[ TABLE OF CONTENTS ]

FOREWORD ......coiiiiiiiiiiiieeee ettt ettt ettt ettt ettt e et e e et e e e e eeeeeeeeees \Y
ABBREVIATIONS OF LEGAL REFERENCES ........coooiiiiiiiieeeeee XXV
ACCOUNTING
FINANCIAL INFORMATION SYSTEM...ccoiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeee ettt 2
(0@ ] BTN [ 7 N P 3

Opening the General LEAGET .........ii et e e e e e e e e e e e eeaa s 4
Recording the Approved BUAgEL.............iiiiiiiiiieiii e e e 4
y=ToTo] o [T To I =g ToXUTai] o] > g Uo7 =T SRR 4
Recording INCOMe and RECEIPES.....cuuuuuuiiiiei ettt eeeeeeeees 4
Recording Expenditures and DiSbursements...........cccoovieeiiiiieiiiiiiie e 5
ReCOrding AQJUSIMENES ...ttt e e e e e ee et e e e e e e aeeenenes 5
Monthly Balancing of RECOIAS ..........ouuuiiiiii i e e e e e eaaees 5
Closing the General LEAQEr.......... i 6
Allocation Of SUPPOIT COSES ...uvuuiiiieiiiiieiiie e e e e e e e e e e e e e e e eeees 6
FUND ACCOUNTING ...coiiiiiiiiiiiieieeeee ettt ettt e e e 6
BUIIING FUNG....ee ettt e e e e e e e eetttb e e e e e e eeeennnen 8
Deferred Maintenance FUNG ...........ooooviiiiiiiiiieeeeee e 8
County School FaCIlitieS FUNG .........iiiiiiiieeieeici e 9
ReVOIVING CaSh FUNAS ........ciiiiiiiiee e e e et e e e e e e eeanees 9
TEMPORARY LOANS .. 9
TRANSFERS OF SPECIAL OR RESTRICTED FUND MONIES ..........coooiiiiiiie 10
CASH RECEIPTS ..o s 11
State ApPPOrtioNMENt INCOME .......uuuiiiii e 11
Federal INCOME........oooiiiiiii ettt e eeeeees 11
TaX APPOITIONIMENTS ...ttt e ettt e e e e e e e e ettt e e e e e e e eeesaenannas 12
(022 1S oI @] | [=Tox 1 0] o 7 12
Receipts from Sale or Lease of Real Property........ccccooiiiiiiiiiiieeiiie e 12
Receipts from Sale of Personal Property..........coouuuiiiiiiiiiiieeeien e 13
Receipts from Sale of Personal Property to Students............ooovviiiiiiiieiiiiiiiiiicieeeee, 14
o= o | o I U1 (T o S 14
RENTAIS ... ettt a e 14
Other Cash RECEIPLS ...uuuiie et e e e e e e e e e e e e e e eaaann s 14
EXPENDITURES ..ottt 15



ANNUAL ACCOUNTING OF CURRENT LIABILITIES

AND ACCOUNTS RECEIVABLE ......cooitiiiiiiiiiiiiiiiiiieeieeeeeeeeeeeeeeeeeeeeeeeeeeeeee et eeeeeeees 16
REPOItiNG FIXEU ASSETS ...coeiiiiiiiiiiiiiiiiiieie ettt eeeees 16
Reporting Other Post-Employment Benefits (OPEBS)..........cccoviiiiiiiiieiieeeccee e, 17

ANNUAL AUDITS. ..ottt ettt ettt ettt ettt ettt ettt eeeeeeee e et eeaeenseenesennes 17
Audit Responsibilities of County Superintendent.............ccooiiii, 20

ANTIFRAUD PROGRAMS ... .ottt e e e e e e e e e eeeeeeees 20

ADDITIONAL RESOURCES .......oiiiiiiiiiiiiiiiiiiieeee ettt eeeeeeeaeeeeeeeaaaaseeeeeeseeeeeeeesenees 21

LIST OF EXHIBITS ..ooiiiiiiiiiiiieiiiieeeeeeeee ettt ettt e eeaeeesaeaaeessesaeeessseaeaseesnennsssnnnnnnnes 23

ATTENDANCE ACCOUNTING

BASIS FOR OPERATION ....oiiiiiiiiiiiiiiiiieiteeieeeeeeeeeeeeeeeeeeeeeeeeesseessessesssseesesssseesessesssesseeesees 1

LEGAL PROVISIONS ....ooiiiiiiiiiiieiiiiittiietee ettt eeeeeeeeeeeteeeeeeeeeeeeeeeeeeeeseeeseeeseeeseeeseenesennnnnes 1

ATTENDANCE SYSTEMS ..ottt ettt e ettt e e e e e e e e e e e e e e eeeeeeees 2

ATTENDANCE CATEGORIES .....coiiiiiiiiiiiiiieeeeeeeeeeeeeee ettt e et e e e e e eeeeeees 2
(ST 0 1= 0 = g =] o SRR 2
REQUIAI DAY CIaSSES ....cceeiiiiiiiie ettt e e e e e e et e e e e e e e e e ee bbb s e e e e eeeeeennes 3
Special Classes and ProgramsS........coiii e ieeeeeeiiiis et e e e e e e e e e eeneaaa s 3
SPECIAI DAY ClASSES. ...uuuiiiieiieeieiiie ettt e e e et et e e e e e e e e et aaa s 4
NONPUDBIIC SCHOOIS......cooii e 4
Extended-Year Special Education ClasSes ............ceiiiiiiiiiiiiiiiiiiii e eeeean 4
INAEPENAENT STUAY ..o 4
Nonclassroom-Based INSTIUCLION...........ooiviiiiiiiiiiiiieeeeeeeeeeeee e 5
(0] ] 1] [ O =TS = SRR 5
Home or Hospital INStIUCTION ........oooveiiiii e e e e e e eeanes 6
Hourly Programs (Summer School/Intersessions/

Saturday/Before-After SChOOI) .......uoiiii i 6
o [ 1 = [ To= 4 [ o 7

COMPUTATION OF ATTENDANCE.......cuuuutuuutuuuiitiiuieeuunennernnnnnnesnnnnnnnennenr.——————. 7
School Year, Day, MONtN.........ooouiiii e e e e 7
Minimum School Year and Instructional MIiNULES............ccovvviiiiiiiiiee e 8
Conditions for Counting AttENAANCE .........coevviiiiiiie e 9
ADA Computation for Regular ClasSes ... 9
Pupils Participating in Special Programs Partof a Day ..........cccooeviiieiiiiiiiiiiiiiieeeeeeeeees 9
Staff DEVEIOPMENT PrOVISIONS. ... ..uuuuiiiiiiiiiiiiiiiiiiiiiiiieiiiiieeeebbbeeaeeeeeeeeseeeeseeeeeneeneeesnennees 10
INterdiStriCt AtENAANCE .........ooiiieeeiieeeee e 10
Emergency Conditions - Allowance for Attendance............ccccccvvvviiiiiiiiiiiiiiiiiiieeeeeee, 11

