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Interlachen High School 54 0112
WRAP-AROUND SERVICES THROUGH DISTRICT-MANAGED TURNAROUND

.Part I: Needs Assessment

Item 1: Description of the needs assessment methodology and summary of the results to develop the
whole-school transformation plan. Also, describe who participated in the formulation of this plan.

Interlachen High School’s Partnerships for Hope

'

nt e s sh Ho ed SS lo d Participation in the

formulation of the plan

After collaborating with stakeholders to finalize the TOP Phase 2 Plan, the LEA’s Director of School
improvement collaborated with the school-based leadership team at Interlachen High School to review
data and determine wrap-around services that would align with stakeholder input at the school and

community level and student and community data needs.

School-based input. Mid June 2017 school and district leaders came together to review end of the year
state, district, and school level data. The leaders reviewed the district’s strategic plan performance targets,
graduation initiative data, attendance data, SEssentials data, and expectations for school improvement
planning and target setting. Qualitative data included perception data from students and teachers
gathered through the 5 Essentials survey. Quantitative data points included school grade components,
chronic absenteeism rates, suspension rates, number of behavior referrals, graduation rates, and course
progress monitoring data from Performance Matters. Reflective of the collaborative review at the end of
the year and thinking about the needs of the 2017-2018 school year and beyond, the leadership team at
Interlachen High School met with the Grant Steering Committee in early August 2017 to communicate the

desire to provide wrap-around services to students that would address six strategic goals.

Community and Business Input. Input from parents, students, community, and business members is

gleaned on a regular basis via Superintendent’s Advisory Council Meetings and survey data. The
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Superintendent’s Advisory Council Meetings will occur throughout implementation of TOP3 to glean input

and adjust the Partnerships for Hope program design as needed.

Teacher input. The LEA gathers ongoing input through the 5Essentials perception survey as well as
through teacher input forums. For example, a team of teachers new to the District was formed that
included representatives from each area of the county, demographic group, gender, various subject areas,
veteran and non-veteran teachers, and all levels of K-12 education. Teachers provided qualitative
feedback on successes, challenges, and recommendations. Such feedback consistently includes the needs
for teacher professional development, student academic supports, and enhanced student

social-emotional structures.

Interlachen High' nershi r Hope. ma sults

5 Essentials. The Florida 5Essentials survey summarizes student and teacher perception data and
identifies ways in which the school is organized for school improvement (Table 1). The goal of district and

school leaders is for each school to move toward strong and very strong organization to maximize the

potential for sustainable improvement.

Table 1: FY1617 Interlachen High's 5Essentials Results.

Student Response Rate 51.7%
Teacher Response Rate 73.9%
Essential Category 2016 2017
Ambitious Instruction Neutral {44) Weak (33)
Effective Leaders Neutral {55) Neutral (33)
Collaborative Teachers | Neutral (49) Neutral (43)
Involved Families Neutral (49) Neutral (52)
Supportive Environment Very Weak (19) Weak (29)
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School Grade Trends and Academic Achievement Data. Table 2 following provides a summary of

three-year school grade trends.

Table 2. Interlachen High’s Three Year School Grade Trends.
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Chronic Absenteeism Data. The LEA defines chronic absenteeism as students with 19 or more days

absent. This includes both excused and unexcused absences. Table 4 provides chronic absentee data. The

University of South Florida (2017) recently studied the chronic absenteeism in Putham County. Primary

research recommendations involve structured mentoring programs and adult or peer-directed academic

support.
Table 4. FY1617 Interlachen High’s Chronic Absenteeism Data.
% of students with % of students with % of students with % of students
attendance rate of 0% attendance rate of attendance rate of meeting
to 89% 90% to 95% 96% to 100% attendance
{19 or more days (9 to 18 days absent) (0 to 8 days absent)} | rate threshold
absent) of 90%
 Off-Track| " AtRisk On-Track |
40% 28% 32% 60%
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Discipline Data. The school’s discipline data was reviewed (Table 5).

Table 5. FY1617 Interlachen High’s Discipline Data.

Survey 3 Number of Number of Number of Number of Students with
Entity Suspensions Students with 1 | Behavior Referrals 1 or More Behavior
Count or More including Bus Referrals including Bus

Suspensions Misconduct Misconduct
711 146 38 910 261

Rural. The Rural and School Community Trust reports the following: “Florida has one of the most diverse
rural student populations in the nation. More than half of all rural students live in poverty, more than 40%
of all rural students are minorities...almost one in 10 adults are unemployed in rural Florida, and rural
mobility is higher than in all states except Arizona and Nevada. Florida’s rural schools and districts are the
nation’s largest, instructional spending and salaries are low, and state contribution to public education
costs is weak (Johnson, et. al., 2014).” This reality is dire for Putnam County, a statutorily designated rural
LEA in Northeast Florida that serves over 11,000 students including 694 Limited English Proficiency
students in their first five years of school and.675 homeless students {Table 1). The county has received
the state designation as a “Rural Area of Critical Economic Concern” with 79% of residents living in
unincorporated rural areas. In FY16, the United States Department of Agriculture (USDA) categorized

Putnam County as a “StrikeForce Community,” a high poverty, rural community designated by Obama

Adminijstration’s injtiative to address persistent poverty across America.

Poverty. The LEA participates in the Rural and Low Income School Program, Title Vi, Part B and in the
Community Eligibility Provision {CEP) component of the Healthy, Hunger-Free Act of 2010. In FY17, 67.0%
of families participated in government-subsidized poverty programs including SNAP, Medicaid, and TANF.
Using the CEP Federal 1.6 multiplier guideline for free lunch, the LEA’s poverty rate is 107.2%. Interlachen
High School’s poverty rate is 104.93%. The current plan addresses the ners of these students eligible to
be counted under section 1124(c) of the ESEA Act of 1965.

Community challenges. The LEA reflects many of the challenges that are present in the community

at-large, a community that has violent crime and property crime rates well above the National and State

average in all areas including robberies, assaults, burglaries, thefts, auto thefts, arson, rapes, and murders.
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Along with staggering crime statistics, health and lifestyle problems abound. The Florida Department of
Health reports that 36.3% of adults are disabled. Census statistics indicate that the county has one of the

top ten worst divorce rates in the U.S.

Income and educational attainment. According to the U.S. Department of Commerce, the county average
per capita income is $27,031, 11.6% of residents have a bachelor’s degree or higher, and 19% of residents
have an associates degree or higher (Table 6).

Table 6. Educational attainment in Putnam and neighboring counties.

Clay County | St.Johns County | Putnam County Florida

Associate's Degree or Higher 35% 50% 19% 36%

Postsecondary enrollment and success. Table 7 captures data from the Florida Department of Education
High School Feedback Report. Of the students who graduate high school, around 41% enroll at either a
community college, state university, or technical center and about half of those are proficient in first year
college courses.

Table 7. FY15 College Enrollment and Success.

Crescent City Interlachen Palatka High
High School High School School
Percent high school graduates who enrolled in 41.62% 32.05% 49.74%
either a community college in Florida, state
university in Florida, or technical center
Percent high school graduates who entered a public | 50.0% 42.9% 51.5%
college or university in Florida and scored at or
above college level cut scores (proficient)

Acceleration programming. Grissom and Redding {2016) document race disparity in assigning students to
acceleraked programming. The LEA’s analysis supports these ﬁnLiings (Table 8).
Table 8. FY16 Students participating in acceleration programming by race.

Race District % Population Acceleration % Population
Indian 0.4% 0.6%
Asian 0.5% 0.9%
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Black 24.1% 4.7%
White 54.2% 82.4%
Hispanic 16.8% 6.9%
Multiracial 3.9% 4.5%

An Inspired Dream. The Steering Committee was inspired through the analysis of the data above to
design a program that would address the multidimensional needs of Interlachen High’s students. Analysis
and brainstorming decisions informed by stakeholder input led to the development of a program aligned
to the TOP3 RFP entitled Partnerships for Hope, a muitidimensional school initiative with the foilowing 6
goals and correlating strategic inputs:
1. Goal 1: Provide wrap around services that develop family and community partnerships.
Input 1A. Provide students with access to a social worker at the school in order to bridge
the gap between available community social services and student and family access to the
services.
Input 1B. Increase student access to mental health counseling services in order to reduce

mental health barriers to student academic success.

Input 1C. Increase student access to before and/or after school tutoring.

2. Goal 2: Increase parental involvement and engagement in the child’s education.
Input 2A. Provide Family Engagement Activities to increase family participation in student

academic and community activities.
3. Goal 3: Establish clearly defined and measurable high academic and character standards.

Input 3A. Partner with the International Cenier for Leadership in Education to provide a

systemwide approach to teacher and leader support.

Input 3B. Increase support for student participation in gccelerated coursework.

Input 3C. Provide a data management system through a contract with Panorama to measure
stakeholder social emotional perception dateJ with data indicators in order to monitor and
respond to informed stakeholder needs.

4, Goal 4: Identify a knowledge-rich curriculum that the school will use to focus on developing

a student’s background knowledge.

Putnam County: Interlachen High School — Page 7






Turnaround Option Plan -3

Input 4A. Provide a Return on Investment Coordinator to monitor student achievement data
related to program implementation for curricuium at Interlachen High Schoo! that is both existing
and proposed through the TOP3 plan and facilitate teacher fidelity to program design.

Input 4B. Provide students opportunities to visit college campuses in order to expose
students to postsecondary opportunities and set career goals.

Input 4C. Provide summer bridge programs such as an Algebra Bridge Program for students
identified as needing additional academic supports for the next grade level.

5. Goal 5: Provide professional development that focuses on academic rigor, direct
instruction, and creating high academic standards and character standards.

Input 5A. Provide math teachers with Intel Math training to increase math content

knowledge.
Input 5B. Partner with the Northeast Fiorida Educational Consortium to provide

standards-focused teacher trajning.

Input 5C. Provide teachers with access to Florida Virtual School curriculum in order to

provide support for teacher knowledge in high needs areas.
6. Goal 6: Identify, recruit, and reward instructional personnei.

Input 6A. Create a Master Teacher Apprenticeship Program that pairs new and veteran
teachers in order to increase teacher content knowledge and pedagogy and identify and recruit
teachers capable of teaching independently the following year.

Input 6B. Support diversified teacher recruiting efforts in order to ensure student access to
highly effective personnel.

Input 6C. Provide a financial bonus to teachers with highly effective overall State VAM.

Item 2: Explain how the school is going to leverage community assets, improve school and community
collaboration, and develop family and community partnerships.

Interlachen High's Partnerships for Hope Plan to Leverage Community Assets, Improve School and

Community Collaboration, and Develop Family and Community Partnerships.

Goals 1, 2, and 5 of Interlachen High's Partnerships for Hope relate directly to leveraging community
assets, improving school and community collaboration, and developing family and community

partnerships.
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1. Goal 1: Provide wrap around services that develop family and community partnerships.
Input 1A. Provide students with access to a social worker at the school in order to bridge
the gap between available community social services and student and family access to the
services.
input 1B. Increase student access to mental health counseling services in order to reduce
mental health barriers to student academic success.
Input 1C. Increase student access to before and fter school tutori
2. Goal 2: Increase parental involvement and engagement in the child’s education.
Input 2A. Provide Family Engagement Activities to increase family participation in student
academic and community activities.
5. Goal 5: Provide professional development that focuses on academic rigor, direct
instruction, and creating high academic standards and character standards.

Input 5C. Partner with the Northeast Florida Educational Consortium to provide

standards-focused teacher training.

Social Services. Partnerships for Hope provides students with access to a social worker at the school in
order to bridge the gap between available community social services and student and family access to the
services. Social services will be coordinated with organizations such as:

Stewart Marchman Act Behavioral Healthcare

Juvenile Crime Prevention

Corner Drug Store

SEDNET

Handley Center

DCF

DlJ

CareerSource |
Mental Health Counseling. The school will contract for mental health counseling for students through a
local agency such as Stewart Marchman in order to address student mental health needs and reduce

barriers to student academic success.
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Tutoring. The school will compensate teachers to provide before and/or after school tutoring for students
based on need. Students who are off-track based on EWS indicators and those in state assessed grade

levels and content areas will be prioritized.

Post Secondary IHL Partnerships. St. Johns River State College, Flagler College, and St. Leo University
meet with the LEA regularly to design inputs responsive to the instructional needs of the postsecondary
degree programs including the development of college-aligned curriculum goals and facilitate college

visits.

Acceleration Program Partnerships. The Grant Steering Committee reached out to partners capable of
increasing student acceleration options including the State of Florida AVID office and representatives of St.
Johns River State College to discuss increasing the LEA’s ability to offer additional dual enroliment courses
via a Dual Enrollment Collegiate High School Program and increase AVID offerings. Partnerships for Hope
seeks to leverage this opportunity by providing opportunities for teacher professional development in

order to implement AVID at Interlachen High School.

Northeast Florida STEM2 Hub Partnership. The Stem2 Hub partners with Florida Board of Education
Chairman Gary Chartrand, the University of North Florida, LEAs in Northeast Florida, businesses, and
community members to convene, inspire, and invest in STEM. The Stem2 Hub recently engaged in
projects with neighboring LEAs to increase the subject knowledge of teachers by partnering with Intel
Math and Code.org to provide professional development, increasing the alignment between teacher
planning and State expectations. The LEA seeks to maximize the partnership to provide these services to
its population, particularly in the area of Intel Math Training and increasing opportunities for STEM

learning at Interlachen High School.

Community Collaborrtion in Establishing Family Engagement Activities. IntTrIachen High School
envisions creating Family Engagement Activities in order to encourage parents to become active
participants in student education and enrichment initiatives. Community partners such as the Putnam
County Library System have expressed interest in partnering with the school on parent involvement

activities. Partnerships for Hope provides the perfect opportunity to support these ventures.
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Northeast Florida Educational Consortium (NEFEC) Partnership. Extensive planning was done with NEFEC
to design inputs and implementation support structures. The LEA participates in the consortium alongside

15 neighboring LEAs. Strategies maximize partnerships between the LEA and NEFEC, particularly in the

areas of teacher coaching and LEA outreach.

Part II: Implementation Plan
A. Areas of Assurance for Whole-School Transformation Plan

Below are the six key areas of assurance selected by the district based upon the school’s needs assessment
to implement a whole-school transformation model.

The school will:
1. Provide wrap-around services that develop family and community partnerships

2. Increase parental involvement and engagement in the child’s education
3. Establish clearly defined and measurable high academic and character standards
4. Identify a knowledge-rich curriculum that the school will use to focus on developing a student’s

background knowledge
5. Provide professional development that focuses on academic rigor, direct instruction, and creating

high academic standards and character standards.

The school district will:

6. Identify, recruit, retain, and reward instructional personnel.

item 3: Explain the strategies the school will implement to provide wrap-around services that develop

family and community partnerships.
Goal 1 of Interlachen High’s Partnerships for Hope relate directly to providing wrap-around services that

develop family and community partnerships.

1. Goal 1: Provide wrap around services that develop family and community partnerships.
Input 1A. Provide students with access to a social worker at the school in order to bridge the

gap between available community social services and student and family access to the services.
Input 1B. Increase student access to mental health counseling services in order to reduce

mental health barriers to student academic success.

Input 1C. Increase student access tb before and/or after school tutoring.

Social Services. Partnerships for Hope provides students with access to a social worker at the school in
order to bridge the gap between available community social services and student and family access to the

services. Social services will be coordinated with organizations such as:
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Stewart Marchman Act Behavioral Healthcare
Juvenile Crime Prevention

Corner Drug Store

SEDNET

Handley Center

DCF

DiJ

CareerSource

Mental Health Counseling. The school will contract for mental health counseling for students through a
local agency such as Stewart Marchman in order to address student mental health needs and reduce

barriers to student academic success.

Tutoring. The school will compensate teachers to provide before and/or after school tutoring for students
based on need. Students who are off-track based on EWS indicators and those in state assessed grade

levels and content areas will be prioritized.

Item 4: Explain the strategies the school will implement to increase parental involvement and engagement
in the child’s education.

Goal 2 of Interlachen High's Partnerships for Hope relates directly to increasing parental involvement and

engagement in the child’s education.

2. Goal 2: Increase parental involvement and engagement in the child’s education.
Input 2A. Provide ily En t Activities to increase family participation in student

academic and community activities.

Financial Aid Sessions. Students and parents will participate in college financial aid sessions that will
include information on completing the|FAFSA, scholarships, and options for getting back on-tra‘ck to
graduate on time. These financial aid sessions will include follow up opportunities to help students

complete all paperwork.
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Family Engagement Activities. Interlachen High School envisions creating Family Engagement Activities in
order to encourage parents to become active participants in student education and enrichment initiatives.
Community partners such as the Putnam County Library System have expressed interest in partnering with
the school on parent involvement activities. Example Family Engagement Activities include speakers such
as Dr. John Hodge with the Urban Learning and Leadership Center, a U.S. History activity focused on
real-world historical experiences with parents, and an activity focused on STEM learning in partnership

with the Museum of Science and History in Jacksonville. Partnerships for Hope provides the perfect

opportunity to support these ventures for students and their families.

Item 5: Explain the strategies the school will implement to establish clearly defined and measurable high
academic and character standards.
Goal 3 of Interlachen High's Partnerships for Hope relates directly to strategies the school will implement

to establish clearly defined and measurable high academic and character standards.
3. Goal 3: Establish clearly defined and measurable high academic and character standards.
Input 3A. Partner with the International Center for Leadership in Education to provide a
systemwide approach to teacher and leader support.
Input 3B. Increase support for student participation in accelerated coursework.
Input 3C. Provide a data management system through a contract with Panorama to measure
stakeholder social emotional perception data with data indicators in order to monitor and respond

to informed stakeholder needs.

International Center for Leadership in Education. Interlachen High School will partner with the
International Center for Leadership in Education (ICLE) to implement a systemwide approach to teacher
and leader support through their Collaborative Instructional Review {(CIR) Process. The ongoing process
equips leaders to provide impactful coaching to teachers by:
® Establishing and communicating clear expectations around student learning, instructional
excellence, and effeﬁtive practice
® Supporting every teacher in continuously improving instruction through targeted feedback,
reflective practice, and ongoing application
® Providing observation protocols that look at cause and effect of classroom practice by observing not
only how teachers deliver instruction but how students react to the instruction

¢ Defining a common voice and shared vocabulary for rigorous, relevant, and engaging instruction
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® Creating a collaborative relationship in which teachers feel supported rather than evaluated
® Embracing a formative process through which teachers receive ongoing feedback throughout the
year rather than high-stakes, summative evaluation once per year
® Encouraging teachers to apply what they have learned during the observation and feedback process
Through a proven blend of in-person support, shoulder-to-shoulder coaching, and a powerful online
system, ICLE will support Interlachen High School with establishing high academic standards and an
environment of rigorous instruction. ICLE will provide foundational training for the school leadership team

and teachers as well as weekly, job-embedded coaching.

Support for Accelerated Coursework. An acceleration program will be offered at the school! including
increased access to AP classes and the Dual Enrollment Collegiate High School Program. Students will have
access to the Advancement via Individual Determination (AVID) program providing strategies and structures

that promote college and career readiness.

Data System to Correlate Social Emotional Data with EWS Data to Inform Services. Partnerships for Hope
proposes an innovative data management system through Panorama that marries traditional data
indicators with social emational data. The goal is to provide a high quality evaluation system to inform
practices, provide educators with meaningful feedback and targeted professional development, and use
data to inform key school and district level decisions, a paired data system strongly supported by social
emotional researchers (Pritchard, 1990; Pritchard, Weaver, & Ashwood, 2011, Reddy, Kettler, & Kurz, 2015,
Reddy, et al., 2016).

Item 6: Explain the strategies the school will implement to identify a knowledge-rich curriculum that the
school will use to focus on developing a student’s background knowledge.

Goal 4 of Interlachen High's Partnerships for Hope relates directly to identifying a knowledge-rich
curriculum that the school will use to focus on developing a student’s background knowledge.
4. Gagal 4: Identify a knowledge-rich curriculum that the schoo! will use to focus on developing
a student’s background knowledge.
Input 4A. Provide a Return o stment Coordinator to monitor student achievement data
related to program implementation for curriculum at Interlachen High School that is both existing

and proposed through the TOP3 plan and facilitate teacher fidelity to program design.
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Input 4B. Provide students opportunities to visit college campuses in order to expose
students to postsecondary opportunities and set career goals.
Input 4C. Provide summer bridge programs such as an Algebra Bridge Program for students

identified as needing additional academic supports for the next grade level.

Return on Investment Coordinator. Interlachen High's Partnerships for Hope will provide a Return on
Investment (ROI) Coordinator to monitor student achievement data related to program implementation for
curriculum at Interlachen High School including Teengagement, MathNation, Khan Academy, HMH
Collections, and McGraw Hill Social Studies. The Return on Investment Coordinator wiil share data with
teachers at PLC meetings, facilitate teacher fidelity to program design, and assist teachers in making
programmatic changes in practice in response to student achievement data, ensuring that all current

instructional programs and TOP3 strategies are monitored for effectiveness.

College visits. The NCEE recommendation guide on helping students navigate the path to college noted
that engaging and assisting students in completing critical steps for college entry has a moderate effect on
students enrolling in higher education (NCEE, 2009, Dynarski, et. al., 1998). Hoxby and Turner (2013)
further noted that providing high-achieving, low-income students with information about the college
application process and college costs was significantly correlated with student applications to
postsecondary institutions. The program includes visits to colleges so that students receive information on
critical steps necessary for college entry including information on the cost of college, completing the FAFSA

and taking the ACT/SAT.

Algebra Summer Bridge Program. A 2016 What Works Clearinghouse report on the effect of summer
bridge programs notes positive benefits on postsecondary attainment. Moreover, WestEd (Snipes, et al.,
2014) found that students who participated in 2 summer Algebra program using Khan Academy had

signiﬁiant improvement in math achievement and algebra readiness (0.7 SD). Interlachen High'’s

Partnerships for Hope will provide an algebra summer bridge program with Khan Academy components.
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Item 7: Explain the strategies the school will implement to provide professional development that focuses
on academic rigor, direct instruction, and creating high academic standards and character standards.

Goal 5 of Interlachen High’s Partnerships for Hope relates directly to providing professional development
that focuses on academic rigor, direct instruction, and creating high academic standards and character
standards.
5. Goal 5: Provide professional development that focuses on academic rigor, direct instruction,
and creating high academic standards and character standards.
Input 5A. Provide math teachers with Intel Math training to increase math content
knowledge.
Input 5B. Partner with the Northeast Florida Educational Consortium to provide
standards-focused teacher training.
Input 5C. Provide teachers with access to Florida Virtual School curriculum in order to

provide support for teacher knowledge in high needs areas.

Intel Math teacher content knowledge professional development. A team of math teachers from
Interlachen High School will complete Intel Math training, a national program with 80 hours of content
taught collaboratively by a math educator and a mathematician with a minimam of a master’s degree in
applied mathematics who is trained by the University of Arizona. Intel Math adopts a problem-solving
approach and closes the gaps between the teacher inadequate math training and the rigor of math
standards. in a 2013 quasi experimental study, Goshen Educational Consulting found a statistically
significant (0.597 SD) effect on math understanding for teachers who participated in Intel Math training in
high needs rural school districts in Southwest lllinois (Feldman, Weyhaupt, & Quivey, 2013). Moreover, in a
2011 study by WestEd, evaluators found a significant gain in teacher mathematical knowledge in a cohort
of 503 Intel-math trained teachers (0.725 SD}, {Intel Math, 2017). A follow up randomized control trial
released by the U.S. Department of Education National Center for Education Evaluation and Regional
Assistance (Garet, et. al, 2016) found a statistically significant impact of content-intensive Intel math

| | professional development on teacher’s knowledge ?nd practice (21 point increase in teacher math
knowledge, 23 point increase in teacher use and quality of math explanations). Moreover, an NCEE brief
(2016) exploring three IES studies of intel Math professional development documents improved teachers’
knowledge and aspects of math practice (0.19-0.55 SD, 0.05 sig.). The brief noted that improving teachers’

knowledge did not improve student achievement. The LEA seeks to address findings by providing Intel
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Math training with the goal of attaining improved educator practice and will pair the training with follow up

in order to address the issue of improved student outcomes.

