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REFERENCE MANUAL FOR THE BOARD OF SCHOOL 

DIRECTORS OF THE BRYN ATHYN SCHOOL DISTRICT 

 

Introduction and Statement of Purpose: 
 
 This Reference Manual for the Board of School Directors of the Bryn Athyn School 

District is intended to be a quick reference guide for use by the Board regarding various matters 

concerning school operation and the functions of the Board, in addition to describing certain 

operating procedures.  Most matters addressed in this Reference Manual are summaries of 

existing legal requirements.  This Reference Manual does not constitute the “policies” of the 

Bryn Athyn School District; the School District’s “policies” are found in the Board Policy 

Manual.  However, this Reference Manual is available to the Board to provide further guidance 

on the requirements of the Public School Code of 1949, and other state and federal laws relating 

to public schools.   

 

 The procedures and guidelines in this Reference Manual are not intended to expand the 

rights of individuals beyond those established by law or to give to any individual a cause of 

action not independently established in law.  Enforcement of Board procedures shall rest 

exclusively with the School Board. 

 

 The procedures and guidelines in this Reference Manual do not preempt, create, supplant, 

expand or restrict the rights liabilities of students, employees, taxpayers or others within the Bryn 

Athyn community beyond those that are established in law and are not intended to restrict or 

limit students, employees, or other members of the school community from pursuing any claims 

or defenses available under applicable law, whether constitutional, statutory, regulatory, or 

common law.  It is not the intent of the Board that these procedures be interpreted as influencing, 

in either the plaintiff’s or the defendant’s favor, the disposition of a particular civil action. 
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01. GENERAL SCHOOL DISTRICT INFORMATION 

 

Section 1. Composition 

 

Bryn Athyn School District is comprised of the majority of lands that lie within the Borough of 

Bryn Athyn. 

 

Section 2. Intermediate Unit 

 

Bryn Athyn School District is assigned to Montgomery County Intermediate Unit No. 23. 

 

Section 3. Classification 

 

Bryn Athyn School District is classified as a school district of the fourth class. 

 

Section 4. Address 

 

The official address of the Board of School Directors of Bryn Athyn School District shall be: 

Bryn Athyn School District, P.O. Box 21, Bryn Athyn, PA 19009. 

 

Section 5. Postings of Public Notices 

 

For all public notices required by law, the Bryn Athyn School District will post notices in such 

locations and in such media as required by applicable law.   

 

Where applicable law requires the Bryn Athyn School District to provide the broadest possible 

public outreach (by way of example, to fulfill the School District’s child find obligations under 

the Individuals with Disabilities Education Improvement Act), the Bryn Athyn School District 

will endeavor to post all legally required public notices at the following locations:  the 

Swedenborg Library; the Huntingdon Valley Public Library; the Bryn Athyn Post Office; the 

Huntingdon Valley Post Office; and the Bryn Athyn Borough Hall.   

 

Where publication on notice is required by law to appear in a newspaper of general circulation in 

the Borough of Bryn Athyn, the School District shall publish such notice in the Bryn Athyn Post. 

 

For all other public notices, the Bryn Athyn School District will post notices:  at the Bryn Athyn 

Post Office; at the Bryn Athyn Borough Hall; and on the Bryn Athyn School District’s website. 

 

The Bryn Athyn School District may select additional locations and methods for the provision of 

public notice as the Board deems appropriate, consistent with the requirements of law. 
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02. BOARD AUTHORITY AND POWERS 

 

Section 1. Authority 

 

The authority to provide for public education for residents of Bryn Athyn School District is 

vested in the Board of School Directors, which is a body corporate, governed by the Public 

School Code of 1949 as amended, and other applicable law. 

 

Section 2. Powers 

 

The Board provides for a public education for every person residing in Bryn Athyn School 

District who desires to attend public school, adopts and enforce rules and regulations for the 

management of school affairs, and levies and collect taxes as may be necessary, in addition to the 

annual state appropriation, for the exercise of aforesaid powers. 

 

The powers of the Board of School Directos are not vested any the individual Board member. No 

such individual is authorized to act on behalf of the Board to carry out any of the Board’s 

statutorily authorized powers, except for those acts stated in law. 
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03. FUNCTIONS AND BOARD HEARINGS 

 

Section 1. Legislative Functions 

 

The Board exercises its rule-making and governance functions by adopting Board policies and 

motions for the organization and operation of the school district.  

 

Board policies are adopted, amended or repealed by a majority vote of a quorum of the Board. 

 

The adoption, modification, repeal or suspension of a Board policy must be recorded in the 

minutes of the Board meeting. All current policies shall be maintained in the Board Policy 

Manual. 

 

Section 2. Judicial Functions 

 

In furtherance of its adjudicatory function, the Board may hold hearings in accordance with 

applicable law. 

 

Section 3. Responses to Public and Press Inquiries 

 

The general practice of the Board is not to respond to questions or concerns raised at public 

board meetings unless a member of the public or of the press has submitted the question or 

concern in advance of the meeting in writing, by letter or by email, to a member or officer of the 

Board, and such officer and/or member of the Board has circulated the written question or 

concern to the remaining Board members sufficiently in advance of the meeting to allow for the 

preparation of a response by the Board President.  Members of the public shall not be limited 

during the public comment period of the Board’s public meetings to questions or concerns raised 

in advance of the public meeting in writing to a Board member or officer; however, it shall be 

the general practice of the Board for its members not to provide a response to such inquiries. 

 

The general practice of the Board shall be for the Board President, or his or her designee, to 

provide the Board response to those written questions or concerns submitted in advance of its 

public meetings for which the Board deems a response is necessary and appropriate.  The Board 

is not required to respond to any particular written question or concern, but shall do so in those 

cases where the Board believes that a response is necessary and appropriate. 

 

This general practice is subject to such exceptions as the Board may, from time to time, feel is 

necessary in its collective discretion to make.  Furthermore, nothing in this practice shall be 

construed to deny an individual Board member, or member of the public, from exercising his or 

her rights with respect to speech concerning matters of public concern and all other speech 

protected by the First Amendment. 

 

The public comments of individual Board members, whether made inside or outside of the 

Board’s public meetings, represent only the views of the individual Board member, and do not 

reflect the policy or position of the Bryn Athyn School District.       
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04. BOARD MEMBERSHIP 

 

Section 1. Qualifications 

 

Each member of the Board must meet the following qualification: 

 

a. Be of good moral character, be eighteen (18) years of age, shall have been a resident 

of the district for at least one (1) year prior to the date of his/her election or 

appointment, and shall not be a holder of any office or position as specified in Section 

322 of the School Code; nor shall the individual be a member of council in any 

municipality. 

 

b. Shall not have been removed from any office of trust under federal, state or local laws 

for any malfeasance in such office. 

 

c. Shall not be engaged in a business transaction with the school district, be employed 

by the school district, or receive pay for services from the school district, except as 

provided by law. 

 

d. Shall take and subscribe to the oath or affirmation prescribed by statute before 

entering the duties of the office. 

