Business

Concepts and Roles in Business and Ndnstructional Operations

3000

The Board of Education recognizes that finances and financial management are critical to the
support of the whole school program. To make that support as effective as possible, the Board shall:

1.

2.

Encourage advance planning through the best possitigebprocedures;
Explore all practical sources of financial support;
Guide the expenditure of funds so as to extract the greatest educational returns;

Provide timely and appropriate information to all staff with the responsibility for
fiscal management;

Establish topquality accounting, reporting and purchasing procedures;

Maintain the level of unit expenditure needed to provide high quality education
within the ability of the community to pay.

Non-Instructional Operations

The operation and maintemze of school plant and equipment shall set high standards of safety, to
promote the health of students and staff, to reflect prudent management of available resources and to
support environmentally the efforts of the staff to provide a good education.

Legal Reference:

Connecticut General Statutes
10-220
10-222

Adopted: September 9, 1993

Reaffirmed: November 18, 2004
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Business
Fiscal Management Goals

The Board recognizes the important trust it has been given with the responsibility of managing a
large amount of public resoces. As trustee of local, state and federal funds allocated for use in public
education, the Board will be vigilant in fulfilling its responsibility to see that these funds are used wisely
for the achievement of the purposes to which they are allocated.

In the districtbds fiscal management, the Board se
1. To engage in thorough advance planning in order to develop budgets and to guide
expenditures so as to achieve the greatest educational benefits in relation to dollars
expended;
2. To use the best available techniques for budget development and management;
3. To establish procedures of maximum efficiency for accounting, reporting,
purchasing and delivery, payroll, payment of vendors and contractors, and all other
areas of ical management.

Adopted: September 9, 1993

Reaffirmed: November 18, 2004



3110.1
Business
Annual Operating Budget

The school budget is the yearly operational plan, stated in financial terms, for the conduct of all
programs in the school system.

Budgeting for the Naugatuck Public Sdifs is required and controlled by legislation, State Board
of Education regulations, local school Board requirements, and generally accepted accounting principals.

Pursuant to state law, the fiscal year for the Naugatuck Public Schools is July 1 30.June

Legal ReferenceConnecticut General Statutes, Sectior22Q

Adopted: September 9, 1993

Reaffirmed: November 18, 2004
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Business

Setting Budget Priorities

Before adopting the budget, the Board of Education shall study the school program in relation to
the present and futureeeds of the students and the community and establish budget priorities for the fiscal
year. To make the budget a comprehensive reflection of the financial needs of the school program, steps
shall be taken to involve the certified, roertified, and admiistrative staff in its development.

The Finance Committee of the Board of Education will recommend a line item budget to the
Board of Education.

Budget Review and Hearing
The agenda of one regular Board meeting between presentation of the prelbnotgety and
adoption of the final budget will include time for public discussion of budget items. Questions and
information related to budget items may also be addressed to the Board in writing.
Legal ReferenceConnecticut General Statute
10-222 Appropriations and Budget
Adopted: September 9, 1993

Reaffirmed: November 18, 2004
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Business
Annual Operating Budget Deadline/Schedule

A budget calendar will be prepared by the Board of Education Finance Committee on or before
November 18 of the fiscal year prior to which it is intended. It sha#gent a plan of action for estimating
and completing preparation of the annual budget in a fixed period of time. The calendar shall be used as a
tool for identifying required budgetary activities and for identifying when and by whom these activities are
preformed.

Construction of a calendar for annual budget preparation shall be based on Board direction and the
Town Charter.

Legal ReferenceConnecticut General Statutes
Section 16222
Adopted: September 9, 1993

Reaffirmed: November 18, 2004
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Business

Annual Operating Budgeti Review & Hearing

The agenda of one regular Board meeting between presentation of the preliminary budget and
adoption of the final budget will include time for public discussion of budget items. Questions and
information related to budget items may also be addresskd ®o&rd in writing.

Adopted: September 9, 1993

Reaffirmed: November 18, 2004
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Business

Adoption of Budget

The Board of Education will present an itemized cost for the operation of the public schools to the
fiscal authority not later than two months preceding the annudlngest which appropriations are to be
made. The estimated cost of operating the public schools for the ensuing year shall be the final budget for
the schools, modified, if necessary, by any difference in the amount requested by the Board of Education
andthe amount appropriated by the Town of Naugatuck for the operation of the schools.

Legal ReferenceConnecticut General Statutes
1051 Regional schools; budget
10-222 Appropriations and budget
Borough of Naugatuck
Special Act 159

Adopted: September 9, 190

Reaffirmed: November 18, 2004



3160
Business

Transfer of Funds between Categories; Amendments

The Board of Education may transfer any unexpected or uncontracted for portion of any
appropriation for school purposes to any other item of such itemized estimate. Expenditures in each fiscal
year shall not excedtie appropriation made by the fiscal authority combined with such money as may be
received from other sources for school purposes.

Legal ReferenceConnecticut General Statutes
10-222 Appropriations and budget

Borough of Naugatuck
Special Act 159
Adopted: September 9, 1993

Reaffirmed: November 18, 2004



3240
Business
Tuition Fees

The Board of Education will permit students from other school districts to attend local schools
when they can be accommodated in existing classes. The students or their sendinghditpay a
tuition fee to be established annually by the Board of Education. The tuition fee may be adjusted as
changes in costs indicate unless a multiple year agreement to provide educational facilities is entered into
with another Board of Education.

Legal ReferenceConnecticut General Statutes
10-33 Tuition in towns in which no high school is maintained.
10-35 Notice of discontinuance of high school service to nonresidents.
10-55 Pupils to attend regional school.
10-220 Duties of Boards foeducation.
10-253 School privileges for children in certain placements, nonresident children and
children in temporary shelters.
1-266 Reimbursement for education of pupils residing in state property.

Adopted: July 13, 1995

Reaffirmed: November 182004
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Business
Materials/Services Fees, Charges

In line with the responsibility of the State to provide a free public education, the Board of
Education will provide all instructional equipment, books and materials which, in the judgement of the
Board of Education, are necessary to maiimg the instructional program, subject to reasonable rules
concerning their care and use.