Standards Institutes. Northeast Florida Educational Consortium (NEFEC) will partner with the LEA and
neighboring rural LEAs to facilitate learning community meetings. NEFEC-facilitated PLC meetings will be
held throughout the year. The collaborative group will analyze standard specifications and explore

resources and assessment alignment.

Florida Virtual School Content Licensing. Teacher content expertise presents as a barrier in schools. As the
data analysis above suggests, such a barrier exists for Interlachen High School. In order to address this
barrier, Partnerships for Hope provides teachers with content licensing through Florida Virtual School in
order to access lessons aligned with state standards. The content is designed to empower and not replace

the teacher lessons in order to provide students with personalized lessons aligned to state standards.

ltem 8: Explain the strategies the school district will implement to identify, recruit, retain, and reward
instructional personnel.

Goal 6 of interlachen High’s Partnerships for Hope relates directly to identifying, recruiting, retaining, and
rewarding instructicnal personnel.
6. Goal 6: Identify, recruit, and reward instructional personnel.

Input 6A. Create a Master Teacher Apprenticeship Program that pairs new and veteran
teachers in order to increase teacher content knowledge and pedagogy and identify and recruit
teachers capable of teaching independently the following year.

Input 6B. Support diversified teacher recruiting efforts in order to ensure student access to
highly effective personnel.
Input 6C. Provide a financial bonus to teachers with highly effective overall State VAM.

Master Teacher Apprenticeship Progranp. An apprenticeship program will be developed througﬂ
Partnerships for Hope whereby a master teacher is paired with a person new to the field of education. The
new and veteran educator work collaboratively throughout the year to build the new educator’s craft.
Through the design of the program, teacher expertise is shared and the newer educator gradually develops

his or her craft, ultimately improving the content and pedagogy of the teaching staff at the school. Those
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teachers identified as successfully matriculating through the program can then be placed in an
independent setting the following year, building institutional capacity. As an incentive to retain master
teachers, master teachers successfully serving in the role in high needs areas for at least one year will

receive a retention incentive bonus.

Supporting Diversified Teacher Recruiting Efforts. U.S. Department of Education findings on the State of
Racial Diversity (2016) indicates that educators are relatively homogeneous racially. The report finds that a
greater diverse workforce may be recruited from Historically Black Colleges and Universities and programs
that offer alternative routes to certification. Responsive to these recommendations, the LEA piloted
strategies during FY16 to increase the diversity of the educator workforce including participating in two
virtual diversity fairs and one on-site teacher recruitment visit to Bethune Cookman, a Historically Black
College and University (HBCU). Table 9 depicts the number of diverse staff members hired before (FY
15/16) and after (FY 16/17) participating in the diversity fairs, highlighting how new hire diversity increased
22.2% as a result of diversity recruiting efforts. The LEA commits to supporting the principal at interlachen

High with strategies to increase workforce diversity.

Table 9. New teachers diversity before and after diversity recruitment initiatives.

WHITE BLACK HISPANIC WHITE BLACK HISPANIC
15/16 15/16 15/16 16/17 16/17 16/17
Teachers 93.3% 3.3% 3.3% 71.2% 22.0% 6.8%

Villegas, A. and Irvine, J. (2010} found that teachers from a diverse background were more likely to have
high expectations for students of color, serve as student advocates, and develop trusting relationships with
students with whom they share a cultural background. The LEA is committed to creating and maintaining a
diverse workforce. Sample recruiting efforts will include participating in virtual fairs and participating in

on-site teacher recruiting fair5[

Financial Bonuses to Reward Instructional Personnel. A financial bonus will be awarded to teachers with

highly effective overall State VAM.
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Turnaround Option Plan -3

B. Correlation Between Whole-School Transformation Model and District-Managed Turnaround

The evaluation process for this application will consider how this model correlates to the strategies and
activities listed in the TOP-2 document.

Item 9: Summary of the strategies the district will implement to reduce or eliminate internal systemic
barriers and address the needs of the school, including a description of how the district will address all of
the Areas of Assurance.

Areas of Assurance. The LEA is committed to addressing all areas of assurances including but not

limited to the following:

Maintaining proper accounting systems

Aligning to State and Federal laws and guidance

Ensuring proper planning, management, and completion of the project
Correctly administering funds and complying with OMB protocols
Maintaining fiscal controls and property inventory

Submitting reports and maintaining records appropriately
Ensuring stakeholder input during project implementation
Ensuring applicable information is available to the public
Complying with hiring guidelines

Ensuring a drug-free workplace

Submitting requested reports in a timely manner

2 20 7 T PR RV R

Reducing internal barriers. The project management team will meet monthly. Data will be reviewed at
each meeting and more thoroughly at half year and yearly intervals. Data will include quantitative and
qualitative indicators of progress towards achieving goals. Annual measurable targets will be assessed,
implementation successes and challenges will be discussed, and alternative course of action
implemented where appropriate based upon data analysis. Key program activities will be documented.
Program data will be shared with stakeholders to communicate progress towards achieving outcomes.
All program objectives will be achieved on time and within budget. The Project Director will ensure that
responsibilities are clearly defined and milestones are met. The Project Director will ensure fiscal
oversight by maintaining financial records of expenditures to ensure project alignment and implement
Internal controls such as unannounced inventories and site visits as needed.

|
Procedures are in place for ensuring feedback and continuous improvement in the operation of the
proposed project. All aspects of the TOP3 plan have been and will continue to be developed through
extensive two-way communication with teachers, principals, students, business partners, postsecondary

partners, and community partners. A broad range of communication tools will ensure that all
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Turnaround Option Plan -3

stakeholders are involved and engaged to the extent possible. Communication pathways such as
meetings, webcasts, email and phone messages will be used throughout implementation as needed.
LEA and collaborative personnel will be represented on committees and involved in the decision-making
process. In-service training and informational sessions will precede any introduction of project
initiatives. Project key personnel will review data monthly, share information, and revise delivery within

a continuous improvement model.

Item 10: Summary of how this model correlates to the strategies and activities listed in the
district-managed turnaround plan submitted in the TOP-2 document.

Correlation to district-managed turnaround plan submitted in TOP-2. The Partnerships of Hope model
for Interlachen High School outlines a vision for providing supplemental wrap-around services for
students, families, and teachers. The district-managed turnaround plan includes strategies and activities
within our current district capacity including support from specialists and coaches, leadership
development, progress monitoring platforms, and standards-based instruction. The DMT plan focuses
on implementing accountability through structures and systems, whereas TOP3 provides services at the
student, family, and teacher level above and beyond those that are required. All of the partnerships,
strategies, and services outlined in this model plan will enhance student achievement by addressing

barriers we are unable to fiscaily support through the current submitted district-managed turnaround

plan.

Item 11: |dentify and describe the areas of assurance your district has the capacity to sustain after the
Schools of Hope funding expires.

Sustaining Areas of Assurance. The LEA has the institutional capacity to sustain all 6 areas of assurances
aligned to the 6 strategic goals of Partnerships of Hope including the following: Goal 1: Provide wrap
around services that develop family and community partnerships. Actionable steps within goal one
include bridging the gap between available community social services and student and family access to
the services, an access pathway that is indefinitely sustainable for the families. Goal 2: Increase
parentJI involvement and engagement in the child’s educatioL. Actionable steps within goal two
involve increased family participation In student academic and community activities. The LEA and school
are committed to continuing parental invoivement activities after the conclusion of the grant. Goal 3:
Establish clearly defined and measurable high academic and character standards. Actionable steps

within goal three include bolstering teacher and leader knowledge of pedagogy and curriculum by way
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of intensive supports through a partnership with the international Center for Leadership in Education
and trainings to build instructional knowledge that will remain with the educators throughout their
career. Goal 4: ldentify a knowledge-rich curriculum that the school will use to focus on developing a
student’s background knowledge. Actionable steps within goal four include support structures for
programmatic data monitoring for return on investment purposes, creating a culture where
instructional inputs are monitored for effectiveness. Goal 5: Provide professional development that
focuses on academic rigor, direct instruction, and creating high academic standards and character
standards. Actionable steps within goal five include training to increase teacher content knowledge and
pedagogy, inputs that will create a more effective teaching force for years to come. Goal 6: Identify,
recruit, and reward instructional personnel. Actionable steps within goal six include building
instructional effectiveness via a Master Teacher Apprenticeship Program that will by design create an

increased population of master teachers in the foreseeable future.

Bolstered Institutional Capacity. LEA personnel completed 29,931 hours of professional development
for FY15, 25,658 hours for FY16, and 13,428 hours so far for FY17. The current design builds upon these
efforts by providing ongoing, differentiated, targeted, personalized teaching support and feedback via
opportunities designed to increase effectiveness that will influence the knowledge of the teaching
workforce in the foreseeable future. Of particular note is the potential for the Master Teacher
Apprenticeship Program to create and maintain a pipeline of current master teachers as weli as
teachers who will continue to build their knowledge of both pedagogy and content as future cohorts of

new teachers continue to become experts of their craft.

Correlation to the LEA Graduation initiative. In FY16 the LEA began a graduation initiative aimed at
dropout prevention and developing early warning systems. The strategies named align with and
complement the intent of the graduation initiative and efforts to identify, support, and monitor
students who are off-track and mort likely to experience adverse outcomes. Inputs will co"nplement

the graduation initiative design and support systemic chances for future cohorts to be successful.

Partnerships. The design increases partnerships with the area IHL and business community that will
support the continuation of activities in the future. The partnership with ICLE will build the capacity in

school leaders and teachers to maintain rigorous instruction and alignment to course standards.
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Cultural impact. The tools and strategies included in Interlachen High’s Partnerships for Hope will create
a culture that provides equitable opportunities for student academic achievement leading to

postsecondary success, a culture that will impact systemic changes in the future.
Interlachen High School truly welcomes the opportunities afforded through Partnerships for Hope,
opportunities that all who poured their love for children into this program design believe will have a

tremendously important impact on a very needy population of students.

Thank you for taking the time to read our proposal.

By submission of this plan, the district verifies that this whole-school transformation model was developed
in consultation with the school’s principal.
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FLORIDA DEPARTMENT OF EDUCATION

PROJECT APPLICATION
Please return to: A) Program Name: DOE USE ONLY
Florida Department of Education Schools of Hope — Whole School Date Received
Office of Grants Management Transformation Model (Traditional Public
Room 332 Turlington Building Schools) (TOP-3)

325 West Gaines Street
Tallahassee, Florida 32399-0400
Telephene: (830) 245-0496

TAPS NUMBER: 18A085
B) Name and Address of Eligible Applicant:

Putnam County School District Project Number (DOE Assigned)
200 Reid Street
Palatka, FL 32177

D}
C Total Funds Re ted:
) s Heaes Applicant Contact & Business Information
$ 1,424,000.00 Contact Name: Jonathan Hinke Telephone Numbers:
386 329-0527
Fiscal Contact Name: Rhonda Odom
386 329-0513
DOE USE ONLY
Mailing Address: E-mail Addresses:
Total Approved Project: 200 Reid Street jhinke @ my.putnamscheols.org
5 Palatka, FL 32177 rodom@ my.puthamschools.org
Physical/Facility Address: DUNS number: 010512135
200 Reid Street
Palatka, FL 32177 FEIN pumber: 5960000821
CERTIFICATION
L Dr. Richard M. Surrency, Superintendent , as the official who is authorized to legally bind the

agency/organization, do hereby certify to the best of my knowledge and belief that all the information and attachments submitted in
this application are true, complete and accurate, for the purposes, and objectives, set forth in the RFA or RFP and are consistent
with the statement of general assurances and specific programmatic assurances for this project. I am aware that any false, fictitious
or fraudulent information or the omission of any material fact may subject me to criminal, or administrative penalties for the false
statement, false claims or otherwise. Furthermore, all applicable statutes, regulations, and procedures; administrative and
programmatic requirements; and procedures for fiscal control and maintenance of records will be implemented to ensure proper
accountability for the expenditure of funds on this project. All records necessary to substantiate these requirements will be
available for review by appropriate state and federal staff. I further certify that all expenditures will be obligated on or after the
effective date and prior to the termination date of the project. Disbursements will be reported only as appropriate to this project,
and will not be used for matching funds on this or any special project, where prohibited.

Further, I understand that it is the responsibility of the agency head to obtain from its governing body the authorization for the
submission of this application.

|
ﬂt/ JMML """\ Svperintendent 8;'_'{-" 7

Signature of Agency Head Title Date

B\ FLOKIA D PARTMENT OF

§ EDUCATION

DOE 100A
Revised July 2015 Page 1 of 2 Pam Stewart, Commissioner



Instructions for Completion of DOE 100A

A. If not pre-populated, enter name and TAPS number of the program for which funds are requested.

B. Enter name and mailing address of eligible applicant. The applicant is the public or non-public
entity receiving funds to carry out the purpose of the project.

C. Enter the total amount of funds requested for this project.

D. Enter requested information for the applicant’s program and fiscal contact person(s). These
individuals are the people responsible for responding to all questions, programmatic or budgetary
regarding information included in this application. The Data Universal Numbering System
{DUNS), or unique agency identifier number, requirements are explained on page A-2 of the Green
Book. The Applicant name must match the name associated with their DUNS registration. The
Physical/Facility address and Federal Emplover Identification Number/Tax Identification Number
(FEIN/FEID or TIN) (also known as) Employer Identification Number (EIN) are collected for
department reporting.

E. The original signature of the appropriate agency head is required. The agency head is the
school district superintendent, university or community college president, state agency
commissioner or secretary, or the chairperson of the Board for other eligible applicants.

o Note: Applications signed by officials other than the appropriate agency head identified
above must have a letter signed by the agency head, or documentation citing action of the
governing bedy delegating authority to the person to sign on behalf of said official. Attach the
letter or documentation to the DOE 100A when the application is submitted.

DOE 100A
Revised July 2015 Page 2 of 2 Pam Stewart, Commissioner



CLEARALLTIATA

6118
5110

6110
6110

6110

6110
6130

5108

5100

€300

6300

6300

6300

510

5100

5100

6150
6150

Enter the Total Grant Award in Cell H1 >

Enter School Name Below

$  1,424,000.00

Interlachan High School

160 Salary 12 month Sacial Worker {Input 1A}

210 Retirement. Retirement benefit for Soclal Worker (7.2%) {Input 1A)

22p Social Security. Sacial securlty benefit for Social Worker {6.20%) (Input 1A}
220 Medicare. Medicare benefit for Social Worker(1.45%) (input 1A)

Health Insurance. Health Insurance benafit for Social Worker {$4500.00) {Input
230 14)

230 Ufe Insurance. Life insurance benefit for Social Waorker (1A}
310 Purchased Services for Mental Health Counseling { Input 18}

Purchased Services with Intemnational Center For Leadership in Education to
310 support the development of Leadership, Coaches and Teachers (Input 3A)

Annual subscription for access to advanced coursework/content with FLVS
150 {Input 50)

Annual subscription for Panorama Education technology platform to menitor

Soclal-Emational Learning, Student Pragress and collection of Feedback to
360 Increase engagement (Input 3C)

130 Salary 12 month teacher/Return On Investment Coordinator {Input 44)
Retirement. Retirament benefit for teacher/Retum On Investment Coordinater
210 {7.92%) (Input 4A)

Social Security, Social security benefit for teacher/Return On Investment
220 Coordinator {6.20%) (Input 4A)

Medicare. Medicare banefit for teacher/Retum On Investment Coordinator
220 (1.45%) (input 44)

Health Insurance, Health Insurance benefit for teacher/Raturn Cn Investmant
230 Coordinator ($4500.00) [Input 4A}

Life Insurance, Life insurance benefit for teacher/Return On Investment
230 Coordinator {Input 4A)

Teacher hours for Summer Bridge program (170 hours at $25.00 per hour} [Input
120 4C) N

210 Retirement. Retirement benefit for Summer Bridge Program (7.92%) (Input 4¢)
Social Security. Social security benefit for Summer Bridge Program {6.20%) {Input
220 4C)

220 Medicare. Medicare benefit for Summer Bridge Program(1.45%) (Input 4C)

310 Professlonal Services: Intel Math Training (Input 5A)
33p Out of County Travel: AVID training {Input 38 and 58)

330 Out of County Travel for teachers attending NEFEC standards training {Input 5C)
590 Supplles: Family Engagement Activities (Input 2A)
310 Professional Services: Family Engagemant Activities (Input 2A)

$

$

$
$

$

$
$

%
$

60,000 00

4,752 00

3,720.00
27000

4,500 06
147 00
38,841 00
175,000.00

50.00

5,000 0O
£8,000.00
5,386 00
4,216.00
986 00
4,500.00
147 00
a.umo.oo.
337.00
254.00
6200

12,000 00
1,700.00

/5,000:00
3,000 00

Enter Prajected # of Students and Teachers Below by Year Total Budget H 1,424,000.00
#of # of
_Unlque School ID_# of Students _ Teachers/Classrooms __.E,m.:g Teachers/Classrooms  Remalning $
765 ] 35/69 | L 35/69 _!
YEAR 1 YEAR 2
IIII_ e e
60,000 060 60,600,680

15 4,752 00 18 4,752 00 238 9,504 00
1% 3,720.00 14 3,72000 2% 7,440.00
13 87000 1% 87000 28 1,740.00
14 4,500.00 14 450000 24 5,000 00
1% 147.00 14 147 00 28 294.00
154 38,841.00 s 58,241 60 24 77,682 00
1§ 175,000.00 1% 100,000 00 28 275,000.00
500 § 15,000 08 500 4 25,000 00 i0ee $ 40,000.00
18 5,000.00 18 5,000 00 238 10,000.00
1% 68,000 00 14 68,600.60 24 13600000
1% 5,386 00 184 5,386 00 28 10,772.00
18 431600 15 4,116.00 24 2.432.00
18 986.00 14 986 00 28 1,572.00
13 4,560:00 14 4,500.0 28 9,000 00
15 147 .00 18 147 00 P 29400
18 4,250 69 2 |3 425000 I m, mhmnhu
1% 337 00 158 337.00 PR 674.00
18 26400 1% 26400 2% 52800
15 62.00 14 5200 2% 124.00
33 36,000 00 33 36,000-00 6 5 72,000 00
R 13,600 00 g3 13,600 00 16 5 27,200.00
18 5,000.00 154 5,000.00 1.4 10,000-00
18 3,000.00 is 1,500.00 25 4,500.00
18 5,000 00 1'% 5,000 00 25 10,000.00

$

5,000 00






5150

5100
5100

5100

5100

5100

5100

5100
5100

5100

5100

5100

6150

6150
5100

5100

5100

6400

6400

Hourly rate of $20 for paraprofessionals te provide childcare during the financial
150 ald sesslons for studants and parents {Input 2A)

790 Student travel to College Campus {Input 48)
126 Bonuses for Highly Effective Vam [Input 6C)
120 Salary: Master teacher apprentice [input BA)
Retirement, Retirernent beneflt for master teacher apprentice (7.92%) (Input
210 6A)

Social Security. Soclal security benefit for master teacher apprantice {6.20%)
220 {Input 64}

220 Medicare. Medicare benefit for master teacher apprentice{1.45%) (Input 6A}

Health Insurance. Health Insurance beneflt for master teacher apprentice
230 {$4500.00) (Input &A)

230 Life Insurance. Life insurance benefit for master teacher apprentice (Input GA)
129 Stipend for Master Teacher ({Input 6A)

219 Retirement. Retiremnent benefit for Stiped for Master Teacher (7.92%) {lnput 64)
Social Security. Sacial security benefit for Stipend for Mastar Teacher {6.20%)
219 {Input 6A)

230 Medicare. Medicare benefit for Stipend for Master Teacher (1.45%) (Input 64)

Social Security (6.20%). Social security benefit for paraprofessional houry rate to
220 provide childcare during financial aid sessions. (Input 24)
Medicare (1.45%). Medicare benefit for paraprofessional hourly rate to provide

220 child durlng fi ial ald | {input 24)

120 Before/After School Tutoring $25 per hour stipend (Input 1C)

220 Medicare. Medicare benefit for before/after schoo! tutoring(1.45%} {Input 1C)
Sacial Security. Social security benefit for before/after school tutoring (6.20%}
220 (Input 1¢}
Student and Parent Trave) for real world experiences to bulld background
790 knowledge (Input 2A)
790 Student transportation for Summer Bridge Program {Input 4¢)
Partnership with NEFEC to provide Standards Focused Teacher Institute {Input
310 5C)
Stipend for teachers to attend Standards Focused Teacher Institute / $100 3 day
120 per teacher {Input 5C)
Medicare. Medicare benefit for Stipends for Standards Institutes(1.45%) {Input
2230 5€)
Social Security. Social security benefit for stipends for standards institutes
220 (6.20%)} {Input 5C)

120 Stipend to attend intel Math training $100 per teacher per day (Input 5A)
220 Medicare: Medicare benefit for Stipends for Intel Math training {Input 5A)
220 Socfal Seeurity: Social Security benefit for Intel Math training (6.20%) {Input 5A)

120 Stipend to attend AVID training $100 per teacher per day {Input 3B and 5B}
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FLORIDA DEPARTMENT OF EDUCATION
BUDGET NARRATIVE FORM

A) Name of Eligible Recipient/Fiscal Agent: Interlachen High School (540112) Putnam County School District

B) DOE Assigned Project Number: 540-2987B-8C000

C) TAPS Number: 18A085
@ 2) 3) ) (5) (6) (0] 3) 9
ALLOWABLE | REASONABLE | NECESSARY
FTE % ALLOCATED DOE USE DOE USE DOE USE
FUNCTION OBJECT ACCOUNT TITLE AND NARRATIVE POSITION AMOUNT to this PROJECT ONLY ONLY ONLY
Attendance and Social Work--Other Support
6110 160 Personnel 120,000.00
6110 210 Attendance and Social Work--Retirement 9,504.00
Attendance and Social Work--Federal
6110 220 Insurance Contributions Act (FICA) 9,180.00
6110 230 Attendance and Social Work--Group Insurance 9,294.00
Health Services--Professional and Technical
6130 310 Services 77,682.00
Instructional Staff Training Services--
6400 310 Professiocnal and Technical Services 367,000.00
5100 360 Basic (FEEP K-12)--Rentals 50,000.00
Instruction and Curriculum Development
6300 130 Services--Other Certified 136,000.00
Instruction and Curriculum Development
6300 210 Services--Retirement 10,772.00
- Instruction and Curriculum Development
Services--Federal Insurance Contributions Act
6300 220 (FICA) 10,404.00
Instruction and Curriculom Development
6300 230 Services--Group Insurance 9,294 00
5100 120 Basic (FEFP K-12)--Classroom Teacher 375,500.00
5100 210 Basic (FEFP K-12)--Retirement 26,874.00
Basic (FEFP K-12)--Federal Insurance
5100 220 Contributions Act (FICA) 25,684.00
6400 330 Instructional Staff Training Services--Travel 37,200.00
Parental Involvemeni--Other Materials and
6150 590 Supplies 4,500.00







Parental Involvement--Professional and

6150 310 Technical Services $ 10,000.00

6150 150 Parental Inolvement--Paraprofessionals $ 800.00
Student Transportation Services--

7800 790 Miscellaneouns $ 79,000.00

5100 230 Basic (FEFP K-12)--Supplies $ 37,528.00
Parental Involvement--Federal Insurance ’

6150 220 Contributions Act (FICA) $ 120.00
Tnstructional Staff Training Services—

6400 120 Classroom Teacher $ 16,800.00
Instructional Staff Training Services--Federal

6400 220 Insurance Contributions Act (FICA) $ 864.00

D) TOTAL| $  1,424,000.00

DOE 1018- Print version - Page 1 of 2 @K R\ FLORIDA DEPARTMENT OF

&P EDUCATION
July 2013 - PF memnsem—m oc.on
DOE USE ONLY (Program)

I certify that the cost for each line item budget category has been evaluated and determined to be allowable, reasonable and necessary as required by Section
216.3473, Florida Statutes. Documentation is on file evidencing the methodology used and the conclusions reached.

