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3001

The Joint Board of Management, the administration, and the staff are entrusted with a
variety of resources for use in conducting occupational preparation. These resources
include but are not limited to property, facilities, equipment, and supplies which have
been received through apportionment, gifts by persons and agencies, and items
purchased with monies.

The Board recognizes that its resources are of value to the community and will be
responsive to requests for responsible use of the Board’s resources by agencies acting
in the public good.

No resource may be made available - by Board contract or by superintendent
authorization - at times or in ways that limit full use for the primary intent
which is occupational preparation instruction.

Resources of the La Puente Valley Regional Occupational Program shall not
be placed into personal use either on ROP sites or off.

The Joint Board of Management shall approve the use of La Puente Valley
ROP resources in all cases requiring a formal contract.

Supplies consumed by a third party while using ROP resources shall be
replaced by the third party at current market prices. A formal contract shall
be used when any non-employee is to be authorized to remove LPVROP
resources from the customary instruction or administrative site or when a
LPVROP site or facility, or item of equipment is to be used by a non-
employee or agency other than LPVROP.
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* The superintendent may authorize the use of resources which may be
arranged for and managed on an informal written basis. Such agreements
shall be for short periods not to exceed one semester; shall be solely for
purposes of instruction or are clearly for instructional support; with the explicit
understanding that the party using the equipment accepts sole legal and
fiscal responsibility for the repair or replacement if broken, damaged, lost or
stolen items. Loan of any items shall have been approved by the
superintendent in advance of removal from their inventory sites. Such
superintendent authorized loans shall appear on the board agenda as an
information item.

* All resources leased or disposed of through sale, declared surplus, or
deleted as obsolete shall be authorized by the Board.
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It shall be the policy of the Joint Board of Trustees_that funds be set aside to support annual
advertising at each comprehensive and continuation high school in this ROP. In addition,
funds will also be set aside for Mount San Antonio and Rio Hondo Community Colleges and for
the California Polytechnic University-Pomona. These funds shall purchase advertisement for
the La Puente Valley ROP in sports or other student event brochures and programs. The
instructional supervisor of each site shall request, in writing, the advertisements to be
supported, which will occur at least twice in a given year. It is the school’s responsibility to
invoice the La Puente Valley ROP as well as provide a sample of the ad prior to its publication.

The budget for each comprehensive high school shall not exceed $750, that of a continuation
high school shall not exceed $300, and the budget for the colleges and university shall not
exceed $250. The availability of these funds is dependent on sufficient funds being available
in the general budget. During poor economic periods, funds may be reduced at the discretion
of the ROP superintendent or designee.
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The Superintendent and/or Assistant Superintendent, Business Services, will be
responsible to review, prepare and execute board policy 4xxxx in accordance with
education code, government code, board policies and all applicable laws including the

California School Accounting Manual and Governmental Accounting Standards Board
(GASB).

L Resolution
The Board shall adopt a formal resolution that provides for classification of
fund balances in the general fund and is compliant with Governmental

Accounting Standards Board (GASB) Statement 54. The resolution also
shall:

1. Establish specific steps for committing funds that cannot be used for any
other purpose unless the Board takes action to remove or change the
constraint

2. Express the authority of the Board and/or delegate authority to other
person(s) to identify intended uses of assigned funds

3. Establish the order in which fund balances will be spent when multiple fund
balance types are available for an expenditure

I Purpose
GASB Statement 54 made changes in the way fund balances in the general
fund must be reported in external financial reports, beginning in the fiscal year
starting July 1, 2010. Pursuant to GASB 54 the Board has sole authority to
specify purposes of committed funds (item #3) and also must express, or
delegate the authority to express intended purposes of resources resulting in
the assigned fund balance (item #4).

IR Definitions of Fund Balances
e Fund Balance
Fund Balance refers to the difference between assets and fund

liabilities in the governmental funds balance sheet and is referred to as
fund equity.
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Non-Spendable

Amounts that are not in a spendable form (such as inventory) or are
required to be maintained intact (principal of an endowment fund, for
example)

Restricted

Amounts that can be spent only for the specific purposes stipulated by
external resource provide or enabling legislation. Restrictions may be
changed or lifted only with the consent of the resource providers.

