REGIONAL SCHOOL UNIT 19
BOARD OF DIRECTORS’ MEETING
****TUESDAY, APRIL 14, 2020***

VIRTUAL MEETING 6:30 PM
https://zoom.us/j/324933793?pwd=ZVZ6L2luejBGZisrK1hieldBS0ppZz09
I.

II.
III.

Opening of Meeting
A. Flag Salute
B. Adjustments to Agenda
C. Approval of Minutes of March 24, 2020

*Action

Public Comment
Reading of Communications
A. Administrative Communications
B. Superintendent/Board Communications

IV. Reports
A. Superintendent
B. Board Chair
V.

Report of Special Committees
A. Budget/Finance Committee
March 30 & April 6, 2020
B. Building Committee
April 8, 2020
C. Education Committee
April 7, 2020
D. Policy Committee
March 31, 2020
First Reading of Policies
*Action
1. JLCDB
Administration of Naloxone
Second Reading of Policies
*Action
1. ACAD
Hazing
2. ADA-E
Mission & Vision
3. BEDH
Public Participation at Board Meetings/Committee Meetings
4. DJ
Bidding/Purchasing Requirements
5. DJH
Purchasing and Contracting: Procurement Staff Code of Conduct
6. DJ-R
Federal Procurement Manual
7. GBJ
Personnel Records and Files
8. GCG
Long Term Substitute Compensation Policy Classroom Teacher Only
9. IHBB
Gifted and Talented Education
Pandemic Plan
*Action
The Board Chair requests the formation of an Ad Hoc Pandemic Committee
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E.
F.
G.
H.
I.
VI.

Transportation Committee
Tri-County Vocational Meeting
Negotiations Committee
Extra-Curricular Ad Hoc Committee
Resource Officer Ad Hoc Committee

No Meeting
No Meeting

Old Business - None

VII. New Business
A. Continuity of Education Plans
B. Election of Superintendent
C. Extra Curricular Spring Stipends
D. Staff Resignations - None
E. Staff Nominations - None
F. Staff Appointments - None
G. Staff Transfers - None
VIII.

Future Agenda Items

IX.

Next Meeting Dates

X.

*Action
*Action
*Action

Adjournment

A.D.A. NOTICE: If you have a special need that must be met to allow you to fully participate in this
meeting, please contact the Office of the Superintendent at least two (2) days prior to this meeting.
IF the district is closed for weather or other issues, the Board meeting will be on the next regularly
scheduled meeting date.
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Regional School Unit 19
Board of Directors’ Minutes (Virtual Meeting)
March 24, 2020
6:30 PM
MEMBERS PRESENT: Corinna Caron, Celia Demos, Christopher Easton, Mark Guzzi, Mark
Hansen, Kenneth Kealiher, Joshua Kezer, Stacy Lasselle, William MacDonald, Robin McNeil,
Veronica Nicholson, Ryan Parker, Kenneth Sands, Jason Sholten, Chad Stratton, Jennifer Watson,
Leland Youngberg
MEMBERS ABSENT: Excused: Charles Cossar
Unexcused: Paul Carter
TOTAL MEMBERS PRESENT: 900
TOTAL MEMBERS ABSENT: 98
OTHERS PRESENT: District Staff and Members of the Community
NOTE: All votes recorded by roll call
I.

Opening of Meeting
A. Flag Salute was rendered.
B. Adjustments to Agenda - None
C. Approval of Board Minutes
A motion was made by Robin McNeil to accept the Board Meeting Minutes from
January 21, 2020, seconded by Leland Youngberg and voted unanimously.
A motion was made by Robin McNeil to accept the Special Board Meeting Minutes
from January 28, 2020, seconded by Bill McDonald, and voted unanimously.
A motion was made by Robin McNeil to accept the Emergency Board Meeting
Minutes from March 16, 2020, seconded by Ken Sands, and voted unanimously.

II.

Public Comment - None

III.

Reading of Communications
A. Administrative Communications - Mary Nadeau - Nokomis - People are expressing
appreciation for staff. Students are missing the connection to kids and staff. Ellen
Surprenant - Somerset Elementary - Parents are appreciative. Trying to determine
whether students have access to the internet. Jane Stork - EDS - Parents are
appreciative. Students, parents, and staff are overwhelmed, especially if they have
students in multiple grades. Angela Brown - NRMS - Homeroom teachers are acting
as point people for the students in their homerooms. Overall positive feedback. Laura
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Donahue - Sebasticook Valley Elementary School - Positive communication from
parents, very heartfelt. Voicemail going right to Laura and Frannie. Liz Mares - SPED
- Teachers are coordinating with Regular Ed teachers. Communication Logs are
working. IEP meetings are happening virtually. Parents are positive and
understanding. Lori Marrow - Curriculum - Meeting with Kelli and the Lit Coaches.
Working towards what remote learning will look like and what will happen towards
the end of April. Title Staff will be paid as long as they are working with other
teachers. Suzanne Nowinski - Adult Ed - Catalog went out about the same time as
closure. Teachers using Google Classroom and Meet to keep in touch with students.
All voicemail going to Suzanne’s phone.
B. Superintendent/Board Communication - Mr. Hammer - Continue to prepare for
COVID19. Overall, parents are happy with what is happening.
IV.

Reports
A. Superintendent
Mr. Hammer - Determining what to do with education and keeping the busses rolling
for food. Listening to the Governor and CDC. Supporting Tech Staff and
Administration.
B. Board Chair
Mr. Easton - Following Governor and DOE. Staying in contact with Mr. Hammer to
plan ahead. Trying to figure out which online conference call method is the best for
meetings.

V.

Report of Special Committees
A. Budget/Finance Committee
February 11, March 2, 10 & 16, 2020
Communication presented
B. Building Committee
February 12, 2020
Communication presented
C. Education Committee
March 3, 2020
Communication presented
D. Policy Committee
January 28 & February 25, 2020
First Reading of Policies
1. ACAD
Hazing
2. ADA-E
Mission & Vision
3. BEDH
Public Participation at Board Meetings/Committee Meetings
4. DJ
Bidding/Purchasing Requirements
5. DJH
Purchasing and Contracting: Procurement Staff Code of Conduct
6. DJ-R
Federal Procurement Manual
7. GBJ
Personnel Records and Files
8. GCG
Long Term Substitute Compensation Policy Classroom Teacher Only
9. IHBB
Gifted and Talented Education
A motion was made by Robin McNeil to approve the first reading of the above
policies, seconded by Jason Scholten, and voted unanimously.
Second Reading of Policies - None
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E. Transportation Committee
F. Tri-County Vocational Meeting
G. Negotiations Committee
H. Extra-Curricular Ad Hoc Committee
I. School Resource Officer Ad Hoc Committee

No meeting
No Meeting
January 15, 29 & February 13, 2020
No meeting
No meeting

VI.

Old Business - None

VII.

New Business
A. Tri-County Early Childhood Program
A motion was made by Jason Scholten to enter into an agreement with Tri-County for
an Early Childhood Program, seconded by Ken Sands, and voted unanimously.
B. Bus Drivers Association Comprehensive Contract
A motion was made by Corinna Caron to approve the Bus Drivers Contract for the
period July 1, 2020, to June 30, 2022, seconded by Robin McNeil, and voted 14 for
and 2 against (Ryan Parker and Leland Youngberg). Motion passed.
C. Coronavirus Disease (COVID-19) Update
Mr. Hammer stated that teachers were going to virtual Teacher Meetings. 40 Hot Spots
are available for teachers and students who do not have access to the internet. The
buildings are empty except for custodial staff, workers at the new building, and unless
an administrator is called and permission is given to enter the building. Food is being
made at the Nokomis Kitchen, following recommendations from the Governor and
CDC. The next step will be reaching out to the towns to keep them informed.
Administration is balancing instruction and well-being of staff while understanding that
students will not get the same remote learning experience because of different
circumstances.
Mark Guzzi - At his point, hindsight is not our friend. This is an historic event. Closing
schools is a dramatic shift in the US. This is a grassroots movement, school closure,
voting to close gave us the opportunity to be part of flattening the curve. Our school
system is going to be part of controlling this virus over the next 12 - 18 months.
Chris Easton- Take every opportunity to be vigilant. We are going into uncharted
territory as we rewrite the plan. No idea what that will look like 6 months from now.
D. Superintendent’s Evaluation
A motion was made by Ken Sands to approve the Superintendent’s Evaluation results,
seconded by Jason Scholten, and voted unanimously.
E. Staff Resignations - Mr. Hammer had letters available
1. Heather Austin
Sped Teacher
SEBVES
2. Brittany McAllister Ed Tech II SPED
NRMS
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3.
4.
5.
6.