Printed Name:

Signature:

Title:

Date:

DOE USE ONLY (Grants Management)

I certify that the cost for each line item budget category has been evaluated and determined to be allowable as required by Section 216.3475, Florida Statutes.
Documentation is on file evidencing the methodology used and the conclusions reached.

Printed Name:

Signature:

Title:

Date:
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Project Performance Accountability Information, Instructions, and Forms

NOTE: The following pages are included in the RFP (DOE 905D) template and are to be completed by the applicant.

The Florida Department of Education has a standardized process for preparing proposals for discretionary funds. This section of the RFP,
Project Performance Accountability, is to assure proper accountability and compliance with applicable state and federal requirements.

The Department’s project managers will:

e track each project’s performance based on the information provided and the stated criteria for successful performance
 verify the receipt of required deliverables prior to payment

For projects funded via Cash Advance, the Department’s project managers will verify that the project activities/deliverables are progressing in
a satisfactory manner, consistent with the Project Narrative and Performance Expectations, on a quarterly basis.

The Scope of Work/ Project Narrative must include the specific tasks that the grantee is required to perform.
Deliverables must:

* be directly linked to a specific line item/cost item that in turn links to the specific task/activity/service
¢ identify the minimnm level of service to be performed

® be quantifiable, measureable, and verifiable. (how many, how often, duration). Effectiveness (a method demonstrating the success such
as a scale goals to be attained is necessary) Evidence or proof that the activity took place. Examples of deliverables: documents,
manuals, training materials and other tangible product to be developed by the project; training & technical assistance and the method
of provision; number of clients or individuals served, the method of providing the service and frequency. Criteria for acceptance will
vary based on the services being provided. Specific criteria will need to be developed by the program office, communicated to the
provider, articulated in the deliverable form and will become part of the project award.

The applicant must complete the information related to the required tasks to be performed and timelines/due dates for the respective
tasks/deliverables consistent with the provided instructions. Per Chapter 215.971 F.S. financial consequences will be applied if the subrecipient

fails to perform the minimum level of services required by the agreement. Unit cost is not necessary for each item but can be used to establish
a methodology for reduction in the event minimum performance is not met.






Project Performance Accountability Form
Interlachen High School

Definitions

* Scope of Work- The major tasks that the grantee is required to perform
¢ Tasks- The specific activities performed to complete the Scope of Work

¢ Deliverables- The products and/or services that directly relate to a task specified in the Scope of Work. Deliverables must be

quantifiable, measurable, and verifiable
* Evidence- The tangible proof
¢ Due Date- Date for completion of tasks

. Deliverables Evidence Due Date
e of . . . .
Scope of Work Tasks/Activities {product or service) (verification) (completion)
Providing a social worker at the school (Input Attendance data and record of social worker Report outlining number of students and families 3/15/2018
1A) interactions with students and families served and attendance data -
Providing a social worker at the school (Input Attendance data and record of social worker Report outlining number of students and families 7130/2018
1A} interactions with students and families served and attendance data :
Providing a social worker at the school (Input Attendance data and record of social worker Report outlining number of students and families 2/15/2019
1A) interactions with students and families served and attendance data
Providing a social worker at the school (Input Attendance data and record of social worker Report outlining number of students and families 2/30/2019
1A) interactions with students and families served and attendance data )
Mental health counseling services (Input 1B) Record of provided counseling services Reports from SMA detailing provided services 3/15/2018
Mental health counseling services (Input 1B) Record of provided counseling services Reports from SMA detailing provided services 7/30/2018
Mental health counseling services (Input 1B) Record of provided counseling services Reports from SMA detailing provided services 2/15/2019
Mental health counseling services (Input 1B) Record of provided counseling services Reports from SMA detailing provided services 7/30/2019
Before and/or after school tutoring (Input 1C) Timesheets for tutors to fil} out and student sign Timesheets from tutors 3/15/2018
in sheets
Before and/or after school tutoring (Input 1C) Timesheets for tutors to fill out and student sign Timesheets from tutors 7/30/2018

in sheets







Before and/or after school tutoring {Input 1C) Timesheets for tutors to fill out and student sign Timesheets from tutors 2/15/2019
in sheets
Before and/or after school tutoring (Input 1C) Timesheets for tutors to fill out and student sign Timesheets from tutors 713072019
in sheets

Family engagement activities including financial Schedule of events for the semester List of attendees for each family engagement 15/2018
aid sessions (Input 2A) activity

Family engagement activities including financial Schedule of events for the semester List of attendees for each family engagement 7/130/2018
aid sessions {(Input 2A) activity

Family engagement activities including financial Schedule of events for the semester List of attendees for each family engagement 2/15/2019
aid sessions (Input 2A) activity

Family engagement activities including financial Schedule of events for the semester List of attendees for each family engagement 7/30/2019
aid sessions (Input 2A) activity

Partnership with International Center for Professional contract outlining services Record of provided onsite and virtual support 7130/2018

Leadership in Education (Input 3A)
Partnership with International Center for Professional contract outlining services Record of provided onsite and virtual support 7/30/2019
Leadership in BEducation (Input 3A)
AVID professional development for teachers Registration and list of teacher participants Registration and out of county travel expense 7/30/2018
(Input 3B, 5B) forms
AVID professional development for teachers Registration and list of teacher participants Registration and out of county travel expense 7/30/2019
(Input 3B, 5B) forms
Panorama contract for SEL data platform (Input Purchase order and contract for services Purchase order and contract for services 6/15/2018
3D)
Panorama contract for SEL data platform (Input Purchase order and contract for services Purchase order and contract for services 5/15/2019
iD)

Return on Investment Coordinator (Input 4A) Schedule or data support and ROI spreadsheets ROI Reports 12/15/2017

Return on Investment Coordinator (Input 4A) Schedule or data support and ROI spreadsheets ROI Reports 31512018

Return on Investment Coordinator (Input 4A) Schedule or data support and ROI spreadsheets ROI Reports 6/15/2018

Return on Investment Coordinator (Input 4A) Schedule or data support and ROI spreadsheets ROI Reports 7/30/2018

Return on Investment Coordinator (Input 4A) Schedule or data support and ROI spreadsheets ROI Reports 11/15/2018

Return on Investment Coordinator (Input 4A) Schedule or data support and ROI spreadsheets ROI Reports 2/15/2019

Return on Investment Coordinator (Input 4A) Schedule or data support and ROI spreadsheets ROI Reports 5/15/2019







Return on Investment Coordinator (Input 4A) Schedule or data support and ROI spreadsheets ROI Reports 74302019
Students visits to college campuses (Input 4B) Schedule of college campus visits List of student attendees and travel expense forms 71302018
Students visits to college campuses (Input 4B) Schedule of college campus visits List of student attendees and travel expense forms 7/30/2019
Summer Algebra Bridge program (Input 4C) Timesheets for tutors to fill out and student sign | Timesheets from tutors and student transportation 7/30/2018
in sheets timesheets/costs
Summer Algebra Bridge program (Input 4C) Timeshects for tutors to fill out and student sign | Timesheets from tutors and student transportation 7/30/2019
in sheets timesheets/costs
Provide math teachers with Intel Math training Registration and list of teacher participants Registration and out of county travel expense 7/30/2018
{Input 5A) forms
Provide math teachers with Intel Math training Registration and list of teacher participants Registration and out of county travel expense 7/30/2019
(Input 5A) forms
Partner with NEFEC to provide standards- Purchase order and contract for services Purchase order and contract for services 7130/2018
focused teacher institutes (Input 5C)
Partner with NEFEC to provide standards- Registration list of teacher participants Teacher evaluation forms 7/30/2018
focused teacher institutes (Input 5C)
Partner with NEFEC to provide standards- Purchase order and contract for services Purchase order and contract for services 7/30/2019
focused teacher institutes (Input 5C)
Partner with NEFEC to provide standards- Registration list of teacher participants Teacher evaluation forms 7/30/2019
focused teacher institutes (Input 5C)
Provide teachers with access to Florida Virtual Contract that provides the access to FVS Purchase order and contract for services 3/15/2018
School curriculum (Input 5D) curriculum
Provide teachers with access to Florida Virtual Contract that provides the access to FVS Purchase order and contract for services 743012018
School curriculum (Input 5D) curriculum
Provide teachers with access to Florida Virtual Contract that provides the access to FVS Purchase order and contract for services 2/15/2019
School curriculum (Input 5D) curriculum
Provide teachers with access to Florida Virtual Contract that provides the access to FVS Purchase order and contract for services 7/30/2019
Scheol curriculum (Input 5D) curriculum
Salaries for the Master Teacher Apprenticeship | Teacher contracts for new teachers that are a part Class role identifying the new teachers as co- 7/30/2018
Program new teachers (Input 6A) of the program teachers with a master teacher
Salaries for the Master Teacher Apprenticeship | Teacher contracts for new teachers that are a part Class role identifying the new teachers as co- 7/30/2019

Program new teachers (Input 6A)

of the program

teachers with a master teacher







Stipend for the Master Teachers who are

List of teachers identified as Master Teachers

Payout list

7/30/2018
identified to train the new teachers (Input 6A)
Stipend for the Master Teachers who are List of teachers identified as Master Teachers Payout list 7/30/2019
identified to train the new teachers (Input 6A)
Provide financial bonuses to teachers with highly List of teachers with highly effective VAM Payout list 11/15/2018%

effective VAM (Input 6C)

Note: Add additional lines if necessary







neral Education Provisi P lan

Putnam County Public Schools has determined that no students, teacher or other
beneficiary will be denied access or participation in the programs and activities offered by the
school system due to his or her gender, race, national origin, disability, or age. The Auditor
General’s Office of the State of Florida monitors programs on an annual basis to ensure equal access
compliance. The school district has plans, pelicies and procedures in place to assure equitable
access and participation in its programs and activities that are in agreement with Florida Statutes.

Title: Equal Employment Opportunity
Statutory Authority: Section 230.22(2), Fiorida Statutes
Laws Implemented: Section 228.2001; 230.23(5), Florida Statutes

Title: Discrimination Policy Statement .
Statutory Authority: Section 230.22(2), Florida Statutes
Laws Implemented: Section 228.2001, Florida Statutes

Title: Educational Equity Complaint/Grievance Procedures
Statutory Authority: Section 230.22(2), Florida Statutes
Laws Implemented: Section 239.23(5); 230.32(4), 230.33(7), Florida Statutes

Title: Nondiscriminatory Admission of Students
Statutery Authority: Section 230.22(2), Florida Statutes
Laws implemented: Section 228.2001, Florida Statutes

Title: Prohibition of Sexual/Racial Harassment
Statutory Authority: Section 230.22(2), Florida Statutes
Laws Implemented: Section 231.23(5), Florida Statutes

The district shall implement, but not be limited to, the followi ng strategies to address the
specific barriers that can impede access to and participation in federally assisted programs:
» Monitor and evaluate all programs to ensure compliance with the General Education
Provisions Act.
Promote timely adherence to the grievance process.
Assign administrative staff to provide information to students, teachers, parents, staff, and
community members regarding equal access to and participation in federally assisted

programs.

Specific to the district’s proposal for the 21% Century Community Learning Centers
Program, the GEPA plan seeks to ensure program resources will be available equitably to high-need
students, as defined in the program narrative. The student and adult family member outreach
included in the program will encourage equal participation in all program services by the targeted
population. Program staff will coordinate with district experts in the areas of English Speakers of
Other Languages (E3fL) and Exceptional Student Supporf Services {ESSS). |

D’ Richard M, Surren sp ﬁf&i&&ﬂ_
f"‘] jw_} §/1s /1







Sectio

General Assurances, Terms, and Conditions for Participation
in Federal and State Programs

The Department of Education has developed a "General Assurances™ document that must be signed
by all agencies and organizations that receive federal or state funds. This is required by:

* Federal regulation 34 CFR §76.301 of the Education Department General Administrative
Regulations (EDGAR), which requires a general application for subgrantees/subrecipients for
participation in federal programs funded by the U.S. Department of Education that meets the
requirements of Section 442 of the General Education Provisions Act (GEPA).

* Applicable federal statutes.
* Applicable regulations of other federal agencies.

* State laws and regulations pertaining to the expenditure of state funds.

Return to:

Florida Department of Education
Bureau of the Comptroller

325 West Gaines Street

914 Turlington Building
Tallahassee, FL. 32399-0400

Community-based organizations, faith-based organizations, independent colleges, and other non-
governmental agencies are required to submit the certification page of the General Assurances with
an original signature of the official who is fegally authorized to bind the entity along with each
application submitted to the Department.

Florida of Education — 20
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Florida Department of Education
General Assurances, Terms, and Conditions for Participation in Federal and State
Programs

Authority for Data Collection: 20 USC 1232¢ (a)

Planned Use of Data: The requirements established in United States Code Annotated, Title 20,
Education, Chapter 31, Subchapter IIl, Section 1232(g), stipulate that “[e]ach local education agency
which participates in an applicable program under which federal funds are made available to such
agency through a state agency shall submit, to such an agency, 2 general application containing the
assurances set forth in subsection [1232¢] (b).” The application shall cover the participation by the
local education agency and all other organizations participating in state and federal programs
administered by the Florida Department of Education. These assurances are set forth below it the
“General Assurances” section.

Instructions: These general assurances will be in effect for the duration of the project it covers. The
state agencies or boards administering the projects covered by the application shall not require the
submission or amendment of such an application unless required by changes in federal or state law,
or by other significant change in the circumstances affecting an assurance in such application. The
superintendent, agency head, or other authorized officer must sign the certification and return it to the
following address. No payment for project/grant awards will_be made by this agency without a
current signed General Assurances form on file. For further information, contact the Florida
Department of Education, Bureau of the Com ptroller, at (850) 245-0401,

Certification:

I, the undersigned official am legally authorized to bind the named agency/organization of the State
of Florida, hereby apply for participation in federally funded and/or state-funded education programs
on behalf of the named agency/organization below. 1 certify that the agency will adhere to and
comply with the General Assurances, Terms, and Conditions and all requirements outlined in the
“Project Application and Amendment Procedures for Federal and State Programs” (Green Book).

Schoot Board of Putnam County Dr. Richard M. Surrency, Superintendent
Typed Agency Name Agency Number Typed Name and Title of Autharized Official
(Agency Head)

I certify that the agency will adhere to each of the assurances contained in this set of General
Assurances, Terms, and Conditions Jor Participation in Federal and State Programs as applicable to

thr project(s) for which thi gency is responsible. { f
pv, ;

B nener, L4 fo/ 2018 | 386-329-0453)

i mugt be griginal) 6/ Date Arez Code/Telephone Number
% j ] S—/ 15 / (7
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Return original to: Florida Department of Education
Bureau of the Comptroller
914 Turlington Building
325 West Gaines Street
Tallahassee, FL 32399-0400

School districts, state colleges, state universities, and governmental entities are required to have a
signed certification page of the General Assurances on file with the Department’s Bureau of the
Comptroller, bearing the original signature of the current superintendent for school districts or the
current agency head/president that has legal authority to bind the agency.

Community-based organizations, faith-based organizations, independent colleges, and other non-
governmental entities are required to submit the certification page of the General Assurances with an
original signature of the agency head who is legally authorized to bind the entity, along with each
application submitted to the Department.

General Assurances

Assurance is hereby given that, to the extent applicable:

* The recipient has the legal authority to apply for the federal/state funding, and the instructional,
managerial, and financial capability (including funds sufficient to pay non-federal share of
project costs, as applicable) to ensure proper.planning, management, and completion of the
project described in this/all applications submitted.

* The recipient will administer each program covered by the application in accordance with all
applicable laws, regulations, statutes, rules, policies, procedures, and program requirements.

* The recipient will comply with all the requirements in the Department’s Project Application and
Amendment Procedures for Federal and State Programs (Green Book).

* The control of funds provided to the recipient under each program, and title to property acquired
with those funds, will be in a public agency, and a public agency will administer those funds and

property.

* The recipient will have/establish and maintain a proper accounting system in accordance with
generally accepted accounting standards.

¢ The recipient will use fiscal control and fund accounting procedures that will ensure proper
disbursement of, and accounting for, federal and state funds paid to that agency under each
program. Access to documents, papers, and other such records shall be made available to
authorized representatives of U.S. governmental agencies, including but not limited to, the
federal awarding agency, Inspectors General, the Comptroller General, the Florida Department of
Education, the Florida Department of Financial Services, and the Auditor General of the State of
Florida for the purpose of program and fiscal anditing and monitoring.
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The recipient will submit such reports to the Florida Department of Education and to U.S.
governmental agencies as may reasonably be required to enable the Fiorida Department of
Education and U.S. governmental agencies to perform their duties. The recipient will maintain
such fiscal and programmatic records, including those required under 20 U.S.C. 1234f, and will
provide access to those records, as necessary, for those Departments/agencies to perform their
duties.

To assure that expenditures reported are proper and in accordance with the terms and conditions
of the Project Award and approved project budget, the official who is authorized to legally bind
the agency/organization agrees to the following certification for all fiscal repoits and/or vouchers
requesting payment. By signing the “General Assurances, Terms, and Conditions for
Participation in Federal and State Programs™, | certify to the best of my knowledge and belief that
the reports submitted are true, complete, and accurate, and the expenditures, disbursements and
cash receipts are for the purpose and objectives set forth in the terms and conditions of the
Project Award. | am aware that any false, fictitious, or fraudulent information, or the omission of
any material fact, may subject me to criminal, civil or administrative penalties for fraud, false
statements, false claims or otherwise.

To assure that all applications submitted for project/grant funding are proper and in accordance
with the terms and conditions outlined in the RFA and/or the RF P, the official who is authorized
to legally bind the agency/organization agrees to the following certification. By signing the
“General Assurances, Terms and Conditions for Participation in Federal and State Programs”, 1
certify to the best of my knowledge and belief that ali applications submitted are true, complete,
and accurate, for the purposes and objectives set forth in the RFA and/or the RFP. 1 am aware
that any false, fictitious, or frandulent information, or the omission of any material fact, may
subject me to criminal or administrative penalties for false statements, false claims or otherwise.

The recipient will provide reasonable opportunities for systematic consultation with and
participation of teachers, parents, and other interested agencies, organizations, and individuals,
including education-related community groups and non-profit organizations, in the planning for
and operation of each program.

Any application, evaluation, periodic program plan, or report relating to each program will be
made readily available to parents and other members of the general public.

For projects involving construction:

o The project is not inconsistent with the Florida Department of Education’s overall plans for
the construction of schoo! facilities.

o In developing plans for construction, due consideration will be given to excellence of
architecture and design and to compliance with standards prescribed by the Secretary of
Education under Section 794 of Title 28 in order to ensure that facilities constructed with the
use of federal funds are accessibl to and usable by individuals with disabilities.

o When required by federal program legislation, all construction contracts awarded by the
recipients and subrecipients in excess of $2,000 shall include a provision for compliance with
the Davis-Bacon Act (40 U.S.C. 276a et seq.), as supplemented by Department of Labor
regulations (29 CFR Part 5, “Labor Standards Provisions Applicable to Contracts Covering
Federally Financed and Assisted Construction™).

Florida Department of Education — 2015 D-4
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* The recipient has adopted effective procedures for acquiring and disseminating to teachers and
administrators participating in each program, significant information from educational research,
demonstrations, and similar projects, and for adopting, where appropriate, promising educational
practices developed through such projects. Such procedures shall ensure compliance with
applicable federal laws and requirements.

* The recipient will not expend funds under the applicable program to acquire cquipment
(including computer software) in any instance in which such acquisition results in a direct
financial benefit to any organization representing the interests of the purchasing eatity or its
employees or any affiliate of such an organization.

* The recipient will establish safeguards to prohibit employees from using their positions for a
purpose that constitutes or presents the appearance of personal or orpanizational conflict of
interest or personal gain.

* The recipient will initiate and complete the work within the applicable time frame after receipt of
approval from the awarding agency.

* The recipient will comply with all federal statutes relating to nondiscrimination. (These include
but are not limited to Title V1 of the Civil Rights Act of 1964 [P.L. 88-352], which prohibits
discrimination on the basis of race, color, or national origin; Title IX of the Education
Amendments of 1972, as amended [20 U.S.C. 1681-1683 and 1685-1686], which prohibits
discrimination on the basis of sex; Section 504 of the Rehabilitation Act of 1973, as amended
{29 US.C. 794], which prohibits discrimination on the basis of handicaps; and the Age
Discrimination Act of 1975, as amended [42 U.S.C. 6101-6107], which prohibits discrimination
on the basis of age.)

* The recipient will comply with P.L. 93-348 regarding the protection of human subjects involved
in research, development, and related activities supported by this award of assistance.

* The recipient will comply with the requirements of the Gun-Free Schools Act of 1994.

* The recipient will cause to be performed the required financial and compliance audits in
accordance with the Single Audit Act Amendments of 1996 and 2 CFR §200, Subpart F, “Audit
Requirements™ and/or Section 215.97, Florida Statutes, “Florida Single Audit Act” as applicable.

*  The recipient assures that no federally appropriated funds have been paid or will be paid by or on
behalf of the recipient to any person for influencing or attempting to influence an officer or
employee of any agency, a Member of Congress, an officer or employee of Congress, or an
employee of a Member of Congress in connection with the making of any federal grant; the
entering into of any| cooperative agreement; and the extension, continuation, ’ newal,
amendment, or modift tion of any federal grant or cooperative agreement. Te

* The recipient will comply with the requirements in 2 CFR Part 180, Governmentwide Debarment
and Suspension (Nonprocurement).
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* The recipient certifies that neither it nor its officers is presently debarred, suspended, proposed
for debarment, declared ineligible, or voluntarily excluded from covered transactions by any
federal Department or agency.

* The recipient certifies that it will maintain a drug-free workplace and will comply with the
requirements of the Drug-Free Workplace Act of 1988,

* The recipient will comply with all state and federal requirements, as applicable, for internal
controls to ensure compliance with federa! and state statutes, regulations, and terms and
conditions of the award.

* The recipient will comply with Florida’s Government-in-the-Sunshine Law (Chapter 286, Florida
Statutes), that provides a right of access to meeting of boards, commissions and other governing
bodies of state and local governmental agencies or authorities.

* The recipient will comply with all applicable requirements of all other federal and state laws,
statutes, executive orders, regulations, policies, terms and conditions governing each program
funded.

* If applicable, the recipient will conduct assessments that are consistent with Section 111 1(b} (3)
of the No Child Lefi Behind Act.

* If applicable, the recipient will annually assess students who have been in the United States for
three or more consecutive years, and the recipient will annually assess the English proficiency of
all participating limited English proficient children, consistent with Section 111 1(b}(7) of the No
Child Left Behind Act.

* If applicable, after timely and meaningful consultation, the recipient will provide the opportunity
for children enrolled in private, non-profit schools, and the educational personnel of such
schools, equitable participation in the activities and services provided by these federal finds, and
will netify the officials of the private schools of said opportunity. {Educational services or other
benefits provided, including materials and equipment, shall be secular, neutral, and non-
ideological. Expenditures for such services or other benefits shall be equal [consistent with the
number of children to be served] to expenditures for programs of children enrolted in the public
schools of the local educational agency.)

