
For the best experience, open this PDF portfolio in
Acrobat 9 or Adobe Reader 9, or later.

Get Adobe Reader Now!

http://www.adobe.com/go/reader




Table of Contents 
Business Support Services 


Series 700 
 


700.1 Statement of Guiding Principals 
700.2 Planning the Budget 
700.3 Preparation of the Budget 
700.4 Requirements of the Budget 
700.5 Publication of the Budget 
700.6 Budget Hearing 
700.7 Budget Adoption 
700.8 Budget as a Spending Plan 
700.9 Financial Accounting System 
700.9a  Audit of Financial Status 
700.10  Public Procurement of Goods and Services 
700.10a Supplemental Bidding Prodedures 
700.10b Public Works Construction 
700.11  Purchase Order 
700.12  Receiving Supplies 
700.13  Student Activity Funds 
700.14  Travel Expense 
700.15  Imprest Account 
700.16  Capitalization of Fixed Assets 
700.17  Reporting New Employees 
700.18  Acquisition and Sale of Property 
700.19  Investment of Funds 
700.20  New Fees or Increase of Fees 
700.21  Storage & Retrieval of Business Records 
 
 
 
755.0  Hazard Mitigation 
755.1  Uniform Public School Safety 
755.4  Waste Management & Recycling 
760  Memorials on School Grounds 
 
 








POLICY TITLE: Statement of Guiding Principles                   Policy No.: 700.1       
  Page 1 of 1   


SECTION 700:  BUSINESS SUPPORT SERVICES 


 
The Board of Trustees recognizes that its primary purpose is to provide the best  


education possible within the limits of the established curriculum and the financial ability 
of the school district.  
 


The Board of Trustees also recognizes its deep responsibility to the citizens of the 
school district for the efficient use of public funds. It shall, therefore, be the duty of the 
Board of Trustees to determine guidelines for the most effective use of public funds and 
for reporting to the public. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


       
 


LEGAL REFERENCE: 
Idaho Code Sections  33-512, Board Action 
 
ADOPTED: 9/19/77 








POLICY TITLE: Public Procurement of Goods and Services     Policy No.: 700.10       
  Page 1 of 1   


SECTION 700:  BUSINESS SUPPORT SERVICES 


The purchasing policy of the district shall be to purchase at the best price available to the 
district following the purchase order system. The District shall at all times adhere to the 
bidding requirements for the procurement of goods and services as set out in state law. 
 
Public Procurement of Goods and Services Bidding 
 
$0 to $25,000  No bidding requirements IC 67-2803 (2) 
   
  
$25,000 to $50,000 Semi-formal bidding: Issue written requests for bids IC 67-2806 (1) 
  describing goods or services desired to at least 3 vendors. 
 Allow 3 days for written response, unless an emergency  
 exits; 1 day for objections. Keep records for 6 months.  
 Accept low bid, or reject all bids. 


 
$50,000 and above Formal bidding: Publish bid notice at least 2 weeks in   IC 67-2806 (2) 
  advance of bid opening. Make bid specifications  
  available; written objections allowed. May request bib 
  security/bond. Can reject all if able to purchase more 
  economically in the open market. 
 
Exemptions to Public Procurement of Goods and Services Bidding 
 
Personal Property Already competitive bid (piggy-banking) IC 67-2803 (1) 
 
Less than $25,000 Contracts or purchases of goods or services IC 67-2803 (2) 
 
Any Amount Payments of Wages IC 67-2803 (3) 
 
Any Amount Personal of professional services performed by  IC 67-2803 (4) 
 an independent contractor. (Refer to info on qualifications  
 in IC 67-2320) 
 
Any Amount Procurement of an interest in real property – lease of IC 67-2803 (5) 
 purchase 
 
Any Amount Procurement of insurance IC 67-2803 (6) 
 
Any Amount Costs of Joint Powers participation IC 67-2803 (7) 
 
Any Amount Emergency Expenditures IC 67-2808 (1) 


 
 


       
 


LEGAL REFERENCE: 
Idaho Code Sections  67-2801 
 
ADOPTED: 9/19/77 
 
AMENDED: 5/14/84, 12/14/09 
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SECTION 700:  BUSINESS SUPPORT SERVICES 


This board of trustees will at all times comply with Idaho statutes regarding the efficient 
and cost-effective purchasing of goods, services, and public works construction by 
competitive bidding, as appropriate.  Further, the district shall purchase goods and 
services from vendors with a significant Idaho economic presence when possible. 
 
Before entering into a contract which requires competitive bidding pursuant to Idaho 
Code Sections 33-601 and 67-2800, et seq., the board will utilize the following 
supplemental procedures.  Nothing herein is intended to conflict with the statutory 
requirements and other district policies. 
 
DEFINITIONS 
 
Bid: A formal, sealed written offer, containing the original or electronic signature of the 
bidder, to perform a contract to purchase or supply property or services in response to a 
Request for Proposal. 
 
Bid closing:  The date and time advertised, after which no further bids will be accepted 
by the district.  Any bid received after the bid closing will be returned, unopened, to the 
bidder. 
 
Bidder:  An individual or entity that has submitted a bid in response to a specific 
solicitation on a specific item or items of property to be acquired by this district or for 
work services to be performed on behalf of the district. 
 
Contractor:  A bidder who has been awarded a contract by the district under this 
procedure. 
 
Lowest Responsible Bidder:  The responsible bidder whose bid reflects the acquisition 
price to be paid by this district; except that when specifications are valued or comparative 
performance examinations are conducted, the results of such examinations and relative 
score of valued specifications will be weighed, as set out in the specifications, in 
determining the lowest acquisition price. 
 
Request for Proposal (RFP):  The written specifications setting forth the property or 
services to be purchased upon which a bid can be submitted. 
 
PREPARATION OF RFP 
 
A Request for Proposal (RFP) setting forth the specific needs and requirements for the 
construction, repair, or improvement of real property, purchase of services, or purchase or 
repair of any equipment or other personal property for which the bid is sought will be 
drafted and approved by the board.  A rating sheet setting forth the weight, calculated as a 
percentage, to be given each of the elements in the RFP will be included in the RFP. 
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SECTION 700:  BUSINESS SUPPORT SERVICES 


In those instances when this district issues a RFP for the construction, repair or 
improvement of public works, public buildings, public places, or other work, the 
following will be provided: 
 
1. Written plans and specifications of the work to be performed or materials 


furnished will be available for review by all interested and prospective bidders. 
 
2. The plans and specifications, when applicable, will include the number, size, kind, 


and quality of materials and service required for the contract. 
 
3. The plans and specifications shall not specify or provide the use of any articles of 


a specific brand or mark, or any patented apparatus or appliances when other 
materials are available for such purposes and when such requirements would 
prevent competitive bidding.  In the event that brand names or other identifying 
information is included in the plans and specifications, such identification shall be 
used solely for the purpose of communicating the expectation of a quality level 
and shall not be interpreted as requiring use of a particular item. 


 
LOWEST RESPONSIBLE BIDDER 
 
The following factors will be considered in determining the lowest responsible bidder:  
 
1. The bid amount; 


2. Compliance with administrative requirements of the bidding process; 


3. Requisite licensure of the bidder; 


4. Meeting prequalification standards, if applicable; and 


5. For public works contracts, verification that the bidder holds a current Idaho 
public works license, or will hold such license at the time of award of the 
contract; and verification of the bidder’s previous and existing compliance with 
all other laws relating to public works, including employment practices set forth 
in Idaho Code Section 44-1001, et seq. 


Unless precluded by statute, the district may also consider any of the following factors in 
determining the lowest responsible bidder: 


1. Specific needs and requirements identified in the RFP;   


2. Project costs; 


3. Financial solvency of the individual or corporation bidding; 


4. Prior work experience, if any, between the individual or entity and the district, 
including the quality of performance of previous contract or services; 
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SECTION 700:  BUSINESS SUPPORT SERVICES 


5. Demonstration of the ability, capacity, and skill of bidder to perform the work 
required;  


6. The character, integrity, reputation, judgment, experience, and efficiency of the 
bidder; 


7. Listing of the names and addresses of all subcontractors and providing assurance 
of appropriate licenses or certificates; 


8. Posting and verification of a bid bond, including a payment and performance 
bond, if required; and 


9. Such other information related to the performance of the contract as deemed 
appropriate. 


REVIEW OF BIDS 
 
All bids received will be date and time stamped to ensure they were received prior to the 
bid closing.  All bids received after the bid closing will be returned, unopened, to the 
bidder and will not be considered for award of the contract.  After the bid closing, at the 
time and place stated in the advertisement for bids, bids will be opened, recorded, and 
made available for inspection.  Any interested person may attend the bid opening.   
 