Debbie Fletcher
Deborah Richardson
Misty Grace
Reuben York

Cook
NRH/MS
Career & Educational Development
Cook
NRH/MS
Custodian
SEBVES

NRH

F. Staff Nominations - None
G. Staff Appointments - Informational - Hire Sheets were available to the Board.
1. Megan Daigle
Ed Tech II SPED
NRMS
2. Jamie Cross
Ed Tech I SPED
SOM
3. Marie Waltman
Van Driver
TRANS
4. Karen McNerney
Administrative Ast. SPED
5. Conner Lambert
Custodian
NRH/MS
6. Jonathan Pennoch
Custodian
NRH/MS
H. Staff Transfers - Informational
The Board was informed of the following staff transfer:
1. Jillian Grove, Ed Tech II SPED, transferred from SOM to NRH.
VIII.

Future Agenda Items
Need/desirability for an AD HOC Committee for COVID19
EDS Water Situation

IX.

Next Meeting Dates
The next Board meeting is scheduled for April 14, 2020 (the second Tuesday).
The next Policy meeting tentatively scheduled for March 31.

X.

Adjournment
The meeting was adjourned at 8:22 PM.
Respectfully submitted,
Mike Hammer
Secretary to the Board
Note Taker: Darcey LaPrade
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Finance/Budget Committee Minutes
March 30, 2020
Virtual Meeting (Zoom) 6:30 PM

Members Present: Bill MacDonald, Robin McNeil, Corinna Caron, Ryan Parker, Mark
Guzzi, Leland Youngberg, Veronica Nicholson
Members Absent:  St. Albans Vacancy
Others Present:

I.

II.

Mike Hammer, Joe Chadbourne, Chris Easton, Licia Goodridge,
David Leighton, Stacy Lesselle, Chad Stratton, Kenneth Kealiher,
Suzanne Nowinski, Josh Grant, Evelyn Curtis

Public Comment - None

Budget Review
A. Maintenance
The proposed maintenance budget has an increase of $95,000. The Building
Committee has not seen the detail of the budget and will be meeting next week
to week to go over the details. Areas of increase were repairs, professional
services, snow removal and electricity. Savings were realized with heating cost
and garbage removal.
 urses
N
The proposed budget for Nurses was down by $8,000. Primary reason for the
decrease was a nurse not needing health insurance coverage. Plan for 2021 is
to maintain a nurse in each of the District's 4 buildings.
School Nutrition
School Nutrition will be requesting $80,000 of local funding the same as the
current budget. Reimbursable meals may be lower next year based on the
number of families qualifying for free and reduced meals at EDS and SVES.
This also reduces funding we receive through the Fresh Fruit and Vegetable
program. Now that food services for the HS/MS have established themselves
in the new building, it has created the need for a Dishwasher position which has
been added to the budget. Mr. Leighton discussed how successful the

breakfast/lunch programs have been during the school closure and
commended all the staff that are working to make this possible.
Adult Education
Adult Education is requesting the same amount of funding as last year,
$130,000. Ms. Nowinski described the programming being offered and the
challenges they are facing with the school closure. Proposed programming for
the upcoming year is consistent with this year. Ms. Nowinski has received
funding from an Adult Education and Family Literacy Act (AEFLA) grant to
provide additional college and career pathway opportunities.

III.

 ther -Joe stated we should have the District's health insurance rate increase for
O
next year by the end of the week. Joe and Mike will work to create a list of potential
reductions to bring to the Committee.

IV.

 djournment
A
The meeting was adjourned at 7:40 pm.

Respectfully submitted,

Joe Chadbourne, Business Manager

Finance/Budget Committee Minutes
April 06, 2020
Virtual Meeting (Zoom) 6:30 PM

Members Present: Bill MacDonald, Robin McNeil, Corinna Caron, Ryan Parker, Mark
Guzzi, Leland Youngberg, Veronica Nicholson
Members Absent:  St. Albans Vacancy
Others Present:

I.

II.

III.

IV.

Mike Hammer, Joe Chadbourne, Chris Easton, Kenneth Kealiher,
Liz Mares, Lori Merrow, Ellen Surprenant, Suzanne Nowinski,
Josh Grant

Public Comment - None

Budget Review - Joe presented slides showing current budget rollup, potential
reductions and fund balance uses along with the current fund balance position.
Discussion took place around the current economic conditions and the impact on
the state through reduced sales and income taxes being collected and impacts on
our local communities. A general discussion took place as to what will be an
acceptable increase given the current economic climate. The Committee agreed
that the budget should not show an increase to the towns of more than 2% over last
year. Joe shared that the health insurance increase for the upcoming year will be
3% less than the 7% projected. The Committee accepted this reduction in cost
along with not creating three new ED Tech Security Officer positions at the
elementary schools and reductions in transportation supplies and professional
credits. Joe and Mike will review for additional reductions to bring to the
Committee’s next meeting. The Committee agreed to use fund balance to offset
local revenue by the same amount as last year and will review additional uses of
fund balance.

Other -None
Adjournment

The meeting was adjourned at 7:30 pm.

Respectfully submitted,

Joe Chadbourne, Business Manager

Policy Committee Virtual Meeting Minutes
March 31, 2020
6:30 PM

Members Present:

Robin McNeil, Celia Demos, Christopher Easton, Kenneth
Kealiher, Veronica Nicholson, Ken Sands, Leland Youngberg

Members Excused:
Members Absent:

None
St. Albans Vacancy

Others Present:

Mike Hammer, Mark Guzzi, Maxine Pare, Lori Merrow, Mary
Nadeau, Ellen Surprenant, Laura Donahue, Scott Finnemore,
Josh Grant, Suzanne Nowinski, Dean Cray, Evelyn Curtis

I.Public Comment - None

II.

Policies
A.
Policy Review
1. IKF
Graduation Requirements
Mary reported that she and Mike had reviewed the policy and felt that
we were in good shape due to the work done in 2016 when it was
revised. There are some updates that should be made at a later date,
but the existing language does not affect us now. She commended
staff for their work to ensure that the graduation requirements were
being met for seniors and to help alleviate their fears of graduating.
B.

New Policies
1. JLCDB
Administration of Naloxone in Schools
The language changes suggested by the Nurses were accepted and
this policy is ready to be presented to the Board.
2. JLCDB-R
Naloxone Administration Protocol
After discussion, the Committee agreed that the protocol needs some
revisions and will be returned to the Committee.

III.

Pandemic Plan
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The Committee determined there was a need for a Pandemic Ad Hoc as a subgroup of the Policy Committee.

IV.

Other

V.

Adjournment
The meeting was adjourned at 7:20 pm.

Respectfully submitted,

Mike Hammer
Superintendent of Schools

2

FIRST
READING
OF
POLICIES

CODE: JLCDB

ADMINISTRATION OF NALOXONE IN SCHOOLS
The RSU 19 Board is committed to preventing opioid-related deaths on school premises.
Naloxone, commonly known as Narcan or Evzio, is a medication that can reverse an overdose
that is caused by an opioid drug. When administered during an overdose, naloxone blocks the
effects of opioids on the brain and respiratory system in order to prevent death. Naloxone has no
potential for abuse and is a non-narcotic and non-addiction prescription medication.
It is the policy of RSU19 that naloxone be available in all District schools for administration to
any person in the event of a suspected opioid overdose in the school setting.
Authorization
The Superintendent or designee shall be responsible for obtaining a standing order from the
RSU’s school physician/school health advisor to unable the school unit to acquire, store and
administer naloxone in compliance with this policy. The original standing order shall be
maintained in the Superintendent’s office, with a copy kept in the Nurse’s office in each of the
District’s schools.
Procurement
The Superintendent or designee will be responsible for procurement of naloxone.
Training
RSU 19 will provide training in the use of naloxone to all school employees.
Before any school employee may administer naloxone, s/he must have completed a training
program on recognizing suspected overdose, the protocol for responding to a suspected overdose
and administration of naloxone, and follow-up reporting requirements.
Any licensed healthcare professional working within the school may carry and administer
naloxone on school property with a standing order from the school health advisor.
Any unlicensed staff member who has been trained in the administration of naloxone may
administer naloxone to any person on school property.
Administration
Staff members trained in accordance with this policy are expected to make every reasonable
effort to revive the victim of any apparent opioid overdose following the protocols established in
the naloxone training for school employees:
• Call 9-1-1 to notify EMS and law enforcement
• Administer rescue breathing
1st Reading
Adopted:

1

• Prepare and administer naloxone
• May repeat dose as necessary per standing order

