
700  PROPERTY 

 

701 Facilities Planning 

702 Gifts, Grants, Donations 

703 Sanitary Management 

704 Maintenance 

705 Safety 

705.1 Asbestos Abatement 

706 Property Records 

707 Use Of School Facilities 

708 Lending Equipment And Books 

709 Building Security 

710 Use Of Facilities By Staff 

713 Rewards 

715 Use Of FAX Machines 

716 Integrated Pest Management 

717 Cell Phones 



 

 

No. 701 

 

 

SECTION: PROPERTY  

 

TITLE: FACILITIES PLANNING 

 

ADOPTED: December 6, 2004 

 

REVISED: 

 

HIGHLANDS 

SCHOOL DISTRICT 

  

 701.  FACILITIES PLANNING 

 

1. Authority 

 Title 22 

 Sec. 4.13 

 Pol. 100 

 

The Board shall develop and maintain a Strategic Plan, as required by State Board of 

Education regulations. Involvement of the Board, staff, community, businesses and 

parents/guardians is an important part of this process. Facilities planning is a primary 

component of strategic planning. 

 

2. Guidelines 

 SC 701, 704 

 

 

When planning to enlarge or modify its facilities, the Board shall consider not only 

the number of students whose educational needs must be met, but also the physical 

requirements of the programs it deems best suited to meet those needs. 

 

 42 U.S.C. 

 Sec. 12101 et seq 

 

 

Each school building and site shall provide suitable accommodations to carry out the 

educational program, including provision for the handicapped/disabled, pursuant to 

law and regulations. 

 

 Construction Project Plaques 

 

 It is the policy of the Highlands School District to install one (1) building 

construction plaque for all future projects. Plaque to include names of all school 

directors involved during planning, design, and completion stages in alphabetical 

order, without designation of Board officers. 

 

 Selling or Disposing of School District Property 

 

 The Board is vested with the necessary power and authority to sell unused and 

unnecessary lands and property by any of the following methods and subject to the 

following provisions: 

 

 SC 707 1. Selling or the disposition of real estate (land and buildings) shall be in 

accordance with law that requires the disposition of real estate to be arranged 

through public auction, upon sealed bids requested by the School Board, or by a 

court approved sale. 

 

 

 

 



 

No. 702 

 

 

SECTION: PROPERTY  

 

TITLE: GIFTS, GRANTS, DONATIONS 

 

ADOPTED: December 6, 2004 

 

REVISED: 

 

HIGHLANDS 

SCHOOL DISTRICT 

  

 702.  GIFTS, GRANTS, DONATIONS 

 

1. Purpose  

 

The Board recognizes that individuals, businesses and community organizations may 

wish to contribute supplies and equipment to enhance or extend the programs in the 

schools. 

 

2. Authority 

 SC 216 

 

The Board has the authority to accept gifts and donations made to the school district 

or to any district school. 

 

 SC 216 

 

The Board reserves the right to refuse to accept any gift that does not contribute to 

achievement of district goals or when such ownership would adversely affect the 

district. 

 

 SC 216 

 

Any gift accepted by the Board or its designee shall become district property, may 

not be returned without Board approval, and is subject to the same controls and 

regulations as are other district properties. 

 

 The Board shall be responsible for the maintenance of any gift it accepts, unless 

otherwise stipulated. 

 

 SC 216 

 

The Board shall make every effort to honor the intent of the donor in the use of the 

gift, but it reserves the right to utilize any gift in the best interests of the district's 

educational program. 

 

 In no case shall acceptance of a gift be considered an endorsement by the Board of a 

commercial product, business enterprise, or institution of learning. 

 

 SC 216 

 Pol. 706 

 

All gifts shall be recorded in the appropriate inventory listing and property records. 

 

3. Delegation of 

 Responsibility 

The Superintendent or designee shall:  

 

 

 

 

 

1. Encourage individuals and organizations considering a contribution to consult 

with the principal or Superintendent before appropriating funds. 

 

 



 

No. 703 

 

 

SECTION: PROPERTY  

 

TITLE: SANITARY MANAGEMENT 

 

ADOPTED: December 6, 2004 

 

REVISED: 

 

HIGHLANDS 

SCHOOL DISTRICT 

  

 703.  SANITARY MANAGEMENT 

 

1. Purpose 

 

The Board recognizes that safeguarding the health and physical well-being of district 

students depends upon the cleanliness and proper sanitary conditions of the school 

buildings and grounds. 

 

2. Authority 

 SC 701 

 

The Board directs that a program of sanitary management shall be maintained in all 

district buildings and explained periodically to staff members. 

 

 The Board directs that standards be maintained to meet requirements set forth by the 

Pennsylvania Department of Health, Department of Labor & Industry, and any local 

agency that has jurisdiction. 

 

3. Delegation of 

 Responsibility 

 

All district facilities shall be inspected regularly for cleanliness and proper sanitation 

by the Superintendent or designee. 

 

 The Superintendent or designee shall develop and supervise a program for the 

cleanliness and sanitary management of school buildings, school grounds and school 

equipment pursuant to statute, State Board regulations and requirements of the local 

and state Boards of Health and the Department of Labor & Industry. 

 

 Cleanliness of each school building shall be the responsibility of the Supervisor of 

Building and Grounds. 

 

 Teachers shall be responsible for the condition of their classrooms. 