Only those bids submitted by bidders with a current Idaho public works license at the 
time of bid closing will be considered. 
 
The superintendent or designee may appoint an individual or panel, with appropriate 
expertise, to review and evaluate, pursuant to the rating sheet, all accepted bids.  The 
rating sheet will designate the weight, calculated as a percentage, to be attached to each 
element set forth in the RFP, which will be applied by the reviewing panel in evaluating 
each bid.   
 
AWARD OF THE CONTRACT 
 
Based on the rating of the bids, the superintendent will make a recommendation to the 
board at the next regularly scheduled board meeting after the rating has been completed, 
unless it is determined a special board meeting to review the bids is appropriate.  Such 
recommendation may include: 
 
1. A recommendation that the board contract with the lowest responsible bidder, as 


determined by the rating sheet; 


2. A recommendation to reject all bids;  


3. A recommendation to reject all bids and re-bid; or 
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4. A recommendation that the board proceed under its own direction, subject to the 
approval of the state board of education, if the bid had been re-bid and no 
satisfactory bid was received. 


Upon a majority vote of the board, the contract will be awarded to the lowest responsible 
bidder, as determined by the board.  The district will enter into a contract and the terms 
set forth in the RFP and the successful bid response shall be incorporated into therein.  
Written contracts shall be prepared for all major construction and repair projects, signed 
by the board chairman on behalf of the district. 


An acceptable bid or offer and a district purchase order may constitute the only contract 
necessary for the purchase of supplies, equipment, and minor repairs of construction 
projects, except that the successful bidder must meet all conditions included in the RFP.   
 
The security of unsuccessful bidders shall be returned in a reasonable period of time, in 
no event any later than sixty (60) days after the bid is awarded. 
 
BIDDING RELIEF 
 
In the event a bidder made a mistake on a bid, this district will determine if the bidder is 
entitled to relief from the bid.  Bidders will be granted relief from the bid if the bidder 
established to the satisfaction of the district that the following occurred: 
 
1. A clerical or mathematical mistake was made; 


2. The bidder gave this district written notice within five (5) calendar days after the 
opening of the bid of the mistake, specifying in the notice in detail how the 
mistake occurred; and 


3. The mistake was material. 


The district will document the receipt of the request for relief, its review of the bid, and 
any action taken by the district.  The report will be filed with the superintendent and will 
be available for inspection as a public record. 
 
In the event the district determines that relief is to be granted as set forth above, it will 
return any bid security filed with the district or agent thereof.  Bidders who did not satisfy 
the conditions for relief shall forfeit any bid security.  Additionally, any bidders failing to 
execute a contract, and not satisfying the conditions of a mistake shall forfeit any bid 
security. 
 
Any bidder claiming a mistake, or who forfeits a bid security, is prohibited from 
participating in any re-bidding of the same project on which the mistake was claimed, or 
security forfeited. 
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NON-MATERIAL BID IRREGULARITIES 
 
Non-material irregularities in the bid will be waived by this district, and the bid will not 
be rendered non-responsive.  The following will apply in determining whether non-
material irregularities exist: 
 
1. Clerical errors, such as obvious arithmetic errors, must be discernible from the bid 


documents.  If the errors can be corrected, the bid will be considered responsive.  
The revised bid amount will be used in evaluating the bid. 


2. Both the error and the bidder’s intent must be readily discernible from the bid 
documents. 


3. The correction or waiver of non-material irregularities must not affect the relative 
standing of, or be otherwise prejudicial to other bidders. 


PROHIBITION AGAINST BID SPLITTING 
 
Neither this district, nor any of its employees, will split or separate purchases or work 
projects for the purpose of evading any laws of the State of Idaho, which require 
competitive bidding. 


       
 


LEGAL REFERENCE: 
Idaho Code Sections   


33-601, 44-1001, et seq., 54-1901, et seq., 54-1904B, C, D, and E 
54-4501, et seq., 59-1026, 67-2326 through 67-2333 
67-2800, et seq., 67-5716 


 
ADOPTED: 1/12/2009 
 
AMENDED: 
 
Note:  The 2007 Legislature enacted a change to Idaho Code Section 33-402(g) that cross-
references Idaho Code Section 33-601 regarding the notice calling for bids for acquisition, use, or 
disposal of real and personal property.  This change clarifies that such notice must be published 
in a newspaper of general circulation, as required by Chapter 11, Title 60, Idaho Code.  This code 
section requires that the “newspaper of general circulation” be limited to a newspaper of general 
interest of at least four pages published within the boundaries of the district which has the largest 
paid circulation as verified by the sworn statement of the owner or management.  This may mean 
that the district is required to publish such notice in the local paper published within the district 
and also in a larger newspaper with greater circulation to assure that relevant vendors are aware 
of the notice.   
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SECTION 700:  BUSINESS SUPPORT SERVICES 


PUBLIC WORKS LICENSURE 
 
If a portion or all of the funding for the public works project is federal funding, the 
district’s notice of solicitation of bids will not require that the bidder hold a valid public 
works license at the time of submission of the bid.  However, any successful bidder must 
hold such license at the time of award and execution of a resulting contract. 
 
The successful bidder selected to complete construction, repair, or renovation of district 
facilities must hold a valid public works license and must agree to comply with the 
provisions of Idaho Code Sections 44-1001, et seq., requiring that: 
 
1. 95% of the persons employed on the contract are Idaho residents or, if the total 


number of persons employed on the contract is fifty (50) or less, 90% are Idaho 
residents; 


2. For purposes of this requirement, “resident” means that the person has resided in 
Idaho for not less than one (1) year immediately prior to employment on this 
project; and 


3. No employee is not a citizen of the United States, or has not declared an intention 
to become such, or is not eligible to become a citizen. 


 


Public Works Contractor Licensure Requirements 
 
$0 to $10,000 No Licensure requirement  IC 54-1903 (i) 
 
$10,000 and above Licensure required IC 54-1903 (i) 
 
Exemptions to Public Works Contractor Licensure  
 
Less than $10,000 for construction,        Single project with any number of trades IC 54-1903 (i) 
alteration, improvement, or repair. 
 
Less than $50,000 for construction,   Single project for which no responsive statement    IC 54-1903 (i) 
alteration, improvement or repair.            of interest was received from a licensed contractor, 
                                                                  per IC 67-2805 (1) 
 
Any construction, alteration, or repair Pursuant to the provision of, Charter 10,  IC 54-1903 (k) 


due to an emergency. 
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SECTION 700:  BUSINESS SUPPORT SERVICES 


PUBLIC WORKS CONSTRUCTION BIDDING - $0 to $25,000 
 
No bidding requirements according to IC 67-2803 (2) 
 
 
PUBLIC WORKS CONSTRUCTION UNDER $50,000; LACK OF AVAILABLE 
LICENSED CONTRACTORS 
 
For any single contemplated public works construction project with an estimated total 
cost of less than fifty thousand dollars ($50,000), where the board determines that there 
may be a lack of available licensed contractors, the district may publish a notice of intent 
to solicit bids in the newspaper of general circulation in the district, concurrently sending 
such notice to the public works contractors license board, soliciting statements of interest 
from licensed public works contractors to determine whether one or more licensed 
contractors is interested in submitting a bid.   
 
Such notice will describe the project in sufficient detail to allow an experienced public 
works contractor to understand the construction project, the method(s) authorized for 
submitting bids (electronic or physical delivery), and the date and time by which a bid 
proposal must be received by the board clerk.  The solicitation must provide a reasonable 
time to respond to the solicitation, provided that, except in the event of an emergency, 
such time shall not be less than three (3) business days.  If no licensed public works 
contractor submits a statement of interest, the board may purchase public works 
construction from other than a licensed public works contractor by using the same 
procurement procedures otherwise specified herein. 
 
