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Policy Guidance 
 

Everything that is new in the policies is underlined in red. 

The portions that are to be removed from the policies are struck through and are in blue. 

 
7.3—MILLAGE RATE - The language on the publication of the budget was amended to incorporate the 

ability to publish the budget in a newspaper that has general circulation in the district’s county. Footnote 1 was 

updated to make the language covering how districts with property in more than one county are not required to 

publish the budget in all counties where the district has property, but rather must only publish in the county 

where the district administration offices are located more closely match the statutory language. 

 

7.5—PURCHASES AND PROCUREMENT - The bid purchase threshold, along with Footnote 2, was 

updated to incorporate the changes from Commissioner’s Memo FIN-21-050. Footnote 7 was updated to 

account for the changes to the construction bond requirements from Act 986 of 2021. 

 

 

7.15—RECORD RETENTION AND DESTRUCTION - The policy was updated from the February 

update to incorporate record retention requirements from the changes to the Federal Title IX regulations 

released on May 18, 2020 and add the Federal regulation to the list of Legal References. As a result of the 

policy being updated again, we are releasing two different versions of this policy: one ending in “RAW” and 

one ending in “CR”. The policy ending in “RAW” shows all changes made to the policy in both February and 

the current update with strikethroughs and underlines. The policy version ending in “CR” has all of the changes 

from the February update and only show the current changes with strikethroughs and underlines. 

 

7.17.1—EXCESS FOOD - Footnote 2 was updated to incorporate changes from Act  141 of 2021. 

This change does not require board action. 

 

7.18—DISPOSAL OF NON-NEGOTIATED CHECKS OR UNCLAIMED PROPERTY - Repetitive 

language in the first paragraph was removed and Arabic numerals were added where necessary. In addition, one 

of the Legal References was updated to provide a correct citation. 

 

7.23—HEALTH CARE COVERAGE AND THE AFFORDABLE CARE ACT - Footnote 7 was 

amended to incorporate the change from Act 621 of 2021 to note that the salary increase that will trigger an 

increase to the district’s insurance contribution amount is the base level of the bachelor’s degree salary 

schedule. This change does not require board action. 
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7.3—MILLAGE RATE 
 

At least sixty (60) days in advance of the school election when the electors shall determine the annual ad 

valorem property tax for the District, The the Board shall publish at least one time in some newspaper published 

or having a bona fide circulation in the county1 in which where the district’s property lies1, at least sixty (60) 

days in advance of the school election at which the annual ad valorem property tax for the district is decided by 

the electors, the District’s proposed budget, together with which shall include a millage rate sufficient to provide 

the funds necessary for the District’s operation. 

 

7.5—PURCHASES AND PROCUREMENT 
 

Purchases shall be made in accordance with State laws and procurement procedures governing school 

purchases that are deemed to be in the best interest of the District and are the result of fair and open competition 

between qualified bidders and suppliers. No bids shall be taken for professional services. 

 

DEFINITIONS 

“Commodities” are all supplies, goods, material, equipment, computers, software, machinery, facilities, 

personal property, and services, other than personal and professional services, purchased on behalf of the 

District. 

 

“micro-purchases” are purchases with a value of less than ten thousand dollars ($10,000) when purchased with 

Federal funds. 

 

“Professional services” are legal, financial advisory, architectural, engineering, construction management, and 

land surveying professional consultant services.1 

 

“Specifications” means a technical description or other description of the physical and/or functional 

characteristics of a commodity. 

 

Commodities 

The superintendent shall develop procedures for the procurement of micro-purchases that provide for the 

distribution of purchases between eligible vendors to the extent possible. 

 

Purchases of commodities with a purchase price of more than $_____2 require prior Board3 approval; however, 

if an emergency exists, the Superintendent may waive this requirement. 