Committed

Amounts that can be used only for the specific purposed determined
by a formal action of the ROP’s Governing Board. Commitments may
be changed or lifted only by the Governing Board taking the same
formal action that imposed the constraining originally.

Assigned Fund Balance
Amounts the ROP intends to use for a specific purpose

Unassigned Fund Balance

These are residual positive net resources of the general fund in excess
of what cannot probably be classified in one of the other four
categories. There are some reserves that do not meet the
requirements of the fore mentioned components of fund balance. For
financial statement reporting purposes these reserves are included in
the unassigned fund balance.

Reporting

In accordance with GASB Statement 54, external financial reports shall report
fund balances in the general fund within the following classifications based on
the relative strength of constraints placed on the purposes for which
resources can be used:

1.

Non-spendable fund balance, includes amounts that are not expected to
be converted to cash, such as resources that are not in a spendable form
or are legally or contractually required to be maintained intact.

e The ROP will identify Revolving Cash in this classification.

. Restricted fund balance, including amounts constrained to specific
purposes by their providers or by law

Commiitted fund balance, including amounts constrained to specific
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VI.

VII.

VIII.

purposes by the Board

4. Assigned fund balance includes amounts that are constrained by the
ROP's intent to be used for specific purposes, but are neither restricted
nor committed. This policy herby delegates the authority to assign
amounts to be used for specific purposes to the Assistant Superintendent
Business Services for the purpose of reporting these amounts in the
annual financial statements.

e The ROP will identify reserves for Economic Uncertainties and
Capital Outlay in this classification.

5. Unassigned fund balance, including amounts that are available for any
purpose

Authority to Assign
The Superintendent or the Assistant Superintendent, Business Services, shall
have the authority to assign amounts of fund balance to a specific purpose.
However, before expenditure, amounts must be appropriated by the
Governing Board.

Classification of Fund Balances
When expenditures are incurred for purposes for which both restricted and

unrestricted fund balances are available, the restricted fund balance is
considered spent first.

When expenditures are incurred for purposes for which amounts in any
unrestricted fund balance classifications can be used, committed amounts
should be reduced first, followed by assigned amounts and then unassigned
amounts.

Minimum Level
The ROP currently does not have a formal minimum level of unassigned fund
balance.

Annual Review & Determination of Fund Balance Reserve Amounts
The five components of fund balances shall be reviewed, presented and

discussed as part of the unaudited actual financial reporting process and
presentation to the Governing Board.
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X. Responsibilities

It will be the responsibility of the Assistant Superintendent, Business
Services, to keep this policy current and up-to-date.
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Revised 07-21-15 BP __3101

Fund Balance Policy

The Board of Trustees is committed to ensuring the fiscal health of the ROP and
providing public accountability. The Superintendent or Assistant Superintendent,
Business Services shall ensure that all financial reports are prepared in accordance
with law and in conformity with generally accepted accounting principles and financial
reporting standards stipulated by the Governmental Accounting Standards Board and
the California Department of Education.

. Purpose

This fund balance policy establishes the procedures for reporting unrestricted
fund balance in the General Fund Financial Statements. This policy also
authorizes the Assistant Superintendent, Business Services to prepare financial
reports which accurately categorize fund balance as per Governmental
Accounting Standards Board (GASB) Statement NO. 54.

Il. Description

There are five components of fund balance, each of which identifies the extent to
which the ROP is bound to honor constraints of the specified purpose for which
amounts can be spent.

1. Non-spendable

2. Restricted

3. Committed

4. Assigned

5. Unassigned

Ill. Authority to Assign

The Superintendent or Assistant Superintendent, Business Services, shall have
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authority to assign amounts of the fund balance to a specific purpose. However
before expenditure, amounts must be approved by the Governing Board.

. Classification of Fund Balance

When expenditures are incurred for purposes for which both restricted and
unrestricted fund balances are available, the restricted fund balance is
considered to spend first.