PUBLIC WORKS CONSTRUCTION BETWEEN $25,000 AND $100,000 
 
When the board contemplates public works construction valued in excess of twenty-five 
thousand dollars ($25,000) but not to exceed one hundred thousand dollars ($100,000), 
the following procedures will be used: 
 
Solicitation for Bids 
 
The board will draft a written solicitation for bids for the public works construction, 
describing the project in sufficient detail to allow an experienced public works contractor 
to understand the construction project, the method(s) authorized for submitting bids 
(electronic or physical delivery), and the date and time by which a bid proposal must be 
received by the board clerk.  The solicitation must provide a reasonable time to respond 
to the solicitation, provided that, except in the event of an emergency, such time shall not 
be less than three (3) business days.  The solicitations will be delivered, by electronic or 
physical means, to no fewer than three (3) owner-designated licensed public works 
contractors.  
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Objections 
 
The board clerk must receive written objections to specifications or bid procedures at 
least one (1) business day before the date and time upon which bids are scheduled to be 
received.  The board or designee will respond to any such objection in writing and 
communicate its response to all prospective bidders, adjusting bidding timeframes if 
necessary. 


Contract Award  
 
When written bids have been received, they will be submitted to the board or designee, 
which may approve the lowest responsive bid or reject all bids and publish notice for 
bids, as before. 
 
If the board finds that it is impractical or impossible to obtain three (3) bids for the 
proposed public works project, the board may acquire the work in any manner it deems 
best from a qualified public works contractor quoting the lowest price.  When fewer than 
three (3) bids are considered, the board will document the efforts undertaken to procure at 
least three (3) bids, and such documentation shall be maintained for at least six (6) 
months after the decision is made.  If two or more price quotations offered by different 
licensed public works contractors are identical and constitute the lowest responsive bids, 
the board may accept the one it chooses. 
 
PUBLIC WORKS CONSTRUCTION IN EXCESS OF $100,000 
 
When the board contemplates public works construction valued in excess of one hundred 
thousand dollars ($100,000), the board will engage in a competitive sealed bid process 
and contract with the qualified public works contractor submitting the lowest bid price 
complying with bidding procedures and meeting any prequalification’s established by the 
bid documents.  The board may elect to solicit competitive bids for public works 
construction with or without requiring prequalification’s. 
 
Soliciting Bids without Prequalification Requirements 
 
The board will consider bids submitted from any licensed public works contractor 
desiring to bid upon a public works project.  In awarding a contract, the board may only 
consider the amount bid, bidder compliance with administrative requirements of the 
bidding process, and whether the bidder holds the requisite license. 
 
The request for bids shall set a date and place for the public opening of bids.  Two (2) 
notices soliciting bids shall be published in the newspaper with general circulation in the 
district.  The first notice shall be published at least two (2) weeks before the date for 
opening bids, with the second notice to be published in the succeeding week at least 
seven (7) days before the date that bids are scheduled to be opened.  The notice will 
succinctly describe the project to be constructed.  Copies of specifications, bid forms, 
bidder’s instructions, contract documents, and general and special instructions will be 
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made available upon request and payment of a reasonable plan copy fee by any interested 
bidder. 
 
Soliciting Bids with Prequalification Requirements 
 
The board may require that contractors “prequalify” prior to entering into competitive 
bidding for a public works project.  Prequalification standards may be established by the 
board to consider the following issues:  demonstrated technical competence, experience 
constructing similar facilities, prior experience with the district, available nonfinancial 
resources, equipment and personnel as they relate to the project, and overall performance 
history based upon a contractor’s entire body of work.  Any licensed contractors desiring 
to be prequalified to bid on a project must submit a written response to the board’s 
request for qualifications.  The board will accept bids only from prequalified contractors. 
 
The board will provide notice of the prequalification stage by publishing two (2) notices 
soliciting prequalification statements in the newspaper with general circulation in the 
district.  The first notice must be published at least two (2) weeks before the date for 
opening prequalification statements, with the second notice to be published in the 
succeeding week at least seven (7) days before the date that bids are scheduled to be 
opened.  The notice will succinctly describe the project to be constructed, the standards 
for evaluating the qualifications of prospective bidders, and the date and time by which 
qualification statements must be received. 
 
Objection to Prequalification Procedures 
 
The clerk of the board must receive written objections to prequalification procedures at 
least three (3) business days before the date and time of which prequalification statements 
are due.  The board or designee will respond to any such objections in writing and 
communicate its response to the objector and all other contractors seeking to prequalify, 
adjusting bidding timeframes if necessary.   
 
Selection of Prequalified Contractors 
 
After a review of qualification submittals, the board may select licensed contractors that 
meet the prequalification standards.  If any licensed contractor submits a statement of 
qualifications but is not selected as a qualified bidder, the board will supply a written 
statement of the reason(s) why the contractor failed to meet prequalification standards. 
 
Appeal of Prequalification Determination 
 
Any licensed contractor may appeal the determination that it does not meet the 
prequalification standards.  Such appeal must be submitted to the board within seven (7) 
days after transmittal of the prequalification results.  The board will conduct the appeal 
by reviewing solely the written objection and accompanying documentation; the board 
will not meet with the licensed contractor.  If the board sustains its prior decision, it will 
state its reason(s) for the record.  The board’s decision concerning prequalification may 
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be appealed to the public works contractors license board no more than fourteen (14) 
days following the board’s decision on appeal, pursuant to Idaho Code Section 67-
2805(3)(b).   
 
The board will stay the bidding process during the pendency of the prequalification 
appeal until the public works contractor’s license board completes its review, but in no 
instance more than forty-nine (49) days after the board issued its final decision regarding 
the prequalification appeal.  Any licensed public works contractor affected by a decision 
on appeal by the public works contractor’s license board may, within twenty-eight (28) 
days of the final decision, seek judicial review as provided by Chapter 52, Title 67, Idaho 
Code. 
 
Following the conclusion of the prequalification administrative procedures, the bidding 
stage shall proceed by the setting of a time, date, and place for the public opening of bids.  
A notice soliciting bids shall be transmitted to prequalified bidders at least fourteen (14) 
days before the date of opening the bids.  The notice shall succinctly describe the project 
to be constructed.  Copies of specifications, bid forms, bidder’s instructions, contract 
documents, and general and special instructions shall be made available upon request and 
payment of a reasonable plan copy fee by any prequalified bidder. 
 
Objections to Bid Specifications/Procedures 
 
The clerk of the board must receive written objections to specifications or bidding 
procedures at least three (3) business days before the date and time upon which bids are 
scheduled to be opened.  The board supervising the bidding process will respond to any 
such objection in writing and communicate such response to the objector and all other 
plan holders, adjusting bidding timeframes if necessary. 
 
Delivery of Bids 
 
All bids must be presented or otherwise delivered under sealed cover to the clerk of the 
board with a concise statement on the outside identifying the project to which the bid 
pertains. 
 
Bid Security 
 
If the board deems it is in the district’s best interest, it may require the bidder to provide 
bid security in an amount equal to at least five percent (5%) of the amount bid.  If 
required, a bid will not be considered unless the bidder’s security is enclosed with it.  The 
board may require that the bid security be in one of the following forms: 
 
1. Cash; 


2. Cashier’s check, payable to the district; 


3. Certified check, payable to the district; or 
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4. Bidder’s bond executed by a qualified surety company, payable to the district. 


Bid Opening 
 
When sealed bids have been received, they shall be opened in public at a designated place 
and time, thereafter to be compiled and submitted to the board for award.  Any bid 
received by the board may not be withdrawn after the date and time set in the notice for 
opening of bids.  A bid will not be considered if it is not submitted in a form that 
substantially complies with the form provided by the board, and/or the bid security, if 
required, is not enclosed. 
 
Failure to Execute Contract 
 
If the successful bidder fails to execute the contract, the amount of his bidder’s security 
may be forfeited to the district at the sole discretion of the board and the proceeds 
deposited in a designated fund to pay the expenses of obtaining substitute performance. 
 