 

 Principals and the Supervisor of Building and Grounds shall inspect facilities at least 

once per month, and report to the Superintendent or designee any conditions that 

may threaten the comfort, health or safety of occupants. 

 

  

  

School Code 

701 

 

 

 

 
 



 

No. 704 

 

 

SECTION: PROPERTY  

 

TITLE: MAINTENANCE  

 

ADOPTED: December 6, 2004 

 

REVISED: 

 

HIGHLANDS 

SCHOOL DISTRICT 

  

 704.  MAINTENANCE 

 

1. Purpose 

 

Adequate maintenance of buildings, property and equipment is essential to fiscal 

responsibility and efficient management of district facilities. 

 

2. Authority 

 SC 701 

 

The Board directs that a continuous program of inspection and maintenance of all 

district buildings, property and equipment be established and implemented. 

Wherever possible, maintenance shall be preventive. 

 

3. Delegation of 

 Responsibility 

 

The Superintendent or designee shall develop and supervise a maintenance program 

which shall include: 

 

 1. Regular program of facilities repair and conditioning. 

 

 2. Equipment replacement program. 

 

 3. Long-range plans for building modernization and conditioning. 

 

 4. The Superintendent or designee shall develop guidelines necessary for 

maintenance, repair and improvement of physical facilities. 

 

 Each building principal, in conjunction with the building maintenance supervisor, 

shall conduct a physical inspection of the building on a periodic basis and return a 

written report to the Superintendent or designee as to the findings of that inspection. 

 

 The Superintendent shall report annually to the Board regarding the current 

maintenance and improvement program. 

 

  

School Code 

701 

 

 

  

 

 
 



 

No. 705.1 

 

 

SECTION: PROPERTY  

 

TITLE: ASBESTOS ABATEMENT 

 

ADOPTED: December 6, 2004 

 

REVISED: 

 

HIGHLANDS 

SCHOOL DISTRICT 

  

 705.1.  ASBESTOS ABATEMENT 

 

1. Purpose 

 

It is the policy of the Highlands School District to maintain asbestos-containing 

materials in a state to prevent any risk to building occupants. 

 

2. Authority 

 

The Highlands School District will closely monitor, by a certified employee of the 

school district, conditions of surface asbestos-containing material and miscellaneous 

asbestos-containing materials. The district will follow state, federal and local laws, 

and have building re-inspections every three (3) years by a qualified asbestos 

contractor. Records will be kept by the school district. 

 

3. Guidelines 

 

Damage to friable surfacing material and/or damage causing friable miscellaneous 

asbestos material will be repaired or removed immediately and the area 

decontaminated. 

 

 The district will refrain from the purchase or installation of any new asbestos-

containing materials for the district’s buildings. 

 

 The district shall commit the necessary funds to maintain all of the above and any 

other necessary measures for future asbestos abatement and containment. 

 

 The district shall indemnify the members of the Board and all district employees, 

and hold them harmless from any and all loss, cost, expense claim, action, suit or 

proceeding, of whatever nature or kind, arising out of or relating to any good faith 

action taken in conjunction with any asbestos programs and procedures of the 

Highlands School District. 

 

 All asbestos records shall be kept on file indefinitely in the Business Office of the 

Administration Building. 

 

 Highlands School District is responsible for adequate training every year for its 

custodial/maintenance staff, as per state and federal laws. 

 

 

 

 



 

No. 705 

 

 

SECTION: PROPERTY  

 

TITLE: SAFETY  

 

ADOPTED: December 6, 2004 

 

REVISED: 

 

HIGHLANDS 

SCHOOL DISTRICT 

  

 705.  SAFETY 

 

1. Purpose  

 

The Board recognizes that district facilities must be maintained and operated in a 

condition that is safe for students, staff and visitors. 

 

2. Authority 

 

The Board directs that a district-wide safety program shall be maintained to ensure a 

safe and secure environment for all students, staff and visitors as well as to protect 

district buildings, equipment and property. The safety program shall provide: 

instruction for students and staff in safety and accident protection; protective devices 

where they are required for safety; and suitable and safe equipment necessary for the 

conduct of the educational program and operation of the schools. The safety program 

must assure compliance with federal and state regulations and guidelines. 

 

3. Delegation of 

 Responsibility 

 

The Superintendent or designee shall prepare rules governing school safety and 

prevention of accidents and fire, which shall include the requirements of law and 

applicable regulations of various departments of state government. 

 

 The Superintendent or designee shall: 

 

 SC 1518 

 

1. Ensure curriculum to instruct students in safety and fire prevention. 

 

 SC 1518 

 

2. Provide required drills to instruct students in safety procedures. 

 

 3. Review and evaluate annually district safety rules and plans. 

 

 An effective safety program must provide the staff with an awareness and 

commitment to promote a safe and healthy environment. The staff must strictly 

adhere to all aspects of the safety program. Inservice activities must be provided to 

all staff to develop a consistent and viable program. 

 

 Administrators shall inform all staff and students of school safety rules at the 

beginning of the school year. 

 

 

 

 



 

No. 706 

 

 

SECTION: PROPERTY  

 

TITLE: PROPERTY RECORDS 

 

ADOPTED: December 6, 2004 

 

REVISED: 

 

HIGHLANDS 

SCHOOL DISTRICT 

  

 706.  PROPERTY RECORDS 

 

1. Purpose 

 

The Board recognizes that adequate property and inventory records must be 

maintained on all buildings, equipment, and physical property under district control. 