Vi



REP O R T S ..ottt e e e ettt e e e e e e et e e e e e e ennnne 11

Y = LN =] o0 PSPPI 11
Attendance Reporting Periods.........cooo oo 12
=TS 0 [T o YRS 13
ENrollment REPOITS ......oooiiiiiiiie e 14
ClaSS SIZE AVEIAGES ...uuuiieeeieeeeeie e e e e ettt e e e e e e e e e e e e e e e e et e et e e e e e e e e e eeaeanaas 14
Class Size ReAUCHION (CSR).....uuuuuiiiiiiiiiiiiii e 14
REPORTS FILED BY COUNTY OFFICES OF EDUCATION ........ovvvvviiiiiiieiiiiieieeeennne, 15
Pupil Count for Federal IMPact Aid...........cooiiiiiiiiiece e 15
ADDITIONAL RESOURCES .......oitiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 16
BUDGETS
INCOME FROM FEDERAL SOURCES ........ciiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e 1
Impact Aid, Title VIII of the Elementary and Secondary
Education Act (ESEA) Of 1965.... ..ottt e e eeeeees 1
INCOME FROM STATE SOURCES .......oiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeee ettt 2
REVENUE LIMIt...ciiiiiiiiiiiiiiiiiiieeee ettt ettt et et e et e e et eeeeeeeeeeeeees 2
BASIC A, ...t e e et a e e e e e enaaes 3
Special Education Revenue Entitlement............ccooooeiiiiiiiiiciii e 3
[0 1] PP PPRUPPTRPPPPIN 3
Categorical BIOCK GrantS............uuuiiiieeeeiieeiiiiies s e e et s s e e e e e e e ee s e e e e e e e eeenasan s 4
Economic IMPacCt Aid (EIA) ... ettt e e e e e eeaees 5
State MaNAALEA COSES ....uuuuiiiiiiiiiiiiiiiiiiiii bbb abananannananes 5
INCOME FROM LOCAL SOURGCES .......coi ittt 6
SECUIEd PrOPEITY TaAXES ... iiiiiiiiiiiiii e e e e et e ettt e e e e ettt e s e e e e e e e e eetbbb e e e e e e e eeeenennn s 6
(@ oLy T o 0= To [ (0] 01T € A2 1= V=SSR 6
Education Revenue Augmentation FUNd (ERAF) ..o 6
D= [T o [U 1= | A 1= O SRR 7
ANNUAL FINANCIAL AND BUDGET REPORT ......cciiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeee 7
User-Friendly Budget Displays SOftWare .............ueoiiiiiiiiiiiiiiiii e 7
BUAQEE REQUESTS ...ttt e e e e e e e e e et r e e e e e e e e e e ataa s e eeeeeeeennne 8
SUuppPOorting DOCUMENTALION .....ceuviiiiiii ettt e e e s 8
Establishment of ASSUMPLIONS.........ouuiuiiiii e e e e e e e e eeeeaees 8
Budget TransSmittal MESSAQE ........coiiiiiiiiiiee e 11
ADDITIONAL RESOURCES .......ootiiiiiiiiiiiiiiiiieieteeeeeee et eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 12
LIST OF EXHIBITS ..ooiiiiiiiiieiiiiiieiiieieeeeeeeeeeteee ettt eeeeeeeeeeteeeeeeeeeeeeeeeeeeseeseeeeeeeeeeeeeeeeennnnnes 15

Vii



CHARTER SCHOOLS

BASIS FOR OPERATION ....ciitiiitiiiiiiiiiiteiiieeeeeeeeeeeeeeeeeeeeeeseeeeeeeeeesseeesseesseeeeeeseseeeeeeeeeeeeees 1
Charter SChoOl GrOWEN .......cooieee e s 1
Types of Charter SChOOIS ..........uiiie e 2

LEGAL PROVISIONS ...ttt teetee et aeeee et eeeseeeeeeeeeeeseeeeeeeeeeeeneees 2

ESTABLISHING A CHARTER SCHOOL ....ccciviiiiiiiiiiiiiiiiiieeiieeeeeeeeeeeeeeeeeeeeeeeee e 3
Developing the SChool Charter.............oooviiiiiieeeeeeeeeeee e 4
Circulating the PetitioN..........cooeiiiiiii e e e e e e e aa s 4
Submitting the Petition to the Governing Board...............ueiiiiiiiiiiiiiiiiie e, 4
Public Hearing and Timeline for Board ACHION ...........coiviiiiiiiiiice e 5
ReVIEW OF the Chaler ... e et e e e e e e eeaees 5
AppProval Of the PeLItION .........uuiiiiieeii e e e e 7
Denial Of the PeLILION ......oeveeiiieee et e e e e eeeeees 7

OPENING A CHARTER SCHOOL ....uuuuuuuiiiiiiiiiiiiiiiinnennnnnnnnnennnnnnsnnennnnnennnennnnnnsennnnnnnn.s 8
State Board of Education Charter School Number and CDS Code ............cevvvvveveeenneee. 8
CoUNtry Treasury FUNG.......coooiiiiiii e e e e e e e e e e eeeaaaann s 8
Notification of County SUPErNIENAENT ..........ccoviiiiiiiiie e e eeanns 9

GEOGRAPHIC RESTRICTIONS ... 9
Additional Sites after Charter APProVal.........cooooooiiiiiiiiiiie e 10
Nonclassroom-Based FaCiliIeS ..........cooovviiiiiiiiiii e 10

GOVERNANCE STRUCTURE ... .uuuii e 11
CONFIICES OFf INTEIEST.....uuiii et e e e e e e aaaa s 11
Nonprofit Public Benefit COrporation .............coovviieiiiiiiiie e 12

CHARTER SCHOOL STAFF ...ttt s 12
TeacChiNg PeIrSONNEL......ccooo i 12
NON-Teaching Staff............uuiiii e e e e e e 13
Criminal Background SCIrEENING .......ooii ettt eeeaaenaas 13
Charter SChool Management SEIVICES .........uuuiiiiieeiiieeiiiiiie e e e e e e e 13

PUPIL ENROLLMENT .etttiiiiiiiiitt ettt ettt ettt et et e et e et e eeeeeeeeeeeeeeeeeeeeeees 14
AENdANCE BOUNUAIES .......uuuiiiii it e e e e e e 14
Admissions and Enrollment POIICIES ..o 14
Age Requirements and RESIICHONS .......uuuiiiiiiiiiieiiiie e 15
WOTK PEIMIES ..., 15

SCHOOL CALENDAR AND ATTENDANCE .......cuuuttiiiiiiiiiiiiiiiiiiiiiiiiieiineineine. 15
Minimum Instructional Minutes and DAYS ..........ccuuuuiiiiiiiiiiiieeiiii e 15
AENAANCE ACCOUNTING ...eetiteiiii e e e ee ettt e e e e e ettt r e e e e e e e e eeasaa e e e e e aeeeeesenna e aeeeees 16
Multitrack Charter SCROOIS...... oo 17

