
 

 
 
 
To:  Robert J. O’Donnell       
  
From:  Randy L. Brown, Donna Watson, and Donna Reinhardt 
 
Date:  May 19, 2016 
 
Subject: Policy Updates 
 
The Policy Development Committee has reviewed and agreed to bring a 
series of policies for Board consideration. Many of these policies are new 
holdings for our District, while others include revisions of current policies. 
The draft policy documents are provided for your review. A brief 
explanation for each is also included. 
 
Policy 211 Student Accident Insurance 
Policy 211 is a new policy for our District, provided by PSBA and adopted by 
numerous districts as authorized by PA School Code. This policy authorizes 
the Board to appoint a student accident insurance policy made available for 
students at no cost to the District in the event the student does not have 
access to a comparable insurance. All students are eligible for the student 
accident insurance, however only those participating in interscholastic 
athletic or designated extracurricular programs are required to provide 
proof of comparable coverage or sign a waiver. 
 
Policy 108 Textbooks and Textbooks Equivalents 
Policy 108 returns to the Board for discussion after presentation at the April 
18 Board meeting, the Policy Development Committee on May 16 and the 
Culture, Climate, and Learning Committee on February 24. The proposed 
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revisions to this current policy have been noted in the document after 
consideration by the various groups. 
 
Uniform Grant Guidance Policies 
The U.S. Office of Management and Budget (OMB) issued comprehensive 
grant rules entitled, “Uniform Administrative Requirements, Cost Principles, 
and Audit Requirements for Federal Awards,” commonly referred to as the 
Uniform Grant Guidance (UGG), 2 Code of Federal Regulation (CFR) Part 
200.  The UGG consolidates what was previously in eight separate OMB 
Circulars into a single document which also contains additional provisions 
including policy and written procedure requirements.  UGG applies to 
school entities receiving awards directly from federal agencies (i.e. Title I, II, 
III and other Federal grants) and federal awards received via pass-through 
agency such as the state or IU (i.e IDEA Grant). 
 
The Administration recently received clarification from PSBA, PASBO, and 
the PA Federal Program Coordinators regarding appropriate 
implementation of these policies and procedures.  The policy and 
procedure requirements apply to all new federal awards made after 
December 26, 2014 AND all additional funding to existing awards (funding 
increments) made after December 26, 2014.  The following policies are 
required to be in place by June 30, 2016: (1) Conflict of Interest (# 828); (2) 
Travel Reimbursement- Federal Programs (# 626.1).  As a result of drafting 
the Travel Reimbursement policy, Administration also revised the Job 
Related Expenses policies (Policy 331, 431, and 531) as the new travel 
reimbursement policy references each.  The Federal government is 
providing a grace period of two full fiscal years after the effective date for 
compliance with the new Procurement Policy standards in the UGG.  A 
proposed Procurement policy will be presented to the committee for 
review at a future meeting to meet the June 30, 2017 deadline.  Prior to 
adoption of the new Federal Procurement policy, the District will continue 
to follow existing policy number 610 (Purchases Subject to Bid).  It is also 
recommended that school districts implement a Federal Fiscal Compliance 
policy, therefore, policy #626 is also provided for your review to conform to 
this recommendation.  
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In addition to the required policies listed above, there are required and 
recommended procedures that need to be in place by June 30, 2016. 
Administration is in the process of drafting the following procedures: 

 
Required Procedures  
• Allowability of Costs- Federal Programs  
• Cash Management-  Federal Programs  
• Grant Sub-recipient Monitoring - Federal Programs  

 
Recommended Procedures 
• Administration of Federal Funds- Type of costs, Obligations, and 
Property Management  
• Record Management Plan 

 
Policy 626 Federal Fiscal Compliance is a new policy for our holdings as 
discussed. 
 
Policy 828 Conflict of Interest is a new policy for our holdings as discussed 
with the current draft including all final recommendations from the 
Committee included. 
 
Policy 626.1 Travel Reimbursement is a new policy for our holding as 
discussed. 
 
Policies 331, 431, and 531 Job Related Expenses are presented with 
revisions from our current holdings. The draft includes revisions influenced 
by the UGG as well as the Committee review. The different policies, as our 
similar personnel holdings, are identified for specific employment groups. 
 
