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3001 

Budget 
 

The board of education shall adopt a budget each year to support the school 
district’s programs and services for the ensuing fiscal year.   The 

superintendent of schools shall be responsible for developing the budget 
subject to the direction and decisions of the board.  The budget document 

shall be under continuous development, based upon the requirements of the 
adopted educational program.  

 
The superintendent shall prepare the proposed budget in accordance with 

board policies and goals, state statutes and regulations.  As the district’s 
spending plan, the budget will be based on up-to-date revenue estimates, 

and will reflect the assessed needs and programs approved by the board. 
 

The board shall present the proposed budget to the public so that patrons 

may review it and participate in any public hearing(s).  The board shall 
consider and adopt the budget in accordance with Nebraska law. 

 
Except for bids required under the section "Bid Letting and Contracts,” the 

board’s adoption of the budget shall authorize the purchases without further 
board action. 

 
At each monthly board meeting, the superintendent will provide a report on 

the current status of the major sections of the budget. 
 

Adopted on: August 10,2015 
Revised on: _________________________ 

Reviewed on: ________________________ 
 

 

 
13-501 et seq 

79-1023 et. seq  



 

 

 3002 

 Deposits 
 

The board of education shall designate the depository or depositories for all 
school funds.  All funds received by the district shall be deposited promptly 

in the proper account of each such depository.  All funds shall be insured by 
the Federal Deposit Insurance Corporation or a surety bond approved by the 

board on securities of the United States government pledged by joint 
custody receipt.   

 
Funds collected by district representatives shall be receipted, accounted for, 

and directed without delay to the proper depository.  Funds exceeding 
$1,000 shall not be left overnight in school buildings, except in safes 

provided for the safekeeping of valuables. 
 

Adopted on: August 10, 2015 

Revised on: _________________________ 
Reviewed on: ________________________ 

 



 

 

 3003 
 Bid Letting and Contracts 

 
1. General Bidding Policy 

 
a) At the discretion of the board, contracts may be oral or written, 

formal or informal, expressed or implied, or true or quasi 

contracts. 
 

b) The quality of the product and its suitability for the purpose for 
which it will be used, not price alone, shall be considered in 

determining the awarding of contracts. 
 

c) The board reserves the right to reject any or all bids. 
 

2. Informal Bidding for Moderate Purchases  
 

a) Written or verbal quotes may be requested on orders of supplies 
and equipment, new construction, or repair and renovation, 

when the estimated cost is between $2,000 and $5,000.  These 
quotes may be accepted without board action. 

 

3. Formal Bidding for Major Purchases and Construction 
 

a) The board or superintendent may solicit either quotes or bids for 
the provision of large orders of supplies and equipment, new 

construction, repair or renovation, if the estimated amount for 
the supplies and/or equipment exceeds $5,000.00. 

 
b) Pursuant to section 73-106 of the Nebraska statutes, the board 

will advertise for bids when the contemplated expenditure of the 
project exceeds $100,000 for the construction, remodeling or 

repair of a school-owned building or for site improvement.  
 

c) In projects that involve professional engineering or architecture, 
the board will have a registered professional engineer or 

architect prepare the plans, specifications, and estimates when 

the anticipated cost of the project exceeds $100,000.   
 

d) Advertising for Bids 
 

1) The superintendent or designee will arrange to advertise 



 

 

for bids under this section by publishing notice in any 
newspaper of general circulation within the school district 

at least 7 calendar days prior to the date on which bids are 
due. 

 
2) Nothing in this policy shall prevent the superintendent or 

designee from advertising in additional media outlets or for 

a longer period of time. 
 

e) Bid Documents 
 

(1) The bid documents shall identify the day upon which the bids 
shall be returned, received or opened and shall identify the 

hour at which the bids will close or be received or opened.   
 

(2) The bid documents shall also provide that such bids shall be 
opened simultaneously in the presence of the bidders or their 

representatives.   
 

(3) Bids received after the date and time specified in the bid 
documents shall be returned to the bidder unopened. 

 

(4) If bids are being opened on more than one contract, the 
board, in its discretion, may award each contract as the bids 

are opened. 
 

(5) Sealed bids will be opened in a place and at the specific time 
stated in the bid form.  Bidders shall be notified of the 

opening and invited to be present.   
 

(6) The board shall have discretion in determining which bidders 
are responsible and responsive and shall award the contract 

to the lowest, responsible, and responsive bidder whose bid 
meets the bid specifications. 

 
4. Use of State-Wide Cooperative Purchasing Program.  The 

administrative team may, in its discretion, use a Nebraska a state-

wide cooperative purchasing program in lieu of obtaining quotes or 
bids under this policy to the extent such a bid or quote is not 

otherwise independently required by law.   
 

Adopted on: August 10, 2015 



 

 

Revised on: _________________________ 
Reviewed on: ________________________ 
 

 

 



 

 

 3004 
 Purchasing 

 
1. General Purchasing Policy 

 
a) The school district’s budget shall be the guide for all purchases.  

No employee of the district may make a purchase that is not 

provided for in the budget without board or administrative 
approval. 

 
b) The board intends to purchase competitively, whenever possible, 

without prejudice and to seek maximum educational value for 
every dollar expended. 

 
c) The acquisition of services, equipment and supplies shall be 

centralized in the administration office under the supervision of 
the superintendent of schools, who shall be responsible for 

developing and administering the purchasing program of the 
school district. 

 
d) purchases or commitments of district funds that are not 

authorized by this policy will be the responsibility of the person 

making the commitment. 
 