viii



CHARTER SCHOOL FUNDING MODEL......coutiiiiiiiieeiiiiii e 17

General Purpose ENtitlemMent..........coooo i 17
IN-LiEU OF PTrOPEITY TaX .eeeeiiiiiiiiiiiiiiiiiiiiieieeieeeeeeeeeeeeeteeeeeeeeeeteeeeeeeeseeeeseeseeeseeeeeeeeeeeeeeeees 18
Categorical BIOCK Grant............couuuiiiiii i e e et e e e e e e e e aaaaas 18
TR IR TST0 o) i =o' ] Y] o 1 {3 AN [ 18
D[ = Tox ao T gl oY= LN U o [T Vo P 18
Special Apportionment of Newly Operational Charter Schools............cccccoeveieiiiieinnnns 19
Special Apportionment for New Grade Level EXpansion ............cccccveeeeeeeeeeeeeeeivnnnnnn, 19
Additional FUNdING SOUICES.......cooiiiiiii e 19
OVERSIGHT OF CHARTER SCHOOLS ......ouuiiiiiiiiiiiiiiiiiiaiieiinesaeeneenssnnennnnnnnnnnnnnnnnnenn.. 20
OVEISIGNE FEES ...ttt e e e e e e e e e e e e e e e e e e eeaaa s 21
Policies and Memorandums of Understanding ..........ccovvvvviiiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeee 21
Monitoring and investigation of Charter SChoOIS ..........cccccooviiiiiiiiii e, 21
Financial REPOMING........coooiiiiiiiiiii e 22
SPECIAL EDUGCATION ....uiiitiiiiiiiiiiitiassasssssassssssssssssssnsssssssssssnssnnnnsnsnnnnnnns 22
Public School of a Local Education AQENCY...........uuuuiiiiiieeeieieeiiiee e 23
Local Education Agency in a Special Education Local Planning Area........................ 23
Special Education Service OrganizationS .........c.coeeevieeeiiiiiiiiieeeeeeeeeiee e e 23
INDEPENDENT STUDY ..ottt e e e eeeees 23
ADA for Nonclassroom-Based Charter SChooIS ..., 24
Teacher t0 ADA RaALIO......ccooi i 24
S 2 24
AN O 1 I S PP 25
Field ACt COMPIIANCE........uueiii i e e e e e e e eea e 25
California Building Standards COE.............uuuuuiuiiiiiiiiiiiiiiiiiiiiiiieiieeeeeeeeeaeees 25
(0 0T 1S 110 1 T 25
School Facility Program (SFP) ..........uuuuiuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeneeeeneee 26
Charter School Facilities Program (CSFP) ......cooiiiiiiiiiiice e, 26
Charter School Facility Grant Program.................eeeeeemeiieiiiiiiiiiiiiiiiiiiiiiieeeeennnees 26
ReStroom MaiNtENANCE .........cooiiiiiiiiiiie e 27
(O o N I L e AN S S 27
Material REVISIONS ......cooiieiiiiiiie et e e e e e s e e e e e e e e e ertan e e eeeees 28
REVOCATION OF CHARTERS ......co oottt a e 28
APPEALS ON CHARTERS THAT HAVE BEEN REVOKED..........ccccccceiiiiiiiiii 29
CLOSURE OF CHARTER SCHOOLS .......cuuuiiiiiiiiiiiiiiiiiiiiiiieininnesnnessnnnesnsnnnnnnnnssnnnnnnne 30
ADDITIONAL RESOURCES .......cotiiiiiiiiiiiiiiiiieieeeeeeteeeeeeeteeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 31
LIST OF EXHIBITS ..ooiiiieiiiiiiiiiiiiiiiietieeeeeeeeeeeeeeeeeeeeeeeeeeeeteeeeeeeeeeeeaseeeeeeeseeseeeseeeseeseeneenenes 34



CHILD NUTRITION

BASIS FOR OPERATION ....ciitiiitiiiiiiiiiiteiiieeeeeeeeeeeeeeeeeeeeeeseeeeeeeeeesseeesseesseeeeeeseseeeeeeeeeeeeees 1
LEGAL PROVISIONS ....ooiiiiiiiiiiiiiiiieieieiteeeee ettt ettt tee ettt eeee et e eeeseeeeeeeeeeeeeeeeeeeeeseneees 1
Governing Board AUTNOTITY ............uiuieiiiiiiiiii e 1
PUrchase Of FOOU ........ooooiiiiiiii e 2
Nutrition Standards for Reimbursable Meals ..........ccccooiiiiiiiiiiiiiiieeeeeeeee e 3
Nutrition Standards for Non-Reimbursable Meals .............ccccccciii 4
Nutrition Standards fOr BEVEIagES. ........ovvviiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeee e 5
CONLIOI OF FUNGS ...ttt 5
Equipment and FaCIlIti®S .........oooiiiiiiiiiii e 6
e d 0= o 11 U] = PRSPPI 6
Meals for Needy PUPIIS.......... e e eeeees 7
RULES AND REGULATIONS ...ttt e e et e e e e et e e e e e ean e ees 8
SChOOl WEIINESS POIICY ....cceiieeeeie e e e e e 9
o ToT0 B ST- 1] YU RUPPPPRPRN 9
SOURCES OF REVENUE FOR CHILD NUTRITION PROGRAMS.........cccciiiviieeeeen, 10
National School Lunch Program and/or School Breakfast Program ........................... 10
Special MilK PrOgram.......oooiiiieiiiiie ettt e et e e e e e e e aaannn s 10
Child Nutrition Commodity Program ............uuuioiiieiiiiiieiiiies et e e 10
State MeEal PrOgram ... ..ottt e et e e e e e eearaba s 10
School Organizations or COmMMUNItY GIOUPS........ccceevireeriiiiiiseeeeeeeeeeisiiinneeeeeeeeeeennnnnn 11
Reimbursement from the School District's General Fund..............ccooooeeiiiiiiiiiiiinnnenn. 11
Allocations for Declared DISASterS........cooovei i 11
Daily SAlES RECEIPLS.....coeeeiiiiiiie et e e 11
Meals for Needy Pupils Revenue Limit Adjustment............ooovviiiiiiiieieeeeeicie e 11
INEErEST ON DEPOSILS.....cceeiiiiiiiii ettt e e e et e e et e e e e e e e e e atbban e e e e eeeaas 11
Y O O @ 18 N I N | L PP 11
Double ENtry ACCOUNTING ....vvtiiieieeeeeeeeeiiiie e e e e e et e e e e e e e e e e et e e e e e e e e e eereannneeeeeees 11
ACCOUNTING PrACHICES ...ttt e ettt e e e e e e e eetabb e e e e e e e 12
CONTROL OF CASH RECEIPTS .. ettt e 13
Methods of Cash Control and Collection Procedures............cccccvviiiiiiiiiiiiiiiiiiiniennnn, 13
(O 1] o [ L= 0 [0 £ PTPTTRT 13
(022 1S g T @] | [=Tox 1 0] o 70 13
BanKing ProCEAUIES .......oooeiiiiiii ettt 14
CONTROL OF CASH DISBURSEMENTS ..ot e e 14
e o Tt TS ] o TN 1Yo (o = 14
Disbursements DY ChECK........cooo i 15
CONTROL OF PURCHASES ... oo e e e e 15
CHILD NUTRITION EMPLOYEES ...... oot 16



INVENTORIES ... ettt e e e e e et e e e e e e e ennnnes 17

INSURANCE ...ttt e e e ettt et e e e e e et e e e e b b e e e e e e e eennnes 17
LEGAL REFERENGES ...t e e e eeeanes 18
ADDITIONAL RESOURCES ... .ot e e e eenenes 18
LIST OF EXHIBITS ..ottt e e e e e e et e e e e e e e eennnnes 21

COMMERCIAL SCHOOL ORDERS

BASIS FOR OPERATION ....ciiiiiiiiiiiiiiiiiiieteeieeeeeeee ettt eeeeeeeeeeeeeeeseeeeeeeeeeeeeeeeeseeeeeeeeeeeeeeees 1
LEGAL PROVISIONS ...ttt et e et e e e e e e e e e e e e e eeeeeeeeeees 1
RULES AND REGULATIONS ..ottt ettt ettt eeeeeeeeeeeeeeeeeeeeeeeees 2
GENERAL PROCEDURES. ... .. e 2
SIGNING OFf WAITANTS ... e et e e e e e e e e e eraa s 2
Preparation Of WaITANTS ..........ccoiiiiiiiiiiie e e e e e e et s e e e e e e e e eeeaaaaaeeeeeaeeeasnne 3
[V /=] 10 o] (= 1 1Y o =T PRSP 4
Expenditures in Connection with Federal Programs.............c.uuiiiiiiieeieeeeviiiiiieeeeeeeeennns 5
SIS TAXES .. ittt e e et e et e e e e e eerrra s 5
EMPIOYMENT TAXES .. .cciiieiiiiiei et r e e e e e e e et s e e e e e e e e aesteanaaeeeeeaeeennnnen 7
Standard SChoOol SUPPIY LiST......ouuueeiiieeieeei e 8
Electronic Waste ReCYCING FEES ......uuuuiiiii i e e e e 8
TrAVEI EXPENSE. ..ot e et ettt e e et a e e 8
Cash Deposits and Advance PaymMeENLS ..........coovieieiiiiiiiiiiinie et e e e 10
Mileage or Monthly Car AlIOWANCE ...........uoiiiiiiiieiei e 10
Membership in OrganizatioNS .............uuuuiiiiii e e e e 11
Purchase of Real PrOPeItY........ooo it 11
(O I I 7 AN O 1 11
(070 g1 i 7= 1o K3 CT=T 1= T 1| S 11
Personal ServiCes CONTIACES .......ccoiiiiiiiiiiiie e 12
Consultants/Independent CONLraCIOrS ...........uuuiiiieeeiiieeeiir e e e e e 12
CONSLIUCTION CONTIACES ...ttt e e e e et e e e e e e e e eeaenna s 13
BIDDING REQUIREMENTS ....ooiiiiiiiiiiiiiiiiiiiiieieeeeeeeeee ettt et eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 15
EMErgENCY WAIVELS ....cooeeiiiiiii ettt e e e e e e e e et s e e e e e e e e e e aa e e e eeeees 17
California Multiple Award SChedules ...............ooiiiiiiiiiiii e 18
California Uniform Public Construction AcCCounting ACt ........ccooeiiviiiiiiiiiiiee e, 18
Charter SCNOOIS ... .. 18
Schools and Libraries Support Mechanism (E-rate) ..........cccoooeeiiiiiiiiiiiiiieeeeeeeeiiiiinnn 19