CODE: JLCDB

Note: MRSA 4009 provides immunity for non-licensed school personnel who
render first aid, emergency treatment or rescue assistance to a student during a
school program.
Storage
Naloxone will be clearly marked and stored in an unlocked storage cabinet in the School Nurse’s
office and/or other designated area. The School Nurse will ensure that all staff are aware of the
Naloxone storage location.
Naloxone will be stored in accordance with the manufacturer’s instructions to avoid extreme
cold, heat and direct sunlight.
Post Administration Follow-Up
Following administration of naloxone, the person administering naloxone will follow the
District’s procedure for reporting incidents to the Building Principal.
The School Nurse will is able to provide substance abuse prevention resources to the overdose
victim and family, as appropriate.
The Building Principal will notify the Superintendent of the incident.
Limitation
Although the Board authorizes the acquisition of naloxone, it cannot and does not guarantee that
a person trained in its use will be available at any particular school site at all time or at any
school-sponsored event
Legal Reference:

1st Reading
Adopted:

Governor’s Executive Order No. 2, An Order to Implement Immediate
Responses to Maine’s Opioid Epidemic, February 6, 2019
20-A MRSA 4009

2

SECOND
READING
OF
POLICIES

CODE: JICFA ACAD
HAZING
Maine statute defines injurious hazing as “any action or situation, including harassing
behavior that recklessly or intentionally endangers the mental or physical health of any
school personnel or a student enrolled in a public school, including any willing or
unwilling group initiation or membership activity that humiliates, degrades, abuses, or
endangers the student”.
Injurious hazing activities of any type, either on or off school property, by any student,
staff member, group or organization affiliated with this school unit, are inconsistent with
the educational process and shall be prohibited at all times.
Hazing is a behavior that targets another due to a real or perceived difference in status
and includes any humiliating, degrading, abusive or endangering activity expected of a
student as a condition of joining or maintaining membership in a group, regardless of
whether the student is willing to participate in the activity or not. Forms of hazing have
been used as initiation to certain clubs, organizations or activities. Actions that involve
harassment and/or violence are prohibited. These include behaviors that cause emotional
anguish or physical discomfort in order to feel like part of the group, and behaviors that
have the potential to cause physical and/or emotional or psychological harm.
“Acts of intimidation” include extortion, menacing, direct or indirect threats of violence,
incidents of violence, bullying, statements or taunting of a malicious and/or derogatory
nature that recklessly or intentionally endanger the mental or physical health of another
person, and property damage or theft.
No administrator, faculty member, or other employee of the school unit shall encourage,
permit, condone, or tolerate injurious hazing activities. No student, including leaders of
students’ organizations, shall plan, encourage, or engage in injurious hazing activities.
Students who violate this policy may be subject to disciplinary action which may include
suspension, expulsion, or other appropriate measures. Administrators, professional staff,
and all other employees who violate this policy may be subject to disciplinary action up
to and including dismissal. Principals may suspend and/or recommend expulsion of
students who violate this policy based upon the facts of each case and in accordance with
applicable state and federal laws.
In the case of an organization affiliated with this school unit that authorizes hazing,
penalties may include rescission of permission for that organization to operate on school
property or to receive any other benefit of affiliation with the school unit.

First Reading: 02/21/17
Adopted:
03/21/17; Revised:

1

CODE: JICFA ACAD
Persons not associated with this school unit who fail to abide by this policy may be
subject to ejection from school property and/or other measures as may be available under
the law.
These penalties shall be in addition to any civil or criminal penalties to which the violator
or organization may be subject.
The Superintendent/designee shall be responsible for administering this policy. In the
event that an individual or organization disagrees with an action—or lack of action—on
the part of the Superintendent/designee as he/she carries out the provisions of this policy,
that individual or organization may appeal to the Board. The ruling of the Board with
respect to the provisions of this policy shall be final.
This right to appeal does not apply to student suspensions of 10 days or less or to matters
submitted to grievance procedures under applicable collective bargaining agreements.
A copy of this policy shall be included in all school, parent, and employee handbooks or
otherwise distributed to all school employees and students.
Legal Reference:

20-A MRSA § 6553

Cross Reference:

ACAA - Harassment and Sexual Harassment of Students
ACAB - Harassment and Sexual Harassment of Employees
JICIA - Weapons, Violence and School Safety

First Reading: 02/21/17
Adopted:
03/21/17; Revised:
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CODE: ADA-E

RSU 19 MISSION
Inspire every student.
Instill a motivation for learning.
IEnsure contributing citizens.
RSU 19 VISION STATEMENT
We envision that each student, in partnership with the community, will be an involved
citizen, a lifelong learner in a global society, possess relevant life skills, and be able to
utilize emerging technologies.

1st Reading 06/16/09
Adopted: 08/10/09; Revised: 11/18/14

CODE: BEDH
PUBLIC PARTICIPATION AT BOARD MEETINGS/COMMITTEE MEETINGS
All regular and special meetings of the Board shall be open to the public and the media.
Only those executive meetings where the Board discusses personnel, discipline of
individual students, labor negotiations, or other matters where private sessions are
required or permitted by law, shall be closed to the public and the media. However, all
decisions reached during such executive sessions require public action at a regular or
special Board Meeting.
Because the Board desires to hear the viewpoints of citizens throughout the school
district, and also needs to conduct its business in an orderly and efficient manner, it shall
schedule one or more periods during each meeting for public participation. It may set a
time limit on the length of this period and/or a time limit for individual speakers.
If a presentation requires more than such time limit allows, the Superintendent shall be
notified in advance so that the presentation may be considered for inclusion as a formal
agenda item. For regular meetings, such requests should reach the Superintendent no later
than Thursday noon preceding the meeting.
Comments and questions at a regular meeting may only deal with any topic tied to the
agenda be subjected to reasonable standards set by the Board. Comments at special
meetings must be related to the call of the meeting.
Ordinarily, the Board shall accept comments and questions from the public during a short
period at the beginning of the meeting. The length of time scheduled for public
discussion may be stated in the agenda, or determined by the chair, together with any
time limit proposed for individual speakers.
The Board Chairman shall be responsible for recognizing all speakers (who shall properly
identify themselves), for maintaining proper order, and for adherence to any time limits
set.
The Board shall give due attention to comments and contributions from the audience, but
shall not be expected to respond or take actions immediately. Audience inquiries, other
than simple questions, shall be referred to the Superintendent who shall investigate or
consider the matter and report to the citizen and to the Board. If Board action is indicated,
the item may be included in the agenda for a subsequent meeting.
Members of the public may not expect to be recognized by the Board or a sub-committee
Chairman as official business is being conducted. However, the Board ofr Committees
may schedule interim public discussion periods on particular items. Exceptions may be
made when a simple majority of the members present agree to hear public comment,
questions or testimony.

1st Reading:
Adopted:

CODE: BEDH
Other business is periodically necessary for the Board to consider. When this is necessary
and these items can’t be placed on the regular agenda, the Chairman will need to
determine if public forum is necessary for discussion on these items.

1st Reading:
Adopted:

CODE: DJH

RSU 19

PURCHASING AND CONTRACTING:
PROCUREMENT STAFF CODE OF CONDUCT
Conflict of Interest
All employees of RSU 19 shall perform their duties in a manner free from conflict of
interest to assure the proper performance of school business as well as to earn and keep
public confidence. No employee, officer or agent of RSU 19 with a real or an apparent
conflict of interest in a proposed transaction shall participate in the selection, award or
administration of a contract pursuant to the transaction.
Conflict of interest is defined as when an interested party has a financial interest or a
tangible personal benefit in the firm considered for the award. Interested party is defined
as 1) the employee; 2) a member of the employee’s immediate family; 3) his/her partner;
or 4) an organization that employs, or is about to employ a person described above.
For the purpose of this policy, “immediate family” is defined as a spouse, brother, sister,
parent, son, or daughter.
Conflict of Interest Disclosure
All employees with real or apparent conflicts of interest as defined above must disclose the
conflict of interest to the superintendent of schools who will investigate the circumstances
of the transaction. The superintendent of schools will exercise due diligence in
investigating the circumstances of the transaction and if necessary, will make reasonable
efforts to find alternatives to the proposed transaction or arrangement that would not give
rise to a conflict of interest. If the superintendent of school determines that the proposed
transaction is in the best interest of RSU 19 and is fair and reasonable, it may proceed with
the transaction. In the event that the Superintendent of Schools may have a conflict of
interest, an adjunct committee of the school committee will investigate and make a
determination regarding the transaction.
Staff Gifts and Solicitations
RSU 19 employees are prohibited from accepting money or things of material value from
persons or entities doing business with, or desiring to do business with, the RSU.
Employees may accept unsolicited items of nominal value such as those that are generally
distributed by a company or organization through its public relations program.
Violations
Employees of RSU 19 who violate this code of conduct may be subject to discipline, up to
and including termination of employment, and if appropriate, referral to law enforcement.