2. Building-Specific Purchasing  
 

a) School buildings are operationally under the control of building 
principals. Principals have control and responsibility for the 

building and grounds, for all supplies and equipment housed at the 
building, for all school-related activities in the building, and for all 

pupils, teachers, and other employees assigned to the building.   
 

b) Principals, in consultation with their staff, are responsible for 
requisitioning, managing, distributing, and utilizing supplies within 

the building.   
 

c) The superintendent of schools or his designee is responsible for 

the requisitioning, managing, distributing, and utilizing of supplies 
for maintenance and transportation.   

 
d) The administration is responsible for purchasing of goods, services 

and supplies and for providing the necessary forms for 



 

 

establishing efficient procedures to facilitate the process. 
 

 
 

3. Purchasing Procedures  
 

a) School personnel must secure the approval of an authorized 

administrator before making any purchases.   
 

b) Employees seeking reimbursement for a purchase made with 
their personal funds must attach an itemized receipt or invoice to 

all requests for reimbursement; must sign all purchase receipts 
or charge slips; and must submit itemized receipts and any 

purchasing card or credit card receipts to the office of the 
superintendent no later than the Friday prior to the next regular 

board meeting.  A non-itemized credit card receipt is not 
sufficient. 

 

a) Employees making purchases with a school district credit card or 

purchasing program must comply with the steps set forth in the 

district’s Purchasing (Credit) Card Program. 
 

c) All purchases of goods and services made with district funds 
must be made on a properly executed purchase order.   

 
d) All purchases shall be initiated with a purchase order.  Purchase 

orders are signed by the person responsible for that particular 
budget and finally by the superintendent. 

 
4. Purchasing Controls  

 
The board encourages the administration to help achieve both quality 

control and the price advantages of purchasing in quantity.  The 
administration is encouraged to: 

 

a) establish specifications for goods and services as needed; 
 

b) identify several existing, commercially available "standard 
brands" that meet those specifications as examples; and 

 
c) invite vendors to bid, based on those examples, or comparable 

ones, which the vendors believe to be acceptable according to 



 

 

the specifications. 
 

5. Relations with Vendors 
 

a) The board wishes to maintain good working relations with 
vendors who supply materials, supplies and services to the 

school system.  The school shall not extend favoritism to any 

vendors.  Each order shall be placed on the basis of quality, price 
and delivery, with past services being a factor if all other 

considerations are equal.  The administrative team may, in its 
discretion, use a Nebraska a state-wide cooperative purchasing 

program in lieu of obtaining quotes or bids under this policy to 
the extent such a bid or quote is not otherwise independently 

required by law.   
 

b) Unless such purchase is made in compliance with applicable 
state statutes, no purchase will be made from: 

 
(1) a board member or an employee;  

 
(2) a board member's or employee’s parent, spouse, child or a 

member of his/her immediate household; or 

 
(3) any enterprise in which a board member or employee has a 

direct or indirect interest (except public utilities). 
 

c) No employee shall endorse any product of any type or kind in 
such a manner as will identify him/her in any way as an 

employee of the school district. 
 

d) The board believes in patronizing local businesses.  Consequently, 
when proposals are judged to be equal in terms of quality, price, 

and/or service, the contract or purchase will be awarded to the 
firm that is located within the district.  However, the board will not 

sacrifice either quality or economy to patronize local businesses. 
 

 

Adopted on: August 10, 2015 
Revised on: _________________________ 

Reviewed on: ________________________ 
 

 



 

 

3005 

School Activities Fund 
 

The superintendent of schools shall establish an activities fund account to be 
used to finance the operations of student organizations, inter-school 

athletics, and other school activities that are not a part of any other fund.  
The school activities fund is a school district account.  All transactions 

related to the activities fund shall be conducted through an account at a 
board-approved depository.   

 
The superintendent shall manage the activities fund and serve as its 

treasurer.  The superintendent may divide the activities fund into more than 
one account to allocate portions of the fund for different purposes. 

 
Funds in an activity’s account after the activity ceases to exist shall be 

transferred to the general fund or such other fund as the board may choose.  

Funds left in a graduating class’s account may be transferred into any other 
school account at any time after graduation upon board approval.  

 
As school activities are a responsibility of the school district, any deficit in 

the activity fund shall be paid from the general fund.   
 

 
Adopted on: August 10, 2015 

Revised on: _________________________ 
Reviewed on: ________________________ 

 
 



 

 

 3007 

 Review of Bills 
 

The president of the board of education may appoint a board member or 
committee of the board to meet with the superintendent of schools each 

month to review all bills that are to be presented to the board for payment.  
The board member or committee shall report its recommendations to the 

board. 
 

Adopted on: August 10, 2015 
Revised on: _________________________ 

Reviewed on: ________________________ 

 
 
 
 



 

 

                                                         3008 

                                       Gifts, Grants and Bequests 
 

The school district encourages those who wish to make gifts, grants, 
bequests or devises of property, real or personal, to the school district. The 

superintendent or his or her designee is authorized to accept on behalf of 
the school district gifts of personal property that are consistent with the 

district’s mission and objectives and which the superintendent reasonably be 
lives has a fair market value of $10,000.00 or less.  In its sole discretion, the 

board of education may accept all other donations when they are consistent 
with the district’s mission and objectives. Upon acceptance, donations shall 

become the sole property of the district.  The donation will be under the 
complete control of the board or school district which will not have any 

obligation to replace it if it is destroyed or becomes obsolete. 
 

