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Code No. 700
PURPOSE OF NONINSTRUCTIONAL AND BUSINESS SERVICES

This series of the board policy manual is devoted to the goals and objectives for the school district's
noninstructional services and business operations that assist in the delivery of the education program.
These noninstructional services include, but are not limited to, transportation, the school lunch program
and child care. The board, as it deems necessary, will provide additional noninstructional services to
support the education program.
It is the goal of the board to provide noninstructional services and to conduct its business operations in
an efficient manner.

Approved December 14, 2017

Reviewed November 21, 2017

Revised November 21, 2017
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Code No. 701.1
DEPOSITORY OF FUNDS
Each year at its annual meeting, the board will designate by resolution the name and location of the
Iowa located financial depository institution or institutions to serve as the official school district
depository or depositories. The maximum deposit amount to be kept in the depository will be stated in
the resolution. The amount stated in the resolution must be for all depositories and include all of the
school district's funds.
It is the responsibility of the board secretary to include the resolution in the minutes of the meeting.
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Code No. 701.2
TRANSFER OF FUNDS
When the necessity for a fund has ceased to exist, the balance may be transferred to another fund or
account by board resolution. School district monies received without a designated purpose may be
transferred in this manner. School district monies received for a specific purpose or upon vote of the
people may only be transferred, by board resolution when the purpose for which the monies were
received has been completed. Voter approval is required to transfer monies to the general fund from the
capital projects fund and debt service fund.
It is the responsibility of the board secretary to make recommendations to the board regarding transfers
and to provide the documentation justifying the transfer.
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Code No. 701.3
Page 1 of 2
FINANCIAL RECORDS
Financial records of the school district are maintained in accordance with generally accepted accounting
principles (GAAP) as required or modified by law. School district monies are received and expended
from the appropriate fund and/or account. The funds and accounts of the school district will include, but
not be limited to:
Governmental fund type:
•
General fund
•
Special revenue fund
--Management levy fund
--Physical plant and equipment levy fund
--Public education and recreation levy fund
--Student activity fund
•
Capital projects fund
•
Debt service fund
Proprietary fund type:
•
Enterprise fund
--School nutrition fund
--Child care fund
•
Internal service fund
Fiduciary funds:
•
Trust or agency funds
--Expendable trust funds
--Nonexpendable trust funds
--Agency funds
--Pension trust funds
Account groups:
•
General fixed assets account group
•
General long-term debt account group
As necessary the board may, by board resolution, create additional funds within the governmental,
proprietary and fiduciary fund types. The resolution shall state the type of fund, name of the fund and
purpose of the fund.
The general fund is used primarily for the education program. Special revenue funds are used to account
for monies restricted to a specific use by law. Proprietary funds account for operations of the school
district operated similar to private business, and they account for the costs of providing goods and
services provided by one department to other departments on a cost reimbursement basis. Fiduciary funds
are used to account for monies or assets held by the school district on behalf of, or in trust for, another
entity. The account groups are the accounting records for fixed assets and long-term debt.
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Code No. 701.3
Page 2 of 2
FINANCIAL RECORDS
It is the responsibility of the superintendent to implement this policy and bring necessary changes in the
maintenance of the school district's financial records to the attention of the board.
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Code No. 702
CASH IN SCHOOL BUILDINGS
The amount of cash that may be kept in the school building for any one day is sufficient for that day's
operations. Funds raised by students are kept in the vault.
A minimal amount of cash is kept in the central administration office at the close of the day. Excess
cash is deposited in the authorized depository of the school district.
It is the responsibility of the superintendent to determine the amount of cash necessary for each day's
operations and to comply with this policy.
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Code No. 703.1
BUDGET PLANNING
Prior to certification of the budget, the board will review the projected revenues and expenditures for the
school district and make adjustments where necessary to carry out the education program within the
revenues projected.
A budget for the school district is prepared annually for the board's review. The budget will include the
following:
•
•
•
•

the amount of revenues from sources other than taxation;
the amount of revenues to be raised by taxation;
an itemization of the amount to be spent in each fund; and,
a comparison of the amount spent and revenue received in each fund for like purposes in the
two prior fiscal years.