Xi



PUBLIC WORKS ...ttt e e e e e et e e e e e e e e ennnnnes 19

Contractor License ClasSifiCation ................uueuueuuiiiiiiiiiiiiiiiiiiiiiiii . 20
Progress Payments (“Prompt Pay ACE”)......coooviiieeeeeeeeee 20
RETEINTION ..ottt et ettt et ettt et e e et e eeeeeeeeseeneeees 20
STOP NOTICES ...ttt 21
(O A o I o N O 0@ 1 N N 21
REVOLVING CASH FUNDS (RCFS)...uuuiiiiieiiiiiiiiiiiise e e ee et e e e e e eeeeaannnn e e e e e eeeeennes 22
Standard Revolving Cash Fund [EC 88 42800-5]........cccuviiiiiieiiiieiiicie e, 23
Prepayment Revolving Cash Fund [EC 88 42820-1].......cccuviiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeee 28
Alternative Revolving Cash Fund [EC 8 42810].......cccceeiiiiiiiiiiiiiiiieee e 31
Cafeteria Revolving Cash Account [EC 8 38091] .........ccocciiimiiiiiieiiiiiiireeeeeeee e 34
Revolving Cash Fund for Community College DIStriCts ............ccceeeiiiieeiiiieiicceeeeeee, 35
ADDITIONAL RESOURCES .......oitiiiiiiiiiiiiiiiiieiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 36
LIST OF EXHIBITS ..ooiiiitiiiiiiiiiiiiiiiieiieteeeeeeeeeeeeeeeeeeeeeeeeeeeeteeeeeeeeeeeeeeeeseeseeeeeeeeseseeeeeeneenees 38

ELECTIONS AND REORGANIZATION

Duties of the GOVerning BOAId............coiiiiiiiiiiiiiiiie e e e e e eeeees 1
Duties of the County Superintendent of SChOOIS...........ccovvviiiiiiiii e, 1
Duties of the County Elections OffiCial ..........ccouuuuiiiiiiiiii e 2
Ballot ArQUIMENTS... .ot e et e e e e e e e e et s e e e e e e e e eeataanaeeeeeaeeeennnes 2
B8-DAY NOLICE ...ttt e e e e e et e et e e e e e e e e e et b e e e e 3
Limitation on Length of Ballot Measure FOrm ..........ccoooviiiiiiiiiiiiiiiii e 3
Consolidated EIECHONS ..o 3
= Tod (o I b o= ] = SRS 3
Established Election Dates, Statewide EIeCtiONS...........ccoovviiiiiiiiiiiiiiieii e 3
Y 0= Tox = LN = 1= o 1o 1 4
FINANCIAl EIECHONS.......coiiiiiiiiie et e e e e ettt e e e e e e eeenees 4
Governing Board Member EIECHONS........coooveiiiiiiie e 5
Governing Board Member Recall EIECHONS ........cooiiiiiiiiiiiiii e 6
ReO0rganization EIECHONS ........ciii i e e e e e e e e e e e e e eeeanees 8
DISTRICT REORGANIZATION ..ccttiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeeeeeeeeeeeeeees 9
Transfer of Territory (K-12 DIStrCIS) ...cceuuuuueiiiie et 9
Transfer of Territory (Community College DIStriCtS)........uceiiiiieiiiieiiiiici e, 10
Other Reorganizations (K-12 DIStICLS) ......ccuuuuuiiiieeiiiiiiiiiie et 12
Other Reorganizations (Community College DIStrCtS) ......cooveeeeiiiieiiiiiiiiie e, 13
ADDITIONAL RESOURCES ..ottt ettt ee et e eeeeeeeeeeeeeeeeeeeeeees 13
LIST OF EXHIBITS ...oieiiiiiiiiiiiiiiiiiitieiee ettt ettt ettt ettt et ettt et e e e et et e e e et e et e e e e e e e e eeeeeeeees 14

Xii



FACILITIES PLANNING

SCHOOL BUILDING PROGRAM.......uuutuiiiiiiiiiiiiiiiiiiiiinininnnnnnnnnnnnsnnnnnnnnnne 1
PLANNING PHASE ..ottt ettt e e e e e e e e e e e eeeeees 1
Long-Range Comprehensive Master Plan...........ccccooiiiiiiiiieeeeeeeeee 2
Selection of Professional CONSUIANTS .............uuuuuiiiiiiiiiiiiiiiiiiiiii e 3
FUNDING PHASE ...ttt ettt ettt et et et e et e et e e eeeeeeeeeeeeeeeeeees 3
DEVEIOPEN FEES ...t 3
School Facility Program (SFP) .......oii it a e 4
Mello-Roos Community Facilities ACt Of 1982 .........coiviiiiiiiiiiiiii e 6
California School FInance AUTNOIILY.........coovvuiiiiiii e 6
Sale or Lease of SUrplus Real Property .........uueoooiiiiiiiiiiiiiee e 6
Tax Increment Financing (Redevelopment AQENCIES) ......coveeeeviiieeviiiiiiie e eee e 7
SPECIAI TAXES ...ttt e ettt e et e e e e et arra s 7
Certificates of Participation (COPS) ......ccoiiiiiiiiiiii e 8
Tax and Revenue Anticipation NOte (TRAN) ......ooiiiiiiiiiiii e 8
Benefit ASSESSMENT DISTIICT.......ciiviiiiiiiiiiiiiiiieieeeee ettt 8
Year-RoOUNd EAUCALION ........ouuiiiiiie ettt e e e e e e e e e e 8
Voter-Approved General Obligation BONS...........coovvviiiiiiiiiiiceein e 8
School Facility Improvement District General Obligation Bonds.............cccccoeveevvivinnnnnn. 9
Special ReSErve FUNG MONIES........uuiiii ettt e e e e et e e e e e e eeaeaan s 9
Qualified Zone Academy Bonds (QZAB) ........uuuuiiiiiieiieieiee e 9
NON-VOter-Approved DEDL .........cooiiiii e e e e e eaanes 9
SITE SELECTION AND ACQUISITION PHASE ......ouuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiineinnes 10
Selection and Approval of SChOOI SItES........uueiiiiii e 10
ENVIronmMental STUGIES........coviiiiiiiiiiiiiiieieeeeeeeeee ettt 11
CONSTRUCTION PHASE .....utiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiibb s sssassnnnnsnnsannnnnes 12
Construction Plan APPIrOVALS .........ueiiiiee et 13
T (o Ao LT [0 €= 0 0 T= ] £ 13
Americans with Disabilities ACt Of 1990 .........cooiiiiiiiiii e 14
Building Energy Efficiency StandardsS............cccovvviiiiiiiiiii e 14
Storm Water Permit REQUINEMENT.........ooiiiiiiiiiie et 14
CONSLTUCTION CONIFACES ...ttt 15
Relocatable Structures (Portables)......... oo 16
Modular SChOOl CONSIIUCTION. .......coiiiiiiiiiii e 17
Project COMPIETION ...t e e e e e e e bbb e e e e 17
WILLIAMS SETTLEMENT REQUIREMENTS......coiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeee 17
DEFERRED MAINTENANCE .....oottttiiiiiiiiiiieiieeieeeeeeeeeeeeteeeeeeeeeeeeeeeeeeeseeeeseeeeeeeeeeeeeeeeeeees 18
ADDITIONAL RESOURCES .......oottiiiiiiiiiiiiiiiieieeeeeeeee ettt eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 19
LIST OF EXHIBITS ..ooiiiiiiiiiiiiiiiiiitietieeeeeeeeeeeee ettt eeeeeeeeeteeeeeeeeeeeeeeeeeeeeeseeseeeeeeeseeeennnnnnnes 22



