
Business and Noninstructional Operations BP 3530(a) 
 
RISK MANAGEMENT/INSURANCE 
 
 
The Board of Trustees strongly supports a risk management program that protects district 
resources and promotes the safety of pupils, staff and the public. 
 
The Superintendent or designee shall establish a risk management program that uses effective 
safety and loss control practices.  The district shall strive to keep its liability at a minimum and 
its insurance premiums as low as possible while maintaining adequate protection.  To determine 
the most economical means of insuring the district consistent with required services, the 
Superintendent or designee shall annually review the district's options for obtaining coverage, 
including qualified insurance agents, a joint powers agency, self-insurance or a combination of 
these means. 
 
The Board reserves the right to remove an insurance agent-of-record or a participating agent 
whenever, in the judgment of the Board, such action becomes desirable for the best interests of 
the district. 
 
To attempt to minimize the district's exposure to liability, the Board shall adopt clear policies 
related to discrimination, harassment, safety procedures, and the timely handling of claims.  The 
Superintendent or designee shall ensure that these policies and related procedures are enforced 
fairly and consistently. 
 
(cf. 0410 - Nondiscrimination in District Programs and Activities) 
(cf. 3320 - Claims and Actions Against the District) 
(cf. 4030 - Nondiscrimination in Employment) 
(cf. 4119.11/4219.11/4319.11- Sexual Harassment) 
(cf. 4132/4232/4332- Publication or Creation of Materials) 
(cf. 4157.1/4257.1/4357.1 - Work-Related Injuries) 
(cf. 4158/4258/4358- Employee Security) 
(cf. 5141.4 - Child Abuse Reporting Procedures) 
(cf. 5145.3 - Nondiscrimination/Harassment) 
(cf. 5145.7 - Sexual Harassment) 
(cf. 6162.6 - Use of Copyrighted Materials) 
(cf. 9260 - Legal Protection) 
 
The Superintendent or designee shall report to the Board twice a year on the district's risk 
management activities. 
 
 
 
Legal Reference:  (see next page) 
 
 
 
 
 



 
 
 BP 3530(b) 
 
 
RISK MANAGEMENT/INSURANCE  (continued) 
 
 
 
Legal Reference: 

EDUCATION CODE 
17029.5 Contract funding; board liability 
17565-17592 Board duties re property maintenance and control 
32350  Liability on equipment loaned to district 
35162  Power to sue, be sued, hold and convey property 
35200-35214  Liabilities, especially: 
35208  Liability insurance 
35211  Driver training civil liability insurance 
35213  Reimbursement for loss, destruction or damage of personal property 
35214  Liability self-insurance 
35331  Medical or hospital service for students on field trip 
39837 Transportation of pupils to places of summer employment 
41021  Requirement for employees' indemnity bonds 
44873  Qualifications for physician (liability coverage) 
49470-49474  District medical services and insurance 
GOVERNMENT CODE 
820.9  Board members not vicariously liable for injuries caused by district 
989-991.2  Local public entity insurance 
LABOR CODE 
3200-4855 Workers' compensation 
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Business and Noninstructional Operations AR 3530(a) 
 
RISK MANAGEMENT/INSURANCE 
 
 
Risk Management 
 
The Superintendent or designee shall take action to: 
 
1. Identify the risks inherent in the operation of district programs 
 
2. Assess the above risks and keep records of accidents, losses and damage 
 
3. Mitigate risks through loss control and safety-related activities 
 
4. Determine the extent to which risks should be assumed by the district or covered by the 

purchase of insurance or pooling with other districts 
 
Employees are expected to take reasonable precautions for the care and safety of the school 
equipment with which they have been entrusted.  Employees may be held responsible for 
recurring damage or losses that occur due to their negligence or lack of supervision.  
Responsibilities related to safety and loss control shall be included in employee job descriptions. 
 
(cf. 0450 - Comprehensive Safety Plan) 
(cf. 1240 - Volunteer Assistance) 
(cf. 1330 - Use of School Facilities) 
(cf. 3400 - Management of District Assets/Accounts) 
(cf. 3430 - Investing) 
(cf. 3440 - Inventories) 
(cf. 3512 - Equipment) 
(cf. 3514 - Environmental Safety) 
(cf. 3514.1 - Hazardous Substances) 
(cf. 3515.1 - Crime Data Reporting) 
(cf. 3515.4 - Recovery for Property Loss or Damage) 
(cf. 3516 - Emergencies and Disaster Preparedness Plan) 
(cf. 3541.1 - Transportation for School-Related Trips) 
(cf. 3543 - Transportation Safety and Emergencies) 
(cf. 4112.42/4212.42/4312.43 - Drug and Alcohol Testing for School Bus Drivers) 
(cf. 4119. 3/4219.3/4319.3 - Duties of Personnel) 
(cf. 4119.42/4219.42/4319.42 - Exposure Control Plan for Bloodborne Pathogens) 
(cf. 4157/4257/4357- Employee Safety) 
(cf. 4212.5 - Criminal Record Check) 
(cf. 5131.1 - Bus Conduct) 
(cf. 5131.61 - Drug Testing) 
(cf. 5141 - Health Care and Emergencies) 
(cf. 5141.1 - Accidents) 
(cf. 5141.23 - Infectious Disease Prevention) 
(cf. 5142 - Safety) 
(cf. 6145.2 - Athletic Competition) 
(cf. 6153 - School-Sponsored Trips) 
(cf. 9260 - Legal Protection) 



 
 AR 3530(b) 
 
 
RISK MANAGEMENT/INSURANCE  (continued) 
 
 
Insurance 
 
Insurance coverage shall include, but may not be limited to: 
 
1. Liability insurance  (Education Code 35200-35214) 
 
2. Fire insurance for buildings, equipment and vehicles  (Education Code 17565) 
 
3. Workers' compensation insurance  (Labor Code 3700) 
 
4. Fidelity bond insurance  (Education Code 41021) 
 
A suitable bond indemnifying the district against loss shall be purchased for employees 
responsible for handling district funds and may be purchased for employees responsible for 
handling district property.  The district shall bear the cost of this bonding.  (Education Code 
41021) 
 
(cf. 1330 - Use of School Facilities) 
(cf. 4154/4254/4354 - Health and Welfare Benefits) 
(cf. 4156.3/4256.3/4356.3 - Employee Property Reimbursement) 
(cf. 4157.1/4257.1/4357.1 - Work-Related Injuries) 
(cf. 5143 - Insurance) 
(cf. 9260 - Legal Protection) 
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Business and Noninstructional Operations BP 3540(a) 
 
TRANSPORTATION 
 
 
The Governing Board desires to provide for the safe and efficient transportation of students to 
and from school as necessary to ensure students access to the educational program, promote 
regular attendance and reduce tardiness.  The extent to which the district provides for 
transportation services shall depend upon pupil and community needs and a continuing 
assessment of financial resources. 
 
(cf. 3100 - Budget) 
(cf. 3250 - Transportation Fees) 
(cf. 3541 - Transportation Routes and Services) 
(cf. 3541.1 - Transportation for School-Related Trips) 
(cf. 3541.2 - Transportation for Students with Disabilities) 
(cf. 5116.1- Intradistrict Open Enrollment) 
(cf. 5117.1 - Interdistrict Attendance Agreements) 
(cf. 5117.2 - Alternative Interdistrict Attendance Program) 
 
The Superintendent or designee shall recommend to the Board the most economical and 
appropriate means of providing transportation services. 
 
The Superintendent or designee shall develop procedures to promote safety for pupils traveling 
on school buses. 
 
(cf. 3543 - Transportation Safety and Emergencies) 
(cf. 5131.1 - Bus Conduct) 
 
The Superintendent or designee shall ensure the qualifications of bus drivers, van drivers, and 
related staff employed by the district, provide for the maintenance and operation of district-
owned school buses and other equipment, and ensure adequate facilities for equipment storage 
and maintenance. 
 