It is the responsibility of the board secretary to prepare the budget for review by the board prior to the
April 15 deadline each year.
Prior to the adoption of the proposed budget by the board, the public is apprised of the proposed budget
for the school district. Prior to the adoption of the proposed budget by the board, members of the school
district community will have an opportunity to review and comment on the proposed budget. A public
hearing for the proposed budget of the board is held each year in sufficient time to file the adopted
budget no later than April 15.
The proposed budget filed by the board with the board secretary and the time and place for the public
hearing on the proposed budget is published in a newspaper designated for official publication in the
school district. It is the responsibility of the board secretary to publish the proposed budget and public
hearing information at least ten but no more than 20 days prior to the public hearing.
The board will adopt and certify a budget for the operation of the school district to the county auditor by
April 15. It is the responsibility of the board secretary to file the adopted and certified budget with the
county auditor and other proper authorities.
The board may amend the budget for the fiscal year in the event of unforeseen circumstances. The
amendment procedures will follow the procedures for public review and adoption of the original budget
by the board outlined in these policies.
It is the responsibility of the superintendent and the board secretary to bring any budget amendments
necessary to the attention of the board to allow sufficient time to file the amendment with the county
auditor no later than May 31 of each year.
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Code No. 703.2
SPENDING PLAN
The budget of the school district is the authority for the expenditures of the school district for the fiscal
year for which the budget was adopted and certified. It is the responsibility of the superintendent to
operate the school district within the budget.
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Code No. 704.1
LOCAL - STATE - FEDERAL - MISCELLANEOUS REVENUE
Revenues of the school district are received by the board treasurer. Other persons receiving revenues on
behalf of the school district will promptly turn them over to the board treasurer.
Revenue, from whatever source, is accounted for and classified under the official accounting system of
the school district. It is the responsibility of the board treasurer to deposit the revenues received by the
school district in a timely manner. School district funds from all sources will not be used for private
gain or political purposes.
Tuition fees received by the school district are deposited in the general fund. The tuition fees for
kindergarten through twelfth grade during the regular academic school year are set by the board based
upon the superintendent's recommendation in compliance with current law. Tuition fees for summer
school, driver's education and adult education are set by the board prior to the offering of the programs.
The board may charge materials fees for the use or purchase of educational materials. Materials fees
received by the school district are deposited in the general fund. It is the responsibility of the
superintendent to recommend to the board when materials fees will be charged and the amount of the
materials fees.
Rental fees received by the school district for the rental of school district equipment or facilities are
deposited in the general fund. It is the responsibility of the superintendent to recommend to the board a
fee schedule for renting school district property.
Proceeds from the sale of real property are placed in the schoolhouse fund. The proceeds from the sale
of other school district property are placed in the general fund.
The board may claim exemption from the law prohibiting competition with private enterprise for the
following activities:
•

Goods and services directly and reasonably related to the educational mission;

•

Goods and services offered only to students, employees or guests which cannot be provided
by private enterprise at the same or lower cost;

•

Use of vehicles for charter trips offered to the public, full- or part-time, or temporary
students;

•

Goods and services which are not otherwise available in the quantity or quality required by
the school district;

•

Telecommunications other than radio or television stations;

•

Sponsoring or providing facilities for fitness and recreation;

•

Food service and sales; and,

•

Sale of books, records, tapes, software, educational equipment, and supplies.

It is the responsibility of the superintendent to bring to the board's attention additional sources of
revenue for the school district.

Approved December 14, 2017 Reviewed November 21, 2017 Revised November 21, 2017
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Code No. 704.2
SALE OF BONDS
The board may conduct an election for the authority to issue bonded indebtedness. Revenues generated
from an approved bond issue are used only for the purpose stated on the ballot. Once the purpose on the
ballot is completed, any balance remaining in a capital projects fund may be retained for future capital
projects in accordance with the purpose stated on the ballot or any remaining balance may be transferred
by board resolution to the debt service fund or the physical plant and equipment levy fund. Voter
approval is required to transfer monies to the general fund from the capital projects fund.
Revenues received from the issuing of bonded indebtedness are deposited into the capital projects fund.
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Code No. 704.3
Page1 of 2
INVESTMENTS
School district funds in excess of current needs are invested in compliance with this policy. The goals of
the school district's investment portfolio in order of priority are:
•
•
•

To provide safety of the principal;
To maintain the necessary liquidity to match expected liabilities; and
To obtain a reasonable rate of return.

In making investments, the school district will exercise the care, skill, prudence and diligence under the
circumstances then prevailing that a prudent person acting in a like capacity and familiar with such
matters would use to meet the goals of the investment program.
School district funds are monies of the school district, including operating funds. "Operating funds" of
the school district are funds which are reasonably expected to be used during a current budget year or
within fifteen months of receipt. When investing operating funds, the investments must mature within
three hundred and ninety-seven days or less. When investing funds other than operating funds, the
investments must mature according to the need for the funds.
The board authorizes the treasurer to invest funds in excess of current needs in the following
investments.
•

Interest bearing savings, money market, and checking accounts at the school district's
authorized depositories;

•

Iowa Schools Joint Investment Trust Program (ISJIT);

•

Obligations of the United States government, its agencies and instrumentalities; and,

•

Certificates of deposit and other evidences of deposit at federally insured Iowa depository
institutions.

