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7455 - ACCOUNTING SYSTEM FOR CAPITAL ASSETS

The Board shall maintain a capital asset accounting system. The capital asset system shall maintain sufficient information to
permit the following:

A. {3} the preparation of year-end financial statements in accordance with generally-accepted, accounting principles
B. ()-adequate insurance coverage

C. 63—control and accountability

The Finance Department shall be responsible for the development and maintenance of the capital asset
accounting system. The Treasurer shall develop procedures to ensure compliance with all capital asset
policies. Each Department shall be assigned capital asset responsibilities.

Capital assets are defined as those tangible assets of the District system with a useful life in excess of one (1) year and an initial
cost equal to or exceeding £3-45,000.00———— [not-mere-than-55000-001-{)-the-Hmit-established-pursuanitteo-the
Federal-Grant-GuidelinesENB-OFOPTEGNT-. Some items may be identified as controlled assets that, although they do not

meet all capital asset criteria, are to be recorded on the-fixed-assetcapital asset system to maintain control,

Capital assets shall be classified as follows:
A, land

. building

. improvements other than building

. machinery and equipment

m O O w

. furniture and fixtures
F. vehicles
G. plant (aerator)
H. underground lines
I. construction-in-progress
Leased fixed assets and assets which are jointly-owned shall be identified and recorded on the capital asset system.

Capital assets shall be recorded at historical cost or, if that amount is not practicably determinable, at estimated historical cost.
The method(s) to be used to estimate historical cost shall be established by the Fair Market Value

The purchase of capital assets, the transfer of capital assets between buildings, and the disposal of capital assets shall be
initiated by the Department Head and require the prior written approval of the

Treasurer . An asset to be disposed of by sale shall be done in accordance with Policy 7300 - Disposition of
Real Property or Policy 7310 - Disposition of Personal Property.

In accordance with Generally Accepted Accounting Principles (GAAP), assets must be depreciated over their estimated useful
lives and approved by the auditor.

Accumulated depreciation shall be calculated on a straight-line basis and be recorded for general capital assets.
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The following information shall be maintained for all capital assets:

A. description

B. asset classification (land, building, equipment, etc.)
C. location

D. purchase price

E. vendor

. date purchased

G. voucher number

H. estimated useful life

1. estimated salvage value

J. replacement cost

K. accumulated depreciation

L. method of acquisition (purchase, trade-in, lease, donated, etc.)
M. appropriation

N. manner of asset disposal

© Neola—2021-2022

hitps://go.boarddocs.comiwwmar/Board.nsfPrivate?opendlog ins



823122, 257 PM BoardDocs® PL f7__ 5‘0&2—

Book Policy Manual

Section Volume 14, No.1 - February 2022 Draft
Title Copy of PURCHASES

Code po6320

Status

Adopted August 1, 2007

Last Revised December 20, 2021

6320 - PURCHASES

This policy establishes the minimum system of purchasing rules and regulations that are to be followed by the County Board of
Education.

This policy is to be used and followed by all personne! involved in the acquisition and disposal of commodities and services in the
performance of their duties.

Introduction

A. The overall objective of the purchasing function is to acquire the goods and services necessary to provide the essential
services for which the Board is responsible.

B. The Board is responsibie for the purchasing, receiving, safeguarding, and disposing of all goods and services obtained for
use by the County. This authority is hereby delegated to the Superintendent and his/her designated purchasing director.

C. All procurement transactions shall be conducted in a manner that provides full and open competition, consistent with the
ethical standards specified in State and Federal statutes, WV State Board of Education policy 8200, and all local practices
and procedures.

D. Procedures for the review of all proposed procurements shall be established to ensure that only necessary items are
purchased.

E. If written specifications are required, they shall be written in such a manner as to maximize and encourage competition.

F. No Board member, officer or employee shall participate in the selection, award, or administration of a contract or
purchase order with a related party, or where a conflict of interest, real or apparent, exists.

G. No Board member, officer, or employee shall solicit or accept gratuities, favors, or anything of monetary value from
contractors, vendors, or parties to any awards, agreements, or contracts, This prohibition does not apply to unsolicited
gifts of nominal value, which is recognized by the West Virginia Ethics Commission to be a gift whose value is less
than $25.00 per year.

H. Awards will be made only to responsible contractors possessing the ability to perform successfully under the terms and
conditions of the proposed procurement. Consideration will be given to such matters as contractor integrity, compliance
with public policy, record of past performance, and financial and technical resources.

I. The County will explore whether the goods and services being purchased are availabie from a statewide contract or a
purchasing alliance, such as the Government Purchasing Alliance or the Southern Region Education Board, before going to
the open market.

Purchase Responsibilities
A, Pursuant to WV Code 11-8-26 no funds shall be expended or obligations incurred:
1. in an unauthorized manner;

2. for an unauthorized purpose;

3. in excess of the amount allocated to the fund in the levy order;
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4. in excess of the funds available for current expenses.

B. Pursuant to WV Code 18-9B-10, the Board shall:

1. authorize the expenditure of funds and incur obligations only in accordance with the budget and the expenditure
schedule;

2. authorize transfers between items of appropriation only with the prior written approval of the State Board of
Education.

Requisitions and Purchase Orders

A. Pursuant to the requirements of WV Code 18-9B-9, the County shall maintain a requisition and purchase order system on
the West Virginia Education Information System (WVEIS) whereas as an approved, pre-numbered purchase order is
issued to the successful vendor prior to an order for a commadity or service being placed.

B. Purchase orders, are not required for refunds, reimbursement of travel expenses, the distribution of faculty senate funds
to the individual schools in the County, and utilities.

C. Purchases orders are also not required for purchases of commodities and services made through the use of the County's
purchase card system. Pursuant to the requirements of WV 18-9B-9, and to maintain budgetary controls, the funds shall
be encumbered in the West Virginia Education Information System (WVEIS). In addition, all requirements specified in
Policy 6423, Vendor Issued Credit Cards, related to the purchase card program must be followed, including individual
transaction limits, monthly transaction limits, and maximum number of transactions.

D. A copy of each approved purchase order shall be retained for the file. The file copy may be retained either on paper or
electronically and the original approval signatures must be available for subsequent review.

E. No purchase order shall be issued in excess of the funds avallable in the current year or which obligate the funds of a
subsequent year. Purchase order shall not be issued prior to the end of a fiscal year for delivery and payment after July
1, in excess of the amount available in the current year's budget.

Open Ended Contracts, Price Agreements, and Blanket Purchase Orders

A. The County shall use open-ended contracts, price agreements, or blanket purchase orders to obtain commedities or
services of a repetitive nature rather than issue a purchase order for each individual purchase.

B. The Superintendent or designated purchasing director may solicit requirements for similar commodities and services to
determine the best methods for acquisition.

C. Open-ended contracts or price agreements shall be used only in situations where the commodity and price are known
through a competitive bid process, but the quantity needed is not, such as food products used by child nutrition program.

D. Blanket purchase orders shall be used in situations where there is normally a large volume of small dollar purchases of a
repetitive nature and it is difficult to determine in advance exactly which products are needed, such as in facility or
vehicle maintenance activities. Whenever practical, blanket purchase orders should be issued, with consideration of the
bidding requirements, on a periodic basis throughout the year, such as on a monthly or quarterly basis, to maintain
budgetary controls.

Purchases of Commodities and Services
A. Commodities and services shall be purchased in accordance with the procedures specified in this section.

B. The competitive method used is determined by the threshold limits below. These limits are based on the best estimate of
the Superintendent or designated purchasing director at the time the bid prices are solicited.

C. The threshold level to be used is determined by the total estimated cost of the item being purchased, which is the unit
cost multiplied by the quantity.

D. The bid method selected will be considered to be the appropriate method unless the lowest bid received exceeds the
maximum dollar threshold of the bidding method selected by ten percent (10%). If the lowest bid exceeds the threshold
by more than ten percent (10%), the bid must be re-bid using bid requirements with a higher dollar threshold level.

E. Purchases shall not be separated into a series of separate requisitions or purchase orders, for the purpose of
circumventing the applicable threshold limits of these competitive bidding procedures.

F. Commodities may only be purchased from a retail outlet that charges a membership fee, when it is determined to be in

the best interest of the County. The membership fee is another cost associated with the purchase and shall be taken into
consideration in determining the total estimated cost. Membership fees shall not be paid for individual employees to
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become members under any circumstances, nor shall a County’s membership card be used by employees for personal
purchases, even if the retail outlet does not charge an additional fee for employees to be members.

G. Services may be procured without basing the selection of the vendor solely on price. The cost can be negotiated without
the use of competitive bids; however, Requests for Proposals shali be utilized whenever possible and the County Board
shall establish the procedures and criteria for evaluating the proposals received.

H. If price is not the sole determining factor in making the selection, the Board must establish the procedures and criteria for
evaluating the proposals received.

I, Documentation of the criteria and selection process shatl be retained for review, {See the Records Retention Schedule in
AG 8310A for the period of time that the records must be retained.)

Competitive Bid Threshold Limits:
A. Purchases of commodities costing less than $5,000:
1. Competitive bids are encouraged but not required.
2. An approved purchase order is required before the merchandise or service is ordered.
B. Purchases of commodities costing $5,000 or more but less than $10,000:
1. Competitive bids are required.
2. A minimum of three (3) verbal quotes must be obtained, whenever practical.
3. Bids may be solicited by telephone, internet, mail, or by visiting the vendor,

4. Documentation must be maintained of all quotes obtained, recording the name of the vendor, name of the vendor's
representative, name of the County’s representative seeking the quote, date, commeodity, and price.

5. Refer to the Records Retention Manual issued by the Office of School Finance for the period of time that the
documentation is to be retained.

6. A form for recording these quotes is provided in Form 6320 F1.
7. An approved purchase order is required before the merchandise or service is ordered.
C. Purchases of commodities costing $10,000 or more but less than $25,000:
1. Competitive bids are required.
2. A minimum of three (3) written bids must be obtained, whenever practical.
3. Bids may be solicited by telephone, internet, or mail, but a written bid must be submitted by the vendor.

4. A "no bid" is not to be considered a received bid, so sufficient requests should be solicited to assure that at least
three (3) actual bids are received, whenever practical.

5. All bids received must be retained for public review and inspection during normal business hours. Refer to the
Records Retention Manual issued by the Office of School Finance for the period of time that the bids are to be
retained.

6. An approved purchase order is required before the merchandise or service is ordered.
D. Purchases of commodities costing $25,000 or more but less than $50,000:
1. Competitive bids are required and bids shall be solicited from at least three (3) known suppliers whenever
practical, using advertising media such as newspapers, the internet, trade journals, purchasing bulletins, other

media considered advisable, or mass mailings.

2. A good faith effort must be made to solicit as many competitive bids as practical, providing them adeguate time to
submit proposals.

3. The invitation for bids, must include all specifications and pertinent attachments, and shall define the items or
services in order for the bidder to properly respond.

4. The Board may waive the requirement to advertise when a vendor is censidered to be the sole source for the item
being purchased, when it is determined to be in the best interest of the County, or when professional, technical, or
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specialized services are being acquired under an agreement. All waivers shall be well documented and those
based on a best interest determination shall be approved by the Superintendent,

5. Any and all bids may be rejected if there is a sound documented reason.

&. The request for bids shall be retained for public review and inspection during normal business hours. After the bid
is awarded, all criteria and evaluations used in making the selection, as well as all bids received from vendors,
must be retained for public review. {Refer to the Records Retention Manual issued by the Office of School Finance
for the period of time that the bids are to be retained.)

7. An approved purchase order is required before the merchandise or service is ordered.
E. Purchases of commodities costing $50,000 or more:
1. The solicitation for bids must specify that the bids are to be received in the form of sealed bids.
2. The request for bids must be publicly advertised using as legal advertisements in local newspapers, the internet,
trade journals, purchasing bulletins, mass mailings or other media considered advisable; adequate time must be
provided to allow interested bidders sufficient time to submit their responses prior to the date set for the opening

of bids.

3. The invitation for bids must include all specifications and pertinent attachments and shall define the items or
services in order for the bidder to properly respond.

4, All bids wilt be publicly opened at the time and place specified in the invitation for bids.

5. The County may waive the requirement to advertise when a vendor is considered to be the sole source for the
item, when it is determined to be in the best interest of the County, or when professional, technical, or specialized
services are being acquired under an agreement. All waivers must be well documented, and those based on a best
interest determination must be approved by the County Board.

6. Any and all bids may be rejected if there is a sound documented reason.

7. The request for bids must be retained for public review and inspection during normal business hours. After the bid
is awarded, all criteria and evaluations used in making the selection, as well as all bids received from vendors,
must be retained for public review. Refer to the Records Retention Manual issued by the Office of School Finance
for the period of time that the bids are to be retained.

8. An approved purchase order is required before the merchandise or service is ordered.

Alternative Procurement

A, The County may purchase equipment and other commodities or services may be purchased directly from a vendor
without competitive bidding, if any of the following conditions exist:

1. The item cannot be obtained through ordinary purchasing procedures, such as in situations where no bidders
respond to a request for bids.

2. The item is unique, or is not available from any other source (sole source). This can include copyrighted materials,
conference facilities, lecturers, and workshop presenters.

3. The item is available from the State, an ESC, or another county, provided the price, availability, and quality are
comparable to those in the open market.

4, The item is available from a Statewide contract and "piggybacking” by local governmental entities is permitted in
the contract.

5. The item is available from a GSA Schedule and the supplier is willing to sell to a County in the State at the same or
lower price.

6. The item is available from a sheltered workshop.

7. The item Is available from a local purchasing cooperative, such as an ESC or a group of county boards that are
working together to use their combined purchasing volume to obtain more advantageous pricing through
economies of scale,

8. The item is available from a legitimate government purchasing cooperative that has already obtained competitive

bids that meet the requirements of this policy, such as the Association of Educational Purchasing Agencies {AEPA),
the U.S. Communities Purchasing Alliance, or The Cooperative Purchasing Network (TCPN).
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9. The item is a used vehicle or piece of equipment and its purchase is determined by the Superintendent, acting as

the purchasing director or designated purchasing director to be in the best interest of Marion County Schoois.

B. Documentation of the justification for using these alternative competitive procurement procedures must be maintained,

Exemptions from Competitive Bid Requirements

A. The following items or services may be purchased by the county without advertisement or obtaining competitive bids.

1. Accounting services and audits exclusive of the annual audit of the County's financial statements.

2. Any advertisement placed directly with newspapers, trade magazines, or similar publications. However, radio,

L N

broadcast television, or cable television advertising; any indirect placement, promotional items; or advertising
consultant services are not exempt.

. The purchase of and service to artwork and historical items.

. Attorneys and law firms.

. Auditing contracts between governmental agencies.

Entertainers.

. Facilities Rentals.

. Medical fees, including but not limited to fees for medical services (behavioral and physical) fram individual

doctors, psychologists, dentists, clinics, hospitals, audiologists, county medical examiners, physical and
occupational therapists, behavioral counseling, and evaluations, etc. for individual students.

. Postage, including stamps, metering, overnight services,

10.

11.

12

13,

14.

15.

16

17.

18.

19

20.

Software maintenance.

Expenses related to student activities, including but not limited to (lectures, entertainers, athletic events, referees,
and teachers for staff development),

Investigate services, subject matter experts, and witnesses for administrative hearings and legal procedures.

Subscriptions and publications, including but not limited to newspapers, textbooks, and publications (electronic and
hard copy) purchased directly from the pubiisher.

Training activities, including but not limited to lecturers, honeorariums, copyrighted test and training materials, test
monitors, examination proctors, etc., where competition is not available.

Tuition, stipends, accreditation, and registration fees.

Utilities regulated by the Public Service Commission.

Livestock and fish stock for vocational programs.

Fees imposed by Other Government entities (licenses, permits, etc.).

Court ordered payments included but not limited to a copy of the court order must be maintained, unless sealed
and restricted by the respective judge. If the order is sealed and restricted, an explanation must be maintained

that references the court order.

Court ordered placements, which includes placing children at various education and/or behavioral centers when
ordered by West Virginia courts or the West Virginia Department of Heaith and Human Resources.

8. Documentation of the justification for not following competitive procurement procedures must be maintained.

Construction Projects

A. Competitive bids shall be solicited for every construction project exceeding $25,000 in total cost except for emergency
repairs to building components and systems. Pursuant to WV 5-22-1 et seq., the term emergency repairs shall mean
repairs that, if not made immediately, will seriously impair the use of building components and systems or cause danger
to those persons using the building components and systems.

B. Following the solicitation of such bids, the contract shail be awarded to the lowest qualified responsible bidder, who shalt
furnish a sufficient performance and payment bond.
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C. The Board may reject any or all bids and solicit new bids on the project. (WV 5-22-1 et seq.)

D. Any solicitation of bids shall include no more than five (5) alternates. "Alternates” means any additive options or
alternative designs included in a solicitation for competitive bids that are different from and priced separately from what is
included in a base bid. Alternates, if accepted, shall be accepted in the order in which they are listed on the bid form. Any
unaccepted alternate contained within a bid shall expire ninety (90) days after the date of the opening of bids for review.

Determination of the lowest qualified responsible bidder shall be based on the sum of the base bid and any alternates
accepted.

E. "Construction project* means a specifically identified scope of work involving the act, trade, or process of building,
erecting, constructing, adding, repairing, remodeling, rehabilitating, reconstructing, altering, converting, improving,
expanding, or demolishing of a building, structure, facility, road, or highway. Repair and maintenance of existing public
improvements that are recurring or ongoing in nature and that are not fully identified or known at any one time shall be
considered a construction project and procured according to this article on an open-ended basis, so long as the work to
be performed under the contract falls into a generally accepted single class or type, and bidders are notified of the open-
ended nature of the work in the solicitation: Provided, that no open-ended repair or maintenance contract may exceed
$500,000. For a construction project in the amount of $500,000 or greater, the employer must hire at least seventy-five
percent (75%) of employees from the local labor market. The definition of "local labor market" means every county in
West Virginia and any county outside of West Virginia If any portion of that county is within fifty (50) miles of the border of
West Virginia.

F. According to the West Virginia Division of Labor, all construction contracts in excess of $10,000 must be in writing.

G. All changes to a construction project shall be documented by a written change order. To minimize the number of change
orders issued:

1. Construction change orders shall be issued only when it is determined they are absolutely necessary; the number
of change orders issued shall be restricted to the least number possible. Change orders shall not be used to alter
the original scope of the project; and the cumulative effect on the total cost of the project shall be minimal.