st

1 Reading: 10/18/16
Adopted:
11/15/16; Revised:

1

CODE: DJH
Dispute Resolutions
A bidder or respondent to a request for a proposal (RFP) may protest a procurement or
contract award if he/she believes that it was made in a manner inconsistent with Board
policy, specifications, or law or regulations. A protest must be submitted to the
Superintendent in writing within five business days after receipt of notification of the award
being made, with all documents supporting the protest.
The Superintendent shall review the protest and supporting documents and render a
decision within 20 business days of receipt of the protest. The Superintendent may also
convene a meeting with the bidder or respondent to attempt to resolve the problem.
If the bidder or respondent is not satisfied with the Superintendent’s decision, he/she may
appeal to the Board. The Superintendent will provide reasonable notice to the bidder or
respondent of the date and time for the Board’s consideration of the protest. The Board’s
decision shall be final.
Legal Reference: 34 CFR 74.40-74.48; 80.36 (Education Department General
Administrative Regulations (EDGAR)(for federal awards prior to
12/26/2014)
2 CFR 200.318 (Uniform Administrate Requirements-General
Procurement Standards)(for federal awards made on or after
12/26/2014)
Commissioner’s Administrative Letter No. 6, June 18, 2016– (Fiscal
Compliance)
Cross Reference: BCB
DJ
DJ-R
DJE
DJG
GBEBC
KCD

st

Board Member Conflict of Interest
Purchasing
Federal Procurement Manual
Bidding Procedures
Vendor Relations
Staff Gifts and Solicitations
Public Gifts/Donations to Schools

1 Reading: 10/18/16
Adopted:
11/15/16; Revised:
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RSU 19

CODE: DJ-R

FEDERAL PROCUREMENT MANUAL

(For School Unit Procurements Using Federal Awards Subject to Uniform Grant Guidance)

This Federal Procurement Manual governs the procurement and purchase of property, goods, and
services using any federal award, 1 in whole or in part, that is subject to the Uniform Grant
Guidance, codified at 2 CFR Part 200.
To the extent necessary or convenient, the RSU #19 Superintendent or his or her designee, shall
implement further written measures to ensure compliance with these procedures and any
applicable federal laws and rules, including any applicable provisions of the Uniform Grant
Guidance and the federal award terms and conditions. Any such written measures shall be made
part of this manual.
A. OVERVIEW
The RSU#19 School Board expects all procurements of property, goods, or services made by the
school unit using federal awards to be consistent with sound business practices and applicable
federal laws and rules, including the Uniform Grant Guidance.
These administrative procedures, in combination with the school unit’s written policies—
including but not limited to Policy DJ (Bidding/Purchasing) and Policy DJH (Purchasing and
Contracting: Procurement Staff Code of Conduct)—are intended to comply with the federal
requirement that the school unit must (1) use its own documented procurement procedures which
reflect applicable federal, state, and local laws and regulations and (2) maintain written standards
of conduct covering conflicts of interest—real and perceived—for staff engaged in the selection,
awarding, or administration of a contract. (2 CFR § 200.318(a), (c).)
The Superintendent or his or her designee, acting singly, (the “Purchasing Agent”) shall be
responsible for implementing these administrative procedures and shall have direction and control
over the purchasing of property, goods, and services for the school unit using federal funds.
Wherever these administrative procedures are inconsistent with applicable federal laws and rules,
or the terms and conditions of a federal award, the provisions of the applicable federal laws, rules,
or award terms and conditions shall control.
B. GENERAL PROCUREMENT PROCEDURES
A “federal award” is any federal financial assistance (including cost-reimbursement contracts) that a
school unit receives either directly from a federal agency or indirectly from a pass-through entity such as
the State education department. See 2 CFR § 200.38. Most, but not all, federal awards received by the
school unit are subject to the Uniform Grant Guidance. To confirm whether a federal award is subject to
the Uniform Grant Guidance, review the terms and conditions of the applicable grant agreement or
cooperative agreement and the applicability provisions of the Uniform Grant Guidance, codified at 2 CFR
§ 200.101.
1

First Reading:
Adopted:

ADMINISTRATIVE PROCEDURE DJ-R

1. Full and Open Competition. All procurements must be conducted in a manner that
provides full and open competition. Real or perceived unfair advantages will be avoided.
Accordingly, the school unit will not (i) place unreasonable requirements on firms or
vendors to qualify for a procurement, (ii) require unnecessary experience or use excessive
bonding, (iii) use noncompetitive pricing practices between firms or affiliated companies,
(iv) allow organizational conflicts of interest, (v) specify a “brand name” product without
allowing firms or vendors to offer an equal alternate product, or (vi) allow any arbitrary
action in the procurement process. To ensure objective contractor performance and
eliminate unfair competitive advantage, firms or vendors that develop or draft
specifications, requirements, statements of work, invitations for bids, or requests for
proposals must be excluded from competing for such procurements. (2 CFR § 200.319(a).)
2. Responsible Contractors. The school unit must award contracts only to responsible
contractors who are able to perform successfully under the terms and conditions of a
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. (2 CFR § 200.318(h).)
3. Oversight of Contractors. The school unit must maintain a contract administration and
oversight system to ensure that contractors perform in accordance with the terms,
conditions, and specifications of their contracts or purchase orders. (2 CFR § 200.318(b).)
4. Fostering Economy and Efficiency. The school unit must avoid purchasing unnecessary
or duplicative items. Consideration should be given to consolidating or breaking out
procurements to obtain a more economical purchase, and to using federal surplus
equipment and property. Where appropriate, an analysis will be made of lease versus
purchase alternatives, and any other appropriate analysis to determine the most economical
approach. To foster greater economy and efficiency, consideration should also be given to:
(i) entering into state and local intergovernmental agreements or inter-entity agreements
where appropriate for procurement or use of common or shared goods and services, (ii)
using federal excess and surplus property in lieu of purchasing new equipment and property
whenever such use is feasible and reduces project costs, and (iii) using value engineering
clauses in contracts for construction projects of sufficient size to offer reasonable
opportunities for cost reductions. (2 CFR § 200.318(d)-(g).)
5. Geographical Preferences Prohibited. The school unit must conduct procurements so as
to prohibit the use of statutorily or administratively imposed state or local geographical
preferences in the evaluation of bids or proposals, except (i) where applicable federal
statutes expressly mandate or encourage geographic preference or (ii) when contracting for
architectural and engineering (A/E) services, so long as its application leaves an
appropriate number of qualified firms to compete for the contract given the nature and size
of the project. (2 CFR § 200.319(b).)
6. Clear and Accurate Technical Requirements. The school unit must have written
selection procedures for procurements that incorporate a clear and accurate description of
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the technical requirements for the goods or services to be procured, identify all
requirements which offerors must fulfill, and identify all other factors to be used in
evaluating solicitations. Technical descriptions (i) must not, in competitive procurements,
contain features which unduly restrict competition; (ii) may include a statement of the
qualitative nature of the goods or services to be procured; (iii) when necessary, must set
forth those minimum essential characteristics and standards to which goods or services
must conform if they are to satisfy their intended use; (iv) should avoid detailed product
specifications if possible; and (v) may use a brand name or equivalent description as a
means to define performance or other salient requirements of procurement when it is
impractical or uneconomical to make a clear and accurate description of the technical
requirements (the specific features of the named brand which must be met by offerors must
be clearly stated). (2 CFR § 200.319(c).)
C. PROCUREMENT METHODS AND THRESHOLDS
1. Methods of Procurement. The school unit must use one of the following five methods of
procuring goods or services: micropurchases, small purchases, sealed bids, competitive
proposals (a.k.a. requests for proposals), and non-competitive proposals (a.k.a. sole source
procurement). (2 CFR § 200.320.)
a. Micropurchases (less than $10,000 as of June 20, 2018). Micropurchases up to the
federal micropurchase threshold ($10,000 as of June 20, 2018) 2 may be made without
soliciting competitive quotations if the Purchasing Agent considers the price to be
reasonable. To the extent practicable, the Purchasing Agent must distribute
repurchases equitably among qualified suppliers, vendors, or firms. (2 CFR §§ 200.67,
200.320(a).)
b. Small Purchases ($250,000 or less as of June 20, 2018). Small purchases up to the
federal simplified acquisition threshold ($250,000 as of June 20, 2018) 3 may be made
using simple, informal procurement methods and without requiring sealed bids. For
any such purchases, the Purchasing Agent must obtain price or rate quotes from an
adequate number of qualified vendors or firms (preferably, from at least three qualified
vendors or firms). The Purchasing Agent shall document any price or rate quotes
received, whether written or oral. (2 CFR §§ 200.88, 200.320(b).)
c. Sealed Bids (over $250,000 as of June 20, 2018). For purchases in excess of the federal
simplified acquisition threshold ($250,000 as of June 20, 2018) where a complete,
adequate, and realistic specification or purchase description is available, the Purchasing
Agent shall issue a notice of written invitation for sealed bids in a manner reasonably
calculated to attract qualified bidders and provide the bidders with sufficient response
For procurements utilizing federal funds obtained prior to June 20, 2018, the micropurchase threshold is
$3,500. The threshold is subject to adjustment every five years in the Federal Acquisition Regulations.