When expenditures are incurred for purposes for which amounts in any
unrestricted fund balance classifications can be used, committed amounts should
be reduced first, followed by assigned amounts and then unassigned amounts.

Minimum Level

The ROP currently does not have a formal minimum level of unassigned fund
balance.

Annual Review & Determination of Fund Balance Reserve Amounts

The five components of fund balances shall be reviewed, presented and
discussed as part of the unaudited actual financial reporting process and
presentation to the Governing Board.
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First Reading 02-09-82
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Revised 06-30-92
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BACKGROUND

Unnecessary duplication and supplanting of courses of host districts by the La Puente Valley
Regional Occupational Program are issues that must be addressed at the local level due to
declining enroliment and inflationary factors that lead to reduced financial resources.

Supplanting has become a greater issue in the operations of the La Puente Valley Regional
Occupational Program due to the districts’ declining resources and resultant cutbacks in
vocational and elective offerings. Because of the lack of state policy or operational
procedures, the Superintendent, the Coordinating Council, and the Joint Board of Trustees
representing the three host districts - Bassett, Hacienda La Puente, and Rowland Unified
School Districts - have developed and adopted the following policy and operational guidelines
as an effort at the local level to:

1. Adhere to Section 11505 (h) of Title 5.

2. Harmoniously plan and operate programs for the benefit of the greatest number
of students interested in pursuing vocational education.

3. Economically facilitate and supplement the existing resources of the host district
to the greatest advantage of the students being served.

4. Meet the goals of the La Puente Valley Regional Occupational Program which
are training for job entry skills, preparation for advance training with maximum
quality and accountability which is placement and retraining.

POLICY STATEMENT

It shall be the policy of the La Puente Valley Regional Occupational Program Joint Board of
Trustees to serve primarily 11th and 12th graders or those students who are 16 years of age or
older. Education code criteria for enrolling pre-sixteen year olds shall be followed. Operational
guidelines will be developed by the Superintendent.

1. A waiver is needed for students enrolling in ROP who are under 16 years of age.
This waiver should be used to assist eligible high risk students, not to fill a class
or a student’s schedule.

La Puente Valley Regional Occupational Program 3102
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A high risk student would be defined as one who is in need of immediate
employment and is a potential drop out. Special education students are also
high risk students but they do not count against the enrollment limit (CAP) for
under aged students. However, waiver forms must be completed for each
special education student so that an audit trail is in place.

Pre-16 students should be placed in classes where it is reasonable to expect that
upon completion they will become employable. Hence, the following would NOT
be appropriate placements for students under 16 years of age.

a. Emergency Medical Technician because students must be 18 years
old to become employed in this field.

b. Child care students must pursue further education at a community
college or university to earn state certification. The 2+2 agreement
with the community college must be implemented within 2 years of
completion of ROP instruction. Hence, younger students would not be
able to take advantage of this opportunity.

Suggested classes that would be appropriate where students may become
employed at 16 years of age are: food service, retail sales, visual
communications/printing, photography, floral, agriculture, office occupations and
computer applications.

Each high school and continuation school will be assigned a pre 16 enrollment
limit (CAP).

Schools need to develop a system to monitor and control the number of students
so as not to exceed the CAP allotted by the La Puente Valley ROP which is 3%
of the La Puente Valley ROP 1982-83 total enrollments for the region.

SUPPLANTING - DAY BLOCK CLASSES

1.

It shall be the policy of the La Puente Valley Regional Occupational Program to supplement
district day block offerings with courses that have different operational conditions, course
content, and are non-traditional to the school's usual industrial arts, business education,
The La Puente Valley Regional Occupational
Program courses if related in course content will be more advanced or specialized in

homemaking and agriculture programs.

content from the traditional school offerings.

a.

In those ROP courses that accept student admission only if a certain basic
knowledge or skill level is previously acquired, it shall be the responsibility of the
school hosting the ROP day class to offer the feeder programs necessary to
prepare students. (i.e. school offers introduction to Wood or Wood |, prior to
ROP offering Cabinet Making, Furniture Refinishing, Construction).