The administration recommends the Board review these policies, with any 
potential revisions, be returned for approval on June 27. 
 



Purpose

The Board recognizes the need for insurance coverage for unforeseen accidents that may involve
occur to students in the course of attendance at school or participation in the interscholastic athletic
or and designated extracurricular programs of the schools.

Authority

The Board shall require parents/guardians of students who participate in an interscholastic athletic
sport, cheerleader program, band program and designated extracurricular programs to purchase the
student accident insurance available through the school district or provide proof of comparable
insurance, prior to the student’s participation. The premium will be paid by the parents/guardians.

The Board shall provide, at no cost to the Board, parents/guardians the opportunity to purchase
insurance coverage for students while participating in:

{ } School time activities subject to the limitations and exclusions of the insurance policy and
excluding football.
{ } Round the clock activities subject to the limitations and exclusions of the insurance policy and
excluding football.

A waiver shall be signed by the parent/guardian of each student participating in any interscholastic
athletic and intramural athletic and or designated extracurricular program offered by the District.

Delegation of Responsibility

The Superintendent or designee shall be responsible to:

{ } Prepare specifications and secure suitable coverage from qualified insurance carriers for
recommendation and Board approval.

1. 

{ } Notify all students and parents/guardians of students who may be eligible for insurance
purchase.

2. 
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Authority

It is the responsibility of the Board to adopt all textbooks or electronic equivalents used as part of
the educational program of this district.[1][2][3]

Definitions

For purposes of this policy, a textbook or electronic equivalent is defined as a mediaum
containing a presentation or a significant illustration of the principles of the subject, is used by the
teacher as a basis of planned instruction., and is required reading for all students. This definition
applies to all mediaums assigned for use in or out of class.

Textbooks shall require adoption by the Board in accordance with Pennsylvania School Code.

Resource and supplemental materials are any materials used to support and enrich an adopted
planned instruction.

Resource and supplemental materials do not require adoption by the Board.

Delegation of Responsibility

The Superintendent or designee shall be responsible for the selection and recommendation of any
mediaum for Board consideration.[3]

Key roles and responsibilities in the process shall be defined by the Superintendent or designee
under the direction of the Board.
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PURPOSE:
This policy shall affirm standards of conduct established to ensure that State College Area School
District Board members and District employees avoid potential and actual conflicts of interest, as
well as the perception of a conflict of interest.

RESPONSIBILITY:
Each District employee and Board member shall be responsible to maintain standards of conduct
that avoid conflicts of interest. The Board prohibits members of the Board and District employees
from engaging in conduct that constitutes a conflict of interest as outlined in this policy.

GUIDELINES:
All Board members and District employees shall be provided with a copy of this policy and
acknowledge in writing that they have been made aware of the policy.

Disclosure of Financial Interests
No Board member shall be allowed to take the oath of office or enter or continue upon his/her
duties, nor shall he/she receive compensation from public funds, unless he/she has filed a
statement of financial interests as required by law 

The District solicitor and designated District employees shall file a statement of financial interests as
required by law and regulations. 

STANDARDS OF CONDUCT:
In accordance with 2 C.F.R. §200.318(c)(1), the District maintains the following standards of
conduct covering conflicts of interest and governing the actions of its employees engaged in the
selection, award and administration of contracts. 

No District employee or Board member may participate in the selection, award or administration of
a contract supported by a federal award if he or she has a real or apparent conflict of interest.  Such
a conflict of interest would arise when the District employee, Board member, any member of his or
her immediate family, his or her business partner, or an organization which employs or is about to
employ any of the parties, has a financial or other interest in or a tangible personal benefit from a
firm considered for a contract. 

The District shall not enter into any contract with a Board member or employee, or his/her spouse
or child, or any business in which the person or his/her spouse or child is associated valued at $500
or more, nor in which the person or spouse or child or business with which associated is a
subcontractor unless the Board has determined it is in the best interests of the District to do so, and
the contract has been awarded through an open and public process, including prior public notice
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and subsequent public disclosure of all proposals considered and contracts awarded. In such a case,
the Board member or employee shall not have any supervisory or overall responsibility for the
implementation or administration of the contract.