2

For procurements utilizing federal funds obtained prior to October 1, 2015, the simplified acquisition
threshold is $100,000, between October 1, 2015 and June 20, 2018 the threshold is $150,000. The threshold
is subject to adjustment every five years in the Federal Acquisition Regulations.

3
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time. The invitation for bids shall provide a complete specification of the goods or
services to be purchased. Bids shall be opened at the time and place prescribed in the
invitation for bids. A firm fixed price (lump sum or unit price) contract award shall be
made in writing to the lowest responsive and responsible bidder whose bid conforms
to all material terms and conditions of the invitation to bid. Any or all bids may be
rejected if there is a sound documented reason. (2 CFR §§ 200.88, 200.320(c).)
d. Requests for Proposals ($25,000 or more). For purchases of $25,000 or more, or when
conditions are not appropriate for the use of sealed bids because the goods or services
sought cannot be defined or specified such that bids will not be comparable, the
Purchasing Agent shall issue a request for proposals (“RFP”) to solicit the goods or
services. Typically, the RFP seeks proposals that are evaluated qualitatively such that
price is not the primary evaluation criterion. Contracts may be awarded on either a
fixed price or cost-reimbursement basis. If this procurement method is used, the
following requirements apply:
•

RFPs must be publicized in a manner reasonably calculated to attract qualified
vendors or firms, and RFPs must identify all evaluation factors and their relative
importance. Proposals shall be reviewed by the Purchasing Agent or a selection
committee identified in the RFP. Any response to an RFP must be considered to
the maximum extent practical;

•

Proposals must be solicited from at least two qualified sources; and

•

The Purchasing Agent shall award a contract to the responsible vendor or firm
whose proposal is most advantageous to the school unit, with price and other factors
considered; however, any and all proposals may be rejected if there is a sound
documented reason.

The Purchasing Agent may use competitive proposal procedures for qualificationsbased procurement of architectural/engineering (A/E) professional services whereby
competitors’ qualifications are evaluated and the most qualified competitor is selected,
subject to negotiation of fair and reasonable compensation. The method, where price
is not used as a selection factor, may only be used in procurement of A/E professional
services. It cannot be used to purchase other types of services even if A/E firms are a
potential source to perform the proposed effort. (2 CFR § 200.320(d).)
e. Non-Competitive Proposals (Sole Source); Emergencies. Procurements may be made
through a non-competitive process (i.e., through the solicitation of a proposal from only
one source) only when one or more of the following circumstances apply:
•

The item is available only from a single source;

•

An exigency or emergency for the requirement will not permit a delay resulting
from competitive solicitation;
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•

The federal awarding agency or pass-through entity expressly authorizes
non-competitive proposals in response to a written request; or

•

After solicitation of a number of vendors or firms, competition is determined
inadequate.

The Purchasing Agent must document the basis for the sole source procurement by
documenting the basis for any exigency or emergency, obtaining express authorization
from the federal awarding agency or pass-through entity, or demonstrating a good faith
effort on the part of the school unit to solicit proposals from a number of sources. (2
CFR §§ 200.320(e), 200.324(b)(2).)
2. Purchases Over $25,000. For purchases exceeding $25,000, prior to contracting with a
vendor, the Purchasing Agent shall use the System for Award Management (SAM) to
search for the vendor by name, tax identification number, or another characteristic to make
sure that the vendor has not been suspended or debarred from performing federally funded
work. (2 CFR § 200.205.)
3. Purchases Over the Simplified Acquisition Threshold ($150,000 as of October 1,
2015). The following additional procedures apply to purchases exceeding the simplified
acquisition threshold:
a. Cost/Price Analysis.
(i)

The Purchasing Agent must perform a cost or price analysis in connection with
every procurement in excess of the simplified acquisition threshold, including
contract modifications. The method and degree of analysis depends on the facts
surrounding the particular situation, but as a starting point, the Purchasing Agent
must make independent estimates before receiving bids or proposals.

(ii)

The Purchasing Agent must negotiate profit as a separate element of the price for
each contract in which there is no price competition and in all cases where cost
analysis is performed. To establish a fair and reasonable profit, consideration
must be given to the complexity of the work to be performed, the risk borne by
the contractor, the contractor’s investment, the amount of subcontracting, the
quality of its record of past performance, and industry profit rates in the
surrounding geographical area for similar work.

(iii) Costs or prices based on estimated costs for contracts under a federal award are
allowable only to the extent that costs incurred or cost estimates included in
negotiated prices would be allowable under Subpart E (Cost Principles) of 2 CFR
Part 200. The school unit may reference its own cost principles that comply with
the federal cost principles.
(iv) The cost plus a percentage of cost and percentage of construction cost methods
of contracting shall not be used.
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(2 CFR § 200.323.)
b. Bonding Requirements. For construction or facility improvement contracts or
subcontracts in excess of the simplified acquisition threshold, the following bonds, or
equivalent, are required:
(i)

A bid guarantee from each bidder equivalent to 5% of the bid price. The “bid
guarantee” must consist of a firm commitment such as a bid bond, certified check,
or other negotiable instrument accompanying a bid as assurance that the bidder
will, upon acceptance of the bid, execute such contractual documents as may be
required within the time specified;

(ii)

A performance bond on the part of the contractor for 100% of the contract price.
A “performance bond” is one executed in connection with a contract to secure
fulfillment of all the contractor’s obligations under such contract; and

(iii) A payment bond on the part of the contractor for 100% of the contract price.
A “payment bond” is one executed in connection with a contract to assure
payment as required by law of all persons supplying labor and material in the
execution of the work provided for in the contract.
(2 CFR § 200.325.)
D. CONTRACTING WITH SMALL & MINORITY BUSINESSES, WOMEN’S
BUSINESS ENTERPRISES, AND LABOR SURPLUS AREA FIRMS
The Purchasing Agent must take all necessary affirmative steps to assure that small & minority
businesses, women’s business enterprises, and labor surplus area firms are used when possible.
Affirmative steps must include:
1. Placing qualified small & minority businesses and women’s business enterprises on
solicitation lists;
2. Assuring that small & minority businesses and women’s business enterprises are solicited
whenever they are potential sources;
3. Dividing total requirements, when economically feasible, into smaller tasks or quantities
to permit maximum participation by small & minority businesses and women’s business
enterprises;
4. Establishing delivery schedules, where the requirement permits, which encourage
participation by small & minority businesses and women’s business enterprises;
5. Using the services and assistance, as appropriate, of such organizations as the Small
Business Administration and the Minority Business Development Agency of the
Department of Commerce; and
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6. Requiring the prime contractor, if subcontracts are to be allowed, to take the affirmative
steps listed in paragraphs (1) through (5) of this section.
(2 CFR § 200.321.)
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E. CONTRACTS ARISING FROM PROCUREMENTS
1. Contract Administrator. Prior to the execution of a contract funded by a federal award,
the school unit should name a Contract Administrator. The Contract Administrator shall
be responsible for the tasks, technical requirements, service performance, and verification
that payments are in compliance with the contract. (2 CFR § 200.319.)
2. Contract Provisions. Any contract entered into between the school unit and a firm or
vendor who is to be compensated using a federal award or a portion thereof must contain
the applicable contract provisions described in Appendix I. (2 CFR § 200.326.)
3. Subrecipient and Contractor Determinations. The school unit must make case-by-case
determinations whether each agreement it makes for the disbursement of federal funds
casts the party receiving the funds in the role of a subrecipient or a contractor. The school
unit shall make this classification using its judgment based on the following factors, as well
as any additional guidance supplied by the federal awarding agency:
a. Contractors. A contract is for the purpose of obtaining goods and services for the
party’s own use and creates a procurement relationship with the contractor. (See 2 CFR
§ 200.22.) Characteristics indicative of a procurement relationship between the school
unit and a contractor are when the contractor (i) provides the goods and services within
normal business operations; (ii) provides similar goods or services to many different
purchasers; (iii) normally operates in a competitive environment; (iv) provides goods
or services that are ancillary to the operation of the federal program; and (v) is not
subject to compliance requirements of the federal program as a result of the agreement,
though similar requirements may apply for other reasons.
b. Subrecipients. A subaward is for the purpose of carrying out a portion of a federal
award and creates a federal assistance relationship with the subrecipient. (See 2 CFR §
200.92.) Characteristics which support the classification of a party receiving federal
funds as a subrecipient include when the party (i) determines who is eligible to receive
what federal assistance; (ii) has its performance measured in relation to whether
objectives of a federal program were met; (iii) has responsibility for programmatic
decision making; (iv) is responsible for adherence to applicable federal program
requirements specified in the federal award; and (v) in accordance with its agreement,
uses the federal funds to carry out a program for a public purpose specified in
authorizing statute, as opposed to providing goods or services for the benefit of the
pass-through entity.
If the party receiving the funds is classified by the school unit as a subrecipient, the
school unit must:
(i)