Because of the technical and skill building aspects of ROP classes, it is
recommended that every effort be made to schedule dayblock classes for 2 hour
time blocks for maximum and efficient utilization of time.
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JOINT BOARD POLICIES

AUTHORITY FOR EMERGENCY PURCHASES AND REPAIRS

First Reading 06-07-77
Adopted 07-05-77
Revised 03-02-82
Revised 07-01-86
Revised 04-06-93
Revised 11-12-96
Revised 07-06-99 BP _ 3111
Revised 10-20-15

The Superintendent, subject to Joint Board of Trustees ratification, shall have the authority to approve
emergency purchases and repairs without prior authorization of the Board. Such authorization is
subject to the following limitations:

Capital Outlay $50,000

Replacement of
Equipment $50,000

Construction Services $14,900
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First Reading 09-06-83

Adopted 10-04-83
Revised 05-04-93
Revised 04-19-05 BP __ 3260
Revised 07-21-15

It shall be the policy of the ROP that all instructional costs for high school students will be
borne by the organization. Instructional costs may be defined as those expenditures that are
necessary for accomplishing the activities as identified in the Course Outline.

Special fees/costs such as licenses (Cosmetology, Manicurist, Cosmetician, Emission Control,
Bus Driver, Security Guard;) entrance costs for field trips (Trade Shows, Arboretum, Shooting
Range;) materials/supplies for personal use (Floral, Auto;) are the responsibility of the student.

No deviation from this policy may be made without approval by the Joint Board of Trustees.
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ACCEPTANCE OF DONATIONS

First Reading 12-04-90
Revised 08-03-93 AR 3290
Revised 09-28-15

Acceptance of gifts or donations shall be subject to official action by the Joint Board of
Management.

Books and/or Instructional Materials

Said items must be reviewed by the Director of Educational Services for acceptance and
compatibility with the instructional program, consistent with the policies of the ROP.

Equipment

Refrigeration, audio visual, etc., must be inspected by the maintenance personnel for safety
requirements and to insure that acceptance of such gifts will not cause additional expense
to the ROP, nor subject the ROP to additional liability exposure.

Equipment may also be accepted for use of parts. Said item(s) would be subject to
acceptance by the instructor and approval of the Director of Educational Services.

Vehicles

Acceptance of vehicles donated to La Puente Valley ROP for use by Auto Repair programs
will be subject to: (a) Acceptance by their related instructors and approval by the Director
of Educational Services.

It is not the responsibility of the La Puente Valley ROP Joint Board of Management, its officers
or employees to establish the market value of donations or gifts. Values stated shall be
provided by the donor.

Only those items approved and accepted by the Joint Board of Management will be covered by
liability insurance.
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First Reading 11-05-85

Adopted 12-03-85
Revised 12-04-90
Revised 08-03-93 BP __ 3290
Revised 07-21-15

It shall be the policy of this ROP that the Joint Board of Management shall accept, on behalf of
the La Puente Valley ROP, all gifts or donations made for the benefit of any ROP program.
Such gifts and donations are subject to conditions and specifications as set forth in
Administrative Regulations.
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First Reading 01-12-93

Adopted 04-06-93
Revised 10-01-96 AR 3300
Revised 09-28-15

1. The Joint Board of Trustees must approve all purchases over $30,000 prior to the
placement of an order.

2. The Purchasing Department may make routine purchases in amounts not to exceed
$29,999 to meet current demands of the various departments. “Routine Purchases”
shall be defined as:

a. Re-supplying and stocking the Warehouse.

b.  Allinstructional supplies necessary for the educational
program and approved by the appropriate administrator.

c. All classroom reference books.

d. Allfood products.

e. Necessary repairs, parts and supplies for the maintenance
of Program equipment, buildings and grounds.

f.  Magazine subscriptions and periodicals.

g. Routine legal advertising as required by Public Contract
Code and Education Code.