The board may, on the refusal or failure of the successful bidder to execute the contract, 
award the contract to the qualified bidder submitting the next lowest responsive bid.  If 
the board awards the contract to the next lowest qualified bidder, the amount of the 
lowest qualified bidder’s security may be applied by the board to the difference between 
the lowest responsive bid and the next lowest responsive bid, and the surplus, if any, shall 
be returned to the lowest bidder if cash or check is used, or to the surety on the bidder’s 
bond if a bond is used, less reasonable administrative costs not to exceed twenty-five 
percent (25%) of the amount of the bidder’s security to the owner. 
 
Awarding the Contract 
 
In its discretion, the board may accept a bid, reject all bids presented, and re-bid, or, after 
finding it to be a fact, pass a resolution declaring that the project can be performed more 
economically by purchasing goods and services on the open market.  If identical bids are 
received, the board may choose the bidder it prefers.  If no bids are received, the board 
may procure the goods or services without further competitive bidding procedures.  The 
board will send written notice of its decision regarding the award of the contract to all 
contractors who submitted a bid.    


If the board chooses to award a competitively bid contract involving public works 
construction to a bidder other than the apparent low bidder, the board must declare its 
reason(s) on the record and communicate such reason(s) in writing to all persons who 
have submitted a competing bid. 
 
Objections to Contract Award 
 
Any participating bidder may object to the contract award by written response to the 
board’s notice of a contract award.  Such response must be submitted to the board clerk 
within seven (7) calendar days of the date of transmittal of the notice, and set forth the 
express reason(s) that form the objection to the award decision.  The board will stay 
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performance of the public works construction until it has addressed the contentions raised 
by the objecting bidder.  The board will review its decision and determine whether to 
affirm its prior award, modify the award, or choose to re-bid, setting forth its reason(s) 
therefore in writing.  After completion of the review process, board may proceed as it 
deems to be in the public interest. 
 
PAYMENT AND PERFORMANCE BONDS 
 
The district shall require that all successful bidders submit payment and performance 
bonds.  Such bonds are required elements of any resultant contracts for construction or 
construction management, naming the district as “Owner” and “Obligee.” 


       
 


LEGAL REFERENCE: 
Idaho Code Sections   


33-601 
44-1001, et seq. 
54-1901, et seq. 
54-4501, et seq. 
67-2805 
54-1903 
67-2801 


 
ADOPTED: 1/12/2009 
 
AMENDED: 12/14/09 
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Purchase orders are required for every purchase by the district. The Principals will 


submit supply order forms to the district office and the purchase order will be issued by 
the Superintendent or his designated representative. No bills will be allowed without the 
purchase order, unless prior permission is given by the Superintendent. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


       
 


LEGAL REFERENCE: 
Board Action 
 
ADOPTED: 9/19/77 
AMENDED: 5/14/84 
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SECTION 700:  BUSINESS SUPPORT SERVICES 


 
All supplies and equipment received by the district will be checked against the 


invoices for completeness, and to see that all equipment is in working condition before it 
can be shelved or used. The administrative office will be responsible for checking all 
supplies and equipment into the district. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


       
 


LEGAL REFERENCE: 
Board Action 
 
ADOPTED: 9/19/77 
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SECTION 700:  BUSINESS SUPPORT SERVICES 


 
 A good student activities program is a necessary part of the total educational program. 
The control and accounting for the funds raised and expended in and for the operation of 
those funds are a responsibility of the Board of Trustees.  
 
 It shall be the policy of the Board of School District #305 that the high school 
principal is responsible for such funds under the following guidelines:  
 
 1.  The raising and expending of activity money by student bodies shall have one  
  purpose: to promote the general welfare, education, and morale of students and to  
  finance the normal legitimate activities of the student body organization.  
 
 2.  All receipts from such sources as admission charges to interscholastic activities  
  shall be accounted for with an adequate system of internal control.  
 
 3.  All receipts and expenditures into various student body funds shall be accounted  
  for by using a voucher system.  
 
 4.  Disbursements from any activity fund will be on a regular bank check signed by  
  the principal and countersigned by the high school secretary or the district  
  administrative assistant. These three people are designated by the Board as  
  assistant treasurers of the district for this purpose.  
 
 
 A report of the transactions, assets, liabilities, and fund balances of each activity fund 
will be presented to the Board of Trustees monthly. Activity funds will be audited along 
with the district's books annually.  
 
 Any money raised in the name of Highland School activities and any money collected 
by Highland students for activities must go through the Highland High School accounting 
system. This policy is intended to include the purchase of items such as shoes or special 
team shirts that will be kept by the student as well as any fund raising activity. 


 
 
 
 
 
 
 


       
 


LEGAL REFERENCE: 
Idaho Code 33-705 
 
ADOPTED:  7/16/90 
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SECTION 700:  BUSINESS SUPPORT SERVICES 


 
 It shall be the policy of the District to approve attendance and allow necessary travel 
and/or living expenses for the following meetings, conventions, etc. for the personnel 
involved:  
 
 1.  Meetings called by the State Superintendent.  
 
 2.  Meetings of the Trustee Association.  
 
 3.  Annual meetings of state associations of school administrators, superintendents,  
  secondary and elementary principals, and educational office personnel.  
 
 4.  Northwest Association of Secondary Schools conventions.  
 
 5.  Meetings of state and area business managers and other office personnel.  
 
 6.  District or area administrative meetings.  
 
 7.  State or area curriculum association and subject matter or specialty group  
  meetings approved by the superintendent.  
 
 8.  Line of duty business inside or outside the district approved by the  
  superintendent.  
 
 9.  National or regional meetings with prior approval of the Board. (Out of state  
  meetings can be approved by the superintendent if general fund money is not  
  expended). 
 
 Expenses may be paid in advance with an immediate check or after the fact through 
the regular monthly bills under the following provisions:  
 
 1. Mileage will be paid at the rate set by the State of Idaho Board of Examiners  
  according to the District mileage chart.  
 
 2.  When travel requires an over-night stay in a motel, per diem will be paid at the  
  rate of $60/day. If direct billing can be arranged, motel will be paid in full.  
 
 3.  When motel expenses are not necessary, meal per diem will be at the rate of  
  $20/day. Partial day rates are $5 for breakfast, $7 for lunch, and $11 for dinner.  
 
 4.  When meals are included with the cost of registration for meetings, the cost of  
  meals will be paid in full. No per diem will be allowed.  
 
 5.  No expenses will be paid for a spouse traveling to meetings. Exception: The  
  banquet meal and the breakfast meal at the ISBA convention will be paid for  
  spouses in attendance.  
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 6.  Out of state travel expenses will be calculated at the time such travel is approved.  
 


 
 
 
 
 
 
 
 
 


       
 


LEGAL REFERENCE: 
Board Action 
 
ADOPTED:  8/13/90 
Revised: 12/9/91 
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SECTION 700:  BUSINESS SUPPORT SERVICES 


 
 The imprest account would be a checking account separate from the district checking 
account but maintained by district funds and under the authorization of the Board of 
Trustees.  


 
 The purpose of the account would be to make available to the district administration 
district funds for approved expenditures. Occasionally it becomes necessary to pay 
approved expenses in a more timely manner than is possible with our present accounts 
payable system. Examples of accepted imprest account expenditures would be: bulk 
mailing expense for newsletter, registration fees for workshops or meetings, student 
assemblies, testing expenses, postage, and some travel expenses. 


  
 The advantages of an imprest account are: 1) less actual cash on hand; 2) better 
control over petty cash expenses--each expense would be clearly identified providing an 
accountable audit trail; 3) savings in late charges; 4) savings on motel room sales tax.  
 
 Suggested guidelines for establishing and maintaining the account:  


 
 1. Maximum balance of account -$1,000.  
 
 2 .  Replenish when balance drops to $400.  
 
 3.  Board would be presented an itemized list of expenditures by account each time  
  account replenished.  
 
 4.  Require signature of the superintendent and the administrative assistant.  
 
 Only budgeted expenses of the district would be paid from the imprest account and 
only those requiring payment before the next regular meeting of the Board of Trustees. 