 

e. Shall file a statement of financial interests with the State Ethics Commission before 

taking the oath of office or entering upon his/her duties. 

 

Section 2. Election 

 

Election of members of the Board is in accordance with the law. 

 

Section 3. Vacancies 

 

A vacancy shall occur by reason of death, resignation, removal from a district or region, or 

otherwise. Such vacancy must be filled by appointment by majority vote of the remaining 

members of the Board within thirty (30) days of the occurrence of the vacancy, which 

process must be in accordance with the Sunshine Act. The Board member so appointed shall 

serve until the first Monday in December after the first municipal election occurring more 

than sixty (60) days following his/her appointment. If the Board fails to fill the vacancy 

within thirty (30) days after such vacancy shall have occurred, the Court of Common Pleas of 

Montgomery County upon petition of ten (10) or more resident taxpayers shall fill such 

vacancy by the appointment of a suitable person. When a majority of the memberships are 

vacant, such vacancies shall be filled by the Court of Common Pleas of Montgomery County. 

 

Section 4. Term 

 

The term of office of each Board member shall be four (4) years and shall expire on the first 

Monday of December, except that the term of a Board member appointed to fill a vacancy 
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shall expire on the first Monday of December after the municipal election occurring more 

than sixty (60) days after his/her appointment. The term of a Board member elected to an 

unexpired term shall expire at the termination of that term. 
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05. ORGANIZATION OF THE BOARD 

 

Section 1. Organization Meeting 

 

The Board members meet and organize annually during the first week of December. Notice of 

the time and place of the organization meeting must be given to all Board members by mail at 

least five (5) days before the proposed meeting by the Business Administrator/Board Secretary. 

The organization meeting is a regular meeting. 

 

Section 2. Order  

 

The organization meeting is called to order by the past President, who presides over the 

nomination and election of a temporary President from among the hold-over Board members. 

The Board Secretary is the secretary of the meeting. In an election year, the certificates of 

election or appointment of all new Board members are read, and a list prepared of the legally 

elected or appointed and qualified Board members. 

 

The temporary President may administer the oath or affirmation of office to those Board 

members who have not previously taken and subscribed to the same. 

 

Section 3. Officers  

 

Election of officers must be a majority vote of those present and voting. Where no such majority 

is achieved on the first ballot, a second ballot shall be called for the two (2) candidates who 

received the greatest number of votes. 

 

a. The school directors annually, during the first week of December, elect from their 

members a President and Vice-President who shall serve for one (1) year. 

 

b. The school directors annually, during the month of May, elect a Treasurer who shall 

serve for one (1) year beginning the first day of July after such election. The 

Treasurer may be a corporation duly qualified and legally authorized to transact a 

fiduciary business in the Commonwealth, and may be a member of the Board. 

 

The Treasurer shall not enter upon his/her duties until furnishing bond in accordance 

with law and with Board approval. The Treasurer shall be compensated in the manner 

and at the rate determined by the Board. 

 

c. The school directors shall, during the month of May in every fourth year, elect a 

Secretary who shall serve a term of four (4) years beginning the first day of July 

following such election, and may be a member of the Board. 

 

The Secretary shall not enter upon his/her duties until furnishings bond in accordance 

with law and with Board approval. The Secretary shall be compensated in the manner 

and at the rate determined by the Board. 
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Vacancies in any office are filled by Board action, and such appointed officers shall serve for the 

remainder of the unexpired term. 

 

The same school director may not hold more than one (1) office of the Board.  

 

Pursuant to Article VI, Section 7 of the Pennsylvania Constitution, the Board may remove its 

Treasurer and Secretary at its pleasure. Other officers of the Board may be removed from office 

for incompetence, intemperance, neglect of duty, violation of the school laws of the 

Commonwealth, or other improper conduct, provided that the officer charged shall have been 

given due notice of the reasons and an opportunity for a hearing. Removal shall be approved by 

the affirmative vote of a majority of the full number of school directors. 

 

Section 4. Duties  

 

a. President 

 

The President presides at all regular and special meetings of the Board and perform 

such other duties as are required by law. The President may call special meetings of 

the Board, except as otherwise provided by law or by the Board and shall appoint all 

committees of the Board. 

 

b. Vice-President 

 

In the absence of the President, the Vice-President presides at the meeting and shall 

perform such other duties as may be assigned by the Board. 

 

c. Board Secretary 

 

The Board Secretary keeps a record of proceedings of the Board and shall submit a 

copy of the minutes to each Board member. S/He shall keep in file in his/her office all 

reports, communications, papers and documents relating to the business of the Board 

or belonging to it. S/He shall perform all duties as may be required by the Board. 

 

Section 5. Appointments  

 

The Board appoints: 

 

a. A tax collector, where a tax collector is not elected to collect taxes, there is a 

vacancy, or any elected tax collector refuses to qualify. 

 

b. Solicitor and Special Counsel. 

 

c. Independent auditor. 

 

d. Delegates to a state convention or association of school directors. 
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e. Assistants, clerks and other employees the Board deems necessary. 

 

f. Insurance Broker. 

 

g. Financial Advisor. 

 

Appointees of the Board may be removed from office for incompetency, intemperance, 

neglect of duty, violation of the school laws of the Commonwealth, or other improper 

conduct, provided that the appointee charged has been given due notice of the reasons 

and an opportunity for a hearing. Removal shall be approved by the affirmative vote of a 

majority of the full number of school directors.  

 

Section 6. Resolutions 

 

The Board may at the organization meeting, but in no event later than July 1 next following, 

designate a: 

 

a. Depository(s) for school funds. 

 

b. Newspaper(s) of general circulation as defined in law. 

 

c. Normal day, place and time for regular meetings. 

 

d. Normal day, place and time for open committee meetings. 
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06. BOARD MEETINGS 

 

Section 1. Parlimentary Authority  

 

All Board meetings should be conducted in an orderly and business-like manner, and in 

accordance with Robert’s Rules of Order. 

 

Section 2. Quorum  

 

A quorum is five (5) Board members present at a meeting. No business shall be transacted at a 

meeting without a quorum, but the Board members present at such a meeting may adjourn to 

another time. 

 

Section 3. Presiding Officer  

 

The President presides at all Board meetings. In the absence, disability or disqualification of the 

President, the Vice-President shall act instead. If neither person is present, a Board member shall 

be elected President pro tempore by a plurality of those present to preside at that meeting only. 

The act of any person so designated shall be legal and binding. 

 

Section 4. Notice 

  

Notice of all open public Board meetings, including committee meetings and discussion sessions, 

must be given by publication of the date, place, and time of such meetings in the newspaper(s) of 

general circulation designated by the Board and the posting of such notice at the administrative 

offices of the Board. 

 

a. Notice of regular meetings must be given by publication and posting of a schedule 

showing the date, place and time of all regular meetings for the fiscal year at least 

three (3) days prior to the time of the first regular meeting. 

 

b. Notice of all special meetings shall be given by publication and posting of notice at 

least twenty-four (24) hours prior to the time of the meeting, except that such notice 

shall be waived when a special meeting is called to deal with an actual emergency 

involving a clear and present danger to life or property. 