LA PUENTE VALLEY REGIONAL OCCUPATIONAL PROGRAM

JOINT BOARD POLICIES

BOARD APPROVAL FOR PURCHASE OF GOODS AND SERVICES

First Reading 06-07-77

Adopted 07-05-77
Revised 04-06-93
Revised 07-06-99 BP __ 3300
Revised 07-21-15

All purchases shall be approved by the Joint Board of Trustees. Approval shall be conducted
as follows:

1. Purchase orders in amount of $500 or less shall be ratified by purchase order
number.

2. Purchase orders in excess of $500 shall be ratified with the listing of purchase
order number, vendor name, brief description and dollar amount.

4. Copies of all purchase orders shall be available in the Purchasing Office and
during board meetings for board members’ review, or shall be furnished to a
member for review prior to each meeting upon request.
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JOINT BOARD POLICIES

CAPITAL OUTLAY, EQUIPMENT

First Reading 04-12-77

Adopted 04-12-77
Revised 08-03-93
Revised 08-16-05 BP 3301
Revised 07-21-15

It shall be the policy of this ROP that all capital outlay expenditures be traceable to the
program budget of each course. The instructor is accountable for all equipment. Purchase of
new and replacement equipment shall be in accordance with BP4010 and its accompanying
administrative regulation.

All proposals for the purchase of new and replacement equipment will be reviewed as part of
the budget process.
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JOINT BOARD POLICIES

PROPOSED OPERATING BUDGET FOR COURSES

First Reading 04-12-77

Adopted
Revised
Revised
Revised
Revised

04-12-77

08-03-93

11-13-01

06-21-05 BP __ 3302

07-21-15

It is the belief of the Joint Board of Trustees that instructors should have input into the budget
process. Therefore, in consort with their instructional supervisors, instructors will prepare a
proposed operating budget for each course taught. This document shall follow the guidelines
adopted for the annual ROP budget.

Operating budget categories include:

1.

2.

6.

7.

Projected ADA

Personnel Requirements

Instructional supplies and materials
Textbooks

Travel and Conference

Services and Other Operating Expenses

Capital Outlay (Equipment)

Instructors shall follow the additional guidance contained in the current year budget
preparation memorandum prepared by the assistant superintendent, business services, in
concurrence with directions received from the board.
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JOINT BOARD POLICIES

STUDENT SUPPLIES AND SHOP CARDS

First Reading 03-01-77

Adopted 04-12-77
Revised 04-13-82
Revised 06-07-94 BP _ 3303
Revised 07-21-15

Supplies utilized in the instructional program are provided to high school students
without charge.

Those supplies used in the repair of student-owned property and those used in the
completion of a project that the student plans to retain must be paid for by the student
through a Shop Card with appropriate accounting by the teacher of record to the La
Puente Valley Regional Occupational Program Business Services Officer.
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JOINT BOARD ADMINISTRATIVE REGULATIONS

Credit Cards

Adopted 06-14-11 AR 3304
Revised 09-28-15

The Superintendent and/or designee will be responsible to assure the use of the
credit complies with education code, government code, board policies and all
applicable laws including the California School Accounting Manual.

Delegation:
The Superintendent and/or designee may designate the Purchasing Supervisor
as the card holder.

The current credit card is:
Type: American Express

Issued by:  American Express Corporate Services — Commercial
Account

Card Holder: Purchasing Supervisor

Use of credit card procedures:

The use of the credit card is limited use in consideration of deriving fiscal savings
from charges against the card. Under the direction of the Assistant
Superintendent Business Services the following procedures will be implemented
for the use of the credit card.

1. All purchases are to be made according to board policies and the
credit card policy.

2. Assistant Superintendent Business Services or designee will determine
the need for the charge against the credit card.

3. The Purchasing Supervisor will maintain the credit card in a secured
location.

4. To ensure internal controls, the Assistant Superintendent will only
designate one card holder-Purchasing Supervisor.

5. The Purchasing Supervisor is the only individual authorized to make

charges against the purchasing card. No other individuals are
authorized to make charges.
6. The invoice will be paid in a timely manner to avoid interest charges.
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Prohibited use of credit card

The following items are prohibited purchases from the usage of the credit card:

1.