(cf. 3542 - School Bus Drivers) 
 
 
 
Legal Reference:  (see next page) 
 
 
 



 
 BP 3540(b) 
TRANSPORTATION  (continued) 
 
 
 
Legal Reference: 

EDUCATION CODE 
35330  Excursions and field trips 
35350  Authority to transport pupils 
39800-39860 Transportation, especially: 
39800 Powers of governing board to provide transportation for pupils to and from school; definition of 
"municipally owned transit system" 
39801 Contract with County Superintendent of Schools to provide transportation 
39802-39803  Bids and contracts for transportation services 
39806 Payments to parents in lieu of transportation 
39807  Food and lodging payments in lieu of transportation 
38807.5 Transportation fees 
39808 District transportation of private school students 
41850-41854  Allowances for transportation 
41860-41862  Supplemental allowances for transportation 
45125.1 Criminal background checks for contractors 
GOVERNMENT CODE 
3540-3549.3  Educational Employment Relations Act 
CODE OF REGULATIONS, TITLE 5 
14100-14103  Use of school buses and school pupil activity buses 
15240-15343  Allowances for student transportation, especially: 
15253-15272  District records related to transportation 
VEHICLE CODE 
2807  School bus inspection 
COURT DECISIONS 
Arcadia Unified School District et. al. v. State Department of Education, 2 Cal. 4th 251 (1992) 
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Business and Noninstructional Operations AR 3540 
 
TRANSPORTATION 
 
 
No student shall be required to be transported for any reason without the written permission of 
the student’s parent/guardian, except in emergency situations involving illness or injury to the 
student.  (Education Code 35350) 
 
Means of Transportation 
 
To provide transportation services, the Governing Board may purchase, rent or lease vehicles; 
contract with a common carrier or municipally owned transit system; contract with responsible 
private parties including the parent/guardian of the student being transported; and/or contract 
with the County Superintendent of Schools.  (Education Code 35330, 39800, 39801) 
 
In contracting for transportation services, the district shall comply with all applicable laws 
related to bids and contracts.  (Education Code 39802- 39803) 
 
(cf. 3311 - Bids) 
(cf. 3312 - Contracts) 
 
In lieu of providing transportation in whole or in part, the district may pay the student’s 
parents/guardians either their actual and necessary expenses in transporting the student or the 
cost of the student's food and lodging at a place convenient to the school.  In either case, the 
amount of the payment shall not exceed the cost that would be incurred by the district to provide 
for the transportation of the student to and from school.  (Education Code 39806-39807) 
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Business and Noninstructional Operations AR 3541(a) 
 
TRANSPORTATION ROUTES AND SERVICES 
 
 
Routes and Bus Stops 
 
The Superintendent or designee shall design transportation routes and stops to promote the safety 
of students and maximum efficiency in the use of buses. 
 
The Superintendent or designee may authorize transportation within the walking distance when 
safety problems or hazards exist. 
 
Students who attend a school outside their attendance area may be eligible for transportation 
services in accordance with Board policy 
 
(cf. 5116.1 – Intradistrict Open Enrollment) 
(cf. 5117 – Interdistrict Agreements) 
 
The Superintendent or designee shall communicate in writing to parents/guardians regarding bus 
routes, schedules and stops and/or shall arrange for local media to publish such information.  
 
(cf. 1112 -  Media Relations) 
 
Transportation Services 
 
With the Board's authorization, transportation services may be provided or arranged by the 
district for: 
 
1. Students traveling to and from school during the regular school day (Education Code 

39800) 
 
2. Field trips and excursions (Education Code 35330) 
 
(cf. 3541.1 - Transportation for School-Related Trips) 
 
3. School activities, expositions or fairs, or other activities determined to be for the benefit 

of students (Education Code 39860) 
 
4. District employees or parents/guardians traveling to and from educational activities 

authorized by the district (Education Code 39837.5) 
 
5. Preschool or nursery school students (Education Code 39800) 
 
6. Students traveling to full-time occupational classes provided by a Regional Occupational 

Program or Center (Education Code 39807.5, 41850) 



 
AR 3541(b) 

 
TRANSPORTATION ROUTES AND SERVICES (continued) 
 
7. Students traveling to and from their places of employment during the summer in 

connection with a summer employment program for youth (Education Code 39837) 
 
8. Matriculated or enrolled adults traveling to and from school, or adults for educational 

purposes other than to and from school (Education Code 39801.5) 
 
9. Private school students, in the same manner and on the same routes provided for district 

students (Education Code 39808) 
 
10. Nonschool purposes as allowed by law, such as: 
 

a. Community recreation (Education Code 39835) 
 

b. Public transportation (Education Code 39841) 
 

c. Transportation of government employees to and from their places of employment 
(Education Code 39840) 

 
The district shall provide home-to-school transportation and additional transportation services as 
needed for students with disabilities as specified in their individualized education programs. 
(Education Code 41850; 20 USC 1400-1482; 34 CFR 104.4) 
 
(cf. 3541.2 - Transportation for Students with Disabilities) 
 
The Superintendent or designee shall provide transportation to homeless students in accordance 
with law, Board policy and administrative regulation. 
 
 
 
 
Legal Reference:  (See Next Page) 



 AR 3541(c) 
 
TRANSPORTATION ROUTES AND SERVICES  (continued) 
 

 
Legal Reference: 

EDUCATION CODE 
10900.5  Use of school buses for community recreation 
35330  Excursions and field trips 
35350  Authority to transport pupils 
39800-39809.5 Transportation, general provisions, especially: 
39800 Powers of governing board to provide transportation to and from school 
39801.5 Transportation for adults 
39808 Transportation for private school students 
39830-39842 School buses, especially: 
39835  Use of school buses for community recreation 
39837 Transportation to summer employment program 
39837.5  Transportation of employees and parents/guardians to school activities 
39860 Transportation to school activities 
41850-41857  Allowances for transportation  
41860-41863  Supplementary allowances for transportation 
CODE OF REGULATIONS, TITLE 5 
15240-15244 Allowances for student transportation 
UNITED STATES CODE, TITLE 20 
1400-1482 Individuals with Disabilities Education Act 
UNITED STATES CODE, TITLE 42 
11432  McKinney Homeless Assistance Act 
CODE OF FEDERAL REGULATIONS, TITLE 34 
104.4   Equal opportunity under the Rehabilitation Act of 1973, Section 504 
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Business and Noninstructional Operations  AR 3541.1(a) 
 
TRANSPORTATION FOR SCHOOL-RELATED TRIPS 
 
 
The district may provide transportation for students, employees, and other individuals for field 
trips and other school-related trips approved according to Board policy and administrative 
regulations.  
 
(cf. 3312.2 – Educational Travel Program Contracts) 
(cf. 3540 – Transportation) 
(cf. 3541 - Transportation Routes and Services)  
(cf. 6153 - School-Sponsored Trips)  
 
The Superintendent or designee shall determine the most appropriate and cost-effective mode of 
transportation for each approved trip.  
 
When district transportation is provided, students may be released from using district 
transportation only with the advance written permission of their parent/guardian.  
 
School-related organizations requesting transportation shall be fully responsible for the costs of 
their trips unless funding has been approved by the Governing Board.  
 
(cf. 1230 - School-Connected Organizations)  
 
The Superintendent or designee shall ensure that the district has sufficient liability insurance 
when field trips or excursions involve either transportation by district vehicles or travel to and 
from a foreign country. When a trip to a foreign country is authorized, liability insurance shall be 
secured from a carrier licensed to transact insurance business in that country.  (Education Code 
35330)  
 
(cf. 3530 - Risk Management/Insurance)  
 
Transportation by Private Vehicle  
 
The Superintendent or designee may authorize the transportation of students by private vehicle 
when the vehicle is driven by an adult age 21 or older who possesses a valid California driver’s 
license or, if he/she is a nonresident on active military duty in California.  To be approved, a 
driver shall have a good driving record and possess at least the minimum insurance required by 
law. Any person providing transportation to district students in a private vehicle shall register 
with the district for such purposes.  
 
(cf. 1240 - Volunteer Assistance) 
  
Drivers shall receive safety and emergency instructions which shall be kept in their vehicle.  
All student passengers shall submit permission slips signed by their parents/guardians. Teachers 
shall ensure that each driver has a copy of the permission slip for each student riding in his/her 
vehicle.  



 
 AR 3541.1(b) 
 
TRANSPORTATION FOR SCHOOL-RELATED TRIPS  (continued) 
 
 
The number of passengers, including the driver, shall not exceed the capacity for which the 
vehicle was designed. Motor trucks may not transport more persons than can safely sit in the 
passenger compartment. The driver shall ensure that manufacturer’s recommendations for his/her 
vehicle are followed regarding the seating of children in seats equipped with airbags. 
 
The driver or any other person shall not smoke or have in his/her immediate possession a lighted 
pipe, cigar, or cigarette containing tobacco or any other plant when there is a minor in the motor 
vehicle, whether the motor vehicle is in motion or at rest.  (Health and Safety Code 118948) 
 
Passenger Restraint Systems 
 
All drivers shall wear seat belts in accordance with law. In addition, drivers shall ensure that: 
(Vehicle Code 27315, 27360, 27360.5, 27363)  
 
1. A child who is under age 6 or under  60 pounds, unless exempted in accordance with 

Vehicle Code 27360 or 27363, is properly secure in an appropriate child passenger 
restraint system meeting federal safety standards. 