 

c. Notice of all rescheduled meetings shall be given by publication and posting of notice 

at least twenty-four (24) hours prior to the time of the meeting. 

 

d. Notice of all recessed or reconvened meetings must be given by publication and 

posting of the place, date and time of the meeting and sending copies of such notice 

to interested parties. 

 

e. Notice of all public meetings must be given to any newspaper(s) circulating in 

Montgomery County and a radio or television station which so requests. Notice of all 
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public meetings must be given to any individual who so requests and provides a 

stamped, addressed envelope for such notification. 

 

Notice of all regular and special Board meetings must be given to Board members prior to the 

time of the meeting. 

 

Notice of executive sessions, if not previously announced, should be provided in writing to 

Board members at least twenty four (24) hours prior to the executive session. 

 

Section 5. Regular Meetings  

 

Regular Board meetings are public and must be held at specified places at least once every two 

(2) months during the school term. 

 

a. Agenda 

  

 It shall be the responsibility of the Board Secretary, to prepare an agenda of the items of 

business to come before the Board at each regular meeting. The agenda, together with all 

relevant reports, must be provided to each school director at least three (3) days before the 

meeting. 

 

b. Order of Business 

  

The order of business for regular meetings shall be as follows, unless altered by the President or 

a majority of those present and voting: 

 

1. Call to order. 

2. Pledge of allegiance. 

3. Roll call. 

4. Recognition of public/ Public Participation. 

5. Approval of minutes. 

6. Reports. 

7. Action items-fiscal, personnel, policy and programs. 

8. Public comment. 

9. Adjournment. 

 

Section 6. Special Meetings  

 

Special meetings are public and may be called for special or general purposes. 

 

The President may call a special meeting at any time and shall call a special meeting upon 

presentation of the written requests of three (3) school directors. Upon the President’s failure or 

refusal to call a special meeting, such meeting may be called at any time by a majority of the 

Board members. 
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The order of business for special meetings is as follows unless altered by the President or a 

majority of those present and voting: 

 

 Call to Order. 

 Roll Call. 

 Announcement. 

 Reading of Notice of Meeting. 

 Transaction of business for which meeting was called. 

 Adjournment. 

 

Section 7. Hearing of the Public  

 

A member of the public present at a Board meeting may address the Board in accordance with 

law and Board policy and rules.  Pursuant to its general practices, the Board will not generally 

respond to questions or concerns voiced at public meetings that have not been submitted in 

writing to a Board member or officer in advance of the meeting. 

 

Section 8. Voting  

 

All motions require for passage a majority vote of those Board members present and voting, 

except as provided by statute. 

 

All votes on motions and resolutions are by voice vote unless an oral roll call vote is requested 

by the President or another Board member. 

 

a. The following actions require the recorded affirmative votes of two-thirds of the full 

number of Board members: 

 

1. Transfer of budgeted funds 

 

2. Transfer of any unencumbered balance, or portion thereof, from one appropriation to 

another, or from one spending agency to another. 

 

3. Incur a temporary debt or borrow money upon such obligation. 

 

4. Incur a temporary debt to meet an emergency or catastrophe. 

 

5. Convey land or buildings to the municipality coterminous with the school district. 

 

6. Fix the fiscal year to begin on the first day of January. 

 

b. The following actions require the recorded affirmative votes of a majority of the full 

number of Board members: 

 

1. Fixing the length of school term. 
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2. Adopting the annual budget. 

 

3. Appointing tax collectors and other appointees. 

 

4. Levying and assessing taxes. 

 

5. Purchasing, selling, or condemning land. 

 

6. Locating new buildings or changing the location of old ones. 

 

7. Establishing additional schools or departments. 

 

8. Designating depositories for school funds. 

 

9. Expending district funds. 

 

10. Entering into contracts of any kind, including contracts for the purchase of fuel or any 

supplies where the amount involved exceeds $100 (including items subject to $10,000 

bid requirements). 

 

11. Fixing salaries or compensation of officers, teachers or other appointees of the Board. 

 

12. Combining or reorganizing into a larger school district. 

 

13. Entering into contracts with and making appropriations to the intermediate unit for the 

district’s proportionate share of the cost of services provided or to be provided by the 

intermediate unit. 

 

14. Adopting a corporate seal for the district. 

 

15. Determining the location and amount of any real estate required by the school district for 

school purposes. 

 

16. Vacating and abandoning property to which the Board has title. 

 

17. Determining the holidays, other than those provided by statute, to be observed by special 

exercises and those on which the schools shall be closed for the whole day. 

 

18. Removing a school director. 

 

19. Declaring that a vacancy exists in the Board by reason of the failure of neglect of a 

school director to qualify. 

 

20. Removing an officer of the Board. 

 

21. Removing an appointee of the Board. 
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Section 9. Minutes  

 

The Board retains as a permanent record of the district minutes of all open Board meetings. Said 

minutes should be comprehensible and complete and shall show: 

  

a. The date, place, and time of the meeting. 

 

b. The names of the Board members present and absent. 

 

c. The presiding officer. 

 

d. The substance of all official actions. 

 

e. Actions taken. 

 

f. Recorded votes and a record by individual members of all roll call votes taken. 

 

g. The names of all citizens who appeared officially and the subject of their 

testimony. 

 

The Board Secretary must provide each Board member with a copy of the minutes at least one 

week prior to the next regular meeting. 

 

The minutes of Board meetings must be approved at the next succeeding meeting and signed by 

the Board Secretary. 

 

Notations and any tape of audiovisual recordings, if any are made, are solely to assist with the 

preparation of minutes and shall not be official record of an open public Board meeting and 

should be destroyed once they have served their purpose. 

 

Section 10. Adjournment  

 

The Board may at any time recess or adjourn to an adjourned meeting at a specified date and 

place, upon the majority vote of those present. The adjourned meeting should take up its business 

at the point in the agenda where the motion to adjourn was acted upon. Notice of the rescheduled 

meeting must be given as provided herein. 

 

Section 11. Executive Session  

 

The Board may hold an executive session as permitted by law, which is not an open meeting, 

before, during, at the conclusion of an open meeting, or at some other time.  Executive sessions 

may be held for the following reasons:  (1) to discuss any matter involving the employment, 

appointment, termination of employment, terms and conditions of employment, evaluation of 

performance, promotion or disciplining of any specific prospective public officer or employee or 
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current public officer or employee; (2) to hold information, strategy and negotiation sessions 

related to the negotiation or arbitration of a collective bargaining agreement or, in the absence of 

a collective bargaining agreement, related to labor relations; (3) to consider the purchase or lease 

of real property; (4) to consult with its attorney or other professional advisor regarding 

information or strategy in connection with litigation or with issues on which identifiable 

complaints are expected to be filed; and, (5) to review and discuss business which, if conducted 

in public, would violate a lawful privilege or lead to the disclosure of information or 

confidentiality protected by law, including matters related to the initiation and conduct of 

investigations of possible or certain violations of the law and quasi-judicial deliberations. 