FINANCIAL ACCOUNTABILITY

BASIS FOR OPERATION ....ciitiiitiiiiiiiiiiteiiieeeeeeeeeeeeeeeeeeeeeeseeeeeeeeeesseeesseesseeeeeeseseeeeeeeeeeeeees 1
LEGAL PROVISIONS ....ooiiiiiiiiiiiiiiiieieieiteeeee ettt ettt tee ettt eeee et e eeeseeeeeeeeeeeeeeeeeeeeeseneees 1
A CT0] ] o [ Oe] g ol=T1 o LTI 1
ANNUAL BUDGET REVIEW AND APPROVAL PROCESS ... 2
Notification of Superintendent of Public INStruction ................ccccceeeiiiiiiiiiiciiei e, 3
Revised Adopted Budget - Dual Budget Adoption Cycle ...........ccccvviiiiiiiiiiiiiiiiiiiinnen. 3
Fiscal Plan and BUAQET..........oiii oot e e e e e e e e e e e et e e e e e e eeeennes 4
Neglect or Refusal to Make Financial REPOIt ...........ooiiiiiiiiiiiiiii e 4
Sanctions on County Offices for Inadequate Fiscal Oversight..............ccccoeviiiiiiiiiennnne, 4
AUDITS Lttt e ettt ettt ettt ettt ettt et ettt ettt ettt ettt et e e e eeeeeas 5
ANNUAT AUGIT .ttt e e e e e e et ettt a e e e e e e e e eesaann e e e eeeaees 5
Do To¥ ] 4=T 01 £= 11 [ ] o R PP PPPPPPPPPPPPP 6
Written Response t0 SChOOI DISHHCES ......uuuiiiiiiiiiiiiiiii e 6
COITECTIONS .. s 6
Certification to Superintendent of Public INStruction ..............ccooeiiiiiiiiiiiee e, 7
Review of Audit ReSOIUtION PrOCESS........cciiiiiiiiiiiiiiiiieeeeeeeee e 7
FISCal INTOrMALION ...t e e e e e e e et e e e e e e eeeenees 7
Material Misstatements Of AUAITON .........oouviiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeee e
AB 139 FRAUD AUDIT ..ottt ettt 8
Audit by County SUPErNENUENT .......coiiiiiiiiiie e 8
FCOMAT REVIEBW ...ttt 8
INTERIM REPORTS ... 8
Certification of Ability to Meet Fiscal Year Obligations ............ccoeevvveiiiiiiiiiieeeeeeeeeeeiins 9
Fund and Cash BalanCEeS ...........couuiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeee et 9
RESEIVES ..o ettt e e eaans 9
D= o] S o= o |1V [ 10
Changed CertifiCatiON ...........oeuiiiiiie et e e e e e aaa s 10
CRITERIA AND STANDARDS ......ouuuiiiiiiiiiiiiiiiiiiisenaennnnnnnsnnnnnnnnnnnnnnnnnns 10
Assessment Of FISCal Criteria .........oovviiiie e 11
Unfunded LIabilItIES ........ueiiiiee ettt e e e e e eeanee 11
DISCLOSURES OF FISCAL OBLIGATIONS. ......ctttiiiiiiiiiieiieeiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 12
Collective Bargaining AQreemMENTS. .......ccovvvuuiuuiiieeeeeeeeeetiiise e e e e e e e eeaaana e e e e eeeeeennnnnnnas 13
Non-Voter-Approved Debt and Agreement under California
School FINaNCe AULNOIILY ACL ........eeiie e e e e e e e eeenes 13
Self-Insured Workers’ Compensation Claims .........cooevviiiiiiiiiiiieieeeeeii e 14
FISCAL DISTRESS.....coiiittiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeteeeeeeeeteeeeeeeeeeeseeeeeesesseesessseeesesssseseeeees 14
Initial Notification of School District and Superintendent of
PUDBIIC INSIIUCTION ... et 14

Xiv



Second Notification of School District and Superintendent of

] o] ol [ 1S3 i (U o 1o o (PP 14
BUAQEt REVISIONS.....cooiiiiiiiiiiie e 15
Notification of Budget Revisions or Stay or Recission of Actions .............ccccceeeeeeenn.. 15
SCNOOI DISHICE APPEAIS . ... 15
AdMINISTrAtiVE EXPENSES ....vvviiiiiieeeieeeeie ettt e e e e e et e e e e e e e e a e e e eees 16

AB 1200 REIMBURSEMENTS ... ..ottt 16
CHARTER SCHOOL FISCAL OVERSIGHT ....uuutiiiiiiiiiiiiiiiiiiiiiiiiiriireiesnenernreennnnnneenn. 16
Monitoring and INVESTIGAtION..........cooiiiiiiiiii e 17
T aT= T aTelT= LI =T o o] o 1] o TR 17
ADDITIONAL RESOURCES ......cottiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 18

MEETINGS ..ottt ettt ettt ettt et e et e e e e e e e eeeeeees 1
Legal REQUITEIMENTS .. ..ot e e e et e e e e e e e e eeatbb e e e e e aeeeenees 1
TYPES OF MEETINGS ... .o 3
Organizational MEELINGS ......civveiiiiiee e e e e et e e e e e e e eaeran s 3
REGQUIAT MEEBTINGS ...t e e e ettt e e e e e e e e eeatba e e e e e e eeeeennes 4
Yoo F= LYo oY 1] o 1S 5
AdJOUMNEA MEELINGS ... . eiiiiiiiiii ettt e e e e et e e e e e e e e e eeebbn e e e aeaaas 5
Time and Place Of MEELINGS ......uiiii it e e e e 6
(0] oTo [UTod o] 1Y/ =T=] 1] 0o 1 SR TPTPR 6
AGENUA ... 7
YL L I S PP 8
Preparation Of MINULES ........cciii oo e e e e e e e eeenees 9
0] 110 = ST PRI 10
Indexing, Binding, and FiliNg.........ccoorriiiiiii e 10
BOARD POLICIES AND ADMINISTRATIVE PROCEDURES. ...........cuvviviiiiiiiiiiieiieeeee 11
Permissive Code AULNONITY .......ooviiiiiiiiiiiiiiiiiieieeeeeeeeee e 18
NO Child Left BENING........coooiiiiiiiieeeeeee e 18
ADDITIONAL RESOURCES .......ottiiiiiiiiiiiiiiiiiiieteee ettt eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 18
LIST OF EXHIBITS ...oiiiiiiitiiiiiiiiiiiiiiiieteeeeeeeeeeeeeeeeeeeeeeeeeeteeeeeeeeeeeeeeeeeeeeeseeeeeeeeeeseeeeeeeeeeees 20

HUMAN RESOURCES

GENERAL HUMAN RESOURCES PRACTICES ..... oottt 1
PErSONNEI RECOIUS ... oottt e e e e et e et e et e e e s e e eaans 1
Criminal Background CRECK ............uiiiiiiiieie e 1
Health and Welfare BENEIES .......civee e 2