 

The district shall notify in writing all actual or prospective bidders, offerors, or contractors who make a written 

request to the district for notification of opportunities to bid. The notification shall be made in sufficient time to 

allow actual or prospective bidders, offerors, or contractors to submit a bid or other appropriate response.4 The 

board shall accept bids submitted electronically by email or fax for any and all district purchases, unless 

specified to be submitted by other means or methods, and except those bids which have been specified to have a 

designated date upon which the bids shall be opened. The superintendent shall be responsible for ensuring 

submitted bids, whether written, faxed, or emailed, are retained in accordance with policy 7.15—RECORD 

RETENTION AND DESTRUCTION. 
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The district will not solicit bids or otherwise contract for a sum greater than twenty-five thousand dollars 

($25,000) with vendors that are on the “excluded parties list” if the contract is to be paid from federal funds.5 

 

All purchases for a Federal program with an estimated purchase price between ten thousand dollars ($10,000) 

and twenty-one thousand two six hundred eighty-four four dollars ($21,284604) and all purchases of 

commodities with an estimated purchase price that equals or exceeds twenty-one thousand two six hundred 

eighty-four four dollars ($21,284604) shall be procured by soliciting bids.6 Specifications shall be devised for 

all commodities to be bid that are specific enough to ensure uniformity of the bid and yet not so restrictive that it 

would prevent competitive bidding. The bid specifications shall not include the name or identity of any specific 

vendor. The Board reserves the right to reject all bids and to purchase the commodity by negotiating a contract. 

In such an instance, each responsible bidder who submitted a bid shall be notified and given a reasonable 

opportunity to negotiate.7 

 

Bids shall be awarded after careful examination of the details of the bid to determine the best overall value to 

the District. In instances where the low bid was not accepted, a statement of the reasons the low bid was not 

accepted shall be attached to the bid. Bidders submitting written bids shall be notified in writing of the bid 

award. 

 

Whenever possible, a preference will be given to small and minority businesses; women’s business enterprises; 

and labor surplus area firms.8 

 

The District shall provide a preference to Arkansas residents whenever the District is accepting bids to purchase 

materials and equipment as part of a construction project if: 

a. One (1) or more Arkansas residents who submitted bids made written claim for a preference at the time 

they submitted a bid; and 

b. An Arkansas resident’s bid does not exceed the lowest qualified bid from a nonresident by more than 

five percent (5%). 

If the qualifications for the Arkansas resident preference are met, then the District shall take the lowest bid from 

an Arkansas resident regardless of whether the Arkansas resident was one of the individuals who requested the 

preference. 

 

The following commodities may be purchased with State funds without soliciting bids provided that the 

purchasing official9 determines in writing that it is not practicable to use other than the required or designated 

commodity or service, and a copy of the written determination is attached to the purchase order: 

1. Commodities in instances of an unforeseen and unavoidable emergency; 

2. Commodities available only from the federal government; 

3. Utility services; 

4. Used equipment and machinery;10 and 

5. Commodities available only from a single source.11 

 

Commodity purchases with Federal funds may be purchased without soliciting bids only when one or more of 

the following circumstances apply: 

1. The item is available only from a single source; 

2. The public exigency or emergency for the requirement will not permit a delay resulting from 

competitive solicitation; 



© 2020- 2021Arkansas School Boards Association 

 

3. The Federal awarding agency or appropriate unit of the Division of Elementary and Secondary 

Education expressly authorizes the noncompetitive purchase in response to a written request from the 

District; or 

4. After solicitation of a number of sources, competition is determined inadequate. 

 

The District may purchase a new motor vehicle, other than a school bus, without soliciting bids if, at the time of 

the purchase, the: 

a. Purchase is from a motor vehicle dealer licensed in Arkansas; 

b. Purchase price of the motor vehicle does not exceed the fleet price awarded by the Office of State 

Procurement; and 

c. Motor vehicle to be purchased is the same make and model motor vehicle as the make and model the 

fleet price was awarded for by the Office of State Procurement. 

 

Prospective bidders, offerors, or contractors may appeal to the district’s superintendent if they believe the 

district failed to follow district bidding and purchasing policy or state law. 

 

Any award of a contract shall be subject to revocation for ten (10) working days from: 

o The initial awarding of the contract; or 

o If an appeal is received, resolution of the appeal. 

 

The intent is to provide prospective bidders, offerors, or contractors the opportunity to appeal the bid award if 

they believe the facts warrant an appeal. Any appeal shall be in writing by certified mail and received by the 

district office, “attention to the superintendent” within seven (7) calendar days following the initial and 

revocable award of the contract. 