2. Construction change orders shall not be used to: include additional work of a significant nature that was not in the
original scope of the project, expand the cost of the project significantly beyond the original contract amount, or
expand the work beyond the original work site.

3. All construction change orders must be implemented in writing.

4. The Superintendent or designated purchasing director shall review and approve all change crders that have an
impact on the total cost of the project. Change orders that have an impact on the cost or scope of the project shall
be submitted to the Board for approval. Procedures shall be established to ensure that approval of time sensitive
construction work is completed as soon as possible to minimize disruption of the construction process.

S. Project records shall be maintained to clearly reflect the accumulative costs resulting from change orders.

H. The Board of Education shall require all persons contracting for the building or repairing of school property, where the
contract exceeds $25,000 to execute a bond, with approved security, in the amount of the contract price.

1.
Where a Board or other party whose principal place of business is located in West Virginia enters into a
construction contract on or after July 1, 2021, to design, manage construction of, construct, alter, repair,
maintain, move, demaolish, or excavate, or supply_goods, equipment, or materials for the construction,
altsration, repair, maintenance, movement, demolition, or excavation of a building, structure,
appurtenance, road, bridge, or tunnel which is physically located in the State of West Virginla, such
construction contract must provide that any civil action or arbitration called for or permitted by the
contract must be commenced and heard in the State of West Virginla, in the jurisdiction where the
construction project Is located, or such other jurisdiction where the venue Is proper under the provisions
of WV Code 56-1-1 et seq. Any provision in a construction contract entered into on or after July_ 1, 20231,
mandating that such action be brought in a location outside the state of West Virginia Is unenforceable,
The term “construction contract” includes an agreement to which an architect, engineer, or contractor and
an owner’s lender are parties regarding an assignment of the construction contract or other modifications,

Architectural and Engineering Services

The County shall procure architectural or engineering services on the basis of demonstrated competence and qualifications for
the type of professional services required. (WV 5G-1-1 et seq.)

A. For projects estimated to cost less than $250,000, the Superintendent or designated purchasing director shall conduct

discussions with three (3) or more professional firms solicited on the basis of known or submitted qualifications for the
assignment prior to the awarding of any contract. If it is determined that seeking competition is not practical, the Board
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may, with the advice of Superintendent or designated purchasing director, select a firm on the basis of previous
satisfactory performance, and knowledge of the agency’s facilities and needs.

B. For projects estimated to cost $250,000 or more, the Board shall seek expressions of interest from architectural and
engineering firms which shall include a statement of qualifications and perfermance data, and may include anticipated
concepts and proposed methods or approach to the project. All jobs shall be announced by public notice published as a
Class II legal advertisement in compliance with Wv 59-1-1, et seq.

C. A committee of three {3) to five (5) members selected by the Superintendent or designated purchasing director
shall evaluate these statements and select three (3) firms, which, in the committees opinien, are best qualified to perform
the desired service, provided that, on projects funded wholly or in part by the West Virginia School Building Authority, two
{2) of the three (3) firms selected must have had offices within the State for at least one (1) year prior to submitting the
expression of interest,

D. The committee shail then rank, in order of preference, no less than three (3) of the firms selected, and the
Superintendent or designated purchasing director shall commence negotiations with the firms in the order of preference
to determine the scope of services and price for the work to be performed,

Agreements
A. An agreement is a procurement device used for obtaining professional, technical, or other specialized services (including,
but not limited to, legal counsel; accounting services; presenters for continuing professional development activities;
technology installation, repair and maintenance; and conference meeting facilities) where the scope of the services is
known but the price is not the sole factor in determining the award, must be procured by agreement.

B. The agreement must be in writing and the total cost must be stated either as a "sum certain", or at a fixed rate, if the
number of hours of service being acquired is not known, such as for legal services..

C. The agreement amount must also inciude the total being paid for any anticipated travel expenses incurred by the service
provider. The payment of travel expenses for an independent contractor has Federal and State tax implications. Room or
travel accommodations are not to be paid directly by the Board for contract service providers.

D. No agreement shall contain contractual requirements that are in violation of State statutes, including, but not limited to,
any clause that requires a prepayment, the imposition of a penalty or termination charge should the County cancel the
agreement, or the requirement that the County indemnify or hold harmtess the vendor.

Leases and Lease Purchase Agreements

A, Lease and lease purchase of equipment are methods by which a Board may obtain equipment and make a payment for
the use of the equipment over a period of time.

B. In a lease purchase agreement, the Board reserves the right to exercise an option, normally at the time of the Jast
installment payment, to have the lease payments apply, in whole or in part, as installment payments towards ownership
of the equipment.

C. Leases and lease purchase agreements may be negotiated with the vendor providing the original product being acquired,
or with another vendor that provides only the financing arrangement. In the later case, the lease arrangement becomes a
service agreement rather than a commodity purchase.

D. Competitive bids are encouraged but not required for leases and lease purchase agreements.

E. No lease purchase agreement shall be secured by property that is already owned by the County.

F. Title shall transfer from the lessor to the lessee when the option to purchase the commodity is exercised, normally at the
time the last instaliment payment is made.

G. No funds shail be expended or obligations incurred from future levies. (State Constitution and WV Code 11-8-26)
1. A lease purchase agreement extending beyond the fiscal year shall contain a non-binding cancellation clause
where the contract can be terminated at the end of each fiscal year, at the County’s discretion, without creating a

present indebtedness for the aggregate of the installment payments.

2. Any language in a lease purchase agreement that might require the County to give notice to the lessor or be liable
for future payments before terminating the agreement at the end of a fiscal year shall be void,

Purchases of Textbooks, Instructional Materials, and Learning Technologies

A. All textbooks shall be purchased in accordance with procedures prescribed in WV Code 18-2A-10. Magazines,
newspapers, and other periodicals may be purchased for classroom use to supplement those itemns.
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B. No later than May 1st of each year, the Superintendent shail recommend to the Board the purchase of fresh produce,
meat, and poultry products.

Purchase of Fresh Produce; Meat, and Poultry Products

A minimum of five percent (5%)_of the District's fresh produce, meat, poultry products, mitk and other dairy
products and other foods gr produced, or processed by in-state producers must be obtained from in-state
producers provided that such products can be grown or are available from in-state producers.

The Commissigner of Agriculture shall establish by legislative rules the criteria for a food or food product to
satlsfy these requirements, and may further identify food and food products that are eligible to be considered
for in-state food credit. The Commissioner shall further establish the criteria for determining when exceptions or
exemptions should be granted to state institutions, including, but not limited to, situations in which the desired
food, such as produce, meat and poultry products, milk and other dairy products, cannot be grown or is not
available from in-state producers, The State-funded institution shall ensure that all contracts for the purchase of
food, or that include the purchase of food as a component of the contract, contain provisions to ensure that the

institution complies with these provisions,

Compliance With Federal Procurement Requirements

A. Whenever procuring commodities and services with Federal grant proceeds, the County shall use the procurement
procedures specified in this policy.

B. Any requisition utilizing Federal funding which includes special requirements in addition to or different than normal
purchasing requirements must be identified when the requisition is submitted to the Superintendent or designated
purchasing director.

C. Employees of the Board shall comply with all procedures for the procurement of commodities and services with funds
from the U.S, Department of Education which are included in that agency's regulations entitled, United States Education
Department General Administrative Regulations (EDGAR), Sections 74.41 through 74.48.

D. Employees of the Board shall comply with all procedures for the procurement of commodities and services with funds
from other Federal agencies which are found in that agency's administrative regulations.

E. The County shall not purchase commodities or services, or enter into construction contracts from a vendor that has been
debarred by the Federal government.

Submission of Sealed Bids
A. All sealed bids are to be submitted at the vendors’ expense.

B. Bidders must submit their bids and/or proposals prior to the date and time of the bid opening in the format prescribed by
the Board. Substitutions for the prescribed format are acceptable only if the substituted terms, conditions, and/or
provisions have been approved in advance by the Superintendent or designated purchasing director.

C. Bidders shall submit their bids and/or proposals to the Superintendent or designated purchasing director, The
Superintendent or designated purchasing director shall reject all bids not received by the specified date and time.

D. An authorized representative of the bidder shall sign all bids before submission. A corporate signature without an
individual name is not an acceptable signature.

E. The Board may accept the submission of bids by facsimile transmission. The completed facsimile transmission must be
received by the Superintendent or designated purchasing director prior to the specified date and time for submission of
the bid. A vendor choosing to submit a bid or a written change to a bid by facsimile transmission accepts full responsibility
for the transmission and receipt of the bid or change. The Board accepts no responsibility for the unsuccessful and/or
incomplete transmission of bids by facsimile machine. An original document and a copy of a bid that is initially sent by
facsimile transmission shall be sent to the Superintendent or designated purchasing director within two (2} working days
after the bid opening date and must be identical to the bid submitted by facsimile transmission.

F. Copies of bids may be open for public inspection in the office of the Superintendent or designated purchasing director
immediately after bid opening. All files related to the evaluation and awarding of the bids are open for public inspection
after the award has been made.

G. A bidder may make a written change of a sealed bid before the bid opening. A bidder shall submit written changes to the
Superintendent or designated purchasing director prior to the date and time of the bid opening. A bidder may submit
changes by facsimile transmission,

H. The Board may reject an erronecus bid after the bid opening if all of the following conditions exist: (1) an error was
made; (2) the error materially affected the bid; (3) rejection of the bid would not cause a hardship on the County, other
than losing an opportunity to receive commodities at a reduced cost; and (4) enforcement of the part of the bid in error
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would be unconscionable. In order for the Board to reject a bid, documented evidence shall be maintained that all of the
conditions set forth in this subdivision exist.

1. If there is a conflict between the extension price and the unit price, or other minor errors exist that are not sufficient to
cause the bid to be rejected, the unit price prevails,

J. A bidder may make a price adjustment on any purchase order if specific provisions for price adjustments have been
incorporated in the RFQ and purchase order. A bidder shall make a request for price adjustment in accordance with the
specific terms and conditions of the individual purchase order. In the event no provisions for price adjustment have been
made, discretion to grant a price adjustment rests with the Board.

Resident Vendor Preference

A, Preference for resident vendors of the State of West Virginia or preference for vendors employing State residents will be
granted in the purchase of commodities or printing. (WV 5A-3-37)

B. The Superintendent or designated purchasing director will establish procedures for granting preference to resident
vendors of the State in the awarding of a bid for the purchase of commodities and printing made upon competitive bids.
No preference shall be granted in the award of purchases made with Federal funds. Vendor preference shall not exceed
five percent {5%) of the lowest bid submitted by a qualified bidder.

C. A qualifying resident vendor may include but not be limited to one who maintains the following business activities or has
paid the indicated taxes within the State:

1. is authorized to transact business within the State by appropriate authorities;
2. maintains an office in the State;

3. has actually paid real or personal property taxes on real estate or equipment used in the regular course of
business related to the commodities or services offered;

4., has paid business taxes to the State and to municipalities;

5. when selling tangible personal property, has available for delivery a stock of materials of the type being offerad
and of a reasonable quantity.

Approval

A, In order to ensure that only necessary purchases are made, all purchases must have the prior approval of an employee
who has supervisory authority over the individual initiating the purchase request. Purchases by employees who have the
authority to approve purchase requisitions must have the approvat of the county superintendent or designated purchasing
director, except purchases of expendable supplies by schools.

B. The purchase of commodities or services costing less than $5,000 must have the prior approval of an employee who has
supervisory authority over the individual initiating the purchase request.

C. All contracts for the purchase of commodities or services, with the exception of consumable supplies, that involve the
expenditure of $5,000 or more but less than $10,000 must have the prior approval of the Superintendent,

D. All contracts for the purchase of commodities or services, with the exception of consumable supplies, that involve the
expenditure of $10,000 or more must have the prior approval of the County Board. The approval can be granted either
as a consent agenda item or by a separate motion of the Board.

Awarding
A. Commodities

1, The award for the purchase of commodities shall be made by the Board, upon the recommendation of the
Superintendent or designated purchasing director, to the lowest responsible bidder with the exception of the
purchase of school buses. Pursuant to WV 5A-3-11, the Board shall purchase school buses from any of the bidders
who have been awarded contracts by the State.

2. In recommending such award to the Board, the Superintendent or designated purchasing director shalt consider
such factors as quality (meeting specifications), price, time of delivery, cost of delivery, and other terms and
conditions considered prudent.

3. In situations of discrepancies in bid documents, unit prices shall prevail in all cases.

4. In some cases the Superintendent or designated purchasing director may recommend and the Board may approve
multiple and/or split awards when it is in the best interests of the County to do so.
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5. The Board may reject any or all bids and solicit new bids.
B. Agreements

1. The award of agreements that are used for obtaining professional, technical, or other specialized services may be
negotiated and need not be competitively bid, since the variety of the services can vary significantly among
providers.

2. The Board shall establish criteria for evaluating and negotiating such agreements. Competitive bids may be
salicited, but the award need not be awarded to the lowest bidder.

3. The Board may reject any or all bids that may have been requested and soiicit new bids.
C. Contracts

1. Pursuant to WV 5A-3-10a, no contract or renewal of any contract shall be awarded to any vendor when the vendor
or a related party to the vendor is a debtor and the debt owed is an amount greater than $1,000, as defined in the
following paragraphs.

2. Debt is defined in the statute as any assessment, premium, penalty, fine, tax or other amount of money owed to
the State or any of its political subdivisions because of judgment, fine, permit violation, license assessment,
workers' compensation premiums, penalty, or other assessment or surcharge presently delinquent or due and
required to be paid to the state or any of its political subdivision, including any interest or additional penalties
accrued thereon.

3. The prohibition does not apply where a vendor has contested any tax, workers' compensation premium amount,
permit fee, or environmental fee or assessment and the matter has not become final, or the vendor has entered
into a payment plan and the vendor is not in default of any provisions of the payment plan.

4. Any bids, contract proposals or contracts shall include an affidavit that the vendor or related party to the vendor
does not owe any debt in an amount in excess of $1,000.

D. Accounting and Auditing Services Contracts

1. Contracts for the annual audit of the County are to be awarded in accordance with the instructions issued by
the State Auditor’s Office,

2. Contracts for accounting services and audits of the individual schools may be issued by the Board using the
procedures specified in the preceding sub-section on agreements.

3. The Board may reject any or all bids that may have been requested and solicit new bids.
E. Construction Contracts

1. The award of every construction contract that exceeds $25,000 in total cost shall be awarded to the lowest
qualified responsible bidder, who shall furnish a sufficient performance and payment bond. (W.Va. 5-22-1 et seq.}

2. The Superintendent or Purchasing Director may establish procedures for determining whether a bidder is
considered a qualified responsible bidder, The determination shall be made during the evaluation process and not
at the time the bids are opened.

3. The Board may reject any or all bids and solicit new bids on the project.

F. Architectural or Engineering Services

i. The Board shall procure architectural or engineering services on the basis of demonstrated competence and
qualifications for the type of professional services required.

2. The Board may accept or reject, in whole or in part, any bid when it is determined to be in the best interest of the
County. If any bid is rejected, the Superintendent or designated purchasing director shall place a written
explanation in the purchase order file,

G, When tie bids are received, the award shall be made by allowing the tied vendors to make a "last and final offer”, by flip
of a coin, draw of the cards, or any other impartial method considered prudent by the Superintendent or designated
purchasing director.

Requirement for Bonds and Deposits
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A. The Superintendent or designated purchasing director shalt determine the applicability and amount of bonds and/or
deposit required of a vendor at any time, if; it is judged that security is necessary to safeguard the County from undue
risk.

B. The types of bonds that may be required include bid bonds, performance, surety bonds, litigation bonds, or maintenance
bonds.

C. The Superintendent or designated purchasing director may require the vendor to submit a certified check, certificate of
deposit, bond, or any other security acceptable to the Superintendent or designated purchasing director, payable to the
County. Personal checks and/or company checks are not acceptable.

D. The provisions for these requirements should be incorporated into the request for quotation and purchase order. When
any contract is satisfactorily completed on which a surety bond or other deposit has been previously submitted, the
individual originating the purchase shall certify the satisfactory completion or acceptance of the commodities or services
being purchased in writing to the Superintendent or designated purchasing director.

E. Upon receipt of the notification, the Superintendent or designated purchasing director shall return the check or deposit to
the vendor.

Vendors’ Rights and Duties
A, Each vendor is solely responsible for the delivery of the bid proposal in writing to the place and location specified by the
County in the bid requisition. The bid must be received by an authorized employee of the Board prior to the specified date

and time specified in the bid opening.

B. The official time clock for the purpose of receipt of bids, shall be displayed in the office of the Superintendent or
designated purchasing director.

C. Vendors are responsible for the accuracy of the information in the bid.

D. A vendor who fails to return all required forms and materials with their bid may be suspended from the bidding list.
E. If there is a conflict between the extension price and the unit price, the unit price prevails.

F. Each vendor must honor any contractual term or condition included in the bid document.

G. Each vendor must indicate a definite shipping date on all bids after receipt of the purchase order. If not indicated on the
vendor’s response, the Board may require delivery within ten {10) days after receipt of the order.

H. Any changes made by the vendor in the specifications listed in the bid request shall be clearly stated by the vendor. If
changes are not stated, the Board shall assume that items offered meet the specifications.

1. If a vendor is suspended and requests a hearing, one will be scheduled with the Superintendent or his/her designee. The
vendor shall be notified, in writing, of the date, time, and place of the hearing.

Remedies and Suspensions
A. In the event that a vendor fails to honor any contractual term or condition, the Marion County Board may:
1. cancel the contract and re-award the purchase order to the next lowest bidder;
The vendor failing to honor contractual obligations is responsibie for all differences in cost.
2. declare a vendor non-responsible or non-responsive and refuse to award a purchase order;

All such instances shall be substantiated in writing. The documentation shall be considered a public document and
shall be available for inspection at all reasonable times.

3. suspend, for a period not to exceed one (1) year, the right of a vendor to bid on purchases when there is reason to
believe the vendor has violated any of the provisions, terms, or conditions of a contract, this rule, and/or State
law. A suspended vendor may appeal the decision of the Superintendent or designated purchasing director to the
Board.

B. Grounds for suspension include, but are not limited to the following:
1. A vendor has exhibited a pattern of poor performance in fulfilling his/her contractual obligations to the Board. Poor
performance includes, but is not limited to, a vendor providing or furnishing commodities, materials, or services

late, or at a quantity or quality level below that which is specified in the contract.