Ensure that every subaward is clearly identified to the subrecipient as a subaward
and includes the following information:
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(ii)

•

Federal Award Identification: (a) Subrecipient name (which must match the
name associated with its unique entity identifier); (b) subrecipient’s unique
entity identifier; (c) Federal Award Identification Number (FAIN); (d) federal
award date (see 2 USC § 200.39) of award to the recipient by the federal
agency; (e) subaward period of performance start and end date; (f) amount of
federal funds obligated by this action by the school unit to the subrecipient;
(g) total amount of federal funds obligated to the subrecipient by the school
unit including the current obligation; (h) total amount of the federal award
committed to the subrecipient by the school unit; (i) federal award project
description, as required to be responsive to the Federal Funding
Accountability and Transparency Act (FFATA); (j) name of federal awarding
agency, school unit, and contact information for awarding official of the
school unit; (k) CFDA number and name (the school unit must identify the
dollar amount made available under each federal award and the CFDA
number at time of disbursement); (k) identification of whether the award is
R&D; and (l) indirect cost rate for the federal award (including if the de
minimis rate is charged per 2 USC § 200.414).

•

All requirements imposed by the school unit on the subrecipient so that the
federal award is used in accordance with federal statutes, regulations, and the
terms and conditions of the federal award.

•

Any additional requirements that the school unit imposes on the subrecipient
so as to meet its own responsibility to the federal awarding agency, including
identification of any required financial and performance reports.

•

An approved federally recognized indirect cost rate negotiated between the
subrecipient and the federal government or, if no such rate exists, either a rate
negotiated between the school unit and the subrecipient or a de minimis
indirect cost rate as defined in 2 USC § 200.414(f).

•

A requirement that the subrecipient permit the school unit and auditors to have
access to the subrecipient’s records and financial statements as necessary for
the school unit to meet the requirements of 2 USC § 331.

•

Appropriate terms and conditions concerning closeout of the subaward.

Evaluate each subrecipient’s risk of noncompliance with federal statutes,
regulations, and the terms and conditions of the subaward for purposes of
determining the appropriate subrecipient monitoring described below, which may
include consideration of such factors as: (a) the subrecipient’s prior experience
with the same or similar subawards; (b) the result of previous audits including
whether or not the subrecipient receives a Single Audit in accordance with
Subpart F—Audit Requirements—of 2 USC Part 200, and the extent to which the
same or similar subaward has been audited as a major program; (c) whether the
subrecipient has new personnel or new or substantially changed systems; and (d)
the extent and results of federal awarding agency monitoring.
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(iii) Consider imposing specific subaward conditions upon a subrecipient as described
in 2 USC § 200.207.
(iv) Monitor the activities of the subrecipient as necessary to ensure that the subaward
is used for authorized purposes, in compliance with federal statutes, regulations,
and the terms and conditions of the subaward; and that subaward performance
goals are achieved. School unit monitoring of the subrecipient must include: (a)
reviewing financial and performance reports required by the school unit; (b)
following up and ensuring that the subrecipient takes timely and appropriate
action on all deficiencies pertaining to the federal award provided to the
subrecipient from the school unit detected through audits, on-site reviews, and
other means; and (c) issuing a management decision for audit findings as required
by 2 USC § 200.521. Depending on the school unit’s assessment of risk posed
by the subrecipient, the following monitoring tools may be useful to ensure proper
accountability and compliance with program requirements and performance
goals: (a) providing subrecipients with training and technical assistance; (b)
performing on-site reviews of the subrecipient’s program operations; and (c)
arranging for agreed-upon-procedures engagements as described in 2 USC §
200.425 (audit services).
(v)

Verify that each subrecipient is audited as required by Part F (Audit
Requirements) of 2 USC Part 200 when it is expected that the subrecipient’s
federal awards expanded during the respective fiscal year equaled or exceeded
the threshold set forth in 2 USC § 200.501.

(vi) Consider whether the results of the subrecipient’s audits, on-site reviews, or other
monitoring indicate conditions that necessitate adjustments to the school unit’s
own records.
(vii) Consider taking enforcement action against noncompliant subrecipients as
described in 2 USC § 200.338.
(2 CFR §§ 200.330, 200.331.)
F. RECORDS
a. Recordkeeping. The school unit must maintain records sufficient to detail the history of
procurement. Records must include the following: (i) rationale for the method of
procurement, (ii) selection of contract type, (iii) contract selection or rejection, and (iv) the
basis for the contract price.
b. Record Retention Requirements. The school unit must maintain records related to each
federal procurement for a period of three years from the date of submission of the final
expenditure report or, for federal awards that are renewed quarterly or annually, from the
date of the submission of the quarterly or annual financial report, respectively, as reported
to the federal awarding agency or school unit in the case of a subrecipient. The following
exceptions apply:
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(i)

If any litigation, claim, or audit is started before the expiration of the 3-year period,
the records must be retained until all litigation, claims, or audit findings involving the
records have been resolved and final action taken.

(ii)

When the school unit is notified in writing by the federal awarding agency, cognizant
agency for audit, oversight agency for audit, cognizant agency for indirect costs, or
pass-through entity to extend the retention period.

(iii) Records for real property and equipment acquired with federal funds must be retained
for 3 years after final disposition.
(iv) When records are transferred to or maintained by the federal awarding agency or
pass-through entity, the 3-year retention requirement is not applicable to the school
unit.
(v)

Records for program income transactions after the period of performance. In some
cases, federal fund recipients must report program income after the period of
performance. Where there is such a requirement, the retention period for the records
pertaining to the earning of the program income starts from the end of the school
unit’s fiscal year in which the program income is earned.

(vi) Indirect cost rate proposals and cost allocations plans. This paragraph applies to the
following types of documents and their supporting records: indirect cost rate
computations or proposals, cost allocation plans, and any similar accounting
computations of the rate at which a particular group of costs is chargeable (such as
computer usage chargeback rates or composite fringe benefit rates).
If the proposal, plan, or other computation is required to be submitted to the federal
government (or to the pass-through entity) to form the basis for negotiation of the
rate, then the 3-year retention period for its supporting records starts from the date of
such submission.
If the proposal, plan, or other computation is not required to be submitted to the
federal government (or to the pass-through entity) for negotiation purposes, then the
3-year retention period for the proposal, plan, or computation and its supporting
records starts from the end of the fiscal year (or other accounting period) covered by
the proposal, plan, or other computation.
(2 CFR §§ 200.318(i), 200.333.)
G. PROTESTS AND CLAIMS
The school unit is solely responsible, in accordance with good administrative practice and
sound business judgment, for the settlement of all contractual and administrative issues arising
out of procurements of goods or services under federal awards. Except as may be otherwise
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provided in a written request for proposals or other solicitation of the school unit, these
procedures are available to proposers for the purpose of handling and resolving disputes
relating to such procurements, including evaluation and selection, protests of awards, disputes,
and claims relating to the selection process and contract award. 4 A protestor must exhaust all
of these administrative remedies before pursuing a protest with the federal grant agency or in
any court of law. For purposes of this section, the term “proposer” means any person or entity
that has submitted a bid or a proposal in response to an RFP or other solicitation to the school
unit, or a person or entity that is a prospective bidder or offeror and who has a demonstrated
direct economic interest in the results of the procurement.
1. Protest Submission Requirements. To be considered by the school unit, a protest must
be made in writing, supported by sufficient information to enable the protest to be fairly
evaluated, and submitted within the time periods set forth herein. At minimum, protests
must include (i) the name, phone number, and address of the protester; (ii) identification of
the detailed and specific provision(s) of applicable federal or state law which would be
allegedly violated by the procurement; (iii) copies of all exhibits, evidence, or documents
supporting the protest; and (iv) a concise description of all remedies or relief requested.
2. Pre-Award Protests. Pre-award protests are protests based upon the content of the
solicitation documents. Any protest to the terms, conditions, or specifications set forth in
a solicitation must be submitted to the Purchasing Agent or the contract administrator, if a
contract administrator is identified in the solicitation, within 5 calendar days after the
issuance of the solicitation. All such protests will be considered by the Purchasing Agent,
or the contract administrator as appropriate, prior to the solicitation due date, and a written
decision will be provided to the protestor. A decision of the Purchasing Agent or contract
administrator is final, and no further protest or appeal of the terms, conditions, or
specifications of any solicitation will be considered by the School Board.
3. Protests of Proposal Evaluations and Award Decision. Proposers shall be notified of
any award decision by a written or oral notice of the award. This notice shall be transmitted
to each proposer at the address, email address, or telephone number contained in its
proposal. Any proposer whose proposal has not lapsed may protest an award decision on
any ground arising from the evaluation of proposals or the award decision, but not on any
ground specified in the “Pre-Award Protests” category, above. Any such protest must be
submitted to the Purchasing Agent or the contract administrator, if a contract administrator
is identified in the solicitation, within 3 calendar days after notice of the award. All such
protests will be considered by a Protest Review Subcommittee, composed of members
selected by the School Board in its sole discretion. A written decision from the Protest
Review Subcommittee stating the grounds for allowing or denying the protest shall be
transmitted to the protestor before a final contract award is made. A decision of the Protest
Review Subcommittee is final, and no further protest or appeal will be considered by the
School Board.
These protest procedures are not available to contractors or third parties for the purpose of handling and
resolving disputes, claims or litigation arising in the course of contract formation or contract administration.
Any such disputes, claims or litigation will be handled and resolved in accordance with applicable contract
terms, if any, and applicable law.