It is the responsibility of the treasurer to oversee the investment portfolio in compliance with this policy
and the law.
It is the responsibility of the treasurer to bring a contract with an outside person to invest school district
funds, to advise on investments, to direct investments, to act in a fiduciary capacity or to perform other
services to the board for review and approval. The treasurer will also provide the board with information
about and verification of the outside person's fiduciary bond. Contracts with outside persons will include
a clause requiring the outside person to notify the school district within thirty days of any material
weakness in internal structure or regulatory orders or sanctions against the outside person regarding the
services being provided to the school district and to provide the documents necessary for the
performance of the investment portion of the school district audit. The compensation of the outside
persons will not be based on the performance of the investment portfolio.
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Code No. 704.3
Page 2 of 2
INVESTMENTS
The treasurer is responsible for reporting to and reviewing with the board at its regular meetings the
investment portfolio's performance, transaction activity and current investments including the percent of
the investment portfolio by type of investment and by issuer and maturities. The report will also include
trend lines by month over the last year and year-to-year trend lines regarding the performance of the
investment portfolio. It will also be the responsibility of the treasurer to obtain the information
necessary to ensure that the investments and the outside persons doing business with the school district
meet the requirements outlined in this policy.
It is the responsibility of the superintendent to deliver a copy of this policy to the school district's
depositories, auditor and outside persons doing investment business with the school district.
It will also be the responsibility of the superintendent, in conjunction with the treasurer, to develop a
system of investment practices and internal controls over the investment practices. The investment
practices are designed to prevent losses, to document the officers' and employees' responsibility for
elements of the investment process and address the capability of the management.
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Code No. 704.4
GIFTS - GRANTS - BEQUESTS
The board believes gifts, grants, and bequests to the school district may be accepted when they will
further the interests of the school district. The board will have sole authority to determine whether the
gift furthers the interests of the school district.
Gifts, grants, and bequests are approved by the board. Once the board has approved it, a board member
or the superintendent may accept the gift on behalf of the school district.
Gifts, grants, and bequests once accepted on behalf of the school district become the property of the
school district. Gifts, grants, and bequests are administered in accordance with terms, if any, agreed to
by the board.

Approved December 14, 2017

Reviewed November 21, 2017

Revised November 21, 2017

Collins-Maxwell Community School

Code No. 704.5
STUDENT ACTIVITIES FUND
Revenue raised by students or from student activities is deposited and accounted for in the student
activities fund. This revenue is the property of and is under the financial control of the board. Students
may use this revenue for purposes approved by the superintendent.
Whether such revenue is collected from student contributions, club dues, and special activities or result
from admissions to special events or from other fund-raising activities, all funds will be under the
jurisdiction of the board and under the specific control of the superintendent. They will be deposited in a
designated depository and will be disbursed and accounted for in accordance with instructions issued by
the superintendent.
It is the responsibility of the activity’s secretary to keep student activity accounts up-to-date and
complete.
Any unencumbered class or activity account balances will automatically revert to the activity fund when
a class graduates or an activity is discontinued, unless otherwise specified by the board.

Approved December 14, 2017
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Code No. 705.1
PURCHASING – BIDDING
The board supports economic development in Iowa. Purchases by the school district will be made in
Iowa for Iowa goods and services from a locally-owned business located within the school district or
from an Iowa-based company which offers these goods or services if the cost and other considerations
are relatively equal and they meet the required specifications.
Prior to August 15 of each year and after analyzing the school district's anticipated procurement level
for the current fiscal year, the school board will set a goal of ten percent of the anticipated procurement
level to be purchased from certified targeted small businesses. In determining the procurement level, the
cost of utilities (heat, electricity, telephone and natural gas) and employees' costs will not be included.
After the goal has been established, the superintendent will file the required Targeted Small Business
Procurement form with the Department of Education by August 15.
By July 31 of each year, the superintendent will file a report with the Department of Education outlining
purchases of goods and services from targeted small businesses for the previous fiscal year.
The school board and superintendent will encourage targeted small businesses that are not certified with
the Department of Inspections and Appeals to become certified targeted small businesses.
It is the responsibility of the superintendent to approve purchases, except those authorized by or
requiring direct board action. The superintendent may coordinate and combine purchases with other
governmental bodies to take advantage of volume price breaks. Joint purchases with other political
subdivisions will be considered in the purchase of equipment, accessories or attachments with an
estimated cost of $50,000 or more.
The superintendent will have the authority to authorize purchases without competitive bids for goods
and services costing under $5,000 without prior board approval. For goods and services costing more
than $5,000 and less than $25,000, the superintendent will receive quotes of the goods and services to be
purchased prior to approval of the board. Competitive sealed bids are required for purchases, other than
emergency purchases, for goods and services that cost $25,000 or more, including construction contracts
and school buses.
The purchase will be made from the lowest responsible bidder based upon total cost considerations
including, but not limited to, the cost of the goods and services being purchased, availability of service
and/or repair, delivery date, the targeted small business procurement goal and other factors deemed
relevant by the board.
The board and the superintendent will have the right to reject any or all bids, or any part thereof, and to
re-advertise. If it is determined that a targeted small business which bid on the project may be unable to
perform the contract, the superintendent will notify the Department of Economic Development. The
board will enter into such contract or contracts as the board deems in the best interests of the school
district.
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Code No. 705.2
PURCHASING ON BEHALF OF EMPLOYEES
Generally, the school district will not purchase items on behalf of employees. The school district may in
unusual and unique circumstances do so. It is within the discretion of the board to determine when
unique and unusual circumstances exist.
No purchase is made unless the employee has paid the school district prior to the order being placed and
the employee has agreed to be responsible for any taxes or other expenses due.