2. A vendor has breached any contract entered into pursuant to the provisions of W.Va. 5A-3-1 et seq. or this rule.
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3. A vendor has been convicted of a Federal, State, or local crime punishable as a felony, directly related to the
performance of a contract entered into pursuant to this rule.

Protests
A. Submission of a Protest
1. Protests based on bid specifications must be submitted no later than five (5) working days prior to bid opening.
Protest of purchase order/contract awards must be submitted no later than five (5) working days after the award.
The vendor is responsible for knowing the bid opening and award dates. Protests received after these dates may
be rejected at the aption of the Superintendent or designated purchasing director.

2. All protests shall be submitted in writing to the Superintendent or designated purchasing director and contain the
following information:

1. the name and address of the protestor;

2. the requisition, purchase order/contract numbers;
3. a statement of the grounds of protest;

4. supporting documentation (if necessary);

5. the resolution or relief sought.

3. Failure to submit this information shall be grounds for rejection of the protest by the Superintendent or designated
purchasing director.

B. Review of Protest

1. The Superintendent or designated purchasing director or his/her designee shall review the matter of protest and
issue a written decision. A hearing may be conducted at the option of the Superintendent or designated purchasing
director or assigned designee. Continuation or delay of purchase order/contract award is at the discretion of the
Superintendent or designated purchasing director.

2. The Superintendent or designated purchasing director may refuse to review any protests when the matter involved
is the subject of litigation before a court of competent jurisdiction; if the merits have previcusly been decided by a
court of competent jurisdiction; or if it has been decided in a previous protest by the Superintendent or designated
purchasing director. The provisions of this subsection do not apply where the court requests, expects, or otherwise
expresses interest in the decision of the County.

Receipt of Deliveries
A. Deliveries to a warehouse

1. When deliveries are made to a central warehouse, or directly to a school or other cost center, personnel receiving
the commodities are responsible for the inspecting of goods, ensuring that purchases meet contractual
requirements, signing for the commodities, and forwarding the receipting documents to the business office for
payment of the invoice.

2. The Superintendent must develop local procedures for receiving merchandise shipped from vendors to a central
warehouse for subsequent delivery to a school or other cost center. These procedures must include the steps to be
followed in the following circumstances:

a. when the complete order is received and the warehouse personnel are able to verify that all items ordered
are received;

b. when the complete order is received but the warehouse personnel are not able to verify that all items
ordered are received, such as when the computer hardware is ordered with specified pre-loaded software;

¢. when all iterns are not shipped and backorders will not be accepted;
d. when all items are not shipped and backorders will be accepted.
8. The Superintendent must develop procedures for receiving merchandise shipped from vendors directly to a school or

other cost center. These procedures must include the steps to be followed in the same circumstances discussed in the
preceding paragraph.
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C. Any problems with quality, quantity, performance, and lack of conformity to specifications, should be reported to the
Superintendent or designated purchasing director immediately. Poor quality items that do not meet specifications should
not be accepted and approved for payment. This applies also to term contract items. Whenever possible, problems shall
be resolved before final payment has been made. All shipping documents and packing containers shall be retained.

Online Procurement

A. Online procurement is the process of comparing prices, requisitioning, purchasing, and paying for commodities and
services using the internet.

B. Online procurement products include: bid process acquisition system for purchases requiring a quote or competitive bid
process; direct purchase system for purchases not requiring a quote or bid; purchasing card payment process, if desired;
and purchasing card reporting system.

C. Whenever online procurement is used, all purchasing policies must be followed, including the issuance of purchase orders
prior to the time the commodities or services are ordered. The purchase order must be issued to the vendor from whom
the commodities or services are being purchased, and not to the online procurement provider.

Payment for Commodities or Services

A. The Board shall not approve payment for any claim for services rendered or materials furnished unless an itemized
account of the claim is filed by the claimant. (WV 12-3-18)

B. The account shall be itemized in detail, and shall show, among other things, the following:

1. If the claim is for services, the claim shall show the kind of services, the dates when the services were performed,
and the name of the person performing the services.

2. If the claim is for materials or supplies furnished, the claim shall show in detail the kind of material or supplies, the
quantity, dates of delivery, and to whom delivered.

C. Consequently, the Board shall not make payments from a summarized statement, but must make all payments for
materials furnished and services rendered from an itemized invoice.

D. In addition, payments shall not be made in advance of the materials being furnished or the services rendered.

E. The Board shall withhold payment in the final settlement of any contract, until the receipt of a certificate from the tax
commissioner to the effect that all taxes against the contractor have been paid or provided for. A copy of the "Release of
Final Settlement” form is included in Form 6320 F2. (WV Code 11-10-11(d))

F. In addition, if the contract is subject to county or municipal business and occupation taxes, the payment must also be
withheld until receipt of a release from the applicable county or municipality to the effect that all county or municipat
business and occupation taxes levied or accrued against the contractor have been paid.

Credit Cards

A credit card program can include purchasing cards, vendor issued credit cards or corporate credit cards for the payment of
authorized travel related expenses.

The Board may establish by board policy a credit card program as an alternative payment method when making purchases of
commodities and services, or for the payment of authorized travel expenses. Credit cards, however, cannot be used to purchase
land, buildings, vehicles, or equipment whose cost is above the Boards capital asset control level threshold.

For cards issued in the name of designated employees, each designated employee must complete and sign an acknowledgement
form provided by the Board, which the employee acknowtedges the responsibilities associated with becoming a cardholder.

Prohibitions and Restrictions

A. Cardholders are prohibited from delegating a card to another individual. Card delegation is the practice of allowing an
individual other than the cardholder whose name appears on the front of the card to have access to the card or card
number to initiate or complete a purchase transaction. One Exception is the individual school's purchasing card will be
secured at the Central Office. Purchases on these cards will be handled by the Central Office's Accounts Payable
Department. Once an approved purchase order is sent by the school to Central Office, Accounts Payable will place the
order on the individual school's purchasing card.

B. The actual card must be presented for all purchases. Cards and card numbers may not be photocopied and disseminated

for making purchases. Card numbers must be kept secure at all times so that the numbers are not photocopied by
unauthorized individuals.
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C. Cards must be surrendered immediately upon termination or separation of employment. Upon surrender, the card is to be
canceled and the card destroyed.

D. The card must be kept secure at all times. For cards issued in the name of designated employees, the cardholder is
responsible for every charge that appears on his/her card. Cards should only be used in secured internet sites. A secured
site has a closed lock at the bottom of the screen.

E. A card shall not be used to obtain cash advances or cash credits. Cards may not be used to pay a vendor requiring the
payment of a surcharge.

Receipts

An itemized receipt must be obtained for each transaction charged on a card. The receipt must contain the following specific
information and meet certain conditions:

A. Receipts must be itemized and inctude a description of the items purchased, unit price, quantity, and total cost for each
item. Use of generic terms such as "miscellaneous” or "Various merchandise” is not acceptable.

B. Receipts must show no balance due or be marked "paid."

C. Receipts must be totaled.

D. Receipts must show that the payment was by credit card.

E. all receipts should be kept in chronological order by date of purchase.
Reconciliations and Reviews

A. Each cardholder is responsible for reconciling his/her statement every month, The credit card program coordinator is
responsible for reconciling the master statement.

B. Individual and master statements must be examined carefully for billing errors, debits due to erroneous billings, or credits
to correct a previously disputed item.

C. Upon completion of reconcilement, the cardholder must forward his/her documentation to the coordinator for review.

D. The coordinator is responsible for reconciling the master statement. This includes reviewing all transactions to ensure that
they are legitimate and for official business, and that all required documentation is present.

E. For post-audit purposes, all documentation relating to the card program must be retained for three (3) years from the end
of the fiscal year in which the transaction was completed.

Unauthorized Use

A. Employees using a card to knowingly pay for items intended for personal use are subject to disciplinary action up to and
including termination and prosecution by the Board and subject to civil action by the credit card company for personal
liability.

B. Employees falling to properly foliow purchasing policies, procedure, and state law associated with the credit card program
are also subject to disciplinary action up to and including a period of probation, or revocation or limitation of credit card
privileges.

Vendor Issued Credit Cards

Vendor issued credit cards can include cards issued by gasoline companies (such as Exxon) or general merchandise outlets
(such as Wal-Mart, Sam's Club, Lowe's, etc.)

vender issued credit cards may be issued either in the name of the Board without an authorized employee's name printed on the
card, or in the name of the Board and each individual cardholder's name also printed on the card.

A vendor issued credit card can generally be used only for purchases from that particular vendor or related vendors. Normally,
there are very few restrictions as to the type of merchandise that can be purchased using the card. Therefore, stringent controls
must also be maintained over who has access to the card and the types of purchases that are made,

In the cases where a vendor issued card is issued only in the name of the Board, to maintain accountability and control, the
Board must maintain a log for each card whereby employees are required to sign-out the card each time the card is being used.

Employees who are authorized to use a vendor issued credit card must attend a training course specifically designed for
cardholders, whereby all rules pertaining to card use are discussed in detail, including purchasing policies, ethics, and
disciplinary action that could result if the card is misused.
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Employees who are authorized to use a vendor issued ¢redit card must also sign a statement acknowledgqing that they have
attended the training session and that they understand and are willing to assume the responsibilities that are associated with the
card's use.

All purchasing policies must be fellowed when making purchases using a vendor issued credit card.

Purchasing Cards

Pursuant to the authority of W. Va. Code 12-3-10a, Boards may establish by policy a purchasing card program for the purpose of
the authorizing the use of a purchasing card as an alternative payment method when making purchases of commodities and
services.

Authorized Card Holders

A. Purchasing cards may be issued only to the Board regular, full-time employees, they cannot be issued to temporary or
part-time empiloyees, contract employee's, volunteers, or students.

B. Each card must be issued in the name of an individual cardholder. Only the employee whose name appears on the front of
the card is an authorized user of the card. Cards cannot be issued generically in the name of the Board or school.

C. Employees to whom purchase cards are issued must attend a training course specifically designed for cardholders,
whereby all rules pertaining to card use are discussed in detail, including purchasing policies, ethics, and disciplinary
action that could result if the card is misused.

D. Employees to whom purchase cards are issued must also sign a statement acknowledging that they have attended the
training and that they understand and are willing to assume the responsibilities that are associated with the card's use.

All applicable purchasing policies must be followed for each transaction, regardless of the method of payment,.

Purchase orders are not required for purchases of commaodities and services made through the use of the State's purchase card
system or other purchase card system which provides the same level of internal accounting controls as the State's system, but
all requirements specified in this section of the policy related to the purchase card program must followed, including individual
transaction limits, monthly transaction limits, and maximum number of transactions.

Limits

A. The purchasing card may be used to make payments for goods and designated services that do not exceed the single
transaction limit established by the Board.

B. The Board must establish a maximum monthly limit, a maximum transaction limit, a maximum number of daily
transactions and a maximum number of meonthly transaction for each individual cardholder.

Responsibilities

A. The Chief School Business Official or designee is responsible for administering the purchasing card program for the
Board. The responsibilities may be delegated to a purchasing card coordinator.

B. If the board has authorized a purchasing card program in the individual schools the school principal shail serve as the
purchasing card coordinator for his/her school and is responsible for administering the purchasing card program at that
school.

C. Responsibilities of the coerdinators include, but are not limited to, the following:

1. Monitor and oversee the purchasing card program to ensure that key controls are in place to prevent misuse,

2. Determine the locations and types of purchases that may be made with each card and work with the credit card
company to limit the card to those purchases and vendors only.

3. Determine the employees who are eligible to obtain a card.

4. Ensure that proper completion of applications and cardholder agreements.
5. Reconcile master statements.

6. Ensure the prompt payment of the master statement,

7. Ensure that all cardholders follow all purchasing policies.
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8.

9%
10.
11.

12,

13.
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Maintain copies of all cardholder agreement forms.

Disseminate updated purchasing card information to cardholders.
Activate purchasing cards.
Ensure that cards are canceled and destroyed upon a cardholder's termination or separation of employment.

Determine the following credit limit single transaction limit, monthly transaction limit, number of daily transactions,
and number of monthly transaction.

Be responsible for all charges appearing on the master statement.

Emergency Procurement

A. Declared Emergencies

Should the Governor, in an emergency, suspend laws, rules and/or regulations relating to the acquisition of commeodities
and services, the following procedures shall apply during the period of that suspension:

1,

10.

11.

12.

13.

14,

15.

The employees or representatives of the County shall exercise sound judgment and discretion when acquiring
commoadities and services related to the emergency.

. The employees or representatives of the County shall operate with highest ideals of honor and integrity and strive

to avoid the appearance of perceived impropriety.

. No person shall corruptly combine, collude, or conspire with one (1) or more persons to lessen competition, or

cause a higher price to be paid or cause one vendor to be unjustifiably preferred over one (1) or more other
prospective vendors,

. No person shall solicit or receive anything of value, directly or indirectly, now or in the future, from any vendor or

person supplying commodities or services in relation to the emergency.

. The Superintendent or designated purchasing director shall develop specifications for commodities and services

that do not favor a particular brand or vendor.

Any contract and/or purchase order in excess of $100,000 shall be reviewed, approved, and signed by
Superintendent,

. The acquisition of cormmodities and services not on contract that is estimated to cost in excess of $1,000 but less

than $5,000 shall at all times be based on three (3) competitive bids. Bids may be verbal but shall be summarized
and documented and include the date of contact, vendor, dollar amount, commodity or service description,
quantity, number of bids obtained, and whether the award was made to the low bidder.

. The acquisition of commodities and services not on contract that is estimated to cost in excess of $5,000 shall be

based on three (3) written bids which shail be documented and include the date of contact, vendor, dollar amount,
commodity or service description, quantity, number of bids obtained and whether the award was made to the fow
bidder.

If, in the opinion of the County Board, using sound judgment and discretion, time does not permit written bids to
be received, verbal bids shall be obtained and documented, with written bids received within five (5) working days
of the request.

If, in the opinion of the County Board, using sound judgment and discretion, time does not permit verbal bids to be
received, the Board must secure written approval from the State Superintendent of Schools to secure necessary
services and supplies without bids for only that period of time absolutely necessary to abate the emergency.

All purchase order and/or contract awards shall be made to the lowest, responsible bidder meeting specifications.

Should the award not be made to the lowest priced bidder, a written justification shall be placed on file with the
bids that documents the reason the low price was rejected. This justification must be signed by the Superintendent.

The Board shall document each expenditure and include specifications, bids, no-bids, award justifications, and any
other relevant data.

The documentation for each expenditure shall be complete and shall be kept in an arderly manner that will enable
any interested party to understand the specifics of the expenditure.

A complete written record of all expenditures relating to the emergency shall be submitted to the Governor within
thirty (30) days of the expiration of the declaration of the emergency.
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16. The written record shali include a summary sheet that details all acquisitions for the emergency and list date of
purchase, vendor, dollar amount, commodity or service description, quantity, number of bids obtained, and
whether the award was made to the low bidder,

17. The Governor reserves the right to remove the spending authority at any time during the emergency and appoint
a person or organization to manage the emergency expenditures and/or transfer that authority to another
organization.

18. All emergency expenditures are subject to complete review and/or thorough audit as requested by the Governor,

19. The Governor has reserved the right to amend, aiter, or cance| the preceding procedures as necessary through
written amendments, alterations or cancellations within justification and documentation of specific situations and
reasons.

B. Local Emergencies

1. The Superintendent shall establish with Board approval the procedures to be followed in the case of an emergency
at the local level that has not been declared an emergency by the Gavernor.

2. The Superintendent or desighated purchasing director or appointed designee shall issue prior written approval for
purchases in emergency situations. These situations can arise from acts of nature, conditions that are detrimental
to the health, safety, or welfare of employees or students, or other unforeseen events that threaten the
termination of essential services. These can include unforeseen delays by contractors or delays in the
transportation of indispensable goods and materials. Emergency purchases shall not be used for hardships created
by neglect, poor planning, or lack of organization.

3. Competitive bids must be obtained whenever possibie. If, in the opinion of the County Board, using sound
judgment and discretion, time does not permit verbal bids to be received, written approval from the
Superintendent to secure necessary services and supplies without bids for only that period of time absolutely
necessary to abate the emergency.

Purchases by Schools

A. All purchases by the schools are to be made in accordance with the procedures specified in State Board policy 1224.1 and
the incorporated manual entitled Accounting Procedures Manual for the Public Schools in the State of West Virginia and
purchasing procedures set forth in this policy.

B. Public Schools are not legal entities and school personnel do not have the statutory authority to enter into bidding
contracts or obligate Board Funds. All contracts shall be approved and signed by the County Superintendent. Except for
the funds discussed in the succeeding paragraph, individual schools have the authority to expend only the "quasi-public"
funds received by the school from curricular or non-curricular activities.

C. The Board shall not distribute public funds to individual schools for expenditure. Funds may be allocated to each school,
but the actual procurement transactions shall be handled through the County’s central business office. Exceptions to this
general rule are:

1. the distribution of funds appropriated for faculty senates through the Public School Support Program (PSSP) and
supplemental allocations by the County Beoard to provide the basic allocation for teachers not funded through the
PSSP,

2. the occasional or infrequent reimbursement of an expense unintentionally paid by a school;

3. the disbursement of funds to a school for the repetitive purchase of a specific item, such as postage, where it is
impractical to handle the transaction in any other manner. Supplemental allocations by the County to the
appropriated amount provided to each teacher through the PSSP shall not to be distributed to the schools for
expenditure. The latter two (2) exceptions are for smali dollar amounts and shall not to be extended to the routine
distribution of funds to all schools in the County on a formula or predetermined basis for the schools to determine
how the funds are expended.

D. All State or Federal grant funds received directly by an individual school are to be remitted immediately to the Board
office. The funds are to be allotted to the school for expenditure for the purposes identified in the grant award, but the
procurement transactions are to be handled through the County’s central business office.

E. Schools making purchases using "quasi-public" funds or student activity funds shail explore whether the goods and
services are available from a contract negotiated by the County or a cooperative contract with an ESC or other counties
before going to the open market.

Safeguarding and Contrelling of Assets
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A. An adequate inventory control system of all capital assets, equipment and disposal supplies and commodities purchased
shall be maintained to safeguard the assets on hand and to ensure that those that are placed into service or consumed
have been used for an authorized purpose. The maintenance of inventory records is an integral part of this system,
providing an accounting of all assets purchased and consumed. A perpetual inventory system provides a continuous
report of the quantity and description of the items on hand at any given time.