 

2. Authority 

 

The Board directs that a complete inventory, by physical count, of all district-owned 

equipment and property records of all district buildings and grounds shall be 

maintained and updated. 

 

3. Delegation of 

 Responsibility 

It shall be the responsibility of the Business Manager to ensure that equipment 

inventories are systematically and accurately recorded, updated, and adjusted 

annually by reference to purchase orders and withdrawal reports. Property records of 

facilities shall be maintained on an ongoing basis. 

 

4. Guidelines 

 Pol. 708, 710 

No equipment shall be removed for personal or nonschool use, except in accordance 

with Board policy. 

 

 All principals or designees shall submit to the Administrative Center an inventory of 

all equipment, supplies and other materials in their possession at the close of the 

school year. 

 

 Principals shall inventory all office equipment and supplies in their buildings at the 

close of the school year. 

 

 An inventory shall be conducted of all cafeteria supplies and materials monthly and 

at the close of the school year. 

 

 All maintenance and custodial supplies are to be inventoried by the Supervisor of 

Buildings and Grounds or designee and submitted to the Administrative Center at 

the close of the school year. 

 

 All supplies and materials held in the central warehouse shall be inventoried 

monthly and at the close of the fiscal year. 

 

 

 



 

No. 707 

 

 

SECTION: PROPERTY 

 

TITLE: USE OF SCHOOL FACILITIES 

 

ADOPTED: December 6, 2004 

 

REVISED: 

 

HIGHLANDS 

SCHOOL DISTRICT 

  

 707.  USE OF SCHOOL FACILITIES 

 

1. Purpose 

 

The Board recognizes that although the primary purpose of the school buildings, 

facilities and property is to provide students with an appropriate learning 

environment, the Board may make school facilities available to individuals and 

community groups without discrimination and in accordance with this policy, 

provided the use does not interfere with the educational program of the schools. 

 

2. Authority The Board directs that use of school facilities may be granted to individuals and 

community groups for the following types of activities: 

 

 1. Instruction in any branch of education, learning and the arts, consistent with the 

school district's mission. 

 

 2. Social, civic and recreational meetings and entertainment, and other uses 

pertaining to the welfare of the community; but such use shall be non-exclusive 

and open to the public without charge. 

 

 3. Polling places for holding primaries, elections and special elections as permitted 

or required by state law. 

 

 4. Recreation, physical training and athletics, including competitive athletic 

contests for children and adults. 

 

 No religious services shall be held in or on any of the facilities of Highlands School 

District by an outside group. 

 

 SC 775 The Board shall establish a schedule of fees for the use of school facilities by 

approved groups. The Board reserves the right to approve the use of school facilities 

by nonschool groups for whose activities an admission is charged. 

 

3. Delegation of 

 Responsibility 

The Superintendent or designee shall implement procedures for requesting and 

granting permission for use of school facilities and shall distribute the policy and 

procedures to individuals affected by them. 

 

 



 

No. 708 

 

 

SECTION: PROPERTY 

 

TITLE: LENDING OF EQUIPMENT 

 AND BOOKS 

 

ADOPTED: December 6, 2004 

 

REVISED: 

 

HIGHLANDS 

SCHOOL DISTRICT 

  

 708.  LENDING OF EQUIPMENT AND BOOKS 

 

1. Purpose 

 SC 801 

 Pol. 707 

 

The Board directs that district-owned equipment shall not be loaned for nonschool 

use off school property. If equipment is required for use by those granted permission 

to use school facilities, it may be loaned in accordance with Board policy. 

 

2. Delegation of 

 Responsibility 

 

Use of specific items of equipment, when unobtainable elsewhere, may be granted 

on the written request of the intended user and approval by the building principal. 

 

 The user of district-owned equipment shall be fully liable for any damage or loss 

occurring to the equipment during the period of its use and shall be responsible for 

its safe return. 

 

3. Guidelines 

 

When equipment authorized for lending requires the services of an operator, the user 

shall employ the person designated by the district and shall pay the stated cost of 

services. 

 

 School equipment may be removed from school property by students or staff 

members only when such equipment is necessary to accomplish tasks relevant to 

their school or job responsibilities. Prior approval of the principal is required for 

such removal. 

 

 SC 804 

 

School books may be used by students during vacations when permission is granted 

by the building principal. 

 

  

  

  

School Code 

801, 804 

 

 

Board Policy 

707 

 

 

 

 

 

 
 



 

No. 709 

 

 

SECTION: PROPERTY  

 

TITLE: BUILDING SECURITY 

 

ADOPTED: December 6, 2004 

 

REVISED: 

 

HIGHLANDS 

SCHOOL DISTRICT 

 

  

 709.  BUILDING SECURITY 

 

1. Purpose 

 

The Board recognizes the need to maintain security of school facilities for reasons of 

safety, vandalism and theft.  

 

2. Delegation of 

 Responsibility 

 

Toward this end, a program of building security shall be administered by the 

Superintendent or designee, with the cooperation of building principals. The need for 

access shall be the underlying principle in determining who will have keys to school 

properties. 

 

 The Superintendent or designee shall determine who is entitled to building(s) keys 

and who may have after hours access to district facilities. 