2.

os

©oOoNO®

La Puente Valley ROP will not recognize any charges made by
individuals not designated as card holder.

Personalized awards (plaques, gifts, gift certificates, photo’s and
frames)

Business cards, greeting cards, seasonal decorations, office
decorations including plants & supplies.

Cash/cash advances.

Purchases of equipment, with out the written approval from the
Assistant Superintendent Business Services and in compliance with
board policies.

Equipment maintenance (long term contracts and one time services).
Equipment repairs and services.

No alcohols, alcohol products or alcoholic beverages.

No interest, late charges, or other charges will be paid in connection
with the use of the credit card.
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JOINT BOARD POLICIES

CREDIT CARDS

First Reading 11-18-97

Adopted 12-16-97
Revised 07-19-05
Revised 06-14-11 BP __3304
Revised 07-21-15

The board authorizes the use of a credit card. The use of the credit card shall be based upon
sound business procedures in compliance with Education Code 60400-60404 and 39674
Government Code, Board Policies and other applicable laws.

The board authorizes the Superintendent and/or the designee to supervise the use of La
Puente Valley ROP credit card. The following is the authorized credit card for use as indicated
above:

Type: American Express —Corporate Purchasing Card

Issued by:  American Express Corporate Services — Commercial Account
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JOINT BOARD POLICIES

ORDERING SUPPLIES AND EQUIPMENT

First Reading 06-07-77

Adopted 07-05-77
Revised 04-06-93 BP 3305
Revised 10-20-15

All supplies and equipment must be ordered through the Purchasing Department according to
established procedures.

Individuals may not order directly from vendors or purchase supplies and equipment without
prior approval. Any supplies or equipment ordered without prior approval from the
Superintendent or the Purchasing Department will be the financial responsibility of the
individual.
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JOINT BOARD ADMINISTRATIVE REGULATIONS

BIDS
First Reading 01-12-93
Adopted 04-06-93
Revised 10-01-96
Revised 06-01-99
Revised 05-09-00 AR_3311
Revised 09-21-15
A. Definitions
1. Supplies
Materials which are consumed in current use and those articles with a relatively
short life of service and small unit cost which are frequently replaced.
2. Equipment
Physical property of a more or less permanent nature, other than land, buildings,
or improvement to either of these.
3. Contractual Services
Any and all telephone, gas, water, electric light and power services, and all other
types of agreements wherein the contractor provides services required by the La
Puente Valley Regional Occupational Program that cannot be furnished by its
own employees.
4. Responsive Bid
An offer submitted by a responsible bidder in ink or typewritten, to furnish
supplies, materials, equipment, or contractual services in conformity with the
specifications, delivery terms and conditions, and other requirements included in
the invitation for bid.
5. Responsible Bidder
A bidder who submits a responsive bid; who has furnished, when requested,
information and data proving that regulations and experience are adequate to
make satisfactory delivery of the supplies, materials, equipment, or contractual
service on which he/she bids.
6. Non-Responsible Bidder

A bidder or prospective bidder who fails to furnish, upon written request, proof of
his/her responsibility, or who has, as a vendor or contractor with the La Puente
Valley Regional Occupational Program, repeatedly made slow or unsatisfactory



~ deliveries or failed to perform.
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Definitions - cont.

7. Non-Responsive Bidder

A vendor or contractor who fails to meet specifications listed in the RFP bid
response will result in the determination of non-responsive bidder.

General Procedure

1. Bids shall be sought from sources believed to be able to offer the best prices,
consistent with quality and service.

2. In compliance with the Education Code, the Joint Board reserves the right to
enter into a continuing contract with an accepted vendor as follows: for work or
services, or for apparatus or equipment, not to exceed five years; for materials or
supplies, not to exceed three years, except in the matter of insurance contracts.