Adopted on: August 10, 2015 

Revised on: _________________________ 
Reviewed on: ________________________ 

  
 

 



 

 

3009 

Audit 
 

The board of education shall appoint a certified public accountant or public 
accounting firm to audit all school accounts annually and report to the board 

of education.  The audit shall include all areas required by law and the rules 
of the Nebraska Department of Education.  The auditor is not obligated to 

follow generally accepted accounting principles (GAAP) but shall conduct the 
audit according to the standards of the auditing profession.  

 
Adopted on: August 10, 2015 

Revised on: _________________________ 
Reviewed on: ________________________ 

 



 

 

 3010 

 Insurance 
 

The board or education shall purchase such insurance as it deems 
appropriate to protect the district, the board as a corporate body, individual 

board members, appointed officers, employees, and volunteers from 
financial loss arising from any claim, demand, suit or judgment.  The district 

may, but is not required to, solicit bids or quotes for insurance coverage.   
 

The board shall review its insurance coverage before its expiration date, or 
as need dictates. 

 
Adopted on: August 10, 2015 

Revised on: _________________________ 
Reviewed on: ________________________ 
 

 



 

 

 3012 

 School Meal Program 
 

The school district will make a school meal program available to students.  
The cost of the program will be determined by the board of education so as 

to make the program as nearly self-supporting as possible.  With board 
approval, the district may contract with a private company or corporation for 

the management and/or provision of the program.   
 

The district will notify the families with children attending school of the 
current guidelines for free or reduced-price school meals.  A copy of the 

complete regulations and procedures regarding reduced-price and free meals 
shall be available in the office of the superintendent. 

 
Adopted on: August 10, 2015 

Revised on: _________________________ 

Reviewed on: ________________________ 
 

Neb. Rev. Stat. 79-526, 79-10,137 
 

42 U.S.C. 1771 et seq 
 

42 U.S.C. 1751 et seq 
 

 
 

 



 

 

 3013 

 Emergency Closings 
 

School shall be held on the dates set forth on the official calendar, and shall 
not be closed or dismissed except when superintendent or his or her 

designee determines that it is impossible or impracticable to hold school.  
When school is closed there will be no school-sponsored activities held 

without the permission of the superintendent or building administrator. 
 

Adopted on: August 10, 2015 
Revised on: _________________________ 

Reviewed on: ________________________ 

 
 



 

 

 3014 

 Use of School Property 
 

1) General Use  
 

School organizations may use school facilities at no cost to the group, if they 
restore the facilities to their normal state after using them.  

 
The school district may permit the use of public school buildings or other 

school property under such rules and regulations as it may adopt. The board 
may charge a fee as may be necessary to meet the expense of such 

meeting, restore the property, pay for extra help required, or as otherwise 
deemed appropriate. 

Any person or group using school facilities must assure that it will be 
responsible for maintaining order, protecting property, and providing 

security and safety.  Activities or entertainment held on school premises 

shall be suitable for a school environment.  Any person or school group using 
the school facilities, for any purpose, must comply with all of the district’s 

policies, rules and regulations. 
 

2) Entry and Participation Fees 
 

Rental fees, if any, for school facilities and property shall be set by the board 
or the board’s designee.  The board may adjust rental fees at its discretion. 

 
3) Supervision of Students 

 
The kitchen, industrial technology, weight rooms, and other facilities or 

property containing potentially dangerous equipment may not be used by 
students when school is not in session, unless supervised by an adult 

approved by the administration. 

 
4) Use of Equipment and Staff 

 
The district shall bear any costs for a school group (e.g., the fee paid to a 

cook or a custodian required to be in attendance).  All other groups will 
reimburse the school districts for reasonable staffing costs. 

 
Students, faculty and community members may borrow school equipment 

for non-school use only if they have received the prior permission of the 
superintendent or building principal. 

 



 

 

5) Denial of Access 

 
Pursuant to Policy 3018, the superintendent or designee may limit or deny 

access to school buildings, grounds, and activities to any person or group 
whom the administrator deems to be using the facilities in a manner that is 

unsafe or inconsistent with the educational mission of the district.    
 

 
Adopted on: August 10, 2015 

Revised on: _________________________ 
Reviewed on: ________________________ 

 
 



 

 

 3015 

 Time Away From School Activities   
 

As it is important for students to have some nights free from school 
activities, school activities will not be scheduled on Wednesday nights or on 

Sundays without the approval of the superintendent. 
 

Adopted on: August 10, 2015 
Revised on: _________________________ 

Reviewed on: ________________________ 

 
 



 

 
3016 

Smoking 
 

Smoking, including the use of vapor products, alternative nicotine products, 
or any other such look-alike product, is not permitted on school property at 

any time.  
 

 
Adopted on: August 10, 2015 

Revised on: _______________ 
Reviewed on: ______________ 

 
 



 

 

3018 
Denying Access to School Premises or Activities 

 
The school district shall provide access to the district's buildings, 

grounds and activities to students, parents or guardians of students, and 
other persons who have legitimate reasons for being on school grounds.  The 

superintendent of schools or his or her designee (referred to herein as the 
“administrator”) may limit or deny access to school buildings, grounds, and 

activities to any person who: 
 

1. Disrupts the educational environment; 
2. Is unreasonably boisterous; 

3. Engages in violence, force, coercion, threats, intimidation, 

or similar conduct; 
4. Causes or attempts to cause damage to school property or 

to the property of any student or school employee; 
5. Causes or attempts to cause personal injury to any 

member of the school community on school grounds or at 
a school activity on or off school grounds; 

6. Uses vulgar, profane, or demeaning language; 
7. Uses fighting words; or 

8. Is a registered sex offender or otherwise poses a danger to 
the safety and wellbeing of any member of the school 

community.  
 