2. All other children are properly secured in either a child passenger restraint system or 
safety belt. 

3. All other passengers wear seat belts. 
 

Legal Reference: 
 EDUCATION CODE 
 35330  Excursions and field trips  
 35332  Transportation by air  
 39830  School bus  
 39830.1  School pupil activity bus  
 39860  Transportation to special activities by district  
 44808  Liability when students not on school property  
 HEALTH AND SAFETY CODE 
 118947-118949 Prohibition against smoking in motor vehicle with a minor 

VEHICLE CODE 
 12814.6 Limitations of provisional driver’s license 

27315  Mandatory use of seat belts in private passenger vehicles 
 27360-27360.5  Child passenger restraint systems 
 27363  Child passenger restraint systems, exemptions 
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Business and Noninstructional Operations  E 3541.1 
 
TRANSPORTATION FOR SCHOOL-RELATED TRIPS 
 
 
DRIVER INSTRUCTIONS 
 
When using your vehicle to transport pupils on field trips or other school activity trips, please:  
 
1. Be sure that you have registered with the district for such purposes and have a valid 

driver's license and current liability insurance at or above the minimum amount required 
by law for each occurrence.  

 
2. Check the safety of your vehicle:  tires, brakes, lights, horn, suspension, etc.  
 
3. Carry only the number of passengers for which your vehicle was designed. If you have a 

pickup truck, carry only as many as can safely sit in the passenger compartment.  
 
4. Require each passenger to use an appropriate child passenger restraint system (child car 

seat or booster seat) or safety belt in accordance with law.   
 
In case of emergency, keep all the children together and call 911 and the district office.   
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Business and Noninstructional Operations BP 3541.2 
 
TRANSPORTATION FOR STUDENTS WITH DISABILITIES 
 
 
The Governing Board shall ensure that appropriate transportation services are provided for 
students with disabilities as specified in their individualized education program (IEP) or 
accommodation plan.  The district shall make home-to-school transportation available for 
students at no cost to parents/guardians as specified in the student's IEP. 
 
(cf. 0430 - Comprehensive Local Plan for Special Education) 
(cf. 3250 - Transportation Fees) 
(cf. 6159 - Individualized Education Program (IEP)) 
(cf. 6159.2 - Nonpublic Nonsectarian School and Agency Services for Special Education) 
(cf. 6164.4 - Identification of Individuals for Special Education) 
(cf. 6164.6 - Identification and Education under Section 504) 
 
The Superintendent or designee shall establish criteria and procedures for determining the most 
appropriate mode of transportation for an individual student based on identified needs as 
determined in the IEP or accommodation plan. 
 
(cf. 3540 - Transportation) 
 
The Superintendent or designee shall arrange transportation schedules so that students with 
disabilities do not spend an excessive amount of time on buses compared to other students.   
Arrivals and departures shall not reduce the length of the school day for these students except as 
may be prescribed on an individual basis. 
 
(cf. 3541 - Transportation Routes and Services) 
 
The Superintendent or designee shall establish procedures to ensure compatibility between 
mobile seating devices and bus securement systems. 
 
(cf. 3542 - School Bus Drivers) 
 
Legal Reference: 

EDUCATION CODE 
39807.5  Payment of transportation cost 
39839 Guide dogs, signal dogs and service dogs on bus 
41850-41854  Allowances for transportation 
48300-48315 Alternative interdistrict attendance program 
48915.5  Expulsion of students with exceptional needs 
56195.8  Adoption of policies 
56327  Assessment for special education and related services 
56345  Individualized education program 
56366  Nonpublic nonsectarian schools or agencies 
56366.1  Waiver of requirements under section 56365 and 56366 
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Business and Noninstructional Operations AR 3541.2 
 
TRANSPORTATION FOR STUDENTS WITH DISABILITIES 
 
 
Transportation for students with disabilities shall be provided in accordance with a student’s 
Individualized Education Program (IEP) or Section 504 accommodation plan.  
 
 (cf. 3540 – Transportation) 
(cf. 6159 - Individualized Education Program (IEP) 
(cf. 6164.4 – Identification of Individuals for Special Education) 
(cf. 6164.6 – Identification and Education under Section 504) 
 
If a disabled student is excluded from school bus transportation, the district shall provide 
alternative transportation at no cost to the student or parent/guardian provided that transportation 
is specified in the student’s IEP.   (Education Code 48915.5) 
 
(cf. 5131.1 – Bus Conduct) 
(cf. 5144.2 - Suspension and Expulsion/Due Process (Individuals with Disabilities) 
 
When contracting with a nonpublic, nonsectarian school or agency to provide special education 
services, the Superintendent or designee shall ensure that the contract includes general 
administrative and financial agreements related to the provision of transportation services if 
specified in the student’s IEP.  (Education Code 56366) 
 
(cf. 6159.2 – Nonpublic Nonsectarian School and Agency Services for Special Education) 
 
Guide dogs, signal dogs and service dogs trained to provide assistance to disabled persons may 
be transported in a school bus when accompanied by disabled students, disabled teachers or 
persons training the dogs.  (Education Code 39839) 
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Business and Noninstructional Operations AR 3542(a) 
 
SCHOOL BUS DRIVERS 
 
  
Authority  
  

Note: 5 CCR 14103 mandates the Board to adopt rules relating to bus driver authority, including but not limited 
to specific administrative regulations related to suspension of riding privileges, and to make them available to 
parents/guardians, students, teachers and other interested parties. For language related to suspension of riding 
privileges, see BP/AR 5131.1 - Bus Conduct. 

 
Students transported in a school bus or in a student activity bus shall be under the authority of, 
and responsible directly to, the driver of the bus. The driver shall be held responsible for the 
orderly conduct of the students while they are on the bus or being escorted across a street, 
highway or road. (5 CCR 14103)  
 
(cf. 3540 - Transportation)  
 
A bus driver shall have the authority to discontinue the operation of a school bus whenever 
he/she determines that it is unsafe to continue.  
 
Administrative regulations related to bus driver authority shall be made available to 
parents/guardians, students, teachers and other interested parties. (5 CCR 14103)  
 
(cf. 3516.5 - Emergency Schedules) 
(cf. 3543 - Transportation Safety and Emergencies) 
(cf. 5131.1 - Bus Conduct)  
 
Qualifications, Training and Monitoring  
 
All drivers employed to operate school buses or student activity buses shall possess, at a 
minimum, both of the following documents issued by the state Department of Motor Vehicles: 
(Education Code 39830.1; Vehicle Code 12517)  
 
1. A valid driver’s license for the appropriate class of vehicle to be driven  
 
2. A certificate which permits the driver to operate either school buses or student  activity 

buses, as applicable  
 
(cf. 4200 - Classified Personnel)  
(cf. 4211 - Recruitment and Selection)  
  
The Superintendent or designee may use an electronic fingerprinting system, managed by the 
California Department of Justice, to fingerprint an applicant for an original certificate to drive a 
school bus or student activity bus. (Vehicle Code 12517.3)  
 
(cf. 4212.5 - Criminal Record Check) 



 AR 3542(b) 
 
SCHOOL BUS DRIVERS  (continued) 
 
The Superintendent or designee shall ensure that school bus drivers receive training which 
includes:  
 
1. First aid practices (Vehicle Code 12522)  
 
2. The proper actions to be taken in the event that a school bus is hijacked (Education Code 

39831)  
 
3. The proper installation of mobile seating devices in the bus securement systems 

(Education Code 56195.8)  
 
(cf. 3541.2 - Transportation for Students with Disabilities)  
(cf. 4231 - Staff Development)  
 
School bus drivers shall be subject to drug and alcohol testing in accordance with Governing 
Board policy and the requirements of federal law.  
 
(cf. 4112.42/4212.42/4312.42 - Drug and Alcohol Testing for School Bus Drivers) 
  
The Superintendent or designee shall notify the Department of Motor Vehicles within five days 
whenever any school bus driver has tested positive for drugs or alcohol, is dismissed for a cause 
related to pupil transportation safety, or whenever a driver so dismissed has been reinstated. 
(Vehicle Code 1808.8, 13376)  
 
(cf. 4215 - Evaluation/Supervision)  
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)  
 
Responsibilities  
 
The school bus driver’s primary responsibility is to safely transport students to and from school 
and school activities. He/she shall follow procedures contained in the district's transportation 
safety plan.  
 
The driver shall not require any student to leave the bus en route between home and school or 
other destinations. (5 CCR 14103)  
 
The driver shall stop to load or unload students only at school bus stops designated by the 
Superintendent or designee, or authorized by the Superintendent or designee for school activity 
trips. (Vehicle Code 22112)  
 
(cf. 3541 - Transportation Routes and Services)  
 
The driver shall activate the amber warning light system, flashing red signal lights and stop arm 
signal and shall escort students in accordance with Vehicle Code 22112.   



