Establish reasonable credit limits for each purchase, transaction, and/or the balance total on
each card. Reduce the limits on existing cards if necessary., Require prior authorization for
purchases above these limits.

4. When a card is used for “emergency purposes,” require that the user clearly document the
emergency situation that justified the need.

5. Block certain types of vendors or purchases using Merchant Category Codes — these
categorize businesses by the products or services they provide. Request that the card issuer
prohibit charges from dry cleaners, health or beauty spas, liquor stores, race tracks, casinos,
churches, physicians, and other merchant categories the District will never use.

6. Perform scheduled and random analyses of individual cardholders. This includes examining
the continued need for the card and the nature of purchases being made.

7. Perform scheduled and random analyses to determine whether Board policy is being
followed.

Safeguard District credit and procurement cards.

1. Keep all cards in a secure location.

2. Issue cards only for the time period that they are needed.

3. Issue cards in the names of specific individuals to help maintain accountability.
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4, Prohibit a card’s use by anyone other than the individual to whom a card is issued.

Develop and follow procedures to cancel cards when lost or stolen and when individuals
leave employment.

6. Cancel existing cards that are not needed or accounted for.
7. Review and update master credit card lists annually.
Monitor credit and/or procurement card statements.

1. Review statements and watch for suspicious activity, such as, unusual destinations or items,
purchases from a vendor whose reputation has not been verified, or purchases that would
have been less expensive if another available payment method had been used.

2. Have billing statements broken down by individual user.

Have a reconciliation process and timetable. This includes:

a. Reconciling credit card statements to itemized receipts and invoices;

b. Examining the documentation supporting purchases to ensure charges are authorized and
reasonable;

c. Delegating approval, verification, and payment of bills to different individuals; and

d. Requiring someone other than the cardholder or an individual supervised by the
cardholder to review and approve transactions.

4, In exceptional circumstances when the Superintendent approved a charge that would
otherwise be disallowed, maintain a record documenting the Superintendent’s approval as
well as all other pertinent information about the charge.

5. Review all uses of a card via telephone, fax, and the Internet to be sure they were approved
by the Superintendent or designee.

6. Establish a way of recouping inappropriate charges.

7. Do not use automatic payment deductions to pay credit or procurement card bills,
8. Pay bills on time to avoid paying fees and late charges.

9. Appropriately follow up on any discrepancies.

10. Verify that the items purchased were actually received.

11. Account for any financial or material reward or rebate offered by the company or institution
issuing the District credit or procurement card and verify that it was used for the District’s
benefit.

The following District employees will be issued District credit and/or procurement cards. 1 Other
District employees may use a District credit and/or procurement card after receiving specific
anthorization from the Superintendent.

Employment Position Authorized Use and Other Limitations

Superintendent Actual and necessary expenses incurred in the performance of the
Superintendent’s duties.

1 This optional table must be customized to align with the district’s practices.
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Employment Position

Authorized Use and Other Limitations

Expenses related to professional development.

Transportation Director

Expenses for maintaining and fueling District vehicles.

Assistant Superintendents

Actual and necessary expenses incurred in the performance of the
job duties.

Expenses related to professional development.

Building Principals

Purchases of materials and supplies for his or her building that
must be made quickly and/or are too small to process through the
regular procedure.

Expenses from student activity funds for educational,
recreational, or cultural purposes.

Expenses related to professional development.
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December 2008 4:35-F

Operational Services

Exhibit - Cardholder’s Statement Affirming Familiarity with Requirements for Using
District Credit and/or Procurement Cards

Cardholder’s name

Cardholder’s address

Position

Name of individual who authorized issuance of card.

I affirm that I am familiar with the Board’s policy on using credit and procurement cards, that I
understand my responsibilities regarding use of such cards, and that I agree to adhere to all
requirements regarding such cards.

Cardholder’s signature Date

I provided a copy of this Statement along with a copy of the Board policy 4:55, Use of Credit
and Procurement Cards, to the cardholder who signed this statement.

Office personnel Date
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April 2010 . 4.60

Operational Services

Purchases and Contracts 1

The Superintendent shall manage the District’s purchases and contracts in accordance with State law,
the standards set forth in this policy, and other applicable School Board policies.

Standards for Purchasing and Contracting

All purchases and contracts shall be entered into in accordance with State law, The Board Attorney
shall be consulted as needed regarding the legal requirements for purchases or contracts. All contracts
shall be approved or authorized by the Board.

All purchases and contracts should support a recognized District function or purpose as well as
provide for good quality products and services at the lowest cost, with consideration for service,
reliability, and delivery promptness, and in compliance with State law. 2 No purchase or contract shall
be made or entered into as a result of favoritism, extravagance, fraud, or corruption.

Adoption of the annual budget authorizes the Superintendent or designee to purchase budgeted
supplies, equipment, and services, provided that State law is followed. Purchases of items outside
budget parameters require prior Board approval, except in an emergency. 3

When presenting a contract or purchase for Board approval, the Superintendent or designee shall
ensure that it complies with applicable State law, including but not limited to, those specified below:

1. Supplies, materials, or work involving an expenditure in excess of $25,000 must comply
with the State law bidding procedure, 105 ILCS 5/10-20.21, unless specifically exempted. 4

2. Construction, lease, or purchase of school buildings must comply with State law and Board
policy 4:150, Facility Management and Building Programs.

3. Guaranteed energy savings must comply with 105 ILCS 5/19b-1 et seq.

4. Third party non-instructional services must comply with 105 II.CS 5/10-22.34¢.

5. Goods and services that are intended to generate revenue and other remunerations for the
District in excess of $1,000, including without limitation vending machine contracts, sports
and other attire, class rings, and photographic services, must comply with 105 ILCS 5/10-
20,21, The Superintendent or designee shall keep a record of: (1) each vendor, product, or
service provided, (2) the actual net revenue and non-monetary remuneration from each

1 State or federal law controls this policy’s content, Many laws govern district contracts, For example, the Prevailing
Wage Act requires, among other things, that a district specify in all contracts for public works that the prevailing wage rate
must be paid (820 ILCS 130/). When a district awards work to a contractor without a public bid, contract, or project
specification, the district must provide the contractor with written notice on the purchase order or a separate document
indicating that not less than the prevailing rate of wages shall be paid to all laborers, workers, and mechanics performing
work on the project (820 ILCS 130/4, amended by P.A. 96-437).

2 This end statement should be amended according to local board discretion.

3 An optional addition follows: “Notwithstanding the above, the Superintendent shall not commit to any single, non-
customary purchase or expenditure, excluding personnel, of greater than § without prior Board approval.”
This optional provision’s infent is to provide an internal control as well as to keep the board involved when the district is
making a large purchase or expenditure, e.g., copiers, computers, textbooks, or something that might not happen every year.
It is intended to cover purchases/expenditures regardless of whether they were previously budgeted.

4 See 4:60-AP1, Purchases, P.A, 95-990 raised the mandatory bidding threshold as provided herein; a board may set a
lower amount by policy but should first seek the advice of its attorney because such action may expand a board’s
vulnerability to a bidding challenge. P.A. 96-392 added an exception to mandatory bidding for contracis providing for the
transportation of students with special needs or disabilities. P.A, 96-841 added a process for electronic bid opening;
however, bids for construction purposes are prohibited from being opened electronically.
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6.

contract or agreement, and (3) how the revenue was used and to whom the non-monetary
remuneration was distributed. The Superintendent or designee shall report this information {o
the Board by completing the necessary forms that must be attached to the District’s annual
budget. §

The purchase of paper and paper products must comply with 105 ILCS 5/10-20.19¢ and
Board policy 4:70, Resource Conservation. 6

The Superintendent or designee shall: (1) execute the reporting and website posting mandates in State
law concerning District coniracts, and (2) monitor the discharge of contracts, contractors’
performances, and the quality and value of services or products being provided. 7

LEGAL REF.: 105 ILCS 5/10-20.19¢, 5/10-20.21, 5/10-22.34¢, and 5/19b-1 et seq.

820 ILCS 130/.

CROSS REF.: 2:100 (Board Member Conflict of Interest), 4:70¢ (Resource Conservation), 4:150

(Facility Management and Building Programs)

5 The mandates in this sub-section are required by 105 ILCS 5/10-20.21.
6 105 ILCS 5/10-20.19¢,
7 As an alternative, a board may list the mandates as follows, with or without the legal citations in parenthesis:

‘The Superintendent or designee shall execute the reporting and website posting mandates in State law concerning
District contracts, including, but not limited to: (a) listing expenditures as required in the Annual Statement of
Affairs (105 ILCS 5/10-17, www.ishe.state.il.us/sfms/aft/asp.htm); (b) listing on the District’s website all
contracts in excess of $25,000 (105 ILCS 5/10-20.44, added by P.A. 95-707): (c) posting on the District’s website,
on or before October 1 of each year, an itemized salary compensation report for administrators and any contract
with an exclusive bargaining representative (105 ILCS 5/10-20.46, added by P.A. 96-434); and (d) annually
repotting to ISBE, on or before July 1, the salaries and benefits for administrators and teachers (105 ILCS 5/10-
20.46, amended by P.A. 96-260).
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November 2010 4:60-AP1

Operational Services

Administrative Procedure - Purchases

The Board Attorney should be consulted, as needed, regarding the legal requirements presented by
this administrative procedure as well as before a contract is presented to the Board. 1

Requirements for Purchases and Contracts

A. Each of the following requirements describes the type of purchase and/or contract to which it
applies; requirements in Sections B and C may also apply to a specific purchase or contract.

