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Burpose

The Board recognlzes the importance af the public's right ts have access to the public records of the district, Including public Ananctal records. The public has the right under Iaw to Inspect and
procure copies of the annual audit conducted by the district's accountants and the audit conducted by the Auditor General's office [11{21(31[4]

Authority

The Board shall employ an Independent, certified public accountant to conduct an annual district audit In conformance with prescribed and lagal standards. The completed audit shall be presented
to the Board for its examination and approva

The Board recognizes Its obligation &s an elected body to represent the best interests of all its constituents. Therefore, the Board shal! make the results of both the district's accountant’s audit and
the Auditor General's audit svailable to the public at the business offica of the district.

The Board believes that the two {2) avaltable audits provide adequate safeguards for the public interest, Therefore, specia’ audits by special interest groups shall not be permitted.

Public records shall be In accordance with applicable law Board-poliey.[4]

Deleagntion of Responsibility
The Suparintandant and Board Sacretary shall ily, by D ber 31, submit a signed to the Pannsylvania Department of Education certifylng that the fMnancial
statements of the school district have been propetly sudited pursuant to 1aw and that in the Independent auditor’s apinlon, the Il lal inf tion submitted In the ]

financial report is materially consistent with the audited financial statements. If the financlal information is not deemed materally consistent, the district shall submit » ravised
annual financial report no later than December 31.[8]
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Burpose
As a local taxing authority, the Board recognizes the school district’s responsibdity to comply with the reqgut of applicable law.[1]
Definition

Ellgible taxes shall be defined as all non-real estate taxes, including per capita; cccupation, occupation assessment and occupation privilege; income and net profits, business gross recelpts;
privilege, amusements or admissions; and any other tax authorized by the Local Tax Enabling Law [21(3]

Authority

The Board shall adopt a Local Taxpayer Bill of Rights that includes the following c

p ts in simpls and technleal terms:[4]

1. Taxpayer rights and tha district's abligation during an audit or adminlstrative review of the taxpayer's books or records.
2. Administrative and judicial procedures for a taxpayer to appeal or seek review of any advarse tax decision
3. Procedures for filing and processing refund claims and taxpayer complaints.

4. Enforcement procedures.,

The Board shall ensure that taxpayers are notified about the district's Local Taxpayer Bill of Rights any time they are contacted regarding assessment, audit, determination, review and coilection of
any tax other than property taxes.[4]

Reiegation of Responsibility

It shall be the responsibility of the Superintendent, Business Manager, and/or other designated school district empioyee to develop administrative regulations to Implement this policy which shall
nclude:

1. freparation and dissemination of the required notice of availability of the Local Taxpayer Bill of Rights

2. Preparation of a Local Taxpayer Bill of Rights

3. Preparation of a procedure for the district to requast information from a taxpayer.

4, Establishment of an administrative appeals process.

S. Development of the form, content, process and deadiines for taxpayers to file a tax appeal petition.

6, Formulation of rules of practice and procedure for hearings.
The district shall respond to taxpayer requasts for the Local Taxpayer BIll of Rights by making copies available at the district offices or malling at district expense [4]
Guidelinas

Information obtained by the schoot district as a result of an audit, return, report, Investigation, hearing or verification shall be confidential. If a viclation of confidentiality Is committed by an officer
or employee of the Board, $/he shall be subject to Nnes and dismissal from office or discharge from employment.[5]

Appeals Process
Tha district establishes the following as choices for an administrative process to receive and make determinations on petitions from taxpayers relating to ass 1t, determination or refund of an
eligible tax:[§]
1. Review or hearing and deciston by a local tax appeals board appolnted by the Board, consisting of three (3) to seven (7) members, Including jaint local tax appeal boards with other political
subdivisions.

2. Review and decision by the Board In executive sesslon.
3. Hearing and decision by a hearing officer appointed by the Board, which shall determine the qualifications and compensatian of the appointee.