 AR 3542(c) 
 
SCHOOL BUS DRIVERS  (continued) 
 
 
The driver shall immediately report all school bus accidents to the California Highway Patrol, 
the Superintendent or designee, and the driver’s employer. (13 CCR 1219)  
 
The driver also shall report the following to the Superintendent or designee:  
 
1.  Recurring and serious student misbehavior  
 
2.  Parental and student complaints  
 
3.  Traffic violations  
 
4.  Consistently late school dismissals which cause transportation delays  
 
5.  Overload runs  
 
6.  Mechanical or other problems with buses and equipment  
 
 
Legal Reference:  

EDUCATION CODE  
39830-39842  School buses 
40080-40090.5 Training required to obtain or renew bus driver certificate  
45125.1 Criminal background checks for contractors  
56195.8 Training in installation of mobile seating devices  
PENAL CODE  
241.3 Assault against school bus driver  
243.3  Battery against school bus driver  
VEHICLE CODE  
1808.8 Dismissal for safety-related cause  
2570-2575 Transportation of students  
12517-12517.4 Certification requirements  
12522 First aid training for school bus drivers  
13376 Driver certificates; revocation or suspension; sex offense prosecution  
22112 School bus signals; roadway crossings  
25257  School bus; flashing light signal system  
25257.2 School bus used for transportation of developmentally disabled person  
34501.6 School buses; reduced visibility  
34508.5 Investigation of accidents  
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Business and Noninstructional Operations AR 3543(a) 
 
TRANSPORTATION SAFETY AND EMERGENCIES 
 
 
Safety Equipment 
 
Each school bus shall be equipped with at least one fire extinguisher located in the driver’s 
compartment which meets the standards specified in law.  (Education Code 39838; 13 CCR 
1242) 
 
The Superintendent or designee shall ensure that any school bus which is purchased or leased by 
the district is equipped with a combination pelvic and upper torso passenger restraint system at 
all designated seating positions if that bus:  (Vehicle Code 27316, 27316.5; 13 CCR 1201) 
 
1.  Is a Type 1 school bus designed for carrying more than 16 passengers and the driver and   
     is manufactured on or after July 1, 2005. 
 
2.  Is a Type 2 school bus or student activity bus designed for carrying 16 or fewer  
     passengers and the driver, or designed for carrying 20 or fewer passengers and the driver    
     and having a manufacturer’s vehicle weight rating of 10,000 pounds or less, and is     
     manufactured on or after July 1, 2004. 
 
When a school bus or student activity bus is equipped with a passenger restraint system, all 
passengers shall use the passenger restraint system.  (5 CCR 14105) 
 
Bus drivers shall be informed of procedures to be followed to reasonable enforce proper use of 
the passenger restraint system. 
 
Safe Bus Operations 
 
School buses and student activity buses shall not be operated whenever the number of passengers 
exceeds bus seating capacity, except when necessary in emergency situations which require that 
individuals be transported immediately to ensure their safety. 
 
(cf. 3516 – Emergencies and Disaster Preparedness Plan) 
 
School bus operations shall be limited when atmospheric conditions reduce visibility on the 
roadway to 200 feet or less during regular home-to-school transportation service. Bus drivers  
for school activity trips shall have the authority to discontinue bus operation whenever they 
determine that it is unsafe to continue operation because of reduced visibility. (Vehicle Code 
34501.6) 
 
(cf. 3516.5 - Emergency Schedules) 
(cf. 3540 - Transportation) 
(cf. 3541.1 - Transportation for School-Related Trips) 
(cf. 3542 – School Bus Drivers) 



 
 AR 3543(b) 
 
TRANSPORTATION SAFETY AND EMERGENCIES  (continued) 
 
 
A person shall not drive a motor vehicle while using a wireless telephone, except under the 
following conditions:  (Vehicle Code 23123, 23125) 
 
1.          When he/she uses a wireless telephone that is specifically designed and configured to    
             allow hands-free listening and talking, provided it is used in that manner while    
             driving 
 
2.          For emergency purposes, including, but not limited to, an emergency call to a law  
             enforcement agency, health care provider, fire department, or other emergency           
             service agency or entity 
 
3.          In the case of a school bus driver, for work-related purposes 
 
(cf. 3513.1 – Cellular Phone Reimbursement) 
(cf. 4040 – Employee Use of Technology) 
 
A person shall not drive a motor vehicle while using an electronic wireless communications 
device to write, send, or read a text-based communication, including, but not limited to, text 
messages, instant messages, and email.  This prohibition does not include reading, selecting, or 
entering a telephone number or name in an electronic wireless communications device for the 
purpose of making or receiving a telephone call.  (Vehicle Code 23123.5) 
 
The Superintendent or designee shall review all investigations of bus incidents and accidents to 
develop preventative measures. 
 
(cf. 4112.42/4212/42/4312.42 – Drug and Alcohol Testing for School Bus Drivers) 
 
The Superintendent or designee may place a notice at bus entrances that warns against 
unauthorized entry. The driver or another school official may order any person to disembark if 
that person enters a bus without prior authorization. (Education Code 39842; 13 CCR 1256.5) 
 
(cf. 3515.2 – Disruptions) 
 
Transportation Safety Plan for Boarding and Exiting Buses 
 
The Superintendent or designee shall develop a transportation safety plan containing procedures 
for school personnel to follow to ensure the safe transport of students.  The plan shall include all 
of the following:  (Education Code 39831.3) 
 
1.          Procedures for boarding and exiting a school bus at a school or other trip destination. 
 
2.          Conduct while riding to and from school or other trip destinations. 



 AR 3543(c) 
 
TRANSPORTATION SAFETY AND EMERGENCIES  (continued) 
 
A copy of the plan shall be kept at each school site and made available upon request to the  
California Highway Patrol.  (Education Code 39831.3) 
 
Student Instruction 
 
All students who are transported in a school bus or student activity bus shall receive instruction 
in school bus emergency procedures and passenger safety.  (Education Code 39831.5) 
 
The Superintendent or designee shall ensure that instruction is provided to students as follows: 
 
1. The Superintendent or designee shall annually provide appropriate instruction in safe 

riding practices and emergency evacuation drills to each student who receives home-to-
school transportation in a school bus. (5 CCR 14102) 

 
Legal Reference: 

EDUCATION CODE 
39830-39842   Transportation, school buses 
51202  Instruction in personal and public health and safety 
PENAL CODE 
241.3  Assault against school bus driver 
243.3  Battery against school bus driver 
VEHICLE CODE 
415 Definition of motor vehicle 
545-546  Definition of school bus and school student activity bus 
22112 Loading and unloading passengers 
23123 Use of wireless telephone prohibited while driving motor vehicle 
23123.5 Text communications prohibited while driving motor vehicle 
23125 Use of wireless telephone prohibited while driving school bus  
27316 Passenger restraint systems 
34500 California Highway Patrol responsibility to regulate safe operation of school buses 
34501.5 California Highway Patrol responsibility to adopt rules re: safe operation of school buses 
34501.6 School buses; reduced visibility 
34508 California Highway Patrol responsibility to adopt rules re: equipment and operations of school 
buses 
CODE OF REGULATIONS, TITLE 5 
14100-14105 School buses and student activity buses 
CODE OF REGULATIONS, TITLE 13 
1200-1293  Motor carrier safety 
CODE OF FEDERAL REGULATIONS, TITLE 49 
571.1-571.500 Motor vehicle standards, including school buses 
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Business and Noninstructional Operations BP 3550(a) 
 
FOOD SERVICE/CHILD NUTRITION PROGRAM 
 
 
The Governing Board recognizes that students need adequate, nourishing food in order to grow, 
learn and maintain good health. Foods and beverages available through the district’s food service 
program shall: 
 
1. Be carefully selected so as to contribute to students' nutritional well-being and the 

prevention of disease 
 
(cf. 5141.27 – Food Allergies/Special Dietary Needs) 
 
2. Meet or exceed nutritional standards specified in law and administrative regulation 
 
(cf. 3554 – Other Food Sales)                         
(cf. 5030 – Student Wellness) 
 (cf. 5148 – Child Care and Development) 
(cf. 5148.2 – Before/After School Programs) 
 (cf. 6300 – Preschool/Early Childhood Education) 
 
3. Be prepared in ways which will appeal to students, retain nutritive quality and foster 

lifelong healthful eating habits 
 
(cf. 6142.8 – Comprehensive Health Education) 
 
4.        Be served in age-appropriate portions  
 
5.        Be sold at reasonable prices 
 
 (cf. 3351 – Food Service Operations/Cafeteria Fund) 
(cf. 3553 – Free and Reduced Price Meals)  
 
The district’s food service program shall give priority to serving unprocessed foods and fresh 
fruits and vegetables that are not deep-fried. 
 