 

The presiding officer should announce the specific reason for holding the executive session that 

indicates that a real, discrete matter that is being addressed in the private session; the 

announcement can be made at the open meeting prior to or after the executive session. 

 

Official actions based on discussions held in executive session must be taken at a public meeting, 

and not during the executive session. 
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07.  STATE ETHICS ACT REQUIREMENTS 

 

Members of the Board of School Directors of the Bryn Athyn School District are “public 

officials” subject to the requirements of the Public Official and Employee Ethics Act. 

 

1. Filing of Statement of Financial Interests. 

 

 Each Member of the Board of School Directors, the School District’s Solicitor, and any 

School District employee responsible for taking action of a nonministerial nature with regard to 

contracting or procurement, administering or monitoring grants or subsidies, or any other activity 

of more than a de minimus economic impact, must file a Statement of Financial Interest in the 

form provided by the State Ethics Commission no later than May 1
st
 of the year for each year 

that he or she holds that position and of the year after he or she leaves that position.  A copy of 

the form is attached to this Reference Manual as Appendix “B.” 

 

 The Statement of Financial Interest shall be filed with the Board Secretary. 

 

2. Conflicts of Interest Prohibited. 

 

 A “conflict of interest” is a use by a public official or public employee of the authority of 

his or her office or employment of any confidential information received through his or her 

holding public office or employment for the private pecuniary benefit of himself, a member of 

his immediate family or a business with which he or a member of his immediate family is 

associated. 

 

 Any Board member who in the discharge of his or her official duties would be required to 

vote on a matter that would result in a conflict of interest shall abstain from voting and, prior to 

the vote being taken, publicly announce and disclose the nature of his or her interest as a public 

record in a written memorandum filed with the person responsible for recording the minutes of 

the meeting at which the vote is taken.  A sample form for this written memorandum is included 

in Appendix “B.”  However, if the School Board would be unable to take any action on a matter 

before it because the number of Board members required to abstain from voting due to a conflict 

of interest makes the majority or other legally required vote of approval unattainable, then such 

members shall be permitted to vote if disclosures are made as provided herein. 
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08. DISTRIBUTION OF POLICY MANUAL AND REFERENCE MANUAL 

 

Copies of the School Board’s Reference Manual and Policy Manual shall be given to the 

following: 

 

a. All Board members. 

 

b. Board Secretary 

 

c. Business Administrator 

 

The Board Policy Manual is a public record and shall be available for inspection in the Borough 

of Bryn Athyn office during regular office hours. 

 

The Board Policy Manual and Reference Manual are the property of the school district; 

therefore, all manuals shall be returned to the Board Secretary upon termination of employment 

or term of office. 
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09.  HOME EDUCATION PROGRAM PROCEDURES 

 

These procedures apply for those parents who wish to establish a home education program, 

pursuant to Board Policy # 105. 

 

Home Education Program – a program conducted in compliance with Section 1327.1 of the 

School Code and the Regulations promulgated thereunder by the parent/guardian or person 

having legal custody of a child. A home education program shall not be considered a nonpublic 

school under the provisions of the School Code. 

 

Supervisor – the parent/guardian or person having legal custody of a child who is responsible 

for providing instruction, provided that such person has a high school diploma or its equivalent. 

 

Hearing Examiner – shall not be an officer, employee or agent of the Department of Education 

or of the school district or intermediate unit of residence of the child in the home education 

program. 

 

Appropriate Education – a program consisting of instruction in the required subjects for the 

time required by law and in which the student demonstrates sustained progress in the overall 

program. 

 

Superintendent – the superintendent of the school district in which the student would enroll, by 

agreement with the District, if attending public school. By arrangement with the appropriate 

neighboring school district, the District delegates to that school district’s Superintendent all 

duties required to be performed by a Superintendent pursuant to Section 1327.1 of the Public 

School Code. 

 

Eligibility/Affidavits 

 

A notarized affidavit of the parent/guardian or person having legal custody of the child shall be 

filed prior to commencement of the home education program and annually thereafter on August 

1 with the Superintendent. The affidavit shall set forth: 

 

1. The name of the supervisor of the home education program who will be responsible 

for the provision of instruction. 

 

2. The name and age of each child who will participate in the home education program. 

 

3. The address and telephone number of the home education program site.  

 

4. That such subjects required by law are offered in the English language, including an 

outline of proposed education objectives by subject area. 

 

5. Evidence that the child has been immunized and has received the health and medical 

services required for students of the child’s age or grade level. 
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The affidavit shall contain certification signed by the supervisor that the supervisor, all adults 

in the home and persons having legal custody of a child in the home education program have 

not been convicted of criminal offenses as enumerated in the School Code. 

 

Transfers 

 

When a home education program is relocating to another school district, the supervisor shall 

comply with all appropriate provisions of the School Code relating to relocation of the home 

education program. 

 

Program 

 

A student who is enrolled in a home education program shall be deemed to have met the 

requirements if the program provides a minimum of one hundred eighty (180) days of 

instruction, or nine hundred (900) hours per year at the secondary level. 

 

At the elementary level, the following courses shall be taught: English, to include spelling, 

reading and writing; arithmetic; science: geography; history of the United States and 

Pennsylvania; civics; safety education; including regular and continuous instruction in the 

dangers and prevention of fires; health and physiology; physical education; music; and art. 

 

At the secondary level, the following courses shall be taught; English, to include language, 

literature, speech and composition; science; geography; social studies, to include civics, 

world history, history of the United States and Pennsylvania; mathematics, to include general 

mathematics, algebra and geometry; art; music; physical education; health; and safety 

education, including regular and continuous instruction in the dangers and prevention of 

fires. 

 

Such courses of study may include, at the discretion of the supervisor, economics; biology, 

chemistry; foreign languages; trigonometry; or other age appropriate courses defined by the 

State Board of Education. 

 

Requirements of Supervisor 

 

In order to demonstrate that appropriate education is occurring, the supervisor shall provide 

and maintain on file for each student enrolled in the home education program a portfolio of 

records and materials. 

 

The portfolio shall consist of a log, made contemporaneously with the instruction, that 

designates by title the reading materials used; samples of any writings; worksheets, 

workbooks or creative materials used or developed by the student; and in grades three (3), 

five (5) and eight (8) results of nationally normed standardized achievement tests in reading, 

language arts and mathematics or results of statewide tests administered in these grade levels. 
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The supervisor shall ensure that the nationally normed standardized tests or the statewide 

tests are not administered by the child’s parent or guardian. 

 

Evaluation Requirements 

 

A teacher or administrator who evaluates a portfolio at the elementary level or secondary 

level shall meet the requirements established by the School Code. 

 

An annual written evaluation of the student’s educational process as determined by a licensed 

clinical or school psychologist, a teacher certified by the Commonwealth, or a nonpublic 

school teacher or administrator is required. The evaluation shall also be based on an 

interview of the child and a review of the portfolio and shall certify whether or not an 

appropriate education is occurring. At the request of the supervisor, persons with other 

qualifications may conduct the evaluation with the prior consent of the Superintendent.  In no 

event shall the evaluator be the supervisor or his/her spouse. 