Copies of Records

Any person who applies in writing will receive a plain or certified copy of any public record
which is not otherwise exempt from public disclos under State law (cf. 9330 Board/School District
Records). A fee not to exceed .50 cents per page will be charged for any requested copies.

Legal ReferenceConnecticut General Statutes
1-15  Application for copies of public records.
10-221 Boards of education to prescribe rules.
10-228aFree textbook loans to pupils attending nonpublic schools.
10-22 Free textbooks, supplies, material and equipment.
10-229 Change of textbooks.

Adopted: March 10, 1994

Reaffirmed: November 18, 2004



3250R
Business

Materials Feesi Administrative Regulations

In accord with Board of Education policy, no fees, deposits or other charges not specifically
authorized by law shall be charged students for books, supplementary materials, supplies or use of school
equipment such as musical instruments, towelspumi and the like, for admission to any recognized
school function which are presented during the regular school day and are part of the regular curriculum,
including athletic contests, plays, musical events, and the like. (This does not preclude ¢barging
attendance at extreurricular events such as evening basketball games, drama club productions, dances,
club or class fundlaising activities, and similar kinds of events.) Student identification card may be
required for some events.

Students wilbe charged for damaged or lost textbooks, library materials and other educational
materials and these monies will be deposited into the student activity account of the local school.

Students shall be charged an Ex@arricular Activity fee if:
1. The activty has a paid coach and/or instructor per Schedule A or B in the teachers; union
contract and,
2. Transportation costs are paid by the Board of Education for the activity.

The fees are to be charged to following schedule:
A. High school students$50 peractivity, maximum $200 per school year
B. Middle school students$25 per student, maximum $100 per school year
C. Maximum $200 per family per school year
The fee is to be paid by the student before the first day of the scheduled competititye acti
Students who parti ci petrreularactivify feeognimeddy CIACatamoutioa n e xt r a
district school):
The Board of Edwucation wil!/ pay 50% of the studer
current activity fee assest$ at the high school: $50.
Fees for Use of Parking Lot during the school year:
Students who have accepted an assigned parking space in the high school parking lot will be
charged an annual fee of $200. The fee payment date schedule is the redy@fdidihigh school
principal.
Each principal is responsible, in cooperation with teachers, coaches and other instructional

personnel, for planning and requesting budgetary provision for all materials and activities recognized as
part of the total schab program.

(cf. 6161.27 Care of Instructional Materials)
Legal ReferenceConnecticut General Statutes

10-228 Free textbooks, supplies, material and equipment.

Adopted: August 24, 1995
Reaffirmed: November 18, 2004

Revised: April 12, 2007



3260
Business
Sales and Disposal of Books, Equipment & Supplies

When equipment, books and materials become worn out, obsolete, surplus, or otherwise unusable
in the schools, the Superintendent may authorize the

Equipment may not be sold directly to indivads. Any proceeds from disposition of equipment
or supplies shall be deposited in the town general fund.

The Board of Education may, upon recommendation of the Superintendent of Schools, authorize
the disbursement or destruction of outdated textbodkshsare no longer useful to the educational
program, provided that such books are a minimum of five years old and have been determined obsolete by
the professional administrative staff.

When books are sold either to used book vendors or shredderaptiey must be returned to the
town general fund.

If and when such books and equipment are given to the PTA/PTO, the PTA/PTO may dispose of
them as they wish. Any monies received therefrom can be retained in the PTA/PTO account.

Legal ReferenceConnedicut General Statutes
10-220 Duties of Boards of education

10-240 Control of schools

Adopted: September 9, 1993

Reaffirmed: November 18, 2004



3280
Business

Gifts, Grants and Bequests

The Board of Education may accept on behalf of and for the schools any bequest or gift of money
or propety for a purpose deemed by the Board of Education to be suitable, and to use such money or
property so designated.

The Superintendent of Schools shall set up criteria to be met in the acceptance of gifts, and the
procedure for examining and evaluatinéed$ of gifts to the district.

All gifts shall be accepted for the school district as a whole, and not for a particular school. At the
discretion of the Superintendent, the gift may be used in a particular school.

Legal ReferenceConnecticut Generalt&utes
7-194 Powers.

109  Bequests for education purposes.

Adopted: July 13, 1995

Reaffirmed: November 18, 2004



3280R
Business
Gifts, Grants and Bequestd Administrative Regulations

Any gift presented to the school district must be accompanied by a letter from the donor
identifying the subject and purpose of thi gnd any restrictions that may apply for official action and
recognition by the Board of Education.

To be accepted, a gift must satisfy the following criteria:

1. Have a purpose consistent with those of the school district;
2. Be offered by a donor acceyie to the Board of Education;

3. Will not add to staff load;

4. Will not begin a program which the Board of Education would be unwilling to take
over when the gift or grant funds are exhausted;

5. Would not bring undesirable or hidden costs to the schoolatljstr

6. Will place no restrictions on the school program;

7. Will not be inappropriate or harmful to the best education of students;

8. Will not imply endorsement of any business or product;

9. Will not be in conflict with any provision of the school code or puldiv.
All gifts, grants and bequests shall become school district property.

A letter of appreciation signed by the Chairperson of the Board of Education and by the
Superintendent of Schools shall be sent to a donor.

Any gift rejected by the Board&ducat i on shall be returned to t
within 60 days, with a statement indicating the reason for rejection of such gift.
Adopted: July 13, 1995

Reaffirmed: November 18, 2004
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Business
Relations with Vendors

The Board of Education wishes to maintain gaeautking relations with vendors who supply
materials, supplies and services to the school system. Constructive efforts by the administration to seek the
advice and counsel of vendors about how to improve such relationships are encouraged.

Adopted: March 10, 1994

Reaffirmed: November 18, 2004



3313R
Business
Relations with Vendorsi Administrative Regulations

Purchasing personnel shall promptly acknowl edge i
district shall not extend favoritism to any vendors. Each order shall be placed on the basis of queality, pric
and delivery with past service being a factor if all other considerations are equal.