Upon determining that a person has engaged in, or is engaging in 
conduct that constitutes grounds for exclusion under this policy, the 

administrator shall take such action as he or she determines appropriate, 

including directing the person to cease engaging in the conduct or to leave 
the school premises or activity immediately.  The administrator may request 

assistance from law enforcement authorities to remove an offending person 
from the school grounds. 

 
The administrator shall have the authority to fix the time when, and 

the conditions under which, the offending person may return to school 
premises.  A person who enters school premises in violation of these 

conditions shall be deemed to be trespassing.  The administrator may 
summon law enforcement authorities to remove the person and request that 

criminal proceedings be initiated. 
 

 
Adopted on: August 10, 2015 

Revised on: _________________________ 
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Reviewed on: ________________________ 
 

 



 

 

3019 

Sale or Disposal of School Property 
 

 In selling school property, whether real or personal, the board of 

education shall be mindful of its financial obligation to the taxpayers of the 
school district.  The board may sell school property in the manner it deems 

most appropriate for the particular property (e.g., by taking bids, by auction, 
or by selling the property for a specified price).  The board shall take action at 

a regular meeting to approve the sale or disposal of property by the 
statutorily required two-thirds vote of the members before selling or disposing 

of it. 
 

Adopted on: August 10, 2015 
Revised on: _________________________ 

Reviewed on: ________________________ 
 

 



 

 

3020 

Copyright Compliance 
 

Copyrighted print, audio, video, software and other media may be 
reproduced only when the use of the reproduction is a fair use in 

compliance with the Copyright Act or when the written permission for 
such use by reproduction has been obtained from the copyright holder.  

Any staff member who violates this policy will face disciplinary action 
up to and including the cancellation, non-renewal, or termination of 

the employee’s employment.  Any student who violates this policy will 
face disciplinary action up to and including expulsion, depending on 

the seriousness of the misconduct.  Individuals who subject the school 
district to financial penalty for copyright violations may be required to 

reimburse the district for its costs for such violation. 
 

Adopted on: August 10, 2015 

Revised on: _________________________ 
Reviewed on: ________________________  

 
 

 



 

 

3021 
Operation of School Business Office 

  
The central office of the school district shall generally be open for business 

from 8:00 a.m. to 4:30 p.m. every weekday except for New Year’s Day, 
Memorial Day, the Fourth of July, Labor Day, Thanksgiving and Christmas 

Day.  The office shall generally be open, even on days when school is 

cancelled due to inclement weather.  The Superintendent shall be 
responsible for ensuring that the central office is appropriately staffed when 

the district is open for business and shall be responsible for supervising all 
staff employed in the central office.   

 
 

 
Adopted on: August 10, 2015 

Revised on: _________________________ 
Reviewed on: ________________________ 

 

 
 

  



 

 

3022 
Volunteers 

  
Volunteers provide valuable assistance to school district staff and enrich the 

education program.  Community members are encouraged to volunteer their 
services to the district under the conditions set forth below. 

 

1. Volunteers must provide the district with directory information 
including their name, address, and telephone number. 

 
2. Upon request by the district, volunteers must promptly execute a 

Volunteer Services Agreement. 
 

3. The district may, but is not required to, conduct a criminal background 
check on any volunteer.  A potential volunteer who refuses to undergo 

a background check will not be permitted to volunteer for the district. 
 

4. Volunteers shall not perform the duties of a teacher as that term is 
defined in Nebraska statutes or regulations. 

 
 

Adopted on: August 10, 2015 

Revised on: _________________________ 
Reviewed on: ________________________ 

 
 

 
  



 

 

3023 

Electronic Records Management Policy  
 

 In order to meet the District’s technical and business needs and to 
achieve good faith, routine operation of the District’s electronic information 

system, it is the policy of this District to retain electronically stored 
information in a form with its metadata intact (“ESI”) for a period of one 

year from the date the ESI is created (“Retention Period”).  At the expiration 
of the Retention Period, the ESI shall be subject to overwriting or deletion 

from the District’s electronic files and records, except as otherwise required 
by these polices or state and federal law.  When ESI is relevant or may 

reasonably become relevant to pending or reasonably anticipated litigation, 
such ESI shall be retained until the pending litigation is over or until the 

reasonable anticipation of litigation no longer exists, regardless of whether 
such ESI’s Retention Period has expired.  When ESI is relevant or may 

reasonably become relevant to pending or reasonably anticipated litigation, 

the District’s central administration office shall send a litigation hold 
memorandum to all personnel that may have access to such ESI.   

 
Adopted on: August 10, 2015 

Revised on: _________________________ 
Reviewed on: ________________________ 

 
 



 

 

3024 

Booster Clubs and Parent-Teacher Organizations 
 

 Parent-teacher organizations and booster clubs (collectively, 
“Supporting Entities”) promote goodwill throughout the community and 

strengthen educational programs via parental and community involvement in 
the district.  However, the district’s involvement with Supporting Entities 

may result in negative legal and political consequences.   
 

Supporting Entities are separate entities from the district and board.  
Therefore, district employees may only participate in a Supporting Entity’s 

activities as a member, officer, or director of the Supporting Entity.  District 
employees may not participate in Supporting Entities in their capacity as a 

district employee.  Further, in-school announcements for Supporting Entity 
sponsored functions must provide a clear indication that the function is 

sponsored by the Supporting Entity. 