The Superintendent or designee shall periodically review the adequacy of school facilities for 
cafeteria eating and food preparation.     
 
(cf. 1312.4 – Williams Uniform Complaint Procedures) 
(cf. 3517 – Facilities Inspection) 
(cf. 7110 – Facilities Master Plan) 
 
In accordance with law, the Superintendent or designee shall develop and maintain a food safety 
program in order to reduce the risk of foodborne hazards at each step of the food preparation 
process, from receiving to service. 



 
BP 3550(b) 

 
FOOD SERVICE/CHILD NUTRITION PROGRAM (continued) 
 
 
Legal Reference: 

EDUCATION CODE 
35182.5 Contracts, non-nutritious beverages 
38080-38103  Cafeterias - establishment and use 
45103.5  Contracts for management consulting services; restrictions 
49430 –49436 Pupil Nutrition, Health, and Achievement Act of 2001 
49490-49493  School breakfast and lunch programs 
49500-49505  School meals 
49510-49520  Nutrition 
49530-49536  Child Nutrition Act 
49540-49546  Child care food program 
49547-49548.3  Comprehensive nutrition services 
49550-49560  Meals for needy students 
49565-49565.8 California Fresh Start pilot program 
49570  National School Lunch Act 
HEALTH AND SAFETY CODE 
113700-114437 California Retail Food Code 
CODE OF REGULATIONS, TITLE 5 
15510  Mandatory meals for needy students 
15530-15535  Nutrition education 
15550-15565  School lunch and breakfast programs 
15566-15568 California Fresh Start Program 
15575-15578 Requirements for foods and beverages outside federal meals program 
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Business and Noninstructional Operations AR 3550(a) 
 
FOOD SERVICE/CHILD NUTRITION PROGRAM 
 

Nutritional	
  Standards	
  for	
  National	
  School	
  Lunch	
  and	
  Breakfast	
  Program	
  
 
Any school participating in the National School Lunch Program and/or School Breakfast 
Program pursuant to 42 USC 1751-1769h and 1771-1791 shall serve meals that, on average over 
each school week:  (Education Code 49531; 42 USC 1758, 1773; 4 CFR 210.10, 220.8) 
 
(cf. 3550 – Free and Reduced Price Meals) 
 
1. Meet the nutrient levels and calorie requirements appropriate for the ages/grade levels served 

and the menu planning approach used, as specified in 7 CFR 210.10 or 220.8 
2. Provide one-fourth (breakfast) or one-third (lunch) of the Recommended Dietary Allowances 

for protein, calcium, iron, vitamin A, and vitamin C appropriate for the ages/grade levels 
served and the menu planning approach used 

3. Comply with applicable Dietary Guidelines for Americans which recommend: 
a.   Limiting the percentage of calories from saturated fat to less than 10 percent   
      of total calories offered 
b. Limited the percentage of calories from total fat to 30 percent of total calories offered 
c. Reducing sodium and cholesterol levels 
d. Increasing the level of dietary fiber 

 
(cf. 5030 – Student Wellness) 
(cf. 5141.27 – Food Allergies/Special Dietary Needs) 
 
Nutritional Standards for Free and Reduced-Price Meals Programs 
 
Any school that has students who meet federal eligibility criteria for free or reduced-price meals 
shall:  (Education Code 49430.7) 
 
1. Ensure that meals meet National School Lunch and/or Breakfast Program nutritional 

guidelines or the state’s menu planning options of SHAPE 
2. Not sell or serve a food item that the district or school has deep fried, par fired, or flash fried, 

as defined in Education Code 49430, or that has been deep fired, par fired, or flash fried as 
part of the manufacturing process in an oil or fat prohibited by Education Code 49430. 

3. Not sell or serve a food item containing artificial trans fat, including vegetable shortening, 
margarine, or any kind of hydrogenated or partially hydrogenated vegetable oil unless the 
manufacturer’s documentation or label lists the trans fat content as less than 0.5 gram per 
serving 

 
 (cf. 3533 – Free and Reduced Price Meals) 
 



 AR 3550 (b) 
 
FOOD SERVICE/CHILD NUTRITION PROGRAM (continued)  
 
Nutritional Standards for Foods Outside the National School Lunch or Breakfast Program 
 
For food items that are not sold as part of the National School Lunch or Breakfast Program, the 
following nutritional standards shall apply: 
 
1. For foods sold to students in middle, junior high, and high schools:  (Education Code 49430, 

49431.2) 
a. Each entrée item shall: 

(1) Not exceed 400 calories 
(2) Contain no more than four grams of fat per 100 calories 
(3) Be categorized as an entrée item in the National School Lunch or Breakfast Program 

b. For each snack item that supplements a meal: 
(1) Not more than 35 percent of its total calories shall be from fat, excluding nuts, nut 

butters, seeds, eggs, cheese packaged for individual sale, fruits, vegetables that 
have not been deep fried, or legumes. 

(2) Not more than 10 percent of its total calories shall be from saturated fat, excluding 
eggs or cheese packaged for individual sale. 

(3) Not more than 35 percent of its total weight shall be composed of sugar, including 
naturally occurring and added sugar, excluding fruits or vegetables that have not 
been deep fried. 

(4) Its total calories shall not exceed 250 calories. 
 

2. Beginning July 1, 2009, any food provided to K-12 students during school hours and within 
one-half hour before and after school shall not contain or have been prepared with artificial 
trans fat, including vegetable shortening, margarine, or any kind of  

      partially hydrogenated vegetable oil, unless the manufacturer’s documentation or      
      label lists the trans fat content as less than 0.5 grams per serving.  (Education Code 49431.7) 
 
Nutritional Standards for Beverages 
 
The only beverages that may be sold to middle school or junior high school students from one-

half hour before the start of the school day until one-half hour after the end of the school day 
are:  (Education Code 49431.5) 

 
1. Fruit-based drinks that are composed of no less than 50 percent fruit juice and have no added 

sweetener 
2. Vegetable-based drinks that are composed of no less than 50 percent vegetable juice and 

have no added sweetener 
3. Drinking water with no added sweetener 



 
AR 3550 (c) 

 
FOOD SERVICE/CHILD NUTRITION PROGRAM (continued)  
 
4. Milk that is 1 percent fat, 2 percent fat, or nonfat; soy milk, rice milk, or other similar 

nondairy milk 
5. Electrolyte replacement beverages that contain no more than 42 grams of added sweetener 

per 20 ounce serving 
 

At least 50% of the beverages sold to high school students from one-half hour before the start 
of the school day until one-half hour after the end of the school day shall be those specified                 
in items #1-5.  Beginning July 1, 2009, all of the beverages sold to high school students from 
one-half hour before the start of the school day until one-half hour after the end of the school day 
shall meet the standards specified in items #1-5 above.  (Education Code 49431.5) 
 
The Superintendent or designee shall ensure that the district’s food service program meets the 
sanitation and safety requirements of the California Retail Food Code as set forth in Health and 
Safety Code 113700-114437. 
 
For all district schools participating in the National School Lunch and/or School  
 
 
Breakfast Program, the Superintendent or designee shall implement a school food safety program 
for the preparation and service of school meals which complies with the national Hazard 
Analysis and Critical Control Point (HACCP) principles. (42 USC 1758) 
 
The district’s HACCP plan shall be in writing and shall address the components specified in   
Health and Safety Code 114419.1 including, but not limited to, methods for determining control 
measures needed to prevent hazards at each stage of food production, monitoring of the 
implementation of the food safety program, establishment of corrective actions to be taken if the 
proper time or temperature range is not met, training of food service employees and supervisors 
on food safety issues, recordkeeping, and periodic review of the food safety program. 
 
The Superintendent of designee shall designate at least one staff member to be responsible for 
verification of the HACCP plan and shall provide the designated staff member with training in 
HACCP principles and the contents of the plan.  Records of the training shall be retained for the 
duration of employment or a period of not less than two years, whichever is greater.  In addition, 
the Superintendent or designee shall provide applicable HACCP training to food service 
employees who work in food preparation and shall document the date, trainer, and subject of the 
training.  (Health and Safety Code 114419.2) 
 
(cf. 4231 – Staff Development) 
 
All food preparation and service areas shall be inspected in accordance with Health and Safety 
Code 113725-113725.1 and county regulations. 