4. Administrative review or appeal process currently In effect In the district that meats the requirements of applicable law,
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Burpase

The Board recognizes the need to implement the required accounting and financial reporting standards stipulated by the Pennsylvania Department of Education.

The primary objectives of implementing the Governmantal Accounting Standards Board (GASB) Statement 34 are to assure compllance with state requirements, and properly account for both
the financtal and economic resources of the district

Authorijty
Participation of the schoel district in any such activity shall be in accordance with Board policy. [1]{2]

Relegation of Responsibility

The responsibility to coordinate the compilation and preparation of all information necessary to Implement this policy Is el d to the Bust Manager.

The designated Individual shall be responsible for Implementing the necessary procedures to establish and maintain a fixed asset Inventory, Including depreclation schedules. Depreciation shall be
computed on a straight-line basls over the useful lives of the assets, using an averaging convention. Normal maintenance and repairs shall be charged to expense as Incurred; major renewals and
betterments that materially extend the ife or Increase the value of the assat shall be capitalized. A schedule of accumutated depreclation shall be consistent from year to year. The basls for
depreciation, including groups of assets and useful lives, shall be In writing and submitted for review to the Board,

The Business Manager shall prepare the required Management Discussion and Analysis (MD&A), The MD&A shall be In the form required by GASB Statement 34 and shall be submitted to the Board
for approval, prior to publication.

Priar to $ubmission of the MDA&A for Board approval, the district’s independent auditors shall review the MDRA, In accordance with SAS No. 52, "Required Supplementary Information™.
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Authority

It shall be the policy of tha Board to comply with regulations of the Internal Revenus Service (IRS) regarding taxability of smployse fringe benefits.

Deflnitions

Taxable fringe benalit - a form of pay, In addition to salary, for the performance of duties; taxable wages unless excluded by the Internal Revenue Code.

Convenlence of the district - where tha personal use was In the bast interest of the district.

De minimis - an amount where sither the cost of determining spacific valus axcoads the value of the use, or the actual cost of the use was negligible at the organizational level.
Relegation of Responsibility

The Superintendent or designes shall ba responsible to ensure that employees verify the use of district equip for b purposes and report any use or fringe benefits
that may be taxabls as compensation.

The employes verification process shall occur monthly prior to paymaent of bllls.

The Business Manager shall report the value of taxable fringe banefits with tha regular payroll for the payroll | diataly following the d ination of taxable fringe banefits.

The Busi M, ger shall lly review the d inations of
may include discussions with the district auditor.

of tha district and de minimis amount to ensure compllance with federal regulations. Tha review
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Authority
The Board approves the use of procurement cards for permizsible purch by desig d emplaoynes to improve the efficiency of purchasing activitles, provide cost effectiveness,
improve controls far small-dollar pureh , and str 1[] dor pay The Board directs the sdministration to establish safeguards to pravent misuse of such cards.[1]

The Board shall approve the list of employeas authorlzed to use district procuremant cards.

The Board shall purchase adequate insurance coverage for procurament card misuse.

Definition

Procurement card - a corporate charge card designed to reduce the cost and bureaucracy of small-dollar purchases.
DRelegation of Responsibility

A list of authorized users of procurement cards shall ba maintained in the Business Office and shall includ ploy in designated positions.

All use of procurement cards shall be supervised and monlitored on a regular basis by the Business Manager and/or Superintendent, who shall ensure the use of such cards is in
accordance with the funds budgeted for this purpose.

Proper accounting procedures for the use of procurement cards shall be developad, distributed, impl ted, and ltored by the Busi Manager and/or Superi dent,

An employee authorized to use a procurement card shall maintain adequate security of tha card while it is in his/her possession. Under no circumstances may tha card ba used
by another individual.

Guidelines

Each employes using a district procuramaent card shall sign a card usage agreement and recelva training on app [ and procedures.

Procuremeant cards shall be used only for authorized district purchases and shall not be used for parsonal purchases. The district retains the authority to revoke any
procurement card used for unauthorized or parsonal purposes.