1.

All purchases of goods or services must be made through the use of contracts or purchase
orders, except for those purchases made from petty cash funds or the Imprest Fund, or as
otherwise specifically authorized by the Superintendent.

Illinois Use Tax Act compliance (105 ILCS 5/10-20,21(b) and 35 ILCS 105):

a. Persons bidding for and awarded a contract, and all affiliates of the person, must collect
and remit Illinois Use Tax on all sales of tangible personal property into the State of
Illinois in accordance with the provision of the Illinois Use Tax Act.

b. All bids and contracts must inchude: (1) a certification that the bidder or contractor is not
barred from bidding for or entering into a contract, and (2) an acknowledgment that the
Board may declare the contract void if the certification is false.

All entities seeking to enter into a contract with the District must provide written certification
to the District that it will provide a drug free workplace by complying with the Illinois Drug
Free Workplace Act, 30 ILCS 580. All contractors must comply with the notification
mandates and other requirements in the Illinois Drug Free Workplace Act, 30 ILCS 580.
“Contractor” is defined in the Drug Free Workplace Act as “a corporation, partnership, or
other entity with 25 or more employees at the time of letting the contract, or a department,
division, or unit thereof, directly responsible for the specific performance under a contract of
$5,000 or more.”

Before soliciting bids or awarding a contract for supplies, materials, equipment, or services, a
certified education purchasing contract that is already available through a State education
purchasing entity (as defined in the Education Purchasing Program, Article 28A of The
School Code), may be considered as a bid. 105 TLCS 5/10-20,21(d).

All contracts must include provisions required by State or federal law, as applicable. Topics
commonly requiring a provision include equal opportunity employment, prevailing wage,
minimum wage, and performance bond.

The procurement of architectural, engineering, and land surveying services is governed by the
Local Government Professional Services Selection Act, 50 ILCS 510/, implemented by
2:170-AP, Administrative Procedure - Qualified Based Selection.

All contracts in excess of $25,000 and all contracts with an exclusive bargaining
representative must be listed on the District’s website, if any. 105 ILCS 5/10-20.40. Each
contract with an exclusive bargaining representative must be posted on the website, if any.
105 ILCS 5/10-20.50, amended by P.A. 96-434 and recodified by P.A. 96-1000.

B. The following govern all purchases and/or the award of contracts for supplies, materials, or work,
and/or contracts with private carrier for transporting students, involving: (a) an expenditure of

1 Many legal problems will be avoided by early and frequent consultation with the board attorney.
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$25,000 or less, or (b) in an emergency, an expenditure in excess of $25,000, provided such
expenditure is approved by three-quarters of the Board. 2

1. Telephone quotations, verbal quotations, or catalog prices are used to purchase materials that
are needed urgently, or small quantity orders.

2. Written quotations are used to purchase materials or services when time requirements allow.
Whenever possible, quotations should be received from at least 2 competitors. The
Superintendent or designee may negotiate with vendors at any time, including after receiving
quotations.

C. The following govern all purchases and/or the award of contracts involving an expenditure in
excess of $25,000 for supplies, materials, or work, and/or contracts with private carriers for
transporting students, 105 ILCS 5/10-20.21(a), amended by P.A. 96-392.

1. Contracts are awarded to the lowest responsible bidder, considering conformity with
specifications, terms of delivery, quality and serviceability, except contracts or purchases for:

a.

o pe

Services of individuals possessing a high degree of professional skill where the ability or
fitness of the individual plays an important part;

Printing of finance committee reports and departmental reports;
Printing or engraving of bonds, tax warrants, and other evidences of indebtedness;
Purchase of perishable foods and perishable beverages;

Materials and work that have been awarded to the lowest responsible bidder after due
advertisement, but due to unforeseen revisions, not the fault of the contractor for materials
and work, must be revised causing expenditures not in excess of 10% of the contract price;

Maintenance or servicing of, or provision of repair parts for, equipment which are made
with the manufacturer or authorized service agent of that equipment where the provision
of parts, maintenance, or servicing can best be performed by the manufacturer or
authorized service agent;

Use, purchase, delivery, movement, or installation of data processing equipment, software,
or services and telecommunications and interconnect equipment, software, and services;
Duplicating machines and supplies;

Natural gas when the cost is less than that offered by a public utility;

Equipment previously owned by some entity other than the District itself;

Repair, maintenance, remodeling, renovation, or construction, or a single project
involving an expenditure not to exceed $50,000 and not involving a change or increase in
the size, type, or extent of an existing facility;

Goods or services procured from another governmental agency;

Goods or services that are economically procurable from only one source, such as for the
purchase of magazines, books, periodicals, pamphlets and reports, and for utility services
such as water, light, heat, telephone, or telegraph; 3

Emergency expenditures when such an emergency expenditure is approved by three-
quarters of the members of the Board;

2 The safeguards in section B of this procedure arc not governed by State law except for the provisions on
transportation contracts (105 ILCS 5/29-6.1) and the requirement that three-quarters of the board approve an emergency
expenditure in excess of $25,000 when the bidding process is not used (105 ILCS 5/10-20.21).

3 See Tarsitano v. Tsp. H.S. Dist. No. 211, 896 N.E.2d 359 (Iil. App.1.,2008){holding that school disiricts may enter

into contracts for utility services, such as “water, light, heat, telephone o telegraph,” without using the competitive bidding

process).
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0. Goods procured through an education master contract, as defined in the Education
Purchasing Program, Article 28A of The School Code; and

p. Providing for the transportation of students with special needs or disabilities, which
contracts must be advertised in the same manner as competitive bids and awarded by first
considering the bidder(s) most able to provide safety and comfort for the students with
special needs or disabilities, stability of service, and any other factors set forth in the
request for proposal regarding quality of service, and then price.

2. Competitive bidding process: 4

a. An invitation for bids is advertised, where possible, by public notice at least 10 days
before the bid date in a newspaper published in the District, or if no newspaper is
published in the District, in & newspaper of general circulation in the area of the District.
105 ILCS 5/10-20.21(a).

b. The following information should be included in the advertisement for bids:

1) A description of the materials, supplies, or work involved;

2) Completion or delivery date requirements;

3) Requirements for bids, bonds, and/or deposits;

4) Requirements for performance, labor, and material payment bonds;

5) Date, time, and place of the bid opening;

6) The approximate time period between the opening of bids and the award of the
contract; and

7) Any other useful information.

c. If specifications are available, the advertisement for bids describes where they may be
obtained and/or inspected.

All bids must be sealed by the bidder. 105 ILCS 5/10-20.21(a).

e. A Board member or District employee opens the bids at a public bid opening at which
time the contents are announced. 105 ILCS 5/10-20.21(a), With the exception of bids for
construction purposes, bids may be communicated, accepted, and opened electronically.
The following safeguards apply to an electronic bid opening (105 ILCS 5/10-20.21,
amended by P.A. 96-841):

1) On the date and time of a bid opening, the primary person conducting the electronic
bid process shall log onto a specified database using a unique username and password
previously assigned to the bidder to allow access to the bidder’s specific bid project
number.

2) The specified electronic database must be on a network that: (i} is in a secure
environment behind a firewall; (ii) has specific encryption tools; (iii) maintains
specific intrusion detection systems; (iv) has redundant systems architecture with
data storage back-up, whether by compact disc or tape; and (v) maintains a disaster
recovery plan.

f. Each bidder is given at least 3 days’ notice of the time and place of the bid opening. 105
ILCS 5/10-20.21(a).

3. Following the opening of bids, the Superintendent (and Board Attorney, if needed)
determines the lowest responsible bidder and verifies the bidders’ qualifications, Contracts
are awarded at a properly called open meeting of the Board. If the Superintendent

4 105 ILCS 5/10-20.21(a). ‘The Ill. Criminal Code, 720 ILCS 5/33E-1 et seq., prohibits certain conduct that promotes
deception and collusion arising during the bidding process, e.g., interference with public contracting, bid-rigging, and
acquisition or disclosure of bidding information by public official.
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recommends a bidder other than the lowest bidder, the Superintendent must provide the
Board with the factual basis for the recommendation in writing, The Board, if it accepts a bid
from a bidder other than the lowest, records the factual basis for its decision in its minutes. A
contract arises only when the Board votes to accept a bid, although written notice of the
award will later be given to the successful bidder.

4. Notwithstanding the foregoing, the District is relieved from bidding when making joint
purchases with other public entities in compliance with the Governmental Joint Purchasing
Act (30 ILCS 525/0.01).

LEGAL REF.: 30 ILCS 580/, Ill. Drug Free Workplace Act.
50 ILCS 510/, Local Government Professional Services Selection Act,
105 ILCS 5/10-20.21 and 5/10-20.40,
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December 2007 4:60-AP2

Operational Services

Administrative Procedure - Third Party Non-Instructional Confracts

When completed, this procedure documents that the requirements in 105 ILCS 5/10-22.34c have been
fulfilled thereby allowing the School Board to approve a contract for third party non-instructional
services currently performed by any employee or bargaining unit member, However, these conditions
are not mandatory for the Board to enter into a contract, of no longer than 3 months in duration, with
a third party for non-instructional services currently performed by an employee or bargaining unit
member for the purpose of augmenting the current workforce in an emergency situation that threatens
the safety or health of the District’s students or staff, provided that the Board meets all of its
obligations under the Illinois Educational Labor Relations Act.