* Failure to comply with the General Assurances or any aspect of the Project Application and
Amendment Procedures for Federal and State Programs (Green Book) may result in more
restrictive conditions or project termination.

Terms

Applicant - A sclhool district or other entity seeking a pmj‘eot award from the FlLrida Department of
Education.

Budget - The applicant's financial plan, in terms of accounts and amounts, showing use of funds for
carrying out project objectives, services, or activities as found on the budget narrative form (DOE
101) and on other budget documents required by the Florida Department of Education.







Section D

Budget Period - The interval of time into which a project period is divided for budgetary purposes.

Capital Qutlay - Equipment, fixtures, and other tangible personal property of 2 non-consumable and
non-expendable nature, the value or cost of which is $1,000 or more and the normal expected life of
which is ane year or more {Sections 216.011 and 273.02, Florida Statutes).

Conflict of Interest ~ Must disclose in writing any potential conflict of interest in accordance with
applicable federal and/or state laws or policies.

Disbursement - Payment made in cash, by check, or via other electronic means.

Data Universal Numbering System (DUNS) - Nine-d igit number issued by the Dun and Bradstrest
Company. This company provides business information for credit, marketing, and purchasing
decisions. The federal government’s QOffice of Management & Budget has adopted the use of the
DUNS numbers (unique entity identifier), for registering with the System for Award Management
{SAM). A non-federal entity is required to have a DUNS number (unique entity identifier), and
registered with SAM, in order to apply for, receive, and report on a federal award.

Equipment — A material item of a non-expendable nature, such as a buili-in facility, a movable or
fixed unit of furniture or furnishings, an instrument or apparatus, a machine (including attachments),
instructional skill-training device, or a set of small articles whose parts are replaceable or repairable,
the whole retaining its identity and utility over a period of time which is characteristic for items of its
class, with a useful life of more than one year.

Mandatory Disclosure — Must disclose, in a timely manner, in writing all violations of criminal Taw
involving fraud, bribery or gratuity violations potentially affecting the project award.

Monitoring — Actions, activities, and practices used by the Florida Department of Education to
determine that funds are used and programs are operated in accordance with applicable federal and
state statutes, rules, and regulations.

Maore Restrictive Conditions - Special requirements or restrictions imposed on a project recipient as
a condition of project approval by the Florida Departrment of Education.

Obligations - The amounts for orders placed, contracts awarded, services received, or for similar
transactions during the stipulated project period, which will require payment during the same or a
future period.

Private, Non-profit Organization - An agency, organization, or institution not under federal or
public supervision or control, which is owned by one or more corporations or associations whose net
earnings do not benefit and cannot lawfully benefit any private shareholder or entity,

Prijptte, For-Profit Organization - An agency, organization, o* institution not under federal or
public supervision or control, which is owned by one or more individuals, partnerships, corporations,
or associations whose net earnings do or can benefit any private shareholder or entity.

Project - The services, activities, or program that an entity agrees to provide for a specified period of
time using state or federal funds awarded to a project recipient.
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Project Application - An entity's request for a project award under state or federal education
programs administered by the Florida Department of Education.

Project Award - The approval of a project application as stated in the Project Award Notification
sent to project recipients that specifies the amount of funds awarded, the project period, and any
special requirements or restrictions to be imposed by the Florida Department of Education.

Project Period - The length of time for which a project has been authorized/awarded.

Project Recipient - The schoo! district, a local education agency (LEA), colleges, universities,
public agency [including faith-based organizations (FBOs) and community-based organizations
(CBOs)}, or non-public agency that has been awarded a project 10 provide services or activities
described in a project application approved by the Florida Department of Education.

Roll-Forward - Uncbligated balances of an award or project that are allowed to be continued in
subsequent funding periods.

System for Award Management (SAM) - is the Official U.S. Government system that consolidated
the capabilities of CCR/FedReg, ORCA, and EPLS. There is NO fee to register for SAM. All
applicants must be registered in SAM before submitting an application for federal funding and
continue to maintain an active SAM registration with current information at all times during an active
eward. A valid “unique entity identifier” will be required when applying with SAM (see Data
Universal Numbering System (DUNS) for more information regarding the “unique entity identifier”).

https://www.sam.gov/portal/SAM/#1

Supplies - All personal property (excluding equipment, intangible property, and debt instruments)
items of expendable nature that are consumed, worn out, or deteriorated in use or that lose their
identity through fabrication or incorporation into a different or more complex unit or substance.

Explanation of Grants Management Requirements

The following section elaborates on certain requirements included in legislation or regulations
referred to in the "General Assurances” section. This section also explains the broad requirements

that apply to federal program funds.
Accounts and Records

The recipient shall maintain all accounts, records, and other supporting documentation pertaining to
all costs incurred and revenues or other applicable credits acquired under each approved project for a
minimum of five years (see Section C, Fiscal and Program Accountability, Record Retention, for
additional information).

Allowal}le Costs |
In accounting for and expending project/grant funds, a recipient and/or sub-recipient may only
charge expenditures to the project award if they are: (2) in payment of obligations incurred during the

approved project period; (b) in conformance with the approved project; (c) in compliance with all
applicable statutes and regulatory provisions; (d) costs that are allocable to a particular cost
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objective; (e) spent only for reasonable and necessary costs of the program; and (f) not used for
general expenses required to carry out other responsibilities of the recipient and/or sub-recipient. All
recipients must have written procedures for determining allowability in accordance with Subpart E -
Cost Principles of 2 CFR Part 200 and the terms and conditions of the project award,

Amendments

Unless otherwise stated, all project recipients shall use the project amendment requirements and
procedures described in the Project Application and Amendment Procedures Jor Federal and State
Programs administered by the Florida Department of Education {Green Book), Section B, Project
Amendments,

Audits
This part is applicable for all non-Federal entities as defined in 2 CFR §200, Subpart F.

1. In the event that the recipient expends $750,000 or more in federal awards in its fiscal year,
the recipient must have a single or program-specific audit conducted in accordance with the
provisions of 2 CFR §200, Subpart F. In determining the federal awards expended in its
fiscal year, the recipient shall consider all sources of federal awards, including federal
resources received from the Department. The determination of amounts of federal awards
expended should be in accordance with the guidelines established by 2 CFR §200, Subpart F.
An audit of the recipient conducted by the Auditor General in accordance with the provisions
of 2 CFR §200, Subpart F, will meet the requirements of this part.

2. In connection with the audit requirements, the recipient shall also fulfill the requirements
relative to auditee responsibilities as provided in 2 CFR §200.508.

3. If the recipient expends less than $750,000 in federal awards in its fiscal year, an audit
conducted in accordance with the provisions of 2 CFR §200, Subpart F, is not required. In
the event that the recipient expends less than $750,000 in federal awards in its fiscal year and
elects to have an audit conducted in accordance with the provisions of 2 CFR §200, Subpart
F, the cost of the audit must be paid from non-federal resources (i.e., the cost of such an andit
must be paid from recipient resources obtained from non-federal entities).

Andits - State-Funded Programs

This part is applicable if the project recipient is a non-state entity as defined by Section 215.97(2),
Florida Statutes.

1. in the event that the project recipient expends 2 total amount of state financia! assistance
equal to or in excess of $500,000 in any fiscal year, the recipient must have a state single or
project-specific audit for such fiscal [year in akcordance with Section 215.97, Florida Statutes:
applicable rules of the Department of Financial Services; and Chapters 10.550 (local
governmental entities) or 10.650 (non-profit and for-profit organizations), Rules of the
Auditor General. In determining the state financial assistance expended in its fiscal year, the
recipient shall consider all sources of state financial assistance, including state financisl
assistance received from the Department, other state agencies, and other non-state entities.

m
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State financial assistance does not include federal direct or pass-through awards and
resources received by a non-state entity for federal program matching requirements.

2. In connection with the audit requirements above, the project recipient shali ensure that the
audit complies with the requirements of Section 215.97(8), Florida Siatutes. This includes
submission of a financial reporting package as defined by Section 215.97(2), Florida Statutes,
and Chapters 10.550 (local governmental entities) or 10.650 (non-profit and for-profit
organizations), Rules of the Auditor General.

3. If the project recipient expends less than $500,000 in state financial assistance in its fiscal
year, an audit conducted in accordance with the provisions of Section 215.97, Florida
Statutes, is not required. In the event that the recipient expends less than $£500,000 in state
financial assistance in its fiscal year and elects to have an audit conducted in accordance with
the provisions of Section 215.97, Florida Statutes, the cost of the audit must be paid from the
non-state entity’s resources (i.e., the cost of such an audit must be paid from the project
recipient’s resources obtained from non-state entities).

Pursuant to Section 215.97(8), Florida Statutes, state agencies may conduct or arrange for audits of
state financial assistance that are in addition to audits conducted in accordance with Section 215.97,
Florida Statutes., In such an event, the state awarding agency must arrange for funding the full cost
of such additional audits.

Reports to be Submitted

Copies of reporting packages for andits conducted in accordance with 2 CFR §200, Subpart F, shall
be submitted, as required by 2 CFR §200.512(d), by or on behalf of the recipient directly to each of
the following:

* Florida Department of Education
Bureau of Contracts, Grants, and Procurement Management Services
344 Turlington Building
325 West Gaines Street
Tallahassee, FL 32399-0400

* Florida Department of Education’s program office at the address stated on the Project
Award Notification

* The Federal Audit Clearinghouse (FAC) in 2 CFR §200, Subpart F. requires the auditee
to electronically submit the data collection form described in §200.512(b) and the
reporting package described in §200.512(c) t FAC at:

https://harvester.census.govfﬁcidcs/(S(mgamohbgﬁ()hmxh 1r45pipol))/account/login.asp

X

Copies of financial reporting packages shall be submitted by or on behalf of the reciplent directly to
cach of the following:
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* Florida Department of Education
Bureau of Contracts, Grants, and Procurement Management Services
344 Turlington Building
325 West Gaines Street
Tallahassee, FL. 32399-0400

* Floride Department of Education’s program office at the address stated on the Project
Award Notification

*  Auditor General’s Dffice
401 Pepper Building
111 West Madison Street
Tallahassee, FL 32399-1450

Copies of reports or management letter(s) shail be submitted by or on behalf of the recipient directly
to:

* Florida Department of Education
Bureau of Contracts, Grants, and Procurement Management Services
344 Turlington Building
325 West Gaines Street
Tallahassee, FL 32399-0400

* Florids Department of Education’s program office at the address stated on the Project
Award Notification

* In response to requests by a Federal agency, auditees must submit a copy of any
management letters issued by the auditor, 2 CFR §200.512(e).

Any reports, management letters, or other information required to be submitted to the Department
pursuant to this agreement shall be submitted timely in accordance with Florida Statutes, and
Chapters 10.550 (local governmental entities) or 10.650 {non-profit and for-profit organizations),
Rules of the Auditor General, as applicable.

Recipients, when submitting financial reporting packages to the Department for audits completed in
accordance with 2 CFR §200, Subpart F, or Chapters 10.550 (local governmental entities) or 10.650
(non-profit and for-profit organizations), Rules of the Auditor General, should indicate the date that
the reporting package was delivered to the recipient in correspondence accompanying the reporting

package.
Davis-Bacon Act, as amended (40 U.S.C. 276a et seq.)

|When required by federal program legislation, all Lonstructiob contracts awarded by the recipients
and subrecipients of more than $2,000 shall include a provision for compliance with the Davis-Bacon
Act (40 U.S.C. 276a et seq.), as supplemented by Department of Labor (DOL) regulations (29 CFR
Part 5, “Labor Standards Provisions Applicable to Contracts Covering Federally Financed and
Assisted Construction™). Under this Act, contractors shall be required to pay wages to laborers and
mechanics at a rate not less than the minimum wages specified in a wage determination made by the
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Secretary of Labor. In addition, contractors shalt be required to pay wages not less than once a week.
The recipient shall place a copy of the current prevailing wage determination issued by the DOL in
each solicitation and the award of a contract shall be conditioned upon the acceptance of the wage
determination. The recipient shall report all suspected or reported violations to the federal awarding
agency. DOL regulations, rules, and instructions concerning implementation of the Davis-Bacon Act
and other labor laws can be found at Title 29 CFR Paris 1, 3, 3,6,and 7.

Debarment, Suspension, and Other Respousibility Matters

As required by Executive Orders (E.Q.) 12549 and 12689, Debarment and Suspension, and
implemented at 2 CFR Part 180, for prospective participants in primary covered transactions, as
defined in 2 CFR §§§180.120, 180.125 and 180.200, no contract shall be made to parties identified
on the General Services Administration’s Excluded Parties List System as excluded from Federal
Procurement or Nonprocurement Programs In accordance with E.O.s 12549 and 12689, “Debarment
and Suspension.” This kst contains the names of parties debarred, suspended, or otherwise excluded
by agencies, and contractors declared ineligible under statutory or regulatory authority other than
E.O. 12549. Contractors with awards that exceed the small purchase threshold shall provide the
required certification regarding their exclusion status and that of their principal employees.

The federal government imposes this requirement in order to protect the public interest, and to ensure
that only responsible organizations and individuals do business with the government and receive and
spend government grant funds. Failure to adhere to these requirements may have serious
consequences ~ for example, disallowance of cost, termination of project, or debarment, To assure
that this requirement is met, there are four options for obtaining satisfaction that subgrantees and
contractors are not suspended, debarred, or disqualified. They are:

The applicant certifies that it and its principals:

* Are not presently debarred, suspended, propesed for debarment, and declared ineligible or
voluntarily excluded from covered transactions by any federal Department or agency.

* Have not within a three-year period preceding this application been convicted of or had a civil
Jjudgment rendered against them for commission of fraud or a criminal offense in connection with
obtaining, attempting to obtain, or performing a public (federal, state, or local) transaction or
contract under a public transaction; violation of federal or state antitrust statutes; commission of
embezzlement; thef, forgery, bribery, falsification, or destruction of records; making false
statements; or receiving stolen property.

* Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity
(federal, state, or local) with commission of any of the offenses enumerated in this certification.

* Have not within a three-year period preceding this application had one or more public
transactions (fet{leral, state, or local) term inatedl for cause or default.

Where the applicant is unable to certify to any of the statements in this certification, he or she shall
attach an explanation to this application.

Drug-Free Workplace (Grantees Other Than Individual)
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As required by the Drug-Free Workplace Act of 1988 and implemented in 34 CFR §§84.200 and
84.610, the applicant certifies that it will continue to provide a drug-free workplace by:

Publishing a statement notifying employees that the unlawful manufacture, distribution,
dispensing, possession, or use of a controlled substance is prohibited in the grantee’s workplace
and specifying the actions that will be taken against employees for violation of such prohibition.

Establishing, as required by 34 CFR §84.215, an ongoing drug-free awareness program to inform
employees about:

The dangers of drug abuse in the workplace.

The grantee’s policy of maintaining a drug-free workplace.

Any available drug counseling, rehabilitation, and employee assistance programs.

The penalties that may be imposed upon employees for drug abuse violations occurring
in the workplace,

(=1 I 2 T o]

Requiring that each employee engaged in the performance of the project is given a copy of this
statement.

Notifying the employee in the statement that, as a condition of employment under the project, the
employee will:

o Abide by the terms of the statement. :
o Notify the employer in writing of his or her conviction for a violation of a criminal drug
statute occurring in the workplace no later than five calendar days after such conviction.

Notifying the agency in writing within 10 calendar days afler receiving notice of an employee’s
conviction of a violation of a criminal drug statute in the workplace, as required by 34 CFR
§84.205(c)(2), from an employee or otherwise receiving actual notice of employee’s conviction.
Employers of convicted employees must provide notice, including position title to:

Director, Grants and Contracts Service

U.S. Department of Education

400 Maryland Avenue, S.W. [Room 3124, GSA — Regional Office Building
No. 3]

Washington, D.C. 20202-457}

(Notice shall include the identification number|s] of each afTected grant).

Taking one of the following actions, as stated in 34 CFR §84.225(b), within 30 calendar days of
receiving the required notice with respect to aTy employee who is convicted of a violation of a .
criminal drug statute in the workplf)ce. .

o Taking appropriate personnel action against such an emplayee, up to and including
termination consistent with the requirements of the Rehabilitation Act of 1973, as
amended,

o Requiring such employee to participate satisfactorily in drug abuse assistance or
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rehabilitation program approved for such purposes by a federal, state, or local heaith, law
enforcement, or other appropriate agency.

Making a good-faith effort to maintain a drug-free workplace through implementation of
requirements stated above.

DUNS Number - Data Universal Nombering System

The federal government requires organizations to provide a DUNS number (unique entity identifier),
and register with the System for Award Management (SAM), as part of their grant applications and
proposals. The DUNS number (unique entity identifier), is & nine-digit number issued by the Dun
and Bradstreet Company. This company provides business information for credit, marketing, and
purchasing decisions. Some entities will also have what is known as “DUNS + 4,” which is used to
identify specific units within a larger entity,

Registering for 8 DUNS number (unique entity identifier), is free of charge with no obligation to
purchase any products from the Dun and Bradstreet Company. An authorizing official of the
organization should request the number. Generally, it only takes a day to obtain a DUNS number by
phone (1-866-705-5711), while applications through the Dun and Bradstreet website can take up to

30 days.

All recipients and sub-recipients funded with federal funds must obtain a DUNS number (unique
entity identifier), and register with SAM prior to applying/receiving a Project Award.

EDGAR - Education Department General Administrative Regnlations

The federal grant administrative regulations for education (Title 34 CFR Parts 75,76, 77, 79, 81, 82,
84, 86, 97, 98, and 99), was revised on December 26, 2614, with the implementation of the Uniform
Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards
(Uniform Grants Guidance), and delete 34 CFR Parts 74, 80, and 85 (Part 85 changed to 2 CFR Part
180} and included the deleted regulations into the Uniform Grants Guidance. Both administrative
regulations (EDGAR and Uniform Grants Guidance), apply to all federal projects/awards.

General Education Provisions Act (GEPA) Requirements - Section 427 (Federal Requirement)
Equity for Students, Teachers, and Other Program Beneficiaries

The purpose of Section 427 of GEPA is to ensure equal access to education and fo promote
educational excellence by ensuring equal opportunities to participate for all eligible students,
teachers, and other program beneficiaries in proposed projects, and to promote the ability of such
students, teachers, and beneficiaries to meet high standards. Further, when designing their projects,
grant applicants must address the special needs and equity concerns that might affect the ability of
students, teachers, and other program beneficiaries to participate fully in the proposed project.

Program staff within the glanting institution must ensure that information required by Section 427 of
GEPA is included in each application that the Department funds. (There may be a few cases, such as
research gramts, in which Section 427 may rot be applicable because the projecis do not have
individual project beneficiaries. Contact the Government Printing Qffice staff should you believe a
situation of this kind exists.) In addition, all application packages for discretionary grants and
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cooperative agreements must include the "Notice To All Applicants”(attached) that explains the
requirements of Section 427.

The statute highlights six types of barriers that can impede equitable access or participation:
gender, race, national origin, color, disability, and age. Based on local circumstances, the
applicant can determine whether these or other barriers may prevent participants from access and
participation in the federally assisted project, and how the applicant would overcome these barriers.

These descriptions may be provided in 2 single narrative or, if appropriate, may be described in
connection with other related topics in the application, Applicants should be asked to state in the
table of contents where this requirement is met.

Department program staff members are responsible for screening each application to ensure that the
requirements of this section are met before making an award. If this condition is not met, after the
application has been selected for funding the program staff should contact the applicant to find out
why this information is missing. Documentation must be in the project file indicating that this review
was completed before the award was made.  If an oversight occurred, the program staff may give
the applicant another opportunity to satisfy this requirement, but must receive the missing
information before making the award, 34 CFR §75.231.

All applicants for new awards must satisfy this provision to receive funding. Those seeking
continuation awards do not need to submit information beyond the descriptions included in their

original applications.
Gun Possession

As required by Title XIV, Part F, and Section 14601 (Gun-Free Schools Act of 1994) of the
Improving America’s Schools Act:

* The applicant certifies that in compliance with Section 1006.13(3) (a), Florida Statutes, any
student who is determined to have brought a firearm, as defined in 18 U.S.C. s. 921, to school,
any school function, or on any school-sponsored transportation will be expelled, with or without
continuing educational services, from the student’s regular school for a peried of no less than one
full year, and referred to the criminal justice or juvenile justice system.

* School boards may assign the student to a diseiplinary program or second-chance school for the
purpose of continuing educational services during the period of expulsion.

* Superintendents may consider the one-year expulsion requirement on a case-by-case basis and
request that the school board modify the requirement if determined to be in the best interest of the
student and the school system,

Indirect Cnslr and Administrative Irees |

School Distriet - The Department has been given authority by the U. S. Department of Education to
negotiate indirect cost proposals and to approve indirect cost rates for school districts. School
districts are required to develop an indirect cost propasal and, if they fail to do so, they will not be
allowed to recover any indirect costs. Amounts from zero to the maximum negotiated rate may be

%
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approved for a program or project by the Department of Education’s Comptroller. Indirect costs
shall oaly apply to federal projects.

State Agencies, Local Governments, Indian Tribal Governments, Universities, Colleges and all
Non-Governmental Agencies - The Department will allow state universities, state colleges, private
colleges and universities, and non-governmental agencies to charge an indirect cost {administrative
and/or overhead) up to eight percent or the agency’s restricted rate approved by the appropriate
cognizant agency, whichever is lower. This rate may be charged on the tota] direct costs disbursed
less the amounts of subcontracts in excess of $25,000, stipends, tuition and related fees, and items of
equipment, alterations, renovations, and flow-through funds (“pass through” to another entity) on
projects issued by the Department. This rate is intended to be all-inclusive of typical administrative
and overhead costs, including but not lmited to, rental of office space, bookkeeping and accounting
services, and utilities. In the alternative, the Department will approve an indirect cost rate of eight
percent plus the direct charges for typical administrative and overhead costs such as office space
rental when such costs can be directly and appropriately allocated to the program. To recover indirect
costs above eight percent, agencies other than school districts must fumish to the DOE’s
Comptroller’s Office a copy of their current negotiated restricted indirect cost plan that has been
approved by the appropriate cognizant agency. Amounts from eight percent to the maximum
negotiated rate may be approved for a program or project by the Department’s Comptroller. For
agencies that may have indirect cost in excess of the eight percent limit may not charge directly, use
to satisfy matching or cost sharing requirements, or charge to another federal award. Indirect costs
shall only apply to federal projects.

Restrictions on Funds for Administration

Restrictions on the amount or percentage that can be charged to a project's administration (which
includes indirect cost) will be reflected in the RFP or RFA and/or in the approved Project Award
notification or amendment, where applicable.

Administrative Fee for Non-Federal Funds

An administrative fee may be approved by the Department for non-federal projects not to exceed five
percent of the total cost of the project.

Interest Income

Based on Section 216.181(16) (b), Florida Statutes, and 2 CFR Part §200.305 (9), project/grant
recipients shall remit on an annual basis all interest earned on cash advanced by the Department.

Lobbying

In accordance with Section 216.347, Florida Statutes, the disbursement of grants and aids
agpropriations for lobbying ik prohibited. The Department 1|1ay not authorize or makd any
disbursement of grants and aids appropriations pursuant to a coatract or grant to any person or
organization unless the terms of the grant or contract prohibit the expenditure of funds for the
purpose of lobbying the Legislature, the judicial branch, or a state agenicy. The provisions of this
section are supplemental to the provisions of Section 11.062, Florida Statutes, and any other law
prohibiting the use of state funds for lobbying purposes.
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As required by Section 1352, Title 31, of the U.S. Code, and implemented in 34 CFR Part 82, for
persons entering into a grant or cooperative agreement over $100,000, as defined in 34 CFR
§§82.105 and 82.110, the applicant certifies that:

*  No federally appropriated funds have been paid or will be paid by or on behalf of the undersigned
to any person for influencing or attempting to influence an officer or employee of any agency, a
Member of Congress, an officer or employee of Congress, or an employee of a Member of
Congress in connection with the making of any federal grant; the entering into of any cooperative
agreement; and the extension, continuation, renewal, amendment, or modification of any federal
grant or cooperative agreement.