The schools shall not solicit funds or materials (gifts) from vendors. No purchase will be made
from an employee of the school district, nor from a member of the diaechousehold of an employee of
the school district.

No member of the Board of Education shall secure or attempt to secure personal profit or gain by
virtue of his/her position as a member of the Board of Education.

No employee shall endorse any puotlof any type or kind in such manner as will identify
him/her in any way as employee of the district.

The purchasing personnel shou
themselves with the product lines carried and witet vendor 6 s

o0
"

Adopted: September 9, 1993

Reaffirmed: November 18, 2004



3313.1
Business

Local Purchasing

As a public agency the Board of Education is aware of its responsibility to spend its funds so as to
obtain the greatest possible educationaledtu every dollar spent. Therefore, even though the Board will
make its purchases locally whenever bids and prices are fully comparable with those of outside bidders, the
lowest bid and the lowest price for goods and services will be accepted.

Adopted: September 9, 1993

Reaffirmed: November 18, 2004



Business

Purchasing Procedures

3320

The procurement function is one of the major business responsibilities of the Board of Education.

The duties of purchasing for the Board of Educationl §leatentralized under a business

manager.

The Business Manager shall conduct all purchase transactions for the district.

The Business Manager shall be familiar with and perform all purchasing activities within the
limitations prescribed by law, legapinions, and in accordance with Board of Education policies.

Four fundamental functions for the purchasing personnel are as follows:

1.

2.

3.

4.

Buy proper product for the purpose required;
Have the product available when need,;
Buy the proper amount of the pradu

Pay the proper price.

Every transaction involving the transfer of property shall be by purchase order or formal contract.

Emergency transactions shall take place the next business day and shall include a requisition and

purchase order.

Purchasemlers and other purchase obligations shall be signed by the Superintendent or designee.

Specifications governing materials are a joint responsibility of the educational and business
departments. In the procurement of materials the Superintendent ofsSshall ensure that all materials
procured will meet the needs of the educational program.

Adopted: September 9, 1993

Reaffirmed: November 18, 2004
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Business
Requesting Goods and Services (Requisitions)

Requisitions for budgeted items shall originate from the personnel directly responsiblér for the
use. The Superintendent of Schools shall arrange appropriate administrative review channels in which all
requisitions will be examined and approved prior to purchase.

The Superintendent or designee shall receive and process requisitions in a nustheneficial
to the overall purposes of the school.

An appropriate budget line item must exist for a purchase requisition to be processed.

Adopted: September 9, 1993

Reaffirmed: November 18, 2004



Business 3323R
Soliciting Prices (Bids and Quotations)
Regulations Relative to the Bidding Activityi Administrative Regulations

1. The purchasing personnel shall periodicallyneate requirements of standard items or classes of items
and make quantity purchases, thereby effecting economies. Whenever storage facilities or other
conditions make it impractical to receive an entire order at one time, the total quantity shodld be bi
and staggered delivery dates made a part of the bid specifications, or estimated quantities bid with
deliveries to be made as requested.

2. Bid instructions and specifications should be clear and complete, setting forth all necessary conditions
conducive 6 competitive bidding. The preparation of specifications governing materials and services
are the joint responsibility of the requisitioner and the Business Department. Each bid specification
shall contain the name and telephone number of the Businesgyktaand the requisitioner. Both
parties shall maintain complete records of their communication with potential bidders. These records
shall be part of the permanent bid record after the bid opening.

3. The purchasing personnel shall seek bids from thmseas able to offer the best prices, consistent
with quality, delivery and service. The Business Department shall be responsible for the publication
and solicitation of bids. Bids shall not be published without the recommendation of the requisitioner
and Business Manager, and the approval of the Superintendent or his/her designee. The Business
Department will make available bid specifications to all potential bidders and maintain a record of to
whom specifications have been disbursed. Bid specificatball not be amended without the written
recommendation of the requisitioner and Business Manager, and the approval of the Superintendent or
his/her designee. The Business Department will disburse written specifications to all parties that have
obtaineda copy of the original specifications. A change in the bid opening date or time may be
communicated in writing through an addendum to those who received the bid specs (signed folder).

4. The bids shall be opened in public at the prescribed time and pid¢atalated for review. Whether
or not bid opening occurs exactly at the time advertised, no bids may be accepted after said advertised
time. Bids shall be awarded to the lowest responsible bidder. The Board of Education shall retain the
right to accep reject or award a bid in a manner which best suits their needs.

5. After the bids have been opened and tabulated, they will be available for those interested to copy or
examine. They shall not, however, be removed from the purchasing office. Howehiercase of
purchasing educational materials, such as textbooks or software packages, which are exclusive to one
manufacturer (vendor of choice) the bidding procedures shall be waived.

Legal ReferenceNaugatuck Special Act 159, section 11

Adopted: Sepember 9, 1993

Reaffirmed: November 18, 2004



3324.1R
Business
Contracts i Administrative Regulations

The contracts between the district and outside agencies shall conform to prescribed standards as
required by law.

All contracts between the district and outside agencies shall be prepared undpetbigisn of
the Superintendent or designee, and where appropriate, subject to approval of the legal advisor to the
district.
Affirmative Action

The school district shall not enter into any contract with a person, agency or organization if it has
knowledge that such person, agency or organization discriminates on the basis of race, color, religious
creed, age, marital status, national origin, sex, or physical handicap or disability, either in employment
practices or in the provision of benefits or seegito students or employees.

Legal ReferenceTitle VII, Civil Rights Act, 42 U.S.C 2000e et seq. as amended by Title I1X, Equal
Employment Opportunity Act.

Title IX of the Education Amendments of 1972; 42 U.S.C. 1134n et seq. (Higher
Education Act).
Adopted: September 9, 1993

Reaffirmed: November 18, 2004
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Business

Paying for Goods and Services

The Board of Education shall not enter into a contract or pay a bill until it has been authorized at a
regularly called meeting.