Name or proposed contractor:

Name and descriplion of proposed contract for third party non-instructional services:

Effective date of proposed contract:

Bach of the following conditions must be checked to document that it was present or fulfilled:

[0 Any lay-off resulting from entering into the contract for third party non-instructional services
will comply with the applicable collective bargaining agreement and/or Board policy $:290,
Employment Terminations and Suspensions.

(] The proposed contract will not be entered into or become effective during the term of an
applicable collective bargaining agreement covering any employees who perform the non-
instructional services.

[] The proposed contract will take effect upon or after the expiration of an existing collective
bargaining agreement,

[] The proposed contractor has submitted a bid that includes the following:

A. Bvidence of liability insurance in scope and amount equivalent to the liability insurance
provided by the Board pursuant to 105 ILCS 5/10-22.3;

B. A benefiis package for the third party’s employees who will perform the non-instructional
services comparable to the benefits package provided to District employees who perform
those services;

C. A list of the number of employees who will provide the non-instructional services, the job
classifications of those employees, and the wages the proposed contractor will pay those
employees;

D. A minimum 3-year cost prejection, using generally accepted accounting principles, and
which the proposed contracter is prohibited from increasing if the bid is accepted by the
Board, for each and every expenditure category and account for performing the nen-
instructional services;
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E. Composite information about the criminal and disciplinary records, including alcohol or other
substance abuse, Department of Children and Family Services complaints and investigations,
traffic violations, and license revocations or any other licensure problems, of any employees
who may perform the non-instructional services, provided that the individual names and other
identifying information of employees need not be provided with the submission of the bid,
but must be made available upon request of the Board; and

F. An affidavit, notarized by the president or chief executive officer of the proposed contractor,
that each of its employees has completed a criminal background check as required by 1035
ILCS 5/10-21.9 within 3 months prior to submission of the bid, provided that the results of
such background checks need not be provided with the submission of the bid, but must be
made available upon request of the Board,

(] The following is attached or otherwise available: a cost comparison, using generally accepted
accounting principles, of each and every expenditure category and account that the District
projects it would incur over the term of the contract if it continued to perform the non-
instructional services using its own employees with each and every expenditure category and
account that is projected the propesed contractor would incur if it performed the non-instructional
services,

[ ] The Board reviewed and considered all bids by third parties to perform the non-instructional
services in open session of a regularly scheduled Board meeting, unless the exclusive bargaining
representative of the employees who perform the non-instructional services, if any such exclusive
bargaining representative exists, agreed in writing that such review and consideration could take
place in open session at a specially scheduled Board meeting.

Date of Board meeting:
] Each of the following ocecurred:

1. A minimum of one public hearing, conducted by the Board prior to a regularly scheduled
Board meefing, to discuss the proposed contract was held before the Board entered such
contract.

Date of hearing;

2. The Board provided notice to the public of the date, time, and location of the first public
hearing on or before the initial date that bids to provide the non-instructional services are
solicited or a minimum of 30 days prior to entering into such a contract, whichever provides a
greater period of notice.

Date and manner of nhotice;

[] The proposed contract contains provisions requiring the proposed contractor to offer available
employee positions pursuant to the coniract to qualified School District employees whose
employment is terminated because of the coniract,

[] The proposed contract contains provisions requiting the proposed contractor to comply with a
policy of nondiscrimination and equal employment oppottunity for all persons and fo take
affirmative steps to provide equal opportunity for all persons.
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NEW

September 2010 4:60-E

Operational Services
Exhibit - Notice to Contractors

On District letterhead
Notice to contractor:

You are receiving this notice because you may or will be perferming “public works” for the School
District as that term is defined in Section 2 of the [ilineis Prevailing Wage Act (820 ILCS 130).

“This notice applies to the “public works” described as:

The Prevailing Wage Act requires contractors and subcontractors to pay labarers, workers, and
mechanics performing services on public works projects no less than the “prevaiting rate of wages”
(hourly cash wages plus fringe benefits) in the county where the work is performed. For information
regarding current prevailing wage rates, please see the [llinois Department of Labor’s website at:

wyw.state. it usfagency/idol/rates/rates, H TV

All contractors and subcontractors rendering services for the “public works” must comply with all
requirements of the Prevailing Wage Act, including but not limited to, all wage, notice, and record-
keeping duties.

The above paragraph was or will be included in the project specifications and the contract, 820 ILCS
130#4(a-1). If the work is awarded without a public bid, contract, or project specification, the notice
was or will be included in the purchase order related to the work or in a separate document, such as
this notification. 820 ILCS 130/4(a-2).
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December 2008 4:70

Operational Services

Resource Conservation 1

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

1. Periodic review of procurement procedures and specifications to ensure that purchased
products and supplies are reusable, durable, or made from recycled materials, if economically
and practically feasible. 2

2. Purchasing recycled paper and paper products in amounts that will, at a minimum, meet the
specifications in The School Code, if economically and practically feasible. 3

3. Periodic review of procedures on the reduction of solid waste generated by academic,
administrative, and other institutional functions. These procedures shall: (a) require
recycling the District’s waste stream, including landscape waste, computer paper, and white
office paper, if economically and practically feasible; (b) include investigation of the feasibly
of potential markets for other recyclable materials that are present in the District’s waste
stream; and (c) be designed to achieve, before July 1, 2020, at least a 50% reduction in the
amount of solid waste that is generated by the District. 4

4. Adherence to energy conservation measures, 5

LEGAL REF.; 105 ILCS 5/10-20.19c.
CROSS REF.: 4:60 (Purchases and Contracts), 4:150 (Facility Management and Building
Programs)

1 State or federal law controls this policy’s content (105 ILCS 5/10-20.19¢, as amended by P.A. 95-741),

2 Required by 105 [LCS 5/10-20,19¢(a-5), as amended by P.A. 95-741.

3 Required by 105 TLCS 5/10-20.19¢(b) - {e), as amended by P.A. 95-741. As of 1992, all paper purchased for
publishing student newspapers must be recycled newsprint (105 ILCS 5/10-20.19¢(b){5).

4 Required by 105 ILCS 5/10-20.19¢(e-5), as amended by P.A. 95-741. Everything in this paragraph is mandatory
except that the statute only “encourages™ districts to invesiigate “potential markets for other recyclable materials that are
present in the school district’s waste stream.”

5 Districts are authorized to enter into “guaranteed energy savings contracts” to implement “energy conservation
measures,” including any improvement, repair, alieration of any school district building, or any equipment or fixture to be
added to a district building, that is designed to reduce energy consumption or operation costs (105 ILCS 5/19b), The
guaranteed energy savings contract must provide that all payments are to be made over time and energy cost savings must be
specified and guaranteed to the extent necessary to pay the costs of the energy conservation measures. State law provides the
process for requesting proposals and entering into contracts, Any contract is valid whether or not funding has been
?%ropriated in any budget adopted by the board.

<70 Page 1l of 1

©2008 Policy Reference Education Subscription Service
Hlinois Assogiation of School Boards
Please review this matetial with your school board attorney before use,



December 2008 4:70-AP

Operational Services

Administrative Procedure - Resource Conservation 1

Definitions

De-inked stock - Paper that has been processed to remove inks, clays, coatings, binders, and other
contaminants.

High grade printing and writing papers - Includes offset-printing paper, duplicator paper, writing
paper (stationery), tablet paper, office paper, note pads, xerographic paper, envelopes, form bond
including computer paper and carbonless forms, book papers, bond papers, ledger paper, book stock,
and cotton fiber papers.

Paper and paper products - High-grade printing and writing papers, tissue products, newsprint,
unbleached packaging, and recycled paperboard.

Postconsumer material - Only those products generated by a business or consumer, that have served
their intended end uses, and that have been separated or diverted from solid waste; wastes generated
during the production of an end product are excluded. Postconsumer material includes:

¢ Paper, paperboard, and fibrous waste from retail stores, office buildings, homes and so forth,
after the waste has passed through its end usage as a consumer item, including used
corrugated boxes, old newspapers, mixed-waste paper, tabulating cards, and used cordage;
and

¢ All paper, paperboard, and fibrous wastes that are diverted or separated from the municipal
waste stream.

Recovered paper material - Paper waste generated after the completion of the papermaking process,
such as postconsumer material, envelope cuttings, bindery trimmings, printing waste, cutting and
other converting waste, butt rolls, and mill wrappers, obsolete inventories, and rejected unused stock.
“Recovered paper material,” however, does not include fibrous waste generated during the
manufacturing process such as fibers recovered from waste water or trimmings of paper machine rolls
(mill broke), or fibrous by-products of harvesting, extraction or woodcutting processes, or forest
residues such as bark. Recovered paper material includes:

¢ Postconsumer material;

¢ Dry paper and paperboard waste generated after completion of the papermaking process (that
is, those manufacturing operations up to and including the cutting and trimming of the paper
machine reel into smaller rolls or rough sheets), including envelope cuttings, bindery
trimmings, and other paper and paperboard waste resulting from printing, cutting, forming
and other converting operations, or from bag, box, and carton manufacturing, and butt rolls,
mill wrappers, and rejected unused stock; and

o Finished paper and paperboard from obsolete inventories of paper and paperboard
manufacturers, merchants, wholesalers, dealers, printers, converters or others,

Recycled paperboard - Includes paperboard products, folding cartons and pad backings,

1 With the exception of activities listed under “Solid Waste Reduction,” these procedures re-state State law (105 ILCS
5/10-20.19¢, as amended by P.A, 95-741).
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Tissue products - Includes toilet tissue, paper towels, paper napkins, facial tissue, paper doilies,
industrial wipers, paper bags, and brown papers. These products shall also be unscented and shall not
be colored.