 

If the district receives an appeal of a bid award, they shall notify, in writing, those prospective bidders, offerors, 

or contractors who have made a written request to the district for notification of opportunities to bid that an 

appeal has been submitted. The notification shall state:  

• that the contract award has been halted pending resolution of the appeal and could be revoked;  

• the reasons for the appeal; 

• that the recipient of the letter may respond to the protested issues identified in the appeal; 

• the date the decision on the appeal will be made and notification sent; 

• that if the appeal is upheld, the bidding process will be re-opened; 

• that if the bidding is re-opened, changes will be made to the request for bids as necessary to satisfy the 

reasons for upholding the appeal.12 

 

The sole authority to resolve any appeal made relating to this policy shall rest with the superintendent. The 

superintendent’s decision shall be final and conclusive. In the event the district upholds an appeal, the sole 

responsibility of the district to the aggrieved bidder(s) shall be the re-opening of the bidding process. 

 

Except when prohibited by law13, the District reserves the right to extend or renew a contract that was 

previously awarded under the process governed by this policy and law, provided the extension or renewal meet 

the following criteria: 

1. The equipment and services provided under the extended or renewed contract meets or exceeds the 

specifications of the original bid. 
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2. The extended or renewed contract agreement complies with the state of Arkansas’s documentation 

requirements. 

3. The cost of the extended or renewed contract is the same or less than the original contract. 

4. The extension or renewal is approved by the local school board. 

 

Professional Services 

The District does not use a bidding process when procuring professional services. Instead, when the District 

needs to procure professional services, the District shall: 

1. Select three (3) qualified firms; 

2. Determine the most qualified firm by considering, at a minimum, the: 

• Specialized experience and technical competence of the firm with respect to the type of 

professional services required; 

• Capacity and capability of the firm to perform the work in question, including specialized services, 

within the time limitations fixed for the completion of the project; 

• Past record of performance of the firm with respect to such factors as control of costs, quality of 

work, and ability to meet schedules and deadlines; and 

• Firm's proximity to and familiarity with the area in which the project is located; 

3. Negotiate a contract for the project with the most qualified firm. 

 

When negotiating a contract, the District and the selected firm shall jointly prepare a detailed, written 

description of the scope of the proposed services. If the District is unable to negotiate a satisfactory contract 

with the firm selected, negotiations with that firm shall be terminated and the District shall negotiate a contract 

with the next most qualified firm. In the event the District is unable to negotiate a contract with any of the 

original selected firms, the District shall reevaluate the necessary professional services, including the scope and 

reasonable fee requirements, and return to step one. 

 

The District encourages firms who provide professional services to submit annual statements of qualifications 

and performance data to the District. The District shall request any additional information as needed for a 

particular public project. 

 

7.15—RECORD RETENTION AND DESTRUCTION 
 

It is necessary to maintain district records in a manner that provides for efficient document storage and retrieval 

and is conducive to eliminating unnecessary record retention. Due to the variety of records that may need to be 

retained and accessed, the superintendent shall ensure that all staff receive appropriate training to understand 

this policy. Staff shall also understand the possible ramifications to the district and/or themselves for failure to 

properly maintain records and follow the requirements contained in this policy. 

 

Definitions 

“Directly or directly interested” (“directly”) means receiving compensation or other benefits personally or to an 

individual’s household from the person, business, or entity contracting with the District. 

 

“Indirectly or indirectly interested” (“indirectly”) means that a family member, business, or other entity in 

which the individual or a family member has a financial interest will receive compensation or benefits. 
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“Record” is defined for the purposes of this policy, as an item or items, whether electronic or material, that are 

created by, at the request of, or received by and purposefully retained by a board member, administrator, or 

employee in the ordinary course of District business. Examples include, but are not limited to: 

• Any kind of correspondence; 

• Calendars; 

• Computer files and documents (which may include drafts); 

• Telephone logs; 

• Expense records;  

• Audio or video recordings that are created for the purpose of monitoring the security of District 

property, the safety of District students, or open public meetings; 

• Documentation related to transactions or contracts for:1 

o Services with Board members, administrators, employees, or members of their families covered 

under the statutorily defined ethical restrictions associated with a contract for services provided for 

the District involving a Board member, administrator, or employee who "directly or indirectly" 

benefits from the contract; 

o An exemption granted by the Division of Elementary and Secondary Education (DESE) from the 

statutorily defined ethical restrictions associated with a contract for employment or for services 

provided for the District that involves a District administrator, board member, or employee. 