 
 

AR 3550 (d) 
 
FOOD SERVICE/CHILD NUTRITION PROGRAM (continued)  
 
Each school participating in the National School Lunch and/or Breakfast program shall, during 
each school year, obtain a minimum for two safety inspections conducted by the county 
environmental health agency.  (42 USC 1758; 7 CFR 210.13, 220.7) 
 
All school shall post a notice indicating that most recent inspection report is available to any 
interested person upon request.  (42 USC 1758; 7CFR 210.13, 220.7; Health and Safety Code 
113725.1) 
 
(cf. 1340 – Access to District Records) 
(cf. 3580 – District Records) 
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Business and Noninstructional Operations BP 3551(a) 
 
FOOD SERVICE OPERATIONS/CAFETERIA FUND 
 
 
The Governing Board intends that, insofar as possible, school food services shall be a self-
supporting, nonprofit program.  To increase cost effectiveness, the Superintendent or designee 
shall centralize and direct the purchasing of food and supplies, the planning of menus, and the 
auditing of all food service accounts for the district. 
 
(cf. 3100 – Budget) 
(cf. 3300 – Expenditures and Purchases) 
(cf. 3311 – Bids) 
(cf. 3550 – Food Service/Child Nutrition Program 
 
Meals may be sold to students, district employees, Board members, and employees or members 
of the fund or association maintaining the cafeteria.  (Education Code 38082) 
 
In addition, meals may be sold to other individuals and organizations who are on campus during 
meal times for a legitimate purpose, such as classroom volunteers, parents/guardians, or student 
siblings.  
 
The Superintendent or designee shall recommend meal prices for students and nonstudents for 
approval by the Board.  Students who are enrolled in the free or reduced-price meal programs 
shall receive meals free of charge or at a reduced price in accordance with law, Board policy, and 
administrative regulation. 
  
Any meals served to nonstudents shall not be subsidized by federal or sate reimbursements, food 
service revenues, or U.S. Department of Agriculture commodities. 
 
(cf. 3460 – Financial Reports and Accountability)  
 
Cafeteria Fund 
 
The Superintendent or designee shall establish a cafeteria fund independent of the district’s 
general fund. 
 
The wages, salaries and benefits of food service employees shall be paid from the cafeteria fund.  
(Education Code 38103) 
 
Contracts with Outside Providers 
 
With Board approval, the district may enter into a contract for management consulting services 
related to food service.  
 
(cf. 3600 – Consultants) 



 
 BP 3551(b) 
 
FOOD SERVICE OPERATIONS/CAFETERIA FUND  (continued) 
 
 
With Board approval, the district may enter into a contract with a private company that enables a 
school to operate a franchise offering fast food items for sale to students.  The franchise 
agreement and food purchases shall be subject to the competitive bidding requirements of the 
National School Lunch and School Breakfast Programs. 
 
 
Legal Reference: 

EDUCATION CODE 
38080-38035 Cafeteria, establishment and use 
38090-38095  Cafeterias, funds and accounts 
38100-38103  Cafeterias, allocation of charges 
42646  Alternate payroll procedure 
45103.5  Contracts for management consulting services; restrictions 
49490-49493  School breakfast and lunch programs 
49500-49505  School meals 
HEALTH AND SAFETY CODE 
113700-114437 California Retail Food Code 
UNITED STATES CODE, TITLE 42 
1751-1769h School lunch programs 
1771-1791 Child nutrition, including: 
1773 School breakfast program 
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Business and Noninstructional Operations AR 3551 
 
FOOD SERVICE OPERATIONS/CAFETERIA FUND 
 
Cafeteria Fund 
 
All proceeds from food sales and other services offered by the cafeteria shall be deposited in the 
cafeteria fund as provided by law.  The income and expenditures of any cafeteria revolving 
account established by the Governing Board shall be recorded as income and expenditures of the 
cafeteria fund.  (Education Code 38090, 38091, and 38092) 
 
 (cf. 3100 – Budget) 
(cf. 3300 – Expenditures and Purchases) 
 
The cafeteria fund shall be used only for Board-authorized expenditures necessary for the 
operation of school cafeterias as defined in the California School Accounting Manual or 
appropriately reported to the California Department of Education.  (Education Code 38091, 
38101) 
  
Any charges to, or transfers from, a food service program shall be dated and accompanied by a 
written explanation of the expenditure’s purpose and basis. (Education Code 38101) 
 
(f. 3110 –Transfer of Funds) 
 
Any funds derived from the sale of cafeteria food and deposited in a Board-established cafeteria 
equipment reserve shall be used only for the purchase, lease, maintenance or replacement of 
cafeteria equipment.  (Education Code 38102) 
 
Contracts with Outside Services/Providers 
 
The term of any contract for management consulting services related to food services shall not 
exceed one year.  Any renewal of the contract of further requests for proposals to provide such 
services shall be considered on a year-to-year basis.  (Education Code 45103.5) 
 
A contract for food service management consulting services shall not result in the supervision of 
food service classified staff by the management consultant, not shall it result in the elimination of 
any food service classified staff or position or have any adverse effect 
on the wages, benefits, or other terms and conditions of employment of classified food  
service staff or positions.  (Education Code 45103.5) 
 
Health criteria established by the district for classified staff shall be applicable to all persons 
providing food service management consulting services. (Education Code 45103.5) 
 
(cf. 3515.6 Criminal background Checks for Contractors) 
(cf. 3600 – Consultants) 
(cf. 4112.4/4212.4/4312.4 – Health Examinations) 
(cf. 4212 – Appointments and Conditions of Employment) 
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Business and Noninstructional Operations BP 3553(a) 
 
FREE AND REDUCED PRICE MEALS 
 
 
The Governing Board recognizes that adequate nutrition is essential to child development, 
health, and learning of all students.  The Superintendent or designee shall facilitate and 
encourage the participation of students from low-income families in the district’s food service 
program. 
 
The district shall provide at least one nutritionally adequate meal each school day, free of charge 
or at a reduced price, for students whose families meet federal eligibility criteria.  (Education 
Code 49550, 49552) 
 
(cf. 3551 – Food Service Operations/Cafeteria Fund) 
(cf. 5148 – Child Care and Development) 
(cf. 5148.2 – Before/After School Programs) 
(cf. 6177 – Summer School) 
(cf. 6300 – Preschool/Early Childhood Education) 
 
The Superintendent or designee shall ensure that meals provided through the free and reduced-
price meal program meet applicable state and/or federal nutritional standards in accordance with 
law, Board policy, and administrative regulation. 
 
(cf. 3550 – Food Service/Child Nutrition Program) 
(cf. 5030 – Student Wellness) 
 
The Board shall approve, and shall submit to the California Department of Education for 
approval, a plan that ensures that students eligible to receive free or reduced-price meals and 
milk are not treated differently from other students.  (Education Code 49557) 
 
(cf. 0410 – Nondiscrimination in District Programs and Activities) 
(cf. 5145.3 – Nondiscrimination/Harassment) 
 
Confidentiality/Release of Records 
 
All application and records elated to eligibility for the free and reduced-price meal program shall 
be confidential except as provided by law.  (Education Code 49558) 
 
The Board authorizes designated employees to use individual records pertaining to student 
eligibility for any free and reduced-price meal program for the purpose of:  (Education Code 
49558)  
 
1.        Disaggregation of academic achievement data 
 

2.      In any school identified for program improvement under Title I of the No Child Left 
Behind Act, identification of students eligible for school choice and supplemental        
education services 

 



Business and Noninstructional Operations BP 3553(b) 
 
FREE AND REDUCED PRICE MEALS 
 
(cf. 0520.2 – Title I Program Improvement Schools) 
(cf. 5125 - Student Records) 
(cf. 6162.51 – Standardized Testing and Reporting Program) 
(cf. 6171 - Title I Programs) 
 
The Board further authorizes the release of information on the school lunch program application 
to the local agency that determines Medi-Cal program eligibility, provided that the student is 
approved for free meals and the parent/guardian consents to the sharing of information is 
provided by Education Code 49557.2. 
 
(cf. 5141.6 – School Health Services) 
 
Legal Reference: 

EDUCATION CODE 
48980  Notice at beginning of term 
49430-49436 Pupil Nutrition, Health, and Achievement Act of 2001 
49490-49434 School breakfast and lunch programs 
49500-49505  School meals 
49510-49520  Nutrition 
49530-49536  Child Nutrition Act of 1974 
49547-49548.3 Comprehensive nutrition service 
49550-49561 Meals for needy students 
CODE OF REGULATIONS, TITLE 5 
15510  Mandatory meals for needy students 
15530-15535  Nutrition education 
15550-15565  School lunch and breakfast programs 
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Business and Noninstructional Operations AR 3553(a) 
 
FREE AND REDUCED PRICE MEALS 
 
 
The district's plan for students receiving free or reduced-price meals shall ensure the following: 
(Education Code 49557) 
 
1. The names of the students shall not be published, posted or announced in any manner, or 

used for any purpose other than the National School Lunch and School Breakfast 
Programs, unless otherwise provided by law. 

