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POLICY  SERVICES 

ADVISORY 

Volume 36, Number 5 September 2024 

 

Policy Advisory No. 801………………………………………… ...... Policy BAA — Evaluation of 

              School Board / Board Self-Evaluation 

Policy Advisory No. 802 ................................ Policy DJE — Bidding / Purchasing Procedures 

                                                   Regulation DJE-R Bidding / Purchasing Procedures 

Policy Advisory No. 803 ......................... Policy GCFC — Professional Staff Certification and 

                                                                   Credentialing Requirements 

                                                            Exhibit GCFC-E — Professional Staff Certification and 

   Credentialing Requirements 

Policy Advisory No. 804 ............................. Policy GDFA — Support Staff Qualifications and 

                                                                   Requirements 

                                                                 Exhibit GDFA-E — Support Staff Qualifications and 

                                                                  Requirements 

Policy Advisory No. 805 ............................................ Policy IGA — Curriculum Development 

Policy Advisory No. 806 ...................................................... Policy IMG — Animals in Schools 

  Regulation IMG-R — Animals in Schools 

Policy Advisory No. 807 ............................ Regulation JLCD-R — Medicines / Administering 

  Medicines To  Students 

POLICY ADVISORY DISCUSSION 

Summary 

Most of the following policy advisories were updated to align with language in statute and/or 

Arizona Administrative Code.  Policies BAA and IGA removed language that was not 

statutorily required.  Policy DJE and Regulation DJE included language regarding 

documentation of evidence for verifications to assist Districts with their processes.   
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Policy Advisory Discussion 

Policy Advisory No. 801                    Policy BAA — Evaluation of School Board / 

  Board Self-Evaluation 

The language noting an annual meeting by October 30 for the purpose of a board self-

evaluation was removed as it is not statutorily required. Language allowing for board 

discretion was included instead.  

Policy Advisory No. 802           Policy DJE — Bidding / Purchasing Procedures 

          Regulation DJE-R — Bidding / Purchasing Procedures 

Language was added to ensure Districts are purposefully documenting evidence for their 

verification process.   

Policy Advisory No. 803    Policy GCFC — Professional Staff Certification and 

      Credentialing Requirements 

 Exhibit GCFC-E — Professional Staff Certification and 

     Credentialing Requirements 

The Policy and Exhibit were updated to include statutory language in A.R.S. 15-509.  

Policy Advisory No. 804    Policy GDFA — Support Staff Qualifications and 

      Requirements 

 Exhibit GDFA-E — Support Staff Qualifications and 

     Requirements 

The Policy and Exhibit were updated to include statutory language in A.R.S. 15-509. 

Policy Advisory No. 805                                 Policy IGA — Curriculum Development 

Language requiring certified personnel to serve on curriculum committees was removed due 

to a lack of statutory basis.  

 

Policy Advisory No. 806                                            Policy IMG — Animals in Schools 

 Regulation IMG-R — Animals in Schools 

Language was updated and clarified based on the Americans with Disabilities Act (ADA),   

§ A.R.S. 11-1024, and A.A.C.  R13-13-104. 

Policy Advisory No. 807      Regulation JLCD-R — Medicines / Administering  

                                                   Medicines To  Students 

The Arizona State Board of Education updated R7-2-811 on Seizure Management Training.  

This Rule clarifies the application of SB1654 regarding implementation of correct timelines 

for school compliance, required maintenance of proof of completed training, and appropriate 

publication of applicable resources. 
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================================================ 

If you have any questions, call Policy Services at (602) 254-1100.  Ask for Dr. Charlotte 

Patterson, Policy Analyst;  Lynne Bondi, Policy Analyst; or Renae Watson, Policy 

Technician.  Our e-mail addresses are, respectively, [cpatterson@azsba.org], 

[lbondi@azsba.org] and [rwatson@azsba.org].  You may also fax information to (602) 254-

1177. 

Note:  This material is written for informational purposes only, and not as legal 

advice.  You may wish to review the policy references and consult an attorney for 

further explanation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



© 2024 by Arizona School Boards Association 

Note:  This material is written for informational purposes only, and not as legal 

advice.  You may wish to consult an attorney for further explanation. 

  Page 4 of 42 

 

BAA © 

EVALUATION  OF  SCHOOL  BOARD / 

BOARD  SELF – EVALUATION 

 

The Board may meet, should it choose to do so, at least annually, not later than 

October 30, for the purpose of appraising its functioning as a Board and to evaluate 

Board performance.  The appraisal plan approved by the Board will be developed by 

the Board President working with the Superintendent. 

Evaluation instruments for Board operation may be used in the process. 

The Superintendent and others who regularly work with the Board may be asked to 

participate in all or a portion of the appraisal. 

Areas of Board operations and relationships that may be appropriate to consider 

during the evaluation of Governing Board procedures may include, but are not limited 

to: 

A.  Board meetings/decision-making process. 

B.  Policy development/implementation. 

C.  Board/District goal setting. 

D.  Curriculum and instruction management/program. 

E.  Fiscal management/resource allocation. 

F.  School plant planning/management. 

G.  Board member orientation. 

H.  Board member development. 

I.    Board officer performance. 

J.   Board member relationships. 

K.  Board-Superintendent relationship. 

L.  Board-community relationship. 

M.  Legislative and governmental relationships. 

Adopted:  _____________________ 

LEGAL REF.: 

A.R.S. 

15-321 

CROSS REF.: 

BDD - Board-Superintendent Relationship 

http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00321.htm
https://arizonaschoolboard-my.sharepoint.com/Downloads/--%20z2:DocViewer?docid=34&z2collection=z2thiscollection
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DJE © 

BIDDING / PURCHASING  PROCEDURES 

The Superintendent shall be responsible for all purchasing, contracting, competitive 

bidding, and receiving and processing of all bid protests, in accordance with the 

Arizona school district procurement rules, including A.A.C. R7-2-1141 et seq.  A 

contract shall not be awarded to an entity that does not verify employment eligibility 

of each employee through the E-Verify program in compliance with A.R.S. 23-214 

subsection A.  Each contract shall contain the warranties required by A.R.S. 41-4401 

relative to the E-Verify requirements.  District purchases shall also be in accordance 

with 2 C.F.R. 200.214 (Code of Federal Regulations Title 2).  

 

The Superintendent shall ensure that all aspects of bidding and purchasing 

procedures conform to federal and state laws, rules and regulations.  

Administrative regulations shall be established to assure the District is in full 

compliance, including contracting with small and minority businesses, women's 

business enterprises, and labor surplus area firms.  (2 C.F.R. 200.321). 

Purchases  Not  Requiring  Bidding 

Purchases of less than ten thousand dollars ($10,000) may be made at the discretion 

of the Superintendent.  Such procurements are not subject to competitive purchasing 

requirements, however reasonable judgment should be used to ensure the purchases 

are advantageous to the District. 

Written price quotations will be requested from at least three (3) vendors for 

transactions of at least ten thousand dollars ($10,000) and less than one hundred 

thousand dollars ($100,000).  If three (3) written price quotations cannot be obtained, 

documentation showing the vendors contacted that did not offer written price 

quotations, or explaining why written price quotations were not obtained, shall be 

maintained on file in the District office. 