All purchases shall be reported in accordance with administrative regulations, rulas and Board policy.

Violatians of this policy by an employee shall result in disciplinary action, in accordance with Board policy.[2]

The established pr dure for p ing purch by employees using procurement cards shall be as follows:

1. Employee deals directly with the vendor.

2. Busi Office racel tha lidated invoice for payment.

3. Cardholder verifies raceipt of purchased items, reconciles the billing statement with purchases, and attachas recelpis.

4. Supervisor r stat t and signs app!

Purchages on his/her assigned procurement card by an Individual employee shall not d the blished .

Procuremant cards shall not be used to elreumvent the requirad bidding process.[31[41[5]1[6]
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Authority

The Board shall angage In short-term and long-term facilities pianning in arder to meet the ongolng needs of tha district’s educational programs and operations. Involvement of
the Board, staff, community, businasses and parents/guardians Is an Important part of this process.

The-Board-shail-continuousiy-or-annuaily-conduct-a-census-of-all-children-from-birth-to-sighteen-{18)-yearsliving-in-the-district—The Board-shat-amploy-ss-many-enumerators-or
attend officers-as-r w11

Delenation of Responsibllity
In arder to Inform the Board of the district's future noads, the Superintendent or designee shall:
1. Prepare a written description of existing physical facllities.
2. Annually report to tha Board on enroliment projections.
3. Report to the Board on the enroliment by grades during the school vanr.
4, Estimato oach spring tha number of students who will be enrolled in the district's schools in September of the year for which the estimate is made.

5. Preparn studant population projections and compare the actual population figures to tha previously projected figures to detect sarly any changes in population trends.
Guidelines

Infor ion-gathered-in-the shaiHinclude-for-ench-child-the-name-and-address-of-tha parents/guasrdians-name-and-location-of-the-schoot-in-which-the-child-could-bs-oris
enrelied-or-balongs-name-and-address-of-any-employer-of-a-child-under-cighteen-{i8)-child's-name,data ol birth-agersex-nationallty-and-address-ami-other-informatien-tha
Board-may-legaily-requeat-ta-assist-in-the-efficisnt-and-equitable-operation-of-the-distriet.1 1]

When planning to enlarge or modify its facllities, the Board shall consider not only the number of students whase educational neads must be met, but alsa the physical requirements of the
programs it deems best suited to meet those needs [2]

Each school bullding and site shall provide suitable accommodations to carry out the educational program, Including provision for the handicapped/disablad, pursuant to [aw and regulations,
[3][41(5]

Selling gr Disposing of School District Property

The Board autherizes the Superintendent to establish administrative regulations to dispose of district property through a public process as deemed efficient and accountable.
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Burpose

The Board recognizes that individuals, businesses and community organizations may wish to contribute supplies and equipment to enhance ar extend the programs in the schools.
Autherty

The Board has the authority to accept gifts and donations made to the schoo! district or to any district school [1]

The Board reserves the right to refuse to accept any gift that does not contribute to achlevement of district goals or when such ownership would adversaly affect the district [1]

Any gift accepted by the Board or Its designes shall become district property, may not be returned without Board approval, and is subject to the same contrels and regulations as are other district
properties [15[2]

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

The Board shall make every effort to honor the tntent 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 leaming

Ali gifts shall be recorded in the appropriate Inventory listing and property records.[1](3]

The Superintendent shall publicly report to the Board all gifts and donations to the district accepted on behalf of the Board:, which shall be approved by the Board at a public
meeting and duly recorded in the Board meeting minutes.

Dalagation of Responslbllity

The Supertntendent or designee shall

1. Encourage individuals and organizations considering 3 donation to consult with the principa’ or Superintendent before appropriating funds
2. Report to the Board all gifts accepted on behalf of the Board.