 
2. There shall be no overt identification of any of the students by the use of special tokens 

or tickets or by any other means. 
 
3. The students shall not be required to work for their meals or milk. 
 
4. The students shall not be required to use a separate dining area, go through a separate 

serving line or entrance, or consume their meals or milk at a different time. 
 
When more than one lunch, breakfast, or type of milk is offered, the students shall have the 
same choice of meals or milk as is available to those students who pay the full price. 
(Education Code 49557; 7 CFR 245.8) 
 
(cf. 0410 – Nondiscrimination in District Programs and Activities) 
(cf. 5145.3 – Nondiscrimination/Harassment) 
 
Applications  
 
An application form for free or reduced-price meals shall be distributed to all parents/guardians 
at the beginning of each school year, together with information about eligibility standards, 
application procedures, and appeal procedures.  This form and information shall also be provided 
whenever a new student is enrolled.  (Education Code 48980, 49520; 7 CFR 245.5) 
 
(cf. 5145.6 - Parental Notifications) 
 
Applications for free or reduced-price meal programs shall be available to students at all times 
during the regular school day and shall contain the following statements:  (Education Code 
49557; 7 CFR 245.5) 
 
1. Applications may be submitted at any time during a school day. 
 
2. Students participating in the National School Lunch and/or School Breakfast Programs 

will not be overtly identified by the use of special tokens, special tickets, special serving 
lines, separate entrances, separate dining areas, or by any other means. 

 
The application packet also shall contain: 



  AR 3553(b) 
 
FREE AND REDUCED PRICE MEALS  (continued) 
 
 
1.  A notification that, if a student qualifies for free or reduced-price meals, then he/she may  

qualify for free or reduced-cost health insurance coverage 
 
2.  A request for the parent/guardian’s consent for t he student, if eligible for free school lunches, 

to participate in the Medi-Cal program and to have the information on the school  lunch 
application shared with the local agency that determines eligibility under the Medi- Cal 
program 

 
3. A notification that the district will not forward the application to the agency that determines 

Medi-Cal eligibility without the parent/guardian’s consent 
 
4. A notification that the application is confidential and will not be shared with any other 

governmental agency for any purpose other than the administration of the Medi-Cal program 
 
5. A notification that the application information will be used only by the state and local 

agencies that administer the Medi-Cal program and will not be shared with other government 
agencies, including the federal Department of Homeland Security and the Social Security 
Administration, except as necessary to verify information provided by the parent/guardian. 

 
6. Information regarding the Medi-Cal program, including available services, program 

requirements, rights and responsibilities, and privacy and confidentiality requirements 
 
(cf. 5141.6 – School Health Services)  

Eligibility 
 
The Superintendent or designee shall determine student’s eligibility for the free and reduced-
price meal program based on the criteria specified in 42 USC 1758 and 1773 and 7CFR 245.1-
245.13 and made available by the California Department of Education. 
 
When authorized by law, participants in other federal or state programs may be directly certified 
for enrollment in the free and reduced-price meal program.  (Education Code 49561)  

Confidentiality/Release of Records 
 
The Superintendent designates the following district employee(s) to use individual records 
pertaining to student participation in the free or reduced-price meal program  for the purpose of 
disaggregation of academic achievement data or for the identification of students in any program 
improvement school eligible for school choice and supplemental educational services pursuant to 
20 USC 6316:  Superintendent or designee Principal. 



 
 AR 3553(c) 
 
FREE AND REDUCED PRICE MEALS  (continued) 
 
 
In using these records for that purpose, the following conditions shall be satisfied: (Education 
Code 49558) 
 
1. No individual indicators of participation in the free or reduced-price meal program shall 

be maintained in the permanent records of any students if not otherwise allowed by law. 
 
(cf. 5125 - Student Records) 
 
2. Information regarding individual student participation in the free or reduced-price meal 

program shall not be publicly released. 
 
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information) 
 
3. All other confidentiality provisions required by law shall be met. 
 
4.        Information collected regarding individual students certified to participate in the free and 

reduced-price meal program shall be destroyed when no longer needed for its intended 
purpose. 
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Business and Noninstructional Operations BP 3554 
 
OTHER FOOD SALES 
 
 
The Governing Board believes that sales of foods and beverages at school during the school day 
should be aligned with the district’s goals to promote student wellness.  Any food sales 
conducted outside the district’s food service program shall meet nutritional standards specified in 
law, Board policy, and administrative regulations and shall not reduce student participation in the 
district’s food service program. 
 
 (cf. 3550 – Food Service/Child Nutrition Program) 
(cf. 3551 – Food Service Operations/Cafeteria Fund) 
(cf. 3553 – Free and Reduced Price Meals) 
(cf. 5030 – Student Wellness) 
 
 
The Board authorizes the Superintendent or designee to approve the sale of foods and beverages 
outside the district’s food services program, including sales by student or school-connected 
organizations, sales through vending machines, and/or sales at secondary school student stores 
for fundraising purposes. 
 
(cf. 1230 - School-Connected Organizations) 
(cf. 1321 - Solicitations of Funds from and by Students) 
 
When vending machines are sponsored by the district or a student or adult organization, the 
Superintendent or designee shall determine how and where vending machines may be placed at 
school sites, district offices or other school facilities. 
 
(cf. 3312 – Contracts) 
 
Legal Reference:   
 

EDUCATION CODE 
35182.5 Contracts, non-nutritious beverages 
48931  Authorization and sale of food 
49430-40436 Pupil Nutrition, Health, and Achievement Act of 2001 
51520  School premises; prohibited solicitations 
CODE OF REGULATIONS, TITLE 5 
15500  Food sales in elementary schools 
15501  Sales in high schools and junior high schools 
15575-15578 Requirements for foods and beverages outside the federal meals program 
HEALTH AND SAFETY CODE 
113700-114437 California Retail Food Code 
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OTHER FOOD SALES 
 
Nutritional Standards for Foods and Beverages 
 
 
Food and beverage sales outside the district’s food service program shall comply with applicable 
nutritional standards specified in Education Code 49431, 49431.2, 49431.5, and 49431.7 and 5 
CCF 15575-15578. 
 
 (cf. 3550 – Food Service/Child Nutrition Program) 
(cf. 5030 – Student Wellness) 
 
At a middle, junior high, or high school, the sale of food items that do not comply with the 
standards in Education Code 49431.2 may be permitted in any of the following circumstances:  
(Education Code 49431.2) 
 
1.        The sale takes place off and away from school premises. 
 
2.  The sale takes place on school premises at least one-half hour after the end of the school 

day. 
 
3.      The sale occurs during a school-sponsored student activity after the end of the school  

day. 
 
(cf. 6145 – Extracurricular and Cocurricular Activities) 
  
Additional Requirements for School Participating in the National School Lunch or Breakfast 
Program 
 
The sale of foods outside of the district’s food service program during meal periods in food 
service areas shall be allowed only if all income from the sale, including the sale of approved 
foods or drinks from vending machines, accrues to the benefit of the school, the school food 
service program, or the student organization(s) sponsoring the sale (7 CFR 210.11, 220.12) 
 
No foods of minimal nutritional value, as listed 7 CFR 210, Appendix B, and 7 CFR 220, 
Appendix B, shall be sold in food service areas during breakfast and lunch periods.  (7 CFR 
210.11, 220.12) 
 
In junior high and high schools, a student organization may be approved to sell food items during 
or after the school day if all of the following conditions are met:  (5 CCR 15501) 
 
1. Only one student organization conducts food sales on a given school day and the 

organization sells no more than three types of food or beverage items, except that up to four 
days during the school year may be designated on which any number of organizations may 
conduct the sale of any food items. 



 
 AR 3554(b) 
 
OTHER FOOD SALES (continued) 
 
2. The specific nutritious food items are approved by the Superintendent or designee. 
 
3. Food items sold during the regular school day are not prepared on the premises. 

 
4. The food items sold are not those sold in the district’s food service program at that school 

during that school day.   
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DISTRICT RECORDS 
 
 
District records shall be developed, maintained and disposed of in accordance with law and 
California Department of Education regulations. 
 
(cf. 1340 - Access to District Records) 
(cf. 3440 - Inventories) 
(cf. 4040 - Employee Use of Technology) 
(cf. 4112.6/4212.6/4312.6 - Personnel Files) 
(cf. 5125 - Student Records) 
(cf. 5125.1 - Release of Directory Information) 
 
The Superintendent or designee shall establish regulations that define records which are 
permanent, optional, and disposable and specify how each type of record is to be maintained or 
destroyed. Any photographic, microfilm, or electronic copies of original records shall be 
permanently retained. 
 