The District is not required to engage in competitive bidding in order to place a 

student in a private school that provides special education services if such placement 

is prescribed in the student's individualized education program and the private school 

has been approved by the Department of Education Division of Special Education 

pursuant to A.R.S. 15-765.  The placement is not subject to rules adopted by the State 

Board of Education before November 24, 2009 pursuant to A.R.S. 15-213. 

 

The District may, without competitive bidding, purchase or contract for any products, 

materials and services directly from Arizona Industries for the Blind, certified 

nonprofit agencies that serve individuals with disabilities and Arizona Correctional 

Industries if the delivery and quality of the goods, materials or services meet the 

District's reasonable requirements. 

https://arizonaschoolboard-my.sharepoint.com/Downloads/--%20z2:DocViewer?docid=237&z2collection=title7
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/23/00214.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/41/04401.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00765.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00213.htm


© 2024 by Arizona School Boards Association 

Note:  This material is written for informational purposes only, and not as legal 

advice.  You may wish to consult an attorney for further explanation. 

  Page 6 of 42 

 

Intergovernmental agreements and contracts between school districts or between the 

District and other governing bodies as provided in A.R.S. 11-952 are exempt from 

competitive bidding under the procurement rules adopted by the State Board of 

Education pursuant to A.R.S. 15-213. 

The District is not required to engage in competitive bidding to make a decision to 

participate in insurance programs authorized by A.R.S. 15-382. 

The District is not required to obtain bid security for the construction-manager-at-

risk method of project delivery. 

Unless otherwise provided by law, contracts for materials or services and contracts 

for job-order-contracting construction services may be entered into if the duration of 

the contract and the conditions of renewal or extension, if any, are included in the 

invitation for bids or the request for proposals and if monies are available for the first 

fiscal period at the time the contract is executed.  The duration of contracts for 

materials or services and contracts for job-order-contracting construction services 

shall be limited to no more than five (5) years unless the Board determines that a 

contract of longer duration would be advantageous to the District.  Once determined, 

the decision should be memorialized in meeting minutes and in the contract/bid 

file.  Payment and performance obligations for succeeding fiscal periods are subject 

to the availability and appropriation of monies.  The maximum dollar amount of an 

individual job order for a job-order-contracting construction service shall be one 

million dollars ($1,000,000) or as determined by the Board. 

Online  Bidding 

Until such time as the State Board of Education adopts rules for the procurement of 

goods and information services by school districts and charter schools using 

electronic, online bidding, the District may procure goods and information services 

pursuant to A.R.S. 41-2671 through 2673 using the rules adopted by the Department 

of Administration in implementing 41-2671 through 2673. 

Purchases  Requiring  Bidding 

Sealed bids and proposals shall be requested for transactions to purchase 

construction, materials, or services costing more than one hundred thousand dollars 

($100,000).  All transactions must comply with the requirements of the Arizona 

Administrative Code and the Uniform System of Financial Records. 

 

http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/11/00952.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00213.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00382.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/41/02671.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/41/02673.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/41/02671.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/41/02673.htm
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Public  Inspection  and  Rationale 

for  Awarding  a  Contract 

The Governing Board shall make available, for public inspection, all information, all 

bids, proposals and qualifications submitted, and all findings and other information 

considered in determining whose bid conforms to the District's invitation for 

bids.  Documentation provided will include information regarding the most 

advantageous, with respect to price, conformity to the specifications, and other 

factors, or whose proposal for qualifications are to be used to select and award the 

bid.  Included in this information will be the rationale for awarding a contract for any 

specified professional services, construction, construction service or materials to an 

entity selected from a qualified select bidders list or through a school purchasing 

cooperative.  The invitation for bids, request for proposals or request for qualifications 

shall include a notice that all information and bids, proposals and qualifications 

submitted will be made available for public inspection. 

Registered  Sex  Offender  Prohibition 

All purchase orders, agreements to purchase, and contracts for services to be provided 

by personnel other than District employees must include the following statement on 

the document: 

Registered Sex Offender Restriction.  Pursuant to this order, the named 

vendor agrees by acceptance of this order that no employee or subcontractor of 

the vendor, who is required to register as a sex offender, pursuant to A.R.S. 13-

3821, will perform work on District premises or equipment at any time when 

District students are, or are reasonably expected to be, present.  The vendor 

further agrees by acceptance of this order that a violation of this condition shall 

be considered a material breach and may result in a cancellation of the order at 

the District's discretion. 

Adopted:  _____________________ 

LEGAL REF.: 

A.R.S. 

11-952 

15-213 

15-213.01 

15-213.02 

15-239 

15-323 

15-342 

15-382 

15-765 

15-910.02 

http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/13/03821.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/13/03821.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/11/00952.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00213.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00213-01.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00213-02.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00239.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00323.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00342.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00382.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00765.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00910-02.htm
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23-214 

34-101 et seq. 

35-391 et seq. 

35-393 et seq. 

38-503 

38-511 

39-121 

41-2632 

41-2636 

41-4401 

A.A.C. 

R7-2-1001 et seq. 

A.G.O. 

I83-136 

I87-035 

I06-002 

USFR:  VI-G-8 et seq. 

2 C.F.R. 200.321 

2 C.F.R. 200.214  

CROSS REF.: 

BCB - Board Member Conflict of Interest 

DJ - Purchasing 

DJG - Vendor/Contractor Relations 

GBEAA - Staff Conflict of Interest 

JLIF - Sex Offender Notification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/23/00214.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/34/00101.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/35/00391.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/35/00393.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/38/00503.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/38/00511.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/39/00121.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/41/02632.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/41/02636.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/41/04401.htm
https://arizonaschoolboard-my.sharepoint.com/Downloads/--%20z2:DocViewer?docid=35&z2collection=title7
https://arizonaschoolboard-my.sharepoint.com/Downloads/--%20z2:DocViewer?docid=30&z2collection=z2thiscollection
https://arizonaschoolboard-my.sharepoint.com/Downloads/--%20z2:DocViewer?docid=124&z2collection=z2thiscollection
https://arizonaschoolboard-my.sharepoint.com/Downloads/--%20z2:DocViewer?docid=128&z2collection=z2thiscollection
https://arizonaschoolboard-my.sharepoint.com/Downloads/--%20z2:DocViewer?docid=210&z2collection=z2thiscollection
https://arizonaschoolboard-my.sharepoint.com/Downloads/--%20z2:DocViewer?docid=577&z2collection=z2thiscollection
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DJE-R 

REGULATION 

BIDDING / PURCHASING  PROCEDURES 

All District purchases shall be in accordance with the relevant sections of the Arizona 

Revised Statutes (including, but not limited to 15-213, 15-323, 23-214 subsection A, 

and 38-503, and 41-4401), and the Arizona school district procurement rules set out 

in the Arizona Administrative Code (A.A.C.) R7-2-1001 through 1195. and with the 

following. District purchases shall also be in accordance with 2 C.F.R. 200.214 (Code 

of Federal Regulations Title 2).  

Requesting  Quotations 

Requests for price quotations are to include adequate details and be issued with 

sufficient lead time to enable vendors to effectively respond.  When a contract is to be 

awarded on the basis of price and additional factors those factors are to be included 

in the request for quotations.  Such factors should include, but are not limited to, the 

following: 

A.  Submittal requirements including: 

1.  Date and time due; 

2.  Type and manner by which quotations may be received (e.g., telephone, 

written, fax, e-mail, prepared form); 

3.  Physical or digital address to which quotations are to be delivered. 

B.  Specific information the quotation must include. 

C.  Whether or not negotiations may be held. 

D.  Options that may be made pursuant to a purchase contract, i.e., extensions 

and renewals. 