3. Acknowledge the receipt and value of any gift acceptad by the school district.
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Burpose

The Board recognizes that the sale of advertising at iks athletic facilities can serve as an Important source of revenue enhancement. It is the objective of this policy to establish parameters for
advertisement at district athletic facliities,

Dafinition

For purposes of this policy, the term athietic facilities means the interior and exterior of the Golden Rams Stadlum/Community Center, any outdoor athletic flelds, incduding backstops, dugouts,
and bleachers located on school district property; gymnaslums within school district bulldings, high school swimming pool, and any athletic scoreboards upon or within such facilities

Authority

Any and all signs and/or the content thereof are subject ta the approval of the Athietic Director, with the consent of the Board. All signs and advertising must be within the boundaries of good taste
within the Hightands community standards and may not be Inconsistent with the district’s educational mission. Advertising of any product that is unlawful will be prohiblted, Including products that
are uniawful only for school-aged children, such as alcohol and tobacco. Advertising will also not be permitted if it Is obscene, lewd, vulgar, and libelous, Invades the privacy of another person,
constitutes fighting words, or, which materially and substanttally Interferes with or may be disruptive to the educational process or the requirements of appropriate discipline in the operation of the
school.

Guidelines

Any signs posted at owtdeor stfiatic facilities must be installed only at locations approved by the district. All signs must conform to specifications established by the school district, including, but not
fimited to, the materisl composition, size, and appearance,

Advertising signs shall include a statement that advertising on school property should not be ¢onstrued as an endorsement by the district of the product or service being advertised.
Signs shall be authorized for specified durations subject to approval of the Board.

The district may limit the period of time during the year when advertising signs may be posted. If the signs are not removed In a timely manner by the advertiser, the district will remove the signs
at the advertiser’s expense.

The district may limit the total number of signs that may be erected at any one time, 50 as to minimize distractions for athletes and spectators who use the facility for athletic events, for aesthetics,
or for any other reason at the discretion of the district,

The advertiser shall be fully and exclusively responsible for all costs and expenses associated with the procurement, erection, maintenance, and removal of the sign{s). Any maintenance, repair or
removal of an approved sign shall be subject to the directlon and supervision of the school district maintenance staff. All signs must be malntained in good condition meeting district standards as
established/determined by the district.

1f any sign becomes damaged or requires repair for any reason, it Is the sole and exclusive responsibility of the advertiser who erected the sign to repair or rernove it. [n the event the district
becomes aware cf 3 sign requiring repalr or removal, the district shall notify the responsible advertiser The advertiser must repalr or remove the sign within seventy-two {72) hours of notification.
If the advertiser does not repair or remove the sign as required, the district will remove the sign and Involce the advertiser for ail labor and material costs incurred.

The adveartiser shall indemnify and held the district harmiess from any claims, including, but not limited to thase far badily injury and inteliectual property right infringement, arising ocut of the
erection, presence, malntenance, and removal of the advertiser's sign on district property.

Advertising fees shall be subject to the approval of the Board. All proceeds for the sale of advertising at district athletic facilitles shall insure to the benefit of the district. All advertisements shall be
pald In advance, or monthly at the discretion of the Athletic Director with consent of the Board. All advertisers shall be required to execute a contract, in a form approved by the Board and school
district solicitor, in advance of the placement of any sign.

Delegation of Responsibility
it Is the responsibility of the administration to:
1. Establish specifications fer signs autharized by this policy, Induding those regulating the matertal, size, and compaosition of such signs.

2. Establish guldelines for the number and locatian of signs that may be posted at the district’s athletic facillties.
31, Evaluate and approve or disapprove all requests for athletlc fleld advertisament conslstent with this policy and inform the Board of any such requests whether approved or disapproved

4. Negotiate with prospective advertisers conceming proposals for fees for advertising, and the size, location, and content of advertisements, and seek Soard approval of the proposed contract
resulting from those negotiations.