Unbleached packaging - Includes corrugated and fiber storage boxes,

Procurement Procedures and Specifications for Products and Supplies

Procurement procedures and specifications for products and supplies shall be periodically reviewed to
ensure that the District is: (a) purchasing products and supplies that are reusable, durable, or made
from or contain recycled materials, if economically and practically feasible, and (b) giving preference
to products and supplies containing the highest amount of recycled material and that are consistent
with the effective use of the product or supply, if economically and practically feasible.

Recycled Paper and Paper Products Purchases

I. Whenever economically and practically feasible, recycled paper and paper products shall be
purchased according to the following minimum percentages of the District’s total dollar value of
paper and paper products:

Beginning July 1, 2008  10%
Beginning July 1,2011  25%
Beginning July 1,2014  50%
Begiming July 1,2020 75%

All paper purchased for publishing student newspapers must be recycled newsprint. Paper and
paper products purchased from private sector vendors pursuant to printing contracts are exempted
from this requirement.

II. Wherever economically and practically feasible, recycled paper and paper products shall contain
postconsumer or recovered paper materials as follows;

e Recycled high grade printing and writing paper shall contain at least 50% recovered paper
material and shall consist of the following percentages of deinked stock or postconsumer
material on the dates listed:
Beginning July 1,2008  25%
Beginning July 1, 2010  30%
Beginning July 1, 2012 40%
Beginning July 1, 2014  50%
Recycled tissue products shall contain at least 45% postconsumer material.
Recycled newsprint shall contain at least 80% postconsumer material.
Recycled unbleached packaging shall contain at least 55% postconsumer material,
Recycled paperboard shall contain at Ieast 95% postconsumer material.

These regulations do not apply to art materials, nor to any newspapers, magazines, textbooks,
library books or other copyrighted publications that are purchased or used by the District or any
school or attendance center within the District, or that are sold in any school supply store operated
by or within any such school or attendance center.
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Solid Waste Reduction 2

The Superintendent will appoint a team of interested individuals representing various District
departments to direct the District’s efforts to achieve, before July 1, 2020, at least a 50% reduction in
the amount of solid waste that the District generates. The team shall:

1.

3.

Periodically review methods and procedures to reduce solid waste generated by academic,
administrative, and other institutional functions. These procedures must be designed to, when
cconomically and practically feasible, recycle the District’s waste stream, including without
limitation landscape waste, computer paper, and white office paper.

Identify indicators to monitor the District’s progress toward achieving the solid waste
reduction goal. As necessary, the procedures and methods shall be adjusted and refined,

Make periodic progress reports to the Superintendent or designee,

The team shall devise and oversee methods for making the following activities part of the District

culture:
1.

Staff members actively pursue waste reduction and prevention activitics. Examples include:

a. Printing and copying individual documents on both sides of the page.

b. Setting computer software for default two-sided printing including word processing,
spreadsheets, electronic mail, and others.

Printing or copying only the pages needed.

Routing memos and newsletters.

Providing trays to collect and reuse one-sided paper.

Reducing unwanted mail and eliminate excess mailings.

Staff members and students seek to reuse or recycle materials to divert them from the waste
stream whenever possible.

o e e

A training plan instructs staff members and students in waste reduction and recycling
practices.

The District’s solid waste reduction program is publicized and its benefits are emphasized,
including cost savings by lowering supply acquisition and disposal costs.

An incentive program to reduce solid waste exists, e.g., through school recognition programs.

Staff and students are encouraged to be innovative and suggest improvements to procedures
and practices.

LEGAL REF.: 105 ILCS 5/10-20.19c¢.

2 This section contains several of the many ways a district may comply with 105 ILCS 5/10-20.1%¢, as amended by
P.A. 95-741, State law contains the goal stated in the first sentence but does not mandate its achievement, State law requires
the periodic review of procedures to reduce solid waste. The activities #1-6 listed in the last paragraph are only ideas and
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December 2010 4:80

Operational Services

Accounting and Audits 1

The School District’s accounting and audit services shall comply with the Illinois Program
Accounting Manual, as adopted by the Illinois State Board of Education, and State law. The
Superintendent, in addition to other assigned financial responsibilities, shall report monthly on the
District’s financial performance, both income and expense, in relation to the financial plan
represented in the budget.

Annual Audit 2

At the close of each fiscal year, the Superintendent shall arrange an audit of the District funds,
accounts, statements, and other financial matters. The audit shall be performed by an independent
cerfified public accountant designated by the Board and be conducted in conformance with prescribed
standards and legal requirements. A complete and detailed written audit report shall be provided to
each Board member and to the Superintendent. The Superintendent shall annually, on or before
October 15, submit an original and one copy of the audit to the Regional Superintendent of Schools.

Annual Financial Report 3

The Superintendent or designee shall annually prepare and submit the Annual Financial Report on a
timely basis using the form adopted by the Illinois State Board of Education. The Superintendent
shall review and discuss the Annual Financial Report with the Board before it is submitted,

Inventories 4

The Superintendent or designee is responsible for establishing and maintaining accurate inventory
records that, at a minimum, comply with the Illinois Program Accounting Manual. The inventory
record of supplies and equipment shall include a description of each item, quantity, location, purchase
date, and cost or estimated replacement cost.

1 State or federal law controls this policy’s content, A board policy or resolution is required concerning revolving funds
and petty cash (23 111 Admin.Code §100.70). This policy is intended to facilitate the board’s fiscal oversight role. The last
sentence of the first paragraph should be modified to align with local conditions. The Iliinois Program Accounting Manual is
found at htip:/fwww.isbe.state.il.us/sfims/pdff/ipam.pdf.

2 Audit requirements are found in 105 ILCS 5/3-7 and 5/3-15.1, and 23 Il Admin.Code §100.110. The federal Single
Audit Act adds andit requirements for federal programs (31 U.8.C. §7501 et seq.).

Use this alternative for districts in suburban Cook County: replace “Regional Superintendent of Schools” with
“appropriate Intermediate Service Center.” Use this alternative for districts in suburban Cook County: replace “Regional
Superintendent” with “appropriaic Intermediate Service Center.” P.A. 96-893 abolished the Regional Office of Education
for Suburban Cook County and transferred its duties and powers to Intermediate Service Centers.

The following optional sentence establishes an audit committee: “The Board will annually establish an audit committee
to help the Board select an external auditor, confer with the auditor regarding the audit’s scope, and oversee the audit
process.” Note: all board committees are subject to the Open Meetings Act,

The following optional sentence establishes a competitive process for selecting the external auditor; it prevents a long-
term relationship with an auditor and reduces the possibility of audits being too routine or friendly: “The Board will
annually advertise a request for proposals to perform the external audit.” Substitute “periodically” for “annually” if desired.

3 Requirements for the annual financial report are found in 105 ILCS 3/2-3.27 and 5/3-15.1; 23 Ill.Admin.Code
§100.100. The last sentence of this section should be modified to align with local conditions.

4 Illinois Program Accounting Manual is found at http://www.ishe. state.il.us/sfms/pdfipam,pdf, The last sentence of
this section should be modified to align with lecal conditions.
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Disposition of District Property §

The Superintendent or designee shall notify the Board, as necessary, of the following so that the
Board may consider its disposition: (1) District personal property (property other than buildings and
land) that is no longer needed for school purposes, and (2) school site, building, or other real estate
that is unnecessary, unsuitable, or inconvenient, Notwithstanding the above, the Superintendent or
designee may unilaterally dispose of personal property of a diminutive value.

Taxable Fringe Benefits 6

The Superintendent or designee shall: (1) require that all use of District property or equipment by
employees is for the District’s convenience and best interests unless it is a Board-approved fringe
benefit, and (2) ensure compliance with the Internal Revenue Service regulations regarding when to
report an employee’s personal use of District property or equipment as taxable compensation.

Controls for Revolving Funds and Petty Cash 7

Revolving funds and the petty cash system are established in Board policy 4:50, Payment Procedures.
The Superintendent shall; (1) designate a custodian for each revolving fund and petty cash fund, (2)
obtain a bond for each fund custodian, and (3) maintain the funds in compliance with this policy,
State law, and Illinois State Board of Education rules. A check for the petty cash fund may be drawn
payable to the designated petty cash custodian. Bank accounts for revolving funds are limited to a
maximum balance of $500.00. All expenditures from these bank accounts must be directly related to
the purpose for which the account was established and supported with documentation, including
signed invoices or receipts. All deposits into these bank accounts must be accompanied with a clear
description of their intended purpose. The Superintendent or designee shall include checks written to
reimburse revolving funds on the Board’s monthly listing of bills indicating the recipient and
including an explanation.

Control Requirements for Checks 8

The Board must approve all bank accounts opened or established in the District’s or a District
school’s name or with the District’s Federal Employer Identification Number. All checks issued by
the School District must be signed by either the Treasurer or Board President, except that checks from

5 The requirements in this section are specified in 105 ILCS 5/5-22 and 5/10-22.8. A board that desires to act on the
disposition of property having gap value should use the following alternative to this section’s the last sentence:
“Notwithstanding the above, the Superintendent or designee may unilaterally dispose of worthless personal property.”