E.  Contracts for job-order-contracting services shall be limited to no more than 

five (5) years unless the Board determines that a contract of longer duration 

would be advantageous to the District and has provided for such duration as a 

part of bid documents and conditions of renewal or extension within contract 

language.  Such determination should be memorialized in writing and kept in 

the meeting minutes and contract/bid file. 

F.  Uniform terms and conditions included in the request by text or reference. 

G.  Such additional terms, conditions, and instructions as are applicable to the 

purchase under consideration. 

http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00213.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00323.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/38/00503.htm
http://policy.azsba.org/asba/DocViewer.jsp?docid=35&z2collection=title7
http://policy.azsba.org/asba/DocViewer.jsp?docid=275&z2collection=title7
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All requests for written quotations shall be at the direction of the Superintendent or 

a person designated by the Superintendent. 

When a vendor is selected on the basis of factors other than lowest price, the reasons 

shall be documented and filed with the price quotations.  Documentation of the 

quotations process and details including vendor names, persons contacted, telephone 

numbers and identification of other communication procedures, price results, and 

determinations are to be documented and retained by the District in a procurement 

file that includes the pertinent requisition form and purchase order. 

A written contract or purchase order must be approved prior to a purchase being 

made. 

Cumulative  and  Like 

Item  Purchases 

An analysis shall be performed annually to determine the extent of the District need 

to purchase like items.  Prior year purchases and applicable demographic, program, 

and planning data are to be utilized for projecting quantity and cost of like items to 

fulfill the anticipated need.  The outcomes of calculating the projected quantity and 

cost factors to acquire like items shall inform the determinations as to the appropriate 

procurement processes to be applied.  The proper competitive purchasing strategies 

must be applied to assure District compliance with the procurement laws and 

rules.  Splitting of orders or other purchasing practices devised to circumvent 

allowable procurement practices are prohibited.  The cumulative costs of purchasing 

like items by any and all means of acquisition are to be tracked to assure that no 

purchases are permitted that will result in violation of Governing Board policies and 

lawful procurement practices. 

Multiple  Year  Purchases  Totaling  Less 

Than  One  Hundred  Thousand  Dollars 

The District may enter into contracts of less than one hundred thousand dollars 

($100,000) for a period up to five (5) years, as follows: 

A.  When the terms and conditions of renewal or extension are included in the 

solicitation for bids; 

B.  When monies are available for the first fiscal year at the time of contracting; 

C.  When the competitive purchasing method is appropriate to the projected 

cumulative cost over the term of the multiple year contract. 
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Multiple  Year  Purchases  Totaling  More 

Than  One  Hundred  Thousand  Dollars 

The District may enter into contracts for more than one hundred thousand dollars 

($100,000) for a period up to five (5) years, as follows: 

A.  The Governing Board has determined in writing that: 

1.  The estimated requirements cover the contract period and are 

reasonable and continuing; 

2.  A multi-term contract will serve the District's best interest by 

encouraging competition or promoting economies in procurement; 

3.  If monies are not appropriated or available in future years the contract 

will be cancelled. 

If multiple-year quotations are used, the District shall: 

A.  Document the time period that the pricing is valid; 

B.  Determine the vendor will honor the pricing for the multi-year period; 

C.  Secure and maintain written affirmation with the vendor that, although it 

is the District's intent to purchase certain quantities, all purchases are subject 

to the availability of funds. 

Multiple  Awards  to  More 

Than  One  Contractor 

Generally, the District should not use multiple awards allowing more than one (1) 

vendor to supply the same goods or service.  However, there are instances in which 

the District may make multiple awards.  If that instance arises, the request for 

proposals or invitation for bids should clearly state whether multiple awards may be 

used so bidders can consider that information when pricing their proposals or bids. 

 

A multiple award to more than one (1) vendor should be made only when the District 

has determined and documented in writing that a single award is not advantageous 

to the District.  The award should also be limited to the least number of suppliers 

necessary to meet the District's requirements. 
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Bidding  Methods 

Sealed bids or proposals will be requested when an award is to be made for a 

transaction to purchase construction, materials, or services costing more than one 

hundred thousand dollars ($100,000).  The Superintendent must review the 

expenditure and make a recommendation to the Board for final action.  The Board 

reserves the right to waive any informality in, or reject, any or all bids or any part of 

any bid.  Any bid may be withdrawn prior to the scheduled time for the opening of 

bids. 

 

The bidder to whom the award is made may be required to enter into a written 

contract with the District. 

Pursuant to the procurement code, contracts can be let for a period not to exceed five 

(5) years. 

Definitions 

The definition of a term used in this regulation shall be interpreted as being 

synonymous with the definition of that term listed at R7-2-1001. 

Prospective  Bidders'  Lists 

The District shall compile and maintain a prospective bidders' list.  Inclusion of the 

name of a person shall not indicate whether the person is responsible concerning a 

particular procurement or otherwise capable of successfully performing a District 

contract. 

 

Persons desiring to be included on the prospective bidders' list shall notify the 

District.  Upon notification, the District shall mail or otherwise provide the person 

with the District procedures for inclusion on the bidders' list.  Within thirty (30) days 

after receiving the required information, the District shall add the person to the 

prospective bidders' list unless the District makes a determination that inclusion is 

not advantageous to the District. 

Persons who fail to respond to invitations for bids for two (2) consecutive 

procurements of similar items may be removed from the applicable bidders' list after 

mailing a notice to the person.  This notice shall not be required if the two (2) 

invitations for bids which were not responded to both contained the notice that 

bidders' names may be removed from the bidders' list if they fail to respond to 

invitations for bids for two (2) consecutive procurements of similar items.  Persons 

may be reinstated upon request. 

Prospective bidders lists shall be available for public inspection, unless the District 

makes a written determination that it is in the best interest of the District that they 

should be confidential or private and should not be open for inspection pursuant to 

A.R.S. 39-121. 

https://arizonaschoolboard-my.sharepoint.com/Downloads/--%20z2:DocViewer?docid=35&z2collection=title7
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/39/00121.htm
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Competitive  Sealed  Bidding 

If the intended procurement is for construction to cost less than one hundred fifty 

thousand dollars ($150,000), the rules established for the simplified school 

construction procurement program described at R7-2-1033 may be followed.  In all 

other cases, adequate public notice of the invitation for bids shall be given as provided 

in R7-2-1022 or as provided in R7-2-1024, which are outlined below, and shall indicate 

that any bid protest shall be filed with the District representative, who shall be 

named therein. 

If notice is given pursuant to R7-2-1024, notice also may be given as provided in R7-

2-1022.  If fewer than five (5) prospective bidders are included on the bidders list, the 

notice must also be given as provided in R7-2-1022.  When the invitation for bids is 

for the procurement of services other than those described in R7-2-1061 through R7-

2-1068 and R7-2-1117 through R7-2-1123, Specified Professional Services, notice also 

shall be given as provided in R7-2-1022. 

R7-2-1022: 

In the event there are four (4) or less prospective bidders on the bidders' list, 

the notice shall include publication in the official newspaper of the county 

within which the school district is located for two (2) publications which are not 

less than six (6) nor more than ten (10) days apart.  The second publication shall 

not be less than two (2) weeks before bid opening.  The time of publication may 

be altered if deemed necessary pursuant to R7-2-1024.A. 