 

Documentation required by this policy shall be provided to the Superintendent or designee at 

the conclusion of each school year. The Superintendent shall determine whether the child is 

receiving appropriate education, as defined in this policy and the School Code, as a program 

consisting of instruction in the required subjects for the time required and in which the 

student demonstrates sustained progress in the overall program. 

 

If the Superintendent or designee has a reasonable belief that, at any time during the school 

year, appropriate education may not be occurring in the home education program, s/he may 

require documentation pertaining to the portfolio to be submitted to the district by certified 

mail with return receipt requested within fifteen (15) days, and the evaluation to be submitted 

within thirty (30) days. 

 

If the Superintendent or designee determines, based on the documentation submitted, that 

appropriate education is not occurring, s/he shall send a letter to the supervisor stating that in 

his/her opinion appropriate education is not occurring in the home and the education program 

shall be out of compliance; and the student shall be promptly enrolled in the public or a 

nonpublic school. 

 

Right of Hearing  

 

The Board shall provide for a proper hearing by a duly qualified and impartial hearing 

examiner within thirty (30) days after the submission of additional documentation, if the 

Superintendent has determined that appropriate education is not taking place in the home 

education program. The examiner shall render a decision within fifteen (15) days of the 

hearing, except that s/he may require the establishment of a remedial education plan mutually 

agreed to by the Superintendent and supervisor of the home education program which shall 

continue the home education program. The decision of the examiner may be appealed by 

either the supervisor or the Superintendent to the Secretary of Education or Commonwealth 

Court. 
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If the hearing examiner finds that the documentation does not indicate that appropriate 

education is taking place in the home education program, the home education program shall 

be out of compliance; and the student shall be promptly enrolled in a public or nonpublic 

school. 

 

Loan of Instructional Materials 

 

The district shall, at the request of the supervisor, lend to the home education program copies 

of the school’s planned courses, textbooks, and other curriculum materials appropriate to the 

student’s age and grade level. 

 

Graduation Requirements 

 

The following minimum courses in grades 9 through 12 are established as a requirement for 

graduation in a home education program; four (4) years of English; three (3) years of 

mathematics; three (3) years of science; three (3) years of social studies; two (2) years of arts 

and humanities. 

 

The school district is under no obligation to award a diploma or acknowledge completion of 

a student’s education in a home education program. 

 

Children With Disabilities 

 

In accordance with Section 1327(d) of the Public School Code, a home education program 

shall meet compulsory attendance requirements for a student identified as a child with a 

disability only when the program addresses the specific needs of the student and is approved 

by a teacher with a valid education certificate from the Commonwealth to teach special 

education, or a licensed clinical or certified school psychologist. Written notice of such 

approval must be submitted with the required affidavit. 

 

The supervisor may request that the school district or intermediate unit of residence provide 

services that address the exceptional student’s specific needs. 

 

When the provision of services is agreed to by both the supervisor and the school district or 

intermediate unit, all services shall be provided in the public schools or in a private school 

licensed to provide such programs and services. 
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10.  HEALTH AND DENTAL EXAMINATIONS 

 

Article XIV of the Public School Code of 1949 requires school-age children to obtain 

health and dental examinations at certain specified grade levels.  It is expected that students 

enrolled in the Bryn Athyn School District will adhere to the policy of the school district, school 

or program to which they are assigned with respect to health and dental examinations.  The 

School Code’s requirements for health and dental examinations are as follows: 

 

1. Each pupil shall receive a comprehensive health examination upon original entry, while 

in 6
th

 grade and in 11
th

 grade. A private examination conducted at the parent’s request 

and expense will be accepted in lieu of the school examination. 

 

2. Each pupil shall receive a comprehensive dental examination upon original entry, while 

in 3
rd

 grade and in 7
th

 grade. A private examination conducted at the parent’s request and 

expense will be accepted in lieu of the school examination. 

 

 The individual pupil records of health examinations shall be maintained as a confidential 

record, subject to statute and the policies of this District, and to the policies of the school district 

in which the student is assigned.  These records may be maintained by the school, public or 

private, which the student attends. 

 

 A student who presents a statement signed by his/her parent or guardian that a medical 

examination is contrary to his/her religious beliefs shall be examined only when the Secretary of 

Health determines that the student presents a substantial health menace to the health of other 

persons.   

 

 Parents and guardians of children who are to be examined shall be notified of such 

examinations. The notice shall include the date and location of the examination and 

encouragement that the parent or guardian attend.  

 

 Such notice may also include notification that the parent may have the examination 

conducted privately at the parent’s expense. 
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11. SAFE SCHOOLS ACT REPORTING AND RECORDKEEPING PROCEDURES 

 

 The Board believes that the physical safety of students, employees, and visitors is 

essential for the proper operation of schools and for the establishment of a positive learning 

environment. Based on this premise, and the requirements of the Safe Schools Act, the Board 

implements the following procedure relative to reporting incidents involving acts of violence or 

possession of weapons by any person on school property.  

 

 “School Property” shall mean any public school grounds, any school-sponsored activity 

or any conveyance providing transportation to a school entity or school-sponsored activity.  

 

A.  The Board Secretary or other appropriate individual shall report to the Office of Safe 

Schools, Pennsylvania Department of Education, at least twice a year all new incidents involving 

acts of violence or possession of a weapon by any person on school property on the form 

provided by the Office of Safe Schools. 

 

B.  The Board Secretary or other appropriate individual shall develop a memorandum of 

understanding with local law enforcement which sets forth procedures to be followed when an 

incident involving an act of violence or possession of a weapon by any person occurs on school 

property. Law enforcement protocols shall be developed in cooperation with local law 

enforcement and the Pennsylvania State Police.  

 

C. Availability of records: The student’s disciplinary record shall be available for inspection 

to the student and his parent, guardian or other person having control or charge of the student, to 

school officials and to State and local law enforcement officials as provided by law. The 

permission of the parent, guardian, or other person having control or charge of the student shall 

not be required for transfer of the individual’s student record to another school entity within this 

Commonwealth or another State in which the student seeks enrollment or is enrolled.  

 

D. Maintenance of records: The Board Secretary or other appropriate individual shall 

maintain updated records of all incidents of violence, incidents involving possession of a weapon 

and convictions or adjudications of delinquency for acts committed on school property by 

students enrolled in the Bryn Athyn School District on a district wide and school-by-school 

basis. The records maintained under this section shall be contained in a format developed by the 

Pennsylvania State Police in cooperation with the Office of Safe Schools of the Pennsylvania 

Department of Education. The statistical summary of these records shall be made accessible to 

the public for examination during regular business hours.  
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12.  BUDGET PREPARATION PROCEDURES 

 

In order to ensure adequate time for the preparation and review of the proposed budget, 

the Board requests that the Business Administrator present to the Board all available information 

associated with the budget 90 days prior to the end of the fiscal year. 