Approved December 14, 2017

Reviewed November 21, 2017 Revised November 21, 2017

Collins-Maxwell Community School

Code No. 705.3
PAYMENT FOR GOODS AND SERVICES
The board authorizes the issuance of warrants for payment of claims against the school district for goods
and services. The board will allow the warrants after the goods and services have been received and
accepted in compliance with board policy and the claims audited by the board.
Claims for payment of freight, drayage, express, postage, printing, water, lights, telephone, rents, and
payment of salaries pursuant to the terms of a written contract may be paid by the board secretary prior
to formal audit and approval by the board. In addition the secretary, upon approval of the board
president, may issue warrants for approved registrations, claims offering a discount for early payment,
approved travel expenses, approved goods and services delivered C.O.D. and other verified bills filed
with the secretary when the board is not in session prior to payment of these claims and prior to audit
and approval by the board. The board secretary will examine the claims and verify bills.
The secretary will determine to the secretary's satisfaction that the claims presented to the board are in
order and are legitimate expenses of the school district. It is the responsibility of the secretary to bring
claims to the board.
The board president and board secretary may sign warrants by use of a signature plate or rubber stamp.
If the board president is unavailable to personally sign warrants, the vice president may sign warrants on
behalf of the president.
It is the responsibility of the superintendent to develop the administrative regulations regarding
this policy.
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Code No. 706.1
PAYROLL PERIODS
The payroll period for the school district is monthly. Employees are paid on the 16th of each month. If
this day is a holiday, recess, or weekend, the payroll is paid on the last working day prior to the holiday,
recess or weekend.
It is the responsibility of the board secretary or payroll specialist to issue payroll to employees in
compliance with this policy.

Approved December 14, 2017

Reviewed November 21, 2017

Revised November 21, 2017

Collins-Maxwell Community School

Code No. 706.2
PAYROLL DEDUCTIONS
Ease of administration is the primary consideration for payroll deductions, other than those required by
law. Payroll deductions are made for federal income tax withholdings, Iowa income tax withholdings,
social security, and the Iowa Public Employees' Retirement System.
Employees may elect to have payments withheld for professional dues, district-related and mutually
agreed upon group insurance coverage, and/or tax sheltered annuity programs. Requests for these
deductions will be made in writing to the superintendent. Requests for purchase or change of taxsheltered annuities may be made a minimum of thirty calendar days prior to the effective date.
It is the responsibility of the superintendent to determine which additional payroll deductions will be
allowed.
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Code No 706.3
PAY DEDUCTIONS
The district provides leaves of absences to allow employees to be absent from work to attend to
important matters outside of the workplace. As public employers, school districts are expected to record
and monitor the work that employees perform and to conform to principles of public accountability in
their compensation practices.
Consistent with principles of public accountability, it is the policy of the district that, when an employee
is absent from work for less than one work day and the employee does not use accrued leave for such
absence, the employee’s pay will be reduced or the employee will be placed on leave without pay if:
the employee has not sought permission to use paid leave for this partial-day absence,
the employee has sought permission to use paid leave for this partial-day absence and permission has
been denied,
the employee’s accrued paid leave has been exhausted, or
the employee chooses to use leave without pay.
In each case in which an employee is absent from work for part of a work day, a deduction from
compensation will be made or the employee will be placed on leave without pay for a period of time
that is equal to the employee’s absence from the employee’s regularly scheduled hours of work on that
day.
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Code No. 706.3 R1
PAY DEDUCTION REGULATION
The district complies with all applicable laws with respect to payment of wages and benefits to
employees, including laws such as the federal Fair Labor Standards Act and the Iowa Wage Payment
Collection Act. The district will not make pay deductions that violate either the federal or state laws.
Any employee who believes that the district has made an inappropriate deduction or has failed to make
proper payment regarding wages or benefits is encouraged to immediately consult with the appropriate
supervisor. Alternatively, any employee may file a formal written complaint with the board secretary.
Within 15 business days of receiving the complaint, the board secretary will make a determination as to
whether the pay deductions were appropriate and provide the employee with a written response that may
include reimbursement for any pay deductions that were not appropriately made.
This complaint procedure is available in addition to any other complaint process that also may be