 
 
 
 
 
 
 
 
 
 


       
 


LEGAL REFERENCE: 
Board Action 
 
ADOPTED: 7/9/90 
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SECTION 700:  BUSINESS SUPPORT SERVICES 


 
A.        Capitalization Policy 
 


This policy determines which District-owned and leased assets will be capitalized 
for purposes of financial reporting and inventory control processes.  It is 
important to properly record and account for the acquisition, transfer, addition, 
and deleting of assets.  All fixed assets accounts are controlling accounts and 
should be supported by appropriate inventory records. 
 


B. Fixed Assets Categories 
 


Fixed assets consist of land, buildings, and improvements thereon, equipment, 
school vehicles, and furniture.  Real property held as investments is not included 
in the fixed asset category. 
 
Land – All tracts of land acquired by purchase, gift or bequest, or otherwise 
acquired, are included in the accounting records.  When land is purchased, the 
valuation includes the amount paid for the land itself and all costs incidental to its 
acquisition.  These costs include legal expenses, broker's fees, and expenses 
incurred in preparing the land for use, such as building demolition and grading.  
When acquired by gift or bequest, the land is recorded at fair market value at the 
date of acquisition.  An independent professional appraisal is considered 
appropriate for establishing the valuation of land and buildings acquired by gift or 
bequest. 
 
Buildings – All buildings and structures, including all permanently attached 
fixtures, machinery, and other apparatus that cannot be removed without cutting 
into walls, ceilings, or floors, or otherwise damaging the building for the items so 
removed, are included in this classification.  When buildings are purchased or 
acquired by gift or bequest, the valuation method to be utilized is the same as that 
for land.  Care should be taken to allocate all elements of related cost 
proportionately between the buildings and the land. 
 
When buildings are constructed, all identifiable direct costs are included, such as 
payments for insurance and interest during the construction period.  If the 
District’s own labor forces construct the building, the cost should include properly 
allocated overhead or indirect costs. 
 
Significant alterations, structural changes, extraordinary repairs, and replacements 
or betterments that increase the usefulness, efficiency, or life of existing building 
should be added to the recorded valuation as noted later. 
 
Improvements Other Than Buildings – All improvements to land other than 
buildings such as streets, roads, bridges, pavements, landscaping, and utility 
distribution systems are included.  The valuation method is the same as for land 
and buildings. 
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Equipment – Equipment includes all personal property with an extended useful 
life in excess of one year and is not altered materially through use. 
 
If equipment is purchased, the item is recorded at net, which is the invoice price, 
less all discounts, plus freight.  Trade-in allowances are not deducted in 
determining the asset value to be recorded. 
 
if an item is fabricated, recording of the asset includes the total of all identifiable 
direct costs including materials, supplies, labor, installation, and indirect costs. 
 
If acquired by gift, the items are recorded at a fair estimate of value at the date of 
acquisition.  Surplus property acquired from the federal government is shown at 
the value placed on the property by the federal government plus freight and 
installation costs, unless the value reported is clearly unreasonable.  If an item 
acquired by gift or as surplus property is of significant value, a professional 
independent appraisal will be utilized to establish the recording value. 
 
Construction in Progress – This classification includes all projects for 
construction of buildings, other improvements, and equipment that are in progress 
at the end of the fiscal year.  The valuation includes all accrued capitalized costs. 
 
Excess (Surplus) Property – When excess property is sold outside of the 
institution, the amount realized from the sale is credited to revenue from sale of 
excess property.  Disposition of the proceeds from the sale depends on the source 
of funds for the original acquisition of the assets, as well as other legal or 
administrative policies.  If no other restrictions exist, disposition is at the 
discretion of management. 
 


C. Capital Equipment and Vehicles 
 


The District’s capitalization policy for equipment includes District assets 
purchased, donated and lease-purchased machinery, and equipment not affixed to 
a structure. 
 
1. Stand alone equipment purchased or donated must meet the following 


criteria before being capitalized: 
 


a. The item has an expected useful life in excess of 3 years; and 
b. The item's original unit cost or estimated fair market value of donated 


assets is over $2,000. 
c. Computer equipment purchased to enhance existing computer 


hardware with a unit cost in excess of $2,000 and extends the expected 
useful life in excess of 3 years. 


d. Items with an original unit cost or estimated fair market value of 
donated assets of $100 to $2,000 will be tracked as “Equipment 
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Inventory” for accountability purposes, but will not capitalized for 
depreciation purposes. 


 
2. Improvements (Betterments) to an existing capital equipment asset must 


meet both of the following requirements to be capitalized: 
 


a. The life of the asset is prolonged for more than 3 years; and 
b. The cost of the improvement exceeds $2,000. 


 
3. Leased equipment, not subject to lease purchase, will not be capitalized. 


 
D.   Capital Improvements 
 


1. Improvements made to property, District-owned or leased, will be 
capitalized if both of the following criteria are met: 


 
 a. The total expenditure is $10,000 or more, and 
 b. The properties' useful life is extended for 10 years or more, or 
 c. A change in use that significantly increases the value or extends 


the life. 
 


2. Expenditures that are of a refurbishing or a repair nature will not be 
capitalized.  Refurbishing or repair expenditures are defined as those 
expenses that do not change the function of the asset, significantly extend 
the life of the asset, or appreciably increase the value of the asset. 


 
   For example: 
   Landscaping 
   Carpet installation 
   Painting 
   Drapery cleaning and installation 
   Asbestos removal 
   Insulation 
   Improvements totaling less than $10,000 
 
 3. Leased property, not subject to lease-purchase, will not be capitalized. 
 
E. Depreciation Method 
 


1. Depreciation will be calculated on the straight-line method of accounting 
over the estimated life of the asset. 
 
Assets     Years 
Buildings and structures  30 years 
School bus    10 years 
Automobiles      7 years 
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Furniture and equipment  10 years 
Computer equipment     3 years 
Desks and classroom furniture 10 years 
 


II. PROCEDURE DESCRIPTION 
 
A. General 
 


This procedure is applicable to all District departments.  Exceptions to this 
procedure shall be allowed only when written documentation of an overriding 
contract, law, or rule is provided to the District’s Business Manager 
 


B. Procedures 
 


       1.  Individual classrooms, schools, and offices are responsible for maintaining 
control over the fixed assets in their area of responsibility. 


 
2. The Business Office will maintain an updated department listing of fixed 


assets and inventories. 
 


3. When a new capital equipment item is purchased, the Business Office will 
record the asset in the fixed asset inventory system. 


 
4. The Business Office will provide an updated department listing of fixed assets 


and inventories and the verification form to District departments by May 1st 
of each year.  Return a signed copy of the verification form verifying the 
inventory is correct, or indicate on the list any adjustments required and the 
reason for the adjustment.  This form is to be returned prior to checkout of 
school each year. 


 
5. Transfers of items between classrooms, buildings, etc. are to be reported to the 


Business Office on an asset acquisition/deletion/transfer form.  This form is to 
be signed by the receiving department. 


 
6. Disposition of items is to be recorded on an asset acquisition/deletion/transfer 


form. The asset disposition form is to be signed by the department manager 
and sent to the Business Office.  The item(s) will then be retired from the 
inventory.  Methods of disposal include: 


 
  a. Sale. 
  b. Destruction. 
  c. Lost, unaccounted for. 
  d. Traded. 
  e. Vandalism or theft. 
  f. Obsolescence. 
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III. IMPLEMENTATION AND INTERPRETATION 
 


Any question relative to the intent or application of this procedure should be 
directed to the Business Manager who has been delegated the responsibility for 
interpreting and implementing this procedure. 


 
 
 
 


       
 


LEGAL REFERENCE: 
National Council on Governmental Accounting Statement No. 1 and  
Governmental Accounting Standards Board Statements No. 6 and No. 8. 
 
 
ADOPTED:    9/13/04 
 
AMENDED: 
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As required by law, this district will report the hiring or rehiring of any individual to the 
Idaho Commerce and Labor Department (department) within twenty (20) calendar days 
of the date the employee actually commences employment for wages or remuneration. 
 