 

When presented to the Board for review, the budget shall contain the proposed revenue 

and expenditure in each financial category for the ensuing school year, and an estimate of the 

unobligated fund balance projected for the current year. 

 

The provisions of the Public School Code of 1949 governing the budget preparation and 

approval process are attached as Appendix “C” to this Reference Manual. 

 



 

Bryn Athyn School District Board Reference Manual 

- 27 - 

13. TAX COLLECTION 

 

 Real Estate Taxes as provided for in the Public School Code shall be collected by the 

elected and properly bonded tax collector annually on or before the first day of February. 

 

 Earned income tax as provided under Act 511 shall be collected by the annually 

appointed tax administrators. 

 

 It shall be the responsibility of the Business Administrator to ascertain that the tax 

collector is properly bonded and s/he shall submit such information on estimated collection as 

may be required to set proper bond. 

 

The local tax collectors shall pay over monies on a bi-weekly basis in the months of July, 

August, September and October Tax reports and funds shall be filled monthly thereafter during 

the remainder of the tax year. 

 

 All Real Estate Taxes not collected by the local tax collector by February 1 shall be 

turned over to the County Tax Collection Bureau for collection. 

 



 

Bryn Athyn School District Board Reference Manual 

- 28 - 

14. BANK ACCOUNTS 

 

 The Board shall designate one or more banks or bank and trust companies as depository 

for the safeguarding of school funds by a majority vote of the entire Board of School Directors. 

 

 Each designated depository shall furnish proper security for such deposits in the amount 

designated by the Board and in accordance with law. 

 

 Each designated depository shall be advised not to cash checks payable to the school 

district but to deposit said checks to the district accounts. 

 

 Each depository shall be required to report to the Business Administrator monthly on the 

status of such funds in the manner required by law. 

 

 Each depository shall be required to provide prenumbered and preprinted checks 

identified with the name of the fund. 
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15. INVESTMENT OF SCHOOL DISTRICT FUNDS 

 

Pursuant to Board Policy # 304, the School District funds may be invested by the 

Treasurer or the Business Administrator under the following criteria: 

 

A. In United States Treasury Bills; 

 

B. Short-term obligations of the United States Government or its agencies of 

instrumentalities backed by the full faith and credit of the United States of 

America; 

 

C. Repurchase Agreements fully collateralized by U.S. Government Securities; 

 

D. Time accounts or share accounts of institutions insured by the Federal Deposit 

Insurance Corporation to the extent such are lawfully secured or collateralized as 

more fully set forth in Section 621 and 622 of the Pennsylvania School Code, Act 

1949, P.L. 30 as amended or supplemented, or as secured by Act No. 72, Session 

of 1971 of the Pennsylvania General Assembly providing for a standardized 

procedure for pledging assets by banks to secure deposits of public funds; 

 

E. Or through arrangements with other municipalities or school districts pursuant to 

the Intergovernmental Cooperation Act provided that the investments made 

through such arrangements are themselves lawful investments under the School 

Code. 

 

 All securities and investments shall be purchased in the name of the School 

District and held in safe keeping by the investment institution, with written receipt and 

confirmation sent directly to the School District, or shall be kept with the School 

District’s Business Administrator. Investments may be liquidated prior to their stated 

maturity in the event of unforeseen cash requirements.  A monthly report of the School 

District’s investments shall be provided to the Board. 
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16.  GUIDELINES FOR PURCHASES OF SCHOOL SUPPLIES, FURNITURE AND 

EQUIPMENT 

 

Article VIII of the Public School Code of 1949 contains certain requirements for public 

bidding for the purchase of school supplies, furniture and equipment.  Due to the unique nature 

of the Bryn Athyn School District, many of these provisions do not apply because the School 

District does not make purchases that are subject to the School Code’s requirements.  In the 

event that the School District does make an eligible purchase of school supplies, furniture or 

equipment, the following procedures apply.   

 

A. General Fund Purchases. 

  

1. Purchases of nonexempt furniture, equipment, school supplies and 

other appliances costing under $4,000. For the purchase of nonexempt 

furniture, equipment, school supplies and other purchases costing less than 

$4,000, reasonable effort shall be made to obtain quotations or proposals 

from suppliers, unless solicitation of proposals is not justified. 

 

2. Purchases of nonexempt furniture, equipment, school supplies and 

other appliances costing between $4,000 and $10,000. For the purchase 

of nonexempt furniture, equipment, school supplies and other appliances 

costing between $4,000 and $10,000, quotations or competitive bids shall 

be obtained as the Business Administrator deems best. 

 

3. Purchases of nonexempt furniture, equipment, school supplies and 

other appliances costing in excess of $10,000. For purchases of 

nonexempt furniture, equipment, school supplies and other appliances 

costing in excess of $10,000, competitive bids shall be obtained. 

 

4. The Board of School Directors shall not evade the requirements as to 

advertising for bids or purchasing materials or contracting for services 

piecemeal, for the purposes of obtaining prices under ten thousand 

($10,000) upon transactions which should in exercise of reasonable 

discretion and prudence be conducted as one transaction amounting to 

more than ten thousand dollars ($10,000). 

 

 

B. Activity Fund Purchases. 

 

1. Purchases of nonexempt materials or supplies costing less than $1,000. 
For purchases of nonexempt materials or supplies from any activity fund 

costing less than $1,000, reasonable effort shall be made to obtain 

quotations or proposals, unless the solicitation of quotations or proposals 

is not justified. 
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2. Purchases of nonexempt materials or supplies costing between $1,000 

and $4,000. For the purchase of nonexempt materials or supplies from any 

activity fund costing between $1,000 and $4,000, price quotations or 

competitive bids shall be obtained as the Business Administrator deems 

best. 

 

3. Purchase of nonexempt materials or supplies costing in excess of 

$4,000. For the purchase of materials or supplies from any activity fund 

costing in excess of $4,000, competitive buds shall be obtained. 

 

C. Exempt Purchases. 

  

 The following shall be exempt from the above provisions: maps, music, globes, 

charts, educational films, film strips, prepared transparencies and slides, 

prerecorded magnetic tapes and disk recordings, text books, games, toys, prepared 

kits, flannel board materials, flash cards, models, projectuals and teacher 

demonstration devices necessary for school use. 

 

D. Solicitation of Quotations or Proposals 

  

 Where quotations or proposals are solicited, the following requirements  must 

be satisfied: 

  

1. At least three (3) written or telephone price quotations shall be requested 

from responsible suppliers. 

 

2. A written record of telephone price quotations will contain the same 

information as a written price quotation, namely: 

 

a. Date of quotation; 

 

b. Name of company and representative; 

 

c. Description of goods or supplies for which quotations are sought; 

and 

 

d. Prices quoted. 

 

3 Quotations are subject to audit the same as competitive bids; therefore, 

they must be sent to the Business Administrator for proper filing. 

 

4. The Business Administrator will keep the quotations on file for a  period 

of three (3) years. 

 

5. In an extreme case where it was impossible to solicit three (3) quotations, 

a memorandum must be kept on file stating that fewer than three (3) 
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qualified vendors exist in the market area within which it is practical to 

obtain quotations. 