5. Refer to the Board all sltuations which require Bcard approval under this pelicy, and cansult with the school district solicitor regarding advertising contracts, as directed.
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Purpose

The Board recognizes that safeguarding the heaith and physical weill-being of district students and staff depends upon the cleantiness and proper sanitary conditions of the school bulidings and
grounds

Authority
The Board directs that a program of sanitary management shall be maintalned In ail district buildings and facilitias and explained periadically to staff members.[1]

The Board directs that standards be maintained to meet requirements sat forth by the Pennsylvania Department of Health, Department of Labor & Industry, and any local agency that has
jurisdiction

Pelagation of Responslbllity
All district facilities shall be inspected regularly for cleanliness and proper sanitation by the Superintendent or designee,

The Superintendent or designee shai develop and supervise a program for the cleaniiness and sanitary management of school bulldings and facilities, school grounds and school equipment
pursuant to law, State Board regulations and requirements of the local and state Boards of Health and the Department of Labor & industry.

Cleantiness of #ach school bullding shak! be the responsibliity of the Supervisor of Building and Grounds.

Teachers shall be respansible for the condition of their classrooms, subject to reasonable requirements pravided by Bullding Principals and the Supervisor of Buttdings and Grounds,

Principals and the Supervisor of Bullding and Grounds shall Inspect facilities at |east on¢e per month, and report to the Superintendant or designee any conditions that may threaten the comfart,
health or safety of occupants.
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Eurnose
Adeguate maintenance of bulldings, property and equipment s essentlal to fiscal responsibility and efficlent management of distnct facilities
Authority

The Board directs that a continuous program of inspecticn and maintenance of all district buildings, property and equipment be established and Implemented. Wherever possible, maintenance shall
be preventive [1][2]

Dalegation of Responsibility

The Suparintendent or designee shall davelop and supervise a maintenance program which shall include:

1. Regular program of malntenance, repair and improvement of buildings and facilities.
2. Equipment replacement program.

3. Long-range plans for bullding modernization and conditioning

The Superintendent or dasignesa sha' develop a malntenance check list applicable to all district bulldings.

£ach building principal, in conjunction with the bullding maintenance employee, shall conduct a physical Inspection of the building on 2 periodic basis and returm a written report to the
Superintendent or designee as to the findings of that inspaction.

The Superintendent shall report annually to the Board regarding the currant malntanance and Improvement program and projected maintenance needs that include cost analysis
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Eurpose

1t is the policy of the Highlands School District to maintain asbestos-containing materials In a state to prevent any risk to building oocupants.
Authority

The Highlands School District wil! closely monitor, by a certified employee of the schoal district, conditions of surface asbestos-contalning material and miscellaneous asbestos-containing materials.
The district will follow state, federal and local laws, and have bulding re-inspections every thrae (3) years by a qualified asbastos contractor. Records wlill be kept by the school district,

Guldelines

Damage to friable surfacing material and/or damage causing friable miscellaneous asbestos material will be repaired or removed immediately and the area dacontaminated.
The district will refrain from the purchase or instaliation of any new asbestos-containing materials for the district’s buiidings.

The district shall commit the necessary funds to malntain all of the above and any other necessary measures for future asbestos abatement and eontalnment.

The district shall indemnify the members of the Board and all district employees, and hold them harmiess from any and all 1pss, ¢ost, expense ¢laim, action, suit or proceeding, of whatever nature
or kind, arising out of or relating to any goaod faith action taken in conjunctian 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.
Highiands School District Is responsible for adequate training every year for its custodial/maintenance staff, as per state and federal laws

Highiands School District |s responsible for the certification of at least one (1) employee for supervisor and one (1) employee for worker, as per federal laws, for the responsibility of the asbestos-
containing material in the district

Building rental property is the responsibility of the district. Asbestos inspections must be done prior to any employee being assigned ta the buliding or any use of the building by
groups/organizations. The district will follow the same guidelines as if the bullding was the property of the district, inciuding three (3) year re-Inspections.
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Purpose
The Board recognizes that district facilities must be maintained and operated in a condition that Is safe for students, staff and visitors,
Authority

The Board directs that a district-wide safety program shal! be maintained to ensure a safe and secure environment for all students, staff and visitors as well as to protect district bulldings,
aquipment and property. The safety program shail provide: Instruction for students and staff in safety and accident prevention; protective devices where they are required for safety,; and suitable
and safe equipment necessary for the cenduct of the educational programs and operation of the schaals

belegation of Responsibility

The Superintendent or designee sha!l develop and present to the Board for Its npproval a school safsty plan that addresses school safety |ssues and prevention of accidents and fire and
Includes applicable requirements of law and regulations.