available to employees.
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Code No. 707.1
SECRETARY'S REPORTS
The board secretary will report to the board each month about the receipts, disbursements and
balances of the various funds. This report will be in written form and sent to the board with the
agenda for the board meeting.
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Code No. 707.2
TREASURER'S ANNUAL REPORT
At the annual meeting, the treasurer will give the annual report stating the amount held over, received,
paid out, and on hand in the general and schoolhouse funds. This report is in written form and sent to the
board with the agenda for the board meeting. The treasurer will also furnish the board with a sworn
statement from each depository showing the balance then on deposit.
It is the responsibility of the treasurer to submit this report to the board annually.
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Code No. 707.3
PUBLICATION OF FINANCIAL REPORTS
Each month the schedule of bills allowed by the board is published in a newspaper designated as a
newspaper for official publication. Annually, the total salaries paid to employees regularly employed by
the school district will also be published in a newspaper designated as a newspaper for official
publication.
It is the responsibility of the board secretary to publish these reports in a timely manner.
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Code No. 707.4
AUDIT
To review the funds and accounts of the school district, the board will employ an auditor to perform an
annual audit of the financial affairs of the school district. The superintendent will use a request for
proposal procedure in selecting an auditor. The administration will cooperate with the auditors.
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Code No. 708
Page 1 of 2
CARE, MAINTENANCE AND DISPOSAL OF SCHOOL DISTRICT RECORDS
School district records are housed in the central administration office of the school district. It is the
responsibility of the superintendent to oversee the maintenance and accuracy of the records. The
following records are kept and preserved according to the schedule below:

•
•

Secretary's financial records
Treasurer's financial records
Minutes of the Board of Directors
Annual audit reports
Annual budget
Permanent record of individual pupil
Records of payment of judgments against
the school district
Bonds and bond coupons
Written contracts
Cancelled warrants, check stubs, bank
statements, bills, invoices, and
related records
Recordings of closed meetings
Program grants

•
•

Nonpayroll personnel records
Payroll records

•
•
•
•
•
•
•
•
•
•

Permanently
Permanently
Permanently
Permanently
Permanently
Permanently
20 years
10 years
10 years