 

E. Competitive Bids.  

 

 Where competitive bids are solicited, the following requirements must be 

 satisfied: 

 

1. Advertise once a week for three (3) weeks in not less than two (2) 

newspapers of general circulation. 

 

 

2. Bids shall be opened publicly by the Board Secretary, before one or more 

witnesses at a previously designated time and place. Contracts shall be 

awarded to the lowest responsible bidder in compliance with the bid 

specifications upon resolution of the Board, unless the Board chooses to 

reject all bids. 

 

3. Except as provided hereinafter, no bid may be withdrawn after being 

submitted to the School District. A bidder to any construction, demolition, 

alteration or repair of any School District building or improvement or for 

the provision of services to or lease of School District property may 

withdraw his/her bid from consideration after the bid opening without 

forfeiture of certified checks, bank cashier’s check, surety bid bond or 

other security filed with the bid, if the price bid was submitted in good 

faith, and the bidder submits credible evidence that the reason for the price 

bid being substantially lower was a clerical mistake as opposed to a 

judgment mistake, and was actually due to unintentional and substantial 

arithmetical error or an unintentional omission of a substantial quantity of 

work, labor, material or services made directly in compilation of the bid; 

as provided: 

 

a. Notice of a claim of the right to withdraw such bid is made in 

writing with the School District within two (2) business days 

after the opening of bids; and 

 

b. The withdraw of the bid would not result in the awarding of the 

contract or another bid to the same bidder, his/her partners, or to 

a corporation or business venture owned by or in which s/he has 

a substantial interest. 

 

c. No bidder who is permitted to withdraw a bid shall supply any 

material or labor to, or perform any subcontract or other work 

agreement for any person to whom a contract or subcontract is 

awarded in the performance of the contract for which the 

withdrawn bid was submitted, without the written approval of the 
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School District. When the School District contests the right of 

the bidder to withdraw its bid, the School District shall hold a 

hearing thereon within ten (10) business days after the opening 

of such bids and issue an order either allowing or denying such 

right within five (5) days after the hearing. The School District 

shall make a stenographic record of all testimony and other 

evidence presented at the hearing. Appeal shall be allowed as 

provided by law. 

 

F. Emergencies. 

  

 The Board recognizes that emergencies may occur when imminent danger exists 

to persons or property and time for bidding cannot be provided because of the 

need for immediate action. In such an emergency situation, those requirements of 

the School Code that can be fulfilled within reason will be followed. 

 

G. Joint Purchases. 

  

 Joint purchases with the Intermediate Unit must satisfy the same requirements as 

set forth above. The District may also purchase through the state contracts. In either case, 

the purchase order must indicate that the District is purchasing through joint-purchasing 

agreements by indicating the date of the bid, the item bid and in the case of the state 

contracts, the state contract number. A vendor’s verbal notification that the item being 

purchased is on state contract may not be accepted or relied upon. The vendor must 

supply a copy of the contract on file, which shall be retained by the School District for a 

period of three (3) years. A copy of the state contract may be obtained by writing to the 

following: 

   

  Department of General Services 

  Cooperative Purchasing 

  P.O. Box 1365 

  Harrisburg, PA 17105 

 

 



 

Bryn Athyn School District Board Reference Manual 

- 34 - 

17. PURCHASES BUDGETED AND NOT BUDGETED 
 

 All purchases that are within budgetary limits and were originally contemplated within 

the budget may be made upon authorization of the Business Administrator unless the 

contemplated purchase is for more than $10,000, in which case, prior approval is required from 

the Board. 

 

 All purchase order requests must be referred to the Business Administrator who shall 

check as to whether the proposed purchase is subject to bid, whether sufficient funds exist in the 

budget, and whether the material might be available elsewhere in the District. 

 

 In the interests of economy, fairness and efficiency in its business dealings, the Board 

requires that: 

 

- items commonly used be standardized whenever possible. 

 

- opportunity be provided to as many responsible suppliers as possible to do business 

with the school district. Lists of potential suppliers for various types of supplies, 

equipment and services will be developed and maintained. 

 

- No purchase request will be honored unless made on a district approved requisition 

form that has the necessary approval. 

 

- Upon the placement of a purchase order, the Business Administrator shall encumber 

the expenditure against a specific budget line item to guard against the creation of 

liabilities in excess appropriations. 

 

 The Board recognized its position as a purchaser in this community, and while it is the 

intention of the Board to purchase materials and supplies of quality at the lowest possible cost 

through widespread competition, if all other considerations are equal, the Board prefers to 

purchase within the District from established local merchants. 

   

When funds are not available for a proposed appropriation, a legal transfer from one class 

of expenditure to another may be made in the last nine months of the fiscal year if it is apparent 

that the necessary surplus funds exist in another appropriation and if the procedures specified in 

the School Code are followed. 

 

 Under normal conditions, planned purchases that would exceed the amount appropriated 

by no more that $1,000 may be placed following the Board’s normal procedures by the Business 

Administrator provided a sufficient amount is available in some other category of the budget for 

transfer to cover the purchase. When the proposed purchase would exceed the appropriation by 

more than $1000, such orders may only be placed by an authorized administrator upon the 

approval of the Board. 

 

 In the event of an emergency, a purchase order up to the amount of $2500 may be 

authorized by the Business Administrator. 
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18.  PAYMENT OF CLAIMS 
 

 Refer to Board Policy # 308 for Board Policy concerning payment of claims. 

 

Each bill or obligation of this Board must be fully itemized, verified and passed upon by 

the Board before a check can be drawn for its payment, except that the Business Administrator is 

permitted to draw payment orders for: items the prompt payment of which will accrue to the 

advantage of the district; progress payments to contractors as specified in a contract approved by 

the Board; orders to cover approved payrolls and agency account deposits; and utility bills in 

months during which the Board does not meet. 

 

 It shall be the responsibility of the Business Administrator upon receipt of an invoice to 

verify that the purchase invoice is on order, the goods were received in acceptable condition or 

services were satisfactorily rendered, funds are available to cover the payment, the item is one 

for which the Board budgeted, and the invoice is for the amount contracted. 

 

 Should the invoice vary from the acknowledged purchase order, the bookkeeper shall 

document on the invoice the reason for such a variance. 

 

 All claims for payment shall be submitted to the Board in the form of a listing including 

check number, check date, to whom paid, amount of remittance, and reason for remittance. The 

check list shall be placed in the official minutes of the Board. 

 

 Upon the approval of an order, the Business Administrator shall prepare a check for 

payment, and cancel the commitment placed against the appropriate account. 

 

 All checks approved by the Board shall be signed by two (2) of the following:  the Board 

President, Treasurer, and/or Board Secretary. 

 

 Checks may be executed by the two (2) officials (Board President, Treasurer and/or 

Board Secretary) without prior Board approval for an amount not to exceed one thousand, five 

hundred dollars ($1,500.00).  Checks executed without prior Board approval must be submitted 

for ratification by the Board at the next public Board meeting. 