* If any funds other than federally appropriated funds have been paid or will be paid to any person
for influencing or attempting to influence an officer or employee of any agency, a Member of
Congress, an officer or employee of Congress, or an employee of a Member of Congress in
connection with this federal grant or cooperative agreement, the undersigned shall complete and
submit Standard Form - LLL, “Disclosure Form to Report Lobbying,” in accordance with its
instructions.

* The undersigned shall require that the language of this certification be included in the award
documents for all sub-awards at all tiers (including subcontracts, sub-grants, contracts under
grants, and cooperative agreements) and that all sub-recipients shall certify and disclose
accordingly.

Monitoring

In addition to reviews of audits conducted in accordance with 2 CFR §200, Subpart F, and Section
215.97, Florida Statutes, monitoring procedures may include, but not be limited to, on-site visits by
Department staff, limited scope audits, and/or other procedures. By entering into this agreement
(Project/Grant), the recipient agrees to comply and cooperate  with any monitoring
procedures/processes deemed appropriate by the Department. In the event the Department
determines that a limited scope audit of the recipient is appropriate, the recipient agrees to comply
with any additional instructions provided by Department staff to the recipient regarding such audit.
The recipient further agrees to comply and cooperate with any inspections, reviews, investigations, or
audits deemed necessary by the Chief Financial Officer or Auditor General.

More Restrictive Conditions

Project recipients found to be in noncompliance with program and/or fund source requirements or
determined to be “high risk” shall be subject to the imposition of more restrictive conditions. (See
Section G, Conditions for the Approval of Project Applications and Project Amendments, or the
Termination of a Project for additional information.)

Obligations by Project Recipients

Obligations will be considered to have been incurred by project recipients on the basis of
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documentary evidence of binding commitments for the acquisition of goods or property or for the
performance of work, except that funds for personal services, for services performed by public
utilities, for travel, and for the rental of facilities shall be considersd to have been obligated at the
time such services were rendered, such travel was performed, and/or when facilities are used,

Ownership of Products—Intellectual Property

The ownership of products resulting from a project, which are subject to intellectual property rights,
shall remain with the Department unless such ownership is explicitly waived. The following terms
and conditions apply to all grants and project recipients, unless explicitly waived:

* With respect to all products created by the grantee for this project, said materials will be the
property of the Department.

* To the extent that any product constitutes a “work™ within the meaning of U.S. copyright laws,
17 U.S.C.S. 101, et seq., it shall be a “work for hire.” In the event that a court of competent
Jurisdiction determines that a product or material is not a work for hire as a matter of law, the
contractor shall assign and convey to the Department all right, title, and interest in the product or
material and require its employees and subcontractors to do the same.

* The grantee agrees that its employees will not assert any ownership of the product produced
under the project. The grantee shall be responsible for acquiring necessary releases or
establishing appropriate contract provisions in its dealings with employees and subcontractors in
order to secure the Department’s rights.

* Any claim by the grantee of ownership of pre-existing copyrights should be explicitly stated in
the project documentation.

* The grantee agrees that if it hires any third party to perform any work on the project, the work
shall be on a “work for hire” basis and shall not in any way infringe upon the Department’s
ownership of the product,

* The grantee agrees not to convey any rights in the product to a third party.

* If the grantee hires a third party to perform any work that involves the use of pre-existing
intellectual content owned by the third party, the third party shall expressly assert its ownership
of the content and shall grant the grantee and the Depariment the non-exclusive license to use the

product.

* A licensing agreement or other agreement regarding the use of intellectual property developed
under the project may be developed between the Department and grantee in order to further the
use of the products in the educational community. '

Participation of Private School StudenL and Staff in Federal Grants

Students and staff of nonpublic schools shall be given an opportunity for equitable participation in
activities or services conducted by school districts using federal funds. Appropriate personnel must
be aware of, and consult, program-specific guidelines discussed in the applicable program statute,
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regulations, and guidance documents.

Personnel Casts — Time Distribution

Charges to federal projects for personnel costs, whether treated as direct or indirect costs, are
allowable to the extent that they satisfy both the Department’s requirements and the specific
requirements of 2 CFR §200.430, and will be based on payrolls documented in accordance with
generally accepted practices of the local educational agency (LEA) and approved by a responsible
official(s) of the LEA.

When employees work solely on a single federal award or cost objective, charges for their salaries
and wages must be supported by personnel activity reports (PARs), which are periodic certifications
(at least semi-annually) that the employees worked solely on that program for the period covered by
the certification. These certifications must be signed by the employee or a supervisory official
having firsthand knowledge of the work performed by the employee.

When employees work on multiple activities or cost objectives {e.g., more than one federal project, a
federal project and a non-federal project, an indirect cost activity and a direct cost activity, two or
more indirect activities which are allocated using different allocation bases, or an unallowable
activity and a direct or indirect cost activity), the distribution of their salaries or wages will be
supported by personnel activity reports or equivalent documents that meet the following standards:

Reflect an after-the-fact distribution of the actual activity of each employee
* Account for the total activity for which each employee is compensated
* Prepared at least monthly and must coincide with one or more pay periods

* Signed and dated by the employee

The U.S. Department of Education has approved for use in Florida a substitute system for allocating
salaries to federal projects. As part of this substitute system, the Personnel Activity Reporting System
(PARS) may be implemented by school districts so long as it is implemented in accordance with the
Department’s approved substitute system. This document is available upon request from the
Department’s Bureau of Contracts, Grants, and Procurement Management Services. When school
districts choose to use the substitute system, no variations are allowed without specific written
authorization from the Department. School districts choosing not to use the approved substitute
system must implement a system that meets all of the requirements of both the Department and 2
CFR §200.430. School districts choosing to use the Department’s substitute system must furnish to
DOE’s Comptroller’s Office the district’s policies and procedures, which specify the reporting
months, as well as the actual time reporting instrument for approval. For each district given
authorization to adopt a ps;ulislitute system, a written approval/agreement will be in effect for the
duration of the district’s cipation in the substitute system or until such time as the requirements
change for the Department.

Note: This does not authorize school districts to consolidate administrative funds except as
otherwise stated in the project award notification or to use “teams” as a basis for allocating personnel
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cost. These methods apply only to the Department.
Project Effective Dates

For federal programs, funds shall be obligated no earlier than the date the project application was
received by the Department and determined to be in substantially approvable form or the effective
date of the federal grant award, whichever is later.

For state programs, funds shall be obligated no earlier than the effective date of the legislative
appropriation, usually July 1.

All Project Award Notifications reflect the beginning and ending dates of the project period and the
date for submission of the final expenditure report. All conditions stated in the award notification are

considered binding on the project recipient.

Property

Property purchased, in whole or in part, with federal funds shall be used for the purpose of that
federal program and accounted for in accordance with applicable federal and state statutes, rules, and
regulations, as follows.

Disposition of Equipment - Based on Section 273.055, Florida Statutes, and Rules 691-72.002, and
691-73.005, Florida Administrative Code, when original or replacement equipment acquired under a
grant or sub-grant is no longer needed for the original project or program or for other activities
currently or previously supported by a federal agency, disposition of the equipment will be made as
follows: :

* Items of equipment with an acquisition cost of less than $1,000 may be retained, sold, or
otherwise disposed of with no further obligation to the awarding agency. Income received from
these sales will not be reported to the Department.

* Items of equipment with an acquisition cost in excess of $1,000 and a useful life of one year or
more may be retained or sold and the awarding agency shall have a right to an amount calculated
by multiplying the current market value or proceeds from sale by the awarding agency's share of
the equipment.

* In cases where a grantee or sub-grantee fails to take appropriate disposition actions, the awarding
agency may direct the grantee or sub-grantee to take excess and disposition actions.

The Department’s policy concerning proceeds received from the sale of property with a current per
unit fair market value of $1,000 through $5,000 is the net amount received from such sales will
remain at the sub-grantee level to be used in the same ongoing program. Funds from such sales will
be treated as other program income in the same ongoing program(s). This type of income must be
amended into & purrent year's project in which the sale occyrred. It should theh be reporied on line
11 of the Project Disbursement Report (form DOE 399, DOE 499, or DOE 5 9) as a total for the
fiscal year in which the sale(s) occurred. This identification of income is necessary to meet reporting
requirements of the United States Department of Education. Complete documentation for this type
of income and expenditures must be maintained for monitering and auditing purposes. Income from
the sale of this type of property should be recorded in the agency's special revenue account as other
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income and identified as such for the federal cash advance reconciliation at the end of each fiscal
year, If the agency is no longer receiving funds for the particular project or program, the income
from such equipment sales will be returned to the Department to be forwarded to the United States
Department of Education.! Equipment that was initially purchased with federal funds with a current
per-unit fair market value in excess of $5,000, must be processed in accordance with 2 CFR
§200.313( e)(2), with the assistance and written approval of the Department.

Disposition of Real Property - Disposition of real property will be handled on an individual basis.
The local educational agency will also coordinate real property dispositions with the program
coordinator responsible for the particular project or program from which the real property was
purchased. Property purchased entirely with state funds shall meet the minimum requirements of tha
Auditor General as defined in the County and District Tangible Personal Property publication in
addition to local procedures. (See Section F, Program Income, Interest Income, and the Disposition
of Equipment, for additiona! information.}?

Inventory of Property — All project recipients must ensure that a complete physical inventory of all
property is taken at least once each fiscal year. Chapter 691-72.006, Florida Administrative Code,

Protected Prayer in Public Elemeatary and Secondary Schools

As required in Section 9524 of the Elementary and Secondary Education Act (ESEA) of 1965, as
amended by the No Child Left Behind Act of 2001, school districts and other local education
agencies must certify annually that they have no policy that prevents or otherwise denies
participation in constitutionally protected prayer in public elementary and secondary schools.

Purchasing .

All recipients and subrecipients must have documented procurement policies and pracedures that
meet the minimum requirements of federal and state statutes, rules, and regulations. Under the
Uniform Administrative Requirements, the procurement standards are located at ? CFR §§200.317 ~
200.326.

Reporting Requirements—Financial Disbursements

Federal project recipients on cash advance are required to report disbursements using the Cash
Advance and Reporting of Disbursements System (CARDS)® and by submitting a Project Budget
Summary and Disbursement Report (DOE 399, DOE 499, or DOE 599) annually for each active
project. These reports must be received in the DOE’s Comptroller’s Office by the 20th of the month
succeeding the final month in which the disbursements were made. Failure to submit these reports in
& timely manner may result in a decrease or delay in the monthly cash advance or loss of funds.
Other federal project recipients are required to report in accordance with instructions stated in the
Project Award Notification. State project recipients shall submit reports as required by the
Department. Audit reports shall be sent in accordance with Section 215.97, Florida Statutes, to:

! Upon termination of a project, and at the discretimjl of the Department, all equipment/property purchased with
project funds will be transferred to the location(s) specified by the Department and all hecessary actions to transfer
;he ownership records of the equipment/property to the Department or its designee, will be taken.

Ibid
3 CARDS Cash Advance and Reporting of Disbursements System), is scheduled to be raplaced with FLAGS (FLA
Grants System). When replaced, ail references to CARDS will be FLAGS.
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Florida Department of Education

Bureau of Contracts, Grants, and Procurement Management Services
344 Turlington Building

325 W, Gaines Street

Tallahassee, FL. 32399-0400

Retention and Access to Records

Requirements related to retention and access to project/grant records, are determined by federal and
state laws, rules, and regulations. Federal regulation 2 CFR §200.333, addresses the retention
requirements for records that applies to all financial and programmatic records, supporting
documents, statistical records, and all other non-Federal entity records pertinent to a Federal or
Project award. If any litigation, claim, or audit is started before the expiration dale of the retention
period, the records must be maintained until all ligation, claims, or audit findings involving the
records have been resolved and final action taken.

In Florida, the General Records Schedule GSI-SL for State and Local Government Agencies
(available at http://dos.myflorida.com/li -archives/records-management/general-records-
schedules/ ) includes the following requirements related to grant files for recipients:

This record series documents activities relating to grant-funded projects conducted by the
grant recipient, including the application process and the receipt and expenditure of grant
funds. These files may inciude, but are not limited to, grant applications; contracts;
agreements; grant status, narrative, and financial reports; and supporting documentation.
Project completion has not occurred until all reporting requirements are satisfied and final
payments have been received. -

The length of retention for these records in Florida is five years after the completion of the project
provided applicable audits have been released.

Access to records of the grantee and subgrantees and the expiration of the right of access is found at
2 CFR §200.336 (a) (c), which states:

(a) Records of non-Federal entities, The Federal awarding agency, Inspectors General, the
Comptroller General of the United States, and the pass-through entity, or any of their
authorized representatives, including but not limited to the, Florida Department of Education,
Florida Department of Financial Services, and the Auditor General of the State of Florida,
must have the right of access to any decuments, papers, or other records of non-Federal entity
which are pertinent to the Federal award, in order to make audits, examinations, excerpts, and
transcripts. The right also includes timely and reasonable access to the non-Federal entity’s
personnel for the purpose of interview and discussion related to such documents,

(¢) Expiration of right of access. The rights of access in this section are not limited to
| the required retention perioeT but last as long as the records|are retained. '
Single Audit Act

* Ifarecipient expends state financial assistance equal to or in excess of $500,000 in a fiscal year,

Florida Department of Education - 2015 - D2
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that recipient is subject to the requirements of the Florida Single Audit Act (see Resources).

* Ifthe recipient expends federal financial assistance equal to or in excess of $750,000 in a fiscal
year, the recipient {s subject to the requirements of the Federal Single Audit Act.

Projects/Grants awarded by the Florida Department of Education to subrecipients will be
subject to audits and/or monitoring by the Department.

Supplement, Not Supplant

In accordance with program-specific authorizing laws and regulations implementing those laws,
federal funds must generally be used to increase, to the extent practical, the level of nonfederal funds
that would be available in the absence of federal funds, and in no case to replace these nonfedera)

funds,
The Stevens Amendment

All federally funded projects must comply with the Stevens Amendment of the Department of
Defense Appropriation Act, found in Section 8136, which provides:

When issuing statements, press releases, requests for proposals, bid solicitations, and other
documents describing projects or programs funded in whole or in part with federal money, all
grantees receiving federal funds, including but not limited to state and local governments,
shall clearly state (1) the percentage of the total cost of the program or project which will be
financed with federal money, (2) the dollar amount of federal funds for the project or
program, and (3) the percentage and dollar amount of the total costs of the project or program
that will be funded by non-governmental sources.

Travel

All travel performed in connection with approved project activities must be in compliance with the
current Section 112.061, Florida Statutes, which covers per diem allowance and travel expenses. The
Florida Department of Education’s Travel Manual is available at:

I1gm://www.ﬂdoe.orﬂcore/fileparse.ghﬂ5625/urIL’0076987-travelman ual.pdf .

Section 112.061(14), Florida Statutes, Applicability to Counties, County Officers, District School
Boards, Special Districts, and Metropolitan Planning Organizations, establishes statutory authority
allowing specified entities to establish travel reimbursement rates other than those established by
Section 112.061(6)(a), (6)(b), and (7)(d), Florida Statutes. Each entity must comply in accordance
with the statute, and include with the project application a copy of the applicable document, e.g.,
ordinance, resolution, policy, or rule, and have a detailed description on the project budget form.

Uniform Administrative Requirements, Cost Prinefples, and Audit Requirements Tor Federal
Awards

The Uniform Grants Guidance or UGG {2 CFR Part 200), went into effect on December 26, 2014,
which consolidated previous requirements from OMB Circulars A-21, A-87, A-89, A-102, and A-
110, A-122, A-133 into a uniform set of rules.. The focus for the change, from the Office of

Florida Department of Education 2015 -






Section D

%

Management and Budget (OMB) is streamlining the Federal government’
Administrative Requirements, Cost Principles,

5 guidance on
regulations are required for all federally fund

and Audit Requirements for Federal awards. These
ed projects/programs.
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DOE 610-2015 Page 1 of 5

ji)) Risk Identification Yes No N/A Commenis

Are the agency's organizational
I |policies and procedures approved by X
the agency's Board?

Are annual operating budpets
prepared, submitted to, and approved
by the agency's Board prior to the
start of each fiscal year?

Do organizmion's policies and
procedures nequire prior Board
3 lapproval for large purchases and ail x
spplications for projects, grants,

contracts, subawards or subcontracts?

Does the agency’s Board establish the
salary ranges for ail the agency's
positions and approve salary increases; X
for the Superintendent, President or
Chief Exeeutive Officer?

)

Has the agency received, aperated or
managed any state or federal funds in X
the last five years?

th

Has the ageacy everbad a
P gwu'nmeut. %
ment

terminated?

Has the agency or any principals
thereaf ever been suspended or
debarred from receiving state or
federal grants or contacts?

e |

Has the agency or any principals ; pes, oxplain;
thereol ever been tite subject of a
lawsuit or investigation aileging X
firaud, illegal activities or

misappropriation of assets?

Does the agency employ a finance
director/officer with at least three

[years experience in accounting?

L -]

Has the agency experienced lumover
10 [in the following p?sumnswnhm the
past year? .

a. Superiniendent, President or Chief x Superintendent Elected Fall 2016

oty e T R e —

Executive Officer? x







DGOE

b. Finance
DirectorfManager/Controller?

6140- 2015

Page 2of 5

1D

Risk Ideatification

13

Does the agency maintain current
formal written policies and
procedures related to the following:

| Bank recanciliations

{b. Cash management

¢. Compensation and frings benefits

d. Confidentiality of records

|e. Conilicts of inlerest & disclosures

| Contract administration

ls. Determining allowsbility of cost

[h. Financial management

i. Indirect cost mie development

|- Payroll and time records

{k. Personnel policies and procedures

fI. Procurement

m. Method of conducting technical
peopasals

|n. Record retention requiremenis

0. Travel

p. Use of credit/debit cards

12

Does the agency maintain a fixed
asset management systent, with
policies and procedures with the
following componants:

a Unique property identification
number

[b. Date of acquisition

| Acguisition cost

d. Description of property

¢. Location of property

f. Mainienance

g Usefid life and depreciation

NlrJn'.:z:a:rprzvrez:u:s'lru:my:lzml
l'o:onuﬂk ‘

jen
insurance requirements, e1c,)

i3

Does ths agency use an operating

budget to control project funds?







Does the agency have a federaily
14 |please include acopy of the plan, as
attachment N. (N/A for school

districts)

appraved indirect cost rate? |f yes, x (schoal

district)

For staff working on = single federal
cost objective, are semi-anpual
certifications maintained?

15

DOE 610 - 2015

FLORIDA DEPARTMENT OF

&8 EDUCATION

Page 3 of

D Risk Edentification

Yes

Na

N/A

Comments

For staff working on two or more
16 |single federal cost objectives, are
personnel activily reports maintained?

Is a complete personne! record kept
17 each person employed by the

agency?

Do the agency's written policies

18 require that employees' timesheets be
signed by the employee and the
employec's immediats supervisor?

Do travel expenditures require

19 {advance approval by an appropriate
supervisor?

Does the apency maintain a code of
nduct that govems the performance
20 {ofits officers, employees or ggents
zeged in procuvernent which will
help to avoid any conflict of interest?

ATTACHMENTS

DOE USE ONLY

Initial

1) (Please label each attachment as identified in the ID column)

Yes

No

A |Copy of the agency's registration with the Data Universal Numbering System (DUNS)

B

Capy of the apency’s registration with the System for Award Management (SAM)

C ICupy of agency's currunt organizationsl chart

D |Copy of agency's eurrent policies uui procedures to gfnemm financial sustements

E &Copy of the agency’s policy and procedures on payroll cost end time and effort reporting

F |Copy of agency's current policies and procedures for purchasing







G |Copy of agency's current policies and proceduses for fixed assels

H  |Description of agency's finoncial management system

I {Copy of agency's current chart of accounts {N/A for schoo] districts)

J  Copy of {ederal approved indirect cast plan and epproval documentation, if appticable. {N/A for school districis)

FLORIDW, DEPARTMENT OF

EDUCATI QP_:!
DOE 610 - 2015 Page 4 of §
Risk Analysis
Federal and State Grant Funding
Florida School Districts, State Colleges and State Universities

FOR DOE USE ONLY

Office of Audit Resolution and Monitoring

.|Recommend agency for funding

Initial
Recommend agency for funding as "High Risk"

Initial
Agency “Not Recommended for Funding"

Initzal
Special Conditions for "High
FJ@E}':SEnon 101 “INOt
Recammended
for Funding"

Date

Burean Chief, Contract, Grants and Procurement

Agency Approved as Recommended







Initial

Agency is Approved with Special Conditions

Initial
Agency "IS NOT" Approved
Initial
Special Conditions or
Justification for "Not Approved”
Date

W £10R1 DA DEFAKTMENT OF

§EDUCATION

DOE 610 - 2015 Page 5 of 5







6!12:’}201%' Dun & Bradstraet Business information Report SCHOOL DISTRICT OF PUTNAM COUNTY F LORIDA

This Dun & Bradstreet report Is provided for your company's fnternal review. It may not be used for any other purpose or sharzed.

Business information Report

Usas id:  kmann@my.putnamschocts.ong Repan Printed-  Manday June 12, 2017 1013 AM

Business Sumnary

Cnm_piny Name: SCHOOL DISTRICT OF PUTNAM COUNTY FLORIDA D-U=fi=S Humber: 010512135
Trade Style / DBA: PUTNAM COUNTY SCHOOL EHSTRICT
Pliysical Address: 200 Reid Se Ste 1
Physical City: Patatka
Physical State: FL
Physlical Zip: arr
Telephonae: 386 329-0653
Fax: 3863290520
Year saarted: 1885
Legal structure of the business:  Propristorship
Employs: 1,600 (70 here)
His2ery: CLEAR
SIiC: an
Uine of business: Elermentary/secandary school i
History
Tha following infarmation was reported 12/29/14:
Officer(s): RICHARD SURRENCY, SUPFT
DIRECTOR(S): THE OFFICERLS)

The sthool board s  pofitical subdivision of the Seata of Horida.

Business started 1385 by the founding members of the county.

The board members are each elected 10  four year term and are ail respected busimess peaple in the county.
RICHARD SURRENCY, SUPT. Antacedents not avallable.