 
Notwithstanding anything herein to the contrary, an administrator 

employed by the district may attend the meetings of the Supporting Entity.   
  

Supporting Entities may only use the district’s facilities for meetings or 
public activities, and may only use the district’s names, logos, or mascots, 

upon prior written approval of a district administrator. 
 

Adopted on: August 10, 2015 
Revised on: _________________________ 

Reviewed on: ________________________ 



 

 

3025 

Returned Checks 
 

 Any individual or entity that writes a check to the school district which 
is returned due to insufficient funds must reimburse the school district in 

cash for the amount of the check plus a $30.00 returned check charge.  
Individuals or entities whose checks are repeatedly returned due to 

insufficient funds may be prohibited from paying amounts due to the school 
district via check.   

 
Adopted on: August 10, 2015 

Revised on: _________________________ 
Reviewed on: ________________________ 

 
 

 



 

Page 1 of 1 

3026 
Handbooks  

 
The school district’s handbooks for students and staff are intended to convey 

information and explain school regulations and procedures that are 
necessary for the school to run smoothly and efficiently.  Although the board 

of education may take action to approve the handbooks annually, the 

administration has the authority to change the contents of any handbook so 
long as the changes are consistent with board policy.   

 
None of the district’s handbooks creates a “contract” between the school 

district, staff members, parents or students.   
 

If any information contained in any handbook conflicts with board policy or 
state statute, the policy or statute will govern.   

 
Adopted on: August 10, 2015 

Revised on: _________________________ 
Reviewed on: ________________________  

 
 

 

 
 

 
 



 

 

 

3027 
Resolution of Conflicts Between Parents Over School Issues 

 
 It is in students’ best educational interests to have parents work 

cooperatively with each other and with school personnel regarding their 
children’s education.  In certain circumstances, parents disagree with each 

other regarding their children’s education or other issues involved with the 
school district.  Though such disagreements typically occur with separated or 

divorced parents, this regulation is not limited to those circumstances. 
 

1) Obtaining Records and Conferring with Teachers.   
 

All parents can obtain their children’s records and meet with their children’s 
teachers regardless of custody or visitation rights unless a court enters an 

order otherwise or their parental rights have been terminated.  The district w 

may choose to schedule separate parent-teacher conferences absent 
extraordinary circumstances. 

 
2) Accessing a Child at School/Picking Up a Child.   

 
School personnel will neither interpret nor enforce court orders governing 

the relations between separated or divorced parents unless the court order 
terminates the parental rights of a parent, limits a parent to supervised 

visitation with minor children or otherwise specifically limits the parent’s 
access to the child at school.  In all other circumstances, parents may 

contact their child while at school or pick a child up from school at any time. 
School staff are not responsible for enforcing visitation schedules contained 

in any court order to which the school district is not a party. 
 

 

Adopted on: August 10, 2015 
Revised on: _______________ 

Reviewed on: ______________ 
 

 
 

 
 



 

 

3028 

Sex Offenders 
 

 The safety of the students attending school is very important to the 
board of education.  School employees, parents, and students should be 

aware of dangers posed by sex offenders living within the school district, and 
should be vigilant in providing protection against these dangers.   

 
 The Nebraska Legislature has enacted the Nebraska Sex Offender 

Registration Act.  The Act requires sex offenders to register with the local 
county sheriff where they reside.  The school district shall notify staff 

members, parents, and students of any registered sex offenders residing in 
the school district. Such notice shall contain information about the 

availability of further information on the State Patrol’s web page, and shall 
inform the recipient of the prohibition against using the information for any 

retaliatory purpose against the sex offender, the offender’s family, or the 

offender’s employer.  Only information deemed non-confidential pursuant to 
NEB. REV. STAT. §§ 29-4006 and 29-4009 will be disclosed in the 

aforementioned notification. 
 

 The board does not generally permit registered sex offenders on 
school grounds, at any school sponsored activity, or on any property under 

the control of the school district.  The superintendent or his/her designee is 
hereby empowered to notify sex offenders of this policy and to grant limited 

permission to attend certain activities on a case-by-case basis.    
 

 Students who are registered sex offenders shall not be precluded 
from receiving a free education from the school district on that basis.  The 

school district will consider a student’s status as a registered sex offender in 
determining the student’s educational placement and program.   

 

Adopted on: August 10, 2015 
Revised on: _______________ 

Reviewed on: ______________ 
 

 



 

 

3029 

Distribution of Flyers Advertising Non-School Organization 
Activities 

 
As students can derive social and educational benefits from activities 

sponsored by non-school organizations, groups or individuals, the 
district will distribute flyers advertising activities of non-school 

organizations that meet the requirements set forth below: 
 

1. The flyer may not contain statements that are obscene, 
lewd, vulgar, profane; violate federal, state or local laws or 

regulations; violate board policy; advocate the use or 
advertise the availability of any substance or material that 

may reasonably be believed to constitute a direct and 
substantial danger to the health or welfare of students, 

such as tobacco, alcohol or illegal drugs; incite violence; 

advocate use of force or urge violation of federal,  state or 
municipal law, district policy or regulations; interfere with 

or advocate interference with the rights of any individual 
or the orderly operation of the schools and their programs. 

 
2. The non-school organization must contact the district office 

to (a) inform the district that it wishes to have flyers 
distributed to students and (b) obtain a date from the 

office on which the flyers will be delivered.   
 

3. The non-school organization must provide a sufficient 
number of copies of the flyer and must deliver them to the 

district at least three days before the date the flyers are to 
be distributed.   