The Board of Education will authorize payment for goods @ndaes under the following
conditions:

1. Contracted for within budgetary limits;
2. Purchased according to relevant purchasing policies and regulations;

3. Certified by the receiving agent or school business manager as having been received
in acceptable conddn.

Legal ReferenceConnecticut General Statutes

10-248 Payment of school expenses.

Adopted: September 9, 1993

Reaffirmed: November 18, 2004



3326.1
Business

Payroll Procedures and Authorized Signatures

The Superintendent of Schools or designee shall supervise the preparation of all payrdis. He/s
shall certify payments for periods of approved absence in accordance with adopted policies of the Board of
Education. The payroll c¢clerk shall be authorized to
required by local, state, or federal redigias and any other deduction authorized by the individuals and
approved by the Board of Education. Payrolls and other orders for the payment of expenses by the town
treasurer on behalf of the Board of Education shall be signed by the Superintendent @thper i nt endent 6
designee.

Legal ReferenceConnecticut General Statutes

10-248 Payment of school expenses.

Adopted: September 9, 1993

Reaffirmed: November 18, 2004
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Business
Reimbursement of Expenses

District personnel and officials who incur expenses in carrying outab#iorized duties shall be
reimbursed by the district upon submission of a properly filled out andppeved voucher and such
supporting receipts as required by the district. Such expenses may be incurred in line with budgetary
allocations for the spdic type of expenses, provided prior approval for such expenses has been granted by
the Superintendent of Schools.

When official travel by personally owned vehicle has been authorized, mileage shall be made at a
rate currently approved by the Board.
Adopted: September 9, 1993

Reaffirmed: November 18, 2004



3400

Business
Fiscal Management and Reporting

Internal Accounting System

The Naugatuck Public Schools will maintain an internal accounting system compatible with that
recommended by the State Department of Education and Generallytétéemounting Principles.

Adopted: September 9, 1993

Reaffirmed: November 18, 2004



3432
Business

Budget and Expense Report/Annual Financial Statement

The Superintendent of Schools shall submit to the Board of Education a monthly report of
disbursements, encumbrances and budget balances at the regular raehtingreh, or at any time
requested, and shall submit an annual report covering the preceding school year.

Legal ReferenceConnecticut General Statutes

10-222 Appropriations and budget.

Adopted: September 9, 1993

Reaffirmed: November 18, 2004



Business

Periodic Audit

3434

An audit of all accounts of the school district shall be provided for by the municipality in
conjunction with the audit of the municipalityds
public accountant selected by the Board of Educatiarcommendation of the Superintendent and
approved by the Secretary of the Office of Policy and Management. Approval by the Office of Policy and

Management is not required if the accountant conducted the audit in the previous year.

The audit shall incluel all funds of the district, including the student body and cafeteria funds and
accounts, and any other funds under the control or jurisdiction of the Board of Education, or pursuant to a
joint powers agreement. The audit shall identify expendituresgsof funds, and shall contain (1) a
statement that the audit was conducted pursuant to standards and procedures approved by the state of

Connecticut and (2) a summary of audit exceptions and management recommendations.

The annual audit shall be placed the agenda of the Board of Education at a regularly scheduled

public meeting and shall be reviewed by the Board of Education.

Legal ReferenceConnecticut General Statutes

Adopted:

Reaffirmed:

7-392 Making of audits.
7-393 Working papers of accountant; preservation fopatsion.

10-260aAuditing of state grants for public education.

February 10, 1994

November 18, 2004

acec



3437
Business

Fiscal Management and Reporting/InternalAccounting System

The Naugatuck Public Schools will maintain an internal accounting system compatible with that
recommended by the Statefartment of Education and Generally Accepted Accounting Principles.

Adopted: September 9, 1993

Reaffirmed: November 18, 2004



3440
Business

Inventories

Equipment

An inventory of equipment shall be maintained by the building administration and submitted to
the office ofthe Superintendent of Schools on an annual basis in June. All items whose current value
exceeds $500 shall be included in the inventory, with the exception of equipment permanently fixed in a
building such as heaters or lockers. The equipment inveritallyserve both the functions of control and
conservation. The inventory shall include at least the description, name, date of acquisition, identification
numbers, original cost, and location of use of all items. A record of the date and mode of dispibsal
equipment removed from the inventory shall also be kept.
Suppliesi Warehouse

An inventory of supplies which are warehoused shall be maintained for the instructional, cafeteria,
maintenance, and operations personnel on stock record cardssigapinwentory shall be taken annually.

Instructional Equipment

An annual inventory of instructional equipment for each classroom (i.e., globes, maps, stands,
small shop tools, etc.) shall be maintained.

Student Activity
All items including suppliesclothing, equipment shall be inventoried annually.

The inventory system shall be under the supervision of the Superintendent or his/her designee.

Adopted: September 9, 1993

Reaffirmed: November 18, 2004



3450
Business
Monies in School Buildings

Monies collected by school district pioyees and by student organizations shall be handled with
good and prudent business procedures both to demonstrate the ability of school system employees to
operate in that fashion, and to teach such procedures to the students.

All monies collected shibe receipted and accounted for and directed without delay.

In no case shall monies be left overnight in schools except in safes, and even then no more than
$200 should be so kept. All activity funds shall provide for making bank deposits after kmkang
hours in order to avoid leaving money in school overnight.

Employees who disregard this policy do so at their own risk.

Adopted: September 9, 1993

Reaffirmed: November 18, 2004



Business 3510
Non-Instructional Operations

Operation and Maintenance of Plant

An effective educational program requires clean, hedjtséife, businesslike and attractive
physical facilities. In order to carry out an efficient maintenance program, the custodians, maintainers, and
any party designated to operate in a maintenance capacity, must receive the cooperation of the students,
teachers and administrators.

Each custodian shall have a daily work schedule in order to accomplish his/her part of the overall
task. He/she shall be given directions on how to perform the various duties assigned to him/her. The
person designated by the&@d shall supervise and ensure that all custodians are doing their share of the
work to the best of their ability.