Voluntary Payroll DEAUCLIONS. .........coooiiiiieeeeeeee e 2

D1 (=T o I L= o0 1] | P PPUPPPPPPPRR 3
Sexual HarasSSMENT TIAINING .......uuuuuuueiiitiiiiiiiiieiiiiieeieeeeabaebbbbee bbb eeseeeeeeeeeaeeeenees 3
CatastrophiC Leave Program..........ccoiiieeiiiieiiiii ettt e e e e e e e e e e eaaaaa s 3
Travel and Transportation EXPENSES ......coooov e 3
Employer-Employee RelatioNS ..............iiiiiiiiiiiiicii e 4
RV (8] (== SR 4
CLASSIFIED PERSONNEL .....uutuiiiiiiiiiiiiteeeiueieesuussasssesennesesnssssssssssssssnessssennnnnnnnnn———.. 4
Application and SEIECLION ..........ciii i 5
APPOINIMENT .. 6
Probationary/Permanent StatUsS.............coieeiieiiiiiiiiiiii e eee et e e e e e e e e e e e eeeanes 7
JOD SPECITICALIONS ... 8
(O C=To (o] (TR0l =1 10] 0] [0)V/=T= S PR 8
Salary and Wage PaYMENTS ........uuuiiiiiiiiiiiiiiiiiiii e 10
Training and Development Program.............ccoiieeeeiiieeeiiiiceee e e e 12
= [ = 0] o 1 12
Y =T 0= 1= 1[0 1P 12
T A SR o] N o =T [ = 15
[ [0 0 F= Y2 PSSR 25
Other Programs and PraCliCeS ...........uuuuuuuuuuuiiiiiiiiiiiiiiiiiiiiiiiieiieneiseeeeeeseeeeeneeeeeeeanaaee 25
CERTIFICATED PERSONNEL .....cuutiiiiiiiiiiiiiiiiiiiiiiieiiiieeeesenaeeenasssesnnssssnnsssssnsnnnnsssnnnsnnn 28
Y o] o] 1= 4 o ISP 29
APPOINIMENT .. 29
ClAaSSITICATION ...ttt s 31
ASSIGNIMENT. ..o 33
(7o) 0] o<1 0 157= 1o o [P 33
Professional GrOWLN ............uiiii e 35
EVAIUALIONS ...ttt earaaanaes 35
Y= T = 11 (0] 35
EET=T 41010/ 1.4 1T o | TSR 36
LEaVeS Of ADSENCE ... ..o e e 37
[ (0] 0 F= £ USRS 45
ADDITIONAL RESOURCES .......oittiiiiiiiiiiiiiiiiiiiteeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 45
INVENTORY
BASIS FOR OPERATION ....oiitiiiiiiiiiiiiiieeeiteeeeeeeeeeeeeeeeeeeeeeeeeesesseseseeessseesssssseeseseesssessseesees 1
LEGAL PROVISIONS ....ooiiiiiiiiiiiiiiiiiiitee ettt eeeeeeeae et teeeeeeeeeeeeeessseeseeeeeeeseseeesneseennnnes 1
RULES AND REGULATIONS ..ottt ettt ettt eeeeeeeeeee et e eeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 3
(O o] £= L AN Y= S 3
ANNUAT REPOIM. ..ottt e e e e e e et ettt e e e e e e e e e eesaaaa e e e e eeaes 3

XVi



EQUIPMENT AND EQUIPMENT REPLACEMENT ....cooiiiiiiiii e 3

NOMENCIATUIE LIST.....ciiiiiiiiiiiiiiiiei ettt e e e e e eeeees 4
Capitalization TRreShOI ... 5
Capital Outlay Disposition ReqUest FOIM ..........ccoiiiiiiiiiiiiiiic e 6
BOOKS AND MEDIA . ...ttt ettt te e et e et e et eeeeeae e et e eeeeeeeeeeeeeeeeseseeeseneees 7
DISPOSAL OF PERSONAL PROPERTY ..coiiiiiiiiiiiiiiiieeieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e 7
LAND AND LAND IMPROVEMENT ....oitiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeee ettt 8
5= T S SPPR 8
= VT Il [ g o] £0AVZ=T0 0 =T o | €SP 10
BUILDINGS AND IMPROVEMENT OF BUILDINGS........cccovviiiiiiiiiiiiiiieeieeeeeeeeeeeeeee 10
Estimated Current Replacement COSt .........oovvviiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeee e 12
SALE OR LEASE OF REAL PROPERTY .ot e e 12
ADDITIONAL RESOURCES ... oottt e e e e et e e e e e eeans 12
LIST OF EXHIBITS ..ot e e e et e et e et e e et e e e e e eann s 13

LEGAL PROVISIONS ...ttt ettt ee ettt e et et s e e e e s e e e seeeseeeeees 1
WIllIamMS SELHEMENT ... ..o e e 2
MAINTENANCE AND OPERATIONS STAFF ..ottt 3
RESPONSIBILITIES AND PROCEDURES........ccooviiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeee e 4
Regularly SCheduled DULIES ........ccoeueiiiiiie e e e e e e e e e e e e eeanees 5
Inspection and Maintenance of Grounds and Buildings.............cccooiiiiiiiiiiiiiiiineeee, 6
Playground MaiNtENANCE ........cieeeeeeieeiice e e e e e e e e e et e e e e e e e e e eataaa s e e eeaeeeeanees 7
RESIrOOM MAINTENANCE .....uviiiiiei e e e et e e e e e e e e e e tbaa s e e e e e e eeeennes 7
Hazardous MALErIaAlS...........ooiiiiiiiiiii e 8
WaASHEE DISPOSAL.... i 10
Storm Water ManagemMENT........couuu i e e e eaas 11
Water CONSEIVALION .......cceiiiiiiiiie ettt e e e e e et et b e e e e e e e e eeeabba e e e eeaaas 11
ENErgy EffICIENCY ... e 12
BUIIING SECUIEY ...ttt e e e e e e e e aab e e e e e eees 13
LIS T= 1] Y/ USRS 13
EMERGENCY AND DISASTER PREPAREDNESS ...ttt 14
Emergency Management SYSIEIMS ... ..o 15
Firestorms and WIlAfIreS ........ouvviiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeee ettt 16
Earthquake Emergency ProCEAUIES..........cii ittt 16
COMMUNICADIE DISEASE......uuuuuiiiiiiiiiiiiiiii bbb 16
Homeland Security AdVISOrY SYSIEM........oii it 17
Emergency Care and Welfare Shelters ... 17



ADDITIONAL RESOURCES ... .t e e eeneees 18

ADDITIONAL RESOURCES ... .o e

BASIS FOR OPERATION ...ttt e e e e e ennnnns
LEGAL PROVISIONS ..ottt e e e e e e e e ennnanes

PURCHASING PROCEDURES ... .ottt e e e a e
General RECOMMENUALIONS ......ccvueiiiiieee e e e e e e e e e e e e s e e eaaeeeanans
Requisitions and PUrchase OFUErS ........coiviiiiiiiiiiiiiiie ettt e e eeeeees
TaY o] gF= 1IN =T

Y o= Tox | {[oF= i [0 TSP
Extract of Public Works Contract AWard.............eeuevviiiiiiiiiiiiiiiiiiiiiiiieeeeieeeeeeeeeeeeeeeeeeeee
Contracts for Technological Supplies and Equipment ............ccoooooiiiiiiiiiiiiiieeeeeeeeeiiies
Standard SChoOol SUPPIY LISt........uueeiiii e e e
TOXIC At SUPPIES ... et e e e e e e e e er e e e e e
Contractor Criminal Background ChecCKS...........ccoveiiiiiiiiiiiiiiee e

ADDITIONAL RESOURCES ...