When advertised formal bidding is not required or used,as the situation may warrant consideration
may be given to an open and public process shall include at a minimum:

Public notice of the intent to contract for goods or services;

A reasonable amount of time for potential contractors to consider whether to offer quotes; and

Post-award public disclosure of who made bids or quotes and who was chosen.

The District employees and Board members may neither solicit nor accept gratuities, favors, or
anything of monetary value from contractors or parties to subcontracts 

For the purpose of this policy, “immediate family” family means a parent, parent-in-law, spouse,
children, spouse of a child, brother, brother-in-law, sister, sister-in-law, or the domestic partner of a
parent, child, brother or sister.  “Business Partner” is defined as a person who, along with another
person, plays a significant role in owning, managing, or creating a company in which both
individuals have a financial interest in the company.  A “financial interest” is defined as any financial
interest in a legal entity engaged in business for profit which comprises more than five percent
(5%) of the equity of the business or more than five percent (5%) of the assets of the economic
interest in indebtedness  “Other interest” is defined as participating actively in the management
of that organization or in another organization that has a vested interest in the gains of that
organization either through a vendor/supplier relationship, merger/acquisition intent or other similar
business relationships.

Real and/or potential conflicts of interest should be reported to the District employee’s immediate
supervisor or next highest level of supervision that is not involved in the conflict. 

If a conflict is reported in the procurement division, the employee with the conflict will defer
procurement responsibilities to the Business Office. If the conflict of interest exists in the Business
Office, the Superintendent will lead the procurement process or may defer to another administrative
team member.  If the Superintendent is the subject of the perceived conflict of interest, the District
employee or third party shall report the incident to the Board President.

Any perceived conflict of interest of a Board member that is detected or suspected by any District
employee or third party shall be reported to the Board President. If the Board President is the
subject of the perceived conflict of interest, the District employee or third party shall report the
incident to the Superintendent, who shall report the incident to the solicitor.

Board members and/or District employees, where appropriate, shall work with the District solicitor
to prepare requests for Advisory Opinions or other guidance for the Ethics Board.

DISCIPLINARY ACTION
If an investigation results in a finding that the complaint is factual and constitutes a violation of this
policy, the District shall take prompt, corrective action to ensure that such conduct ceases and will
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not recur. District staff shall document the corrective action taken and, when not prohibited by law,
inform the complainant.

Violations of this policy may result in disciplinary action up to and including discharge, fines and
possible imprisonment. Disciplinary actions shall be consistent with Board policies, procedures,
applicable collective bargaining agreements and state and federal laws. 
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AUTHORITY:
The Board shall reimburse administrative, professional and support employees, and District Board
members, for travel costs incurred in the course of performing services related to official business
as a federal grant recipient. ( 2 C.F.R §200.474(a) )

GUIDELINES:
Travel: Travel costs are the expenses for transportation, lodging, subsistence, and related items
incurred by employees who are in travel status on official business of a grant recipient.  Such costs
may be charged on an actual cost basis and results in charges consistent with those normally
allowed in like circumstances in the recipient’s non-federally funded activities and in accordance
with the recipient’s written job related expense policies (SCASD Policy 331, 431, and 531 and  2
C.F.R §200.474(a))

Costs incurred by employees and District Board members for travel, including costs of lodging,
other subsistence, and incidental expenses, must be considered reasonable and otherwise allowable
only to the extent such costs do not exceed charges normally allowed by the District in its regular
operations as the result of its written travel related policy.  In addition, if these costs are charged
directly to the federal award, documentation must be maintained that justifies that (1) participation
of the individual is necessary to the federal award; and (2) the costs are reasonable and consistent
with the District’s established policy.  2 C.F.R §200.474(b).

All travel related expenses shall follow the policies set forth in District policies 004, 331, 431, and
531.
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Purpose:
Payment of the actual and necessary expenses, including traveling expenses which Professional
employees of the District incur in the course of performing services for the District, will be made in
accordance with this policy.