Legal ReferenceConnecticut General Statutes

10-230 Sanitation.

Approved: September 9, 1993
Reaffirmed: November 18, 2004

Revised: January 12, 2006
April 13, 2006



Business 3514

Non-Instructional Operations

Equipment

Authorized Use of SchoelOwned Materials

No school equipment may be used for other than school purposes except when used in connection
with another town agency or as requested by a local, state or federalgertahbody. The Board of
Education shall permit school equipment to be loaned to staff members when such use is directly or
peripherally related to their employment and to students when the equipment is to be used in direct
connection with their dutesPr oper control s shall be established to
and return of, all such equipment.

Adopted: September 9, 1993
Reaffirmed: November 18, 2004

Revised: October 13, 2005



Business 3515R ae
Non-Instructional Operations

Community Use of School Facilitie§ Administrative Regulations

The use of school buildings, grounds, equeptrand facilities will be authorized by the
Superintendent of Schools or designee in conformity with the following regulations governing their use as
approved by the Board.

1. Prior to the start of each school year, the Facilities Planning Committeergipaliga list of
activities that the Superintendent will be authorized to approve for use of school facilities.

2. Application forms for the use of school facilities should be presented to the Superintendent of
Schools within a reasonable time.

3. The use ofchool facilities for school purposes, meeting of students, entertainment by
teachersd clubs, alumni associations and other
precedence over all others. Requests for school facilities for all activities nmolisaied

with the building principal or the Superintendent or both.

4. The following users, as defined in the subgroups listed below, shall be charged a rental fee
and custodial fee as defined in the listed subgroups:

Group I: All school related activity pups and parent groups for Naugatuck school district
students.

NO FEE.

Group Il : Municipal meetings for Town of Naugatuck and Town of Naugatuck sponsored
functions; NonProfit community, local/national sponsored groups within the Town of Naugatuck;
Pak & Rec. programs; boy/girl scout groups and youth groups.

NO FEE, provided activities take place during periods of time when custodian is on duty.

Group Il : Non-Profit Naugatuck civic organizations involved in other educational, cultural, or
recreaipnal activities not under the supervision of the Board of Education and community
organizations whose activities are unrelated to children or education. (Includes religious groups &
political organizations).

FEE, as developed by Finance Committee.

HIGH SCHOOL:

Auditorium $ 145 per night
Gym $ 91 per night
Cafeteria $ 36 per night
Kitchen $ 36 per night
Classroom $ 18 per night
Music Room $ 36 per night
Pool $ 109 per night
Field $ 73 per night
MIDDLE SCHOOLS:(CHMS & HMS)

Auditorium $ 73 per night
Gym $ 73 per night
Cafeteria $ 36 per night
Kitchen $ 36 per night
Classroom $ 18 per night



Business 3515R (b)
Community Use of School Facilities

ELEMENTARY & INTERMEDIATE SCHOOLS (ALL)

Auditorium $ 55 per night
Gym $ 55 per night
Cafeteria $ 36 per night
Kitchen $ 36 per night
Classroom $ 18 per night

Group IV : For Profit groups and organizations within the Town of Naugatuck.

FEE, as developa by Finance Committee.

HIGH SCHOOL.:

Auditorium $ 440 per night
Gym $ 275 per night
Cafeteria $ 110 per night
Kitchen $110 per night
Classroom $ 55 per night
Music Room $110 per night
Pool $ 330 per night
Field $ 220 per nigh
MIDDLE SCHOOLS: (CHMS & HMS)

Auditorium $ 220 per night
Gym $ 220 per night
Cafeteria $ 110 per night
Kitchen $ 110 per night
Classroom $ 55 per night
ELEMENTARY & INTERMEDIATE SCHOOLS (ALL)
Auditorium $ 165 per night
Gym $ 165 per night
Cafeteria $ 110 per night
Kitchen $ 110 per night
Classroom $ 55 per night

Group V: For Profit groups and organizations outside the Town of Naugatuck.

FEE, as developed by Finance Committee.

HIGH SCHOOL:

Auditorium $500 per nigh
Gym $ 313 per night
Cafeteria $ 125 per night
Kitchen $ 125 per night
Classroom $ 63 per night
Music Room $ 125 per night
Pool $ 375 per night

Field $ 250 per night



Business 3515R (9
Community Use of School Facilities

MIDDLE SCHOOLS: (CHMS & HMS)

Auditorium $ 250 per night
Gym $ 250 per night
Cafeteria $ 125 per night
Kitchen $ 125 per night
Classroom $ 63 per night
ELEMENTARY & INTERMEDIATE SCHOOLS (ALL)
Auditorium $ 188 per night
Gym $ 188 per nidt
Cafeteria $ 125 per night
Kitchen $ 125 per night
Classroom $ 63 per night

Group IV and V: Day care for profit businesséd.ong term (30 days or greater) use of the
facilities during the school year.

ALL SCHOOLS

Auditorium $ 300 per morth
Gym $ 300 per month
Cafeteria $ 300 per month
Classroom/Library $ 200 per month

Group IV and V: Day care for profit businegsLong term (30 days or greater) use of the
facilities during the summer.

ALL SCHOOLS

Auditorium $500 per month
Gym $500 per month
Cafeteria $500 per month
Classroom/Library $300 per month

5. Where additional custodial staffing or significant extra cleaning is required or when use
extends beyond 10:00 p.m. or for use on Saturdays or Sundays, or other tanexhdol is
not in session, such as vacations or holidays, custodial fees shall be charged to users, on the
following basis as established by the Board of Education:

a. Nonprofit Naugatuck Public School Parent Association use of facilities by child

Group |

1. The custodial fees shall be paid entirely by the Board of Education faslscho
affairs sanctioned by the Board of Education, but no single group can account
for more than 10% of the budgeted line item amount.