The district will report the hire or rehire of an individual by submitting to the department 
a copy of the employee’s completed and signed United States internal revenue service 
form W-4 (employee’s withholding allowance certificate) or the department’s New Hire 
Reporting Form.  The district will ensure that the report (W-4 form or New Hire 
Reporting Form) contains the following information: 
 
1. The employee’s name, address, and social security number;  
 
2. The district’s name, address, and federal tax identification number;  
 
3. The district’s Idaho unemployment insurance account number; and  
 
4. The employee’s date of hire or rehire. 
 
The report will be deemed submitted on the postmarked date or, if faxed or electronically 
submitted, on the date received by the department.  If the district files its reports 
electronically, the district will comply with the department’s regulations of such 
transmissions. 
 
A copy of the report will be retained by the district, and the copy will set forth the date on 
which the report was mailed, faxed, or electronically transmitted. 
 
The district is not liable to the employee for the disclosure or subsequent use of the 
information by the department or other agencies to which the department transmits the 
information.  


 
       


 
LEGAL REFERENCE: 
Idaho Code Section 72-1601, et seq. 
 
ADOPTED:  11/13/06 
 
AMENDED: 
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Acquisition of Property 
 
 Real Property - Within one (1) year prior to acquiring or disposing of real 
property, the District will cause such property to be appraised by an appraiser certified in 
the State of Idaho.  The appraised value will be used to establish the fair market value of 
the property.  The appraisal shall be exempt from disclosure to the public.  If the Board is 
purchasing a site for educational purposes, such building site must be located within the 
boundaries of the city limits, unless, by resolution of the Board, it is determined that it 
would be in the best interest of the District to acquire a site outside city limits, but within 
the boundaries of the District.   
 


 Personal Property – The District may purchase personal property as deemed 
necessary for the effective operation of the District be any means deemed appropriate 
when the expenditure of funds will be less than twenty-five thousand dollars ($25,000).  
When the purchase of personal property (with the exception of curricular materials) is 
reasonably expected to cost twenty-five thousand dollars ($25,000) or more, the District 
shall comply with the statutory bidding requirements found in Chapter 28, Title 67 of the 
Idaho Code.   


 
Conveyance of Property 
 
 Less than $500 – For property that has an estimated value of less than five 
hundred dollars ($500), the property may be disposed of in the most cost-effective and 
expedient manner by an employee empowered by the District to do so.  However, the 
employee shall notify the Board in writing of the item(s) to be disposed of and the 
manner in which they will be disposed prior to disposal of the property.    
 
 Less than $1,000 - For property that has an estimated value of less than one 
thousand dollars ($1,000), the Board may dispose of such property by sealed bid or by 
public auction.  However, prior to disposal of the same at least one (1) published 
advertisement is required.     
 
 $1,000 or greater – For property with a value of one thousand dollars ($1,000) or 
greater, such property will be appraised.  The Board may dispose of such property by 
sealed bids or by public auction to the highest bidder.  Notice of the time and method of 
sale shall be published twice in accordance with I.C. § 33-402(g).  Proof of posting as 
required in I.C. 33-402(h) must be acquired before the sale.   Such property may be sold 
for cash or upon such terms and conditions as the Board determines, however, the term of 
the contract may not to exceed ten (10) years and must bear an annual interest rate of not 
less than seven percent (7%) interest.  Title to property sold on contract shall remain in 
the District until full payment is received.   
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Donated Property 
 
 If property is donated to the District, the Board may sell the property without 
advertising or bidding within one (1) year of the time the initial appraisal was conducted.   
 
Exchange of Property 
 
 The Board may exchange real or personal property for other property provided 
that: 1.) such property is appraised; 2.) one-half (1/2) plus one (1) of the members of the 
FULL Board determine such conveyance/exchange is in the best interest of the District; 
3.) and a resolution is passed authorizing such exchange of real and/or personal property 
to any of the following: 


1. U.S. Government 
2. City; 
3. County; 
4. State of Idaho; 
5. Hospital District; 
6. School District; 
7. Library District; 
8. Community College District; 
9. Junior College District; or 
10. Recreation District 


  
 


 
 
 
 
 
 
 


       
 


LEGAL REFERENCE: 
Idaho Code Sections 


33-601(4) 
33-402(g) and (h) 
I.C. § 67-2801, et seq. Purchasing by Political Subdivisions – Legislative Intent 


 
ADOPTED: 1/9/2007 
 
AMENDED: 2/12/08 
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Investment of Funds 
 
Pursuant to Idaho Code §33-701, the Board authorizes the Superintendent to invest all or 
part of any plant facilities reserve fund, or any fund accumulated for the payment of 
interest on, and the redemption of, outstanding bonds, or other obligations of the District.  
The Superintendent shall develop criteria and procedures for appropriate investments 
which shall be reviewed by the Board.  A progress report of investments shall be made to 
the Board on a regular basis.   
 
Policy Considerations 
 
The investment policy shall be reviewed annually by the Superintendent or designee and 
recommended changes will be presented to the Board for consideration.   
 
Investments may be made only in those instruments approved by, and in a method in 
conformity, with state law including any instrument permitted by law for the investment 
of state moneys.   
 


 
       


 
LEGAL REFERENCE: 
Idaho Code Sections  33-701, 67-1210 
 
ADOPTED: 1/14/08 
 
AMENDED: 
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SECTION 700:  BUSINESS SUPPORT SERVICES 


 
Budget planning shall be based, as much as possible, on policies adopted by the 


Board of Trustees pertaining to staffing and the allocation of funds for specific needs and 
programs.  


 
The building principals and teachers shall submit any special budget requests and 


justifications to the Superintendent prior to March 1 for the next fiscal year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


       
 


LEGAL REFERENCE: 
Idaho Code Sections  33-801, Board Action 
 
ADOPTED: 9/19/77 
AMENDED: 5/11/81 
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New Fees or Increase of Fees 
 
The Superintendent or designee shall review annually fees assessed to determine if an 
increase, decrease, new fee or other change is necessary.  The Superintendent or designee 
shall report the fee findings to the Board at least annually.   
 
In the event a fee increase of four-percent (4%) or less from the prior fee amount is 
necessary, the Board can review and vote on such a fee increase.  However, in the event a 
fee increase of five-percent (5%) or more from the prior fee amount is necessary, the 
Board shall hold a hearing upon such proposed fee increase at a regular or special 
meeting of the Board.   
 
The Board shall provide notice of the meeting according to Idaho Code § 63-1311A.  
Meeting notice shall include the reason for the meeting, i.e. the Board is considering a fee 
increase that is in excess of five percent (5%) of the amount of fees last collected prior to 
such decision.  If the Board is assessing a new fee, the meeting notice shall indicate such. 


 
       


 
LEGAL REFERENCE: 
Idaho Code Sections  33-603, 63-1311A, 60-106 
 
ADOPTED: 1/14/08 
 
AMENDED: 
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The board of trustees recognizes that all of the business and administrative records of the 
district that are not expressly deemed confidential by state or federal law are public 
records.  Included within those records are hard copy paper records and those records 
made and/or retained in electronic or other media format.  The district administration 
shall determine appropriate procedures to be utilized for the storage and retrieval of all 
district records, including those that are in electronic or other format, to safeguard the 
records and facilitate compliance with the rights of the public to access public records 
and to comply with other legal requests for access to such materials. 
 


 
       


 
LEGAL REFERENCE: 
Idaho Code Sections 9-301, et seq. 
Cowles Publishing Co. v. Kootenai County Board of Commissioners, Idaho S. Ct. Op. 


2007-74 (May 4, 2007) 
Rule 26(f), Federal Rules of Civil Procedure 
 
 
ADOPTED: 3/11/08 
 
AMENDED: 
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The Superintendent shall prepare a budget for the next fiscal year for preliminary 


hearing by the Board at the April meeting. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


       
 


LEGAL REFERENCE: 
Idaho Code Sections  33-801, State Board Finance Manual, Board Action 
 
ADOPTED: 9/19/77 
AMENDED: 5/11/81, 5/14/84 
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The budget shall match expenditures of programs with available resources, so that 


a balanced budget will be presented to the Board of Trustees. The proposed finished 
budget shall be presented to the Board no later than June 15 of each year.  