 

The superintendent shall be responsible for establishing a schedule for the routine destruction of district records 

that accommodates the needs of the district. The schedule shall specify the length of retention for any records 

not specifically delineated by this policy and be distributed to staff on a need-to-know basis according to their 

respective employment duties and responsibilities. The schedule should accommodate the need for records to 

be stored as a blend of printed, bound and electronically recorded (e.g., audio tape, video tape, micro-fiche, 

computer disk) material. The superintendent or designee shall ensure the effective and efficient securing, 

cataloging, storing, and appropriate scheduled destruction of all records.  

 

The following records categories shall be retained for the time specified. 

a. Board of Education Minutes – forever 

b. Personnel files – forever  

c. Student files – until the student receives a high school diploma or its equivalent, or is beyond the age of 

compulsory school attendance2 

d. Student records of attendance/graduation – forever3 

e. Financial Records – five (5) years4 

f. Documentation, including letters of approval, related to transactions or contracts for services covered by 

this policy and Arkansas statutes for Board members or members of their families or for waivers 

granted to District employees - thirteen years5 

g. Documentation relating to payments or reimbursements made by a vendor on behalf of a board 

member, administrator, or employee for travel, lodging, food, registration, entertainment, or other 

expenses6 – Three (3) years  

h. Employment applications, including applicant lists, applicant interview evaluations, documentation in 

response to requests for reasons for a failure to be interviewed and/or hired, and hiring determinations - 

five (5) years7 

i. Expenditures made with federal grant monies8 – governed by the terms of each grant 

j. Video Surveillance Recordings – the timeline established in Policy 4.48—VIDEO SURVEILLANCE 

AND OTHER STUDENT MONITORING 
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k. Emails – The length of time set in the District’s Information Technology Security procedures9 

l. Documents filed with the IRS, including those required in Policy 7.23-Health Care Coverage and the 

Affordable Care Act – four (4) years 

m. Statewide assessment security agreement – Three (3) years 

n. Recordings of open public meetings – One (1) year 

o. Reports and related documentation filed with the Auditor of State on abandoned property – Ten (10) 

years 

p. Record of each query made of the Federal Motor Carrier Safety Administration Commercial Driver's 

License Drug and Alcohol Clearinghouse and the results of each query – Three (3) years 

q. Employee consent to query the Federal Motor Carrier Safety Administration Commercial Driver's 

License Drug and Alcohol Clearinghouse – Three (3) Years from the latest query 

r. Reports from the Commercial Driver Alcohol and Drug Testing Database of the Office of Driver 

Services of the Arkansas Department of Finance and Administration – Three (3) years 

s. Records required by the District’s sexual harassment policies – seven (7) years 

 

The superintendent or designee shall be responsible for determining when there is a need to interrupt the routine 

destruction of records.10 When the superintendent or designee makes the decision to cease the routine disposal 

of records, staff affected by the decision shall be promptly informed of the decision and of the nature of records 

that are to be retained; such records shall be retained until the superintendent or designee has authorized their 

destruction. Employee training on the district’s records retention schedule shall specifically include information 

on the records that may need to be retained due to pending disciplinary or legal actions that otherwise would be 

subject to routine disposal. If an employee has doubt about the need to retain any record otherwise scheduled 

for destruction, he/she shall consult with the superintendent or designee prior to destroying such records.11 

 

The records’ storage system devised by the superintendent and designee(s) shall be organized in a manner that 

enables the efficient retrieval of data and documents. The district shall have adequate backup of electronically 

stored critical data.12 The system shall be communicated to employees in a manner that enables them to 

understand and follow the system’s requirements.  