3. All purchase orders shall be submitted to the Joint Board of Trustees for approval
and or ratification.

Bid Procedure

The dollar limits for determining competitive bidding for equipment, supplies,
materials, and construction services shall be as follows:

1.  Supplies, Equipment and Services (except construction services)

a. $86,000 + 1. Formal bid required
(includes tax) 2. Board authorization required
before going to bid
b. $30,001-$85,999
(includes tax) 1. Three (3) written quotes required.
2. Board approval required prior to
purchase.

c. $1 - $30,000 y Purchasing Supervisor discretion.
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C. Bid Procedure - cont.
2. Construction Services
a. $15,000+ 1. Formal bid required
2. Requires Board approval
before going to bid
3. Exceptions to the procedures described above shall be made only in case of an

emergency requiring immediate action, or inability to obtain competitive
quotations on an item of unique manufacture.

D. Bid Conditions

1.

Bids for supplies and equipment shall be accompanied by certified check,
cashier’s check, or bond payable to the La Puente Valley Regional Occupational
Program Joint Board of Trustees in the amount specified in the advertisement, as
a guarantee that the successful bidder will enter in to the contract.

2. Successful bidders for construction or remodeling shall provide a Payment Bond
covering an amount equal to one-half of the contracted amount of the work to be
done, in accordance with the Civil Code.

3. A Performance Bond guaranteeing that 100% of the work will be performed shall
be received with all other contract documents following the award of the contract.

4. The Joint Board of Trustees shall reserve the right to reject any and all bids and
waive any irregularities or informalities in any bid or in the bidding.

E. Bid Awards

1. Bids shall be opened in public at the prescribed time and place, and bidders shall
be given an opportunity to make a record of the bids received.

2. After the bids have been opened and tabulated, they shall be available for
perusal by interested parties. However, bids may not be removed from the
Purchasing Department.

3. Awards will be made to the lowest responsible bidder whose bid is responsive to

the conditions and specifications.

F. Local Buying

1.

All other things being equal, local vendors shall be given preference over those



outside the ROP’s boundaries.
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JOINT BOARD POLICIES

BIDS
First Reading 01-09-79
Adopted 02-06-79
Revised 03-02-82
Revised 04-09-85
Revised 04-06-93
Revised 11-12-96
Revised 07-06-99
Revised 06-06-00 BP 3311
Revised 07-21-15

It shall be the policy of the Joint Board of Trustees to adhere to the standards listed below in
governing purchasing in the La Puente Valley Regional Occupational Program.

1. The best interests of the Regional Occupational Program shall be given first
consideration in all transactions.

2. Purchases shall be made at the lowest possible cost to the R.O.P. consistent
with R.O.P. specifications of quality and service.

3. Competitive bidding shall be used to encourage competition and ensure the best
available price. Two types of bids which shall be used are the formal advertised
(sealed written) bid and the informal (written or oral).

Purchases
Per Public Contract Code #20111, purchase categories are defined as follows:

1. The purchase of equipment, materials, or supplies to be furnished, sold, or leased to the
district.

2. Services, except construction services.

3. Repairs, including maintenance as defined in Section 20115 (PCC), that are not a public
project as defined in subdivision (c) of Section 22002.

Awards totaling more than $30,000, but less than $54,900 which is the current bid threshold as
set forth in Public Contract Code #20111 must be accompanied by written quotations from at
least three vendors.

Awards totaling more than the current bid threshold of $54,900 as set forth in Public Contract
Code #20111 must follow the bidding procedures required by law.

Construction Services

Awards totaling more than $15,000 must follow the bidding procedures required by law.
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Education Code, Section 42800 and 85400, provides for the establishment of a Revolving
Cash Fund.

The Joint Board of Management of the La Puente Valley Regional Occupational Program
established in accordance with all applicable provisions of the Education Code, a revolving
cash fund in the sum of Five Thousand Dollars ($5,000).

Said fund is established for the following expenditures with authorization the sole responsibility
of the Superintendent of the La Puente Valley Regional Occupational Program:

Supplies and materials

Conference and meeting expenses

Conference and meeting pre-registration and/or advances
Organizational dues

Consultant and legal services
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A. The following regulations and procedures are in implementation of Policy Section
4014, Legal Actions and Claims against the program.

1.