2. Police and fire fees shall be paid directly to the Town by thepnofit
organization.
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Group |l b. Nonprofit organizations that involvéne use of facilities by children:
1. The custodial fees shall be paid by the-poofit organization.
2. Police and fire fees shall be paid directly to the Town by thepnofit
organization.
Group il c. Nonprofit organizations that involve theeusf facilities by adults:
1. The custodial fees shall be paid by tloeHprofit organization in full.
2. Police and fire fees shall be paid directly to the Town by thepnofit
organization.
Groups IV & V

d. ForProfit Organizations

1. The custodial fees shall be paid by thegoofit organization in full.

2. Police and fire fees shall be paid dired¢tijthe Town by the organization.
3. All water bills that the for profit business accrued during use of the facilities will

be paid to the Board of Education.

6. All activities must be under competent adult supervision approved by the Superintendent and
principd of the building involved. In all cases, a designee of the Board of Education will be
present. The group using the facilities will be responsible for any damage to the building or
equipment.

7. Groups receiving permission are restricted to the datesamd bpproved and to the building

area and facilities specified, unless requested changes are approved by the Superintendent or

designee.

8. Groups receiving permission are responsible for the observance of local and state fire and
safety regulations at diimes.

9. Facilities shall be made available in inclement weather at the discretion of the Superintendent

or designee.

10. The following activities are prohibited:

a.

Use of school property to individuals or organizations whose activities are of a
subversive nate.

Use of school buildings for games of chance for profit.

The granting of further use of premises to any person or organization which fails or
refuses to pay for any damage sustained by its use.

The opening of the school building when the building ismadly closed, unless a
responsible custodian is provided.

Use for activities which engender racial or religious prejudices or which are inimical
to democracy.

The use of alcoholic beverages.
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11. The Board will cooperate with recognized agencies, such as the Red Cross and Civil Defense,
and will make suitable facilities available without charge during community emergency or to
prepare for civil defense.

12. Proper liability insurance will be requirdy all groups given permission to use school
facilities, except where this coverage is already provided by the Board.

13. The Board will approve and periodically review a fee schedule for use of facilities.
14. The Board reserves the right to revoke permissiomu$e previously granted.

15. Fees are retroactive to the start of the 20067 school year.

Legal ReferenceConnecticut General Statutes
10-239 Use of school facilities for other purposes.

Equal Access Act 20 U.S.C. ss464074

Adopted: April 14, 1994

Amended: November 14, 2002
March 23, 2004
May 13, 2004

October 12, 2006

Reaffirmed: November 18, 2004
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Safety

It shall be the responsibility of all school personnel to be alert to any hazard within or outside
school buildings which may jeopardi the safety of school children, school employees, or the public, and it
shall be the responsibility of all school personnel to report promptly to the nearest school authority any
condition, incident, or suspicion which in their judgement warrants ima&in. Nothing stated herein is
intended to conflict with the jurisdiction of teachers in supervision of students or the authority of principals
and other administrators in implementing the policies of the Board of Education.

Precautionary measures ags fire, explosion or other hazards shall be established together with
appropriate instructions and drill for students and other school personnel in procedures to be followed in
the event of an emergency.

Precautionary measures for safety of studemtstieets and sidewalks in the vicinity of school
buildings shall be established and observed.

Legal ReferenceConnecticut General Statutes
10-231 Fire Drills

29-389 Stairways and fire escapes on certain buildings

Adopted: September 9, 1993

Reaffirmed: November 18, 2004
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Precautionary measures for safety of students within school buildings shall be established and
observed. For example, rules established by administrators in charge should:

1. Prevent the accumulation of materials, espbcialtechnology education, art, and
science classes, which are flammable, noxious or otherwise dangerous unless
adequate safeguards are provided.

2. Keep stage auditorium areas free of debris. Stage managers shall observe standing
instructions to discardngthing not part of regular stage equipment within 24 hours
following completion of the performance.

3. Keep walkways clear of snow or other obstructions and safe for pedestrian traffic at
all times.

Legal Reference: Connecticut General Statutes

29-389 Stairway and fire escapes on certain buildings

Approved: September 9, 1993

Reaffirmed: November 18, 2004
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Accident Prevention and Reporting

The practice of safety shall also be considered a facet of the instructional plan of the district
schools by virtue of educational prograiin traffic and pedestrian safety, driver education, fire prevention,
emergency procedures, etc., appropriately geared to students at different grade levels.

Each building administrator shall be responsible for the supervision of a safety prograstfar h
school and the school Business Manager shall have overall responsibility for the safety program of the
district. General areas of emphasis shall include, but not be limitedderviite training; accident record
keeping; plant inspection; drivand vehicle safety programs; fire prevention; and emergency procedures
and traffic safety problems relevant to students, employees and the community.

Adopted: August 24, 1995

Reaffirmed: November 18, 2004
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Security of Buildings and Grounds

Buildings constitute one of the greatgstestments of the school district and the community. It is
in the best interest of students and taxpayers to protect that investment adequately.

Security includes:
1. Minimizing fire hazards;
2. Reducing the probability of faulty equipment;
3. Guarding agaist the chance of electrical shock;
4. Keeping records and funds in a safe place;
5. Protecting against vandalism and burglary.

The Superintendent of Schools is directed to recommend to the Board of Education such rules and
regulations as may be needed tovte for security as outlined above.

Legal ReferenceConnecticut General Statutes

29-389 Stairways and fire escapes on certain buildings.

Adopted: September 9, 1993

Reaffirmed: November 18, 2004
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Security of Buildings and Groundsi Administrative Regulations

Incidents of illegal entry, theft of schoalgperty, vandalism or damage to school property from
other causes will be reported by phone to the Office of the Superintendent, as soon after discovery as
possible. A written report of the incident will be made within 24 hours of discovery.

Keys

All keys used in a school shall be the responsibility of the principal. Requests for permanent
issuance of keys shall be made only in those instances where employee regularly needs a key in order to
carry out normal activities necessitated by the positiontwaiaployee holds. When the need for a
particular key is of a temporary nature, a key shall be issued on that basis and shall be returned immediately
following termination of the need for its use.

All keys shall be issued through the office of each fpaic A receipt showing the number of the
key and room(s) or building(s) which it opens shall be signed by the person to whom the key is issued.
This receipt shall be filed in lieu of the key and shall be returned to the employee upon return of the key.