LIST OF EXHIBITS L.ttt ettt e e e e e e et e e e e e e e eennnnes 10

BASIS FOR OPERATION ... e e

DEFINITIONS OF RECORDS .......oeiiiiiiiiiiiit ettt
LOCAl AQEINCIES ...ttt
SCNOOI DISHIICES ...ttt e e e e e e et e e e e e e e e ereeaeeeaans
CommUNIty COllEGE DISIIICES. .. ..uuuutiiiiiiiiiiiiiiiiiiiiii bbb eaeeee

ACCESS TO RECORDS......co oottt
[ Tor= L0 =T g od = PSPPSR
Exemption of Particular Records from DISCIOSUIe ..o
Subpoena or Court Order for RECOIAS...........uvuiiiiiiiiiieeeecee e
School District, PUPIl RECOIUS ........uuiiiieeiieeeeiie et e e e eenena s
Community College Districts, Student RECOrdS..........ccovvviiiiiiiieiieeeeee e,
EMPIOYEE RECOIUS ....coiiiiiiiiiiiiiiieiie ettt eeeeees

PENALTIES FOR CRIMES RELATING TO PUBLIC RECORDS ...........ociiiiiiiiiiiiiiine

Xviii



RETENTION, TRANSFER, AND DESTRUCTION OF RECORDS..........ccoooieeiiiviiiinnns 10

Classification of Records - SChOOl DiStIHCES ..........uuuuuiuiiiiiiiiiiiiiiiiiiiiiiie, 10
Classification of Records - Community College DIStriCtS ...........cccocuiimiiiiiiiiiiiiiiiiinnns 11
Period of Retention of Records - SChool DIStriCtS...........couvviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeee 12
Period of Retention of Records - Community College DiStricts...........ccccccevvveiiinninnnnnn. 14
Statute Of LIMITATIONS .....uuueiiiiiiiiiiiiiiiiiiiiiiiiiiiet bbb annesnnsnnnnnsnnnnnes 15
Transfer of Records - SChoOl DIStHCTS ........uuvuiiiiiie e 16
Transfer of Records - Community College Districts, Student Records ....................... 17
Destruction of Records - SChoOl DISHCES .......ccoovviiiiiiiiiiei e 18
Destruction of Records - Community College DIStrictS ...........cvviiiiiiieeiveeeiicceeeeee, 18
LItIgation HOIO ..o 19
ELECTRONIC RECORDS ...t e e e et e e e e eaa s 19
INFOrMALION SECUNILY .....ceeiiiiie e e e e e e e e e e eeaees 21
RECORDS DISPOSITION PROGRAM......cciiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeee et 21
INventory Of @ll RECOIAS .........oooiiiiiiiii e 21
Classification Of RECOIS ........uuuuiiiiiii e 22
Appraisal Of RECOIAS ......coooiiiiie 22
Development, Approval, and Application of Disposition Schedule.............................. 22

SUMMARY OF STATE REQUIREMENTS FOR RECORDS

RETENTION, TRANSFER AND DESTRUCTION ......cccvtviiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e 23
SCNOOI DISTICES ..ttt s 23
Community CollEgE DISIIICES. ......uuuuuuiiiiiiiiiiiiii e 23
Transfer, District ReOrganiZzation ...............uuuuiiiii e e i e e 24

FORMS FOR RESPONSE TO REQUEST FOR COPY OF RECORDS.........ccccceuveueee. 24

ADDITIONAL RESOURCES .......oitiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 25

LIST OF EXHIBITS ..ooiiiiiiiiiiiiiiiiiieiiiieeteeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeeeeseseeeeeeneeeees 26

RETIREMENT

SCHOOL AND COMMUNITY COLLEGE RETIREMENT SYSTEMS ........cccooeiiiiiiiiienn 1
= To] o {0 Tod 1 YRR 1
RIGNt OFf EIECHON ... 2

CALIFORNIA STATE TEACHERS' RETIREMENT SYSTEM ... 3
REtireMENt PIANS ......coooiiiiiieeee e 3
9= 1111 0] SRR 4
YT g o L= £ a1 o SRR 10
L@0] o1 101011 o 1S PSR 15
BENETILS oo 17
EMPIOYEr REPOITS .. ..o 19

XiX



CALIFORNIA PUBLIC EMPLOYEES' RETIREMENT SYSTEM ... 21

D= 1110} SRR 21
IMEMDEISNID ...ttt 23
(@70] o1 11010 1] o SO 28
=TT T KRR 30
g o110 )= =T 0T i £ 32
SOCIAL SECURITY AND MEDICARE........cuutuuuttuiuituiiiuneinnnneennnnnnrnnnnnnneernnrnen.. 33
L@0] o111 010110 o IS PSR 33
g aT o110 )= =T 0T £ 34
ADDITIONAL RESOURCES .......oitiiiiiiiiiiiiiiiiiiieieeeeeeteeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 35
LIST OF EXHIBITS ..oiiiiiiiiiiiiiiiiiitiiiieeteeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeaeseeeeeeseeeeeeeeseseeeseeneeeees 38

EVALUATION ..ottt e ettt et e e et e et e eeeeeeeeeees 1
LEGAL PROVISIONS ...ttt ettt ettt e et et s ee e e e e e e eeeeeeeeeeees 1
GENERAL INSURANCE PRACTICES. ... ..uuiiiiiiiiii e 3
PIACING INSUIANCE ... . e e ettt e e e e e e e e e e etbb e e e e e e eeeeennes 3
1Sl o o S 4
(701101510 = T a [0 SRR 4
= L = =S 4
T (o] £ST=T0 1= o | KPP SURPPPRPRRR 5
10 O = 11 L 5
Use of Facilities and GroUNGAS.............iiiiiiiiiiiecs e e e e e e e e e e eanenes 5
Other RecOMMENUEU PraCliCES. .....uuuiiii e e e e e e e e e e e e eeeeann s 6
PROPERTY INSURANCE .....coiiiiiiiieeeieeeee ettt e e e e e e e e e e eeeeeeeeeeees 7
Y 0] o] = 1EST= | USRS 7
POLICY FOIM. . 7
REPIACEMENT BASIS......coiiiiiiiiii e e ettt e e e e e e e e et e e e e e eeeeanens 8
LOSS AQJUSTMENT ...ttt e 8
SPECIAL RISKS INSURANCE .....uuuiiiiiiii s aassssssssssnnsnssssnnsnnnnnnnes 8
FIDELITY, COMMERCIAL CRIME, AND BLANKET BOND INSURANCE...................... 8
2] Fo T S A O 0) V=T =V = P REPPPRR 8
Revolving Cash FUNA COVEIAQE.........coiviiiiiiiiiiiiiiiiiieeeeeeeeee ettt 9
Other INSUIANCE OPLIONS.....cciiiiiiiiiiee e e e e e e e e e e e e e e e e e e e e eeeeaaa s 9
g (0 To ) 0 I 017 URRPPRPRPR 9
WORKERS' COMPENSATION INSURANCE .......coviiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 10
L0001V T = (o [P 10
N0 1= 1o ] 1S 10

XX



Recordkeeping - Cal-OSHA LOGS.......cooiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeeeee e 11