 

3. Guidelines 

 

Access to school buildings and grounds shall be established in accordance with the 

following guidelines: 

 

 Unlimited Access 

 

 1. Superintendent and Assistant Superintendent. 

 

 2. Board Secretary. 

 

 3. Supervisor and Assistant Supervisor of Buildings and Grounds. 

 

 Limited Access 

 

 1. Director of Management, Information & Technology. 

 

 2. Principals to assigned building. 

 

 3. Custodians to assigned building. 

 

 

 

 

 



 

No. 710 

 

 

SECTION: PROPERTY  

 

TITLE: USE OF FACILITIES BY STAFF 

 

ADOPTED: December 6, 2004 

 

REVISED: 

 

HIGHLANDS 

SCHOOL DISTRICT 

  

 710.  USE OF FACILITIES BY STAFF 

 

1. Authority 

 

The Board establishes that school equipment and facilities may not be used by 

district staff for personal reasons, either on or off school property, without explicit 

authorization or administrative permission. 

 

 The Board specifically prohibits personal use of district telephones; personal use of 

materials, tools, supplies and equipment; and personal use of district vehicles. 

 

2. Guidelines 

 

District facilities and equipment are available for staff use only if: 

 

 1. In accordance with provisions of an applicable collective bargaining agreement. 

 

 Pol. 707, 708 2. Such use is clearly within the authorization granted in Board policy. 

 

 3. Prior approval has been granted by resolution of the Board, i.e. a school-assigned 

vehicle. 

 

 4. Temporary approval has been granted by the Superintendent and reported to the 

Board. 

 

 5. A personal emergency exists in which life or property is endangered. 

 

 Pol. 707 6. A valid use of facilities permit has been issued. 

 

  

 

 

 

 

 

 

 

 

 
 



 

No. 713 

 

 

SECTION: PROPERTY  

 

TITLE: REWARDS 

 

ADOPTED: December 6, 2004 

 

REVISED: 

 

HIGHLANDS 

SCHOOL DISTRICT 

  

 713.  REWARDS 

 

1. Authority 

 SC 777 

The Board adopts this policy to reward any person who provides information that 

aids in the conviction of a person for defacing, injuring, or destroying property used 

for school purposes. 

 

2. Guidelines 

 

A reward of $100.00 will be paid to anyone who provides information aiding in the 

conviction of any person violating Section 777 of the Public School Code, or who 

violates any provision of Title 18, Crimes and Offenses, of the Pennsylvania 

Consolidated Statutes, if the violation occurs on school property or property utilized 

for school purposes. 

 

 An additional amount may be awarded by the Board not to exceed, when added to 

any amount paid above, the sum of $1,000.00. 

 

 The amount or amounts to be paid shall be determined as follows: 

 

 1. The payment shall be solely at the discretion of the Board. 

 

 2. The amount shall be determined after consideration of the following: 

 

 a. The value of the information in leading to an arrest and conviction. 

 

 b. The amount of the damage to the property of the school district. 

 

 c. The amount of damages recovered from the Defendant or Defendants or 

from any insurance claim. 

 

3. Delegation of 

 Responsibility 

The Board, administration and district employees shall make every effort to protect 

the confidentiality of anyone providing information. 

 

  

 

 

 
 



 

No. 715 

 

 

SECTION: PROPERTY  

 

TITLE: USE OF FAX MACHINES 

 

ADOPTED: December 6, 2004 

 

REVISED: 

 

HIGHLANDS 

SCHOOL DISTRICT 

  

 715.  USE OF FAX MACHINES 

 

1. Purpose 

 

FAX communications allow for instant communication similar to telephone 

conversations and also create a permanent record. 

 

2. Authority 

 

FAX transmissions may be considered public documents and, as such, must be 

treated accordingly. Verification of authenticity, secure handling, time and place of 

receipt, and use of FAX documents are of utmost concern to the Board. 

 

3. Delegation of 

 Responsibility 

 

The Superintendent or designee shall designate the employees responsible for 

sending and receiving FAX communications in order to ensure that information 

reaches its intended destination and remains confidential. 

 

4. Guidelines 

 

All FAX messages sent shall be accompanied by a transmittal sheet that includes the 

school district's name and cautions that it is intended to be privileged and 

confidential and for the use of the individual or entity named on the transmittal 

sheet. 

 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



 

No. 716 

 

 

SECTION: PROPERTY 

 

TITLE: INTEGRATED PEST 

 MANAGEMENT 

 

ADOPTED: December 6, 2004 

 

REVISED:   

 

 

HIGHLANDS 

SCHOOL DISTRICT 

  

 716.  INTEGRATED PEST MANAGEMENT 

 

1. Purpose 

 

The school district shall utilize integrated pest management procedures to manage 

structural and landscape pests and the toxic chemicals used for their control in order 

to alleviate pest problems with the least possible hazard to people, property and the 

environment. 

 

 Title 22  

 Sec. 4.12 

 Pol. 102 

 

The district shall integrate IPM education into the curriculum in accordance with 

relevant academic standards. 

 

2. Definitions 

 

Integrated Pest Management (IPM) is the coordinated use of pest and 

environmental information to design and implement pest control methods that are 

economically, environmentally and socially sound. IPM promotes prevention over 

remediation and advocates integration of at least two (2) or more strategies to 

achieve long-term solutions. 