R7-2-1024: 

Invitation for bids shall be issued at least fourteen (14) days before the time and 

date set for bid opening in the invitation for bids unless a shorter time is deemed 

necessary for a particular procurement as determined by the school district. 

The school district shall mail or otherwise furnish invitation for bids or notices 

of the availability of invitation for bids to all prospective bidders registered with 

the school district for the specific material, service or construction being bid. 

The time and date at which a bid is called due shall be during regular working 

hours at a regular place of school business or during a public meeting of the 

Governing Board at its regular meeting place. 

Invitations to bid will be sent to all vendors who have requested to bid or who have 

applied to be placed on a bid list appropriate to the items being sought. 

https://arizonaschoolboard-my.sharepoint.com/Downloads/--%20z2:DocViewer?docid=57&z2collection=title7
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A bid call relating to "construction projects" must describe the nature of the work to 

be performed and where complete plans, if necessary, may be obtained.  Deposits may 

be required for plans and specifications in good order.  A certified check, cashier's 

check, or surety bond for ten percent (10%) of the bid must accompany each bid, but 

will be returned to unsuccessful bidders.  The successful bidder must present 

performance and payment bonds for one hundred percent (100%) of the bid within 

five (5) working days after notification of the award. 

Each sealed bid must be submitted in a sealed envelope, addressed to the District, 

clearly marked on the outside of the envelope, "Sealed Bid for ________________."  The 

bids shall be opened publicly and read aloud at the time and place stated in the 

invitation.  Awards shall be made with reasonable promptness to the lowest 

responsible, qualified vendor, taking into consideration all factors set forth in 

policy.  Price shall not be the sole factor in making the bid award.  When out-of-state 

bidders are not to pay sales/use tax, the amount of such tax shall not be a 

consideration in determining the low bidder.  All proposed contracts for outside 

professional services in excess of the amount calculated by the State Board of 

Education and made applicable for the year in which the transaction will occur, may 

be reviewed by the attorney for the District prior to entering into the contract.  The 

policies relating to outside professional services apply only to services required by law 

to be placed on bid, and even those policies may be set aside if a state of emergency 

is declared.  If a state of emergency is declared, a memorandum will be issued 

justifying such a declaration, which will be filed in the District's records. 

 

The use of bidding, contracting, or purchasing specifications that are in any way 

proprietary to one (1) supplier, distributor, or manufacturer is prohibited unless no 

other resource is practical for the protection of the public interest. 

 

The Board reserves the right to reject any or all bids and to accept the bid that 

appears to be in the best interest of the District.  The Board reserves the right to 

waive informalities in any bid or to reject any bid, all bids, or any part of any bid.  Any 

bids may be withdrawn prior to the scheduled time for the opening of the bids.  Any 

bids received after the opening begins shall not be accepted.  Opening of bids shall 

not be delayed to accommodate late bid responses.  Submitted bids shall be honored 

for at least thirty (30) days or as otherwise stated in the invitation.  All information 

relating to a bid shall be retained and made available for public inspection after the 

bids are awarded, and prospective bidders shall be notified of this in the invitation or 

specifications relating to the bid call. 
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Multistep  Sealed  Bidding 

The multistep sealed bidding method may be used if the Governing Board determines 

that: 

A.  Available specifications or purchase descriptions are not sufficiently 

complete to permit full competition without technical evaluations and 

discussions to ensure mutual understanding between each bidder and the 

District; 

B.  Definite criteria exist for evaluation of technical offers; 

C.  More than one (1) technically qualified source is expected to be available; 

and 

D.  A fixed-price contract will be used. 

The District may hold a conference with bidders before submission or at any time 

during the evaluation of the unpriced technical offers. 

The multistep sealed bidding method may not be used for construction contracts. 

 

When the multistep sealed bidding method is determined to be advantageous to the 

District, the procedures set out in R7-2-1036 and 1037 shall be followed. 

Competitive  Sealed  Proposals 

If, pursuant to R7-2-1041, the Governing Board determines in writing that the use of 

competitive sealed bidding is either not practicable or not advantageous to the 

District, a contract may be entered into by competitive sealed proposals.  The 

Governing Board may make a class determination that it is either not practicable or 

not advantageous to the District to procure specified types of materials or services by 

competitive sealed bidding.  The competitive sealed proposal method may not be used 

for construction contracts.  The Governing Board may modify or revoke a class 

determination at any time. 

If competitive sealed bidding is neither practicable or advantageous, competitive 

sealed proposals may be used if it is necessary to: 

A.  Use a contract other than a fixed-price type; 

B.  Conduct oral or written discussions with offerors concerning technical and 

price aspects of their proposals; 

C.  Afford offerors an opportunity to revise their proposals; 

https://arizonaschoolboard-my.sharepoint.com/Downloads/--%20z2:DocViewer?docid=59&z2collection=title7
https://arizonaschoolboard-my.sharepoint.com/Downloads/--%20z2:DocViewer?docid=60&z2collection=title7
https://arizonaschoolboard-my.sharepoint.com/Downloads/--%20z2:DocViewer?docid=61&z2collection=title7
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D.  Compare the different price, quality, and contractual factors of the proposals 

submitted; or 

E.  Award a contract in which price is not the determining factor. 

Procedures to be applied subsequent to the issuance of an invitation for bids are to be 

consistent with the requirements set out in R7-2-1025 through 1032. 

Competitive sealed proposals shall be solicited through a request for proposals.  The 

request for proposals shall set forth those factors listed above for competitive sealed 

bids that are applicable and shall also state: 

A.  The type of services required and a description of the work involved; 

B.  The type of contract to be used; 

C.  An estimate of the duration the service will be required; 

D.  That cost or pricing data is required; 

E.  That offerors may designate as proprietary portions of the proposals; 

F.  That discussions may be conducted with offerors who submit proposals 

determined to be reasonably susceptible of being selected for award; 

G.  The minimum information that the proposal shall contain; 

H.  The closing date and time of receipt of proposals; and 

I.   The relative importance of price and other evaluation factors. 

Procurement of information systems and telecommunications systems shall include, 

as criteria in the request for proposal, evaluation factors of the total life cycle cost and 

application benefits of the information systems or telecommunication systems. 

 

Procurement of earth-moving, material-handling, road maintenance and 

construction equipment shall include, as criteria in the request for proposal, 

evaluation factors of the total life cycle cost including residual value of the earth-

moving, material-handling, road maintenance and construction equipment. 

 

A request for proposals shall be issued at least fourteen (14) days before the closing 

date and time for receipt of proposals unless a shorter time is determined necessary 

by the District. 

Notice of the request for proposals shall be issued in accordance with R7-2-1022. 

https://arizonaschoolboard-my.sharepoint.com/Downloads/--%20z2:DocViewer?docid=49&z2collection=title7
https://arizonaschoolboard-my.sharepoint.com/Downloads/--%20z2:DocViewer?docid=56&z2collection=title7
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Before submission of initial proposals, amendments to requests for proposals shall be 

made in accordance with R7-2-1026.  After submission of proposals, amendments 

may be made in accordance with R7-2-1036(C). 