6 The intent of this optional section is twofold: (1) to control personal use of district property and equipment, and (2) to
ensure compliance with IRS rules. As to the first point, allowing personal use of district property or equipment is arguably
prohibited by the 111, Constitution, Art. VIII, Sec 1 which states: “Public funds, property or credit shall be used only for
public purposes.” As fo the second point, any fringe benefit an employer provides is taxable and must be included in the
recipient’s pay unless the law specifically exciudes it. See Publication 15-B (2008), Employer's Tax Guide to Fringe
Benefits, http/www irs.gov/publications/pl Sh/findex. htnl.

7 105 ILCS 5/10-20.19; 23 [1l.Admir. Code §100.70, This paragraph’s contents are mandatory, except for the $500 cap
on the maximum balance of revolving funds. The cap amount may be changed or the following alternative used: “Each
revolving fund shall be maintained in a bank that has been approved by the Board and established in an amount approved by
the Superintendent consistent with the annual budget.”

8 This section is largely up to the local board’s discretion; additional controls may be added. The following alternative
to the second sentence will mandate two signatories for checks:

Two of the following individuals, the Treasurer, Board President, and/or Board Vice-President, shall sign all
checks issued by the School District, except that checks from an account containing student activity funds and
revolving accounts may be signed by the respective account custodian.

A board must comply with State law requiremenis concerning the use of facsimile or electronic signatures on checks,
The Secretary of State, Index Department, maintains certified manual signatures of officers authorized to sign checks
(Uniform Facsimile Signature of Public Officials Act, 30 ILCS 320/). Electronic records and signatures are governed by the
Electronic Commerce Security Act (5 ILCS 175/5). Attorneys disagree about the applicability of these laws to school
districts.
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an account containing student activity funds and revolving accounts may be signed by the respective
account custodian.

Internal Controls 9

The Superintendent is primarily responsible for establishing and implementing a system of internal
controls for safeguarding the District’s financial condition; the Board, however, will oversee these
safeguards. The control objectives are to ensure efficient business and financial practices, reliable
financial reporting, and compliance with State law and Board policies, and to prevent losses from
fraud, employee etror, misrepresentation by third parties, or imprudent employee action.

The Superintendent or designee shall annually audit the District’s financial and business operations
for compliance with established internal controls and provide the results to the Board, The Board
may from time-to-time engage a third-party to audit internal controls in addition to the annual audit.

LEGAL REF.: 105 ILCS 5/2-3.27, 5/2-3.28, 5/3-7, 5/3-15.1, 5/5-22, 5/10-21.4, 5/10-20.19, 5/10-
22.8,and 5/17-1 et seq.
23 1. Admin.Code Part 100.
CROSS REF.: 4:10 (Fiscal and Business Management), 4:50 (Payment Procedures), 4:55 (Use

of Credit and Procurement Cards), 4:90 (Activity Funds)

9 This section is largely up to the local board’s discretion. The annual audit must include a “review and testing of the
internal control structure” (23 Il Admin.Code §100.110). This review’s limited scope means that boards should not rely on
it to reveal uncontrolled financial risks. The board’s responsibility is to establish policy to safeguard the district’s financial
condition. Indeed, the oath of office includes this promise; “I shall respect taxpayer interests by serving as a faithful
protector of the school district’s assets.” In this sample policy, the board sets the control objectives and the superintendent is
responsible for developing an internal controls system.

Boards that wish to take a larger oversight role regarding internal controls may list the numbered sentences in the IASB
sample administrative procedure 4:80-AP, Checkiist for Internal Controls, as required inclusions in the superintendent’s
program for internal controls. This alternative, for insertion at the end of this section’s first paragraph, follows:

The District’s system of internal controls shall include the following:
All financial transactions must be properly authorized and documented.
Financial records and data must be accurate and complete.
Accounts payable must be accurate and punctual,
District assets must be protected from loss or misuse.
Incompatible duties should be segregated, if possible.
Accounting records must be periodically reconciled,
Equipment and supplies must be safeguarded.
Staff members with financial or business responsibilities must be properly trained and supervised, and
must perform their responsibilities with uitmost care and competence.
9,  Any unnecessaty weaknesses or financial risks must be promptly corrected.

Ee i al e
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December 2008 4:80-AP

Operational Services

Administrative Procedure - Checklist for Internal Controls 1

The District’s system of internal controls shall include the following:

1. All financial transactions must be properly authorized and documented. This includes:

a

No check is issued without pre-approved documentation for the expenditure, ¢.g., a
signed voucher, a completed and approved travel request, an approved purchase
requisition, an order, or an invoice.

No bank account is opened or established in the District’s or a District school’s name or
with the District’s Federal Employer Identification Number without pre-approved
documentation,

No credit or procurement card is assigned to an individual without pre-approved
documentation. All use of a credit or procurement card must be in compliance with
Board policy 4:55, Use of Credit and Procurement Cards and administrative procedure
4:55-AP, Controls for the Use of District Credit and Procurement Cards.,

Lvery receipt to and expenditure from a revolving fund and a petty cash fund are
supported with clear documentation and otherwise comply with Board policies 4:50,
Payment Procedures and 4:80, Accounting and Audits.

A record is made of all checks issued and all payments made by credit or procurement
cards that includes descriptive information sufficient to allow assignment of the
appropriate code.

2. Financial records and data must be accurate and complete. This includes:

L1
Ll
O
a

Data entries are timely made.

Cash handling is properly recorded.

Checks are sequentially numbered and missing checks are accounted for,
Financial reporting deadlines are followed.

3. Accounts payable must be accurate and punctual. This includes:

a
(|
O

Payments are made on a timely basis.
A thorough explanation is provided for any over/underpayments.
Payroll and benefits are reviewed and confinually updated.

4. District property must be protected from loss or misuse. This includes:

oooooQo

Valuable technology assets are safeguarded from theft or loss.

A backup and recovery system is developed for electronic systems.
Only authorized individuals have access to various systermns.

Passwords are kept secure and frequently changed.

Keys are kept secure and accounted for,

District property is not borrowed or otherwise used for private purposes.

The footnotes are not intended to be part of the adopted policy; they should be removed before the policy is adopted.

1 The administeative procedure can serve to generate discussion concerning internal controls ameng relevant district
staff members and the district’s auditor. It must be customized to reflect conditions in each district. Its effectiveness will be
greatly enhanced if the employee responsible for each control i identified, A board that wants to take a significant oversight
role regarding internal conitols may want to list the mumbered sentences in its policy 4:80, Accounting and Audits, as
required inclusions in the superintendent’s program for internal controls.

4:80-AP
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0 District personal property having a monetary value (excluding, for example, trash, out-
dated equipment, consumed consumables, and spoilage) is discarded only with the
Board’s prior approval.

5. Incompatible duties should be segregated, if possible. This includes:

O Transaction approval is separated from disbursement approval duties so that no single
individual controls all phases of the claim payment process.
O Other controls are used if segregation of duties is impossible,

6. Accounting records are periodically reconciled. This includes:

O All accounts are balanced monthly.

O All statements from checking accounts and credit cards are reconciled monthly,
O IExpenses are verified against receipts.

0 QOut-of-balance conditions are investigated.

7. Equipment and supplies must be safeguarded. This includes:

1 Inventories are periodically taken and inspections are frequently made.

O A reliable record is kept identifying what technology assets have been provided to
specific employees.

1 Access to supplies is limited and controlled.

8. Staff members with financial or business responsibilities must be properly trained and
supervised, and must perform their responsibilities with utmost care and competence.

01 Responsibilities match job descriptions.

0 Ifrequired by State law, staff members are appropriately bonded.

0O Staff members are held accountable for complying with Board policies and
administrative processes or procedures that have been established to safeguard the
District’s financial condition,

O Staff members are appropriately trained and evaluated.

O Staff members are encouraged to notify their supervisors or the Superintendent of risks,
losses, and/or concerns.

9. Any unnecessary weaknesses or financial risks must be promptly corrected. This includes:

0O Internal control concerns raised by the District’s independent auditor in connection with
the annual financial audit are properly addressed.

0 Internal or external auditors are annually engaged to assess risk and/or test existing
internal controls for those areas not included within the scope of the annual financial
audit; concerns are promptly addressed.
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April 2010 4:90

Operational Services

Activity Funds 1

The School Board, upon the Superintendent or designee’s recommendation, establishes student
activity funds to be managed by student organizations under the guidance and direction of a staff
member for educational, recreational, or cultural purposes. 2

The Superintendent or designee shall be responsible for supervising student activity funds in
accordance with Board policy, 4:80, Accounting and Audits; State law; and the Illinois State Board of
Education rules for student activity funds. The Board will appoint a treasurer for each fund to serve as
the fund’s sole custodian and be bonded in accordance with The School Code. 3 The treasurer shall
have all of the responsibilities specific to the treasurer listed in the Illinois State Board of Education
rules for school activity funds, including the authority to make loans between activity funds. 4

Unless otherwise instructed by the Board, a student activity fund’s balance will carry over to the next
fiscal year. An account containing student activity funds that is inactive for 12 consecutive months
shall be closed and its funds transferred to another student activity fund with a similar purpose. 5

LEGAL REF.: 105 ILCS 5/8-2 and 5/10-20.19.
23 Tl Admin.Code §§100.20 and 100.80.