Business address has changed from 200 S 7th S, Palatka, FL, 32177 ta 200 Reid StSte 1, Palatka, FL, 32177,

Corporate Family
Sutisidiarles {US);

Northeast Florida Educationa) Cansartium Palatka FL DUNS # 86-127-3927
Eranches (US):

School District of Putnam County Florida Cresceant Cley,FL DUNS # 10-017-2030
Schoot District of Putnam Courty Florida Crescant City,FL DUNS # 18-388-2992
School District of Putmam County Florida East Palarka.FL DUNS # 94-225-7141

School District af Putnam County Florida East Palatka, FL DUNS # 05-282-1274
School Distrier of Putnam County Flarida East Palatka,FL DUNS # B7-578-2720
Schoel Districs of Putnam County Florida Florahome, FL DUNS # 14-335-9726
Schee| District of Putnam County Flarida Hawthorne,FL DUNS # B0-091~1406
Schonl District of Putnam County Florida Interfachen,FlL DUNS # 18-3B8-3008
School District of Putnam County Florida Inlmfuhen.ﬂ. DUNS # 18——3:E—30 I&
School District of Putnam County Florida Intarfzchen, A DUNS # 13-639-037%
School District of Putnam County Fioridz Melrase,FL DUNS # 10-017-1390
School District of Putnam County Florida Palatka, FL OUNS # 96-917-6312
Sehool District of Putnam County Florida Palatia,FL DUNS # 07-998-4257
School District of Putnam County Florida Palatica,F1. DUNS # 10-017-1925
School District of Putnam County Florlda Palatia.Fl, DUNS # 10-0] 7-1841

Schoal District of Putnam County Florida Palatka,FL DUNS # 10-017-1958
School District of Putnam County Florida Palarka,FL DUNS # 30-047~-8598

htips /iupdaie.dnb.com/iU pdate/printViewR eporthim






8122017 Cun & Bradstreet Business Information Report SCHOOL DISTRICT OF PUTNAM COUNTY FLORIDA

School Districe of Putnam County Fiorida Palatka,FL DUNS # 10-017-2006
School District of Putnam County Flerida Palatka,FL DUNS # 10-017-7014
Schoo! Districy of Putnam County Flarida Palatka.FL DUNS # 10~017-2063
School District of Putnam County Fierida Palatka,FL DUNS # 18-388-3040
School District of Putnam County Florida PalatkaFL DUNS # 32-931-3431
Schoal District of Putnam County Florida Palatka FL GUNS # 05-872-4860
School Districe of Putnam County Florids Pajatka,FL DUNS # 00~555~-35819
School District of Putnar County Florida Palatka,FL DUNS ¥ 03-378-1025

Business Replstration
CORPORATE AND BUSINESS REGISTRATIONS PROVIDED 8Y MANAGEMENT OR OTHER SOURCE
The Carparate Details provided below may have bean submitted by the managemant of the subject basiness and may nar have been verified with the gevernmeant agency

which records such dara.

Registered Name: distrizt schoc! board of putnam county florida [Inc
Business type: CORPORATION

Corparation type: KON=-PROAT

Date Incarporated: 1883-01-01

State of Incorporation; FLORIDA

Filing date:

Reglstration 1D:

Status;

Whers fHed; Secretary of State, Tallahassee,FL
Operatlons

2015-12-28

Cresertption: Operazes a5 an elementary or secondary schoel, specializing as a public elementary or secondary schoal {106%).

Funded by ad valorem taxes, state education finance programs and federal government subsidies. Salls to the ganeral public, Territary ; Local.

Nenseasonal.

Employees; 1,600 which includes owner and 250 part-time. 70 employed hers.

Facillties: Owns 16,000 $q, ft. In 3 two story conerete bleck bullding.

Branches: 18 school locations throughowt Putnam County in Florida,
SIC & NAICS

SIC: HAICS:

82110300 Public elameantary and secondary schoals [IERAT:) Elerentary and Secondary 5checls
FAYMENT SUMMARY

The: Payment Summary section reflacts payment Information in Dun & Bradstreat's file as of the date of this report,
Below Is an overview of the company’s dollar-welghted payments, segmentad by lts suppilers’ prirmary Industries:

Total Rev'd Total Dollar targest High Within Days Slow
{#) Amzs ($) Cradi (33 Terms 6 <31{% 31-600%) 61-900% 985>{%

Top Industries:
Shortstrm busn credic 5 22,000 7,500 81 17 2 - -
Telephane communkctas 5 55,000 50,000 180 - - - -
Whal electrical equip 1 33,000 30,000 31 ] 3 - -
Books-print/publish 5 30,850 ¥5,000 00 - - - -
Electric services 5 47,500 15,000 100 - - - -
Whol groceries 3 30,500 20,000 100 - - - -
Business consulting 3 35,500 20,000 79 21 - - -
Wil heating/ac equip | 2 53,000 [ 15,000 82 1 - - -
Security brokar/daal I 1 200,000 200,000 100 4 -] - -
Employmant agency 1 75,000 75000 50 50 - - -
OTHER INDUSTRIES 65 98,250 10,000 s 12 L | - 5
Othar payment categories:
Cish experfences 25 3,200 750}
Payment recard unknown 3 2,800 2,500
Unfavarable comments 0 0 o]
PMacad for collections:
With Dun & 8radytreet 0 9
Other 0 NJA

hitips fiupdate.chb.comAUpdatsiprirViewR sport htm
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Ouwn & Bradstreet Business information Report. SCHOOL DISTRICT OF PUTNAM COUNTY FLORIDA
694,500]

[ Fotal In Drun & Bradstrea's file |

2oo.au]

{ I

I ]

The highest Now Dwes on flle is $75,000
Tha highest Past Due on Rla Is $7,500

Bun & Bradsireet has 129 payment experiences In Uts file for this compary. For your convenience,

we have displayed 80 representative experiences in the PAYMENTS

section,
PAYMENT DETAILS
Daralled Paymenz History
Date Raported {mmyy)  |Paying Racard High Cradit (5) Now OQwas (5) Past Dua [9)|Seliing Terms  Rast Sals Within tmonths)
05117 Pt 290,000 ] 0 N30 4=-5 mos
Ppt 35,000 500 0 T ma
Ppt 15,000 ¢ 4 1 mo
Ppt 7,506 2,500 0 1ma
Ppr 7,500 50 a 5-12 mos
Ppt 5,000 [} 0 N30 2-3 mas
Ppt 5,000 [} ! mo
Ppt 5,000 0 [} 2-1 mos
Pt 5,000 2,500 0 N30 1 ma
Ppt 2,500 [ 0 2-3mos
Ppt 2,500 1,000 0 1 mo
Ppt 2,500 750 0} Lease Agrsemnt 1 me
Ppt 2,500 0 V] 6-12 mas
Ppt 2,500 0 o §-12 mos
Ppt 1,000 500 0| Lease Agreemnt 1 mo
et 1,600 500 1mo
Ppt 1,000 ] [ 1 ma
Ppt 750 1 0 4-5 mos
Fpt 750 0 [} 2-3 mos
Ppt 750 500 a N3O Imo
Ppt 500 250 0 T mo
Pt 500 250 0 1mo
Pot 500 ] [} §=-12 mos
Ppe 250 ) 7 12 mos
Ppt 250 ] D] 4-5 mas
pt 100 o 0 6-12 mas
Ppt 100 100 ] 1 me
Fpt 50 0 [+] 6-12 mos
Ppt-Slow 15 75,000] 75,000 1.500 N30 1 mo
Ppt-Slow 15 7.500 1] o 6~12 mas
Ppt-Slaw 15 100 50 o 1 me
P=Slow 30 7,500 5,000 250 1 mo
Ppt=Slow 30 250 100 1] 1 mo
Ppt-Slaw 30 100 100 o 1mo
Ppt=5low 30 100 100 0 ¥ mo
Ppt-Slaw 30 100 100 ] 1mo
Ppt--Slow 80 1,000 1,000 0 1 mo
Ppt=Siow 120 1.000 750 750 6-12 mos
J ) Ppt-Stow 120+ 250 100 | } 100 I mo
o Ppt-Slow 150 2,500 o T 1me
Ppt-Slow 150 1,000 0 Imo
3on: 20 [3en] 2 o NIn 2+3 a3
Slow BY R 2 b 4-F.ms
S Y0l tny ¥ A §
Slaw 30 - 3 ET ik
Ziow §23 253 540 ] 33 i=8 mos
Slow 120 230 250 %50 NI0 4-5 mog
{0438) Sales COO } mo

hiipe-fiupdate.dnb.com/iUpdaleforintViewR eport hm
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Dun & Bradstroet Exssiness Information Report: SCHOOL DISTRICT OF PUTNAM COUNTY FLORIDA

(049) Sales COD 1 mo
{050) Sales COD 1 mo
04717 Pyt 58.000 [} o imo
Pat 20,000 [} ] 2-3 mos
Ppt 15,000 16,000 1 mo
Ppt 10,006 7.500 1 mo
Ppt 10,000 2,500 1 mo
Fpt 2,300 2,500 a 1 mo
Po 2,500 500 50 1 mo
Ppt 2,500 [ [ 1 mo
Ppr 750 [ 0 1me
Pat 750 500 0 Imo
Pt 750 500 [ §-12 mes
Ppt 750 250 [ I mo
Pt 500 250 [ 1 mo
Ppt 250 1 mo
Pt 250 [} [ N5 B-12 mos
Ppt 100 0 [+} 8+12 mos
Ppt 100 100 0 i me
Pt 100 100 [} I mo
Ppt 50 ] 0 6~12 mos
Ppt 50 0 9 5~12 mos
Yise 1% 1T W o oA
TS TAN S -4 G T ML RO
FLER 3 3 g - n s
1116 fpt 750 o 0 6-12 mos
09/16 Ppt 250 1] L] 4-5 mos
Ppt 50 0 0 N30 6-12 mos
08/18 Pt 750 0 0 6~12 mos
051186 Ppt 109 0 0 6=12 rios
Ppr-Slow 30 15,000 0 a 6~12 mos
03/16 fpt 2,500 1 mo

Payments Datail Kay:E 30 or more days beyond 1erms

FINANCE
2017-01-21

Three-year statement coinparative:

Cutr Assers
Curr Liabs
Current Ratio
Werking Capital
Other Assats
Total Liabikities
Warth

Sales

Fund Ralance
Long Tarm Uab
Revenue

Net Profie (Loss}

DE&B has updated Whis report using avallable sources,

PUBLIC FILINGS

fiscal Jun 37 15%7
56,783,497
7,351,338
772
160,818,400
123,164,085
34,578,410
124,834,594
84,339,281
126,231,990
42,715,650
75.645]13
2,621,967

Fisea! Jum 30 1999
51,7935
20,415,02]

2.54
49,432,159
132,880,293

142,723,081
90,372,856

21,511,762

674,953}

Fiscal Jun 33 2200

31,374,550

5,501,414

The follewing Public Filing data Is for infermation purposes only and is not the official racord. Certified copies can only be obtained from the official

sSource,

hitps /Aupdate.dnb.com/il poate/prinViewReporLhirm







&12‘2017 Dun & Eradsirest Businass Infarmation Repart SCHOOL DISTRICT OF PUTHAM COUNTY FLORIDA

UCC Filings
Collatera):

Type:

Sec. party:

Debror:

Fliing number;

Fled with:

Date filed:

Latest info Racelved:
Original UCC filed date:
Qriginal fillng no.:

Collateral;

Type:

Sec. party:

Debtor:

Fiflng number:

Flled with:

Date filed:

Latest Infa Recelved:
Origlnal UCC Med date:
Criglnal Aling no.:

Callateral:

Type:

Sec. party:

Debior:

Hling number:

Filed with:

Date Nied:

Latest info Received;
Geiginal UCC Filed date:
Orginal Dling na.:

Equipmunt

Origlnal

US BANCORP, MAASHALL, MN

PUTNAM COUNTY SCHOOL DiSTRICT

200900623371

SECRETARY OF STATE/UCC OMSION, TALLAHASSEE, FL
06/02/2009

8671272009

Business machineryfequipment

COriginai

US BANCORP, MARSHALYL, MM

PUTNAM COUNTY SCHOOL DISTRICT

200809774374

SECRETARY OF STATEFUCC DIVISION, TALLAHASSEE, FL
12/30/2008

o1/06/2009

Continuation

FARM CREDIT OF NORTH FLORIDA, ACA, PALATXA, FL
BUCKLES.DAVID M

200704958514

SECRETARY OF STATE/UCC DIVISION, TALLAHASSEE, FL
0370272007

03/14)2007

Q472212002

200200932169

Thare are additional UCC's In Dun & Nradstreet's Al on this company avallabls by cantacting 1-800-234-3857.
There are additional sults, liens, ar judgments In Dun & Bradstreer's fle on this company vallable by contacting.
The public recard items contained in this report may have been paid, terminated, vacated or released prior to the date chis report was printed.

Government Actlvity

Activity summary
Borrower {DirfGuar): NO
Administrative debr: NO
Contractor: NO
Grantee: YES
Party excluded from federal programis): NO

Passibla candidate for soclo-economic program consideration
Labor surplus area: YES (201
Smalt Businass: N/A
B{A) firmy; N/IA

The datalls provided In the Government Activity sectlon are as reparted to Dun & Bradstreet by tha federal government snd sther sources.
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DUNS: 010512135
- CAGEr . 5B0E3
Stalvs: Active

D48 Legai Bisineas Nama:
Doing Business ns:

Core Dah

:Business Int information:
Businass sigrt dale:
Fisical year s close date:
Comparny Division Nama:
Company Division Number:
Corporate URL:
Congressional District:
Raglsiralion Data:
Activation Dala:

-+ Expiration Date:
i Runawal Date:

A S ety

Physical Addrass
- Addrass ling 1
Glty

Slate FL
2P/ Postal Code
Cauntry

Malling Address
A:;lmum1

Siale FL

Entity Overview Details

Scheal Digtrict of Putnem County Fiorida
Puinerm County School District

a7}03/1349
U830

Riip:iAwwew. putnamschaols.ong
FL 05
02/08/2009
12132018
121432017
1132018
. Pulnam0s54

200 REID ST STE 1
PALATKA

32177 - 3737
UNITED STATES

200 Reld Street STE 1
PALATKA

ZIP! Postal Coda 22177 -
Country UNITED STATES

Sensitive information:
IOEN: ssenoo_m
IRS Consant.

Tax payer name;
Adcdress Line 1:

, Address Line 2:

Chy:
State:

Zip/Posial Cods;
Typa of Tax:
Tax Yaor (Mest Racent Tox Year):

SCHOCL DISTRICT QF PUTNAM COUNTY FLORIDA

200 Reid Sireel
PALATKA

FlL

UNITED STATES

2177 -
Applicable Federal Tax
2008

Name of Individual axecuting eonesniz RHONDA

Tﬂeofmchdlvidualwnqcmmt

Signature:
T’nunumdah

. IGAGEINCAGE Code:

CAGE: 5$88€3

G

L e vty
J Country of incomoration: nult

i Compeny Security Lavel
¥ HBMEWMLM

Famhfmnaﬁmmmeﬂﬂiy’s socio-economic s

Entity Struciure

i

2

oa/102018

! Sipte of Incorporation: Nty

QDOM
CHIEF FINANCIAL OFFICER
RHONDA GDOM

200 REID ST STE 1
PALATKA, FL, 32177 - 3737
UNFTED STATES
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Entty Gv;efview‘b.e@iré“# =

iFinancial information
Da you sccept cradit cards us a mathad of payment? No. )
Dapartment Core: Accoun Details CAPITAL CITY BANK - Checking
CAGE Code: SBSE]
- Naw AccountElacironic Funds Transfer:
Account Type Chacking
Aﬁgn;ial Institution; CmTAL CITY BANK
outing Number: 3100688
Account Numbar: G_
Lockbox Nurther
Automatsd Clearing Hatrsa (ACHE
ACH U.S. Pvona: (866)317-6582
AGH Non-U.S, Phona:
ACH Fax {850)402-7250
ACH Emad: slacironicbanking@cchg com
Remittance Address;
Ramiltance Name: RHONDA COOM, CFO
Addrass Lina 1; 200 REW STREET
Addrass Line 2;
Clty: PALATKA
State: FL
Country: UNITED STATES
Z|P{Foatal Coda: AMTT - 4842

[

ecutive Compensation Questions

In your business or crganization’s preceding completed fiscal year, did yaurbusineas or organization {the legaf enfity to which iz spacific SAM record,reprasaniad by
8 DUNS number, helongs) receiva both of ihe fofiowing: 1. 80 percant of more of your annugl gross revenues in U,S, federal contracts, subcontracts, loans,grants,
subgrans, andior cooperative agreemants and 2. $25,000,000 or more In annuaigrosa revenues from LU.8. fadersl coniracis, subconiracts, leana, grants,

subgrants,and/or cooperalive agresrmenis?
No

Does the public have access to information about the compansation of the senior axacutives in your businass or organization (the lagal entity o which this spacific
SAM raccrd, represanied by a DUNS number, beiongs} through periodic reports filed under section 13(a) or 15(d} of the Securities Exchange Act of 1§34 (15 U.5.C.
Tar(a), 78a(d)) or saction 6104 of the intemal Ravenus Code of 19387

No

Prdceedi eedings Questions

H

BAM S;mcﬁ Authorization

M

-

is theve 2 Faderal solicitation on which your business or organization, as represented by tha DUNS numberon this spacific SAM racond, Is
bidding that contalns the FAR provision 52.209-7, or hasyour business or organization, as reprasanted by the DUNS number on this specific
SAMrecord, been awardsd a Federal contract that contains FAR clauge 52.200-87

N

Does your business or arganization, as reprasentad by the DUNS number on this specific SAM record, have current active Faderal contracts
and/or grants with fotal vaiue {including any exercisediunexercised options) greater than $10,000,0007

Within the last five years, had the business or organization {representsd by the DUNS number on this specific SAM racord) and/or any of its
principals, In connaction with the eward to or parformance by the business or arganization of a Federal contract or grant, bean the subject of a
Federal or State (1) criminal proceeding resulling in 3 conviction or other acknowledgment of fault; (2) civil proceeding resulting in 8 finding of
fault with 2 monalary fina, panalty, reimbursemant, restitution, and/or damages greater than $5,000, or other acknowledgmant of fault; and/or (%}
adminlstrativa proceeding resuiting in afinding of fault with elther a monatary fine or penalty graater than $5,000 or reimburaemant, rastitution, or
damages graater than $100,000, or other

e ey - T T TPV,

I authorize my antity's non-sanshive information to be displayed In SAM public 3sarch results: Yes.

R ATt e e - e

NAICS Codas Selectsd |

§ NAICS Code Pricrary Dum;fm

- —— i s ——

Product & Servics Codas Selecisd
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5C Descriplion

Tetal Recelptn (3 yaar svarsge):
pvorage Nummbae of Eployaes (12 Month Avermgel
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" Entity Overview Detills

smm.nmumml e et e & e
iLocalion {Opticral):
Annuat Raceipts {3 Year Average):
Amual F!analph {3 Yanrﬁwemge)
EDI infonnataon'
Duwuwhh toarh' E)I lnforrmﬂoq.!qmnmgwernmnunﬂy? No
Disaster Raspmse Information:
Ba you wish Io anter Disaster Reliaf Data for your entdy‘:‘ﬂn
t
Paint of Conlac:s
Mandatory Point of Contact:
;Eled!onic Business POC
Bl e Nam: KIMBERLY
-+ - -Middle Name:
S0, ‘Last Nams: MANN
Tt Emaik kmanni@my putnamschools.org
US Phane: {388)329-051%
:  Extension:
+ :NON US Phone: 366-378-0514
Notos:
;. Address Ling 1: 200 Reid Svreat
! Address Line 2:
iCity: PALATKA
. State/Frovince: FL
“Country; UNITED STATES
2FPPosial Coda: nm
’Gevemment Busineas POC
\Tile:
:;Fm Nama: KIMBERLY
MANN
Kasnni@imy.puinamschocls.ong
{386)329-0511
286-329-0514
200 Reid Siraat
PALATKA
FL
UNITED STATES
217
Rhonda
Odom
redem@my.putnamacheols.org
{368)329-0513
[First Name; RHONDA
<Mickfi Nare:
-Lost Nams: Odom
Emasi: | rodom@puina oy
US Phong; {388)329-0513
Exianaion:
,NON US Phone
‘Notas:
‘Address Live 1: 200 SOUTH 7TH STREEY
{Addresa Line 2:
Cily: PALATKA
.Stale/Province: FL
;Country: UNITED STATES
:ZIPM Code: 32177 4512
%I:I Parformance POC
Tk
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. Mlddia Name:
_ud Nama:

08 Phene:
‘Extansion:

- NON 3 Phona:
Noles:

‘Addreas Line 1:
‘Address Line 2=

City:
‘StateFrovince:
Country:
ZIF/Postal Coda:
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Entnty Overview Detatls

Cdom
rodom@puinamscheola org
{388)329-0513

200 S.7th 8t
Palatha

FL

UNITED STATES
32177

‘Gevermmant Businpss Allemste POC
Tihe:

First Name:
Middle Name:
Lasi Nama:
Ematt

US Phone:
‘HON U3 Phone:

EM
‘Addrass Lina 1:
. Addresaline 2:

-SiataiProvince:

‘Country:

ZIPPastal Coda:

iPast Performance Alsmate POC
Tita:

RHONDA

QOdom
sodom@puinamachools.ang
(288)329-0513

200 SOUTH TTH STREET

PALATKA

FL

UNITED STATES
INTT -4812

Rhonda

Qdom
radem@puthamschoo!s.org
{386)329-0513

200S5. T 5L

Palatka

FL

LNITED STATES
2177
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Financial Statement Preparation

The main financial statement that Is produced by the District is the Annual Financla) Report [AFR), At
the end of each fiscal year, the District prepares the AFR according to the Department of Education
guidelines. Various templates are set up in the District’s accounting system {Skyward} to assist In the
preparation of thesa statements.

The District also prepares monthly financlal statements which are approved by the School Board, Thesa
statements include a summary of cash and investments, a statement of ravenues and fund equity, and a
statement of expenditures. These statements are prepared on an excel spreadsheet. The bottam of
each spreadsheet contains notes regarding which Skyward report (s) to use for the correspanding
statemant.
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The Scheol Board of Putnam County
Bylaws & Policies

Unless a specific policy has been amended and the date the policy W
revised is noted at the bottom of that policy, the Bylaws and Policies of The
School Board of Putnam County were adopted on October 2, 201 2, and
were in effect beginning Octaber 3, 2012.

6510 - PAYROLL PROCEDURES

Payralls shall be submitted for all School Board empioyaes and shall bs properly signed by a designated
administrative employes. Such payrolis shall be supporied, where applicable, by time records.

Payroli checks or warmrant distribution dates shall be established administratively to ensure that the employees are
pald promptly in accordance with Florida statutes.

No payment shall be made except o properly authorized and approved personnel.

Payment shall be based on the duly adopted salary schedule for each position. From time-to-time paymenits in the
form of 2 bonus or ather lagally authorized payment may be mads.

Full ime and part-time ragular, probationary, and temporary empioyees shall be paid at the regular established pay
period,

Princlpals and department heads shall be responsible for submitting accurate payrolls in accordance with the payrol
time schadules and procadures. . . A

Salary adjustments shall be paid at subsequent payroll periods. A person whose services are terminated shall be
paid the full salary balance al the next reasonable regular pay period following termination. Any excaptions shall be
approved by the Superintendent/designes.

A payroll deduction for an employes beyond those required by Florida statutes and/or Federal stalutas shall have the
Supedintendent’s or his/her designee’s approval and shall be made only upon the writlen request of the employee,

Misceilanecus empioyee deductions will be allowed if the deduction has a basls in law or was previously approved
by the School Board or is approved by the School Board based on a recommendation of an officiat School Board
comimittee, After approval by the School Board, a deduction must have a minimum of twenty-five (25) participants
before the deductian will begin. If the number of participants falls below twenty-five (25), the deduction will be
deleted. Deductions approved prior to March 28, 2005, will not be subject to the twenty-five (25) participant
requirements.

Those companies/organizations that curently have employees with payroll deductions will be allowed fo continue
having deductions. If at any time no employes is enralled in a deduction for a particular company/orgsnization, that
company/arganization will be dropped from the deduction list. The company/organization may not agein be placed on
the deduction fist unless the daduction has a basis in law.

No company will te placed on the deduction fist unless it has at least twentylfive (25) employees signed up for the
deduction, '

Any employee arganization certified by tha Florida Public Employees Relations Commission as the officlal

agent for a group of District employees may be antitled to a payroll deduction for membership dues. The
organization may be billed annually for the cost of deducting and transmitting such dues 1o the organization.
No payments shall be made for overtime services without prior approval of the Suparintandent cr designese.