5 years
1 year
As determined by the
grant
7 years
3 years

Employees' records are housed in the central administration office of the school district. The employees'
records are maintained by the superintendent, the building administrator, the employee's immediate
supervisor, and the board secretary.
An inventory of the furniture, equipment, and other nonconsumable items other than real property of the
school district is conducted annually under the supervision of the superintendent. This report is filed
with the board secretary.
A perpetual inventory is maintained on consumable property of the school district.
The permanent and cumulative records of students currently enrolled in the school district are housed in
the central administration office of the attendance center where the student attends. Permanent records
must be housed in a fireproof vault. The building administrator is responsible for keeping these records
current. Records of students who have graduated or are no longer enrolled in the school district are
housed in the central office. These records will be maintained by the superintendent.
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Code No. 708
Page 2 of 2
CARE, MAINTENANCE AND DISPOSAL OF SCHOOL DISTRICT RECORDS
The superintendent may microfilm or microfiche school district records and may destroy paper copies of
the records if they are more than three years old. A properly authenticated reproduction of a
microfilmed record meets the same legal requirements as the original record.
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Code No. 709
INSURANCE PROGRAM
The board will maintain a comprehensive insurance program to provide adequate coverage against
major types of risk, loss, or damage, as well as legal liability. The board will purchase insurance at
replacement values, when possible, after reviewing the costs and availability of such insurance. The
comprehensive insurance program is reviewed once every three years. Insurance will only be purchased
through legally licensed Iowa insurance agents.
The school district will assume the risk of property damage, legal liability, and dishonesty in cases in
which the exposure is so small or dispersed that a loss does not significantly affect the operation of the
education program or financial condition of the school district.
Insurance of buildings, structures, or property in the open will not generally be purchased to cover loss
exposures below $5,000 unless such insurance is required by statute or contract.
The board may retain a private organization for fixed assets management services.
Administration of the insurance program, making recommendations for additional insurance coverage,
placing the insurance coverage and loss prevention activities is the responsibility of the superintendent.
The superintendent is responsible for maintaining the fixed assets management system, processing
claims and maintaining loss records.
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Code No. 710.1
SCHOOL FOOD PROGRAM
The school district will operate a school lunch and breakfast program in each attendance center. The
school food program services will include hot lunches through participation in the National School
Lunch Program and supplementary foods for students during the school day. Students may bring their
lunches from home and purchase milk or juice and other incidental items.
School food service facilities are provided to serve students and employees when school is in session
and during school-related activities. They may also be used under the supervision of the head cook for
food service to employee groups, parent-teacher meetings, civic organizations meeting for the purpose
of better understanding the schools, and senior citizens in accordance with board policy.
The school food program is operated on a nonprofit basis. The revenues of the school food program will
be used only for paying the regular operating costs of the school food program. Supplies of the school
food program will only be used for the school food program.
The board will set, and periodically review, the prices for school lunches, breakfast and special milk
programs. It is the responsibility of the superintendent to make a recommendation regarding the prices
of school lunch, breakfast and milk.
It is the responsibility of the secretary in charge of the lunch books to administer the program and to
cooperate with the superintendent and head cook for the proper functioning of the school food program.
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Code No. 710.2
FREE OR REDUCED COST MEALS ELIGIBILITY
Students enrolled and attending school in the school district, who are unable to afford the special milk
program, the cost or a portion of the cost of the school lunch, breakfast and supplemental foods, will be
provided the school food program services at no cost or at a reduced cost.
It is the responsibility of the building principal to determine if a student qualifies for free or reduced cost
school food services. Students, whom the principal believes are improperly nourished, will not be
denied the school food program services simply because the paperwork has not been completed.
Employees, students and others will be required to purchase tickets for meals consumed.
It is the responsibility of the superintendent to develop administrative regulations for implementing this
policy.
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Code No. 710.3
VENDING MACHINES
Food served or purchased by students during the school day and food served or purchased for other than
special circumstances is approved by the superintendent. Vending machines in the school building are
the responsibility of the building principal. Purchases from the vending machines, other than juice and
dairy machines, will not be made during the lunch periods.
It is the responsibility of the superintendent to develop administrative regulations for the use of vending
machines and other sales of food to students.
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Code No. 711.1
STUDENT SCHOOL TRANSPORTATION ELIGIBILITY
Elementary and middle school students living more than two miles from their designated school
attendance centers and high school students living more than three miles from their designated
attendance centers are entitled to transportation to and from their attendance center at the expense of the
school district.
Transportation of students who require special education services will generally be provided as for other
students, when appropriate. Specialized transportation of a student to and from a special education
instructional service is a function of that service and, therefore, an appropriate expenditure of special
education instructional funds generated through the weighting plan.
Transportation of a student to and from a special education support service is a function of that service,
and is specified in the individualized education program or the individualized family service plan
(IFSP). When the IEP team determines that unique transportation arrangements are required and the
arrangements are specified in the IEP or IFSP, the school district will provide one or more of the
following transportation arrangements for instructional services and the AEA for support services:
•
•
•

Transportation from the student's residence to the location of the special education and back to
the student's residence, or child care placement for students below the age of six.
Special assistance or adaptations in getting the student to and from and on and off the vehicle,
en route to and from the special education.
Reimbursement of the actual costs of transportation when by mutual agreement the parents
provide transportation for the student to and from the special education.

The school district is not required to provide reimbursement to parents who elect to provide
transportation in lieu of agency-provided transportation. A student may be required, at the board's
discretion, to meet a school vehicle without reimbursement up to three-fourths of a mile. The board may
require the parent to transport their children up to two miles to connect with school bus vehicles at the
expense of the school district when conditions deem it advisable. It is within the discretion of the board
to determine such conditions. Parents of students who live where transportation by bus is impracticable
or unavailable may be required to furnish transportation to and from the designated attendance center at
the expense of the school district. Parents, who transport their children at the expense of the school
district, are reimbursed at the rate per mile set by the state.
Transportation arrangements made by agreement with a neighboring school district will follow the
terms of the agreement. Students, who choose to attend a school in a school district other than their
resident school district, will provide transportation to and from the school at their own expense.
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Code No. 711.2
STUDENT CONDUCT ON SCHOOL TRANSPORTATION
Students utilizing school transportation will conduct themselves in an orderly manner fitting to their age
level and maturity with mutual respect and consideration for the rights of the school vehicle driver and
the other passengers. Students who fail to behave in an orderly manner will be subject to disciplinary
measures.
The driver will have the authority to maintain order on the school vehicle. It is the responsibility of the
driver to report misconduct to the building administrator.
The board supports the use of video cameras on school buses used for transportation to and from school
as well as for field trips, curricular or extracurricular events. The video cameras will be used to monitor
student behavior and may be used as evidence in a student disciplinary proceeding. The videotapes are
student records subject to school district confidentiality, board policy and administrative regulations.
After two warnings for bad conduct, the building principal will have the authority to suspend
transportation privileges of the student or impose other appropriate discipline.
It is the responsibility of the superintendent, in conjunction with the building principal, to develop
administrative regulations regarding student conduct and discipline when utilizing school district
transportation.
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Code No. 711.2R1
Page 1 of 2
STUDENT CONDUCT ON SCHOOL TRANSPORTATION REGULATION
All persons riding in school district vehicles will adhere to the following rules. The driver, sponsor or
chaperones are to follow the school bus discipline procedure for student violations of this policy. Video
cameras may be in operation on the school buses.
1.