 

In retaining and destroying records, no employee shall: 

• Destroy, alter, mutilate, conceal, cover up, falsify, or make a false entry in any record that may be 

connected to a disciplinary matter or lawsuit or to a matter within the jurisdiction of a federal or state 

agency, in violation of federal law and regulations or state law and rules. 

• Alter, destroy or conceal a document, or attempt to do so, with the intent to impair the document’s 

availability for use in a disciplinary matter, lawsuit or an official proceeding or otherwise obstruct, 

influence or impede any lawsuit or official proceeding, in violation of federal law and regulations or 

state law and rules. 

• Retaliate or discriminate against an employee who refuses to violate this policy or to coerce or threaten 

an employee to violate this policy. 

Failure to follow the requirements set forth in this policy may result in disciplinary action against the 

employee(s), up to and including termination. The district’s board of directors prohibits and will not tolerate any 

form of reprisal, retaliation or discrimination against any employee who, in good faith, has attempted to comply 

with this policy. 

 

7.17.1—EXCESS FOOD 
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Definition 

 

“Excess food” means any food that remains after the serving of breakfast and lunch to students during the 

school day; however, “excess food” does not include any food that has expired, been opened, or been 

consumed. 

 

Excess food shall be handled in accordance with U.S. Food and Drug Administration regulations and Arkansas 

Department of Health rules. 

 

Excess Food Sold a la carte1 

 

Excess food may be sold a la carte no later than the day immediately following the day the excess food was 

served in the District’s school meal service. 

 

Donation of Excess Food 

 

When it is not feasible for the District to reuse excess food, excess food may be donated to a non-profit 

organization, such as a community food bank, homeless shelter, or other nonprofit charitable organization. 

 

The District’s Child Nutrition Director (Director), after consultation with and approval by the superintendent, 

may identify a nonprofit “partner” that will accept the District’s excess food. Before the District may donate 

food to the nonprofit partner, the Director shall obtain a copy of the nonprofit partner’s 501(c)(3) documentation 

and contact information for use when excess food is available for donation. 

 

Whenever excess food is donated, the Director shall document all of the following on the form provided by the 

Child Nutrition Unit: 

1. What, how much and when excess food donations are made; 

2. Who picks up the excess food for the nonprofit partner, including a signature along with the date and 

time of the pick up; and 

3. Signature of the child nutrition staff when excess food is donated to the nonprofit partner. 

 

Following the donation of excess food, the Director shall: 

a. Monitor excess food donations; 

b. Report excess food cost to administration; and 

c. Revise planned production and menus to minimize excess food. 

 

The nonprofit partner shall agree to provide the District’s students the first opportunity to receive the donated 

excess food. The superintendent, Director, and nonprofit partner shall work together to adopt procedures2 for 

the providing of excess food to the District’s students. 

 

7.18—DISPOSAL OF NON-NEGOTIATED CHECKS OR UNCLAIMED 

PROPERTY 
 

State law specifies how the district is to dispose of retained funds in the form of issued but non-negotiated 

checks that have been not been presented for payment within one (1) calendar year. The district shall dispose of 
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these retained funds in accordance with the law and remit the amount of all non-negotiated checks to the 

Unclaimed Property Division of the Arkansas Auditor’s Office. 

 

The district shall make a good faith effort to return physical items that have been left on district property to their 

rightful owners. When contact information is known for the owner of an item of a non-perishable nature left at 

the district, the district shall use the information to attempt to contact the owner to inform him/her of the 

location of the item. Owners of such items shall be given at least three (3) weeks1 to pick up the item he/she left 

at the district. If the owner fails to pick up the item within the time allotted, the district may dispose of the item 

in a manner of its choosing. 

 

The district is under no obligation to retain an abandoned, perishable item left on district property. 

 

 

7.19—SERVICE ANIMALS IN DISTRICT FACILITIES 
 

In accordance with the provisions of the Americans with Disabilities Act and Arkansas statutes, service dogs 

and trained miniature horses1 (service animals) are permitted for use by individuals with disabilities on district 

property and in district facilities provided the individuals and their animals meet the requirements and 

responsibilities covered in this policy. 