Specified  Professional  Services 

and  Construction  Services 

When the procurement of construction services or services to be provided by certain 

professionals are under consideration, designated District personnel shall become 

fully familiar with and informed on the requirements established in Arizona Revised 

Statutes Title 34.  The assigned District personnel are to seek assistance from 

qualified consultants, attorneys, and bond counsel as is necessary and applicable to 

the projects being considered, including but not limited to determinations of the 

training, qualifications, experience, fitness, licensure, prior performance, and 

bonding of potential providers.  Procurement activities, including securing the 

services of persons to assist District personnel as referenced above shall be in 

accordance with all relevant requirements prescribed by federal and state law and 

the rules of federal, state, county, and municipal agencies for the acquisition, 

performance and reporting of the services being sought and acquired. 

Procurement  of  Services  by  Certain 

Other  Classes  of  Providers 

The purchase of services to be provided by clergy, certified public accountants, 

physicians, dentists, and legal counsel shall be as specified in R7-2-1061 through R7-

2-1068.  The procurement of services by an architect, engineer, land surveyor, 

assayer, geologist, or landscape architect is to be accomplished in compliance with 

R7-2-1117 and 1118.  Procurement procedures related to purchasing services from 

the professional providers are to conform to R7-2-1119 through 1122. 

Contract  Requirements 

Care is to be exercised to assure the District's procurement practices conform to the 

general contract requirements set out at R7-2-1068 through 1086 and the 

accompanying conditions described in R7-2-1091 through 1093. 

Preparation  of  Specifications 

Specifications for goods, services, and construction items are to be prepared in the 

manner prescribed by rules R7-2-1101 through 1105. 

Construction  Procurement  Procedures 

Preparation for inviting bids for construction and the steps to be followed in the 

construction procurement process shall be guided by and consistent with R7-2-1109 

through 1116. 
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Emergency  Purchases 

An exception to the above procedures for price competition may be made in the event 

of an emergency involving the health, safety, or welfare of school personnel or 

students.  In such an emergency, declared by the Superintendent, emergency 

purchase action may be taken without price competition, if necessary.  Even under 

emergency conditions, price competition should be sought if it will not unacceptably 

delay the correction of the condition requiring emergency procedures.  If emergency 

purchases are made without price competition, a complete written description of the 

circumstances pursuant to A.A.C. R7-2-1055 shall be included in the procurement file 

and maintained in the District office. 

Sole-Source  Procurements 

A contract may be awarded for a material, service, or construction item without 

competition if the Governing Board determines in writing that there is only one (1) 

source for the required material, service, or construction item.  The District may 

require the submission of cost or pricing data in connection with an award pursuant 

to A.A.C. R7-2-1053.  Sole-source procurement shall be avoided, except when no 

reasonable alternative source exists.  A copy of the written evidence and 

determination of the basis for the sole-source procurement shall be retained in the 

procurement file by the District. 

The District shall, to the extent practicable, negotiate with the single supplier a 

contract advantageous to the District. 

Cooperative  Purchasing  Agreements 

Procurements in accordance with intergovernmental agreements and contracts 

between the District and other governing bodies as authorized by Arizona Revised 

Statute are exempt from competitive bidding requirements under A.R.S. 15-

213.  Inspection of and payment for materials and services acquired under a 

cooperative purchasing agreement are the obligation of the District. 

Due  Diligence 

The District is responsible for ensuring that all procurements are done in accordance 

with school district procurement rules whether the procurement is done 

independently or through a cooperative purchasing agreement.  The District shall 

develop and follow a clear plan prescribing the purchasing practices to be 

followed.  The plan will describe the elements of internal control and auditing to 

assure the District's procedures are sufficient to confirm the adequacy of the 

procurements practices and that the accountability of all personnel engaged in 

procurement practices is regularly evaluated and corrective measures taken when 

necessary.  The due diligence activities shall include the use of the applicable sections 

of the Uniform System of Financial Records (USFR) Compliance Questionnaire for 
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school districts when assessing the quality of the procurements procedures and the 

competence of the persons performing the procedures.  Day-to-day and periodic 

formal checks of due diligence performance are to be documented and retained in a 

procurement file. 

Federal  Regulations  for  Suspension 

and  Debarment  Verification 

If a requisition involves the expenditure of funds received from Federal assistance, 

these procedures must include a process that confirms and documents verification of 

vendor suspension and debarment, per 2 C.F.R. § 200.214 (Code of Federal 

Regulations Title 2).  This verification can be done by accessing www.sam.gov/sam/ 

where names of parties debarred, suspended, or otherwise excluded by agencies, as 

well as parties declared ineligible under statutory or other regulatory authority can 

be found.  Federal regulations restrict awards, sub-awards, and contracts with 

certain parties that are debarred, suspended or otherwise excluded from or ineligible 

for participation in Federal assistance programs and activities.  A covered transaction 

includes a contract for audit services (that is federally required) and contracts for 

goods or services in the amount of at least, twenty-five thousand dollars ($25,000), 

including subcontracts.  Evidence and documentation of this verification process 

should be maintained by the Superintendent.  
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GCFC © 

PROFESSIONAL  STAFF  CERTIFICATION 

AND  CREDENTIALING  REQUIREMENTS 

(Fingerprinting Requirements) 

New  Hires 

All certificated personnel to be hired by the District shall be fingerprinted as a 

condition of employment, except for personnel who, as a condition of certification are 

required to have a valid fingerprint clearance card. 

The candidate's fingerprints shall be submitted, along with the form presented as an 

exhibit to this policy, immediately upon being notified of possible employment.  The 

form shall be considered a part of the application for employment. 

An expired fingerprint clearance card may be used to satisfy the fingerprint 

requirements of section 15-183, 15-503, 15-512, 15-534, 15-782.02, 15-1330 or 15-1881 

if the person signs an affidavit stating both of the following: 

A.  The person submitted a completed application to the Finger Printing 

Division of the Department of Public Safety for a new fingerprint clearance card 

within ninety (90) days before the expiration date on the person's current 

fingerprint clearance card. 

B.  The person is not awaiting trial on and has not been convicted of a criminal 

offense that would make the person ineligible for a fingerprint clearance card. 

This does not apply to a fingerprint clearance card that has been denied, suspended 

or revoked or to a person who has requested a good cause exception hearing. 

 

Candidates shall certify on the prescribed notarized forms whether they are awaiting 

trial on or have ever been convicted of or admitted in open court or pursuant to a plea 

agreement committing any of the following criminal offenses in Arizona or similar 

offenses in any other jurisdiction, including a charge or conviction that has been 

vacated, set aside or expunged: 

A.  Sexual abuse of a minor. 

B.  Incest. 

C.  First- or second-degree murder. 

D.  Kidnapping. 

E.  Arson. 

F.  Sexual assault. 

http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00183.htm
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G.  Sexual exploitation of a minor. 

H.  Felony offenses involving contributing to the delinquency of a minor. 

I.  Commercial sexual exploitation of a minor. 

J.  Felony offenses involving sale, distribution, or transportation of, offer to sell, 

transport, or distribute, or conspiracy to sell, transport, or distribute marijuana 

or dangerous or narcotic drugs. 

K.  Felony offenses involving the possession or use of marijuana, dangerous 

drugs, or narcotic drugs. 

L.  Misdemeanor offenses involving the possession or use of marijuana or 

dangerous drugs. 