Each principal shall set up a key control system with a record of the number of each key filed.

The person issued a key shall be responsible for its safekeeping and shall pay for a duplicate key if
lost. Duplicate keys are obtained only through tiséridt business office. The Board of Education
prohibits the duplication of school keys by other methods.

Keys shall be used only by authorized employees and shall never be loaned to students.

The greatest care shall be given to master andrgagdberkeys. Master keys shall never be loaned.

Adopted: September 9, 1993

Reaffirmed: November 18, 2004
October 12, 2006
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Non-Instructional Operations

Security of Buildings and Grounds/Vandalism

Every citizen of the town, students, and members of the Police Department are urged by the Board
to cooperate in reporting anydidents of vandalism to property belonging to the district and the name(s) of
the person or persons believed to be responsible. Each employee of the district shall report any such
incidents to the appropriate school principal.

Adopted: September 9, 190

Reaffirmed: November 18, 2004
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Insurance

The insurance coverage of the district should provide the broadest, most complete coverage
available, but should be secured at the most economical cost to the district consistent with sound insurance
principles. Sice good service is vital to an effective insurance program, the insurance agent who is
awarded any part of the districtds insurance busines

The Finance Committee of the Board of Education shallldp\eziteria for designing the
insurance program for the district, and to develop criteria for selection of an agent (broker of record) or
agents.

Legal ReferenceConnecticut General Statutes
10-235 Indemnification
10-236 Liability Insurance
10-236alndemnification of personnel assault in the line of duty

14-29 Insurance or bond of public service motor vehicle and service bus owners

52-557 Injury to children being transported to school.

Adopted: September 9, 1993

Reaffirmed: Novembe 18, 2004
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Welfare

Insurance Program

Student insurance will be made available under the following guidelines:

Scheduled or limited coverage will be offered by the Board for parent purchase to keep premium
within the reach of the majority of students. Once student insei@werage has been selected and
implemented, it becomes primarily a matter between the parent and the insurance company, with the school
participating only to the extent of filling out and turning over to the parent that portion of the claim form
necessarto certify the time, location, and circumstance of the accident and to identify the student as
participant in the student insurance program.

Adopted: September 9, 1993

Reaffirmed: November 18, 2004



Business 3533
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Employee Bonds

All school district employees who handle fughall be covered for $100,000 under a blanket
fidelity bond purchased by the Board of Education.

Adopted: September 9, 1993

Reaffirmed: November 18, 2004
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Non-Instructional Operations

Transportation Policy & Procedures

The Board of Education will provide transportation for Naugatuck students under preve$io
state law and regulations. The Superintendent of Schools shall administer the transportation operation so as
to:
1. Provide for maximum safety of students while enroute to school;
2. Supplement and reinforce desirable student behavior patterns;

3. Assisthandicapped students appropriately;

4. Enrich the instructional program through carefully planned field trips as approved
under Board of Education policies.

Transportation by private carrier may be provided whenever such practice is approved by the
Board ofEducation. Parents may be reimbursed for such transportation of eligible students when approved
by the Board of Education. Generally, such transportation is feofadistrict placement of special
services students.
Legal ReferenceConnecticut Genel&tatutes
10-186 Duties of local and regional Boards of education.
10-220 Duties of Boards of education.
14-275 Equipment and color of school buses.
14-275aUse of standard school bus required, when.

14-275bTransportation of handicapped students.

14-275cRegulations re school buses and motor vehicles used to transport special
education students.

14-276a (c) Town/school district may require its school bus operators to have completed
a safety training course.
Adopted: April 8, 1993

Reaffirmed: November 18, 2004
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Transportation Policy & Proceduresi Administrative Regulations

The Board of Education will, in a manner consistent with C.G.9.88) furnish by transportation
or otherwise, school accommodations so that each child over five and underdawenygars of age (or for
eligible special servicediuglents) who resides within the jurisdiction of the Board and is not a graduate of
high school or vocational school (or who is not otherwise legally excluded from school) may attend the
public schools maintained by the Board pursuant to Secti20®f e Connecticut General Statutes.

1. Definitions

A. AiSchool transportationo means the procedure
which a student is conveyed, at public expense, whether by use of publicly owned equipment or
by contract to orrbm his/her bus stop to or from the school in which he/she is enrolled by the
Board.

B. iWal king di stanced means the |linear measur e
bet ween the studentds resi dence edgeadfiapnhlics/ her
road or highway nearest the studentds resid

. proc

of a
schoc
ence t

property; or the route from the point on the public thoroughfare nearest the residence to the school

bus (or vehicle) embarkation point (bus stegdablished by the Board.

C. AiOne mile walking distanced means a reasona
from the point of measurement at least 5,280 feet.

D. iGrade KO means kindergarten, or aentsrcér age | p
SiX.

E. iWwal k aread means (1) a sidewal k or (2) a p

usually parallel to the traffic lanes, which may be paved or unpaved, marked by curbing, drainage

ditch, grass area, fencing, apart from ardependent of any white line safety markings along the
street pavement.

F. aiwal king routed means the most direct route
between his/her residence entrance way and the school to which he/she is asdiga&bhyd.

G. iHazardodo means (1) exposure to molestation
or (2) an unsafe thing or condition or a possible source of peril, danger, duress, or difficulty
presenting a problem the solution of which is baltre ordinary capability of a child of a given
age or attainment or including specifically the following:

(1) A walking route along a street or road having an adjacent or paralleled walk area is a
hazard where any of the following conditions exist along saiting route:

a. Speed limits for motor vehicles are in excess of forty miles per hour and there
are no pedestrian crossing lights or crossing guards or other safety provisions at
points where students must cross said street or road in going to andtiamh sc
or to the bus stop;

b. The usual or frequent presence of any nuisance, such as open manholes or
construction; snow plowed or piled on the walk area making such areas
unusable; loading zones where delivery trucks are permitted to park in alleys;
commer@l entrances and exits where cars are crossing walk areas at speeds in
excess of five (5) miles per hour, and the like, including such nuisance which is
dangerous or attractive to normal children;

bl e me

rograr

ortior

whi ct

consi
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C.