 

When an individual with a disability seeks to bring a service animal into a district facility, the district is entitled 

to ask the individual: 

a. If the animal is required because of a disability; and 

b. What work or task has the animal been trained to perform.2 

While the district is not entitled to ask for documentation that the animal has been properly trained, the 

individual bringing the animal into a district facility will be held accountable for the animal’s behavior. 

 

Any service animal brought into a district facility by an individual with a disability must have been trained to do 

work or perform tasks for the individual. The work or tasks performed by the service animal must be directly 

related to the handler’s disability. Examples of work or tasks include, but are not limited to, assisting individuals 

who are blind or have low vision with navigation and other tasks, alerting individuals who are deaf or hard of 

hearing to the presence of people or sounds, providing non-violent protection, pulling a wheelchair, assisting an 

individual during a seizure, alerting individuals to the presence of allergens, retrieving items such as medicine, 

providing physical support and assistance with balance and stability to individuals with mobility disabilities, 

and helping persons with psychiatric and neurological disabilities by preventing or interrupting impulsive or 

destructive behaviors.  

 

The crime deterrent effects of an animal’s presence and the provision of emotional support, well-being, 

comfort, or companionship do not constitute work or tasks for the purposes of this policy; no animal brought 

solely for any of these reasons shall be permitted on school grounds.3  

 

Individuals with disabilities shall be permitted to be accompanied by their service animals in all areas of a 

public entity’s facilities where members of the public, participants in services, programs or activities, or 

invitees, as relevant, are allowed to go. 
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A service animal shall be under the control of its handler. A service animal shall have a harness, leash, or other 

tether, unless either the handler is unable because of a disability to use a harness, leash, or other tether, or the use 

of a harness, leash, or other tether would interfere with the service animal’s safe, effective performance of work 

or tasks, in which case the service animal must be otherwise under the handler’s control by means of voice 

control, signals, or other effective means. 

 

A service animal shall be groomed to prevent shedding and dander and shall be kept clean of fleas and ticks.  

 

District staff may ask an individual with a disability to remove a service animal from the premises if: 

1. The animal is out of control and the animal’s handler does not take effective action to control it; 

2. The animal is not housebroken; or 

3. Making reasonable accommodations for the service animal’s presence would fundamentally 

alter the nature of the service, program, or activity. 

 

If the district excludes a service animal due to the reasons listed above, the district shall give the individual with 

a disability the opportunity to participate in the service, program, or activity without having the service animal 

on the premises. 

 

The District and its staff are not responsible for the care or supervision of a service animal brought onto district 

property or into district facilities by an individual with a disability. Students with service animals are expected 

to care for and supervise their animal. In the case of a young child or a student with disabilities who is unable to 

care for or supervise the service animal, the parent is responsible for providing care and supervision of the 

animal. Prior to working in the school, any person responsible for providing care and supervision of the animal 

must go through the same process for background checks as required of all employees of the school system. 

 

The District shall not ask or require an individual with a disability to pay a surcharge, even if people 

accompanied by pets are required to pay fees, or to comply with other requirements generally not applicable to 

people without pets.4 

 

Individuals should be aware that under Arkansas law the misrepresentation of an animal as a service animal or a 

service animal in training to a person or entity operating a public accommodation may subject the individual to 

a civil penalty. 

 

7.23—HEALTH CARE COVERAGE AND THE AFFORDABLE CARE ACT 
 

Definitions 

“Dependent”, for purposes of this policy, means an employee’s child(ren) and/or spouse who are enrolled by 

the employee in health care coverage through the District’s health care plans. 

 

“Full-time school bus driver” means a person employed by the District to drive regular routes during the annual 

school year: 

1. Who contracts with the District to operate a school bus for at least seven hundred twenty (720) hours 

during the school year; 

2. Whose primary source of income during the school year is obtained by operating a school bus for the 

District; or 
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3. Who contracts with the District to operate a school bus and is designated by the superintendent as a full-

time school bus driver, regardless of the number of hours for which the person is contracted. 

 

 “Full-time employee”, for purposes of this policy, means an employee who is: 

a. In a position1 requiring on average thirty (30) hours of actual performance per week during the annual 

school year; or 

b. A full-time school bus driver. 