CROSS REF.: 4:80 (Accounting and Audits), 7:325 (Student Fund-Raising Activities)

1 State law controls this poliey’s centent, See 105 1LCS 5/10-20.19 and 23 Ill.Admin.Code §100.80. ISBE’s rules in
Part 125 (Student Activity Funds and Convenience Accounts) were in effect only through 6-30-08 after which they were
replaced by Part 100. The rules in Part 100 do not provide for “convenience accounts.” Another policy, 7:325, Student
Fund-Raising Activities, contains the elements required by State law for a policy on student fund-raising activities,

2 Student activity funds are established to account for money used to support the activities of student organizations and
¢lubs, e.g., homeroom, yearbook, class year, choral or band group, class projects, student clubs, student-council, and student-
sponsored bookstore (23 111 Admin.Code §100.20). The funds are under the school board’s control giving it a fiduciary
responsibility to safeguard them along with district assets,

3 105 ILCS 5/8-2,

4 I1SBE’s rule permits the activity fund treasurer to make loans between funds “if and as authorized by the board’s
policy,” (23 Il Admin.Code §100.80). A board that does not want to allow loans between activity funds should choose one
of these alternatives;

Alternative 1:  The treasurer shall have all of the authority and responsibilities specific to the treasurer listed in
the Illinocis State Board of Education rules for school activity funds, except that the treasurer is
not authorized to make loans between activity funds.

Alternative 2:  The treasurer shall have all of the authority and responsibilities specific to the treasurer listed in
the 1llinois State Board of Education rules for school activity funds, except that the treasurer
must have the Board’s approval before making a loan between activity funds.

5 The authority for this paragraph’s first sentence is 23 IIl. Admin.Code §100.80(c); the second sentence is up to the
local board’s discretion. The following option may be inserted after the first sentence: “However, money remaining in the
any Senior Class fund after graduation will antomatically transfer to the next year’s class.”
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May 2000 4:90-AP
Page 1 of 1

Operational Services

Administrative Procedure - Student Activity Fund Management

The student activity funds treasurer in each building shall keep all monies on deposit in a designated
depository and maintain appropriate accounts. Each student activity receiving money from any source
must deposit the money with the student activity treasurer and obfain a signed receipt,

On a regular basis, the Superintendent or designee will report to the School Board amounts received
and disbursed, and the amount of cash on hand in each activity fund.

The fiscal year for annual reports shall coincide with the school’s fiscal year and all accounts shall be
andited annually by a licensed public accountant. At the end of the fiscal year all balances will be
carried over to the next fiscal year by each activity, except that the School Board or its designated
representative, may transfer monies lying dormant in an account of a class, organization, club, and/or
association at the close of the fiscal year to any other class or organization, or to the District’s
Education Fund,

LEGAL REF: 105 ILCS 5/8-2, 5/8-7, and 5/10-20.19.
Rules and Regulations and Fiscal Procedurcs for the Operation of Local
Education Agencies, Student Activity Funds, Convenience Accounts, and
Trust and Agency Funds, April, 1975, State Board of Education.



November 2009 4:100

Operational Services

Insurance Management 1

The Superintendent shall annually recommend an insurance program that provides the broadest and
most complete coverage available at the most economical cost, consistent with sound insurance
principles.

The insurance program shall include; 2

1. Liability coverage to insure against any loss or liability of the School District and the listed
individuals against civil rights damage claims and suits, constitutional rights damage claims
and suits, and death and bodily injury and property damage claims and suits, including
defense costs, when damages are sought for negligent or wrongful acts allegedly committed
in the scope of employment or under the Board’s direction or related to any mentoring
services provided to the District’s certified staff members; School Board members;
employees; volunteer personnel authorized by 105 ILCS 5/10-22.34, 5/10-22.34a, and 5/10-
22.34b; mentors of certified staff members authorized in 105 ILCS 5/21A-5 et seq. (new
teacher), 105 ILCS 5/2-3.53a (new principal), and 2-3.53b (new superintendents); and student
teachers. 3

2. Comprehensive property insurance covering a broad range of causes of loss involving
building and personal property. The coverage amount shall normally be for the replacement
cost or the insurable value.

3. Workers’ Compensation to protect individual employees against financial loss in case of a
work-related injury, certain types of disease, or death incurred in an employee-related
situation.

LEGAL REF.: Consolidated Omnibus Budget Reconciliation Act, P. L. 99-272, 4 1001, 100 Stat.
222, 4980B(f) of the LR.S. Code, 42 U.S.C. §300bb-1 et seq.
105 ILCS 5/106-20.20, 5/10-22.3, 5/10-22.3a, 5/10-22.3b, 5/10-22.3f, 5/10-22.34,
5/10-22.34a, and 5/10-22.34b.
215ILCS 5/.
820 ILL.CS 305/,

1 State law controls this policy’s content, The Health Insurance Poriability and Accountability Act (HIPAA) guarantees
the continuity of health insurance benefits for individuals changing employment It also contains provisions promoting the:
(1) standardization and efficiency for the electronic submission, processing, and payment of health care claims, and (2)
security and privacy requirements for health information (see 45 C.F.R. §§160 and 164). School officials are urged to
consult with their insurance providers and legal counsel to devise a compliance plan.

2 Other types of district-purchased insurance should also be listed here, such as: (1) insurance programs for employess
and their dependents (105 ILCS 5/10-22.3a) (any employee or retived employee insurance program is a mandatory subject of
bargaining), and (2) district-purchased insurance on student athletes as allowed by 105 ILCS 5/22-15. The latter type of
insurance should be distinguished from insurance offered through the district by an insurance company covering students
and paid for by the student’s family.

3 A board’s duty to indemnify and protect specific individuals is found in 105 ILCS 5/10-20.20, amended by P.A. 96-
62. A board’s duty to insure against loss or liability is found in 105 ILCS 5/10-22.3. The lists of individuals to be protected
are identical in both statutes except that menfors was added in 2009 to only the indemnification statute. As the best method
for providing indemnification is through insurance, this policy includes mentors in its list of individuals covered by the
district’s liability insurance.
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November 2010 4:110

Operational Services

Transportation 1

The District shall provide free transportation for any student in the District who resides: (1) at a
distance of one and one-half miles or more from his or her assigned school, unless the School Board
has certified to the Illinois State Board of Education that adequate public transportation is available, 2
or (2) within one and one-half miles from his or her assigned school where walking to school or to a
pick-up point or bus stop would constitute a serious hazard due to vehicular traffic or rail crossing,
and adequate public transportation is not available. 3 A student’s parent(s)/guardian(s) may file a
petition with the Board requesting transportation due to the existence of a serious safety hazard. 4
Free transportation service and vehicle adaptation is provided for a special education student if
included in the student’s individualized educational program. 5 Non-public schoo! students shall be
transported in accordance with State law. 6 Homeless students shall be transported in accordance with
the McKinney Homeless Assistance Act. 7

If a student is at a location within the District, other than his or her residence, for child care purposes
at the time for transportation to and/or from school, that location may be considered for purposes of

1 State or federal law controls this policy’s content. A district that chooses to consider locations other than individual
students’ residences as pick-up and drop-off locations must adopt a policy establishing this practice to receive State
reimbursement (23 Tl Admin,Code §120,30). Each district must have a pre-trip and post-trip inspection policy (625 ILCS
5/12-816, amended by P.A. 96-818). An ISBE rule requires boards to “institute policies and practices that promote the safety
and well-being of school bus passengers,” (23 Ill.Admin.Code §1.510). See the cross references for these.

2 Only the following districts must provide free transportation as described in the sample policy: community
consolidated districts, community unit districts, consolidated districts, consolidated high school districts, and combined
school districts if the combined district includes any disirict that was previously required to provide transportation (105
ILCS 5/29-3 and 23 Il Admin.Code §1.510(a). Districts that are not required to provide free transportation may do so (Id.).
To qualify for State reimbursement, districts electing to provide transportation when they are not required to do so must
afford the same service to all students in that same situation (23 ill.Admin.Code §1.510(b). Districts may provide
transportation within 1-1/2 miles and may charge for such transportation (105 ILCS 5/29-2),

Important: the board of a district that is not required to provide free transportation must amend this policy, preferably
after consulting the board attorney, if the district charges for transportation or does not provide transportation.

Optional provision: (105 ILCS 5/29-3.1)

The District may provide transportation to and from school-sponsored activities and may charge for such

transportation.

3105 ILCS 5/29-3 and 23 [ll.Admin.Code §1.510.

4 Required by 105 ILCS 5/29-3. If a petition is filed, the district must conduct a study and forward its findings to the
Tilinois Depariment of Transportation for review.

534 C.F.R. §300.34 and 23 1. Admin.Code §226.750.

6 105 ILCS 5/29-3.2 and 5/29-4.

742 U.8.C. §11431 gt seq., amended by the No Child Left Behind Legislation of 2001, This federal legislation requires
a district to provide transportation to a homeless student at the request of the parent/guardian {or in the case of an
unaccompanied youth, the Liaison for Homeless Children), to and from the school of origin [42 U.8.C. §11432(g)(1)(I)(iii)].
The term schoel of origin means the school that the stadent attended when permanently housex or the school in which the
student was last enrolled [42 U.S.C. §11432(£)(3)(G)]. Transportation must be arranged as follows:

l. If the homeless student continues to live in the area served by the school district in which the school of origin
is located, the student’s transportation to and from the school of origin shall be provided or arranged by the
district in which the school of origin is located {42 U.S.C. §11432(g)(D(D{iiiIN.