 
The budget shall be prepared in final form as prescribed by the State Board of 


Education. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


       
 


LEGAL REFERENCE: 
Idaho Code Sections  33-801, State Board Finance Manual, Board Action 
 
ADOPTED: 9/19/77 
AMENDED: 6/11/91, 7/30/90 
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The school district shall prepare and publish a summary statement of the budget 


for the ensuing year. Such statement shall be prepared in a manner consistent with 
standard accounting practices, and in such form as the State Board shall prescribe.  
 


This publication will usually be published at the same time as the publication for 
the hearing of the budget is published. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


       
 


LEGAL REFERENCE: 
Idaho Code Sections  33-801, State Board Finance Manual, Board Action 
 
ADOPTED: 9/19/77 
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No later than twenty-eight (28) days prior to its annual meeting, the Board shall 


have prepared a budget, in form prescribed by the State Board of Education, and shall 
have called and caused to be held a public hearing thereon. Notice shall be published 
once and posted for ten (10) days. A copy of the proposed budget shall be available at the 
administrative office for inspection at all reasonable times during those ten (10) days. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


       
 


LEGAL REFERENCE: 
Idaho Code Sections  33-801, State Board Finance Manual, Board Action 
 
ADOPTED: 9/19/77 
AMENDED: 5/14/84 
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At the budget hearing or at a special meeting within fourteen (14) days, the Board 


shall adopt by resolution the tentative budget, as changed, altered, or revised; as the 
budget of the school district for the ensuing fiscal year, and the appropriate measures 
necessary and required to put it into effect. A copy shall be filed with the State 
Department of Education after the adoption by the Board. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


       
 


LEGAL REFERENCE: 
Idaho Code Sections  33-801, State Board Finance Manual, Board Action 
 
ADOPTED: 9/19/77 
AMENDED: 5/14/84 
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The administration of the Highland School District will use the budget adopted by 


the Board as the spending plan for the district. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


       
 


LEGAL REFERENCE: 
Board Action 
 
ADOPTED: 9/19/77 
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The financial accounting system used by the district will be in accordance with 


the requirements by the State Board of Education. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


       
 


LEGAL REFERENCE: 
State Board of Education 
 
ADOPTED: 9/19/77 
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A full and complete audit of financial statements of this district will occur on an annual 
basis.  One (1) copy of the auditor’s report will be filed with the State Department of 
Education after its acceptance by this board, but not later than November 10 of each 
school year.  In the event the Department withholds all or a portion of the district’s 
distribution because the report is not filed timely, the district will appeal the matter to the 
State Board of Education for reconsideration.  The district will provide a full and 
complete response to any request by the Department for further explanation or additional 
information regarding the matter. 
 
The audit will be performed by independent auditors employed on a written contract and 
will be conducted in accordance with generally accepted governmental accounting 
standards as defined by the United States General Accounting Office. 
 
COMPLIANCE WITH GASB 34 
 
In compliance with GASB 34 (Governmental Accounting Standards Board, Standard 34), 
the district’s annual audit will be developed to make the audit easier to understand and 
more useful to patrons and others who use the district’s financial information to make 
decisions.  The district’s audit will be based on a full accrual accounting of all financial 
activities, and shall include the Management Discussion and Analysis (MD&A) as a part 
of Required Supplementary Information (RSI), as mandated by GASB 34. 
 
MANAGEMENT DISCUSSION AND ANALYSIS 
 
The superintendent or designee will draft the MD&A, an analysis of the district’s current 
overall financial position and operating results, intended to allow others to assess whether 
the district’s finances have improved or deteriorated. 
 
The MD&A shall: 
 
1. Precede the basic financial statement and provide an objective and readable 


analysis of the district’s overall financial activities; 


2. Be based solely on facts known to the administration at the date of the auditor’s 
report; 


3. Emphasize current-year results in comparison with the prior year; 


4. Include charts and grafts, as appropriate, to enhance reader understanding; 


5. Report the change in the overall financial condition from the prior year to the 
current year; 


6. Introduce and explain the difference from prior years in the format of the financial 
material presented; 
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7. Explain the newly required statement of net assets, and statement of activities, and 
what they are intended to report.  Relative to the district-wide statements, identify 
all district assets and liabilities using the accrual basis of accounting; 


8. Condense financial information derived from the district-wide statements with 
explanation of significant changes between the current and prior years; 


9. Analyze balances and transactions of individual funds; 


10. Budgetary comparison schedules or statements; and 


11. Describe significant capital assets and long-term debt activities that occurred in 
the prior year. 


 
The annual budget will reflect all necessary expenses for carrying out the provisions of 
this policy.  
 
This district will file two (2) copies of each completed audit report with the legislative 
council within ten (10) days after receiving the audit from the contracting independent 
auditor. 


 
       


 
LEGAL REFERENCE: 
Idaho Code Sections  


33-701 
67-450B 


 
ADOPTED: 11/17/08 
 
AMENDED: 
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Hazard Mitigation – Chemistry Lab Disposal 
 
The Highland Board of Trustees has a priority to keep the students and staff of the 
District safe.  All students and staff shall practice proper and safe disposal of toxic 
hazards.  Toxic Hazards exist in chemicals and other substances used in schools such as 
in laboratories, science classrooms, kitchens, in the cleaning of school buildings, busses 
and equipment, and the maintaining of school grounds. 
 
This policy primarily focuses on chemistry lab waste disposal but procedures would 
apply to any area where chemicals are used or stored.  Teachers should instruct students 
and ensure that no experiment will be dangerous of safe procedures are followed 
throughout and to ensure that proper precautions are taken to avoid contaminating the 
environment. 
 
Chemical Waste 
 
All laboratory work with chemicals eventually produces chemical waste.  Staff and 
students associated with the science laboratory share the responsibility to minimize the 
amount of waste produced and to dispose of chemical waste in a way that has the least 
impact on the environment.  Depending upon what is contained in the waste, some waste 
must be professionally incinerated or deposited in designated landfills, while other waster 
can be neutralized or discharged. 
 
Waste Storage Prior to Disposal 
 
All waste should be stored in properly labeled containers.  The label should contain the 
date, type of waste and any other pertinent information required by the disposal company.  
Waste should be segregated to avoid unwanted reactions and to allow for cost-effective 
disposal.  Waste should be stored in closed containers except when additional waste is 
being added.  Each school science area should maintain a central, secure waste storage 
area. 
 
Disposal of Waste 
 
Teachers should be aware of the appropriate method of disposal for any chemical used in 
the school laboratory.  Teachers should make disposal options a part of all laboratory 
instructions for students.  For chemical waste produced, teachers should instruct students 
as to the appropriate disposal, including disposing of the substance in a disposal container 
or down the drain. 


       
LEGAL REFERENCE: 
Board Action 
ADOPTED: 4/14/08 
 
AMENDED: 
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It is the policy of the board of trustees to assure the safety of students, staff, and visitors 
who use the school buildings of this district, and to provide a safe environment conducive 
to learning.  The board will ensure compliance with the provisions of the Idaho Uniform 
School Building Safety Act, which applies to all existing district public school facilities, 
or those constructed in the future and which are owned, leased, or used for the district’s 
educational purposes. 
 
Personnel, students, and visitors who believe that a building, facility, or grounds, or use 
thereof, is unsafe are encouraged to report such concerns to the building principal’s 
office.  Such reports will be investigated within a reasonable time and corrected as 
determined to be necessary to protect students, personnel, and visitors from unsafe 
conditions. 
 
DEFINITIONS 
 
“Administrator” means the administrator of the State of Idaho Division of Building 
Safety. 
 
“Imminent safety hazard” means a condition that presents an unreasonable risk of death 
or serious bodily injury to occupants of a building. 
 
“School facilities” include school buildings, administration buildings, playgrounds, 
athletic fields, and improved or unimproved real property, owned or operated by the 
district, which are used by students or personnel in the normal course of providing an 
educational program.  School facilities do not include those areas, buildings, or parts of 
buildings closed from or not used in the normal course of the educational program. 
 
“Serious safety hazard” means a condition that presents an unreasonable health risk or 
risk of injury to occupants of a building. 
 
INSPECTION 
 
The board will require an annual inspection of the district’s school facilities, conducted 
by an independent inspector professionally qualified to conduct inspections under the 
applicable codes, or pursuant to Idaho Code Section 39-4130.  Such inspection will 
address whether the school facilities comply with safety and health standards, including 
applicable electrical, plumbing, mechanical, elevator, fire safety, boiler safety, life safety, 
structural, snow loading, and sanitary codes, as adopted by or pursuant to the Idaho 
Building Code Advisory Act.  
 
