ANDOVER PUBLIC SCHOOLS

BUSINESS & NON-INSTRUCTIONAL OPERATIONS SERIES 3000
Policy or
Number Regulation
0. Concept and Roles in Business & Non-Instructional
OPETALIONS ....vvieiieeiiieeiie ettt et ete et e steeebeesteeebeesaeesabeeseesnseeseesnseenneens 3000 P
1. Budget/Budgeting SyStem..........ccevvieeiiieeiiieeieecieeeee e 3100 P
A. Transfer of Funds between Categories: Amendments ................. 3160 P
B. Budget Administration............ccueeeeveeeeieeeiieeeiee e eevee e 3170 P
2. Income
A. State FuNds......cccueeiiiiiiiee 3220 P
B. Federal Funds.........cocooviiiiiiiiiiceecceeeee e 3230 P
C. Tuition FEES ...ooouiiiiiiiiiie e 3240 P
D. Materials/Services; Fees, Fines, Charges ..........ccccoeevevienieennnn. 3250 P
E. Sales and Disposal of Books, Equipment and Supplies .............. 3260 P
F. Gifts, Grants and Bequests.........coccveeviieriieiiienieeiieieeeeeee e 3280 P
(1) School Fund Raisers ..........ccecveeeeuieeriieenie e 3281 P
G. Funds Management
(1) DEPOSItOTY ...viieiiiieciie et 3293 P
3. Expenditures/Expending Authority
A. Purchasing Procedures ............ccoceeieerieniieniieeiieiieeie e 3320 P
(1) Procedures for Entering into a Lease/Purchase
Agreement
(2) Requesting Goods and Services (Requisitions)............... 3321 P
3) Soliciting Prices (Bids & Quotations)............ccceecvvenennnee. 3323 P
(4) Ordering Goods and Services
(a) L010) 113 v 107 1S USSR 3324.1 P
(%) Receiving Goods/Warehousing
(6) Paying for Goods and Services ..........ccceeeueerienieenieennnnnne. 3326 P
(a) Payroll Procedures and Authorized Signatures......3326.1 P
(b) Board of Education Credit Card.......................... 3326.3 P
4. Accounts
A. System of ACCOUNES ......ccuveeiieriiieiieciieeiieeee et 3410 P
B. Periodic Financial Reports..........ccccveeeviienciieeiiiecieeeee e, 3430 P
(1) Periodic Audit .......ccoeoeeviieiiiiiieeeeeee e 3434 P
C. INVENLOTIES. ...coutieiiieiieie ettt 3440 P
D. Monies in School Buildings...........ccceeveeviiiniieniiiiieniieieeieees 3450 P
(1) School Activity Fund .........ccccveeviiieiiiiiiiiecee e, 3453 P
5. Non-Instructional Operations
A. Compliance with 504 Regulations............ccccevvueeiienienieenieennnene. 3511 P
B. Buildings
(1) Utilities
(a) Energy Conservation..........c.cceecveeeeveenveeenveeennen. 3513.1 P
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(2) EqQuipment........cccoooovieiiieeieeeeeeeee e
3) Safety
(a) Buildings and Grounds Inspection/Reporting
(1) Hazardous Materials Communication......
(b) Accident Prevention and Reporting........................
() Security of Buildings and Grounds........................
C. Data Processing Services
(1) Information Security Breach and Notification.................
(2) Electronic Information Security
(a) Acquisition and Updating of Technology............
D. Hazardous Materials in Schools

(a) Pesticide Application...........ccceceeveeerereneneseniennens

E. Fixed Operations

(1

INSUTANCE ...
(a) Liability Insurance...........ccccceeevveeecieenciieenieeeen.

F. Auxiliary Agencies

(1)

)

)

TranSportation ........ccccceeeecuieeriiieesiie e e e evee e
(a) Routes and Services .........cooveeevieeecieecciieeciee e,

(1) Bus Driver Safety/

Emergency Procedures..........ccccceevvenenn.

(b) Transportation Equipment ............c.cccccvveeeveeenneen.

(1) Privately Owned Vehicles........................
(©) Transportation Safety Complaints .......................
(d) BUsS DIIVErS ...ccoviieiiiceiieeeeeeeee e
(e) Student Behavior..........cccccveeviiiiiciienieceeecie
® Student Bus AssSignments ............cceeeveerueerveennnens
(2) Accident Reporting.........cccceeeeveeeciieenciieeniee e,
Food Service
(a) Participation in the National School

Lunch Program..........ccccoeeviiiiiiiencieeeieeeee e,
(b) Menus and Services

6)) Nutrition Program (School Wellness).......
(©) Charging Policy...........coooiiiiiiiiiii,
(d) Operation

(1) Sanitary Conditions...........cccceevveenieennnnne
Office Services
(a) Communication Services

(1) Printing and Duplicating:

Copyrighted Materials............cccceeeveeneen.

SERIES 3000
Policy or

Number Regulation
3514 P
3516.11 P

3516.3 P

3517 P/R
3520.1 P

3523.1 P

3524.1 P

3532 P

3532.1 P

3541 P

3541.3 P
3541.35 P/R
35414 P
354144 P/R
3541.5 P

35416 P

35417 P

35418 P

35419 P/R
354231 P
354234 P
3542.43 P/R
354246 P
3543.11 P

(b) Electronic Communications: Use and Retention.3543.31

P/R