The Superintendent or designee shall review all claims for adequacy. The
claim, to be adequate, shall show:

a.

b.

The name and post office address of the claimant;

The post office address to which the person presenting the claim
desires notices to be sent.

The date, place and other circumstances of the occurrence or
transaction which gave rise to the claim asserted;

A general description of the indebtedness, obligation, injury,
damage or loss incurred so far as it may be known at the time of
presentation of the claim;

The name or names of the public employee or employees causing
the injury, damage, or loss, if known; and

The amount claimed as of the date of presentation of the claim,
including the estimated amount of any prospective injury, damage,
or loss, insofar as it may be known at the time of the presentation of
the claim, together with the basis of computation of the amount
claimed.

The claim shall be signed by the claimant or by some person on his/her
behalf. Claims for supplies, materials, equipment or services need not be
signed by the claimant or on his/her behalf if presented on a billhead or
invoice regularly used in the conduct of the business of the claimant.
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3. If the claim is inadequate, the claimant shall be notified in writing with 20
days after the claim is presented of its insufficiency, stating with
particularity the defects or omissions therein. The Board shall not take
action on the claim for a period of 15 days after such notice is given.

4., If the claim is deemed to be adequate, it shall be presented to the Board
within 45 days after the receipt thereof.

5. The Board shall act on a claim within 45 days after the claim has been
received by the program. If the claim is amended, the Board shall act on
the amended claim with 45 days after the amended claim is received.

6. If the Board fails or refuses to act on a claim within the time prescribed,
the claim shall be deemed to have been rejected by the Board on the last
day of the period within which the Board was required to act upon the
claim. If the period within which the Board is required to act is extended
by agreement, the last day of the period within which the Board is required
to act shall be the last day of the period specified in such agreement.

7. In the event the Board rejects or fails to act on the claim within 45 days
after the claim has been presented, the superintendent shall notify the
claimant in writing of the action taken or the inaction deemed rejection.
Such notice shall be in substantially the following form:

“Notice is hereby given that the claim which you presented to the program
on was (indicate whether rejected, allowed, rejected by the
operation of law, or other appropriate language, whichever is applicable)
or (indicate date of action or rejection by operation of law).” If the claim is
rejected in any matter, then the notice to be claimant should also include
the following:
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WARNING

“Subject to certain exceptions, you have only six months from the date this
notice is personally delivered or deposited in the mail to file a court action
on this claim. See Government Code Section 945.6. You may seek the
advise of an attorney of your choice in connection with this matter. If you
desire to consult an attorney, you should do so immediately.”

These regulations outline in general terms the procedures to be followed
by the program. All claims should be handled in accordance with the
procedures as more fully detailed in Title 1, Division 3.6, Chapter 1
commencing with Section 900 and Chapter 2, commencing with Section
910 of the Government Code of California.
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As a prerequisite to bringing suit against the La Puente Valley Regional Occupational
Program, any claim against the program for money damages as set forth below, or for
money damages which are not governed by any other statutes or regulations expressly
relating thereto, shall be presented and acted upon in accordance with:

Title 1, Division 3.6, Chapter 1 commencing with Section 900 and

Chapter 2 commencing with Section 910 of the Government Code of
California

Claims for fees, salaries, wages, mileage or other expenses or allowances.
Any claim against the program for money or damages which are not governed by other
statues or regulations expressly relating thereto, shall be acted upon in accordance with

Title 1, Division 3.6 of the Government Code of California.

The Superintendent shall establish appropriate implementative regulations to carry out
this policy.
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The Joint Board of Trustees recognizes the values and benefits to staff, students and the
community, derived from in-servicing, training, conference and seminars provided the staff and
parents as well as the direct benefits realized from the efforts of the Advisory Committees
established in accordance to the provisions of Ed Code sections 52301/52309, and the
mandates of the California State Plan. The Joint Board of Trustees further recognizes that
serving refreshments and/or meals particularly when the related conferences, meetings, or
work sessions are held throughout the day, such serving enhances participation, increases
productivity and greatly increase the benefits to the program.