 

 SC 772.1 Integrated Pest Management Plan is a plan that establishes a sustainable approach 

to managing pests by combining biological, cultural, physical and chemical tools in 

a way that minimizes economic, health and environmental risks. 

 

3. Authority 

 3 Pa. C.S.A. 

 Sec. 111.21-

    111.61 

 Title 7 

 Sec. 128 et seq 

 

The Board establishes that the school district shall use pesticides only after 

consideration of the full range of alternatives, based on analysis of environmental 

effects, safety, effectiveness and costs. 

 

 

 

 

 SC 772.1 The Board shall adopt an Integrated Pest Management Plan for district buildings and 

grounds that complies with policies and regulations promulgated by the Department 

of Agriculture. 

 

4. Delegation of 

 Responsibility 

 

The Superintendent shall designate an employee to serve as IPM coordinator for the 

district. 

 

 

 INDEX 



HIGHLANDS SCHOOL DISTRICT 

POLICY MANUAL 

 

 

This Index is designed to direct the reader to the individual Section(s) dealing with a specific topic. The 

terminology used in the Policy Manual has been included here, including a listing of all Sections covered under 

each topic heading. 

 

In addition, popular synonyms have also been utilized where necessary to guide the reader. Cross-referencing 

has been employed to provide all of the major Sections dealing with certain important topics. 

 

Example:  Employment Contract includes Administrative, Professional and Classified Employees 

 

 

 

POLICY MANUAL INDEX  POLICY MANUAL NUMBER 

 

 

 

ABSENCE, LEAVE OF 

 

Administrative employees  335, 338, 338.1, 339 

Classified employees  535, 539 

Professional employees  435, 438, 438.1, 439 

 

 

 

ADMINISTRATIVE EMPLOYEES  300 

 

Abolishing positions  310 

Absence, leave of  335, 338, 338.1, 339 

Assignment and transfer  309 

Assistant superintendent  302, 313 

Background checks  302, 303, 309 

Bereavement leave  336 

Compensation plan  328 

Conduct  317, 317.1 

Conference attendance  331, 333 

Creating positions  301 

Disciplinary procedures  317 

Dress and grooming  325 

Drug and substance abuse  351 

Employee assistance program 353 

Employment  104, 302, 303 

Employment contract, resolution 308 

Evaluation  312, 313 

Family/medical leave  335 

Freedom of speech  320 

Gifts  322 

Graduate study  333 

HIV infection  314.1 



Job related expenses  331 

Jury/witness duty  342 

Management team  327 

New hire reports  302, 303 

Nondiscrimination  104 

Nontenured administrators  316 

Outside activities  319 

Personal leave  336 

Personnel files  324 

Physical examination  314 

Political activities  321 

Professional development  333 

Professional education plan  333 

Professional leaves  338.1 

Resignation  308 

Sabbatical leave  338 

Sexual harassment  348 

Sick leave  334 

Suspension and furloughs  311 

Tobacco use  323 

Uncompensated leave  339 

Unlawful harassment  348 

Vacancies  309 

Vacation  337 

Weapons 317.1 

Workers’ compensation 346 

 

 

 

ADULT EDUCATION  125 

 

 

 

ASSIGNMENT AND TRANSFER 

 

Administrative employees  309 

Classified employees  509 

Professional employees  409 

 

 

 

ATHLETICS  123, 123.1, 211 

 

 

 

ATTENDANCE 

 

General  204 

Pregnant students  234 

 

 

 



BOARD OF SCHOOL DIRECTORS - See School Board Procedures 

 

 

 

BONDING  005, 811 

 

 

 

BUDGET 

 

Adoption 604 

Planning  602 

Preparation  603 

Public review  604 

Voting  604 

 

 

 

BUILDINGS AND GROUNDS - see Property 

 

 

 

CALENDAR  803 

 

 

 

CHILD/STUDENT ABUSE  806 

 

 

 

CITIZEN ADVISORY COMMITTEES 905 

 

 

 

CLASS SIZE  126 

 

 

CLASSIFIED EMPLOYEES  500 

 

Absence, leave of  535, 539 

Assignment and transfer  509 

Background checks  504, 505, 509 

Bereavement leave  536 

Complaint process  526 

Conduct  517, 517.1 

Creating positions  501 

Disciplinary procedures  517, 517.2 

Dress and grooming  525 

Drug and substance abuse  551 

Employee assistance program  553 

Employment  104, 504, 505 

Employment contract, resolution 508 



Evaluation  512 

Family/medical leave  535 

Furloughs  511 

Hearings for removal/dismissal 517.2 

HIV infection  514.1 

Job related expenses  531 

Jury/witness duty  542 

New hire reports  504, 505 

Nondiscrimination  104 

Outside activities  519 

Overtime  530 

Paid holidays  543 

Paraprofessionals, Title I  504 

Part-time personnel  541 

Personal leave  536 

Personnel files  524 

Physical examination  514 

Political activities  519 

Probation period  508 

Resignation  508 

Salary determination  528 

Sexual harassment  548 

Short-term employees  505 

Sick leave  534 

Substitutes  505 

Suspensions  511 

Tobacco use  523 

Uncompensated leave  539 

Unlawful harassment  548 

Vacancies  509 

 

 

 