The Superintendent or designee shall:
1. Ensure curriculum to Instruct students In safety and fire prevention [1]1

2. Provide required dril's and instruct students in safety procedures.f21[11{3]

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 a/l 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 safety rules at the beginning of the school year.

The Superintendent or designee shail inform the Board of all procedures and rules dealing with the safety of students and staff, and the safe operation of school facilities.
Guidelines

Certified Workpiace Safety Committes

A workplace safety committes shall be established to promote the district’s goals concerning safe schools. [41[516117]

Tha workplace safety committea shall be P dofa of four {4) membaers, including two {2) district administrators and two (2) employes representatives.

If tha bar of members on the workpl! safety i ds four (4), the committee shall be composad of an squal number of administrators and employees unless
otherwise agreed upon by both groups. The district administrators shall not constitute » majority of the workp! safety ittes

The Board directs the establishment of a Safety Committee to provide leadership in accomplishing the following objectives
1. Prevention of human and economic losses from personal tnjury and property damage.
2. Preventian of lesses from fire and thefe.
3. Ensuring the safety, protection, and wall-being of students and staff,
4. Study and develop safe work methods and Inform students and employeas of these mathods.
5. Identify insurance llability exposure to the district and make loss control recommendations to Administration and Board of Directors.

6. Review Workers' Compensation expasure and claims, and make loss control recommendatlons to the Administration and Beard of Directors.
It shall be the responsibllity of the workplace safety committes ta:

1. Evaluate the current safety program,

2. Establish procedures for conducting and documaenting the findings of periodic inspections to locate and identify safety and health hazards.
1. Make recommendations to correct hazards.

4. Review, In a timely mannar, Incident and accident report and investigation forms.

5. Conduct follow-up evaiuations on the effectiveness of naw heaith and safety equipment or safety procedures

A quorum of the workplace safaty committes membears shall meet at lsast once a month.

The workplace safety committee shall develop and mantain operating procedures, k hip lists, ititee meeting agendas, attendance lists and minutes of each meeting.

All dectsions of the committee shall be made by majority vote of members present.

The Superintendent or designee shall ensure that a qualifled tralner provides all committee members with adequate, annual fraining in safety committee structure and operation, hazard
d lan and inspecti and ident and iliness prevention and Investigation.

The Superintendent or desig shall In written records of workplace safety committee tralning.
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Operation of Police Vehicle 705.1

Purpose:

The Board recognizes that the School Police Officer in its employ may benefit from the use of a
designated school police vehicle to perform his or her official duties.

Authority:

The District may maintain and operate a vehicle for the use of the School Police Officer in the
perfarmance of his or her official school duties.

Guidelines:

The school police vehicle shall be plainly marked for the use of Highlands School Police. The vehicle shall
be used by the School Police Officer only in the course of his or her official duties. The school police
vehicle shall not be used by the School Police Officer for non-school or personal duties.

The Schoaol Police Officer shall be responsible for obeying all local, state and federal laws while operating
the school police vehicle.

The District shall be responsible for maintaining proper insurance, regular maintenance and inspection
for the school police vehicle.

The School Police Officer shall be responsible for providing gasoline for the school police vehicle and
shall submit expenses for reimbursement under Policy 331,

The School Police Officer shall notify the Superintendent of any traffic citation, traffic accident or
damage to the vehicle received while operating the school police vehicle by the next working day.
Failure to provide required notice may result in disciplinary action, up to and including termination.

i. If the driver of the vehicle is found guilty of a traffic violation, the driver is responsible for
payment of any fine resulting from said violation.