Bus riders will be at the designated loading point before the bus arrival time.

2.

Bus riders will wait until the bus comes to a complete stop before attempting to enter.

3.

Riders must not extend arms or heads out of the windows at any time.

4.

Aisles must be kept cleared at all times.

5.

All bus riders will load and unload through the right front door. The emergency door is for
emergencies only.

6.

A bus rider will depart from the bus at the designated point unless written permission to get off at a
different location is given to the driver.

7.

A rider may be assigned a seat by the driver.

8.

Riders who damage seats or other equipment will reimburse the district for the cost of the repair or
replacement.

9.

Riders are not permitted to leave their seats while the vehicle is in motion.

10. Waste containers are provided on all buses for bus riders' use.
11. Permission to open windows must be obtained from the driver.
12. Classroom conduct is to be observed by students while riding the bus except for ordinary
conversation.
13. The driver is in charge of the students and the vehicle, and the driver is to be obeyed promptly and
cheerfully.
14. Students will assist in looking after the safety and comfort of younger students.
15. A bus rider who must cross the roadway to board or depart from the bus will pass in front of the
bus (no closer than 10 feet), look in both directions and proceed to cross the road or highway only
on signal from the driver.
16. Students will not throw objects about the vehicle nor out through the windows.

Collins-Maxwell Community School

Code No. 711.2R1
Page 2 of 2
STUDENT CONDUCT ON SCHOOL TRANSPORTATION REGULATION
17. Shooting paper wads, squirt guns or other material in the vehicle is not permitted.
18. Students will keep feet off the seats.
19. Roughhousing in the vehicle is prohibited.
20. Students will refrain from crowding or pushing.
21. The use or possession of alcohol, tobacco or look-alike substances is prohibited in the vehicle.
22. The Good Conduct Rule is in effect.
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Code No. 711.2R2
Page 1 of 2
USE OF VIDEO CAMERAS ON SCHOOL BUSES REGULATION
The board supports the use of video cameras on school buses as a means to monitor and maintain a safe
environment for students and employees. The video cameras may be used on buses used for
transportation to and from school, field trips, curricular events and extracurricular events. The contents
of the videotapes may be used as evidence in a student disciplinary proceeding.
Student Records
The content of the videotapes is a student record subject to board policy and administrative regulations
regarding confidential student records. Only those persons with a legitimate educational purpose may
view the videotapes. In most instances, those individuals with a legitimate educational purpose may be
the superintendent, building principal, transportation director, bus driver and special education staffing
team. A videotape recorded during a school-sponsored trip, such as an athletic event, may also be
accessible to the sponsor or coach of the activity. If the content of the videotape becomes the subject of
a student disciplinary proceeding, it may be treated like other evidence in the proceeding.
Notice
The school district will annually provide the following notice to students and parents:
The Collins-Maxwell Community School District Board of Directors has authorized the use of
video cameras on school district buses. The video cameras will be used to monitor student
behavior to maintain order on the school buses to promote and maintain a safe environment.
Students and parents are hereby notified that the content of the videotapes may be used in a student
disciplinary proceeding. The content of the videotapes are confidential student records and will be
retained with other student records. Videotapes will only be retained if necessary for use in a
student disciplinary proceeding or other matter as determined necessary by the administration.
Parents may request to view videotapes of their child if the videotapes are used in a disciplinary
proceeding involving their child.
The following notice will also be placed on all school buses equipped with a video camera:
This bus is equipped with a video/audio monitoring system.
Review of Videotapes
The school district will review videotapes (choose one of the following):
X

Option 1--when necessary as a result of an incident reported by a bus driver or student. The
videotapes may be recirculated for erasure after ten days.
Option 2--at least (weekly, monthly, etc.). The videotapes may be recirculated for erasure after
days. Note: Videotapes should be kept for a minimum of two weeks.
Option 3--randomly. The videotapes may be recirculated for erasure after tendays.
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Code No. 711.2R2
Page 2 of 2
USE OF VIDEO CAMERAS ON SCHOOL BUSES REGULATION
Viewing of videotapes is limited to the individuals having a legitimate educational purpose. A written
log will be kept of those individuals viewing the videotapes stating the time, name of individual viewing
and the date the videotape was viewed.
Video Monitoring System
Video cameras will be (choose one of the following):
Option 1--used on all school district buses.
X

Option 2--rotated randomly on school district buses.
Option 3--used on only a select number of school district buses.