Vacation  537 

Weapons  517.1 

Workers’ compensation  546 

Working periods  532 

 

 

 

COMMUNITY 900 

 

Booster groups 915 

Citizen advisory committees 905 

Community relations  910 

Dissemination of literature, materials 913 

District/school report cards 919 

Foreign trip sales  913 

Fundraising, outside groups 913 

Gambling  904 

Municipal government relations 909 

News media relations  902, 911 



Parent/guardian relations  908 

Parental organizations  915 

Parental/family involvement 917 

Publications program  902 

Public attendance at school functions 904 

Public complaints  906 

Public participation at Board meetings 903 

Public relations objectives 901 

Relations with educational institutions 912 

Relations with intermediate unit 914 

Relations with special interest groups 913 

Scholarships, awards  913 

School visitors  907 

Senior citizen passes 904 

Speakers, classroom 910 

Student participation, community functions 913 

Title I parental involvement  918 

Tobacco use by public  904 

Volunteers  916 

Weapons 904 

 

 

 

COMPLAINT PROCESS 

 

Classified employees  526 

Nondiscrimination  103, 104 

Public complaints  906 

 

Student complaints  219 

Unlawful harassment 248, 348, 448, 548 

 

 

 

COURSES OF STUDY  107 

 

 

 

CURRICULUM  105, 105.1, 105.2, 106, 107 

 

 

 

DISCIPLINE 

 

Administrative employees  317, 317.1 

Classified employees  517, 517.1, 517.2 

Professional employees  417, 417.1 

Students  218, 218.1, 218.2, 233, 233.1, 810,    810.2 

Students with disabilities 113.1 

 

 

 



DRESS AND GROOMING 

 

Administrative employees  325 

Classified employees  525 

Professional employees  425 

Students  221 

 

 

 

DRUG/SUBSTANCE ABUSE 

 

Administrative employees  351 

Classified employees  551 

Covered drivers  810.1 

Professional employees  451 

Students  113.1, 227 

 

 

 

EMERGENCY EVACUATION 805 

 

 

 

 

EMPLOYMENT CONTRACT 

 

Administrative employees  308 

Classified employees  508 

Professional employees  408 

 

 

 

EVALUATION 

 

Administrative employees  313 

Assistant superintendent  313 

Classified employees  512 

Professional employees  412 

Students  213 

Superintendent  312 

Temporary professional employees 413 

 

 

 

EXPENSES 

 

Board members  004 

Employees  331, 431, 531 

 

 

 

EXTRACURRICULAR ACTIVITIES 122, 228, 229, 618 



 

 

 

FACILITIES - see Property 

 

 

 

FAMILY AND MEDICAL LEAVES 

 

Administrative employees  335 

Classified employees  535 

Professional employees  435 

 

 

 

FIELD TRIPS  121 

 

 

 

 

FINANCES  600 

 

Adoption of budget  604 

Bank accounts  608 

Budget  602, 603, 604 

Credit card use  624 

District audit  619 

Fiscal objectives  601 

GASB statement 34  622 

Investments  609 

Local taxpayer bill of rights 621 

Payment of bills  616 

Payments, summer months  616 

Payroll authorization  614 

Payroll deduction  615 

Petty cash  617 

Proposed budget  604 

Purchases  610, 611, 612 

Purchasing, cooperative  613 

Quotation  610 

Sales tax  616 

Student activity funds  618 

Tax collection  606 

Tax levy  605 

Tuition income  607 

Voting, budget  604 

 

 

 

FIRE DRILLS  805 

 

 



 

FOOD SERVICES  808 

 

 

 

GRADING  213 

 

 

 

GRADUATION REQUIREMENTS  217 

 

 

 

GUIDANCE COUNSELING  112 

 

 

HOME EDUCATION PROGRAMS  137, 137.1 

 

 

 

HOMEBOUND INSTRUCTION  117, 204, 234 

 

 

 

HOMEWORK  130 

 

 

 

INSURANCE  211, 812, 813 

 

 

 

INTERMEDIATE UNIT  914 

 

 

 

INVENTORY  706 

 

 

 

INVESTMENTS  609 

 

 

 

LESSON PLANS  111 

 

 

 

LOCKER SEARCH  226 

 

 

 



MAINTENANCE  704 

 

 

 

MEDIA RELATIONS  911 

 

 

 

MEDICATIONS  210, 210.1 

 

 

 

MOTOR VEHICLES  223 

 

 

 

NONRESIDENT STUDENTS  202 

 

 

 

OPERATIONS  800 

 

Automated external defibrillator (AED) 822 

Bomb threats  805 

Bonding   811 

Child/student abuse  806 

Clearance statements, Act 151 806, 818 

COBRA  813 

Computer resources  815 

Contracted services  818 

Copyright materials  814 

Drug/alcohol testing - covered drivers 810.1 

Emergency evacuation  805 

Food service  808 

HIPAA  826 

Insurance  812, 813 

Internet use  815 

Medical insurance  813 

Off-air recordings - copyrights 814 

Organization, district  802 

Property insurance  812 

Public records  801 

Reporting requirements, abuse 806 

School calendar  803 

School day  804 

Software copyrights  814 

State mandate waivers  825 

Suicide intervention  819 

Transportation  810 

Videotapes, copyright 814 

Videotapes, discipline 810.2 

 



 

 

PAYROLL 

 