 

4. The flyer may not advertise any activity which will take 
place during instructional time or during school-sponsored 

activities. 
 

5. The flyer must include a statement explaining that the 
organization is not affiliated with or endorsed by the 

district. 
 

Adopted on: August 10, 2015 
Revised on: _______________ 

Reviewed on: ______________ 
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Automatic External Defibrillator (AED) Program 
 

An automatic external defibrillator (AED) is a portable device used to 
induce electrical stimulation to the heart muscle in the event of a 

potential cardiac arrest.  The school district has a limited number of 
AEDs in its facilities.  The location of the AEDs will be determined by 

the AED Program Coordinator in consultation with members of the 
school district administration and the local fire/EMS department.  The 

presence of AEDs in certain locations in selected district buildings does 
not imply that AEDs will generally be available in all locations or in all 

district buildings.  Likewise, the district does not make any promise, 
express or implied, that a trained staff member will be available to 

operate the AED in the event of a potential cardiac arrest.   
 

1. Equipment 

 
Equipment shall be an automated external defibrillator in working 

condition that meets standards established by the Federal Food and 
Drug Administration and is in compliance with the manufacturer’s 

maintenance schedule.  Gifts, grants and donations, including in-kind 
donations, designated for obtaining an automated external 

defibrillator, or for inspection, maintenance or training in the use of an 
automated external defibrillator will be accepted and placed into a 

special district account to assist in obtaining and maintaining AEDs. 
 

When the school acquires an AED it will notify the local emergency 
medical service of the existence, location, and type of the AED, and 

will notify EMS of any change in the location of such defibrillator.  If an 
AED is located in a bus or other school vehicle, only the primary site 

where the vehicle or object is located will be reported to EMS.  

 
 

2. Program Coordinator 
a. The School District’s AED Program Coordinator is the 

school nurse.  
 

b. The Program Coordinator shall: 
 

 Consult with the school’s administration 
and the medical advisor to develop a 

written protocol for the use of AEDs, 
and post such protocol near each AED 

 Select employees for AED training 



 

 

 Arrange for appropriate training of 

anticipated users at least annually  
 Maintain a training schedule that 

includes the names of those trained 
and dates both of current training and 

dates for recertification.  
 Check equipment according to the 

manufacturer’s guidelines and take 
appropriate action in the event of any 

variance or need 
 Maintain on file a specification sheet on 

each approved AED model 
 Monitor the effectiveness of this system 

 Communicate with medical director on 
issues related to medical emergency 

response program including post-event 

reviews 
 Coordinate with the local fire 

department and police department   
 Take appropriate steps after an AED 

event, including sharing of data with 
appropriate medical and EMS 

personnel, cleaning, replacing or 
recharging components of the AED as 

appropriate. 
 

3. Medical Oversight 
a. The medical advisor of the AED program is a local 

Physician, MD. 
b. The medical advisor has ongoing responsibility for: 

 

 Providing medical direction for use of 
AEDs 

 Writing a prescription for AEDs 
 Reviewing and approving guidelines for 

emergency procedures related to use of 
AEDs and cardio pulmonary 

resuscitation  
 Evaluation of post-event review forms 

and digital files downloaded from the 
AED 

 
4. Volunteer Responders 

 



 

 

Anyone may, at their discretion, provide voluntary assistance to 

victims of medical emergencies.  The extent to which these individuals 
respond shall be appropriate to their training and experience, and may 

include CPR, AED or medical first aid. 
 

 
Adopted on: August 10, 2015 

Revised on: _______________ 
Reviewed on: ______________ 
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Students Electing to Attend School in Adjoining State  
 

The board shall deny applications of students seeking to attend school 
in an adjoining state.  The board shall make an exceptions to this 

policy only upon a showing by the student’s family that (1) the student 
will suffer extreme and unusual harm if not allowed to attend school in 

an adjoining state; or (2) the district’s financial circumstances will be 
unaffected by the out-of-state transfer.   

 
This policy shall not apply to out-of-state placements of students with 

verified disabilities by their Individualized Education Plan Teams.   
 

Adopted on: August 10, 2015 
Revised on: _________________________ 

Reviewed on: ________________________ 
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Copying Fees for School District Records 
 

 Requests for copies of school district records shall be subject to 
applicable copying fees.  No fee shall be charged for providing a copy of a 

student or public record if a specific law or regulation requires the copy to be 
provided without charge. 

 
Student Records.  Students and their parents or guardians shall not be 

charged any fee to inspect and review the student’s files or records.  
Students and their parents or guardians who desire a copy of the student’s 

files or records shall pay the reasonable cost of reproduction as follows: 
 

 Black and white letter or legal-sized photocopies:  No charge for the 
first 20 copies;  10 cents for each copied page thereafter.  

 Computer data printouts:  No charge for the first 20 pages; 10 

cents for each page thereafter. 
 Other medium:  Actual cost of reproduction. 

 Postage fees:  Actual cost 
 

Students and their parents or guardians shall not be charged any fee: 
 

 To search for or retrieve any student’s files or records. 
 For a copy of a student’s Individualized Education Plan (IEP). 

 For copy of the special education evaluation report and the 
documentation of determination of eligibility for special education 

services upon completion of the administration of assessments and 
other evaluation measures. 

 If the fee effectively prevents the parents from exercising their right 
to inspect and review student records. 

 

Student Records – Transfer School.  A copy of the student’s files or 
records, including academic material and any disciplinary material relating to 

any suspension or expulsion shall be provided at no charge, upon request, to 
any public or private school to which the student transfers. 