4
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(2 CFR § 200.318(k).)
H. FEDERAL AWARDING AGENCY OR PASS-THROUGH ENTITY REVIEW
1. The school unit must make available, upon request of the federal awarding agency or passthrough entity, technical specifications on proposed procurements where the federal
awarding agency or pass-through entity believes such review is needed to ensure that the
item or service specified is the one being proposed for acquisition. This review generally
will take place prior to the time the specification is incorporated into a solicitation
document. However, if the school unit desires to have the review accomplished after a
solicitation has been developed, the federal awarding agency or pass-through entity may
still review the specifications, with such review usually limited to the technical aspects of
the proposed purchase.
2. The school unit must make available upon request, for the federal awarding agency or passthrough entity pre-procurement review, procurement documents, such as requests for
proposals or invitations for bids, or independent cost estimates, when:
a. The school unit’s procurement procedures or operation fails to comply with the
procurement standards in 2 CFR Part 200;
b. The procurement is expected to exceed the simplified acquisition threshold and is to be
awarded without competition or only one bid or offer is received in response to a
solicitation;
c. The procurement, which is expected to exceed the simplified acquisition threshold,
specifies a “brand name” product;
d. The proposed contract is more than the simplified acquisition threshold and is to be
awarded to other than the apparent low bidder under a sealed bid procurement; or
e. A proposed contract modification changes the scope of a contract or increases the
contract amount by more than the simplified acquisition threshold.
The school unit is exempt from the pre-procurement review in this paragraph if the federal
awarding agency or pass-through entity determines that its procurement systems comply
with the standards of 2 CFR Part 200.
3. The school unit may request that its procurement system be reviewed by the federal
awarding agency or pass-through entity to determine whether its system meets these
standards in order for its system to be certified. Generally, these reviews must occur where
there is continuous high-dollar funding, and third party contracts are awarded on a regular
basis.
4. The school unit may self-certify its procurement system. Such self-certification must not
limit the federal awarding agency’s right to survey the system. Under a self-certification
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procedure, the federal awarding agency may rely on written assurances from the school
unit that it is complying with these standards. The school unit must cite specific policies,
procedures, regulations, or standards as being in compliance with these requirements and
have its system available for review.
(2 CFR § 200.324.)
I. EXCEPTIONS TO THESE ADMINISTRATIVE PROCEDURES
The requirements set forth in these administrative procedures do not apply to:
1. Block grants awards authorized by the Omnibus Budget Reconciliation Act of 1981
(including Community Services);
2. Federal awards to local education agencies under 20 U.S.C. 7702-7703b (portions of the
Impact Aid program, including federal payments relating to federal acquisition of school
property and federal payments for students residing on military installations or Indian
lands);
3. Federal awards authorized under the Child Care and Development Block Grant Act of
1990, as amended;
4. Entitlement awards under the National School Lunch Program, Commodity Assistance,
Special Meal Assistance, Summer Food Service Program for Children, and Child and Adult
Care Food Program of The National School Lunch Act;
5. Entitlement awards under the Special Milk Program, School Breakfast Program, and State
Administrative Expenses of The Child Nutrition Act of 1966;
6. Classes of federal awards identified as exceptions by the Office of Management and
Budget; or
7. Any circumstance where the provisions of federal statutes or regulations differ from the
provisions of Part 200 of Title 2 of the Code of Federal Register.
(2 C.F.R. §§ 200.101-200.102.)
Legal Reference:

34 CFR Parts 74 and 80 (Education Department General Administrative
Regulations (“EDGAR”)) (for federal awards made prior to 12/26/2014)
2 CFR Part 200 (Uniform Administrative Requirements) (for federal awards
made on or after 12/26/2014)

Cross Reference:

DJ – Bidding/Purchasing
DJH – Purchasing and Contracting: Procurement Staff Code of Conduct
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Adopted:

_________

Amended:

_________
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APPENDIX I. REQUIRED CONTRACT PROVISIONS
All contracts made by the school unit for the procurement of property, goods, or services using a
federal award must contain provisions covering the following, as applicable:
A. Remedies (over $150,000). Contracts for more than the simplified acquisition threshold
(currently $150,000) must address administrative, contractual, or legal remedies in instances
where contractors violate or breach contract terms, and must provide for such sanctions and
penalties as appropriate.
B. Termination for Cause and Convenience (over $10,000). All contracts in excess of $10,000
must address termination for cause and for convenience by the school unit, including the
manner by which it will be effected and the basis for settlement.
C. Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60,
all contracts that meet the definition of “federally assisted construction contract” in 41 CFR
Part 60-1.360-1.3 must include the equal opportunity clause provided under 41 CFR 60-1.4(b),
in accordance with Executive Order 11246, “Equal Employment Opportunity” (30 FR 12319,
12935, 3 CFR Part, 1964-1965 Comp., p. 339), as amended by Executive Order 11375,
“Amending Executive Order 11246 Relating to Equal Employment Opportunity,” and
implementing regulations at 41 CFR Part 60, “Office of Federal Contract Compliance
Programs, Equal Employment Opportunity, Department of Labor.”
D. Davis-Bacon Act, Copeland “Anti-Kickback” Act (construction contracts over $2,000).
When required by federal program legislation, all prime construction contracts in excess of
$2,000 awarded by the school unit must include a provision for compliance with the DavisBacon Act (40 U.S.C. 3141-3144 and 3146-3148) as supplemented by Department of Labor
regulations (29 CFR Part 5, “Labor Standards Provisions Applicable to Contracts Covering
Federally Financed and Assisted Construction”). In accordance with the statute, contractors
must be required to pay wages to laborers and mechanics at a rate not less than the prevailing
wages specified in a wage determination made by the Secretary of Labor. In addition,
contractors must be required to pay wages not less than once a week. The school unit must
place a copy of the current prevailing wage determination issued by the Department of Labor
in each solicitation. The decision to award a contract or subcontract must be conditioned upon
the acceptance of the wage determination. The school unit must report all suspected or reported
violations to the Federal awarding agency. The contracts must also include a provision for
compliance with the Copeland “Anti-Kickback” Act (40 U.S.C. 3145), as supplemented by
Department of Labor regulations (29 CFR Part 3, “Contractors and Subcontractors on Public
Building or Public Work Financed in Whole or in Part by Loans or Grants from the United
States”). The Act provides that each contractor or subrecipient must be prohibited from
inducing, by any means, any person employed in the construction, completion, or repair of
public work, to give up any part of the compensation to which he or she is otherwise entitled.
The school unit must report all suspected or reported violations to the Federal awarding agency.
E. Contract Work Hours and Safety Standards Act (over $100,000). Where applicable, all
contracts awarded by the school unit in excess of $100,000 that involve the employment of
mechanics or laborers must include a provision for compliance with 40 U.S.C. 3702 and 3704,
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as supplemented by Department of Labor regulations (29 CFR Part 5). Under 40 U.S.C. 3702
of the Act, each contractor must be required to compute the wages of every mechanic and
laborer on the basis of a standard work week of 40 hours. Work in excess of the standard work
week is permissible provided that the worker is compensated at a rate of not less than one and
a half times the basic rate of pay for all hours worked in excess of 40 hours in the work week.
The requirements of 40 U.S.C. 3704 are applicable to construction work and provide that no
laborer or mechanic must be required to work in surroundings or under working conditions
which are unsanitary, hazardous or dangerous. These requirements do not apply to the
purchases of supplies or materials or articles ordinarily available on the open market, or
contracts for transportation or transmission of intelligence.
F. Rights to Inventions Made Under a Contract or Agreement. If the federal award meets the
definition of “funding agreement” under 37 CFR § 401.2(a) and the recipient or subrecipient
wishes to enter into a contract with a small business firm or nonprofit organization regarding
the substitution of parties, assignment, or performance of experimental, developmental, or
research work under that “funding agreement,” the recipient or subrecipient must comply with
the requirements of 37 CFR Part 401, “Rights to Inventions Made by Nonprofit Organizations
and Small Business Firms Under Government Grants, Contracts and Cooperative
Agreements,” and any implementing regulations issued by the awarding agency.
G. Clean Air Act; Federal Water Pollution Control Act (over $150,000). Contracts and
subgrants of amounts in excess of $150,000 must contain a provision that requires compliance
with all applicable standards, orders, or regulations issued pursuant to the Clean Air Act (42
U.S.C. 7401-7671q) and the Federal Water Pollution Control Act, as amended (33 U.S.C.
1251-1387). Violations must be reported to the federal awarding agency and the Regional
Office of the Environmental Protection Agency (EPA).
H. Debarment and Suspension. A contract award (see 2 CFR 180.220) must not be made to
parties listed on the government-wide exclusions in the System for Award Management
(SAM), in accordance with the OMB guidelines at 2 CFR 180 that implement Executive Orders
12549 (3 CFR Part 1986 Comp., p. 189) and 12689 (3 CFR Part 1989 Comp., p. 235),
“Debarment and Suspension.” SAM Exclusions contains the names of parties debarred,
suspended, or otherwise excluded by agencies, as well as parties declared ineligible under
statutory or regulatory authority other than Executive Order 12549.
I. Byrd Anti-Lobbying Amendment (over $100,000). Contractors that apply or bid for an
award exceeding $100,000 must file the required certification. Each tier certifies to the tier
above that it will not and has not used federal appropriated funds to pay any person or
organization for influencing or attempting to influence an officer or employee of any agency,
a member of Congress, officer or employee of Congress, or an employee of a member of
Congress in connection with obtaining any federal contract, grant or any other award covered
by 31 U.S.C. 1352. Each tier must also disclose any lobbying with non-federal funds that takes
place in connection with obtaining any federal award. Such disclosures are forwarded from tier
to tier up to the non-federal award.
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PERSONNEL RECORDS AND FILES
RSU 19 shall maintain records of current and former employees in the Office of
the Superintendent in accordance with state and federal laws and regulations.
Directory Information
As required by law, a record of directory information for each employee shall be
open to inspection and copying by any person. Directory information shall
contain:
A.
B.
C.
D.
E.
F.