B. The inventory of capital assets must be maintained on the West Virginia Education Information System, as specified in the
procedures manual issued by the Office of School Finance entitled Fixed Asset Inventory System for the County Boards in
the State of West Virginia,

C. Inventory of Supplies and Other Expendable Property

A perpetual inventory system Is to be maintained of all supply items that have a material dollar value, such as the supply
inventory in a central warehouse or the vehicle replacement parts at the maintenance garage. The supply inventory shall
include for each item or group of items the following information: name of item, quantity purchased, date of purchase,
cost, reorder point, amount dispensed, and date dispensed.

Revised 12/3/07
Revised 8/26/08
Revised 4/21/09
Revised 4/2/12
Revised 7/6/20

© Neola 202312819

Legal WV Code 56-1-1B
WV Code 19-37-2 {a-e)
WV Code 5-22-1 et seq.
WV Code 11-8-26
WYV Code 18-2A-10
WYV Code 18-9B-10
WV Code 21-5A-1 et seq.
West Virginia Board of Education policy 1224.1
West Virginia Board of Education policy 1820
West Virginia Board of Education policy 8200
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Section Board Approve 09-19-22 -Vol. 14, No. 1 - February 2022

Title Copy of COST PRINCIPLES - SPENDING FEDERAL FUNDS %
Code po6114

Status

Adopted January 4, 2021

6114 - COST PRINCIPLES - SPENDING FEDERAL FUNDS

The Superintendent is responsible for the efficient and effective administration of grant funds through the application of sound
management practices. Such funds shall be administered in a manner consistent with all applicable Federal, State and local laws,
the associated agreements/assurances, program objectives and the specific terms and conditions of the grant award.

Cost Principles

Except where otherwise authorized by statute, costs shall meet the following general criteria in order to be allowable under
Federal awards:

A. Be necessary and reasonable for proper and efficient performance and administration of the Federal award and be
aliocabte thereto under these principles.

To determine whether a cost is reasonable, consideration shall be given to:

1. whether a costis a type generally recognized as ordinary and necessary for the operation of the District or the
proper and efficient performance of the Federal award;

2. the restraints or requirements imposed by such factors as sound business practices, arm’s length bargaining,
Federal, State, local, tribal and other faws and regulations;

3. market prices for comparable goods or services for the geographic area;
4, whether the individuals concerned acted with prudence in the circumstances considering their responsibilities;

5. whether the cost does not represent any significant deviation from the established practices or Board policy which
may justifiably increase the expense.
While Federal regulations do not provide specific descriptions of what satisfies the "necessary" element beyond its
inclusion in the reasonableness analysis above, necessary is determined based on the needs of the program. Specifically,
the expenditure must be necessary to achieve an important program objective, A key aspect in determining whether a
cost is necessary is whether the District can demonstrate that the cost addresses an existing need, and can prove it.

When determining whether a cost is necessary, consideration may be given to whether:
1. the cost is needed for the proper and efficient performance of the grant program;

2. the cost is identified in the approved budget or application;
3. there is an educational benefit associated with the cost;
4, the cost aligns with identified needs based on results and findings from a needs assessment;

5. the cost addresses program geals and objectives and is based on program data.

A cost is allocable to the Federal award if the goods or services involved are chargeable or assignable to the Federal
award in accordance with the relative benefit received. This standard is met if the cost: 1) is incurred specifically for the
Federal award; 2) benefits both the Federal award and other work of the District and can be distributed in proportions that
may be approximated using reasonable methods; 3) and is necessary to the overall operation of the District and is
assighable to the Federal award in accordance with cost principles mentioned here.

B. Conform to any limitations or exclusions set forth in the cost principles in Part 200 or in the terms and conditions of the
Federal award.

C. Be consistent with policies and procedures that apply uniformly to both Federally-financed and other activities of the
District.
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D. Be accorded consistent treatment. A cost cannot be assigned to a Federal award as a direct cost if any other cost incurred
for the same purpose in like circumstances has been allocated to a Federal award as an indirect cost under another
award.

E. Be determined in accordance with generally accepted accounting principles;
F. Be representative of actual cost, net of all applicable credits or offsets;

The term "applicable credits” refers to those receipts or reductions of expenditures that operate to offset or reduce
expense items allocable to the Federal award. Typical examples of such transactions are purchase discounts; rebates or
allowances; recoveries or indemnities on losses; and adjustments of overpayments or erroneous charges. To the extent
that such credits accruing to or received by the State relate to the Federal award, they shall be credited to the Federal
award, either as a cost reduction or a cash refund, as appropriate.

G. Be not included as a match or cost-share, unless the specific Federal program authorizes Federal costs to be treated as
such.

H. Be adequately documented:

1. in the case of personal services, the Superintendent shall implement a system for District personnel to account for
time and efforts expended on grant-funded programs to assure that only permissible personne! expenses are
allocated;

2. in the case of other costs, all receipts and other invoice materials shall be retained, along with any documentation
identifying the need and purpose for such expenditure if not otherwise clear.

1. Be incurred during the approved budget period.

The budget period means the time interval from the start date of a funded portion of an award to the end date of that
funded portion during which recipients are authorized to carry out authorized work and expend the funds awarded,
including any funds carried forward or other revisions pursuant to the law. Prior written approval from the Federal
awarding agency or State pass-through entity may be required to carry forward unobligated balances to subsequent
budget periods unless waived.

Selected Items of Cost

The District shall follow the rules for selected items of cost at 2 C.FR. Part 200, Subpart E when charging these specific
expenditures to a Federal grant. When applicable, District staff shall check costs against the selected items of cost requirements
to ensure the cost is allowable. In addition, State, District, and program-specific rules, including the terms and conditions of the
award, may deem a cost as unallowable and District personnel shall follow those rules as well,

The following rules of allowability must apply to equipment and other capital expanditures:
A, Capital expenditures for general purpose equipment, buildings, and Jand are unallowable as direct

charges, except with the prior written approval of the Federal awarding agency or pass-through entity,

B. Capital expenditures for special purpose equipment are allowable as direct costs, provided that items with
a unit cost of $5,000 or more_have the prior written approval of the Federal awarding agency ot pass-
through antity,

C. Capital expenditures for Improvements to land, buildings, or equipment which materially increase their
value or useful life are upallowable as a direct cost except with the prior written approval of the Federal

awarding agency, or pass-through entity.,

D. Allowability of depreciation on buildings, capltal improvements, and equipment shall be in accordance with
2 CFR 200.436 and 2 CFR 200.465.

E. When approved as a direct cost by the Federal awarding agency or pass-through entity under Sections A -
C, capital expenditures will be charged in the period in which the expenditure is incurred, or as otherwise

determined appropriate and negotiated with the Federal awarding agency.
F. 1f the District Is instructed by the Federal awarding agency to otherwise dispose of or transfer the
equipment, the costs of such disposal or transfar are allowable,

Cost Compliance

The Superintendent shall require that grant program funds are expended and are accounted for consistent with the requirements
of the specific program and as identified in the grant application. Compliance monitoring includes accounting for direct or indirect
casts and reporting them as permitted or required by each grant. Costs incurred for the same purpose in like circumstances
shall be treated consistently as either direct or indirect costs, but may not be double charged or inconsistently charged as both.
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G. Rental of property - when the District uses the property.

H. A pre-agreement cost that was properly approved by the Secretary under the cost principles in 2 C.FR. Part 200, Subpart
E - Cost Principles - on the first day of the project period.

Period of Performance

All financial obligations must occur during the period of performance. Period of performance means the total estimated time
interval between the start of an initial Federal award when the District is permitted to carry out the work authorized by the grant
and the planned end date. The period of performance may include one or more funded portions or budget periods. The period of
performance is dictated by statute and will be indicated in the Grant Award Notification ("GAN"). As a general rule, State-
administered Federal funds are available for obiigation within the year that Congress appropriates the funds for. However, given
the unique nature of educational institutions, for many Federal education grants, the period of performance is twenty-seven {27)
months. This maximum period includes a fifteen (15) month period of initial availability, plus a twelve (12) month period for
carryover. For direct grants, the peried of performance is generally identified in the GAN.

In the case of a State-administered grant, financial obligations under a grant may not be made until the application is approved
or is in substantially approvable form, whichever is later. In the case of a direct grant, a grantee may use grant funds only for
obligations it makes during the grant period unless an agreement exists with the awarding agency or the pass-through entity
(e.g., West Virginia Department of Education) to reimburse for pre-approval expenses.

For both State-administered and direct grants, regardless of the period of availability, the District shall liquidate all obligations
incurred under the award not later than ninety (90) days after the end of the funding period unless an extension is authorized.
Any funds not obligated within the period of performance or liquidated within the appropriate timeframe are said to lapse and

shall be returned to the awarding agency. Consequently, the District shall closely monitor grant spending throughout the grant
cycle.

© Neola 20222020

Legal 2 C.FR. 200.439(b)(2)
2 C.FR. 344 (b)
2 C.FR. 200.403-.407
2 C.FR. 200.413(a)-(c)
2 C.FR. 200.430(a)
2 C.FR, 200.431(a)
2 C.FR, 200.458
34 C.FR. 75.703
34 C.FR. 76.707
34 C.FR, 76.708(a)
West Virginia Board of Education policy 1224.1
West Virginia Board of Education policy 8200
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Determining Whether a Cost is Direct or Indirect:
A. Direct costs are those costs that can be identified specificafly with a particular final cost objective, such as a Federal

award, or other internally or externally funded activity, or that can be directly assigned to such activities relatively easily
with a high degree of accuracy.

These costs may include: salaries and fringe benefits of employees working directly on a grant-funded project; purchased
services contracted for performance under the grant; travel of employees working directly on a grant-funded project;
materials, supplies, and equipment purchased for use on a specific grant; program evaluation costs or other institutional
service operations; and infrastructure costs directly attributable to the program (such as long-distance telephone calls
specific to the program, etc.). Direct costs may also include capital expenditures If approved by the Federal
awarding agency or pass~-through entity, as well as capital expenditures for special purpose equipment
with a unit cost of less than $5,000.

B. Indirect costs are those that have been incurred for a common or joint purpose benefiting more than one (1) cost
objective, and not readily assignable to the cost objectives specifically benefited, without effort disproportionate to the
results achieved. Costs incurred for the same purpose in like circumstances shall be treated consistently as either direct
or indirect costs.

These costs may include general data processing, human resources, utility costs, maintenance, accounting, etc,
Federal education programs with supplement not supplant provisions must use a restricted indirect cost rate. In a
restricted rate, indirect costs are limited to general management costs. General management costs do not include
divisional administration that is limited to one (1) component of the District, the governing body of the District,
compensation of the Superintendent, compensation of the chief executive officer of any component of the District, and
operation of the immediate offices of these officers.

The salaries of administrative and clerical staff should normally be treated as indirect costs. Direct charging of these costs
may be appropriate only if all of the following conditions are met:

1, Administrative or clerical services are integral to a project or activity.

2. Individuals involved can be specifically identified with the project or activity.

3. Such costs are explicitly included in the budget or have the prior written approval of the Federal awarding agency.
4. The costs are not also recovered as indirect costs.

Where a Federal program has a specific cap on the percentage of administrative costs that may be charged to a grant, that cap
shall include all direct administrative charges as well as any recovered indirect charges.

Effort should be given to identify costs as direct costs whenever practical, but allocation of indirect costs may be used where not
prohibited and where indirect cost allocation is approved ahead of time by the West Virginia Department of Education (WVDE) or
the pass-through entity (Federal funds subject to 2 C.FR. Part 200 pertaining to determining indirect cost allocation).

Equipment and other capital expenditures are unallowable as Indirect costs.
Timely Obligation of Funds

Financial obligations are orders placed for property and services, contracts and sub-awards made, and similar transactions that
require payment.

This term is used when referencing a recipient's or subrecipient's use of funds under a Federal award.

The following table illustrates when funds are determined to be obligated under the U.S. Department of Education regulations: If
the obligation is for;

A. Acquisition of property - on the date which the District makes a binding wiitten commitment to acquire the property.
B. Personal services by an employee of the District - when the services are performed.

C. Personal services by a contractor who is not an employee of the District - on the date which the District makes a binding
written commitment to obtain the services.

D. Performance of work other than personal services - On the date when the District makes a binding written commitment to
obtain the work.

E. Public utility services - when the District receives the services.

F. Travel - when the travel is taken.

https:#g o.boarddocs.comvwafmar/Board.nsf/Private 7openlogird ¥4



812322, 2:55 PM BoardDocs® PL 7 W

Book Policy Manual

Section Board Approve 09-19-22 - \pl, 14, No. 1 - February 2022

Title Copy of PAYROLL DEDUCTIONS

Code po6520

Status

Adopted August 1, 2007 %@
Last Revised August 26, 2008

6520 - PAYROLL DEDUCTIONS

To the extent permitted by law, the Board of Education authorizes deductions to be made from an employee’s paycheck upon
proper authorization on the appropriate form for the following purposes:
A. Federal and State income tax

B. Social Security
C.
municipal income tax
D. West Virginia Retirement System
E. Section 125 deductions (cafeteria plans)
F.
U.%, Savings Bonds
G. savings in a chartered credit union
H. contributions to charitable and not-for-profit corporations and community fund organizations
1. paymenteofduestolabororetherorganizations

J. payment of group insurance premiums for a plan in which at least five (5} persons of the County employees participate

L. 457 Deferred Compensation Plansrepayment-ofiloansto-theTeacherfRetirementFund

M. PEIA Insurance

No deductions or assignments of earnings shall be allowed for union, labor organization, or club dues or fees
from the compensation of teachers and other employees.

The Board deciares its willingness to enter into an agreement with any of its employees whereby the employee agrees to take a
reduction in salary with respect to amounts earned after the effective date of such agreement in return for the Board's
agreement to use a correspending amount to purchase an annuity for such employee {or group of employees desiring the same
annuity company) from any company approved by the Board, authorized to transact the business as specified in law in
accordance with Section 403(b) of the Internal Revenue Code, and in accordance with the County’s administrative guidelines.
However, it shall be clearly understood that the Board’s only function shall be the deduction and remittance of employee funds.

Said agreement shall comply with all of the provisions of law and may be terminated as said law provides upon notice in writing
by either party. Employees shall notify the Superintendent’s Office in writing if they wish to participate in such a program.

in cases when an employee is absent from duty and there is no sick leave applicable, or when the absence is unauthorized, the

salary deduction for each day of absence will be based on the employee’s current salary divided by the number of work days
required in the official school calendar for each job classification.

© Neola 2022
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Legal WV Code 18A-4-9(6) WV Code 21-5-1(g)
WV Code 18-5-1, et seq.
Section 403(b), Internal Revenue Code
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Book Policy Manual

Section Board Approve 09-19-22 - Vol, 14, No, 1 - February 2022

Title NEW - Revised Vol. 14, No. 1 - February 2022 - SYSTEM OF ACCOUNTING
Code po6800 ﬁ&
Status

6800 - SYSTEM OF ACCOUNTING

As specified by the West Virginia State Board of Education Office of School Finance the Board of Education uses the Uniform
School Accounting System by which it keeps an accounting of all District funds. The District’s financial records shall show sources
of revenue, amounts received, amounts expended, and the disposition of public property, The Finance
Department————— shall complete an accounting of all capital assets to protect the financial investment of the District
against catastrophic loss. Further, the Treasurer shall establish procedures and regulations necessary to
properly account for capital assets and comply with Generally Accepted Accounting Principles (GAAP) and ensure that the
District's capital assets are properly insured.

The District's system of accounting shall comply with all requirements of the Governmental Accounting Standards Board (GASB),
Statements as prescribed by the West Virginia Board of Education’s Office of School Finance. In accordance with GASB, the
District will report its fund balances in the following categories:

A, Nonspendable fund balance - amounts that cannot be spent because they are either (a) not in a spendable form
(which includes items that are not expected to be converted to cash - e.g,, inventories or prepaid amounts) or (b) legally
or contractually required to be maintained intact (e.g., the corpus of an endowment fund),

B. Restricted fund balance - amounts constrained to specific purposes by their providers (such as grantors, bondholders,
and higher levels of government), through constitutional provisions, or by enabling legislation.

C. Committed fund balance - amounts constrained to specific purposes by the Board; to be reported as committed,
amounts cannot be used for any other purpose unless the Board takes action to remove or change the constraint.

D. Assigned fund balance - amounts the Board intends to use for a specific purpose but are neither restricted nor
committed; intent can be expressed by the Board or by an official or committee to which the Board delegates the
authority.

E. Unassigned fund balance - amounts that are available for any purpose; these amounts are reported only in the
general fund.

The Board authorizes its auditors and directs its administrative staff to take all steps necessary to comply with the requirements
of GASB 54. All revenue and funds will be designated to one of the above categories.

The Finance Department— shall maintain a proper accounting of all District funds. S/He shall ensure that
expenditures are budgeted under and charged against those accounts that most accurately describe the purpose for which such
menies are to be or have been spent. Wherever appropriate and practicable, salaries of individual employees, expenditures for
single pieces of equipment, and the like shall be prorated under the several accounts that most accurately describe the purposes
for which such monies are to be or have been spent.

The Finance Department shall receive all vouchers for payments and disbursements made to and by the
Board, and preserve them for the statutorily required period.

The Treasurer shall implement procedures and practices that will determine: 1) Capitalization policies for
District assets (i.e., which assets will be capitalized and depreciated over their estimated useful life versus which assets will be
expensed in year of purchase); 2) Methods for calculating annual and accumulated depreciation expense for assets including
estimates for asset lives, residual asset values, and depreciation methodology; and 3) Procedures for recording gain or loss on
sale of capital assets and proceeds from the sale of capital assets in compliance with GAAP Reporting of estimated cash values
or replacement values to District insurance providers.

The Treasurer shall report to the Board and Superintendent on 2 monthly basis a report that indicates by
fund, the beginning cash balance, the current month’s receipts, the current month’s disbursements and the current month’s
ending cash balance. The report shall also show the current budget and unencumbered balance for each fund.
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The Treasurar is responsible for filing in a timely manner, on behalf of the Board, an annual report with the
West Virginia Department of Education on prescribed forms that state the following:

A. amount of collections and receipts, and accounts due from each source
B. amount of expenditures for each purpose

C. amount of the District’s debt, the purpose for which each item of such debt was created, and the provision made for the
payment thereof, and

D. other information as the West Virginia Department of Education prescribes on the form

The Board shall, within 120 days after the beginning_of each fiscal year, prepare on a form prescribed by the

L e s M S e

State Auditor and the state superintendent a statement providing the following information:

A. The receipts and expenditures of the Board during the previous fiscal year arranged under descriptive
headings;

B. The name of each firm, corporation, and person who received more than two-hundred-fifty ($250) dollars
in the aggregate from ail funds during the previ fis ear, together with the aggregate amount
recelved from all funds and the purpose for which paid; and

C. All debts of the Board, the purpose for which each debt was contracted, its due date, and to what date the
Interast thereon has been pald,

5 3 al financlaj statemen hall also include infarmatio as: 1) beginning and ending balances
of capltal assets; 2) beginnin: g balances of accumulated depreciation, and 3) total depreciation
nensge for the fiscal year,

Such reporting shall include description of significant capital asset activity during the fiscal year including:
acquisitions through purchase or donation, sales or dispositions including_the proceeds and gains or losses on
the sale, changes in maethods of cajculating depraciation expense or accumulated depreciation, such as,
estimates of useful life, residual values, depreciation methodology (e.9., straight line or other method.