Authority:
The State College Area School District will reimburse employees for authorized travel both within
and outside the District will reimburse employees for authorized travel both within and outside the
District unless otherwise covered in an employment agreement or contract. Mileage reimbursement
for job related expenses shall be paid at the rate as set by the Internal Revenue Service (IRS
Publication 463).

Guidelines:
Travel on school District business by professional employees will be classified as either routine or
non-routine. For purposes of definition, the following will apply:

1. Routine travel will be reimbursed for travelwhile traveling within the District, Centre County,
related Intermediate Units or meetings with state government officials including the Department of
Education. or intermediate unit related meetings that are held in Harrisburg or within the
geographic boundaries of Intermediate Units 8, 10, 11, 16 and 17.

2. Non-routine, or all other travel, will be reimbursed to an employee for attendance at functions if
such events are a part of a dDistrict program. All non-routine travel by employees must be
approved by the appropriate coordinator, principal or director and endorsed by the Assistant
Superintendent or Superintendent. and approved in advance by the Board. The Board may consider
requests for non-routine travel that occurs prior to a Board meeting should the situation warrant
and at the Superintendent's discretion.

3. District employees seeking reimbursement for routine and non-routine travel must submit a
Travel Expense Voucher for their incurred expenses, itemized receipts, and also include a
pre-approved Request for Travel form, as applicable.

4. Mileage will be reimbursed at an established rate per mile for travel outside the District and
inside the District for travel between the school buildings and while on official business between the
school buildings and the administrative office.

4. Travel outside the district will be reimbursed at an established rate per mile according to district
administrative guidelines.
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5. Conference fees and registration fees will be reimbursed, provided attendance has been approved
by the supervisorsallowance has been made through the supervisor's budget for such expenses.
Travel expenses will be subject to the applicable conference and travel regulations of the District
(SC 517). The Business Administrator shall prepare procedures for the reimbursement of
conference and travel expenses.

Delegation of Responsibility:
The Business Administrator is responsible for final approval for all payments.
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Purpose:
Payment of the actual and necessary expenses, including traveling expenses which Administrative
employees of the District incur in the course of performing services for the District, will be made in
accordance with this policy.

Authority:

The State College Area School District will reimburse employees for authorized travel both within
and outside the District unless otherwise covered in an employment agreement or contract. Mileage
reimbursement for job related expenses shall be paid at the rate as set by the Internal Revenue
Service (IRS Publication 463).

Guidelines:
Travel on school District business by classified employees will be classified as either routine or
non-routine. For purposes of definition, the following will apply:

1. Routine travel will be reimbursed for travelwhile traveling within the District, Centre County,
related Intermediate Units or meetings with state government officials including Department
of Education. or intermediate unit related meetings that are held in Harrisburg or within the
geographic boundaries of Intermediate Units 8, 10, 11, 16 and 17.

2. Non-routine, or all other travel, will be reimbursed to an employee for attendance at
functions if such events are a part of a District program. All non-routine travel by employees
must be approved by the appropriate coordinator, principal, or director and endorsed by the
Assistant Superintendent or Superintendent. and approved in advance by the Board. The
Board may consider requests for non-routine travel that occurs prior to a Board meeting
should the situation warrant and at the Superintendent's discretion.

3. District employees seeking reimbursement for routine and non-routine travel, must submit
a Travel Expense Voucher for their incurred expenses, itemized receipts, and also include a
pre-approved Request for Travel form, as applicable.

43. Mileage will be reimbursed at an established rate per mile for travel outside the District
and inside the District for travel between the school buildings and while on official business
between the school buildings and the administrative  office.

4. Travel outside the district will be reimbursed at an established rate per mile according to
district administrative guidelines.
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5. Conference fees and registration fees will be reimbursed, provided attendance has been
approved by the supervisorsallowance has been made through the supervisor's budget for
such expenses. Travel expenses will be subject to the applicable conference and travel
regulations of the District. The Business Administrator shall prepare procedures for the
reimbursement of conference and travel expenses.

Delegation of Responsibility:
The Business Administrator is responsible for final approval for all payments.

BoardDocs® PL https://www.boarddocs.com/pa/stco/Board.nsf/Private?open&login#

2 of 2 5/18/2016 3:47 PM