Name of employee;
Date(s) of employment by the school unit;
Regular and extra-curricular duties, courses, subjects taught, and any
other responsibilities since the start of employment by RSU 19;
Post-secondary education institution(s) attended;
Major and minor field(s) of study as recognize by those institutions;
and
Degrees received and dates degrees were awarded.

Confidential Information
As required by law, all information (except Directory Information) about an
employee, applicant for employment, or an employee/applicant's immediate family
shall be kept confidential if it relates to the following:
A.
B.
C.

D.
E.
F.
G.

All information, working papers, and examinations used in the
evaluation or selection of applicants for employment;
Medical information of any kind, including information pertaining to
diagnosis or treatment of mental or emotional disorders;
Performance evaluations, personal references and other reports and
evaluations reflecting on the quality or adequacy of the employee's
work or
general character compiled and maintained for employment
purposes;
Credit information;
The personal history, general character or conduct of the employee
or any member of the employee's immediate family;
Complaints, charges of misconduct, replies thereto and memoranda
and other materials pertaining to disciplinary action;
Social Security number;
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H.
I.

Any teacher action plan and support system documents and reports
maintained for certification purposes; and
Criminal history record information.

Personnel Files
Personnel files will contain a cumulative history of the staff member's
employment, including formal or informal employee work evaluations and reports
relating to the employee's character, credit, work habits, compensation and
benefits.
Other Confidential Personnel Records
The school unit must maintain the following confidential employee records
separate from the personnel files:
A.
B.

Medical information of any kind; and
Teacher action plans and support system documents and reports
maintained for certification purposes.

Disciplinary Action Information
Any written record of a decision involving an employee disciplinary action by the
School Board shall not be included within any category of confidential
information.
Procedures for Review of Personnel Files
For the purpose of this section, a personnel file shall include, but not be limited to,
any formal or informal employee evaluations and reports relating to the
employee's character, credit, work habits, compensation and benefits that are
maintained by the school unit for employment purposes.
A.

B.
C.

The Superintendent shall, upon written request and within 15
business days, provide the employee, or his/her duly authorized
representative(s) with an opportunity to review and copy his/her
personnel file, if the Superintendent has a personnel file for that
employee.
Reviews of personnel files shall take place at the location where the
personnel files are maintained and during normal office hours.
The cost of any copying is to be paid by the person requesting the
copy. The employee may obtain a copy of any material in the
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personnel file at the Board’s expense. Additional copies may be
obtained at a cost to the employee.
D.

Access to confidential college placement records and letters of
reference will be granted only to the Superintendent/designee.

Access to Personnel Files
Access to personnel files may be given to the following persons without the consent
of the employee.
A.

B.

The Superintendent or his/her designee, the employee’s principal or
other supervisor(s). Personnel files are not accessible to individual
School Board members.
Relevant portions of a personnel file may be summarized and/or
shared with the Board by the Superintendent when consideration is
being given to performance evaluation, continuation of employment
or disciplinary action.
The general public shall have access only to the Directory
Information as outlined above.

Access to personnel files will not be granted to any other persons except under
the following circumstances:
A.

B.

When the employee gives written consent for the release of his/her
records. The written consent must specify the record(s) to be
released and to whom they are to be released. Each request for
consent must be handled separately; blanket permission for release
of information will not be accepted; and
Upon advice of counsel, when subpoenaed or under court order.

Records Management
The Superintendent has overall responsibility for maintaining and preserving the
confidentiality of all employee/applicant records. The Superintendent may
designate a staff member who shall be responsible for granting or denying access
to records according to the guidelines in this policy.
Written reports shall be maintained in personnel files to document compliance
with federal and state laws and regulations and School Board policies regarding
employee evaluations. Once a document is properly placed in a personnel file, it
shall remain in the file permanently.
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Records Retention
The school unit will retain all personnel records and files in accordance with
applicable laws and regulations.
Legal Reference:

20-A MRSA § 6 101
20-A MRSA § 13015
26 MRSA § 631
Chapter 10, Rules for Disposition of Local Government
Records (Maine State Archives)
Americans with Disabilities Act of 1990, 42 U.S.C.
Family and Medical Leave Act of 1993, 29 U.S.C. 2611 et
seq.
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RSU 19
LONG TERM SUBSTITUTE COMPENSATION POLICY
CLASSROOM TEACHER ONLY
Defined: Long term substitute is an individual that will serve ten (10) consecutive
days in the same classroom. Increased compensation below begins on the 11th
day:
A. BS/BA, MS/MA, PHD, or any 4 year degree
Bachelors Base divided by 182 = daily rate
B. Associate Degree (2 year) program
Bachelors Base divided by 182 x .55 = daily rate
C. Other – No degree
Non-employee daily rate is $65.00 minimum wage x 7 hours
Employee rate x 1.25 = daily rate
Substitute will not participate in any of the school’s benefits beyond
compensation. Storm days will not be considered work days, but will not disrupt
the ten day count.
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GIFTED AND TALENTED EDUCATION
RSU 19 recognizes the importance of, in accordance with state law and guidelines,
identifying students of unusual ability, skill, or creativity in the following areas:
General intellectual ability,
Specific academic aptitude, and
Visual and performing arts.
These are students who excel, or have the potential to excel, beyond their age peers, and
who need and can benefit from specialized programming to challenge them and further
develop their potential. This is expected (as per Maine Chapter 104) to be about 5% of
the student population in intellectual/academic and also about 5% in the arts.
Identifying gifted and talented students, and providing appropriate differentiation to their
educational program to better meet the needs of these atypical learners, is necessary to
fully include them in the District’s mission to:
Inspire every student.
Instill a motivation for learning.
IEnsure contributing citizens.
The Superintendent, or designee, shall ensure that a process is in place for the screening,
identification, placement, and review of identification for students in the gifted and
talented program.
Legal Reference:

Title 20-A: Education / Chapter 311 Gifted and Talented Students
05-071 Department of Education - Chapter 104: Educational
Programs for Gifted and Talented Children
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