 

 Any expenditure in excess of appropriation made in conformance with this policy shall 

be reported to the Board at the next meeting with a recommendation of funds to be transferred to 

cover said purchases. 
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19.  GIFTS, GRANTS, DONATIONS 

 

 Gifts by individuals or organizations may be accepted or rejected by the School Board as 

it deems proper. The Business Administrator or his /her designee shall: 

 

1. establish administrative procedures for the proper accounting of all gifts, the 

income arises therefrom, the proceeds thereof, and the expenses of administering 

same; and 

 

2. prepare a report in accordance with Section 216 (c) of the School Code for 

adoption by the School Board. 

 

 Such reports shall be prepared at the end of each fiscal year and may be set forth in a 

separate document or may be part of another financial report prepared for an submitted to the 

School Board. 
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20.   STUDENT TRANSPORTATION 

 

Pursuant to Board Policy # 207, the Bryn Athyn School District does not provide 

transportation to students unless required by law to do so. 

 

 

 The Board President or his or her designee shall be responsible for ensuring that required 

transportation is provided and the and that appropriate transportation contracts are entered into 

with a contractor. 

 

 Pursuant to Section 1362 of the Public School Code of 1949, 24 P.S. § 13-1362, “all 

private motor vehicles employed in transporting pupils for hire shall be adequately covered by 

public liability insurance in such amount as the board of school directors shall require.”    
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21.  PROCEDURES FOR PUBLIC ACCESS TO PUBLIC RECORDS 

 

Pennsylvania’s Right to Know Law, 65 P.S. § 66.1 et seq., requires the Bryn Athyn 

School District to provide the public with access to the “public records” of the School District.  

These procedures describe the manner in which the School District will respond to requests for 

access to documents and other materials that a person contends constitute the School District’s 

“public records.” 

 

The “public records” of the Bryn Athyn School District shall mean any account, voucher 

or contract dealing with the receipt or disbursement of funds; acquisition; use of disposal of 

services or of supplies materials, equipment or other property; or any minutes, orders or 

decisions fixing the personal or property rights, privileges, immunities, duties or obligations of 

any person or group of persons. 

 

 The Board shall make the public records of this district available for inspection and copes 

thereof in accordance with these guidelines, with the exception of those records exempted from 

such inspection and copying by law. 

 

 Records exempted by law include: 

 

1. Reports, communications or other items, the publication of which would disclose the 

institution, progress or result of an investigation. 

 

2. Any record, document, material, exhibit, report, memorandum, or other paper access 

to which or publication of which is prohibited, restricted or forbidden by law or court 

order or degree; or which would operate to the prejudice or impairment of a person’s 

reputation or personal security; or result in the loss of Federal funds, except the 

record of a conviction for a criminal act. 

 

3. Records concerning individual pupils. 

 

The Board declares disclosure of certain public records to be inimical to the public 

interest and therefore exempts from public inspection records concerning: 

 

- Any material the disclosure of which constitutes an unwarranted invasion 

of individual privacy such as any records, data, reports, recommendations, 

or other personal material, including but not limited to information relative 

to the individual’s personal and family circumstances, unless the 

individual concerned (or, in the case of a minor or incompetent, his/her 

guardian) shall request in writing that the same be disclosed publicly. 

 

- Procedures and techniques utilized in protecting the safety and property of 

the public where such disclosure would impair such protection. 

 

- Pending or anticipated litigation, contract negotiations (other than in the 

collective bargaining process), and other issues that may fall within the 
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privileged relationship between the Board and its attorney or other 

consultants and special agents. 

 

 The Board declares disclosure of the following records to be likely to violate the 

privacy of individuals and therefore exempts them from public inspection: 

 

- the home address or telephone number of any student or employee; 

 

- notations and tape recordings made and temporarily retained by an 

individual solely as an administrative convenience in the performance of 

assigned duties, except that tape recordings of public meetings may not be 

exempted from public inspection; and 

 

- records privately made and retained by an individual which express 

personal impressions, opinions, and conclusions, and the disclosure of 

which would tend to violate the recorder’s privacy. 

 

 The public may inspect and procure copies of the public records of this district, 

except exempted records enumerated above, during the regular business hours of the 

office in which such records are maintained provided a written request is submitted to 

the Business Administrator at the time of inspection. 

 

 No public record may be removed from the control or supervision of the 

designated custodian. 

 

 Noting in this policy shall be construed as preventing a Board member from 

inspection of any record of this district in the performance of official duties. 

 

Procedures for Acting on Request for Records: 

 

 Upon receipt of a written request for access to a record, the Board shall make a 

good faith effort to determine if the record requested is a public record and to respond 

as promptly as possible under the circumstances existing at the time of the request but 

shall not exceed five (5) business days from the date the written request is received by 

the Board President or other person designated by the Board President for receiving 

such requests. If the Board fails to send the response within five(5) business days of 

receipt of the written request for access, the written request for access shall be 

deemed denied. 

 

 Upon receipt of a written request for access, if the Board determines that one of 

the following applies: 

 

- the request for access requires redaction; 

 

- the request for access required the retrieval of a record stored in a remote 

location; 
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- a timely response to the request for access cannot be accompanied due to 

bona fide and specified staffing limitations; 

 

- a legal review is necessary to determine whether the record is a public 

record subject to access under this act; or, 

 

- the requester has not compiled with the School District policies regarding 

access to public records;  

 

the Board shall send written notice to the requester within five (5) business days of 

the School District’s receipt of the request notifying the requester that the request for 

access is being reviewed, the reason for the review and a reasonable date that a 

response is expected to be provided. If the date that a response is expected to be 

provided is in excess of 30 days following the five business days, the request for 

access shall be deemed denied. 

 

 If the School District’s response is a denial of a written request for access, 

whether in whole or in part, a written response shall be issued and include: 

 

1. A description of the record requested. 

 

2. The specific reasons for the denial, including a citation of 

supporting legal authority. If the denial is the result of a 

determination that the record requested is not a public record, the 

specific reasons for the agency’s determination that the record is 

not a public record shall be included. 

 

3. The typed or printed name, title, business address, business 

telephone number and signature of the public official or public 

employee on whose authority the denial is issued. 

 

4. Date of the response. 

 

5. The procedure to appeal the denial of access. 

 

 

 If the School District’s response grants a request for access, the School District shall, 

upon request, provide the requester with a certified copy of the public record upon payment of 

permitted fees. 

 

 If a written request for access is denied or deemed denied, the requester may file 

exceptions with the Board President within 15 business days of the mailing date of the District’s 

response or within 15 days of a deemed denial. The exceptions shall state grounds upon which 

the requester asserts that the record is a public record and shall address any grounds stated by the 

Board for delaying or denying the request. 
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 Unless the requester agrees otherwise, the Board shall make a final determination 

regarding the exceptions within 30 days of the mailing date of the exceptions. Prior to issuing the 

final determination regarding the exceptions, the Board may conduct a hearing. The 

determination shall be the final order of the School District. The Board shall provide a written 

explanation to the requester of the reason for a denial. 

 

 

 

 

 

 

 

 

 