The Superintendent or designee shall ensure the confidentiality of records as required by law and 
shall establish regulations to safeguard data against damage or loss. 
 
Safe at Home Program 
 
District public records shall not include the actual addresses of students, parents/guardians or 
employees when a substitute address is designated by the Secretary of State pursuant to the Safe 
at Home Program. (Government Code 6206, 6207) 
 
When a substitute address card is provided pursuant to this program, the confidential, actual 
address may be used only to establish district residency requirements for enrollment and for 
school emergency purposes. 
 
(cf. 3516 – Emergencies and Disaster Preparedness Plan) 
(cf. 5111.1 - District Residency) 
 

 
 
 
Legal Reference:  (See Next Page) 
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DISTRICT RECORDS (continued) 
 
 
Legal Reference: 

EDUCATION CODE 
35145  Public meetings 
35163  Official actions, minutes and journal 
35250-35255  Records and reports 
44031  Personnel file contents and inspection 
49065  Reasonable charge for transcripts 
GOVERNMENT CODE 
6205-6211  Confidentiality of addresses for victims of domestic violence 
6252-6265  Inspection of public records 
12946  Retention of employment applications and records for two years 

 
PENAL CODE 
 11170 Retention of child abuse reports  
CODE OF REGULATIONS, TITLE 5 
432  Varieties of pupil records 
16020-16022  Records-general provisions 
16023-16027  Retention of records 
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DISTRICT RECORDS 
 
 
The Superintendent or designee shall ensure that appropriate computer software is used to 
safeguard any data stored on computers, including computers connected to networks.  To further 
prevent the damage or theft of data, computers and related equipment, he/she shall maintain 
complete and accurate inventories, specify user responsibilities for damages, and provide 
appropriate supervision in areas where computers are used. 
 
Classification of Records 
 
Before January 1, the Superintendent or designee shall review documents and papers originating 
during the prior school year and classify them as Class 1 (Permanent), Class 2 (Optional), or 
Class 3 (Disposable).  Records of continuing nature (active and useful for administrative, legal, 
fiscal or other purposes over a period of years) shall not be classified until such usefulness has 
ceased.  A pupil's cumulative record is a continuing record until the student ceases to be enrolled 
in the district.  (5 CCR 16022) 
 
Class 1 - Permanent Record  (5 CCR 16023) 
 
The original of each of the following records, or one exact copy of it when the original is 
required by law to be filed with another agency, is a Class 1 (Permanent) Record and shall be 
retained indefinitely unless microfilmed in accordance with 5 CCR 16022: 
 
1. Annual Reports 

a. Official budget 
 
b. Financial reports of all funds, including cafeteria and pupil body funds 
 
c. Audit of all funds 

 
d. Average daily attendance, including Period 1 and Period 2 reports 

 
e. Other major annual reports, including: 

 
(1) Those containing information relating to property, activities, financial 

condition or transactions 
 

(2) Those declared by Governing Board minutes to be permanent 
 
2. Official Actions 

a. Minutes of the Board or Board committees, including the text of rules, 
regulations, policies or resolutions included by reference only 



 
 AR 3580(b) 
 
DISTRICT RECORDS  (continued) 
 
 

b. The call for and the result of any elections called, conducted or canvassed by the 
Board 

 
c. Records transmitted by another agency pertaining to its action with respect to 

district reorganization 
 
3. Personnel Records 
 

a. Employees 
 

All detailed records relating to employment, assignment, amounts and dates of 
service rendered, termination or dismissal of an employee in any position, sick 
leave record, rate of compensation, salaries or wages paid, deductions or 
withholdings made and the person or agency to whom such amounts were paid.  
In lieu of the detailed records, a complete proven summary payroll record for each 
employee containing the same data may be classified as Class 1 (Permanent), and 
the detailed records may then be classified as Class 3 (Disposable). 

 
Information of a derogatory nature as defined in Education Code 44031 shall be 
Class 1 (Permanent) only when the time for filing a grievance has passed or the 
document has been sustained by the grievance process. 

 
b. Students 

 
The records of enrollment and scholarship for each student required by 5 CCR 
432, and all records pertaining to any accident or injury involving a minor for 
which a claim for damages had been filed as required by law.  This includes any 
related policy of liability insurance except that these records cease to be Class 1 
(Permanent) one year after the claim has been settled or the statute of limitations 
has run. 

 
4. Property Records 
 

All detailed records relating to land, buildings, and equipment.  In lieu of detailed 
records, a complete property ledger may be classified as Class 1 (Permanent).  The 
detailed records may then be classified as Class 3 (Disposable) if the property ledger 
includes all fixed assets, an equipment inventory and, for each piece of property, the date 
of acquisition, name of previous owner, a legal description, the amount paid, and 
comparable data if the unit is disposed of. 

 



 AR 3580(c) 
 
DISTRICT RECORDS  (continued) 
 
 
Class 2 - Optional Records  (5 CCR 16024) 
 
Any record considered worth keeping, but which is not a Class 1 record, may be classified as 
Class 2 (Optional) and shall be retained until it is reclassified as Class 3 (Disposable).  If by 
agreement of the Board and Superintendent or designee, classification of the prior year records 
has not been made before January 1, all records of the prior year may be classified Class 2 
(Optional) until they are classified as required by 5 CCR 16022.  Such classification must occur 
within one year. 
 
Class 3 - Disposable Records  (5 CCR 16025, 16026, 16027) 
 
All records not classified as Class 1 (Permanent) or as Class 2 (Optional) shall be classified as 
Class 3 (Disposable).  These include but are not limited to:  detailed records basic to audit, 
including those relating to attendance, average daily attendance, or business or financial 
transactions; detailed records used in preparing another report; teachers' registers if all 
information required by 5 CCR 432 is retained in other records or if the General Records pages 
are removed from the register and classified as Class 1 (Permanent); and periodic reports, 
including daily, weekly and monthly reports, bulletins and instructions. 
 
Class 3 (Disposable) records shall be destroyed during the third school year after the later of the 
following: 
 
1. The completion of any legally required audit 
 
2. The retention period required by any agency other than the State of California 
 
3. The school year in which the records originated 
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CONSULTANTS 
 
 
The Governing Board authorizes the use of consultants to provide expert professional advice or 
specialized technical or training services which are not needed on a continuing basis and which 
cannot be provided by district staff because of limitations of time, experience or knowledge.  
Individuals, firms or organizations employed as consultants may assist management with 
decisions and/or project development related to financial, economic, accounting, engineering, 
legal, administrative, instructional or other matters. 
 
As part of the contract process, the Superintendent or designee shall determine, in accordance 
with Internal Revenue Service guidelines, that the consultant is properly classified as an 
independent contractor.  District employees who perform extra-duty consultant services shall not 
be retained as independent contractors.  They shall be considered employees for all purposes, 
even if the additional services are not related to their regular duties. 
 
All consultant contracts shall be brought to the Board for approval. 
 
(cf. 3312 - Contracts) 
 
The district shall not contract for consulting services that can be performed without charge by a 
public agency or official unless these services are unavailable from the public source for reasons 
beyond the district's control. 
 
All qualified firms or resource persons shall be accorded equal opportunity for consultant 
contracts regardless of race, creed, color, gender, national or ethnic origin, age or disability. 
 
(cf. 3311 - Bids) 
(cf. 3551 - Food Service Operations/Cafeteria Fund) 
(cf. 4030 - Nondiscrimination in Employment) 
 
Independent contractors applying for a consultant contract shall submit a written conflict of 
interest statement disclosing financial interests as determined necessary by the Superintendent or 
designee, depending on the range of duties to be performed by the consultant.  The 
Superintendent or designee shall consider this statement when deciding whether to recommend 
the consultant's employment. 
 
(cf. 9270 - Conflict of Interest) 
 
When employees of a public university, county office of education or other public agency serve 
as consultant or resource persons for the district, they shall certify as part of the consultant 
agreement that they will not receive salary or remuneration other than vacation pay from any 
other public agency for the specific days when they work for this district. 
 
Legal Reference:  (see next page) 
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CONSULTANTS  (continued) 
 
 
Legal Reference: 

EDUCATION CODE 
10400-10407  Cooperative improvement programs 
17596 Limit on continuing contracts 
35010  Control of districts; prescription and enforcement of rules 
35172(a)  Promotional activities 
35204  Contract with attorney 
44925  Part-time readers employed as independent contractors 
45103  Classified service in districts not incorporating the merit system 
45103.5  Contracts for food service consulting services 
45134-45135  Employment of retired classified employee 
45256  Merit system districts; classified service; positions established for professional experts on a 
temporary basis 
GOVERNMENT CODE 
53060  Contract for special services and advice 
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