Determination of how video cameras will be used and which school buses will be equipped with video
equipment will be made by the superintendent in consultation with the building principals and
transportation director.
Student Conduct
Students are prohibited from tampering with the video cameras on the school buses. Students found in
violation of this regulation will be disciplined in accordance with the school district discipline policy
and Good Conduct Rule and will reimburse the school district for any repairs or replacement necessary
as a result of the tampering.
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Code No. 711.3
STUDENT TRANSPORTATION FOR EXTRACURRICULAR ACTIVITIES
The board in its discretion may provide school district transportation for extracurricular activities
including, but not limited to, transporting student participants and other students to and from
extracurricular events.
Students participating in extracurricular events, other than those held at the school district facilities, may
be transported to the extracurricular event by school district transportation vehicles or by another means
approved by the superintendent. Students attending extracurricular events, other than those held at the
school district facilities will be transported to the extracurricular event by school district transportation
vehicles.
Students, who are provided transportation in school district transportation vehicles for extracurricular
events, will ride both to and from the event in the school vehicle. A student's parent may personally
appear and request to transport the student home from a school-sponsored event in which the student
traveled to the event on a school district transportation vehicle. Parents/Guardians must sign the student
out at the event.
It is the responsibility of the superintendent to make a recommendation to the board annually as to
whether the school district will provide the transportation authorized in this policy. In making the
recommendation to the board, the superintendent will consider the financial condition of the school
district, the number of students who would qualify for such transportation, and other factors the board or
superintendent deem relevant.
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Code No. 711.4
SUMMER SCHOOL PROGRAM TRANSPORTATION SERVICE
The school district may use school vehicles for transportation to and from summer extracurricular
activities. The superintendent will make a recommendation to the board annually regarding their use.
Transportation to and from the student's attendance center for summer school instructional programs is
within the discretion of the board. It is the responsibility of the superintendent to make a
recommendation regarding transportation of students in summer school instructional programs at the
expense of the school district. In making the recommendation to the board, the superintendent will
consider the financial condition of the school district, the number of students involved in summer school
programs, and other factors deemed relevant by the board or the superintendent.
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Code No. 711.6
TRANSPORTATION OF NONSCHOOL GROUPS
Only in unusual circumstances will the board make school district transportation vehicles available to
local nonprofit entities which promote cultural, educational, civic, community, or recreational activities
for transporting to and from nonschool-sponsored activities in the state.
In the event school district transportation vehicles are made available to local nonprofit entities, it is the
responsibility of the superintendent to develop administrative regulations for application for, use of, and
payment for using the school district transportation vehicles.
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Code No. 711.7
SCHOOL BUS SAFETY INSTRUCTION
The school district will conduct school bus safe riding practices instruction and emergency safety drills
once a year for students who utilize school district transportation.
Each school bus vehicle will have, in addition to the regular emergency safety drill, a plan for helping
those students who require special assistance to safety during an emergency. This will include, but not
be limited to, students with disabilities.
School district vehicle drivers are required to attend each safety drill.
Employees are responsible for instructing the proper techniques to be followed during an emergency, as
well as safe riding practices. It is the responsibility of the superintendent to develop administrative
regulations regarding this policy.
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Code No. 711.8
TRANSPORTATION IN INCLEMENT WEATHER
School district buses will not operate when weather conditions due to fog, rain, snow or other natural
elements make it unsafe to do so. Because weather conditions may vary around the school district and
may change quickly, the best judgment possible will be used with the information available.
The final judgment as to when conditions are unsafe to operate will be made by the superintendent. The
superintendent will be assisted by the actual "on location" decisions and reports of the drivers.
Several drivers each year will be specially designated to report weather and road conditions by bus radio
when requested to do so. Other drivers and students will be notified by commercial radio when school is
cancelled or temporarily delayed. When school is cancelled because of weather anywhere in the school
district, all schools will be closed.
When weather conditions deteriorate during the day after school has begun, cancellation notices will be
announced by commercial radio. Students will be returned to their regular drop-off sites unless weather
conditions prevent it. In that case, students will be kept at or returned to school until they are picked up
by the parents.
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