 
Public Records.  Individuals requesting copies of public records shall pay 

the actual added cost of making the copies available.   
 

 For photocopies, actual added costs may include a reasonably 
apportioned cost of the supplies, such as paper, toner, other 

equipment used in preparing the copies, and any additional 
payment obligation for the time of contractors necessarily 

incurred to comply with the copy request.   



 For printouts of computerized data on paper, actual added cost 

may include computer run time and the cost of materials for 
making the copy.   

 For electronic data, the actual added cost may include the 
reasonably calculated actual added cost of the computer run 

time, any necessary analysis and programming, and production 
of a report in the form furnished to the requester.  

 The actual added cost shall not include any charge for the 
existing salary or pay obligation to public officer or employees 

for the first four hours of searching, identifying, physically 
redacting, or copying records, but fees may be charged after the 

first four hours.   
 The district shall not charge any fee for copies of public records 

that is prohibited by law but reserves the right to charge any 
other fee allowed by law.   

 

The fee schedule for public records copies is as follows: 
 

 Black and white letter or legal-sized photocopies:  No charge for the 
first 20 copies;  10 cents for each copied page thereafter. 

 Computer data printouts:  No charge for the first 20 pages; 10 
cents for each page thereafter. 

 Other medium:  Actual cost of reproduction. 
 Postage fees:  Actual cost 

 
Deposit.  The school district may require a deposit before providing copies 

of student or public records if the estimated cost to fulfill the request 
exceeds fifty dollars. 

 
Waiver.  Documents may be furnished without charge or at a reduced 

charge where the district determines that waiver or reduction is in the public 

interest. 
 

Adopted on: August 10, 2015 
Revised on: _________________________ 

Reviewed on: ________________________ 
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Lending Textbooks to Children Enrolled in Private Schools 
 

 The school district shall make textbooks available to private school 
children who reside within the district or are otherwise entitled to borrow 

them pursuant to statute and 92 Nebraska Administrative Code, section 4.  
The district is obligated to purchase and lend textbooks only to the extent 

that the Legislature appropriates funds to the Nebraska Department of 
Education to be distributed for this purpose.  The district shall make a 

request for funds by filing an application on the form prescribed by the 
Department of Education no later than February 15th prior to the school year 

for which the application is made. The application shall include: the number 
of applications received; the number of textbooks requested; the number of 

textbooks needed to be purchased to fill the requests; the purchase price of 
the textbooks needed to be purchased which may include up to 5% of the 

cost to defray administrative expense; the title, purchase price, and number 

requested of each textbook including any shipping or handling charges; and 
if applicable the amount of carryover funds remaining from the previous 

year, amount of funds on hand from sale of unused textbooks, and amount 
of funds on hand from reimbursements for damaged textbook.  

 
 The term textbook means books or electronic media such as DVDs, 

audio CDs, CD-ROMs, audiotapes, and videotapes that are designated for 
use by individual students in classroom instruction as the principal source of 

study material.  It does not include library books, teacher's editions, 
workbooks and other similar consumable materials, and any book or 

material designated for classroom, and not individual use. Textbooks which 
have not been requested for three consecutive years may be classified as 

unused and disposed of by sale or otherwise.  
 

 On or before November 15th, the district shall prepare a list of 

textbooks that are designated for use in the district during the current year 
and a list of new textbooks designated for use the following school year.  

The lists shall be kept current and in a place where they may be viewed 
during regular business hours. The district shall maintain a separate 

inventory of textbooks purchased for the use of private school children 
residing in the district.  

 
 Any parent or legal guardian who wishes to borrow textbooks shall 

submit an application on the form prescribed by the Department of 
Education to the district’s administration offices on or before January 15th 
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prior to the school year for which the application is made. The district shall 

maintain a supply of blank application forms and receipt forms.  It shall keep 
the forms that have been signed by parents and guardians in a separate file 

for at least 5 years. It shall notify the parents and guardians at least 10 days 
prior to the start of school when and where the textbooks will be available.  

It shall make textbooks available to parents or guardians on or before 
August 15th.  If the number of textbooks for a particular subject or grade 

level is insufficient to fill all of the requests, the textbooks shall be 
distributed to parents and guardians based on a random drawing. 

 
 Parents and guardians shall sign a receipt on the form prescribed by 

the Department of Education when they pick up the textbooks and shall 
return the textbooks no later than 15 days after the district’s last day of 

class.  The district shall assess the returned textbooks for damage beyond 
normal wear and tear.  The parent or guardian who signed the receipt is 

responsible for paying the reasonable cost of the repair or replacement of 

any book that is damaged, lost, stolen, or not returned. 
 

 
 

Adopted on: August 10, 2015 
Revised on: _________________________ 

Reviewed on: ________________________ 
 



3034 

DISBURSEMENTS 
 

 
Notwithstanding any provision of any other policy, facsimile signatures of 

board members may be used to sign any warrant, check, or other 
instrument drawn upon bank depository funds of the district, and a person 

or persons delegated by the board may sign and validate all warrants, 
checks, and other instruments drawn upon bank depository funds of the 

district. 

 

 

Adopted on: August 10, 2015 

Revised on: _________________________ 

Reviewed on: ________________________ 
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Chain of Command – District Administration  

The superintendent shall be in control of all school district operations except 

as provided by another policy or as otherwise provided by law.  Following is 

the administrative chain of command working from the lowest level on the 

chain upward.   