2. If the homeless student’s living arrangements in the area served by the district of origin terminate and the
student, though continuing his or her education in the school of origin, begins living in an area served by
another school district, the district of origin and the district in which the homeless student is living shall agree
upon a method to apportion the responsibility and costs for providing the student with transportation to and
from the school of origin, If the local educational agencies are unable to agree upon such method, the
responsibility and costs for transportation shall be shared equally [42 U.5.C. §11432(g)}(1)}(N(G)D)].
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determining the 1% miles from the school attended. Unless the Superintendent or designee establishes
new routes, pick-up and drop-off locations for students in day care must be along the District’s
regular routes. The District will not discriminate among types of locations where day care is provided,
which may include the premises of licensed providers, relatives” homes, or neighbors’ homes. 8

Bus schedules and routes shall be determined by the Superintendent or designee and shall be altered
only with the Superintendent or designee’s approval and direction. In setting the routes, the pick-up
and discharge points should be as safe for students as possible. 9

No school employee may transport students in school or private vehicles unless authorized by the
administration. 10

Every vehicle regularly used for the transportation of students must pass safety inspections in
accordance with State law and Illinois Department of Transportation regulations. 11 The strobe light
on a school bus may be illuminated any time a bus is bearing one or more students. 12 The
Superintendent shall implement procedures in accordance with State law for accepting comment calls
about school bus driving, 13

All contracts for charter bus services must contain the clause prescribed by State law regarding
criminal background checks for bus drivers. 14

8 This paragraph may be deleted if a district will not seek State reimbursement for transportation to and from locations
other than individual students’ residences. As a condition for receiving State reimbursement, an ISBE rule requires boards to
have a policy with the provisions in this paragraph (23 [LAdmin.Code §120.30). This rule also contains the non-
discrimination language.

9 The paragraph is optional. As an alternative, a board may state that pick-up and discharge points “should be as safe
and convenient as possible.”

10 Optional. This presents an opportunity for each board to discuss this issue with the superintendent and direct the
superintendent to include it in the curriculum for the required in-service on educator ethics, teacher-student conduct, and
school employee-student conduct for all personnel (105 ILCS 5/10-22.39, amended by P.A. 96-431), See 5:120, Ethics (fin
2), and 5:100 Staff Development (fin 3), for more detailed discussions. Include policies 3:100, Staff Development and 5:120,
Ethies, in the cross references when this sentence is used.

11 625 ILCS 5/13-109,

625 ILCS 5/11-1414.1, amended by P.A. 96-410, requires districts to transport students to and from any curriculum-
related school activity in a school bus or vehicle as defined at 625 ILCS 5/1-182, amended by P.A. 956-410. This
transpottation includes: (1) to and from home and school, (2) tripper or shuttle services between school attendance centers,
(3) to and from a vocational or career center or other trade-skill development site, (4) to and from a regional safe school, ()
to and from a school-sponsored alternaiive learning program, and (6) trips directly related to the regular curriculum of a
student for which he or she earns credit.

105 ILCS 5/29-6.3, amended by P.A. 96-410, requires districts to transport students to and from specified
interscholastic or school-sponsored activities in: (1) a school bus (see definition in above paragraph), (2) a vehicle
manufactured to transport not more than 10 persons including the driver, or (3) a multifunction school-activity bus
manufactured to fransport not more than 15 persons including the driver (defined at 625 ILCS 5/1-148.3a-5, added by P.A.
96-410). These activities do not require student participation as part of the education services of the disirict and are not
associated with the regular class-for-credit schedule or required 5 clock hours of instruction.

12 625 ILCS 5/12-815.

13 625 ILCS 5/12-821(b), amended by both P.A, 95-176 and 96-410, requires districts that own school busses (P.A. 95-
176) and muktifunction school activity busses (P.A. 96-410) to establish procedures for accepting comment calls and responding
to them. In accordance with good governance principles, this duty is delegated to the superintendent. For a sample procedure,
see 4:110-AP2, Bus Driver Communication Devices; Pre-Trip and Post-Trip Inspection; Bus Driving Comments.

14 105 ILCS 5/10-20.21a, requires all contracts for providing charter bus services to transport students to or from
interscholastic athletic or interscholastic or school sponsored activities to contain clause (A) except that a contract with an
out-of-state company may contain clause (B) or clause {A), The clause must be set forth in the contract’s body in at least 12
points typeface and all upper case letters:

(A) “ALL OF THE CHARTER BUS DRIVERS WHO WILL BE PROVIDING SERVICES UNDER
THIS CONTRACT HAVE, OR WILL HAVE BEFORE ANY SERVICES ARE PROVIDED:
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Pre-Trip and Post-Trip Vehicle Inspection 15

The Superintendent or designee shall develop and implement a pre-trip and post-trip inspection
procedure to ensure that the school bus driver: (1) tests the two-way radio and ensures that it is
functioning properly before the bus is operated, and (2) walks to the rear of the bus before leaving the
bus at the end of each route, work shift, or work day, to check the bus for children or other passengers
in the bus.

{1} SUBMITTED THEIR FINGERPRINTS TO THE DEPARTMENT OF STATE POLICE IN THE
FORM AND MANNER PRESCRIBED BY THE DEPARTMENT OF STATE POLICE. THESE
FINGERPRINTS SHALL BE CHECKED AGAINST THE FINGERPRINT RECORDS NOW AND
HEREAFTER FILED IN THE DEPARTMENT OF STATE POLICE AND FEDERAL BUREAU OF
INVESTIGATION CRIMINAL HISTORY RECORDS DATABASES. THE FINGERPRINT CHECK
HAS RESULTED IN A DETERMINATION THAT THEY HAVE NOT BEEN CONVICTED OF
COMMITTING ANY OF THE OFFENSES SET FORTH IN SUBDIVISION {(C-1){4) OF SECTION 6-
508 OF THE ILLINOIS VEHICLE CODE; AND

(2) DEMONSTRATED PHYSICAL FITNESS TO OPERATE SCHOOL BUSES BY SUBMITTING
THE RESULTS OF A MEDICAL EXAMINATION, INCLUDING TESTS FOR DRUG USE, TO A
STATE REGULATORY AGENCY.”

(B) “NOT ALL OF THE CHARTER BUS DRIVERS WHO WILL BE PROVIDING SERVICES UNDER
THIS CONTRACT HAVE, OR WILL HAVE BEFORE ANY SERVICES ARE PROVIDED:

(1) SUBMITTED THEIR FINGERPRINTS TO THE DEPARTMENT OF STATE POLICE IN THE
FORM AND MANNER PRESCRIBED BY THE DEPARTMENT OF STATE POLICE. THESE
FINGERPIRNTS SHALL BE CHECKED AGAINST THE FINGERPRINT RECORDS NOW AND
HEREAFTER FILED IN THE DEPAARTMENT OF STATE POLICE AND FEDERAL BUREAU OF
INVESTIGATION CRIMINAL HISTORY RECORDS DATABASES THE FINGERPRING CHECK
HAS RESULTED IN A DETERMINATION THAT THEY HAVE NOT BEEN CONVICTED OF
COMMITTING ANY OF THE OFFENSES SET FORTH IN SUBDIVISION {C-1)(4) OF SECTION 6-
508 OF THE ILLINOIS VEHICLE CODE; AND

(2) DEMONSTRATED PHYSICAL FITNESS TO OPERATE SCHOOL BUSES BY SUBMITTING
THE RESULTS OF A MEDICAL EXAMINATION, TESTS FOR DRUG USE, TO A STATE
REGULATORY AGENCY.”

15 625 ILCS 5/12-816(a), amended by P.A. 96-818, requires school districts to have a school bus pre- and post-trip
inspection policy with the components as contained in this policy. See also 23 IlLAdmin.Code §1.510(i){3) and 92
I11. Admin,Code §440-3. For a sample procedure, see 4:110-AP2, Bus Driver Communication Devices; Pre-Trip and Post-
Trip Inspection; Bus Driving Comments. School district contracts with a private sector school bus company must require the
company to have a pre- and post-trip inspection policy that is equivalent to this section of the policy (625 ILCS 5/12-816(by),
amended by P.A, 96-818).

Each schoo] bus must confain an operating two-way radic while the school bus driver is in possession of a school bus
(625 ILCS 5/12-813, amended by P.A. 96-818). The two-way radio must be turned on and adjusted in a manner that would
alert the driver of an incoming communication request. Two-way radios may not be as effective as cell phones: they do no
good when the bus driver is out of the bus with children (the radio is in the bus but the driver is with the children on a field
trip, for example) and their range may be inferior to that of cell phones. Four important exceptions allow a driver to use a
cell phone while operating a bus: (1) in an emergency situation to communicate with an emergency response operator; a
hospital; a physician’s office or health clinic; an ambulance service; a fire department, fire district, or fire company; or a
police department; (2) in the event of a “mechanical breakdown or other mechanical problem;™ (3} to communicate with
school authorities about bus operation or the safety of a passenger on the bus; and (4) when the bus is parked. However
under no circumstances may the cell phone be used for anything else including personal use (625 ILCS 5/12-813.1, amended
by P.A. 96-1066).
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LEGAL REF. McKinney Homeless Assistance Act, 42 U.8.C. §11431 et seq.
105 IL.CS 5/10-22,22 and 5/29-1 et seq.
105 TLCS 45/1-15.
625 ILCS 5/1-148.3a-5, 5/1-182, 5/11-1414.1, 5/12-813, 5/12-813.1, 5/12-815,
5/12-816, 5/12-821, and 5/13-109.
23 Ill,Admin.Code §§1.510 and 226.750; Part 120.
92 1l Admin.Code §440-3.