Simultaneous with filing the annual report with the West Virginia Department of Education, the shat-publish

eireutation-in-the-Distriet financlal statement shall be published either as a class 1-0 |egal advertisement in
compliance with the provisions of law, and publication area in a newspaper of genera] circulation in the District
or on the District's website provided that prlor to publication of the financl atement on rd's

for the first time, a public hearlng is held at which any. interested person may _express their views on wheather the
board should publish the statement as a Class 1-0 legal advertisement or on the website, Further, upon

publishing_a finan en rd's for the fi ime, public notice of the availability of such
website posting shall be published once a week in a qualified newspaper of general circulation for two (2)

successive waeks.
WWMWWMWW

S - -y = - - - = - -g-p- - -y g e - o - = e e = vy - d - - B - = — -
f the financial statem published as a Class 1-0 legal advertisement, the statement shall not include the
name of any person who has entered into a contract with the Board pursuant to State code.

If the financial statement is published on the Board's website, the financial statement shall remain posted on the
Board's website at |east until publication of the next annual statement and include the following raquired
statutory provisions:

A. The name of every person who entered into ontract with the Board pursuant to the provisions of

law, and amounts paid to each;
B. Budget estimates; and
C. A list of the names of each firm, corporation, and person who received less than two-hundred-fifty ($250)
dollars from any fund during such flsca| year showing the amount paid to each and the purpose for which
paid,
The Board shall transmit to any resident of the county requesting the same a copy_of the published statement for for
the fiscal year designated, supplemented by a list of the statutorily required standards.
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Before implementing procedures or changing procedures, the Treasurer will review the proposed procedure
with the auditor appeinted by the Board to conduct the Board's financial audit. The procedures established shall comply with ail
statutorily required standards and generally accepted accounting procedures.

© Neola-2014 2022

Legal Governmental Accounting Standards Board Statement #34

Governmental Accounting Standards Board Statement #54
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Book Policy Manual

Section Board Approve 09-19-22 -\Vol. 14, No. 1 - February 2022

Title Copy of PROPERTY INVENTORY K
Code po7450

Status

Adopted August 1, 2007

7450 - PROPERTY INVENTORY

As steward of the County Board of Education's property, the Board of Education ("Board") recognizes that efficient management
and full replacement upon loss requires accurate inventory and properly maintained property records.

The Board shall maintain a perpetual |nvent0gy of_a_l Buard awned equu)ment and supplles aﬂnuall'gur gng G.A.A. E gportlng

For purposes of this policy "equipment" means_tangible personal property (including_information technology_systems) having a
useful life of more than one (1) year and a per-unit acquisition cost which equals or exceeds the current State threshold amount
mewwwwmﬁw

"Capital assets” means ;ggglble cr intangible assets used in operations having a useful life of more than one (1)

year which are capitalized in accordance with GAAP,

-C_apita! assets include equipment as well as the following:

A, land, buildings_(facilities), and intellectual property (including software) whether acquired by purchase,
construction, manufacture, lease-purchase, exchange, or through capital leases; and

B. -additions, improvements, modifications, replacements, rearrangemants, reinstallations, renovations or
alterations to capital assets that materially increase their value or useful life (not ordinary repairs and
maintenance).

Capital expenditures, which are expenditures for capital assets, require prior written approval in order to be
allowable in certain situations, Genera] purpose equipment, buildings, and land, as well as improvements to land,
buildings, or equipment which materially increase their value or useful life, are unallowable as direct charges
unless the Federal awarding_agency or pass-through entity provides prior written approval. Whereas capital
expenditures for speciaj purpose equipment are allowable as direct costs, provided that items with a unit cost of
$5,000 or more have the prior written approval of the Federal awarding_agency_or pass-through entity.

Wheg defining_supplies for inventory purposes, neo items will be counted whose total value is less than $500.00.

For the purposes of this policy "consumable supplies” shall mean a commodity which, when used in the ordinary course of
business, witl become consumed or of no market value. Also referred to as an expendable commeoedity.

"Computing devices" are machines used to acquire, store, analyze, process, and publish data and other information
electronically,_including_accessories for printing, transmitting and receiving, or storing electronic information, Examples of
computing_devices include laptops, smartphones, tablets, etc. Computing devices are classified as equipment if their acguisition
cost meets the above-mentioned equipment threshold, Computing devices that do not mgg;_;_gmgﬁ tion cost threshold are

considered supplies. Regardless of whether a computing device is classified as an equipment or supply, it must be counted
during_the inventory.

It shall be the duty of the Treasurer, assisted by the Supervisor for Maintenance and WVEIS Coordinator, to ensure that
inventories are recorded systematically and accurately and property records of equipment are updated and adjusted annually be
reference to purchase orders and withdrawal reports.
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Mafor items of equipment shall be subject to annual spot check inventory to determine loss, misplacement, or depreciation; any
major loss shall be reported to the Board.

Property records of consumable supplies shall be maintained on a perpetual inventory basis. Consumable supplies inventory
records should include for each item or group of items the following information: name of item, quantity purchased, date of
purchase, cost, reorder point, amount dispensed, and date dispensed. A physical count of all supply inventory shall take place as
of June 30th each school year and this count shall be reconciled with the perpetual inventory records.

The Treasurer, through the WVEIS, shall maintaln a system of property records which shall show, as appropriate to the item
recorded, the:

b

. description of the property

. serlal number or other identification number
. source of funding for the property.

. {itleholder

‘g,c_quisitlon date

m O 0

F. acquisition cost

G. m;;mm;;artigingt;gn in the project costs for the Federal award undar which the property
was acqulired
H. location

I. use and condition of the proparty

1. _g|tlmggg disposition data including the date of disposal and sales price
K. manufacturer

L. evaluation In conformity with insurance requirements

iE_qy_I_pma nt and computing devices acquired under a Federal award will vest upon acquisition to the District,
subject to the following_conditions:

A. The property shall be used in the program or project for which it was acquired as long_as needed, whether
or not the project or program continues to be supported by the Federal award,

1. When ne longer needed for the original program or project, the promy be used In other
activities in the following order of priority: 1) activities under a F
awarding_agency which funded the original program or project; then 2} ;gtlvitles under Faderal
awards from other Federal awarding agencies.

2. Durlng the time that property is used on the project or program for which it was acquired, the
District must also make the property availabje for use on other projects or programs currentiy or
previous|y supported by the Egdgra program, provided that the use will not interfere with the work
on the original project or program

B. The property shall not be encumbered without the approval of the Federal awarding agency or the pass-
through entity,

C.The property may only be used and disposed of in accordance with the provisions of the Federal awarding
agency or the pass-through entity and Policy 7300 and Policy 7310,

D. Property records shall be maintained that include a description of the property, a serial humber or other
identification number, the source of funding for the property (incituding the FAIN), title entit entity, acquisition
date, cost of the property, percentage of Federal participation in the project costs for the award under
which the property was acquired, the loc gygn, use, and ggnﬁltlgn of the property, and ultimate disposition
data, Including date of disposal and sale price of the property, in accordance with this policy,

E. _A__Rh_ysiggl inventory of the property must be taken and results reconciled with property records at least
once every two (2) years, in accordance with this policy.

F. A A control system shall be developed to provide adequate safeguards to prevent loss, damage, or theft of
the property. Any such loss, damage, or theft sha|| ba investigated.
G. Adequate maintenance procedures shall be Implemented to keep the property in good condition.
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H, Proper sales procedures shall be established to ensure the highest possible return, in the event the Board
is authorized or required to sell the equipment/property.

1. When original or replacement equipment acquired under a Federal award is no longer needed for the
original project/program or for activities currently or previously supported by a Federal awarding agency,
and except as otherwise provided by Federal statutes, regulations, or Federal] awarding agency disposition
instructions, the Board shall request disposition instructions from the Federal awarding agency if required
by the terms and conditions of the Federal award, Disposition of the equipment shall be made in

I ith t} visi f C.F, R, 200,313

© Neola 2022

Legal 2 C.FR. 200.313, WV Code 18-9B-12 (2005)
WV State Board of Education Policy 8200
WV Code St. R. 126-202-1 (2005)
WV Code 18-9B-12 (2005)
WYV State Board of Education Policy 8100
WV Code St. R. 126-200-2 (2005) (Public School Finance - Incorporation by Reference)
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T-507

Book Policy Manual

Section Board Approved 10-03-22

Title Copy of SUBSTITUTES IN AREAS OF CRITICAL NEED AND
SHORTAGE

Code p03120.12

Status

Adopted January 4, 2010@

Last Revised September 1, 2021

3120.12 - SUBSTITUTES IN AREAS OF CRITICAL NEED AND SHORTAGE

Purpose

The purpose of this policy, as recommended by the Superintendent, is to provide for the
employment of retired teachers as substitutes on an expanded basis in areas of critical
need and shortage.

The Board of Education hereby adopts the definition of "area of critical need and
shortage" set forth in 18A-2-3, Code of West Virginia, as follows: "Area of critical need
and shortage" means an area of certification and training in which the number of
available substitute teachers in the County who hold certification and training in that
area and who are not retired is insufficient to meet the projected need for substitute
teachers. Teacher or substitute teacher includes speech pathologists and school nurses.

The Board additionally finds and determines that:

A. there presently exists within Marion County a critical need for substitute teachers
in the areas of:

1. foreign language

2. Special Education
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3. math

4. science
5. nurses
6. speech-language pathologists
/. elementary
8. Pre-K
9. Family and Consumer Science
10. Technology Education
11. English Language Arts
12. Social Studies
13. Health Education
14. Physical Education
15. Art
16. Music
17. Library Science
18. Business Education
19. Counselor

B. and that, there is also a shortage of available certified substitute teachers, who
are not retired, available to cover these areas of critical need.

Accordingly, the Board hereby authorizes the employment of retired teachers as
substitute teachers during the 2022%-20232 school year on an expanded basis in those
areas of critical need and shortage noted above as is recommended by the
Superintendent. In no case shall a retired teacher be employed where there is available
for employment another teacher holding certification and training in the area of need
who is not retired and who will accept the substitute assignment.

https://go.boarddocs.com/wv/mar/Board .nsf/Private?opendlogin# 2/4
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This policy shall be effective upon approval by the West Virginia Board of Education for
the 2022%-20232 school year only, subject to annual review by the County Board and
re-approval by the West Virginia Board of Education.

Prior to employment of a retired teacher as a critical needs substitute teacher beyond
the post-retirement employment limitations established by the Consolidated Public
Retirement Board ("Retirement Board"), the Superintendent shall submit to the West
Virginia Board of Education in a form approved by the Retirement Board and the West
Virginia Board of Education, an affidavit signed by the Superintendent stating the name
of the county, the fact that the county has adopted a policy to employ retired teachers
as substitutes to address areas of critical need and shortage, the name or names of the
person or persons to be employed as a critical needs substitute pursuant to the policy,
the critical need and shortage area position filled by each person, the date that the
person gave notice to the county board of the person’s intent to retire, and the effective
date of the person’s retirement. Upon verification of compliance with West Virginia Code
18A-2-3 and the eligibility of the critical needs substitute teacher for employment
beyond the post-retirement limit, the West Virginia Board of Education shall submit the
affidavit to the Retirement Board.

The County Board shall cooperate with the West Virginia Board of Education to verify the
county’s compliance with the requirements of this code section and verify the eligibility
of the critical needs substitute teacher (i.e., adoption of local policy, electronic posting of
position opening, retirement date effective before the first day of July preceding at least
the fiscal year during which he or she is employed, continuous and ongoing electronic
posting seeking fully certified non-retired teacher, and absence of a non-retired teacher
who holds certification and training in the required area).

When a retired teacher is employed as a substitute to fill a vacant position, the County
Board shall continue to post the vacant position electronically until it is filled with a
regularly employed teacher who is fully certified or permitted for the position.

The County Superintendent shall forward a copy of this policy annually for approval by
the West Virginia Board of Education prior to empioyment of retired teachers on an
expanded basis as substitutes in areas of critical need and shortage.

A retired teacher is eligible to be employed as a critical needs substitute to fill a vacant
position only if the retired teacher’s retirement became effective before the first day of
July preceding at least the fiscal year during which s/he is employed as a substitute.

When a retired teacher is employed as a critical needs substitute to fill a vacant
position, the position vacancy shall be posted electronically and easily accessible to
prospective employees.
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Every contract of employment for such retired teachers to be employed for periods
beyond the post-retirement employment limitation established by the consolidated
public retirement board shall include therein the following information:

Any person who retires and begins work as a substitute teacher within the same
fiscal year shall lose those retirement benefits attributed to the annuity reserve,
effective from the first day of employment as a retiree critical needs substitute in
that fiscal year and ending with the month following the date the retiree ceases
to perform service as a substitute. ;

Retired teachers employed to perform expanded substitute service provided in this
policy, are considered day-to-day, temporary, part-time employees. The substitutes are
not eligible for additional pension or other benefits paid to regularly employed
employees and shall not accrue seniority.

The W. Va. Code that authorizes this policy is scheduled to expire June 30, 2025.

Revised 5/20/13
Revised 11/2/15
Revised 2/20/17
Revised 3/20/17
Revised 8/27/18
Revised 8/19/19
Revised 7/20/20
Revised 10/5/20
Revised 09-01-21
Revised 10-03-22

© Neola 2020

Legal WV Code 18A-2-3
WV Code 18-7A-38
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Book Policy Manual

Section Board Approved 10-03-22

Title Copy of NON-RENEWAL OF PROBATIONARY TEACHER
CONTRACT

Code po3142

Status

Adopted August 1, 2007

Last Revised July 7, 2014

g

€

The Superintendent at a meeting of the Board of Education on or before May_1stApri
15th of each year shall provide in writing to the Board a list of all probationary teachers
that s/he recommends to be rehired for the next ensuing school year. The Board shall
act upon the Superintendent’s recommendation at that meeting. Any probationary
teacher who is not rehired by the Board at that meeting shall be notified in writing, by
certified mail, return receipt requested, to such person's last known addresses within
ten (10) days following said Board meeting, of their not having been rehired or not
having been recommended for rehiring.

3142 - NON-RENEWAL OF PROBATIONARY TEACHER CONTRACT

If the reason for non-renewal is based solely on lack of need, the teacher shall be
eligible for placement on the preferred recall list and shall, upon reemployment, resume
the employment status that wouid have existed in the ensuing year of employment had
the contract not been non-renewed.

If the reason for non-renewal is for cause, the reasons assigned must be legitimate and
material to performance expectations. However, if a probationary teacher’s performance
has been mediocre, as judged by the Superintendent, the reason may constitute an
expectation that a better teacher may be secured if the position is reposted. It is not
necessary that a probationary teacher’s performance be deemed unsatisfactory as a
requisite for non-renewal of contract.
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Any probationary teacher who receives notice that s/he has not been recommended for
rehiring who has not been reemployed may within ten (10) days after receiving the
written notice request a statement of the reasons for not having been rehired and may
request a hearing before the Board. Such hearing shall be held at the next regularly
scheduled Board meeting or a special meeting of the Board called within thirty (30) days
of the request for hearing. At the hearing, the reasons for the non-rehiring must be
shown.

Any hearing conducted shall be conducted by a majority of the members of the Board.
The hearing shall be held in executive session of the Board unless the teacher requests
the hearing in public. The hearing shall be recorded mechanically. The Board may be
represented by counsel and the teacher may be represented by counsel or a designee.
The hearing shall include the opportunity for presentation of evidence, confrontation and
examination of witnesses, and the review of arguments of both the teacher and the
Board. A record of the hearing may be taken by either party at the expense of the party
taking the record. Within ten (10) days of the conclusion of the hearing, the Board shall
issue to the teacher a written decision containing an order affirming the intention of the
Board not to reemploy the teacher or an order vacating the intention not to reemploy
and expunging any record of the intention, notice of the intention, and the hearing.

If the sole reason for non-renewal is lack of need the teacher shall be placed on the
preferred recall list.

A teacher may appeal an order affirming the intention of the Board not to reemploy the
teacher to the West Virginia Public Employees Grievance Board.

Revised 4/21/09

Revised 07/07/14
Revised 10/03/22

© Neola 2013

Legal WV Code 18A-2-8a
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Book Policy Manual

Section Board Approved 10-03-22

Title Copy of NON-RENEWAL OF A SERVICE PERSONNEL
PROBATIONARY CONTRACT

Code po4142

Status

Adopted August 1, 2007

Last Revised July 7, 2014

>

4142 - NON-RENEWAL OF A SERVICE PERSONNEL PROBATIONARY CONTRACT

The Superintendent at a meeting of the Board of Education on or before May_1stApeit
+5th of each year shall provide in writing to the Board a list of all probationary service
personnel that s/he recommends to be rehired for the next ensuing school year. The
Board shall act upon the Superintendent’s recommendations at that meeting. Any
probationary service personnel who is not rehired by The Board at that meeting shall be
notified in writing, by certified mail, and return receipt requested, to such persons’ last
known address within ten (10) days following said Board meeting, of their not having
been rehired or not having been recommended for rehiring.

If the reason for non-renewal is based solely on lack of need, the service personnel shall
be eligible for placement on the preferred recall list and shall, upon reemployment,
resume the employment status that would have existed in the ensuing year of
employment had the contract not been non-renewed.

If the reason for non-renewal is for cause, the reasons assigned must be legitimate and
material to performance expectations. However, if a service personnel’s performance
has been mediocre, as judged by the Superintendent, the reason may constitute an
expectation that a better service personnel may be secured if the position is re-posted.
It is not necessary that a service personnel’s performance be deemed unsatisfactory as
a requisite for non-renewal of contract.
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Should a hearing be requested, the burden shall be on the Superintendent to show the
reasons for non-rehiring. The hearing shall be held in executive session unless the
employee requests the hearing to be conducted in public. The hearing shall be recorded
by mechanical means. The Board and/or the Superintendent may be represented by
counsel and the employee may be represented by counsel or a representative. The
hearing shall include, for each party, the opportunity for presentation of evidence,
confrontation and examination of witnesses. At the conclusion of the hearing the Board
may deliberate and, following its deliberation, shall either affirm the decision of non-
renewal or set aside the decision on non-renewal. The Superintendent shall provide the
employee of written notice of the Board’s decision within two (2) days of the hearing.