M. Burglary in the first degree. 

N.  Burglary in the second or third degree. 

O.  Aggravated or armed robbery. 

P.  Robbery. 

Q.  A dangerous crime against children as defined in A.R.S. 13-705. 

R.  Child abuse. 

S.  Sexual conduct with a minor.  

T.  Molestation of a child. 

U.  Manslaughter. 

V.  Aggravated assault. 

W.  Assault. 

X.  Exploitation of minors involving drug offenses. 

Y.  Sexual abuse under A.R.S. 13-1404 or sexual assault under 13-1406 in which 

the victim was a minor. 

Z.  An act committed in another state or territory that if committed in this state 

would have been subject to disclosure under Q and Y above. 

AA.  Any crime that requires the person to register as a sex offender pursuant 

to A.R.S. 13-3821. 

AB.  A preparatory offense as prescribed in A.R.S. 13-1001 of any offense that 

is subject to disclosure under Q, S, Y, Z, or AA above. 

http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/13/00705.htm
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A person who makes a false statement, representation, or certification in any 

application for employment with the School District is guilty of a class 3 

misdemeanor. 

 

The District may refuse to hire or may review or terminate personnel who have been 

convicted of or admitted committing any of the criminal offenses above or a similar 

offense in another jurisdiction.  In conducting a review, the Governing Board shall 

utilize the guidelines, including the list of offenses that are not subject to review, as 

prescribed by the State Board of Education pursuant to A.R.S. 15-534.  In considering 

whether to hire or terminate the employment of a person, the Governing Board shall 

take into account the factors listed in A.R.S. 15-512. 

When considering termination of an employee pursuant to A.R.S. 15-512, a hearing 

shall be held to determine whether a person already employed shall be terminated. 

 

The Superintendent shall develop and implement procedures that include the 

following in the employment process: 

A.  Provide for fingerprinting of employees covered under this policy and A.R.S. 

15-512. 

B.  Provide for fingerprint checks pursuant to A.R.S. 41-1750. 

Adopted:  _______________________ 

LEGAL REF.: 

A.R.S. 

13-705 

15-183 

15-503 

15-509 

15-512 

15-534 

15-782.02 

15-1330 

15-1881 

23-1361 

41-1750 

41-1758.07 

 

CROSS REF.: 

GCF - Professional Staff Hiring 

GCG - Part-Time and Substitute Professional Staff Employment 

IJOC - School Volunteers 
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GCFC-E © 

EXHIBIT 

PROFESSIONAL  STAFF  CERTIFICATION 

AND  CREDENTIALING  REQUIREMENTS 

___________________________________      ______________________________ 

          Name (typed or printed)                                                         Position 

I, ___________________________________, being duly sworn, do hereby certify that I 

have never been convicted of or admitted in open court or pursuant to a plea 

agreement committing, and am not now awaiting trial for committing, any of the 

following criminal offenses in the state of Arizona or similar offenses in any other 

jurisdiction, including a charge or conviction that has been vacated, set aside or 

expunged: 

A.  Sexual abuse of a minor. 

B.  Incest. 

C.  First- or second-degree murder. 

D.  Kidnapping. 

E.  Arson. 

F.  Sexual assault. 

G.  Sexual exploitation of a minor. 

H.  Felony offenses involving contributing to the delinquency of a minor. 

I.  Commercial sexual exploitation of a minor. 

J.  Felony offenses involving sale, distribution, or transportation of, offer to sell, 

transport, or distribute, or conspiracy to sell, transport, or distribute marijuana 

or dangerous or narcotic drugs. 

K.  Felony offenses involving the possession or use of marijuana, dangerous 

drugs, or narcotic drugs. 

L.  Misdemeanor offenses involving the possession or use of marijuana or 

dangerous drugs. 

M. Burglary in the first degree. 

N.  Burglary in the second or third degree. 
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O.  Aggravated or armed robbery. 

P.  Robbery. 

Q.  A dangerous crime against children as defined in A.R.S. 13-705. 

R.  Child abuse. 

S.  Sexual conduct with a minor.  

T.  Molestation of a child. 

U.  Manslaughter. 

V.  Aggravated assault. 

W.  Assault. 

X.  Exploitation of minors involving drug offenses. 

Y.  Sexual abuse under A.R.S. 13-1404 or sexual assault under 13-1406 in which 

the victim was a minor. 

Z.  An act committed in another state or territory that if committed in this state 

would have been subject to disclosure under Q and Y above. 

AA. Any crime that requires the person to register as a sex offender pursuant 

to A.R.S. 13-3821. 

AB. A preparatory offense as prescribed in A.R.S. 13-1001 of any offense that is 

subject to disclosure under Q, S, Y, Z, or AA above. 

 

_________________________________________      ______________________________ 

                    Employee signature                                           Date signed 

 

Subscribed, sworn to, and acknowledged before me by ___________________________ 

 

___________________________________, this ______ day of _____________, 20______, 

 

in _______________________________ County, Arizona. 

 

My Commission Expires 

_____________________________      _________________________________________ 

                                                                                   Notary Public 

 

http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/13/00705.htm
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GDFA © 

SUPPORT  STAFF  QUALIFICATIONS 

AND  REQUIREMENTS 

(Fingerprinting Requirements) 

All newly hired noncertificated District personnel - and personnel who are not paid 

employees of the District and who are not either the parents or the guardians of 

students who attend school in the District but who are required or allowed to provide 

services directly to students without the supervision of a certificated employee - shall 

be fingerprinted as a condition of employment, except for the following: 

A.  Personnel who are required as a condition of licensing to be fingerprinted if 

the license is required for employment. 

B.  Personnel who were previously employed by the District and who 

reestablished employment with the District within one (1) year after the date 

that the employee terminated employment with the District. 

The School District may require noncertificated personnel and personnel who are not 

paid employees of the School District and who are not either the parent or the 

guardian of a pupil who attends school in the School District but who are required or 

allowed to provide services directly to pupils without the supervision of a certificated 

employee to obtain a fingerprint clearance card as a condition of employment. 

 

For the purposes of this policy, supervision means under the direction of and, except 

for brief periods of time during a school day or a school activity, within sight of a 

certificated employee when providing direct services to students. 

If the School District does not require a fingerprint clearance card as a condition of 

employment, noncertificated personnel and personnel who are not paid employees of 

the School District and who are not either the parent or the guardian of a pupil who 

attends school in the School District but who are required or allowed to provide 

services directly to pupils without the supervision of a certificated employee may 

apply for a fingerprint clearance card.  A school district may release the results of a 

background check or communicate whether the person has been issued or denied a 

fingerprint clearance card to another school district for employment purposes. 

The District may fingerprint or require any other employee of the District to obtain a 

fingerprint clearance card, whether paid or not, or any other applicant for 

employment with the School District not otherwise required by law.  The District may 

not charge the costs of the fingerprint check or fingerprint clearance card to the 

fingerprinted applicant or nonpaid employee. 
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The candidate's fingerprints shall be submitted, along with the form prescribed in 

GDFA-E, within twenty (20) days after being selected.  The form shall be considered 

a part of the application for employment.  The District may terminate an employee if 

the information on the affidavit required by A.R.S. 15-512 is inconsistent with 

information received from the fingerprint check or the information received in 

connection with a fingerprint clearance card application. 

School Bus Drivers – An applicant shall submit an Identity Verified Fingerprint 

Card as described in A.R.S. 15-106 that the Department of Public Safety shall use to 

process the fingerprint clearance card as outlined in A.R.S. 15-106.  A person who is 

issued a school bus driver certificate shall maintain a valid Identity Verified 

Fingerprint Clearance Card for the duration of any school bus driver certification 

period. 