CROSS REF.: 4:170 (Safety), 5:100 (Staff Development), 5:120 (Ethics), 5:280 (Educational
Support Personnel - Duties and Qualifications), 6:140 (Education of Homeless
Children), 7:220 (Bus Conduct)

ADMIN. PROC.: 4:110-AP2 (Bus Driver Communication Devices; Pre-Trip and Post-Trip
Inspection; Bus Driving Comments), 4:170-AP3 (School Bus Safety Rules),
4:170-E3 (Emergency Medical Information for Students Having Special Needs
or Medical Conditions Who Ride School Buses), 6:140-AP (Education of
Homeless Children)
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September 2010 4:110-AP}

Operational Services
Administrative Procedure - School Bus Post-Accident Checklist
Driver Post-Accident Procedures

1. The first consideration s whether it is safer to evacuate the students or to have them remain
on the bus, 23 ll.Admin,Code §1.510(1).

2. Immediately notify the pre-designated emergency and police services, and administer first
aid. As soon as possible, notify the District or transportation office.

3. When notifying the District and Thill Bus Service, give the following information:
Seriousness of the accident
Location and time of incident
Bus number and route number
School
Number of students on board
Extent of any injuries
Weathet/road conditions
Any other pertinent information

4. Never leave your vehicle, either to check traffic or set out reflectors, when children are on
board. Stay with the children until help arrives. Do not release any student, even to parents,
unless instructed to do so by the District or transportation office.

5. Set out reflectors, flares, flags, etc. only when the safety of all children is secure.

Stay vigilant for the continued safety of evsryone at the scene and:
Never attempt to direct traffic,
Never move the vehicle befors the police arrive, unless absolutely necessary to avoid a
traffic hazard.
Never discuss Hability or fault, or sign anything until someone from the Disirict or
transportation office arrives.
Never move an injured person unless the person’s life is in jeopardy.

7. If your vehicle strikes an animal (pet), continue untit it is safe to stop, keeping in mind that
the sight of an injured pet could upset the children on the bus. Park the vehicle and radio or
call the District and Thill Bus Service with the information. Thill Bus Service will notify the
proper authorities.

8. The District and Thill Bus Service, when notifying the school, may suggest that personnel
follow-up with students to minimize trauma or emotional after-effects.

Information Gathering
While at the accident scene the driver and/or transportation supervisor shall:
1. Obtain the name and age of every passenger on the bus,
2. Obtain the name and address of all witnesses.
3, Regarding other vehicles involved in the accident, obtain the:
Other drivers’ names
Other drivers’ license numbers

Other drivers’ addresses and phone numbers
Make, model, year, and license plate numbers of other involved vehicles
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Other drivers’ insurance carrier information
Name, addrass, and phone numbers of passengers in other involved vehicles

District Office and Thill Bus Ssrvice Respongibilities

L.

Aol

7.

Confirm that police and emergency services as appropriate were notified. An ambulance need
not be called to the accident scene unless there are abvious injuries or complaints.

Send a fransportation supervisor to the accident scene to assist the bus driver.

Arrange for the parents of children on the bus to be contacted.

Arrange alternate transportation for the children.

Contact Thill Bus Service’s insurance carrier as soon as possible and follow its instructions.

Help the bus driver complete accident report forms, including insurance forms. Complete

ISBE"s School Bus Accident Report, wyweishe pet/funding/pd #50-26_schoal_bus accident.pdl
and forward to the Regional Superintendent immediately after any accident,

Obtain any accident reports completed by third parties, including police reports.

Post-Accident Alcohol and Drug Testing

This section’s provisions are required by 49 C.F.R. §3§2,303. For drug and alcoho! testing
requirements, see policy 5:283, Drug and Alcohol Testing for School Bus and Commercial
Vehicle Drivers; and administrative procedure 5:285-AP, Drug and Aleoho! Testing for
School Bus and Commercial Vehicle Drivers.

School bus drivers shall be provided the necessary post-accident aleoho! and drug testing
information, procedures, and instructions before operating a bus.

As soon as practicable after an accident involving a school bus, the driver shall be tested for
alcohol and controlled substances if:

a. The accident involved the lass of human life;

b. The driver receives a citation for a moving traffic violation arising from the accident; or
¢. A law enforcement officer directs that such a test be given. 625 ILCS 5/6-516.

If a required alcohol test is mot administered:

a. Within 2 hours, Thill Bus Service must prepare and maintain a file or record stating why
the test was not properly administered.

b, Within 8 hours, Thill Bus Service shalf cease attempts to administer an alcohol test and
shall prepare the same record,

If a required controlled substance test is not administered within 32 hours, Thill Bus Service

shall cease attempts to administer the test, and shall prepare and maintain a file or record

stating why the test was not properly administered.

No driver required to take a post-accident alcohol test shall use alcohol for 8 hours following

the accident, or until undergoing a post-accident alcohol test.

Vehicle [nspection

Following an accident, each damaged bus companent must be inspected before the bus is returned
to service. 625 ILCS 5/13-109.
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December 2009 4:120

Operational Services

Food Services 1

Good nutrition shall be promoted in the District’s meal programs and in other food and beverages that
are sold to students during the school day. The Superintendent shall manage a food service program
that complies with this policy and is in alignment with School Board policy 6:50, Schoo! Wellness.
The type and amounts of food and beverages sold to students before school and during the regular
school day in any school that participates in the School Breakfast Program or the National School
Lunch Program shall comply with any applicable mandates in the Iilinois State Board of Education’s
School Food Service rule and the federal rules implementing the National School Lunch Act and
Child Nutrition Act. 2

The food service program shall restrict the sale of foods of minimal nutritional value as defined by the
U.S. Department of Agriculture in the food service areas during meal periods. All revenue from the
sale of any food or beverages sold in competition with the School Breakfast Program or National
School Lunch Program to students in food service areas during the meal period shall accrue to the
nonprofit school lunch program account. 3

LEGATL REF. B. Russell National School Lunch Act, 42 US.C. §1751 et seq.
Child Nutrition Act of 1966, 42 U.S.C. §1771 et seq.
42 U.8.C. §1779, as implemented by 7 CF.R. §210.11.
105 ILCS 125/.
23 Tl.Admin.Code Part 305, School Food Service,

CROSS REF.: - 4:130 (Free and Reduced-Price Food Services), 6:50 (School Wellness)

1 State or federal law controls this policy’s content, The requirements contained in this policy are mandatory only for
those districts that participate in programs under the National School Lunch Act and Child Nutrition Act.

ISBE’s so called “junk food” rule limits the type and amounts of food and beverages that may be sold to students in
grades 8 or below before school and during the regular school day in any school that participates in the School Breakfast
Program or the National School Lunch Program (23 Ill. Admin.Code §305.15(a).

This policy’s first sentence provides an opportunity for a school beard to consider goals for the food service program
and, if appropriate, amend the sentence. For example, a board may want to address the role of parents, alignment with
curriculum, or the purpose of vending machines.

2 This sentence may be omitted by a high school district.

3 This paragraph concerns the requirements for food and beverages sold in competition to the school’s food service.
The federal rule, 7 C.F.R. §210.11, requires school districts to:

[E]stablish such rules or regulations as are necessary to control the sale of foods in competition with funches
served under the program. Such rules or regulations shall prohibit the sale of foods of minimal nutritional value, as
listed in appendix B of this part, in the food service areas during the lunch periods,

The State rule, 23 Il Admin.Code §305.15(¢), requires that the revenue from all food sold in competition with the
School Breakfast Program or National School Lunch Program to students in food service areas during the meal period
accrue to the nonprofit school funch program account,
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December 2009 4:120-AP

Operational Services
Administrative Procedure - Food Services

This procedure applies only to schools that participate in the National School Lunch Act and Child
Nutrition Act,

Food and Beverages Sold to Students in Grades 8 or Below

Food and beverages sold before school and during the regular school day must comply with both:

1. ISBE’s School Food Service rule, 23 Ill.Admin.Code §305.15(a). However, this requirement
does not apply to any food or beverages sold:
a. As part of reimbursable meal or to food sold within the food service areas during meal
periods, 23 11l Admin.Code §305.15(b), or
b. To a student who presents written recommendation for the food or beverage signed by a
physician licensed under the Medical Practice Act, 23 H1.Admin.Code §305.15(c).
2. The federal rules implementing the National School Lunch Act and Child Nutrition Act, 7
C.F.R. Part 210.
If a school serves students in both grades 8 and below and students in grades 9 and above, the school

must ensure that food and beverages sold to students in grades 8 and below meet the requirements of
23 Tl Admin.Code §305.15(d).

Competitive Foods

“Competitive foods” are those foods or beverages sold in competition with the school’s food service.
The sale of competitive foods is restricted as follows:
1. Competitive foods that are identified in 7 C.F.R. §210.11 as having “minimal nutritional
value” may not be sold in the food service area during meal periods. 1

2. No confections, candy, or potato chips may be sold during meal periods in a school in which
grade 5 or below operate, 23 IlL.Admin.Code §305.15(f).

3. Competitive foods, other than those of minimal nutritional value, may be sold to students in
the food service areas during meal periods only if the income they generate accrues to the
nonprofit school lunch program account, 23 Ill. Admin.Code §305.15(¢).

LEGAL REF.: 421U.8.C. §1779,7 CF.R. §210.11.
23 1l Admin.Code Part 305, Food Program.

1 Optional provisions:
Option 1: “Minimally nutritious foods” may be sold to students in grades 9 and above in non-food service areas at
any time or in food service areas during non-meal periods, regardless of where the income accrues 7
C.F.R §210.11).
Option 2: No competitive food or beverages may be sold without the prior approval of the Superintendent.
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