 

“Responsible individual” means a primary insured employee who, as a parent or spouse, enrolls one or more 

individual(s) in health care coverage through the District’s health care plans. 

 

“Variable hour employee”, for the purposes of this policy, means an individual, other than a full-time school 

bus driver, who has no base minimum number of hours of performance required per week. 

 

Health Insurance Enrollment 

All full time District employees are eligible to enroll themselves; their spouse, so long as the spouse is not 

otherwise eligible for insurance through his/her employer's sponsored plan;2 and their child(ren) in one of the 

insurance plans through the Public School Employee Life and Health Insurance Program (PSELHIP). Variable 

hour employees are not eligible to enroll in a PSELHIP plan. If a variable hour employee’s measurement period 

finds that the employee averaged thirty (30) or more hours per week, then the employee is treated as a full time 

employee rather than a variable hour employee and is eligible for health insurance.3 New full time employees 

have sixty (60) days following the start date of the employee’s contract to elect to enroll in a PSELHIP plan; all 

new employees shall be informed in writing of the start date of the employee’s contract and that the employee 

has sixty (60) days from that date to elect PSELHIP coverage.4 Coverage for new employees who choose to 

enroll in a PSELHIP plan shall take effect on the first of the month following the date on the enrollment 

application.  Coverage shall be in effect until the end of the calendar year. Employees who experience a 

Qualifying Status Change Event5 have sixty (60) days from the date of the Qualifying Status Change Event to 

file an application to change coverage information. All employees who continue to be eligible may elect to 

continue coverage and make changes to their PSELHIP plan for the following plan year during the yearly open 

enrollment period. 

 

The District shall ensure all employees are provided education annually on the advantages and disadvantages of 

a consumer-driven health plan option and effective strategies of using a Health Savings Account (HSA).6 

 

District Contribution to Premiums 

At a minimum, the District shall distribute the statutorily required contribution rate to all employees who are 

enrolled in one of the PSELHIP plans, which shall include any mandatory increases to the contribution rate due 

to increases to the salary schedule.7 In accordance with the State Health Insurance Portability Rules (SHIP), the 

District shall continue to pay the premium contribution for an employee who transfers to another Arkansas 

school district that also participates in the SHIP through August 31 of the calendar year the employee leaves the 

district so long as the employee:8 

1) Completes his/her contract with the District; 

2) Provides the District with notice that the employee is transferring to another district by no later than the 

Friday following the last student contact day9; 

3) Provides the District with proof of employment at another Arkansas district; and 
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4) Has the employee portion of the premium deducted from his/her end-of-year checks or pays the District 

business office the employee’s portion of the premium by the 15th10 of both July and August. 

 

Measurement Method of Employee Hours3 

Option 1: The District uses the look-back method for determining if an employee qualifies as a full-time 

employee.3 

 

Option 2: The District uses the monthly measurement method for determining if an employee qualifies as a full-

time employee.3 

 

W-2 

For all full-time employees who are enrolled in a PSELHIP plan, the District shall indicate in box twelve (12) 

of the employee’s Form W-2 the cost of the employee’s health care coverage by using code “DD”.11 

 

IRS Returns 

The District will electronically file with the IRS by March 31 of each year the forms12 required by the IRS on 

the health insurance coverage of each full-time employee for the previous calendar year, whether or not the full-

time employee participates in a health insurance plan through the PSELHIP. 

 

Statement of Return 

The District shall send to each full-time employee a Statement of Return (Statement) regarding the IRS 

Return13 filed on the employee. The Statement shall contain: The District’s name, address, and Employer 

Identification Number (EIN) as well as a copy of the IRS Return filed on the employee. The District shall send 

a copy of the Statement to the employee on or before January 31 of the calendar year following the calendar 

year the information in the Statement covers. The District shall send only one Statement to the household of an 

employee who meets the definition of a responsible individual that will include all requisite information for 

both the responsible individual and the responsible individual’s dependent(s). The Statement will be mailed to 

the employee’s address on record. 

 

Record Retention 

The District shall maintain copies of the Statements sent to employees in accordance with the requirements for 

documents transmitted to the IRS in Policy 7.15—RECORD RETENTION AND DESTRUCTION. 
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