Authorization  614 

Deductions  615 

 

 

PERSONNEL FILES - see Records 

 

 

 

PETTY CASH  617 

 

 

 

PHYSICAL EXAMINATIONS 

 

Administrative employees  314, 335 

Classified employees  514, 535 

Professional employees  414, 435 

Students  209 

 

 

 

POSITIONS 

 

Abolishing  310, 410 

Creating  301, 401, 501 

 

 

 

PREGNANT STUDENTS  234 

 

 

 

PROFESSIONAL EMPLOYEES  400 

 

Absence, leave of   435, 438, 438.1, 439 

Abolishing positions   410 

Assignment and transfer  409 

Background checks  404, 405, 409 

Bereavement leave  436 

Compensated professional leaves 438.1 

Conduct  417 

Conference attendance  431, 433 

Creating positions  401 

Disciplinary procedures  417 

Dress and grooming  425 

Drug and substance abuse  451 

Employee assistance program 453 

Employment  104, 404, 405 



Employment contract  408 

Evaluation  412, 413 

Family/medical leave  435 

Freedom of speech  420 

Gifts  422 

Graduate study  433 

HIV infection  414.1 

Induction plan  433 

Job related expenses  431 

Jury/witness duty  442 

New hire reports  404, 405 

Nondiscrimination   104 

Nontenured staff  416 

Occupational exchange leave  438.1 

Outside activities  419 

Personal leave  436 

Personnel files  424 

Physical examinations  414 

Political activities  421 

Professional development  433 

Professional education plan  433 

Professional leaves  438.1 

Resignation  408 

Responsibility for student welfare 440 

Sabbatical leave  438 

Salary determination  428 

Sexual harassment  448 

Sick leave  434 

Student teachers  407 

Substitutes  405 

Summer school staff  406 

Suspensions and furloughs  411 

Tardiness  418 

Tenure  413 

Title I teachers  404 

Tobacco use  423 

Uncompensated leave  439 

Unlawful harassment  448 

Vacancies  409 

Weapons  417.1 

Working periods  432 

Workers’ compensation 446 

 

 

 

PROGRAMS 

 

Academic standards  102 

Adoption, planned instruction 107 

Adoption of textbooks  108 

Adult education  125 

Alternative program (after school) 132 



Assessments 127 

Charter schools  140 

Cheerleading  123.1 

Class size  126 

Current events  119 

Curriculum development  105 

Curriculum review by parents/guardians 105.1 

   and students 

Discipline, disabled students 113.1 

Drugs, disabled students  113.1 

Equal access  122 

Exemption from instruction 105.2 

Exemption from testing  127 

Extracurricular activities 122, 228, 229, 618 

Extracurricular participation by home education 

   students 137.1 

Field trips  121 

Gifted education  114 

Guidance counseling  112 

Guides, planned instruction 106 

Home education  137, 137.1 

Homebound instruction  117, 204, 234 

Homework   130 

Independent study   118 

Instructional supplies   110 

Interscholastic athletics  123, 123.1, 211 

Lesson plans   111 

Limited English Proficiency Program 138 

Migrant students  142 

Mission statement  101 

Nondiscrimination  103, 104 

Off-campus activities  122, 123 

Persistently dangerous schools  143 

Philosophy of education   101 

Pilot programs  105 

Planned instruction  106, 107 

Resource materials   109 

Special education, IDEA   113 

Strategic plan  100 

Summer school   124, 406 

Tutoring   116 

Victims of violent crimes  144 

Vocational technical education  115 

Weapons, disabled students 113.1 

 

 

 

 

PROPERTY   700 

 

Asbestos abatement  705.1 

Building security  709 



Cellular telephones  717 

Census  701 

Facilities planning  701 

Fax machines  715 

Gifts, grants, donations   702 

Insurance  812 

Inventory and records  706 

Lending of equipment, books  708 

Maintenance   704 

Pest management  716 

Property records   706 

Rewards  713 

Safety   705 

Safety committee  705 

Sanitary management   703 

Strategic planning   701 

Use of facilities by staff 710 

Use of school facilities, rental  707 

 

 

 

PUPILS  200 

 