F.S. 106.15, 218.72 - .75, 1001.41, 1001.42, 1001.43, 1001.51, 1011.06, 1014.60

httrr /st nanie srenlrednom W M
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Section i

General Statements

The Putnam County Schoel District (hereln PCSD) shall develop and adopt policies as
may be prescribed by Florida Statues and State Depariment of Education Rules in
establishing a plan to ba followed in making purchases of commodities or services.

The PCSD recognizes that falr and open competition is a basic principal of public
purchasing; that such competition reduces the appearance and opportunity for favoritism
and inspires public confidence that contracts are awarded equitably and econcmically. To
accompiish ihis, the Superintendent or his designee, the Director of Purchasing, in matters
related to purchasing, for purchases of commadities or services tataling less than the
formal bid-threshold adopted by the PGSD, may choose to use informal or formal written
quotes or for purchases of commodities or services totaling more than the formal bid
threshold adopted by the PCSD may choose fo Issue requests for bid proposals, request
for proposals or request for qualification statements. Specific procedures to be followed in
both instances are set forth iater in this manual.

This purchasing procedures manual endeavors to define when informal quotes can be
used to select the lowest price from a responsible and responsive supplier or if formal
written quotes or the competitive sealed proposal pracess has to be used to select the
supplier. It discusses situations when State Statutes and the State Board of Education
Rules may, by regulation, provide for alternative procedures to the competitive sealed
process when the character of the item requested renders competitive sealed proposals
impractical. Procedures for emergency and sole scurce purchases ars discussed as wel)
as procadures for the purchase of commodities or services when the cost is determined io
be less than or more than the amount established for the Category Two Bid Threshold as
defined in Florida Statutes, Chapter 287.017. The Superintendent or his designee (tha
Director of Purchasing, as it relates to these procedures) may also deem it to ba In the
best interest of the PGSD to use Stats Purchasing Contracts, State Pricing Agreements, or
other Governmental Agency contracts such as but not limited toa other School Districts,
Counties, or Cities.

Expenditures from diskict and alf other funds available for the public schools programs
cenducied in the Putnam County School District shall be authorized by law and must be in
accordance with palicies and procedures approved and adopted by the PCSD., This
manual is intended to establish and describe appropriate procedures and mechanisms to
govern the expenditura of funds available to the PCSD for purchase of commodities and
searvices required in conducting business of the PCSD.,

No person, unless authorized by cho Pochy, may make any purchase, any renfal, or
enter any lease ar contract involving the use of PCSD funds, including petty cash and
internal funds. All purchases of commodities or services, excluding petty cash purchases,
regardiess of the process used to determine the cost and supplier, will require the
issuance of a PCSD purchase order prior to obligating or encumbering PCSD funds.
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Section li

Definition of Words or Terms Applicable to Purchasing

Purchasing, in general, describes the process of buying, I.e., leaming of a need, locating and
salecting a supplier, negeliating prices and cther pertinent terms, and follew-up to ansure delivery
of the commaoditias or services. The important consideration that separates public purchasing
from private sector purchasing is the usa of public funds and cerlain restrictions designed to
control the expenditurs of the public funds (taxpayer's dellar). Such controls are In the form of
specific aws and regulations, compeditive bidding, fixad budgetary fimitations, rigid auditing of
accounts, and prescribed specifications.

Expenditure of Public Funds shall be limited to the amount budgeted under the classification of
accounts provided for each fund and ta the total amount of the budget after the budget has besn
amended and approved as prescribed by law and regulations of Florida Statutes and the State
Board of Education Rules. The PCSD shall endeavor to obtain maximum value for ail
axpenditures (Florida Statutes, Chapter 237,02 and Chapter 1011). The emphasis in public
purchasing is to obtain greater vaiue for the tax doflar,

Director of Purchasing, as an agent of the PCSD, has authority to issue and sign PCSD
purchase orders as well as a custodial relationship to PCSD funds: his first and foremost obligation
I3 integrity in spending those funds, The Direclor of Purchasing is rasponsible for ensuring that
PCSD funds are spent in compliance with State Statutes, Department of Education Rules, and
PCSD Policies. The Direcior of Purchasing is also responsible for the active searching out and
disseminstion of ideas and suggestions concaming cost savings or for improved commaodities and
services avallable from the many supplisrs with whom the Dirsctor of Purchasing deals. The
Director of Purchasing has the approval and authority to prepare and Issue formal or informal
requests for price quotes on commodiies and services; prepare and issue requesis for writlen &
saaled hid propesals (RFBP), requests for written & sealed Propasals (RFP), or requests for
quotations (RFQ). Proposals received in the Purchasing Office on ar before the date and time
specified in the propasal documents ara opened and tabulated undar the supeivision of the
Director of Purchasing. Once the proposals have been opened and tabulated, the Director of
Purchasing will establish an evaluation commiltes to evaluate and maks recommandations for
award, In some cases may recommend rejection of proposals to the Superintendent who then
presents the recommendation to the PCSD far action. The Director of Purchasing has approval
and authority o sign leasas for tangible person property if the amounit of the jease does not axceed
the bid threshold adopted by the PCSD, :

Purchase Requisitions are processed and submitted to the Purchasing Department by sach
School or Department and serve two functions: {1) to inform purchasing of the needs of the Schoo)
or Depariment for commodities or services and (2) to autharize the encumbrarice of School or
Department funds. Authorization to encumber the School or Department funds to complets the
purchase order procass of reviewing, printing, signing, and malling or faxing purchase orders is
evidanced by the approval trails included in the transmission of purchase orders to the Purchas ng
Department. The purchase orfler cannot be completad or printed by the Purchasing Dep

untii the Schoo! or De, and finally, the Director of Purchasing approved the request. The
Director of Purchasing and his staff reviews all purchass requisitions entered, paying with attention
to the vendor, the descripion of the commodities or servicas, price, and accounting code. The
Director of Purchasing may reject the purchase order for improper execution such as incomplete
description of commodities or sarvices, incorrect account codes, incorrect ship-to address or if it is







determined that changing vendors will resull in betler prices or betier quality of commodities or
sarvices.

Purchase Orders are ganerally regarded as conltaining the cifer by the PCSD to purchase and
becomes a legal contract when accepled by the vendor, Oncs a contract (purchase order) Is
executed (issued and accepted), it Is expecied that both parties will adhera to the terms and
conditions of tha contractual agreemant (purchase order). Both contracting parties will have to
agree {o cancellation of a purchase order or to changes to a purchase order.

Blanket Purchase Orders are contractual agraaments under which the vendor agrees to provide
commuodities or services to the PCSD on a demand or as-needed basis for a specified period of
time or up-to a specified amount. The bianket purchase order generally establishas price, terms,
conditions, and the perfod covered {month, year). Quaniities do net have lo ba specified.
Shipments are made as needed or required by the PCSD.

If 2 PCSD employee makes a commitment to a purchase before a properly executed
purchase order is signed and Issued by the Director of Purchasing; by PCSD policy that
employee could be required to pay for the commodities or services from persenal funds.

A Change order is a written madification to a purchase order or to PCSD contractual agraements,
which narmally establishes a change to the cost of the purchase arder or contract, Change orders
to purchase orders below the formal bid threshold for Category Two, as defined in Florida Statutes,
Chapler 287.017, may be approved by the Director of Purchasing. However, prior to appravai of
the change order, the Director of Purchasing will discuss the proposed change order with the
appropriate person at the School or Department. Change orders to purchase orders or confractual
agreements resulting from the competitive sealed bid or proposal process and exceeding the
formal bid threshold amount, as defined, will require PCSD approval prior to changing either a
purchase order or coniractual agreement as originally issued.

| Any changes o Purchase Orders that total less that 5100.00 do nat require prior approval,

Emergency Purchases are described as purchases necessary to ramedy a situation that has
bean determined to be an Immediale danger lo health, welfare, or other substantial loss to the
PCSD. If a situation has been determined {o be an emergency by the Superintendent or his
deaignes the compstitive bidding process can ba waived by PCSD action. Emergency purchasing
procedures are detziled latar In this manusl.

Scle Source Purchases ars described as a purchase of commodities or services when only ane
acceptable supplier has been identified who is able to fumish the required good or service, The
Director of Purchasing has sols responsitifity for making all sole source determinations sinca the
potential elimination of competition exists. The Director of Purchasing must carefully examine the
intended use of the good or service and assure that only one supplier Is capable of satisfying the
specifications and intended use. The Director of Purchasing must determine thet the price is fair
and reasanable. Negotiations are called for, espacially where the purchase is substantial, The
Diractor of Purchasing will requirg a lefter from the potential supplier stating why and that they are,
in fact, a sole soujcs supplipr. Items over $25,000.00 will be posted on website for 2 period df 7
business days. Possble supplier will have 48 hours after the close of posting to ¢ ent item.

Contract, as established by the Uniform Commercial Code, means a lagally enforcaabie

agreement to do or not to do a specified thing. The tolal legral obligation results from tha parties’
agreement as affected by the UCC and/or any olher applicable rules of law, To be legal, a contrad!
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must have the following basic elements:

Compelent parties (sither the principals or their agents)
Legal subject matter or purpose

Offer

Acceptance

Consideration

Mutuality of purpose

Definiteness

® ¢ 4 &8 = 29

Contracts exist in a variety of types, usually efther some type of fixad price or cost. Regardless of
the type or namne, {a be a valid and legal contract, alf the basic elements stated above must exist,
Tha mast common conlract document usad by tha PCSD Is the purchase order. The PCSD does
not use any type of oral contract, all purchases of commadities or services shall be evidenced by a
PCSD purchase order or an owner-contraclual agreement {major construction projects).

Informal Proposal, Informal Bid, or Informal Quots Is defined as either a written or 2 varbal
quetation from at least three or more responsible suppliers. Naither a formal public opening at a
specific tima or date, nor action for award by the PCSD is required as a part of the process.

Responsibls Bid Proposals or Proposals are defined as a respansible offer in full compliance
wiéhs the specifications and conditions of the request for bid proposals or proposals Issued by the
PCSD.

Compatitive Sealed Proposals, Formal Bids, or Competitive Sealed Bids are defined as
sealed bid proposals, or propasals Wwith the title, date and hour of the public opening designated in °
tha documents issued by the PCSD. The request for proposals include printed instructions
prescribing all general and speclat rulas, ragulations and conditions for submilting a bid propasal or
proposal, and criteria that will be used to evaluate the propesal cffered. To be responsive the
proposal offered must contain a manual signature by the owner(s) or an authorized representative
of the firm offering tha bid proposal or proposal. “Compelitive Sealed Bid", *Compelitiva Sealed
Proposal’, or “Fermal Bid™ are tenms generally used and are interchangeabla. Regardiess of the
term used, PCED aclion Is required for award of any contract that may resutt fram the process,

Request for Bid Proposals (RFBP) or Invitation to Bid means a wrilten solicitation for
competitive gealed bid proposals with the title, dats & hour of the public opening designated.
Specifications of the commodities, group and quantily of commodilies or definitions of servicas for
which bid proposals are sought are an integral part of the RFEP documents. Included ara -
instructions prascribing all general conditions, special conditions, and other regulations for the
bidding process, evaluation criteria and a space or spaces is pravided for the proposal offerad and
a manual signaturs of an authorized awner, ownar's representative or agent.

Request for Proposals (RFP) means a written solicitation for competitive sealed proposals with
the litle, date & hour of the public opening designated. Request for Propasals are used when a
specific description or definition of the scope of work for which the commodities, group of

comipodities or the contractual services cannot be clearly defined. RFF's may also be used when
requesting that a qualified person or business entity propose a good, 2 group of commodifies or a
contraciual service lo mest the reed spacified in the RFP documents. A Request for Proposal
includes, but Is not timited to, general information, appficable laws and rules, functional or general
spacifications, statement of work, proposal instructions, and evaluation erfterfa and shall state the
relative importance of price and any other criteria that may be used to evaluata the proposal,







Respansible Bidder, Qualified Bidder means a persun or business entity that has the capacity
and capability to parform completely the contractual requirements, whether for commadities or
services and has responded in all respects to PCSD requests as specified in the requesis
documents,

Term Bid is defined as a bid proposal or proposal of indefinite quamity whereby vendors furnish
commedities or services during a prescribed tima period (such as 3, 6, or 12 months or uniil g
specifled date). The elapse of the specific time period or date completes such a contractual
agreement,

Definite Quantity Bid is defined as a bid Proposal in which tha vendor(s) agree to furnish a
epacific quantity on a ana-ime basis.

Identical (Tie) Bids is defined as two or more bid proposals or proposals received by the PCSD
that are equal in every respect as to tesms, conditions, price, quality, and sarvice. Award of Tie
Bids proposats; except for praferances that may ba outfined in PCSD Policy, shail generally be
debermined by lot (e.g., coin toss) or, on factors deemed to serve the best intesest of the PCSD,

Ranewal means contracting with the same contractor for an additional period of ime after the
axpiration of initial contract period and at the same terms, conditions and prices as in the original
coniractual agreement. The original cantract terms must contain languags for such renswal and
both contracting parties must agree (o the renewal.

Extansion means an increase in the time allowed for the contractual period due to circumstances
which, without fault of either party, make performance Impracticable or impossibis, or which

Contractor is a person or business endlty that contracts to provide commodities or servicas {o the
PCSD

Local vendor is describad as a vendor whose principal place of business is located in Putnam
County, Fl,

Competitive Selection for each proposed project, the PCSD shall svaluale statemenis of
qualifications and perfomnance data requestad and submiited regarding the proposed projact, and
shall conduct discussions with, and may requira pubic presentations by, no fawer than three firms
regarding their qualiﬁmrlons, appraach to the project, and rbllily to furnish the required sTM:en.
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the PCSD be unable to negatiate a salisfactory contract with the firm considared to be the most
qualified at a price the PCSD determines to be falr, competitive, and reasonable, negotiations with
that firm must be formally tarminated. The PCSD shall then underiske nagoliations with the second
most qualified firm and s on unti a contract is executed.

Continuing Contract is a contractual agreement for professional services entered into in
accordancs within the scope of the Competitive Nagotiations Act, Florida Statules, Chapter

Public Records: The contractor(s) agraes to retaln all books, records, and other documents
relative tothis  agreemsnt for threa (3) years after final payment. The Qistﬁct. its authorized

Section Il

General Rasponsibilities and Primary Functions of the Purchasing Department

Develop and administer 5 program o advise all Schoals and Departments on correct purchasing
procedures for the procurement of af supplies, materials, furniture, fixtures, equipment, and
services in such a manner that the maximum valua will be obtained from PCSD funds expended.

Formulate, raview or modify standards or specifications for all commodities or servicas, Inthe
formulation, review, or modification of &ny standards or specifications, the Purchasing Dapartment
may seek the advice, assistance and cooperation of any source tg establigh precise requirsments
for any given itam or itams. In the Establishment of suitable specifications for equipment, supplies,
and servicas certain brands, if availabie, may be used as the *standard® that meets spacifications
or cantain the desirad fasturss snd quality of the commaditiss or services desired. To avoid
lessening competition, brands thai have not been namead as a “standard or name brand” wiil be
reviewed by purchasing to determine if they meet the desired spacifications. Afier specifications

Negotiate and execute purchase ordess, contractual agreements and leasas with vendors that
best serve the Inlerest of the PCSD,

Consolidate purchases of like or common items for the purposa of maximizing economic benefits
and obtain the maximum from axpending| PCFD funds.

Maintain a file of the cusrent contractual agreements awarded by the PCSD or contractual
agreemants of other govemmental agencies that may be beneficial to the PCSD. The file will
contain Infermation on suppliers, dates of the contraciual agreement, and ordering information,
Schacis and Departments will be notified of these agreements so purchases can be made under






these agreements when it is advantageous to the PCSD,

Develop and malntaln a current list of quatified vendors whose repuiations, financia! position, and
price slructures are acceptable for consideration as credible sources of supply. A list of potential
supphers for various types of materials, equipment and supplies will be kept up-to-date and
available, Among ofher things, this list will be used in the development of maiiing lists for
distribution of requests for compaetitive sealed proposals. The Director of Purchasing may remave
the name of a vendor or suppller from the vendor maliing fist, for reasons of non-performancs,
failure to respond fo three (3) consecutive requests for bid proposals, or other pertinent factors
deemed irresponsible and valid. Any attempts to influence an award resulting from a request for
bid praposals shall be considered a primary justification for removal of a vendor from the matling
lisi(s). School or Departments shall repert to the Purchasing Department, any significant violation
of a purchasa condition by a supplier, Upon such notification, and following proper notice to the
supplier, the Director of Purchasing may remove such supplier from the malling list and nolify all
Schiools or Departments to ceass doing business with said supplier for such time as deemed

necessary,

Work with Schools and Dapariments to improve and promote beiter communily and supplier
relations. Ta heip achieve this abjective, the Director of Purchasing shalt reutinely visit iocal
suppliers and establish lines of communication with all suppliers,

When user Schools or Departments are unable to resoive contractual violations or ars facsd with
continuous supplier problems or inferior commodities, lats deliveries, ¢lc., tha Director of
Purchasing must be notified in writing of the specific viclalions ar problems. Uniess deemad an
emergency that requires immediate aitention, all complaints will be stated in a leler to the supplier.
This letier will become a part of the permanent vendor file. Itis imperative that all information be
verified by the Schools Principal or Bookkeeper, or if a District office Depariment, a Director, or
manager prior to sending the vendor a lefter.

Afer contracted sources of supply hava been established the Director of Purchasing will notify
the Schools or Departments of these coniractua) agreemants, The Schools or Depariments on an
as-needed basls requisition orders for all supplies or materials from the estabiished sources of
supply,

Approval to purchase from olher than s contracted suppller may be requested by the School or
Department. The request must include information relative to the conditions and circumslances

necessitating the change of supplier. Upon receipt of such requesls, the Director of Purchasing
may or may not approve the purchase.

Only the PCSD may contract for the leasing of furnilure, Schools equipment, other supplles and
materiais for such tenms and for such length of time, as it deems proper. Tha Director of
Purchasing is approved by ths PCSD to sign leases when the lease payment total is lass than
Category Two Bid Threshold, as defined in Florida Statues, Chapter 287.017, or the leass has
been approved by the PCSD, The procedure to be foflowed in securing offers lo leasa will be
determined by the Dirsclor of Purchasing and will ba based on the total rental payments under the
lease, and according lo the procedures pertaining to purdaasrcs as stated in lhra Manual,

Unauthorized purchases are those acquisitions for which a properly execuled purchase order has
not been issued or a contractual agreement has not been properly exacutad,

Under Florida Slatutes, State Depariment of Education Rules and PCSD Policies, the
Superintendent or his authorized representative(s) are the only persons empowered to make







purchases and encumber funds.
Persons authorized o encumber and expend PCSD funds {sign PCSD purchase orders) are:

1. Director of Purchasing — No approval or signature fimit except budget capacity
2, Superintendent -~ No approval or signature Imit except budget capacily
3. Chief Financial Officer — Approval or signature of P.0."s less than $15,000.00

No other person may make any purchase (sign PCSD purchase orders} involving the use of
PCSD funds and furthermore, the PCSD Is specifically prohibited from paying for unauthorized
puschases.

Unauthorized purchases are the respansibility and Hability of the person responsibie for
Placing the order,

Under no circumnstances shall purchasa orders be split into smaller incremenis or issued to
multiple suppliers for the purpase of circumventing rules, regulations, policles, or
procedures.

The PCSD is alsc respansible for the administration and control of alf local School funds (internal
funds) derived by any public Schools from any or all activities or sourcss, and shall prescribe the
procedures to be followed in administering these funds consistent with regutations adopled by the
State Board of Education, Rule 6A-1.001; Florida Stalutes, Chapter 237.02(4)(a)}(b). Principals ar
their designes are authorized to encumber and expend intemal funds at their Schools. Procedures
set forth in this manual shall apply to Intemal funds.

-

Section IV

Procedures for determining the cost and the subsequent purchase of Commodities or
Services totaling lass than the amount of the Category Two Bid Thresholds as defined In
Florida Statutes, Chapter 287.017 are as follows:

The PCSD has authorized the Superintendent or his designes (the Direclor of Purchasing as it
relates to these procedures) to make or to approve purchases of commodities or sefvices totafing
less than the Cstegory Two Bid Threshcld, as defined in Florida Statutes, Chapter 287.017. They
are:

The foltowing imits relate to each purchase and to purchasas of like kind commodities or
contractual sarvices whosa cumulative tolal cost over a fiscal School year will not exceed the
Category Two Bid Threshold as defined in Florida Statutes, Chapter 287.017. Purchases of
commadities and services falling Into these categories do not require prior approval by the PCSD.

s Up to $25.00 - Purchases of commodities or services or group of fke-kind commodities or

contraciual services costing less than a total of $25.00 each cccumance may be purchased with

petty cash or if the Schoal or Department chocses the purchasa be made by issuing an
|intema| accounts purchase order. | rlﬂY

* QOver $25.00 and up to $5000.00- Purchases of $25.00 to $5000.00 sach or accumulative wil

require at least one quote from a current catalog, price shest, phone quote, sales reprasentative
quote, ar State contracls, other School District coniracts, othsr governmenital agency contracts.
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* Over $6000.01 and up to $25,000.90 - Purchases of $5000.01 to $25,000.00 each or
accumulative will require at lsast three informal written or telephone quotes with written follow-tp or
State contracts, other School District contracts, other governmental agency contracts, or a
verifiable sole source.

* Over $25,000.04 and up to $49,999.99 - Purchases of $25,000.01 and up to $50,000.00 each
ar accumuiativa will require at least three formal {sealed) writtan quoles or Stata contracts, other
School District contratts, other governmental agency contracls, or a verifiable sole source. The
Purchasing Office will be responsible for requesting and evaluating formal sealed quates,
Pursuant to Florida Statutes, Chapter 287.057(13} (4) if less than two responsive quates are
received; the agency may negetiate on the best terms and condiions.

» Over $50,000.00 and up - Purchases of $50,000.00 or Above each or accumuiative, will
require at least three sealed bid propasals or State contracts, other governmental agency
contracts, other School District contracts, or a verifiable sole source. Pursuant to Florida Statutes,
Chapler 287,057(13) (4) if less than two responsive bid proposals are received, the agency may
nagotiate on the best tarms and conditions or to Florida Statutes, Chapler 287.057 (2), the Schoo!
Board may, by ragulation, provide for altemative procedures for bidding or purchasing in cases in
which the character of the item requested renders compefitive bidding kmpractical. These
alternative procedures, by regulation, will include, but not limited te, compslitive negolialions,

As an alternative, If the commodities or contraciual servicas are available through an existing

Procedures for purchasing commodities or sarvices after prices and terms have been
astablished between the PCSD and suppliar.

Ali Schiools and Depariments shall enter an on-line purchasa requisition order and transmit the

purchase requisition order slactronically through purchasing process o ihe Purchasing
Depariment.

Befare printing, signing, and mailing purchase orders, the Direclor of Purchasing or his designee
will reviaw the purchase orders recaived electronically for:

Adequate deacription of the commodities or services 1o be ordered

The unit price of the commodities or services

Correct accounting code

The vendar

The “ship to* address

* The tolal amount of the purchase order to determine If pracedures for the cost of the
Gommm“ or no:ltracmd services h:ve: g:g Ift:llcm«aclof. le. # formal orl:;rfonnald ql.laha'::I “rgi:w "
necessary. If fo quotes were requ rector of Purchasing or his designee wi ]
docurnents or mq?aonm the Schoal or Dapartment to forward copies of the quotes to purchasing
for raview.