 

The District will assume the cost of fingerprint checks or fingerprint clearance card 

applications but will assess the employee for charges incurred.  Personnel who are 

not paid employees will not be charged for fingerprint costs. 

Individuals shall certify on the prescribed notarized forms whether they are awaiting 

trial on or have ever been convicted of or admitted in open court or pursuant to a plea 

agreement committing any of the following criminal offenses in Arizona or similar 

offenses in any other jurisdiction, including a charge or conviction that has been 

vacated, set aside or expunged: 

A.  Sexual abuse of a minor. 

B.  Incest. 

C.  First- or second-degree murder. 

D.  Kidnapping. 

E.  Arson. 

F.  Sexual assault. 

G.  Sexual exploitation of a minor. 

H.  Felony offenses involving contributing to the delinquency of a minor. 

I.  Commercial sexual exploitation of a minor. 

J.  Felony offenses involving sale, distribution, or transportation of, offer to sell, 

transport, or distribute, or conspiracy to sell, transport, or distribute marijuana 

or dangerous or narcotic drugs. 

http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00512.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00106.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00106.htm
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K.  Felony offenses involving the possession or use of marijuana, dangerous 

drugs, or narcotic drugs. 

L.  Misdemeanor offenses involving the possession or use of marijuana or 

dangerous drugs. 

M. Burglary in the first degree. 

N.  Burglary in the second or third degree. 

O.  Aggravated or armed robbery. 

P.  Robbery. 

Q.  A dangerous crime against children as defined in A.R.S. 13-705. 

R.  Child abuse. 

S.  Sexual conduct with a minor. 

T.  Molestation of a child. 

U.  Manslaughter. 

V.  Aggravated assault. 

W. Assault. 

X.  Exploitation of minors involving drug offenses. 

Y.  Sexual abuse under A.R.S. 13-1404 or sexual assault under 13-1406 in which 

the victim was a minor. 

Z.  An act committed in another state or territory that if committed in this state 

would have been subject to disclosure under Q and Y above. 

AA.  Any crime that requires the person to register as a sex offender pursuant 

to A.R.S. 13-3821. 

AB.  A preparatory offense as prescribed in A.R.S. 13-1001 of any offense that 

is subject to disclosure under Q, S, Y, Z, or AA above. 

A person who makes a false statement, representation, or certification in any 

application for employment with the School District is guilty of a class 3 

misdemeanor. 

 

http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/13/00705.htm
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The District may refuse to hire or may review or terminate personnel who have been 

convicted of or admitted committing any of the criminal offenses above or a similar 

offense in another jurisdiction.  In conducting a review, the Governing Board shall 

utilize the guidelines, including the list of offenses that are not subject to review, as 

prescribed by the State Board of Education pursuant to A.R.S. 15-534.  In considering 

whether to hire or terminate the employment of a person, the Governing Board shall 

take into account the factors listed in A.R.S. 15-512. 

When considering termination of an employee pursuant to A.R.S. 15-512, a hearing 

shall be held to determine whether a person already employed shall be terminated. 

The Superintendent shall develop and implement procedures that include the 

following in the employment process: 

A.  Provide for fingerprinting of employees covered under this policy and A.R.S. 

15-512. 

B.  Provide for fingerprint checks pursuant to A.R.S. 41-1750. 

C.  Provide for properly assessing employees for fingerprint checks and 

depositing said funds with the county treasurer. 

Adopted:  ______________________ 

LEGAL REF.: 

A.R.S. 

13-705 

15-106 

15-509 

15-512 

15-534 

23-1361 

41-1750 

 

CROSS REF.: 

EEAEA - Bus Driver Requirements, Training, and Responsibilities 

GDF - Support Staff Hiring 

GDG - Part-Time and Substitute Support Staff Employment 

JLIA - Supervision of Students 

 

 

 

http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00534.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00512.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00512.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00512.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/41/01750.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/13/00705.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00106.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00512.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00534.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/23/01361.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/41/01750.htm
https://arizonaschoolboard-my.sharepoint.com/personal/lbondi_azsba_org/Documents/--%20z2:DocViewer?docid=170&z2collection=z2thiscollection
https://arizonaschoolboard-my.sharepoint.com/personal/lbondi_azsba_org/Documents/--%20z2:DocViewer?docid=310&z2collection=z2thiscollection
https://arizonaschoolboard-my.sharepoint.com/personal/lbondi_azsba_org/Documents/--%20z2:DocViewer?docid=319&z2collection=z2thiscollection
https://arizonaschoolboard-my.sharepoint.com/personal/lbondi_azsba_org/Documents/--%20z2:DocViewer?docid=571&z2collection=z2thiscollection
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GDFA-E © 

EXHIBIT 

SUPPORT  STAFF  QUALIFICATIONS 

AND  REQUIREMENTS 

___________________________________      ______________________________ 

          Name (typed or printed)                                                         Position 

I, ___________________________________, being duly sworn, do hereby certify that I 

have never been convicted of or admitted in open court or pursuant to a plea 

agreement committing, and am not now awaiting trial for committing, any of the 

following criminal offenses in the state of Arizona or similar offenses in any other 

jurisdiction, including a charge or conviction that has been vacated, set aside or 

expunged: 

A.  Sexual abuse of a minor. 

B.  Incest. 

C.  First- or second-degree murder. 

D.  Kidnapping. 

E.  Arson. 

F.  Sexual assault. 

G.  Sexual exploitation of a minor. 

H.  Felony offenses involving contributing to the delinquency of a minor. 

I.  Commercial sexual exploitation of a minor. 

J.  Felony offenses involving sale, distribution, or transportation of, offer to sell, 

transport, or distribute, or conspiracy to sell, transport, or distribute marijuana 

or dangerous or narcotic drugs. 

K.  Felony offenses involving the possession or use of marijuana, dangerous 

drugs, or narcotic drugs. 

L.  Misdemeanor offenses involving the possession or use of marijuana or 

dangerous drugs. 

M. Burglary in the first degree. 

N.  Burglary in the second or third degree. 
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O.  Aggravated or armed robbery. 

P.  Robbery. 

Q.  A dangerous crime against children as defined in A.R.S. 13-705. 

R.  Child abuse. 

S.  Sexual conduct with a minor.  

T.  Molestation of a child. 

U.  Manslaughter. 

V.  Aggravated assault. 

W.  Assault. 

X.  Exploitation of minors involving drug offenses. 

Y.  Sexual abuse under A.R.S. 13-1404 or sexual assault under 13-1406 in which 

the victim was a minor. 

Z.  An act committed in another state or territory that if committed in this state 

would have been subject to disclosure under Q and Y above. 

AA. Any crime that requires the person to register as a sex offender pursuant 

to A.R.S. 13-3821. 

AB. A preparatory offense as prescribed in A.R.S. 13-1001 of any offense that is 

subject to disclosure under Q, S, Y, Z, or AA above. 

 

_________________________________________      ______________________________ 

                    Employee signature                                           Date signed 

 

Subscribed, sworn to, and acknowledged before me by ___________________________ 

 

___________________________________, this ______ day of _____________, 20______, 

 

in _______________________________ County, Arizona. 