Revised 1/4/10

Revised 07/07/14
Revised 10/03/22

© Neola 2013

Legal WV Code 18A-2-8a
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Book Policy Manual

Section Volume 14, No. 2 - Early Release DRAFT

Title Copy of WITHDRAWAL FROM SCHOOL

Code po5130

Status /04/
Adopted August 1, 2007

Last Revised November 2, 2015 %

5130 - WITHDRAWAL FROM SCHOOL

The Board of Education affirms that, while statute requires attendance of each student from six {6) years of age by September
1st or five (5) years of age by September 1st if enrolled in kindergarten, and not formally withdrawn, it is in the best interest of
both students and the community that they complete the educational program that will equip them with skills and increase their
chances for a successful and fulfilling life beyond the schools. A child enrolied in kindergarten is deemed to be of compulsory
schooi age unless the child’s parent or guardian, at the parent or guardian’s discretion and in consultation with the child’s teacher
and principal, formally withdraws the child from kindergarten.

A student is officially enrolled when one {1) of the following conditions occur:
A. student was enrolled the previous year;

B. student appears at school to enroll with or without a parent/guardian; or

C. student and/or parent/guardian appears at school to enroll with or without records.
A dropout is an individual who:
A. was enrolled in school at some time during the previous school year and was not enrolled on October 1st of the current
school year; or

B. was not enrolled on October 1st of the previous school year although expected to be in membership (i.e., was not
reported as a dropout the year before); and

C. has not graduated from high school, obtained a GED diploma, or completed a State-or District-approved education
program; and

D. does not meet any of the following exclusionary conditions:

1. transfer to another public school district, private school, registered home school, or State - or Pdistrict-approved
education program;

2. participates in a learning pod or micro school;

3. temporary school-recognized absence due to suspension or illness; or

4, death.
For students of ages seventeen {17) or older, the dropout date is defined as the school day after the student’s last day of
attendance.

The Board directs that whenever a student wishes to withdraw, effort should be made to determine the underlying reason for

such action and the resources of the School System should be used to assist the student in reaching his/her career goals. No
student under the age of eighteen (18) will be permitted to withdraw without the written consent of a parent.

Whenever a student, at least fifteen (15) but less than seventeen (17) vears of age, withdraws from school, the
I hief admini hall if — f M hicl f il lent's withd I

exceptions above, the attendance director or chief administrator shall provide the student with documentation to
present to the Division of Motor Vehicles to excuse the student from the permit restrictions, The School| District
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The Superintendent shall ensure, through administrative guidelines, that proper procedures are established so that such
notification complies with State law.

The Supetintendent shall develop administrative guidelines for withdrawal from school which:
A. make counseling services available to any student who wishes to withdraw;

B. help the student dgfine hisfher own educational life goals and help plan the realization of those goals;

C. inform the student of alternative programs;

D. assure the timely return of all School System-owned supplies and equipment in the possession of the student.
The Superintendent may initiate and maintain expulsion proceedings against a student who has committed an act that warrants
expulsion under Board policy even if the student withdraws from school prior to the hearing or decision to impose the expulsion.
Any resulting expulsion shall be noted in the student’s record and shall be imposed for the same duration it would have been had
the student remained enrolled.

Revised 1/4/10
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Legal West Virginia Board of Education and Policy 4110
WV Code 18-5-17,18-5-18, and 18-8-1a
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Book Policy Manual W
Section Volume 14, No. 2 - Early Release DRAFT ﬁ(b

Title Copy of STUDENT DRIVER ELIGIBILITY CERTIFICATE

Code po5140

Status \

Adopted April 21, 2009

Ihe Board of Education, along with the West Virginia Board of Education recognizes that driving a vehicle is a
mmmmmmmvmg-mm at least fifteen (15) but less than

seventean (17)

the West Virg nig Division of Motor Vehicles (DMV) of the student's withdrawal no later than five (5) _ia_y_s_tmm
the date of the withdrawal.

Whenever a student, at Jeast fifteen (15) but less than seventeen (17) years of a g9g. is enrolled in a secondary
Mwmmg_wwwss nce d chief r sha
notify the West Virginia Division of Motor Vehicles (DMV) of the student's unsatisfactory academic progress no
lgsmna.n_tly_a_d.avg_u_ﬁsssr_u'l_t_o_n.f th inatl

When withdrawal from school or unsatisfactory academic progress is determined to be beyond the student's
MLQMWMLMMWWM&&VA

WV Board of Education policy 2422.2
WV Code 17B-2-3a

WV Code 17B-3-6

WV Code 18-2-5

WYV Code 18-8-11

£ Neola 2022
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2. Retnstaterrentrequestsreloted-tirwithdrowa Her foilure to moke satistastoryacodarmde progress

-t o N ok bl forrtb troinstati ’ veris-EliaHbilit
Certifiente

3. Reinstatementrequestsrelabed-to-withdrowab-forsospension pursvant- to WV Code 184-5—tafat-and
A5 dathshat-eroviewed-afteraidissiphnery senteree s have e errservedfor-the—prorpese—af
retrstating-the Briveris-EHgibHity-Gerbifienter

Legal WYV Board of Education policy 2422.2
WV Code 17B-2-3a, 17B-3-6, 18-2-5 and 18-8-11
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Book Policy Manual

Section Volume 14, No, 2 - Early Release DRAFT Z%
Title Copy of ATTENDANCE %

Code po5200

Status

Adopted August 1, 2007

Last Revised October 19, 2020

5200 - ATTENDANCE

The educational program offered by this Board of Education is predicated upen the presence of the student and requires
continuity of instruction and classroom participation, The County recognizes that a direct relationship exists between students’
daily attendance and academic performance, graduation, and good work habits in the workplace. To facilitate good attendance
this school system will maintain a positive, safe environment conducive to learning, and commit to helping students develop
responsibility, self-discipline, and other good work habits.

Definitions

Absence

Not being physically present in the school facility for any reason.

Allowable Deductions for Schools

Absences that result from school-approved curricular/co-curricular activities; failure of the bus to run/hazardous conditions;
students not in attendance due to disciplinary measures and county directed placements outside the traditional classroom
environment including but not limited to homebound placement and in-school suspension,

Attendance

For statistical purposes, attendance will be reported and aggregated to the nearest half day:

A, full-day attendance means being present at least .74 of the school day;

B. half-day attendance means being present at least .50 of the school day.

Compulsory School Age

Begins with the school year in which the sixth birthday Is reached prior to July 1 of such year or upon enrolling in
a publicly supported kindergarten program and continues to the seventeenth birthday for as long as the student
continues to be enrolled in a school system after the seventeenth birthday.

Dropout

A studentdrepeout-is-an-individuat who:

A. was enrolled in school at some time during the previous school year and was not enrolled on October 1st of the current
school year; or

B. was not enrolled on October 1st of the previous school year although expected to be in membership (i.e., was not
reported as a dropout the year before); and

C. has not graduated from high school, obtained a Test Assessing Secondary Completion (TASC) diploma, or completed a
State- or District-approved education program; and

D. does not meet any of the following exclusionary conditions:

1, transfer to another public school district, private school, registered home school, or State- or District-approved
education program;
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2. participates |n a learning pod or micro school;

3. temporary school-recognized absence due to suspension or iliness; or
4. death,
Dropout Date
The schogl day following thae student's last day of attendance.
Enrollment
A student is officlally enrolled when one (1) of the following conditions occur:
A. student was enrolled the previous year
B. student appears at school to enroll with or without a parent/guardian, or
C. student and/or parent/guardian appears at school to enroll with or without records
Excused Student Absences

A, Absences that result from school-approved curricular/co-curricular activities; failure of the bus to run/hazardous
conditions, SAT Plan, IEP or 504 Plan and other Board approved excused absences.

B. Personal illness or injury of the student.

C. Personal illness or injury of the student’s parent, guardian, custodian, or family member. The excuse must provide a
reasonable explanation for why the student’s absence was necessary and caused by the iliness or injury in the family.

D. Medical or dental appointment with written excuse from physician or dentist.

E. Documented chronic medical conditions or disability that may require multiple or regular absences, These conditions must
be documented annually with a valid physician’s note that explains the condition and anticipated impact on attendance.
The necessity for the absences must be approved and reviewed quarterly by the SAT, IEP, or 504 team.

F. Participation in homebound or hospital instruction due to an iliness or injury or other extraordinary circumstances that
warrants home or hospital confinement. In order to satisfy the requirements of West Virginia State Board of Education
policy 2510, Assuring the Quality of Education: Regulations for Education Programs, Policy 2412 - Homebound/Hospital
Instruction Program is incorporated by reference into this policy.

G. Documented disabilities consisting of any mental or physical impairments that substantially limit one or more major life
activities and are documented annually with a valid physician’s note that explains the disability and the anticipated impact
on attendance. The necessity for the absences must be approved and reviewed quarterly by the SAT, IEP or 504 team.

H. Calamity, such as a fire or floed.

I. Death in the family.

). Judicial obligation or court appearance involving the student.

K. Military requirements for students enlisted or enlisting in the military.

L. Personal or academic circumstances approved by the principal.

M. The District determines the following situations as excused absences provided that absences of students with disabilities
shall be in accordance with the Individuals with Disabilities Education Improvement Act of 2004 and the Federal and State
regulations.

1. observation or celebration of a bona fide religious holiday
2. attendance at approved religious instruction

3. leaves of educational value with the following stipulations:

a. prior approval of school administrator
https#/go.boarddocs.comvadmar/Board nsfPrivete ?opendlogind 2/9
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b. prior submission and approval of an educational plan detailing objectives and activities of leave

¢. verification of implementation of the educational plan upon student's return

d. school administrator may approve a plan not to exceed ten (10) days

e, Superintendent may approve a plan for more than ten (10) days
4. contagious parasite conditions, such as lice, shall be excused absences, not to exceed two (2) days per incident
5. iliness of a student verified by parents/guardians, not to exceed five (5) days per semester.

If the student's absences exceed two (2) days, the absences shall be unexcused unless written verification from a physician
supports a longer time period.

Absence During the School Day for Professional Appointments

Parents are to be encouraged to schedule medical, dental, legal, and other necessary appointments other than during the school
day. Since this is not always possible, when a student is to be absent for part of the day:

A, the student shall bring a signed statement from the doctor, dentist, lawyers, counselor, etc, to the effect that s/he reported
promptly for the appointment;

B. the student shall report back to school immediately after his/her appointment if school is still in session.

Attendance need not always be within Board-owned school facilities, but a student is considered to be in attendance if present at
any place where school is in session by the Board.

The Board shall consider each student assigned to a program of other guided learning experiences to be in regular attendance
for the program provided that s/he reports to such staff member s/he is assigned for guidance at the place in which s/he is
conducting study, and regularly demonstrates progress toward the objectives of the course of study. This includes approved
home/hospital instruction for medical reasons with written documentation by a licensed physician who specializes in that health
condition setting forth those extenuating circumstances requiring homebound instruction for a student deemed to be
incapacitated and unable to attend school. The Board shall provide home/hospital instruction to students who are temporarily
unable to attend classes for a period that has lasted or will last for more than three {3) consecutive weeks or more due to an
injury or for any other reason as certified by a licensed physician who specialized in that health condition. Refer to Policy 2412,
Homebound/Hospital Instruction Program.

Unexcused Absences

A student's absence will be considered as an unexcused absence if it does not meet the criteria for excused absences listed
above.

Tardy

Any student who arrives at school after the start of the school day or is late reporting to his/her assigned location during the
school day shall be considered to be tardy. A tardy may be excused or unexcused and shall be determined by the teacher.

Homeless Children and Youths

As defined in the McKinney-Vente Act means individuals wha lack a fixed, regutar, and adequate nighttime residence and
includes:

A. children and youths who are sharing the housing of other persons due to loss of housing, economic hardship, or a similar
reason; are living in motels, hotels, trailer parks, or camping grounds due to the lack of alternative adequate
accommodations; are living in emergency or transitional shelters; are abandened in hospitals;

B. children and youths who have a primary nighttime residence that is a public or private place not designed for or ordinarily
used as a regular sleeping accommodation for human beings;

C. children and youths who are living in cars, parks, public spaces, abandoned buildings, substandard housing, bus or train
stations, or similar settings;

D. migratory children who qualify as homeless because the children or youth are living in circumstances as described in the
above descriptions,

Meaningful Contact
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cradits earned annually must be in the graduation requirements in WVBE policy 2510,

School of Origin

As defined in the McKinney-Vento Act, it is the school that the child or youth attended when permanently housed or the school in
which the child or youth was last enrolled.

Transfer

Transfer is a process by which a student ends enrollment or attendance in one location and begins enrecllment or attendance in a
second location (e.g., within a county, between counties, or out of state). This can be evidenced through a transcript request or
other documentation that the student Is continuing elementary or secondary education.

Responsibilities
A. Student and Parent/Guardian/Custodian

Foremost, it is the legal responsibility of the parent, guardian, or custodian to make sure their child attends school
regularly and on time while enrolled in school. Attendance and reporting to class on time shall be required of all students
enrolled in the schools during the days and hours that the school is in session or during the attendance sessions to which
s/he has been assigned.

B. Parent/Guardian/Custodian/Adult Student

Each bullding principal shall require, from the parent, guardian, or custodian of each student of compulsory school age or
from an adult student who has been absent from school or from class for any reasons, a written statement on the day of
return of the cause for such absence. The Board reserves the right to verify such statements and to investigate the cause
of each single absence or prolonged absence.

Repeated infractions of Board policy on attendance, including repeated tardiness, may result in disciplinary actions which
may include, but are not limited to, detention, extra class time, and/or alternative class settings.

Each parent, guardian, or custodian will be responsible for fully cooperating in and completing the enroliment process by
providing: immunization documentation (W.Va. Code 16-3-4), copy of a certified birth certificate or affidavit (W.va. Code
18-2-5(c}), signed suspension and expulsion document (W.Va. Code 18-5-15), and any other documents required by
Federal, State, and/or local policies or code.

C. Board
The Board shall employ a certified County Director of Attendance as required by WV Code 18-8-3-4.

The Board shall support and require the County Attendance Director to implement and execute the duties as defined in
WV Code 18-8-4 including the requirement to serve as the liaison for homeless children and youth.

The Board shall support and require the principal of each school to implement and execute the duties as defined in WV
Code 18-8-5,

1. County Attendance Director

The County Attendance Director and his/her assistants shall diligently promote regular school attendance. They
shall ascertain reasons for absences from school of students of compulsory school age and students who remain
enrolled beyond the compulsory school age birthday, and take such steps as are, in their discretion, best
calculated to encourage the attendance of students and to impart upon the parents and guardians the importance
of attendance and the seriousness of failing to do so.

In the case of three (3) total unexcused absences of a student during a school year, the Attendance Director,
assistant, or principal shall make meaningful contact with parent, guardian, or custodian of the student to ascertain
the reasons for the unexcused absences and what measures the school may employ to assist the student in
attending and not incurring any additional unexcused absences. If the student has five (5) unexcused absences,
the Attendance Director, assistant or principal shall again make meaningful contact with parent, guardian, or
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custodian of the student to ascertain the reasons for the unexcused absences and what measures the school may
employ to assist the student in attending and not incurring any additional unexcused absences.

In the case of ten (10) total unexcused absences during the school year, the Attendance Director or assistant may
file a complaint against the parent, guardian, or custodian before a magistrate of the county. Jurisdiction to enforce
compulsory school attendance laws lies in the county in which a student resides and in the county where the school
at which the student is enrolled is located. When the county of residence and enrollment are different, an action to
enforce compulsory school attendance may be brought in either county, and the magistrates and circuit courts of
either county have concurrent jurisdiction for the trial of offenses arising under this policy, If it appears from the
complaint that there is probable cause to believe that an offense has been committed and that the accused has
committed it, a summons or a warrant for the arrest of the accused shall be issued to any officer authorized by law
to serve the summons or to arrest persons charged with offenses against the state, More than one parent,
guardian or custodian may be charged in a complaint. Initial service of the summons or warrant issued pursuant to
WV Code 18-8-4 shall be attempted within ten (10) calendar days of the receipt of the summons or warrant and
subsequent attempts shall continue until the summons or warrant is executed or until the end of the school term
during which the complaint is made, whichever is later.

When calculating unexcused absences for the purpose of making complaints against a parent, guardian, or
custodian before a magistrate, unexcused absences resulting from suspensions or expulsions from school shall not
be considered.

The magistrate court clerk or the clerk of the circuit court performing the duties of the magistrate court as
authorized in WV Code 50-1-81 shall assign the case to a magistrate within ten (10) days of execution of the
summons or warrant. The hearing shall be held within twenty (20) days of the assignment to the magistrate,
subject to lawful continuance. The magistrate shall provide to the accused at least ten (10) days advance notice of
the date, time, and place of the hearing.

When any doubt exists as to the age of a student absent from school, the Attendance Director and assistants have
the authority to require a properly attested birth certificate or an affidavit from the parent, guardian, or custodian
of the student, stating the age of the student. In the performance of their duties, the Attendance Director and
assistants have the authority to take, without warrant, any student absent from school in viclation of the provisions
of this policy and to place the student in the school, in which s/he is or should be enrolled.

All attendance directors and assistants hired for more than 200 days may be assigned other duties determined by
the Superintendent during the period in excess of 200 days. The Attendance Director is responsible, under
direction of the Superintendent, for efficiently administering school attendance in the County.

In addition to those duties directly relating to the administration of attendance, the Attendance Director and
assistant director also shall perform the following duties: 1} assist in directing the taking of the school census to
see that it is taken at the time and in the manner provided by law; 2) confer with principals and teachers on the
comparison of school census and enrollment for the detection of possible non-enrollees; 3} cooperate with existing
State and Federal agencies charged with enforcing child labor laws; 4) promote attendance in the county by
compiling data for schools and by furnishing suggestions and recommendations for publication threugh school
bulletins and the press, or in such manner as the Superintendent may direct; 5) participate in school teachers'
conferences with parents and students; 6} assist in such other ways as the Superintendent may direct for
improving school attendance: and 7) make home visits of students who have excessive, unexcused absences, as
provided above, or if requested by the chief administrator, principal, or assistant principal.

as the liaison for homeless children and youth_as defined in WV Code 18-8-4

QO Tor NOMmE .