Self-funded Workers' Compensation Plans ............ccoovvviiiiiiiiiec e, 11
COMMERCIAL LIABILITY COVERAGE ......cutiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiiisieieeeeeeinnninsnnnennes 11
AMOUNT OFf COVEIAGE ... 11
] g1 0] B @01V =T =T PP 11
Product LIability .......cooviiiiiiiiiiiiieee e 12
Liability/Wrongful ACt CIaiMS ........cooiiieeiiee e e 12
Owner Controlled INSUranCe Program ..................eeeeeeueememeiiiiiiiiiiiiiiiiieniieneeneeeenaeee 12
AUTOMOBILE INSURANCE.......ciiiiiiiiiiiiieiieiieeeee ettt eeeeeeeeeeeaaeeeeeeaeseeeeeeeeeenees 12
BOILER AND MACHINERY (ENERGY SYSTEMS) INSURANCE ........cccvvvvvvvvvvvrrnnnne 13
GLASS INSURANC E .....uuiiiiiiiii s nnnnnnnns 14
PUPIL ACCIDENT INSURANCE ....cotttiiiiiiiietiieeieeeeeeeeeeeeeeeeeeeeseessseessssssessesseseesssseseseseees 14
1= (o I o USSR 14
ALDIETIC TEAM INSUIANCE ....uvviiiii ettt e e e et e e e e e e e e eeaen e e e eeees 15
FORGERY INSURANC E .....ooiiiiiiiiiiiieiiieee ettt e et et e e e e eaeeaeeeeeeeeeeeeeeeeeeeeeeeeeeeees 15
EMPLOYEE GROUP BENEFITS .....co oottt 16
AV [=To Lotz TSRO0 1YL= = Vo [ R 16
HEALTH BENEFITS CONTINUATION ...cooiiiiiiiiiiiieieeieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e 16
COBRA (Consolidated Omnibus Budget Reconciliation Act of 1985)..............ccceuueee. 16
Maximum Continuation Period............coooiiiiiiiiii 17
Health and Dental Continuation for Certificated Retirees ...........cccceeeveiiiiin. 17
STATE DISABILITY INSURANCE .....uuiiiii e 17
SAFETY AND LOSS CONTROL ....uuuuuiiuiutiiiiuiinunnnnnenmnnnnnnannnnsennnssssnnensnnnesnnnnnnnn—.—.. 18
Injury and lINess Prevention Program ...........ccooiiiuiiiiiiiiiie e 18
SAFELY PrOGIaAIM ... i 19
Asbestos Hazard Emergency ReSPONSE ACL.........ouvviiiiiiiiiiiieeiie e 21
ADDITIONAL RESOURCES .......oitiiiiiiiiiiiiiiiiiiieieteeeeeeee ettt eeeeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeeeeeeeees 21
LIST OF EXHIBITS ..oiiiiiiitiiiiiiiieiiiiieeeteeeeeeeeeeeeeeeeeeeteeeeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeeeeeeseeeeeeneeeees 22
STUDENT ORGANIZATIONS
LEGAL PROVISIONS ....ooiiiiiiiiiiiiiiieeieeeeeee ettt eeeeeteteteeeeeteeaeeeeeessseseeeeseeesaesseeneseennnees 1
Eligible FuNd-raiSing ACHVILIES .........cuuuuiii i e e e e e e e e eeeaees 2
DEPOSIt OF FUNGAS ..ot e e e e e e e ettt e e e e e e e eeenees 3
EXPenditure Of FUNAS ........uiiiii et e e e e e e e e e e e e e eeaanes 4
Rules and ReQUIALIONS ..........coooiiiiiiiiie e e e e e eeaeees 5
Budget and Financial Planning .............oiiiiiiiiiieiiies e e e e e e ennees 6



STUDENT BODY ORGANIZATION ACCOUNTING ......otiiiiiiiiiiiieeii e 6

DoubIe-eNtry ACCOUNLING ...uuuiiiii e e e e e e e e e et e e e e e e e e e e et b e e e e eeeeennnes 6
ACCOUNTING PracCliCES ... 7
CONTROL OF CASH RECEIPTS ....utiiiiiiiiiuiiiiiiiiiitiiiirisaiisesnsnnsnssssessnnnssssssssnnnnssnnnnsnnnnnnns 8
(0= 1S 0 T @] | 1= ox 1 0] o 8
BanKinNg PrOCEUUIES .......oooiiiiiiiiiiieeee e 9
CONTROL OF CASH DISBURSEMENTS .....uuuuuiiiiiiiiiiririrunneeeeeeeeennenrnnnennnnnnnnn.. 10
e o Tot TS ] o TN 1Yo (o = 10
Disbursements DY CheCK...........oooviiiiiiiiiiiii e 10
CONTROL OF PURGCHASES ......outiiiiiiiiitituuuiteeueeuuesieresrenenresesnnsssssenen..—n——————.. 11
PAYROLL PROCEDURES .......ooitiiiiiiiiiiiiieeeeeeeeee ettt ettt e e e e e ee e e e eeeaeeeeeeeeeeeeeeeeeeeeeeees 11
INVENTORIES ...ttt e e e e e e e eeeeees 12
INSURANCE ... 12
ADDITIONAL RESOURCES .......oiiiiiiiiiiiiiiiiitieieeeee ettt eeeeeeeeeaeeeeeaeeeaaseeeeeeseeeeeeneeenees 13
LIST OF EXHIBITS ..ooiiieiiiiiiiiieiieieeteeeee ettt eeeeeeeeetasaeeesaaeasaeeaeesssaanseseensnsnsssnnnnnnnes 14
TRANSPORTATION
LEGAL PROVISIONS ...ttt ettt ettt ettt et e ettt e e e e e e e e eeeeeeeeeeeees 1
D= 1T T0] o USSP 1
Rules and REQUIALIONS .........cccooiiiiiiiiiiie e e e e e e et e e e e e e eeeannnes 2
Private VENICIE USE ... e e e e eenees 4
Special EAUCAtion STUAENTS..........uuiiiii e e e e e 4
NO Child Left BENINA ACE ....eeiie et e e e eeeeees 4
Y= 1= PSR 5
Schoolbus Safety ManNUAteS ............iii i 7
ADMINISTRATION OF THE PUPIL TRANSPORTATION PROGRAM...........ccceeeveeeenn. 8
TranSPOrtatioN SUPEIVISOL ......uuueiiieeeeeeeeeeiiiee e e e e e ettt et s e e e e e e e e e e et s e e e e e eeeeenan e aaeeees 8
Design of TransSportation Program..........coooeeeiieeiuiuiiiine e eeeeeeiiiias e e e e e eeeeariian e e e e e eeeennes 8
SCNOOIDUS DIIVEIS ...ttt 9
SchoolbUS MAINTENANCE .......coiiiiiiiiii e e e 10
SUGGESTED DISTRICT RECORDS ......cuuuiiiiiiiiiiiiiiiiiiiiieiinnennnnnnsnnnssnnnnnnnnnnnnsnnnsnnnnnnnns 10
Preventive Maintenance INSpection REPOIt ...........uvuiiiiiiiiiiiieeie e 10
MONEALY BUS REPOIT ...ttt e e e e et e e e e 10
ANNUAI BUS REPOIT ...ttt r e e e e e e e e e e e e e e e e e e aean e e eeeees 10
Other DISHHCE REPOIS ...ttt e e e e e e aaana s 11

XXii



0 11 1 TR RPPPPT 11
TransSpPOrtation ACCOUNTING ......cooii i 12
PURCHASE AND LEASE OF BUSES .......cooiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e 12
1= 1T T USSPt 12
PUrchasing and LEASING .......ccuuviiiiiiiiiiiiiiiiiiiiiieiee ettt e e e e eeeeeeeeeeees 13
Small School District Bus Replacement Program.............ccccooeeeeeiiieiiiiiiiie e, 13
Lower-Emission SChool BUS Program ... 13
Clean School Bus USA and West Coast Collaborative .................eevvviiiiiiiiiiiiiniiiinnnn. 14
CONTRACTING FOR TRANSPORTATION SERVICES .........cuuuiiiiiiiiiiiiiiiiiiiiiiiiiininnnn, 14
ADDITIONAL RESOURCES .......oittiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 14
LIST OF EXHIBITS ..ooiitiiiiiitiiiiiiiiiiiieeeteeeeeeteeeeeeeeeeeeeeeeeeeteeeeeeeeeeeeeeeeeeeeeseeseeeeeseseeeseeneeeees 15

xxiii