Admission of students  201, 203 

Anti-bullying  249 

Assignment within district 206 

Asthma inhalers, possession/use 210.1 

Attendance  204, 234 

Bullying  249 

Care of school property  224 

Cellular phones  237 

Class rank  214, 216 

Communicable diseases  203 

Complaint process  219 

Confidential communications  207 

Contests  240 

Controlled substances  227 

Corporal punishment  218 

Custody issues  238 

Cyber-bullying  249 

Discipline  218, 218.1, 218.2, 233 

Dress and grooming  221 

Drugs/alcohol abuse  227 

Early graduation  217 

Electronic devices  237 

Enrollment in district  200 

Expenses  231.1 

Expression, newspapers  220 

Expulsions  233 

Foreign exchange students  239 

Fundraising  229, 618 

Grading  213 



Graduation requirements  217 

Hazing  247 

Head lice  209.1 

Health examinations, screenings 209 

Hearings, formal/informal  233 

Homeless students  251 

Immunization  203 

Inmates, incarcerated juveniles 204 

Laser pointers  237 

Medications  210, 210.1 

Military recruiters  216 

Motor vehicles  223 

Nonresident students  202 

Nutrition  246 

Off-campus activities 218, 227 

Paraphernalia 227 

Physical activity 246 

Physical, dental examinations 209 

Postgraduate students  205 

Pregnant students  234 

Promotion and retention  215 

Public performance by students 230 

Records  216, 216.1 

Recruiters' access 250 

Relations with law enforcement agencies 225 

Religious holidays  204 

Religious instruction, excusal 204 

Reporting student progress 212 

Searches   226 

Sexual harassment 248 

Social events and class trips 231 

Steroids 227 

Student accident insurance 211 

Student government  228 

Student involvement in decision-making 232 

Student rights/surveys  235 

Supplemental discipline records 216.1 

Surveys, evaluations  235 

Suspension  233, 233.1 

Terroristic threats, acts  218.2 

Tobacco use  222 

Transfer students  209, 216.1 

Unlawful harassment  248 

Weapons  113.1, 218.1 

Wellness  246 

Withdrawal   208 

 

 

 

PURCHASES 

 

Budgeted  611 



Cooperative  613 

Not budgeted  612 

Subject to bid  610 

 

 

 

RECORDS 

 

Administrative employees  324 

Classified employees  524 

Professional employees  424 

Public records  801 

Students  216, 216.1 

 

 

 

RELIGIOUS HOLIDAYS  204 

 

 

 

SAFETY COMMITTEE  705 

 

 

 

SALARY  328, 428, 528 

 

 

 

SCHEDULES 

 

Classified employees  532 

Professional employees  432 

School calendar  803 

School day  804 

 

 

SCHOOL BOARD PROCEDURES  000 

 

Agenda  006 

Appointments  005 

Authority of individual members 003 

Authority and power  002 

Board policy/procedure/administrative regulations 000 

Code of ethics  004 

Committees  005, 006 

Conference attendance  004 

Distribution of policy  007 

Executive sessions  006 

Expenses  004 

Functions  003 

Meetings  006, 903 

Membership  004 



Minutes  006 

Name and classification  001 

Notice of meetings  006 

Officers  005 

Organization  005 

Orientation  004 

Policy, procedures  000, 003 

Powers  002 

Public notice, meetings  006 

Qualifications  004 

Reimbursement  004 

Removal of director  004 

Rules of order  006 

Special meetings  006 

Superintendent's role  003 

Vacancies  004 

Voting  006 

 

 

 

SEXUAL/UNLAWFUL HARASSMENT 

 

Administrative employees  348 

Classified employees  548 

Professional employees  448 

Students  248 

 

 

 

 

 

 

SICK LEAVE 

 

Administrative employees  334, 335 

Classified employees  534, 535 

Professional employees  434, 435 

 

 

 

SMOKING/TOBACCO USE 

 

Administrative employees  323 

Classified employees  523 

Professional employees  423 

Public  904 

Students  222 

 

 

 

SPECIAL EDUCATION/DISABLED STUDENTS 113, 113.1 

 



 

 

STUDENTS - see Pupils 

 

 

 

SUBSTITUTES 

 

Classified employees  505 

Professional employees  405 

 

 

 

SUMMER SCHOOL  124, 406 

 

 

 

SUPERINTENDENT 

 

Assistant superintendent  302, 313 

Employment  302 

Evaluation  312 

Roles  003 

 

 

 

SUSPENSIONS AND EXPULSIONS 233, 233.1 

 

SUSPENSIONS AND FURLOUGHS 

 

Administrative employees  311 

Classified employees  511 

Professional employees  411 

 

 

 

TAXES 

 

Collection  606 

Levy  605 

 

 

 

TEXTBOOKS 

 

Adoption  108 

Care of school property  224 

Lending equipment and books 708 

 

 

 

TRANSPORTATION  810, 810.1, 810.2 



 

 

 

TRAVEL REIMBURSEMENT 

 

Administrative employees  331 

Board members  004 

Classified employees  531 

Professional employees  431 

 

 

 

TUITION  202, 607 

 

 

 

TUTORIAL INSTRUCTION  116 

 

 

 

VACATION 

 

Administrative employees  337 

Classified employees  537 

VISITORS  907 

 

 

 

VOCATIONAL TECHNICAL EDUCATION 115 

 

 

 

VOLUNTEERS 916 

 

 

 

WAGE AND SALARY 

 

Administrative employees  328 

Classified employees  528 

Professional employees  428 

 

 

 

WEAPONS  113.1, 218.1, 317.1, 417.1, 517.1,    904 

 

 

 

WELLNESS 

 

Monitoring  246 

Nutrition guidelines  246 



Other foods  246 

Physical activities  246 

Physical education  246 

School based activities  246 

Wellness committee  246 



BOARD POLICY MANUAL 

 

 

EXAMPLES OF LEGAL CITATIONS AND REFERENCES 

 

 

SC 510, 1318  = Pennsylvania School Code of 1949  

 

Title 22 

Sec. 4.4, 11.1 = State Board of Education Regulations 

 

Art. III Sec. 14 = Pennsylvania Constitution 

 

35 P.S. 11301 = Purdons Pennsylvania Statutes 

 

P.L. 93-380 = Federal Statutes 

 

45 CFR 99 = Code of Federal Regulations 

 

C.S.A.  =  PA Consolidated Statutes Annotated 

 

Pol. 116 = Board Policy Reference 

 

 
 