The Attendance Director shall serve

-

1. ensure that the public notice of the educational rights of students in homeless situations is disseminated
where children and youth receive services;

2. ensure that parents or guardian are informed of educational and related opportunities available to their
children, and are provided with meaningful opportunities to participate in the education of their children;

3. ensure that parents or guardians are informed of, and assisted in accessing, all transportation services for
their children, including to the school or origin;

4. help unaccompanied youth choose and enroll in a school, after considering the youth's wishes, and provide
the youth with notice of his/her right to appeal the Board's decision;

5. immediately assist in obtaining immunizations or record of immunizations or other medical records for those
students who do not have them, and assure that students are enrolled in school while the records are being
obtained;

6. ensure that homeless children and youth are identified by school personnel and through coordination
activities with other entities and agencies;
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7. ensure that homeless children and youths enroll in, and have a full and equal opportunity to succeed in,
schools of that digtrictiecal-edusationnl-ngency;

8. ensure that homeless families, children, and youths receive educational services for which such families,
children, and youths are eligible, including Head Start and Even Start programs and preschool programs
administered by the local educational agency, and referrais to health care services, dental services, mental

health services, and other appropriate services;

9, ensure that enrollment disputes are mediated as outlined in Paragraph (3)(E} of Subtitle B of Title VII of the

McKinney-Vento Act (42 U.S.C. 11431 et seq.)

The Attendance Director shall file with the County Superintendent and County Board, at the close of each

month, a report showing activities of the school attendance office and the status of attendance in the
County at the time due to provisions in WV Code 18-8-4.

The Attendance Director shall review the terms of this policy on an annual basis for the purpose of

determining effectiveness and shall make recommendations to the Board regarding proposed amendments

to this policy when deemed appropriate.

D. Principal
The principal shall implement and execute the duties as defined in WV Code 18-8-5.

The principal shall compare school numbers with school enrollment monthly.

Unless the Attendance Director or assistant has, when an enrolled student has accumulated three (3) and five (5)

unexcused absences from attendance, the principal, shall make meaningful contact with parent, guardian, or custodian of
the student to ascertain the reasons for the unexcused absences and what measures the school may employ to assist the

student in attending and not incurring any additional unexcused absences,

It shall be the duty of the principal, administrative head, or other chief administrator of each school, whether public or

private, to make prompt reports to the County Attendance Director, or proper assistant, of all cases of unexcused
absences arising within the school which require the services of an attendance worker,

A student whose educational services are guided by an existing SAT Plan, IEP or 504 Plan may warrant special

consideration when a pattern of multiple, single or chronic absences exists. The child’s current status should be reviewed

by the SAT, IEP, or 504 team as deemed appropriate and in accordance with State and Federal laws,

Nothing in this policy is intended to limit the ability of a person having knowledge of a student’s habitual absence from school

from filing a petition with the circuit court pursuant to WV Code 49-4-704,

Principals of Operation

A. The principal or principal's designee are designated as school attendance coordinators and shall collect or cause to be

collected classroom attendance data and make appropriate referrals to the County Attendance Director.

B. Persons charged with reporting student attendance information shall provide information that reflects allowable deductions

as defined by the West Virginia Department of Education.

C. Reasonable preventive measures and consequences for student tardiness: Tardiness is considered to be disruptive
behavior by a student and is a violation of the Student Code of Conduct and shall be dealt with accordingly. The
preventive measures, outlined in a separate section of this policy, shall be observed to reduce tardiness.

D. Students may not be suspended solely for failure to attend class. Other measures of discipline may include, but are not

limited to detention, extra class time or alternative class settings.

E. All school dropouts shall be reported to the West Virginia Department of Education.

F. All students in grades 9-12, in order to obtain the full benefit from the educational programs offered, shall be scheduled in

the defined high school curriculum, college courses, career/technical programs, credit recovery, Option Pathway,
experiential learning or virtual school courses for the full instructional day for four (4} years.

G. No more than a parental excuse may be required for absences resulting from a documented chronic medical condition or

a documented disability as defined in this policy.
Process and Procedures

Parental awareness, support, and involvement are essential to a successful attendance policy. Parents are encouraged to

support the policy by sending their children to school regularly and on ime, The County recognizes the importance of the home

and school cannection and strongly encourages parents to become aware of the policies and regulations of the Board and their
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child(ren)'s scheol. Parents should become familiar with the rights and responsibilities that are contained in this policy and the
school's handbook. The attendance policy will be posted on the County’s website and readily available to the public. Parents will
be notified of the County attendance policy annually by the principal during the first week of school. Parents of students enrolling
in school after the beginning of the school term will be provided the policy upon registration.

Students will be provided the opportunity to make-up work missed as a result of an excused or unexcused absence. The make-
up work shall be completed within time equal to the number of days absent but not to exceed five (5) days.

deniah-af-bstherdriver s Heense or permitocevireth{Helertopolicy - sechionrelatingteaschpol-attendanceas e
candhiis-eoi-itensing for-privilege-of eperational-metervehiale)s

Students and parents have the right to appeal decisions regarding the implementation of this policy, Requesting an informal
conference shall be the first step in the appeal. If not satisfied after the informal appeal, a citizen's appeal may be filed in
accordance with the West Virginia Beard of Education Policy 7211.

Maintenance of Records

An accurate, up to date, daily record of attendance for every student must be maintained using the West Virginia Information
System (WVEIS).

Written procedures for notifying parents about absences, monitoring absences and notifying the County Attendance Director
must be established.

Students who are physically absent from schoo! must be documented as absent, This document may become a legal document.
Prevention and Corrective Measures
Each school shall develop and implement a system of incentives and rewards to promote school attendance and to reduce
tardiness. Parents, school staff, and students must be involved in its development. These systems or programs may consist, but
are not limited to personal and group, recognition programs, granting special privileges, free admission to school and community
events, etc. These programs shall not violate State or County policies and requlations.
The following preventive and corrective measures will be utilized:

A, assign the student to a truancy intervention program

B. provide counseling to the student

C. request or require the student's parent to attend a parental involvement program

D. take appropriate legal action

Students with a pattern of excessive absenteeism shall be referred to appropriate student assistance teams/programs {(West
Virginia Board of Education policy 2510) for appropriate interventions, Student assistant teams/programs shall periodically
review interventions to determine their effectiveness.

A. Whenever a student at least fifteen (15) but less than seventeen (17) vears of age, withdraws from school,
the attendance director or chlef administrator shall notify the Division of Motor Vehicles of the student’s
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D. For the purposes of this section and pursuant to WV Code 18-8-11, withdrawal is defined as more than ten (10)
consecutive, or fifteen (15) days total, unexcused absences during a school year_or suspension
18A-5-1a(a) and (b).s Suspension or expulsion from school or imprisonment in a jall or a West Virginia correctional
facility ts not a circumstance beyond the control of the person.-if-suspended the—WABM-may-notreinsteten
Heanoebafarethe-end ol the semesterfolevwing thabtwidek-thewitharawal-oocurred

The Superintendent shall develop administrative guidelines that:

A. establish proper procedures so the student and his/her parents are provided the opportunity to challenge the attendance

records;

B. ;
{_)_establish a school session that is in conformity with the requirements of the rules of the West Virginia Board of
Education;

C. governing'the keeping of attendance records in accordance with the rules of the West Virginia Board;

D. identify the habitual and chronic truant, investigate the cause(s) of his/her behavior, and consider modification of his/her
educational program to meet particular needs and interests;

E. provide students an opportunity toc make-up work they missed and receive credit for the work, if completed;

F. refer for evaluation any student who, due to a specifically identifiable physical or mental impairment, exceeds or may
exceed the school system's limit on excused absences to determine eligibility either under the Individuals with Disabllities
Education Act (IDEA) or Section 504 of the Rehabilitation Act of 1973, or other appropriate legislation or policy.

The Board certifies that prior to the most recent revision of this policy, input was sought from teachers, principals, the
Attendance Director, parents/guardians, and community leaders.

Revised 4/21/09
Revised 1/4/10
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Revised 8/16/10
Revised 11/11
Revised 2/12/14

© Neola 20226

Legal West Virginia Board of Education policy 2422.2
WV Code 17B-3-6

WV Code 178-2-3 and 5, 18-8-2(d), 18-8-3 and 4, 18-2-5, 18-5-15, 18A-5-1, 18-8-6, 18-8-
11

West Virginia Board of Education policy 2510
Woest Virginia Board of Education policy 4110
West Virginia Board of Education policy 4373
42 U.,5.C. 11431 et seq.
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Book Policy Manual

Section board approve 09-19-22

Title Copy of GUIDANCE AND COUNSELING
Code po2411

Status

Adopted August 1, 2007

Last Revised July 6, 2020

2411 - GUIDANCE AND COUNSELING

Ihe Comprehensive School Counseling Programs (hereinafter referred to as "CSCP")_is an integral part of the
complete educational program and aligned with the school's mission. The CSCP is a proactive, systemic
approach to assist students in acq

and intensive interventions for the most at-risk students. The CSCP is
msmmuuﬂg_euum_“_w ss identified needs pmentally and sequentially within each
programmatic level, The CSCP utilizes schog)] and community data to identify student needs related to the CSCP
and set annual prigrities allaned with the school’s strategic plan, (See Also Policy 2120 - District and School
Improvement)

The Board of Education sha provide that:

A. every student has access to a CSCP coordinated by full-time certified school counselors as defined in WV
State Board policy 5202 with appropriate and effective implementation of all components outlined in that
policy; and

B MMVMQMMHMMMM&M&MVM
for approval to the WVDE. The initial and subsequent revisions will be submitted to the West Virginia

Department of Education (WVDE) by October 1 of each school year; and
C :a_ comprehensive drop-out prevention program utilizing the expertise of school counselors and any other
appropriate resources is implemented pursuant to the requirements established in State law, (See also
Policy 5200 - Attendance).
The District Central Office shall provide that:
" A pringl professional learning opportunities and appropriate
resources to effectively implement the com pelicy 2315; and
#. each school’s CSCP aligns with the West Virginia School Counseling Model and the ap p_lisablj_mgsg

Board policles: Policy 5310, Policy 2520.19, and Polic
Central Office shall monitor the CSCP Plan dgvglgnmgng and the CSCP's implementation a; each school.

A, each student benefits from a CSCP through appropriate and effective implementation of all components
outtined in this WV Board policy 2315;

. school counselors, in collaboration with the principal, school leadership team, school counseling advisory,
council, or other stakeholders, develop an annual CSCP Plan, utilizing the West Virginia CSCP Plan
Template:

D. ichg_o.l_co_uniglg:s_au_s_up norted in the establishment and convening of the school counseling advisory

council to develop and assess the CSCP, The school counselors develop agendas and plan meetings to
inform stakeholders about the CSCP. The advisory council meets at least two thmes per year to discuss
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school data, CSCP priorities. assessment. and annual student impact goals, The school counselors analyze
and incorporate faeadback from the advisory council;

E. the CSCP utillzes student, school, and community data to identify student needs, annual CSCP goals afigned
with the school’s strategic plan, and evidence-based practices to address student needs;

F. throu mmmmﬂmm;mmﬂmmmwm
leadership team, and other stakeholders, all students are provided opportunitie hi
MWM&&&IMMMQMMM e ) and the West Virginia
College and Career-Readiness Dispgsitions and Standards for Student Success (WVCCRDSSS);

G. the CSCP includes the program delivery components; Integrated delivery of WYCCRDSSS, instruction,
appraisal, advisement, personalized student planning, counseling, consultation, collaboration, and
referrals;

H. the CSCP Plan is supported and monijtored by the principal to assure that students benefit from the
implementation of the CSCP;

1. 5_ chool counselors adhere to FERPA guidelines, ASCA Ethical Standards, confidentiality laws/guidelines,
and informed consent;

1. school counselors are evaluated by the school principal as defined in WV, State Board Policy 5310 and per

e West Virginia Professiona NOog QUNSeIo andards (WVPSCS); and

¥. the school counselor Is 8 member of the school crisis prevention and response planning team and is
Involved in developing and updating the school crigis prevention and response plan per WV Board policy.
4373,

WV State Board policy 2315, Comprehensive School Counseling Program, shall be incorporated by reference into
this policy,
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Legal WV State Code 18-5-18b

West Virginia Board of Education policy 2315
West Virginia Board of Education policy 2510
West Virginia Board of Education policy 4373
West Virginia Board of Education policy 5100
West Virginia Board of Education policy 5310
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Book Policy Manual

Section Board Approved 10-03-22
Title Copy of INDOOR AIR QUALITY
Code po8405.01

Status

Adopted August 1, 2007

8405.01 - INDOOR AIR QUALITY

The Board of Education believes that the employees and students of this District, as wa|l as visitors, are entitled
to function in an environment as free from hazards as can reasonably be provided. In this regard and in
accordance with law, the Board shall investigate ail indoor air quality complaints,
The Facilities Administrator shall be the designated District official who will be responsible for addressing any
indoor air quality complaint.
Each scheol principal or chief administrator shall form a seven (7) me ember Indoor Air Quality Investigation
Advisory Committee (IAQ Committee), with no more than two (2) members being of the same roles identified
helow:
" A principal of the school named in the complaint

B. Superintendent or designee

C. District facilities/maintenance director (may_serve as the Superintendent's designee)
D.

E. ?aculty senate member(s) of the school named in the complaint
F. school custodian(s) of the school named in the complaint
G. member(s) of the local school improvement council of the school named in the complaint

Individuals wishing to file an Indoor Air Quality {IAQ) complaint shall complete an IAQ Complaint Form found on
with the principal of the affected school and the district's degignated
official. The complainant may chack on the status of the complaint at any_time throughout the investigation.

Upon receipt of an IAQ Complaint Form, the school principal and the district's designated official shall:

A, Investigate the complaint within_one working day of the initia| filing and respond to the complainant within
five (5) working days of the inijtial filing through completion of the IAQ Investigation and Response Form
found on the WVDE's website; or

B. Investigate the complaint within one working day of the initial filing_and and dependent upen the severity
of the finding{s), immediately convene the school's IAQ Committee) and notify the complalnant in writing
that an JAQ Committee has been convened to investigate the complaint,

If the complainant is not satisfied with the principal or district designated officjal's response, the complainant
may, within five (5) working days, ask the principal or the district designated official to have the complaint to be
reviewed by the IAQ Committee as required.

Once convened, the IAQ Committee has five working days to review and respond to the complainant by way_of
the principal or designated official as to the status and corrective action plan through completion of the 1AQ
Investigation and Response Form found on the WVDE's website.
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The response may be marked preliminary in situations where the JAQ Committee is waiting to base its corrective

action plan on_sample results from a testing company. During this waiting period of not more than five additional

working_days, the principal and designated official shall ensure the safety _o.f_all_lwl!dlr.l.g_occun_nnd.!mrsgeim

MWMQMMLPNEHTMM iss written follow-up communication to the
justs the preliminary response or provides the county’s s revised corrective

asslgn.nla.m

The Board that recelves an IAQ complaint is encouraged to seek assistance fro cal, state, and federal

aumwmmmmmmmmm_an Upon request, WVDE
heating. ventllation. and alr condjtioning technicians are available to provide technical assistance in resolving

12l som g_an IAQ complaint be requested as
soon as possible upon recelpt of an IAQ complaint,

The Board will:
" A.assian a District log number for each compiaint filed with the principal and desianated official;
B. provide a corrective action plan and estimated cost for each valid complaint;
G,
D. send to_the West Virginia Department of Education Schoo] Facilities Servi ,areport on the n
IAQ complaints and the total estimated cost of correction n for all IAQ ggmp]_g_mﬁ__ggt;tered during each
quarter, The report on the number IAQ complaints is due within fifteen (15) calendar days of th
each quarter; and

E. review all corrective action plans against the District's ten-year CEEP and make any necessary
amendment(s} to the CEEP,
The Baprd-oi Education-believes-thatthe-employees-and-students-oi-this Countyras-wel-as-vishorsrare—entitied

Neola 2022
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Legal WV Board of Education Policy 6202
WV State Code 18-2-5 and 18-9E-3
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Book Policy Manual

Section Board Approved 10-03-22

Title Copy of Revised Policy - Vol. 14, No. 2 - August 2022 - DISTRICT AND SCHOOL REPORT
CARD

Code po2261.03

Status

Revised Policy - Vol. 14, No. 2 - August 2022 @ g’
2261.03 - DISTRICT AND SCHOOL REPORT CARD

Each School District that receives Title I, Part A funds must prepare and publicly disseminate a report card on the performance
and operations of the District. Report cards must be concise and presented in an understandable and uniform format that is
developed in consultation with parents and accessible to persons with disabilities and, to the extent practicable, in a language
that parents can understand. [Drafting Note: The District must make the report card meaningfully accessible to
parents and stakeholders who are limited English proficient.]

The report shail contain the information called for in accordance with State and Federal law. The report must include 1) an
overview section and 2} a detail section.

Report cards must begin with a clearly labeled overview section that is prominently displayed. The overview section of District
report cards must include information on key metrics of State, District, and school performance and progress and is intended to
help parents and other stakeholders quickly access and understand such information and provide context for the complete set of
data included in the report,

The overview section of the annual report card must include for the District as a whole and each school, if appropriate:
A. student achievement data (i.e., the number and percentage of students at each level of achievement on the State
mathematics, reading/language arts, and science assessments), including how achievement in the District compares to

State as a whole and, for each school in the District, how that school compares to the District and the State as a whole;

B. English language proficiency of English learners (i.e., the number and percentage of English learners achieving English
language proficiency as measured by the West Virginia English Language Assessment);

C. perfermance on each measure within the Academic Progress indicator used by the State for elementary scheels and
secondary schools that are not high schools;

B. high school graduation rates, including the four (4) year adjusted cohort and the extended-year adjusted cohort;
E. performance on each measure within any School Quality or Student Success indicator used by the State;

F. schoel identifying information, including student membership count and Title I participation status;

G. summative determination for each school;

H, whether the school was identified for comprehensive support and improvement or targeted support and improvement,
and the reason(s) for such identification.

The overview section must include disaggregated data for specific student subgroups as required by the United States
Department of Education {e.g., each major racial and ethnic group; children with disabilities; English learners; and economically
disadvantaged students).