Additionally, the board will cooperate with the administrator or designee and allow entry 
to the school facilities at reasonable times, for the inspection of such facilities for 
compliance with the Idaho Uniform School Building Safety Act. 
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ABATEMENT 
 
The board will identify any unsafe or unhealthy conditions in the school facilities, and 
direct personnel to take the necessary steps to abate any identified unsafe or unhealthy 
conditions.  The board will issue a report, as required by the State Board of Education, in 
the same year that the inspection(s) is made declaring any identified unsafe or unhealthy 
conditions which were not abated. 
 
The district will use available funds to abate all identified unsafe or unhealthy conditions.  
The district need not separately account for the costs of abatement, and is not obligated to 
segregate funds used for abatement. 
 
PLAN OF ABATEMENT 
 
If adequate funds are not available to abate all unsafe and unhealthy conditions, the board 
will direct that a plan for abatement be developed and implemented immediately.  The 
plan must include a timetable for commencement of the abatement beginning no later 
than the following school year and specify the funds from which the district will finance 
the abatement, in accordance with Idaho Code Section 33-1613.  The board may finance 
the abatement plan through any of the following sources:  unencumbered lottery money, 
levies, a loan or grant from the School Safety and Health Revolving Loan and Grant 
Fund, or declaration of a financial emergency. 
 
The board will separately account for and document all costs of implementing the plan of 
abatement with regard to each unsafe or unhealthy condition identified.   
 
VIOLATIONS NOT CONSTITUTING A SERIOUS OR IMMINENT SAFETY 
HAZARD 
 
Upon receipt of written notice from the administrator or designee that the violation of the 
Idaho Uniform School Building Safety Act does not constitute a serious or imminent 
safety hazard, the superintendent will take appropriate remedial action within the time 
frame set forth in the notice and notify the board of the notice and action taken at the next 
regularly scheduled board meeting, or earlier, if appropriate.  
 
VIOLATIONS CONSTITUTING A SERIOUS SAFETY HAZARD 
 
Upon receipt of written notice that, relative to any district building, the administrator 
found a violation of the Idaho Uniform School Building Safety Act, which constitutes a 
serious safety hazard, the superintendent will eliminate the condition within the specified 
time frame.  In the event the superintendent believes that it is in the district’s best interest 
to contest the administrator’s findings, the superintendent is authorized to file a request 
for a hearing on the matter within fourteen (14) days of the date the administrator’s 
written order or notice was issued. 
 







POLICY TITLE: Uniform Public School Building Safety                     No.: 755.1       
  Page 3 of 3   


SECTION 700:  BUSINESS SUPPORT SERVICES 


VIOLATIONS CONSTITUTING AN IMMINENT SAFETY HAZARD 
 
Upon receipt of written notice from the administrator or designee that an imminent safety 
hazard exists in a school facility, the superintendent will immediately schedule a board 
meeting to review the matter and require all changes necessary to eliminate the imminent 
safety hazard.  Such changes will be made without delay, and within the time specified in 
the administrator’s written notice or order. 
 
If the imminent safety hazard is not corrected, or cannot be corrected in the specified 
time, or if the administrator determines that the imminent safety hazard could reasonably 
be expected to cause serious physical harm or death before the hazard can be eliminated 
and orders that all persons no longer occupy the building, the superintendent or designee 
will assist the administrator as necessary to post notice on such areas to prevent 
unauthorized people from entering the area where the imminent safety hazard exists. 
 
CORRECTIVE ACTION 
 
All buildings owned by the district will be inspected annually by the local fire 
department. 
 
The maintenance staff will survey the school buildings, facilities, and grounds at 
reasonable intervals to determine whether or not a safety concern exists.  A log will be 
kept of the inspections.  All minor safety concerns will be prioritized and corrected, as 
determined necessary to protect students, personnel, and visitors from unsafe conditions.  
Any corrective action taken on minor safety concerns, or any determination to delay 
corrective action will be documented by the maintenance staff.  Major safety concerns 
will be reported to the building principal’s office.  The corrective action taken, or 
determination to delay corrective action, will be documented by the school principal or 
superintendent. 


 
       


 
LEGAL REFERENCE: 
Idaho Code Sections 


33-1017 
33-1612 
33-1613 
39-1430 


Chapter 39, Title 80 Idaho Code 
Chapter 52, Title 67 Idaho Code 
IDAPA 08.02.03.600 
 
ADOPTED: 8/11/08 
 
AMENDED: 
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The practice of discarding materials used in school facilities is wasteful of natural 
resources, energy and money. The Board, in an effort to set an example of stewardship of 
our natural resources and to develop responsible citizenship in our students declares that 
resource conservation is to be made an integral part of the physical operation of the 
school system and of the school curriculum. Therefore, it shall be the policy of the 
District that: 
 


A.  The school system will integrate the concept of resource conservation, 
including waste reduction and recycling, into the environmental education 
curriculum at all levels. 


 
B.  The amount of waste of consumable materials is to be decreased by: 


1.  Reduction of the consumption of consumable materials 
wherever possible; 


 
2.  Full utilization of all materials prior to disposal; and 


 
3.  Minimization of the use of non-biodegradable products 


wherever possible. 
 


C.  The school system will cooperate with, and participate in, recycling efforts 
being made by the local and state governments. As systems for the 
recovering of waste and recycling are developed, the school system will 
participate by appropriately separating and allowing recovery of 
recyclable waste products. 


 
D.  The school system will purchase, where financially viable, recycled 


products and will also encourage suppliers, both private and public, to 
make recyclable products and unbleached paper products available for 
purchase by public schools. 


 
E.  Representatives of the school system will actively advocate, where 


appropriate, for resource conservation practices to be adopted at local, 
regional and state levels. 


       
 


LEGAL REFERENCE: 
 
ADOPTED: 12/8/08 
 
AMENDED: 
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From time to time there may be a desire to honor a deceased student or employee of the 
District.  Any individual or group considering honoring a deceased member of the school 
community shall place their request in writing and submit their request to the Board.  The 
Board or its designee will contact the family of the deceased to discuss such memorial 
arrangements.  The Board may allow memorials to take place on a case-by-case basis and 
may not grant authorization to every request. 
 
In considering requests for permanent memorials, the Board will take into account the 
recommendations of the Superintendent regarding the cost to the District for future 
maintenance and upkeep of the memorial that might accrue to the District. 
 
In the event that Board approves a memorial to be placed on school grounds, it is strongly 
recommended that such memorials be in the form of a living memorial, such as a tree.  
This living memorial may be marked with a modest size, permanent stone and plaque 
indicating the name and relevant information of the person to be memorialized.  Other 
types of memorials may be considered for approval by the Board, using the same process 
indicated above.  Any type of memorial, including wording on the plaque, as well as any 
memorial service on school property, must be approved by the Board or its designee. 
 
Placement of any memorial, permanent or temporary, such as a tree or plaque may be 
removed, transplanted, taken down, or discarded by the District in the event the school is 
experiencing demolition, modifications, if the tree has died, or for any other reason that 
the Board determines that the memorial should be removed or moved.  Individuals 
wishing to place a memorial of any kind must realize that the memorial may not be a 
permanent fixture on school property and the District has no responsibility to move the 
same. 
 
In lieu of a physical memorial, the Board suggests that a permanent memorial for the 
deceased student or staff be limited in form to perpetual awards to the Highland School 
Foundation Fund.  Memorial scholarships may be accepted and awarded under criteria 
approved by the District in honor of persons who have special significance to the 
students, district or community.  Items received become the property of the District and 
will be used for the purpose for which they were donated. 
 
The Board recognized that memorials of flowers, personal messages and mementoes are 
often created at lockers, parking spaces and other areas on district property upon such 
losses or events.  The display of all remembrances will be temporary in nature, removed 
in a timely manner and offered to the family.  


       
 


LEGAL REFERENCE: 
Board Action 
ADOPTED: 4/14/08 
 
AMENDED: 
 