For students under age ten, or enrolled in grade K through 3, absence of
pedestrian crossing light, or crossing guard where three or more streets intersect;
and have an average traffic count which exceeds 60 vehicles per hour during the
time tat children are walking to and from school; and

For students over age ten, or enrolled in grades 4 through 12, absence of a traffic
light, or stop sign, or crossing guard at street crossings where three or more
streets intersect, and have an averagédmedunt which exceeds 120 vehicles

per hour during the time that children are walking to and from school.

(2) Any street, road or highway which has no sidewalks or raised walk areas shall be
deemed hazardous for students enrolled in grades K throufgdm§,two of the
following conditions exist. But for pupils in grades 9 through 12, such road, street or
highway shall be deemed hazardous when three or more of the following conditions
exist:

a.

There exists a linef-site obstruction caused by a hillree, structure, out
cropping, land form, planting, or other obscuring object or structure which may
be safely negotiated by vehicles only at speeds under tfreatsniles per hour.

The lineof-site visibility together with posted speed limits does nomite
vehicular braking/stopping distances in accordance with the Connecticut Drivers
Manual.

Marnrmade hazards including attractive nuisances are present.

The roadway available to vehicles, when plowed free of snow accumulation
does not typically have aimimum width of twenty (20) feet.

When the history of vehicular and/or pedestrian accidents on the route along
which the pupil walks ixcessive

(3) Any walkway or path in an area adjacent to, and paralleled to railroad tracks shall be
considered hardous unless suitable physical barriers along the walking routes are
present, and fixed between the tracks and the walking route (such as guard railings).
Tracks that carry moving trains during hours that students are walking to or from
school will be demed hazardous unless the following conditions exist:

a.

b.

A crossing guard is present; or

An automatic control bar is present at crossings used by children under age ten,
or a bar, or red flashing signal light is operational when the crossing is used for
students over ten years of age.

(4) A lake, stream, culvert or waterway will be deemed a hazard in the absence of a
fence or other suitable barrier fixed between the walking route and the water.
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(5) Any street, road, walkway or path designed as a walking route for school students
which passes through an area which has a history of aggressive acts or molestation
resulting in actual or threatened physical harm, or moral degradation, the&ing
hours when students ordinarily walk to and from school.

(6) A situation shall be considered hazardous wherein students under the age of twelve,
or enrolled in a grade kindergarten through grade six, are required to walk to or from
school or to or from &us stop at any time prior to chalf hour before sunrise or
after onehalf hour after sunset.

(7) Or other hazard or hazardous condition as identified by the police department and
brought to the attention of the Board of Education; or as identified bydaed®f
Education and brought to the attention of the police department.

2. Duties of the Superintendent

It shall be the responsibility of the Superintendent of Schools or his/her designee to manage and
supervise the school transportation service and,rinaxtion therewith, to do the following:

A. Determine eligibility for school transportation in accordance with these guidelines and
Section 10186 of the General Statutes.

B. Establish school transportation routes and designate locations feuppijmsints (bs stops).

C. Develop, circulate and enforce codes of behavior for those children who are transported to
and from school via school transportation.

D. Develop procedures for responding to requests pertaining to matters of school transportation
or other school@ommodations. (see #5)

E. Give due consideration to requests for extension of school transportation service.

F. Perform all other duties and responsibilities related to the furnishing of school
accommodations by school transportation or otherwise in a maohirconsistent with
Section 10186 of the Connecticut General Statutes or these guidelines.

3. Eligibility for School Transportation

Students will be eligible for school transportation if one or more of the following criteria is
present:

A. The walking ditance for the student is in excess of the guidelines established by the Board
which shall not exceed the following maximum distances:

(1) Grades K through 4: 0.8 mile
(2) Grades 5 through 6: 1.0 mile
(3) Grades 7 through 8: 1.5 miles

(4) Grades 9 through 12: 2 les$
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B. The walking route does not exceed the limits set forth in paragraph (1), but presents a hazard
as defined above; and the hazard is not eliminated by and abated by the Board, or othe
governmental agency, or other property owner.

C. The student is a special services or special needs student and, either/or
(1) Modifications are required
(2) Special needs preschool student

Reasonable transportation or prescribed walking routes sutheof both within the district shall
not exceed one hour each way from home to school or returning.

4. Eligibility for Out -of-town Transportation

A. Any resident of the school district under twewntye years of age who is not a high school or
vocational schdaggraduate and who is attending a state vocational school (Kaynor Tech, Emmett
O6Bri en, N eAg)rshalivbe eligibleVoo transportation atentralized bus stop.

B. A student who is placed by a Planning and Placement Team for special educationineaitioers
a public or private educational institution @fttown shall be provided the necessary
transportation.

5. Appeals

Any parent, guardian, student at majority, or any agent or officer whose duty it is to compel the
observance of the laws concernattendance at school may appeal any administrative decision concerning
school transportation in the following manner:

A. Discuss the matter with the principal of the school to which the student is assigned.

B. If noresolution is reached under (1) above, uisathe matter with the Business Manager or
his/her designee, as determined by the Superintendent of Schools.

C. If noresolution is reached under (2) above, discuss the matter with the Superintendent of Schools.

Any parent, guardian, student at majority officer whose duty it is to compel the observance of the
laws concerning attendance at school, who believes that the Superintendent, or his/her designee, is not
furnishing school accommodations, by transportation or otherwise, to himself or hersdiiséineo child
in a manner consistent with the laws of the State of Connecticut or these regulations may, in writing,
request a hearing before the Board of Education to show the Board the manner in which the Superintendent
has so failed to furnish such acemodations.

The Board of Education shall hold a hearing within fifteen (15) days following receipt of such written
request.

The hearing befre the Boardavill be in compliance with the provisions of Sectiorl 47 to 4180
inclusive of the Connecticut @eral Statutes.

A stenographic record or tape recording shall be made of such hearing.