Report cards must include student achievement data overall and by grade, including the percentage of students at each level of
achievement as determined by the State for all students and disaggregated by each major racial and ethnic group, gender,
disability status, migrant status, English proficiency status, status as economically disadvantaged, status as a homeless
student/youth, status as a child in foster care, and status as a student with a parent who is a member of the Armed Forces on
active duty (which includes full-time National Guard duty). Data for these subgroups must be included in the detail section of
report cards if it is net included in the overview section.

The details section of the District report card must include the remaining information required in the statute and applicable
regulations. A District need not include information in the detail section of the report if it includes such information in the
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overview section. The annual report detail section must include, if appropriate:

A.

=

=

=

0.

P,

student achievement data (i.e., the number and percentage of students at each level of achievement on the State
mathematics, reading/language arts, and science assessments), including how achievement in the District compares to
State as a whole and, for each school in the District, how that school compares to the District and the State as a whole;

. percentages of students assessed and not assessed In each subject (i.e. participation rates on required assessments);

extent alternate assessments aligned with alternate academic achievements standards were used for students with the
most significant cognitive disabilities (i.e., the number and percentage of students assessed using alternate academic
achievement standards, by grade and subject);

as applicable, number and percentage of recently arrived English learners exempted from one administration of the
reading/language arts assessments or whose results are excluded from certain State indicators;

high school graduation rates, including the four (4) year adjusted cohort, and the extended-year adjusted cobort;

. postsecondary enrollment rates for each high school;

. information collected and reported in compliance with the Civil Rights Data Collection {CRDC) under 20 U.5.C. 3413(c)

(1);

. progress toward State-designed long-term goals for academic achievement, graduation rates, and English learners

achieving English language proficiency {including measurements of interim progress);

. level of performance on each indicator included in the State accountability system including, as applicable, resuits on each

individual measure within each indicator not already included in the school overview section;

. information on educator qualifications;

information on per-pupil expenditures (i.e., actual personnel and actual non-personnel; for the District as a whole and
each school);

[Note: The District and school report cards must inciude per-student expenditures of Federal, and
State/local funds, disaggregated by source of funds; District expenditures not allocated to public schools;
and the web address to the procedures for calculation.]

. State performance on the National Assessment of Educational Progress (NAEP) - math and reading, grades 4 and 8;

description and Results of State accountability system (the District may provide the web address or URL of, or a direct link
to, a State plan or other iocation on the West Virginia Department of Education’s web-site-website to meet this
requirement);

additional information best-suited to convey the progress of each school;

[Note: District report cards must include the following NAEP data: 1) the percentage of students at each
NAEP achievement level (below basic, basic, proficient, and advanced) in the aggregate; 2) participation
rate for students with disabilities; and 3) participation rate for English learners.]

other information as reguired by the West Virginia State-Department of Education_(WVDE )»

the District shall publicly report annually online the following information:

1. District and school results of the West Virginia
link to the WVDE reporting website;

5. names of the members of each school's LSIC; and
6. pame or names of the business partner or partners of the school.

When presenting data on a report card, the District shall protect the privacy of individuals and the privacy of personally

identifiable information contained in students’ education records in accordance with the Family Educational Rights and Privacy Act

https://go.boarddocs.comwmar/Board .nsf/Private?open&logirg
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(FERPA) and Policy 8330 - Student Records.

The District’'s annual report card information must be made publicly available through such means as posting on the District’s
website and distribution to local media and public agencies. [Note: If the District does not operate a website, the District
must make the report available to the public in another manner determined by the Board.]

The Board will provide the school level overview directly to all parents in each school served by the District annuaily. [Note:
The District may send the report card overview to the parents of students enrofled in each school in the District
directly through the U.S. mail, via e-mail, or through other means such as sending the report card overview
home to parents in the child's backpack or distribute the report card during parent-teacher conferences.]

The data from the local report card is to be used by each of the schools and the District as a whole in revising and upgrading
school and District improvement plans.

West Virginia Board of Education policy 2322
20 U.5.C. 6311

34 C.FR. part 200 et seq.
wv 18-2E-4

© Neola2020.2022

Legal West Virginia Board of Education policy 2322
20 U.S.C. 6311
34 C.FR. part 200 et seq.
WV Code 18-2E-4
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Book Policy Manual

Section Board Approved 10-03-22
Title Copy of ORIENTATION
Code po0142.3

Status

Adopted August 1, 2007

Last Revised March 16, 2015

0142.3 - ORIENTATION

The Board of Education believes that the preparation of each Board member for the performance of Board duties is essential to
the effectiveness of the Board’s functioning. The Board shall encourage each new Board member to understand the functions of
the Board, acquire knowledge of matters related to the operation of the schools, and learn Board procedures. Accordingly, each
new Board member, no later than his/her first regular meeting as a Board member, shall receive for use during his/her term on
the Board:

A. a copy of the Board policy manual;

B. the current budget statement, audit report, and related fiscal materials;

C. a copy of the School Laws of West Virginia.
Each new Board member shall be invited to meet with the Board President, Superintendent, Treasurer, and/or other department
heads as warranted to discuss Board functions, policies and procedures.

New Board members shall be invited to attend all meetings of the Board until they take office.
A. State Mandated Orientation

A person elected to a county board of education must attend and complete a course of orientation relating to
boardsmanship and governance effectiveness which shall be given between the date of election and the beginning of the
member’s term of office, Provided, that a pertion or portions of the orientation may be given after the member has taken
office and so long as part of the orientation was provided to the member prior to his/her taking office, the requirements
set forth in 18-5-1a(e) shall have been met. Members appointed to the board shall complete the next such course offered
following their appointment,

B, State Mandated Annual Training

Board members shall annually receive seven (7) clock hours of training in boardsmanship and governance effectiveness,
and school performance issues including, but not limited to, pertinent State and Federal statutes such as the "Process for
Improving Education” set forth in WV Code 18-2E-5 and the "No Child Left Behind Act” and their respective administrative
rules. The orientation and training shall be approved by the State Board of Education and conducted by the West Virginia
School Beard Association or other organization(s) approved by the State Board. A Board member serving in the final year
of his/her term shall satisfy the annual training requirement by January 1.

C. Failure to Attend and Complete State Mandated Orientation/Training

The State Board of Education is required to petition the Circuit Court of Kanawha County to remove any county board
member who has failed to or refuses to attend and complete the approved course of orientation and training in Section
0142.31 and 0142.32. If the county board member fails to show good cause for not attending, the court shail remove the
member from office. WV Code 18-5-1a(g). The State Board of Education shall appoint a committee named the "County
Board Member Training Standards Review Committee” whose members shall meet at least annually. Subject to State
Board approval, the committee shall determine which particular trainings and training organizations shall be approved and
whether County Board members have satisfied the annual training requirement. WV Code 18-5-1a(h) Failure to attend
and complete the approved course of orientation and training relating to boardsmanship and governance effectiveness
without good cause constitutes neglect of duty under WV Code 6-6-7, "Good Cause" means any of the following that
prevents the member from attending: {1) an incapacitating physical or mental condition of the member, (2) a death in the
immediate family (spouse, children, parents or any other relative who resides in the member’s household and is a
dependent of the member), (3) an accident or illness in the immediate family which requires the member’s presence, or
(4) any other cause which is beyond the control of the member,

hitps.:ffgo.boarddecs.comfwmimar/Board.nsf/Private?open&loging 12



B8/29/22,7:29 PM BoardDocs® PL

lgn policy 2322
WV ggde 18__?_(5 -1a(d), (e). (f), (9)
WV Code 18-2E-5

WV Code g-s
© Neola 2022

Revised 4/21/09
Revised 3/1/10

hittps /g o.boarddocs.comwvimar/Board.nsPrivate?opendloging



8/28/22,7.33 PM BoardDocs® PL

Book Policy Manual 5-0/7

Section Board Approved 10-03-22

Title Copy of MEETING STATE ACCOUNTABILITY MEASURES
Code po2114

Status

Adopted August 1, 2007

Last Revised November 2, 2020

2114 - MEETING STATE ACCOUNTABILITY MEASURES

The West Virginia Board of Education establishes a comprehensive system of measurements that defines school-specific
expectations for continuous improvement using academic achievement, academic progress, cohort graduation rates, progress
toward English language proficiency (ELP), and student success (attendance, behavior, and college/career credit earning)
indicators to guide and focus improvement and technical assistance, The West Virginia Accountability System meets aH-ofthe
requirements of the Elementary and Secondary Education Act (ESSA) of 2015,

Through the West Virginia Accountability System [WVAS], schools earn performance level designations for each individual
indicator measure identified above. The WVBE shall establish cut scores for the school perfermance level designations for each
indicator. School performance level designations will be presented in a balanced scorecard representing performance on each
individual indicator, The performance levels are:

A. Exceeds Standards. Schools with distinctive student performance on a specific WVAS indicator measure.
B. Meets Standards. Schools with acceptable student performance on a specific WVAS indicator measure.

C. Partially Meets Standards. Schools with student performance approaching the acceptable standard on a specific WVAS
indicator measure.

D. Does Not Meet Standards. Schools with unacceptable student performance on a specific WVAS indicator measure,

To ensure District provides a thorough and efficient education for its students, the WVBE shall annually

review information submitted for the District from the West Virginia Department of Education 8ffice-of-Districtand-School
Advancement, District status shall be reviewed and determined based on multiple measures of student performance and
District operational efficiency. The District's performance under any given indicator, designated as meeting requirements or
needing assistance, is the result of an evaluation of records, reports, and other documents regarding the quality of education
and compliance with statutes, policies, and State-approved standards under each efficiency indicator.

It is the intent of the Board of Education to annually attain the performance status of "Meets Standards” for the District and attain
"Exceeds Standards; status for designaticn for each scheol.

The Superintendent shall develop a plan annually that outlines the steps the District and each eligible school building need(s) to
take if at least the required percentage of students is to meet or exceed the performance levels established by the WV Board of
Education for each of the performance indicators. S/He shall also estimate the additional resources that will or may be necessary
to be able to implement the annual plan and the annuai cost to the District to provide such resources. These estimated costs
shall then be incorporated into the budget proposals submitted to the Board each year and identified as such.

Maintaining the performance level "Meets Standards” for the District and a designation of "Exceeds Standards" for each school
will require both the understanding and support of parents and the community at large. Thus, it will be necessary to establish
and maintain a8 communications program to the community to keep them informed of the current status of the County and each
school and the resources that are needed to continue to become a "Meet Standards County and "Exceeds Standards" school. The
County shall publicly report their County and school results in an online format.

Revised 1/4/10
Revised 6/21/11
Revised 7/6/20

© Neola 20222020
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Book Policy Manual

Section Board Approved 10-03-22

Title Copy of Revised Policy - Vol. 14 |, No. 2 - August 2022 - WEAPONS
Code pol6l7?

Status

Revised Policy - Vol. 14, No. 2 - August 2022 .

1617 - WEAPONS

The Board of Education hereby finds that the safety and welfare of the citizens of this District are inextricably dependent upon
assurances of safety for children attending, and the persons employed by, schools in this District.

The Board prohibits professicnal personnel members from possessing or carrying or causing the possession or carrying of any
firearm or other deadly weapon in any setting that is under the controf and supervision of the Board including, but not limited to,
property leased, owned, or contracted for by the Board, the site of any school-sponsored event, or in a Board-owned vehicle,
including a school bus, unless such person is a law_-enforcement officer acting in his/her official capacity or sfhe has the express
written permission of the Board or Principal to conduct programs with valid educational purposes. Any professional employee
who violates this policy shall be subject to disciplinary action, up to and including termination.

This prohibition does not apply to an individual twenty-one (21) or older who has a valid concealed handgun permit and
possesses a concealed firearm while in a motor vehicle in a public school’s parking lot, traffic circle, or other area of vehicular
ingress or egress so long as the firearm is out of view from individuals outside the vehicle.

Further, this prohibition does not apply to an individual twenty-one (21) or older who has a valid conceated handgun permit and
posses an unloaded firearm in a locked vehicle or locked firearm case, that is on any part of school grounds used as a parking
facility provided, however that the handgun case or rack is not visible to those passing by the vehicle (i.e., the case is in the
vehicle trunk, glove box or other interior compartment, or in another locked container securely fixed to the vehicle.)

The term "deadly weapon” means an instrument which is designed to be used to produce serious bodily injury or death or is
readily adaptable to such use. The term "deadly weapon" shall include, but not be limited to the following:

A. "Blackjack” means a short bludgeon consisting, at the striking end, of an encased piece of lead or some other heavy
substance and, at the handle end, a strap or springy shaft which increases the force of im pact when a person or object is
struck. The term "blackjack” shall include, but not be limited to, a billy club, sand club, sandbag or slapjack.

B. "Gravity knife” means any knife that has a blade released from the handle by the force of gravity or the application of
centrifugal force and when so released is locked in place by means of a button, spring, lever or other locking or catching
device.

C. "Knife" means an instrument, intended to be used or readily adaptable to be used as a weapon, consisting of a sharp-
edged or sharp-pointed blade, usually made of steel, attached to a handle which is capable of inflicting cutting, stabbing
or tearing wounds. The term "knife" shall include, but not be limited to, any dagger, dirk, poniard or stiletto, with a blade
over three and one-half (3 1/2) inches in length, any switchblade knife or gravity knife and any other instrument capable
of inflicting cutting, stabbing or tearing wounds. A pocket knife with a blade three and one-haif (3 1/2) inches or less in
length, a hunting or fishing knife carried for hunting, fishing, sports or other recreational uses, or a knife designed for use
as a tool or household implement shall not be included within the term "knife" as defined herein unless such knife is
knowingly used or intended to be used to produce serious bodily injury or death.

D. "Switchbiade knife" means any knife having a spring-cperated blade which opens automatically upan pressure being
applied to a button, catch or other releasing device in its handle.

E. "Nunchaku” means a flailing instrument consisting of two (2) or more rigid parts, connected by a chain, cable, rope or
other nonrigid, flexible or springy material, constructed in such a manner as to allow the rigid parts to swing freely so that
one (1) rigid part may be used as a handle and the other rigid part may be used as the striking end.

F. "Metallic or false knuckles" means a set of finger rings attached to a transverse piece to be worn over the front of the
hand for use as a weapon and constructed in such a manner that, when striking another person with the fist or closed
hand, considerable physical damage may be inflicted upon the person struck. The terms "metallic or false knuckles” shafi
include any such instrument without reference to the metal or ather substance or substances from which the metallic or
false knuckles are made.

hitps://g 0.boar ddocs . comwvmar/Board.nsf/Private?opendlogind 13
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G. "Pistol” means a short firearm having a chamber which is integral with the barrel, designed to be aimed and fired by the
use of a single hand.

H. "Revolver" means a short firearm having a cylinder of several chambers that are brought successively into line with the
barrel to be discharged, designed to be aimed and fired by the use of a single hand.

I. "Pepper Spray" means a temporarily disabling aerosol that is composed partly of capsicum oleoresin and causes
irritation, blinding of the eyes, and inflammation of the nose, throat, and skin that is intended for self-defense use.

J. Other deadly weapons of like-kind or character above which may be easily concealed on or about the persaon,

K. Explosive, chernical, biological and radiological materials.
The term "deadly weapon" does not include any item or material owned by the schoo! or Board, intended for curricular use,
and used by the student at the time of the alleged offense solely for curricular purposes. The term “deadly weapon" does not
include pepper spray as defined above when used by any person over the age of sixteen (16) solely for self-defense purposes.
"Concealed” means hidden from ordinary observation so as to prevent disclosure or recognition. A deadly weapon is concealed
when it is carried on or about the person in such a manner that another person in the ordinary course of events would not be
placed on notice that the deadly weapon was being carried.
"Firearm" means any weapon which will expel a projectile by action of an explosion,
Ihe Principal or, if the violation does not occur within his/her jurisdiction, the administrator with authority, shall report any
violation of this policy to the appropriate local office of the State Police, county sheriff, or municipat police agency and the State
Superintendent of Schools as soon as possible after the viclation occurs, and to the Superintendent immediately. Any
professional employee who viclates this policy will be subject to disciplinary action, up to and including termination, as permitted
by applicable Board policy.
Exceptions to this policy include:

A. a law enforcement officer employed by a Federal, State, county, or municipal law enforcement agency;

B. any probation officer in the performance of his/her duties;

C. any home confinement supervisor employed by a county commission pursuant to State law in the
performance of his/her duties;

D. a State parole officer appeointed pursuant to State law while in performance of his/her official duties;
E. a retired law enforcement officer who meets all the requirements to carry a firearm as a qualified retired

aw enforce t office the L emen afety Act of 2004, and carries that firearm in
a concealed manner, and has on his/her ff tificat r th t ;

F. a_person other than a student of a primary and secondary facility, specifically authorized by the Board of
Education or principal of the school where the property is located to conduct programs with valid
educational purposes; (working firearms and ammunition shall never be approved)

G. a person who, as otherwise permitted, possesses an ynloaded firearm or deadly_weapon in a motor vehicle
or leaves an unloaded firearm or deadly weapon In a locked motor vehicle;

H. pregrams or raffles conducted with the approval of the Board of Education or school which include the
display of unlgaded firearms, i i m fir firj
ne d & : afis g b g 1d by a member of the West

1 RE-ARLE-JEE LI " | M TNEg = Li-
Virginia State Police to ensure that it is safe;

[. the official mascot of West Virginia University, commonly known as "The Mountaineer", acting_in his/her
official capacitv:

]. the official mascot of Parkershurg South High School, commonly known as the Patriot, acting_in his/her
efficial capacity;

K. any person, twenty-one (21) vears old or older, who has a yalid concealed handgun permit;

That person may possess a concealed handgun while in a motor vehicle in a parking_lot, traffic circle, or

other areas of vehicular ingress or egress to a school provided that when s/he is occupying the vehicle,

the person stores the handgun out of view from persons outside the vehicle; or when s/he is not ogcupying

the vehicle, the person stores the handgun out of view from persons outside the vehicle, the vehicle Is
locked, and the handgun is in a glove box or other interior compartment, or in a Jocked trunk, or in_a
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mmmv_ﬂummmm&
L. Ristols, incapable of expelling_a projectile by the action of an explosion, when used In

appropriate sporting_events.
1.

Professional employees shall report any information concerning weapons and/or threats of violence by students, other
employees, or visitors to the . Failure to report such information may subject the employee to disciplinary action, up

to and including termination.
Iﬂn}\u\’gﬂ' S‘J\(“W
© Neola-26268_2022

Legal 18 U.S.C.922
WV Code 61-7-2
WV Code 61-7-11
WV Code 61-7-112
WV Code 61-7-14
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