TheuimdademuhgwﬂlmmmmmﬂmofmemdmswmcMaIsawm
requested the unit price of the commodities or service, the vendor, the tatal doflar amount of the

10







purchase order, and the corractness of the accounting code enterad on the purchase order. If the
information Is correct and accurate and the Director of Purchasing determines that the vendor's
offer is the most advantageous ta the PCSD, the purchase order will be printed and signed. The
original purchase ordar will be mailed or faxed to the vendor. If the Director of Purchasing has
questions or determines that a purchase order needs changes or corrections the purchase order
will not be approved. The Purchasing Department will dirsct the contact person at the Schoot or
Department raspansible for the purchasa requisition to make the changes or comections. Orice the
corrections are made the purchase requisition shall be rasubmitted to purchasing for review and
approval.

If antry of a purchase requisition will cause a budget line to go to a negative balance, the
systam will not allow the purchase requisition to ba entered.

Section ¥V

Procedures for purchases of commoditias for services costing more than the Category
Two Bid Thresholds {$25,000.00) as defined in Florida Statutss, Chapter 287.017 aro as
follows: ; .

Procedures aet forth hera in Section V applies to each individual purchase or to purchases
whose cumulative total cost for ifke kind commodities or contractual services over a fiscal
School year will exceed the Category Two Bid Threshoid as defined.

Purchases of commodiities or services or group of like-kind commadities or contractual sendces
cosling in excess of the category two bid threshald as defined, in Florida Statues, Chaptsr 287.017
on each occumence or cumulativa over a twelve-month parlod, fiscal School year, will be
accomplished through the Fonmal Competitive Sealed Bid or Proposal Process. There are five
exceptions to the farmal competitive sealed proposal process, they are; (1) emergency purchase
as defined later in the purchasing manual, (2) sole sourca purchase, (J) purchasing commodities
or services off of an existing state contract or pricing agreement, or ather govemnmental agency
cantract stich as other Schools districts, other counties, cities, or {(4) in certain instances Federal
G8A contracts, {8) er for the purchese of certain commodities or services as set forth in Floriia
Statutes, Chapler 267.057(3)(f) and In State Department of Education Rules, Chapter 6A-1.012.

Formal Competitive Sealed Proposals for commaodities or contractual services costing in
excess of the Category Twa Bid Threshold, as defined, must have PCSD approval prior to
the issuance of a purchass order or prior to the execution of a contractual agreament.

Competitiva Sealed Proposals - Bndl a reqlnesl for bid proposals or requests for proposals are
formal requests issued by the Direclor of Purchasing, as agent for the PCSD, when seeking sealed
writtsn proposals from qualified suppliers to provide commodities or contractual services. "Sealed”
writters proposals, as distinguished from written proposals, will be used to determine ihe proposal
that is deemed in writing 1o be the most advantageous ta the PCSD when the total cost of the







commodities or contractual services will excesd the Category Two Bid Thrashold as defined by
Florida Statutes, Chapter 287.017. If the Director of Purchasing or the End Usar Scheol or
Department anticipates spending mere than the Category Two Bid Threshold for purchases in a
twaive-manth pericd for “like-kind” commodities of contractual services, compstitive sealed
proposals shall be requesied by the Director of Purchasing, from at least three qualified suppiiers,
Competitive sealed proposals, whather they are called request for bid propasals, invitation o bid,
or request for proposals will be issued by the Director of Purchasing in accordance with Florida
Statutes, State Depariment of Education Rules, and PCSD Pollcies.

submit the recommendation to the PCSD for action.

Legal Advertisements for requests for competitive sealed proposals will be placed at the
discretion of the Director of Purchasing O as required by Flerida Statules, State Board of
Education Board Rules, Faderal Reguilations, grant requirements or to snhance supplier
competition.

When less than two Responsive Proposals are received in response to a request for
competitive sealed proposals, the Directar of Purchasing is empowered by Florida Statules,
Chapter 287,057, to recommend acceptance of the proposal received, fo open negotiations either
with the supplier who submitted the proposal or with a supplier who can provide the commoditias
or servicas, or to reject the proposal received and request new propesals.

Neadiass o say, the economic advantage offered the PCSD wil certainly be conidared 1
evaluaﬁngheproposalsrweivedh:tmaynotbaﬂ\e only evaluation criteria,

Local Prefarance: Following the State Board of Education Administrative Code 6A-1.012
Purchasing Palicles requires that each school bosard accept the lowest and best bid. Schaol Boards
may not estahiish a policy to provide preferantia) treatment for local vandors.

The PCSD rescrves the Right to reject any part of any praposal raceived or to reject ail
Proposals received and to re-lasue the request for proposals,

The PCSD reserves the r[ght to award contracts resulting from the competitive sealed|pmbasal
process on an "all-or-none’ basis or on an "item-by-item” basis and to conlract in the best interest
of the PCSD., The basis for evaluation and award will be specified in the RFBP, RFP or RFQ.
Naither Notice of Award pr Notice of Tabulation Results for proposals solicited, received, and
ocpened constitutes an arder of the commoditias or conlractual services. Nolice is given primarily to
assist the apparant successful suppiler in planning for the needs and requirements of the PCSD.
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Fallowing approval by the PCSD, a purchase order will be issusd and/or a contractus) agreement
will be executed. Either a purchase order or a contractual agraement constitutes an offer from the
PCSD. If either is accepled by the suppiier a contract has been executed.

Right of Protest: Any person who is advarsaly affected by the decision or Intended dacision of the
PCSD shall file a protest in writing within 72 hours after the posting of the decision or intanded
decisfon. With raspect to protest of the larms, conditions, and specifications contained in a request
for proposals, including any provisions gaveming the methods for evaluation, awarding contracts
resarving rights of further negotiation or modifying or amending any contract, the nolice of protest
shall be filed In wriling within 72 hours after the posting of tha request for proposals. The formal
written protest shall be filed within 10 days aRter the dale the notics of protest is filed. Fallure to file
a pratest or failure to file a formal writlen protest shall constitute a waiver of pracesdings under
Chaptar 120.57.3. The formal wrilten protest shalt state with particularity the facts and Jaw upon
which the protest is based. Saturdays, Sundays, and State Holidays shall be excluded in the
compulation of the 72 hour time periods provided by this paragraph.

The following commodities or contractual servicas according o Florida Statutes or State beard
of Education Rules are not subject to the competitive sealed proposal requiremenis:

Artistic services

Academic program reviews

Audifing services

Lectures by individuals

Legal servicas

Health services } .

Services provided to persons with mental kealth or physical disabilities by 501(c)(3) not-for-
profit organizations

Medicaid services dalivered to eligible Medicaid racipienis

Family placament services

Prevention services related to mental health, including drug abuse prevention programs,
child abuse prevention programs, and shelters for runaways operated by not-for-profit
organizations

11, Training and education services provided to Injured employee

12, Servicas or commodities provided by govemmental agencies

13.  Conlinuing education events or programs offered to the general public

The raquirement for competitive sealed proposals are also walved for the purchase of
educational tests, taxibooks, printed instructional materials, fiims, fimstrips, video tapes, dise and
tape recordings, or similar audio-visusi materials, or for library and reference books and printsd
library cards where such malerials are purchased direclly from a producer or publisher, the owner
of the copyright, and exclusive agent within the state, a governmental agency or a recognized
educational insiitution; State Board of Education Rises 8A-1 012(7).

Although the above categories of commodities and contractual services are not subject to the
competitive sealed proposal process, prudent busingss practices may indicate that the PCSD
could benefit dconcmically if we explore the sealed proposal procass when it is deemed practical
to do so.

Emergency Purchasas - In the event of a major emergency, which Is defined in Florida Statues,
Chapter 1011.15 as a condition *in an existing schoal plant that demands immediate comection in
order to prevent further damage to building or equipment or to aliminats a safety hazard that

3PP Noppupa
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constitules an immediate danger to the students or other occupants...” the PCSD may lake
corrective action as providsd for herein. The PCSD may, i such condition axists, create a financial
abiigation far a perlod not to exceed one (1) year, with satisfaction of such obligation lo ba made
from revenues which ara anticipated and wotild have been applied for capital outlay purposas
when received, This one (1) year obligation may be extended on an annual basis with consent of
the lender for a peried nat to exceed a total of five (5) years from the daie of the ariginal obligation.
Any cbligation incurred for these purpases may be, but is not required to be, rapaid from revenues
received from taxes imposed under Florida Statutas, Chapter 1011.71{2) for the purpeses staled
thereln,

In compliance with the Sunshine State Standards all PCSD bid files are open to the public

Section Vi
Purchase of Instructional Matarials

The Department of Education is authorized to allocale and distribute to each School District an
amount prescribed annually by the Legislaturs for instructional materials In basic and special
programs in grades K-12, which will provide for growth and maintenance needs,

' Funds will be disbursed based on previous February fta count:
75% of Allacation in April, 15% in Seplamber
The final 10% will be released after your October FTE count,

Section Vi
Petty Cash Purchases

Laow cost or incidental purchases of commoadities or contractual sarvicas costing less than $75.00
each may be made through the usa of petty cash funds.

Purchases from petty cash funds may be made as often as needed and shall be supporiad by
either 2 vendor invoice or an itemized registar tapa with the vendor name printed on the tape. The
person receiving the commadities or services shall sign the invoice or regisier tape, The original
petly cash voucher shall be signed by the employee receiving the funds for reimbursement and
shaii ba attached to the Involce or register tape, The appropriate account code shall be raflected on
the originaf petty cash voucher.

| |
Petty cash funds were originally established for the primary purpase of small day-to-day purchases
or minor equipment repairs. It is suggested that petty cash funds ba considered in lisu of purchase
orders when the purchase of commodities or services s less than $25.00 each and up to $75.00
each.
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As staled pelty cash funds may be used to make purchases totsling less than $75.00 each. Al
requests for reimbursements must be handled immediately,

Petty cash may be used for such purchases as:

Postags, UPS, FedEx, COD

Clinic supplies

Mower gas

Office supplies

Repair parts and supplies of any natura
Instructional supplies of any nature

Patty cash funds may not be used to reimburse for:

Sales lax

Check cashing for anyone

Salary payments including advances against salary

Loans {o any organization or person

Food, refreshments

Cantracts or leases including maintenance contracts ]
Administrative travel

Utilities :

Any expenditures contrary to PCSD policy

All petty cash funds must ba replenished prior to the closing of the records for the current fiscal
Schoois year so that all expendiiures may be recorded in the appropriate fiscal Schaols year. All
cafeterias must tum in their pefty cash funds to finance prior to the close of the fiscal Schools year,
Finance wilf re-establish cafeleria petly cash funds al the beginning of the new fiscal Schools year,
The sgma P,?SD Rules and accounting procedures that apply to any PCSD funds also apply to tha
Petty Cash Fund.

Section VHI

The PCSD Purchasing Card Program s designed fo Improve efficiency in proceasing low dollar,
and olher purchases that mest the requiremenis of the PCSD purchasing poficles. The purchasing
card program will be a Visa, MasterCard, American Express, or simifar card program that will aliow
the schools and depariments to purchase approved commadities and contractual services directly
from our suppilers without having to generate a paper purchasa order. To reemphasize all PCSD
purchasing policies will remain in effect when using the purchasing card. if a purchase Is not
allowed using a purchase order naither will It be allowed using the purchasing card. The
purchasing card program is designed to manage, contyel, and monitor axpenditures of certain
approved commodities and services within s ic dollar Emits.

Principals and department heads will be responsibie for the cards Issusd to PCSD employses on

their staff. Dollar limits for single and menthly ransactions amounis will be determined for each
cardholder based on their job responsibiiities within the PCSD,
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Each purchasing card is [ssued o a named individual, & current FCSD employee in good standing.
The PCSD will clearly be shown on each card as the government entity purchasing the
commodities or senvices.

itis the responsibility of the schools and departments to recancile their monthly statements and
get them to accounts payable in a timely manner. if stalements are not reconciled and sentto
accounts payable on time, cards will be collectad and cancelled.

Additional information Including specific procedures s Included in the PCSD Purchasing Card
Administrative Procedures and User Guide published by the PCSD Purchasing Depariment. A
copy of will be issued to each director, principal, Diractar, and to sach Individual cardholder.

Section IX
Leases and Leasa-Purchases

All Lease Agreaments that would obiigate the PCSD are to be forwarded to the Director of
Purchasing for review and subsequent signature ar for presentation lo the PCSD for approval, The
Director of Purchasing shall review the documents and adviss the Schoa! or Depariment of any
changes or legal prohibitions prior to committing lo any obigation or signing a leasa agreement.

Lease or Lease Purchase Agreements that exceed twelve months or June 30th of the current
Slchools year will not be executed unless the lease agraement conlains a “nan-approprietion”
clause.

Cancaeltation Clause - Lease documents which conlaln nig provision for purchase or ownership
must Include a cancellation clause without cause of 30, 60, or 80 days, whichever is determined (o
be in the best interast of the PCSD, or state appropriation of funds will determine length of
coniract.

Section X
Miscellansous

Ordars on approval are those commodities that must be viewed before making a final
determination 1o retain or return them. Examples are certain books, magazines, specialized
equipment, etc. in afl cases, when a user Department wishss to review the commedities, an on-
line purchase crder must be enlered with the wording “Order on-approval ~ right to retum” entered
Inthed section of the purchasr:sgrdor. The School ar Departmant the "on
approval” ase arder will hava the ansibility to reach an agreement with the supplier to
provide the commodities “on-approval-right to retumn®.

Damages or Shortages on shipmant of commocdities, a written report shouk! be made and sent
immediately to the Purchasing Department with a copy baing sent o accounts payable and to the
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vendor supplying the commadities, giving the following information:

Name of carrler(s) and signed, annotatad copy of freight bill
Purchasa Order number and date

Vendor {o whom the purchase was issued

Invoice number and date, if available

Extent of damage or shortage

In the case of a lost shipment or a part of a shipment being lost, the written report should give
items {1) to {4) above and an additional #em (5). list the number of cartons ordered, the number
received and the number lost, Note “loss or damaga” on the bill of lading and obtain trucker's
signaiure an all coples of the shipping document. The same procedura should be used with local
vendora using their own trucks for delivery, Please nots all concealed damage claims must be
reported within 5 days of dalivery from the vendar.-This is from the Natlonal Motor Fraight
Assoclation. This does not apply to standard deliveries from UPS and FedEx.

Shwpa

Acceptance of gifts other than advertising noveltles s at all times prohibited. PCSD
employees must not become ol?ligated {o any vendor. Commercial b.ribery Is an action for which

diracted against purchasing personnel, receiving personnel, and other PCSD employees whan
they can in any way influence the selection of equipment, supplies, or services to be purchased. it
is important that Purchasing and all other PCSD employees do not place themselves in a position,
which permits suspicion of thelr ethics.

In many cases, products and equipment warranties are for a one-year period - both parts and
labor, Generally, the end user is rasponsible for malntaining copies and enforclng all warranties.
However, should any quastions arise, contact the Purchasing Department for information and
steps necessary to remedy the situation.

Records of all purchases ara carefully complled, readily available to PCSD eimgloyees as well 28
to the public and are maintained as required by FCSD,

The Purchasing Department personnal under the direction of the Dirsctor of Purchasing shall
systematically select useful information from the mass of information received daily. New
sources of supply, new lines and grades of material, and prices pald for equipmant shall be
analyzed. The information gathered through this analysie shali be shared with the Schools and
Darartmems. |

the User School or Department. In aff cases, the Purchasing Departrient must receive copies of
any vendor correspondence. In addition, it may be necessary for faculty members or other PCSD
employees o corespand directly with suppliers (o obtain information on commedities or services







they may be utilizing; this is encouraged to insure proper use of equipment, supplies, and
materials.

No purchase order will be allowed to cverdraft a budget account except by written authority of the
Superiniendent. 1 is the responsibility of the School or Department to know if funds are available
in a designated account before attempting to enter 2 purchasa order. All Schools and
Depariments have on-lina accsss io the budgats.

Faimess - The Purchasing Department as well as all other PCSD employees can and should
promote the reputation of the School system for fair dealing:

1. By giving all salesmen a full, fair, prompt and courteous hearing on any subject that is
juatified by the natura of their products.

By keeping competition apen and fair.

By decfining to taks advantags of a supplier's error,

By discouraging revislon of bids by suppliers after submission and insisting on receiving the
best price first and holding the bidder to it.

Integrity- The Purchasing Department as wel! as all other PCSD employees can and should

promote the reputation of the School system for integrity:

1. By observing sirict truthfiiness in all transactions with salesmen and In alt corespondence,

2. By respecling the confidence of the salesman or his company as to quotations or other
confidential inforration.

3. By keaping the School system free from obiigation o any vendor.

Service - The Purchasing Department as well as all other PCSD personnel can and should

promate the reputation of the School system for service and integrity: . .

1. By answering letters promplly.

2 By furnishing comglete information to sefler and by sending samples, biueprints, or
other information when needed.

3 By visiting, when advisable, major sources of supply and keeping informed as to
their stablity and methods,

P wp

Interviewing Hours - The Purchasing Department does not iimit howrs of the workday during
which salesmen will be seen. One of the basic reasons far this Is that limited interview hours would
result in less efficlent utilization of time by the vendor's represantstives, hence our costs for
purchased matarial might increase. However, due to potential calendar conflicts, it Is strongly
suggesiad that appointments be estabiishad befora visiting our offices.

Doing business with one’s agency - No PCSD Employes, acting in an official capacity, shall
rent, leasa or seil any commodities, services, or realty to the PCSD. The Florida Commission on
Ethica has ruled that ons acts In a private capacity when he/she is an officer or director, or cwns
more than 5% of the business entity that is selling such commodities or services. The only
exceptions are when purchases are rotaled among all qualified suppliers in the schoal district or
when purchases zre awarded as ihe result of the compelitive sealsd proposal process. A confiict of
interast may aiso exist if a spause or close relative desires {o renl, leass, or sell to the PCSD.,
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All tangiable property received Inta the District wil] receive a Barcode number from
the Stores Warehouse. The Barcode number will be recorded on a New Furniture
and Equipment Farm. This form will include the following information:

Date Recelved, Delivery Destination, Purchase Order Number, Manufacturer,Model
and Serial Number. Signature of the person receiving and deliverying item.

Disposing of Unusable Equipment: Per Board Palicy 7310

The District shall inspect the equipment used in the instructional program
periodically, to determine the condition and usability of such equipment in
the current educational program. Should the equipment be deemed no longer
serviceable or usable, the following criteria will be used to determine
possible disposal:

1. repair parts for the equipment no longer readily available
2. repair records indicate equipment has no usable Jife remaining
3. obsolete and/or no longer contributing to the educational program
4. some potential for sale ata school auction
5. createsa safety or environmental hazard
C. Disposition

The Superintendent is authorized to dispose of obsolete instructional and
other property by selling it to the highest bidder, by donation to appropriate
parties, or by proper waste removal. Disposal of surplus property purchased
with Federal funds shali be disposed of in accordance with Federal
Procedures.

The Department or Principal shall complete the PCDSB Form: F-6- Disposition of
Furniture, Fixtures, and Equipment. Disposition will be based on the site
evualation of each item,

Requirpruents for Reporting Stolen Equipment: |

The Department or Principal shall comnplete the PCDSB Form: F-6- Disposition of
Furniture, Fixtures, and Equipment. A Report from the appropriate authority must
be attached to this decument.






Donation of Surplus to Non Profit Oraanization(s):

Copy of the organization's Consumer Certificate of Exemption (DR-14] Issued by the
Florida Dept of Revenue

Request for Donation of item(s) on letterhead

Sligned letter stating & listing who is authorized to pickup and sign for donated
property on their organization's behalf

Disposition of equipment form stating the bar code of the item(s)

Equipment which has been deemed surplus by a department or school, wil] be
available for donation after it has been offered to the other schools in the District.

Annual inventory

Property inventories shall be performed annually, It shall be each principal's duty to
designate a person to make an annual inventory of all school property within
his/her building(s). This report shall Include recommendations for the disposition
of obsolete and surplus equipment and equipment beyond economical repair,

Loaning Equipment

If property is loaned out to an employee a Form 1-3 Loan of Furniture, Fixtures or
Equipment, must be completed and kept in the active inventory file at each site.
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£6G-PR-108 PUTNAM COUNTY SCHOOL SYSTEM
NEW FURNITURE AND EQUIPMENT .
DELIVERY RECORD
Date
Deliver to

The following, obtained from Purchage Order Number _

Delivered by ______

Recsived by

-

Principal






DISTRICT SCHOOL BOARD OF PUTNAM COUNTY
DISPOSITION OF FURNITURE, FIXTURES, AND EQUIPMENT

SCHOOL OR DEPARTMENT DATE

PROPERTY

RECORD NO. DESCRIPTION LOCATION

I wish to dispose of this equipment COST

for ihe following reasons; CNTR ELDG. RM,

Signaturs of Priscipal or Department Head Signaturc of Personnel Receiving liem{s) Date

(10 BE COMPLETED BY PROFERTY RECORDS OFFICE)
THIS EQUIPMENT WAS DISPOSED OF AS FOLLOWS {CHECK ONE):

CANNIHALIZED DESTROYED IN FIRE JUNK REMOVE RETURNED TO VENDOR
TRADE-IN VANDALIZED TRANSFERRED TO TRANSFERRED TD
SURPLUS ROOM ANCTHER SCHGOL/DEFT,
Signature Dats COST CNTR BLBG RM,

PCDSB Form: F-6 Ol » School Bowd Offew  Canary - Clatbtasko Warshaams  Pirk - Schoot or Departrient Geld - fagshing Schoct
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LOAN OF FURNITURE, FIXTURES OR EQUIPMENT

SCHOOL OR DEPARTMENT DATE
PROFERTY

RECORD NO, DESCRIPTION
LOCATION CONDITION
EXPECTED DATE OF RETURN

adlure to retum fumitnre, fixture or equipmant within 30 days of exiting the Family Literacy
Program or tenmination of employment with the School Board, will result in legal action being taken.

Signature of Borrower Organization Name af appiicabie)
Hame Telephone Business Telephone #f applicabie)
Signature of Principal or Dept. Head Date

CHAPTER 7.00 (o)

SCHOOL BOARD EQUIFMENT MAY BE LISED BY EMPLOYEES AWAY FROM SCHOOL BOARD PROPERTY UNDER CERTAIN
CONDITIONS WHEN PRIGR APPROVALIS OBTAINED FROM THE PRINCIPAL OR DISTRICT DEPARTMENT HEAD, THESE
gommmm.uus FAMILIARIZATION WATH THE EQUIFMENY FOR INSTRUCTIONAL PURFOSES OR IMPROVEMENT OF JOB

CHAPTER 7.00 {)
SCHOOL BOARD EQUIFMENT SHALL NOT BE USED FOR GAINFUL OUTSIDE EMPLOYMENT OR PRIVATE USE OF EMPLOYEES.
STATUTORY AUTHORITY 230.22 (2, F.S,

COMPLETE THIS SECTION WHEN FURNITURE, FIXTURES, OR EQUIPMENT HAS BEEN RETURNED.

Date of Return Condition of Equipmant:

Sighaturs of Borrower Organization Name Iif appiicabis)
| I

signature of Principal or Dept, Head Dats

COMPLETE IN DUPLICATE:
ORIGINAL TO SCHOOL, COPY TO BORROWER

PCSD FORM 1-3 CHAPTER 7 - 14

Adopted 6-22-9g
Revised 3-10-03 Chapter 7 - Page 14






Destription of Agency's Financial Management System

System Used: Skyward — Schoo! Business Suite- converted to current system in 2010.

www.skyward.com/K-12/School-Business-Suite

Skyward is one of the best Accounting Information Systems [AIS} available for school districts. The
Systams we use in Skyward are Financial Management, Human Resources, and Product Satup. The
Financial Management system allows us to maintain a budget, vendor records, mest state reporting
requirentents, process purchase orders and process accounts payable Invoices. The Human Resources
system, allows us to maintain employee records, process payrok, and meet staff reporting requirements
required by the stats of Florida. The Product Setup system, allows us to maintain and monitor the
access to the data and information stored in Skyward.