Student Discipline:   1. Classroom Teacher 

2. Principal/Assistant Principal 
3. Superintendent 

 

Instruction or 
Curriculum: 

1. Teacher 
2. Principal/Curriculum Director  

3. Superintendent 
 

Transportation: 1. Bus Driver 

2. Principal/Assistant Principal  
3. Superintendent 

 

Facilities, Grounds, 

or Maintenance: 

1. Custodial staff 

2. Head custodian 
3. Principal 

4. Superintendent 
 

Policy or Handbook: 1. Principal 

2. Superintendent 
 

Athletics: 1. Coach 
2. Athletic/Activities Director 

3. Principal 

4. Superintendent 
 

Personnel: 1. Employee in question 
2. Principal 

3. Superintendent 
 

All Other Matters 1. Building Principal 

2. Superintendent 

 

Absent extraordinary circumstances, each matter must be addressed at 

whatever level the initial action occurred.  If the matter is not resolved, the 
individual may raise it with the next person on the chain of command.  This 



 

 

policy does not supersede any individual’s right to contact Board members 

directly.  However, whenever a matter is brought directly to the Board as a 
whole or to a Board member as an individual, it will be referred to the 

appropriate individual in the chain of command for study and resolution.  
The most effective means of initial communication is a personal conference, 

e-mail, or telephone conversation.     E-mail addresses and phone numbers 
can be found on the school district’s website at www.bridgeportschools.org. 

 
 

Adopted on: August 10, 2015 

Revised on: _________________________ 

Reviewed on: ________________________ 
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Purchasing (Credit) Card Program 
The board approves the use of a purchasing card (credit card) program for 

the purchase of goods and services for and on behalf of the school district.  
The board shall determine the type of purchasing card or cards to be used in 

the program and shall contract with a third-party provider as provided by 
law.   

 
Unauthorized Purchases.  In no event shall the purchasing card be used 

for personal purchases, purchases that are not school related, alcohol 
purchases, or purchases that are not allowed by law.  Such unauthorized use 

shall result in discipline, up to and including the end of employment.  
Individuals who make unauthorized purchases shall reimburse the district for 

the expense within ten days of the purchase or the discovery of the 
unauthorized purchase, whichever occurs first. 

 

Authorized Users.  Individuals holding the following titles may be assigned 
an individual purchasing card:  Employee of Bridgeport Public Schools.  The 

board may take action at any meeting to authorize additional users or to 
revoke or suspend user privileges.  Such action shall be recorded in the 

minutes.  The school shall also maintain a purchasing card in the name of 
the school district.  School district employees may purchase school related 

goods and services with the school district credit card only with authorization 
from the superintendent.   

 
Documentation.  Employees seeking reimbursement for a purchasing card 

purchase shall submit an itemized receipt and a purchasing card receipt to 
the school district.  The itemized receipt shall include the name of the 

business, contact information, the date, a description of each item sufficient 
to give the board reasonable notice of the item purchased, and the price.  A 

non-itemized credit card receipt alone is not sufficient.  Designated 

school personnel shall maintain the documentation for at least 10 years or 
as otherwise required by Schedule 24 – Local Agencies (General Records) 

maintained by the Nebraska Records Management Division.  Employees shall 
maintain copies of any documentation submitted to the school district. 

 
Suspension or Termination of Privileges.  The board or the 

superintendent (or his or her designee) (1) shall temporarily or permanently 
suspend the purchasing card privileges of any individual that does not 

submit an itemized receipt for each purchasing card purchase, and (2) may 
temporarily or permanently suspend the purchasing card privileges of any 

individual for any other reason.  The individual’s purchasing card account 
shall be immediately closed and he or she shall return the purchasing card to 

the superintendent or board.  Purchases that are not accompanied by the 



required documentation shall be considered unauthorized, and the individual 

making the purchase shall reimburse the district within 10 days of the 
purchase or the discovery of the non-itemized purchase, whichever occurs 

first.   
 

Reward Points or Rebates.  Any reward points, rebates, or other benefits 
received from the third-party purchasing card company are and shall remain 

the property of the school district.   
 

Purchase Review Procedures.  The superintendent, or his or her designee 
shall conduct independent reviews of credit card expenses, or a sample 

thereof, on a monthly basis.  Any unlawful or unauthorized expenditure or 
other discrepancy shall be brought to the attention of the offending 

employee, if any, and the board.  The superintendent or his or her designee 
shall provide the board at each regular meeting with the documentation 

submitted pursuant to this policy or a summary of that documentation with a 

description of each item sufficient to give the board reasonable notice of the 
items purchased.  Any unlawful or unauthorized purchase shall be addressed 

as provided in this policy or as otherwise allowed by law.   
 

 
 

Adopted on: August 10, 2015 
Revised on: _________________________ 

Reviewed on: ________________________ 
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Reports to Law Enforcement  
 

Administrative, professional, or paraprofessional employees of a school who 
have information that a student has engaged in criminal conduct on school 

grounds, at a school activity, or in a school vehicle shall report the 
information and the identity of the student to the principal.  The principal 

shall investigate the matter and determine whether the student has violated 
the code of conduct.  Additionally, the principal will determine whether it is 

appropriate to refer the matter to local law enforcement.  In doing so, the 
principal shall not discriminate against students with disabilities.   

 
Nothing in this policy shall prevent a principal from complying with NEB. REV. 

STAT. § 79-293, and reports made pursuant to that statute will not be 
deemed to be a violation of this policy.   

 

 
Adopted on: September 12, 2016 

Revised on: _________________________ 
Reviewed on: ________________________ 

 