 

My Commission Expires 

_____________________________      _________________________________________ 

                                                                                   Notary Public 

 

 

http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/13/00705.htm
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IGA © 

CURRICULUM  DEVELOPMENT 

The need and value of a systematic, ongoing program of curriculum development and 

evaluation involving students, parents, teachers, and administrators are 

recognized.  It is essential that the school system continually develop and modify its 

curriculum to meet changing needs.  The Board authorizes the Superintendent to 

develop the curriculum for the school system and to organize committees to review 

the curriculum.  Meetings of authorized textbook selection committees shall comply 

with open meeting law requirements (A.R.S. 15-721(F) or 15-722(B)).  All curriculum 

changes shall be approved by the Governing Board. 

It shall be the responsibility of the Superintendent to develop proposals relating to 

curriculum modifications and additions that, in the opinion of the professional staff 

and consultants, are essential to the maintenance of a high-quality program of 

education from prekindergarten (PK) through grade twelve (12). 

All certificated personnel have professional obligations to the school program beyond 

regular classroom duties, and these obligations will include work on curriculum 

committees. 

Adopted:  _____________________ 

LEGAL REF.: 

A.R.S. 

15-203 

15-341 

15-701 

15-701.01 

15-721 

15-722 

38-431 

38-431.09 

 

 

 

 

 

 

http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00721.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00722.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00203.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00341.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00701.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00701-01.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00721.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00722.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/38/00431.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/38/00431-09.htm
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IMG © 

ANIMALS  IN  SCHOOLS 

The Superintendent may establish procedures for appropriately and humanely 

bringing live animals into a classroom.  Such procedures shall forbid the transporting 

of live animals on school buses that are not service animals on school buses, as defined 

at A.R.S. 11-1024. unless the animal is present for an educational purpose by written 

approval from the Superintendent or principal. 

Service animal means any dog or miniature horse that is individually trained to do 

work or perform tasks for the benefit of an individual with a disability, including a 

physical, sensory, psychiatric, intellectual or other mental disability.  Service animal 

does not include other species of animals, whether wild or domestic or trained or 

untrained. 

Per the Americans with Disabilities Act (ADA), service animals must be under the 

control of the handler at all times.  In most instances, the handler will be the 

individual with a disability or a third party who accompanies the individual with a 

disability.  The District may need to provide some assistance to enable a particular 

student to handle his or her service animal.  The service animal must be harnessed, 

leashed, or tethered while in public places unless these devices interfere with the 

service animal's work or the person's disability prevents use of these devices.  In that 

case, the person must use voice, signal, or other effective means to maintain control 

of the animal.  If a service animal is out of control and the handler does not take 

effective action to control it, staff may request that the animal be removed from the 

premises. 

Any person or entity that operates a public place shall not discriminate against 

individuals with disabilities who use service animals if the work or tasks performed 

by the service animal are directly related to the individual's disability.  Work or tasks 

include assisting individuals who are blind or have low vision with navigation and 

other tasks, alerting individuals who are deaf or hard of hearing to the presence of 

people or sounds, providing nonviolent protection or rescue work, pulling a 

wheelchair, assisting an individual during a seizure, alerting individuals to the 

presence of allergens, retrieving items such as medicine or the telephone, providing 

physical support and assistance with balance and stability to individuals with 

mobility disabilities and helping individuals with psychiatric and neurological 

disabilities by preventing or interrupting impulsive or destructive behaviors.  The 

crime deterrent effects of an animal's presence and the provision of emotional 

support, well-being, comfort or companionship do not constitute work or tasks. 

Adopted:  ______________________ 



© 2024 by Arizona School Boards Association 

Note:  This material is written for informational purposes only, and not as legal 

advice.  You may wish to consult an attorney for further explanation. 

  Page 33 of 42 

 

LEGAL REF.: 

A.R.S. 

11-1024 

11-1025 

A.A.C. 

R13-13-104 

R17-9-102 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/11/01024.htm
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IMG-R © 

REGULATION 

ANIMALS  IN  SCHOOLS 

Animals may be brought into the classroom for educational purposes.  However, they 

must be appropriately and humanely cared for, and properly handled.  Any person 

who wishes to bring an animal into the classroom must receive prior written 

permission from the principal.  The following documentation will be provided to the 

principal, as appropriate, prior to approval: the vaccination history of the animal, 

including proof of current rabies and distemper vaccinations; proof of current 

licensure; proof that the animal has been spayed or neutered; proof of treatment of 

fleas and ticks; and current certificate from a veterinarian that the animal is healthy 

and disease free.  All provided documentation will be kept in the building 

administrator and/or Superintendent offices.   

The following guidelines shall apply to animals in the schools: 

A. Prior to granting permission, Teachers should check with the school nurse 

regarding any known allergies among students in the classroom.  If allergies 

exist, parents must be contacted for further direction. 

B.  Animals shall not be transported on school buses with the exception of 

service animals, as defined at A.R.S. 11-1024, which assist disabled passengers. 

C. Animals shall not be transported in other District vehicles without written 

authorization. 

C. D.  Teachers must assume primary responsibility for the humane and proper 

treatment of any animals in the classroom. 

E.  The animal must present no physical danger to students or staff members.  

D. F.  Only the teacher or students designated by the teacher are to handle the 

animals.  

E. G.  If animals are to be kept in the classroom on days when classes are not 

in session, the teacher must make arrangements for their proper care and 

safety. The classroom shall be kept clean and free of any animal waste.  

H. The staff member must adhere to local, state and federal laws and to District 

policies and regulations regarding such animals. 
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F. I.  Staff members or students who have been bitten by an animal shall report 

such incident to the principal and the nurse immediately.  The principal should 

notify the public health authorities if the injury merits medical follow-

up.  Public health authorities should determine the appropriate action and 

period of confinement for an animal if an injury results.  Any animal involved 

in a serious injury must be impounded until authorization for release is granted 

by health authorities.  The owner of the animal is liable for any damage to 

District or personal property and any injuries to individuals caused by the 

owner’s animal while on District property. 
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JLCD-R © 

REGULATION 

MEDICINES / ADMINISTERING 

MEDICINES  TO  STUDENTS 

(Medication Procedures) 

Prescription  Drugs 

For occasions when it is necessary for a student to receive a prescription drug during 

the school day, the following procedure has been established to ensure the protection 

of the school and the student and to assure compliance with existing rules and 

regulations: 

Administration by school personnel: 

A.  The medication must be prescribed by a physician. 

B.  The parent or guardian must provide written permission to administer the 

medicine to the student.  Appropriate forms are available from the school office. 

C.  The medication must come to the school office in the prescription container 

as put up by the pharmacist.  Written directions from the physician or 

pharmacist must state the name of the patient, the name of the medicine, the 

dosage, and the time it is to be given. 

D.  An administrator may designate a school employee to administer the 

medication. 

E.  Any medication administration services specified in the child's diabetes 

medical management plan shall be provided. 

F.  Two (2) or more school employees, subject to final approval by the student's 

parent or guardian, may volunteer to serve as diabetes care 

assistants.  Voluntary diabetes care assistants are allowed to 

administer insulin, assist the student with self-administration of insulin, 

administer glucagon in an emergency situation to a student or perform any 

combination of these actions if all of the following conditions exist: 

1.  A school nurse or another health professional who is licensed pursuant 

to statute or a nurse practitioner who is licensed pursuant to statute is 

not immediately available to attend to the student at the time of 

the emergency. 
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2.  If the voluntary diabetes care assistant is authorized to administer 

glucagon, either a) the parent or guardian must provide to the school an 

unexpired glucagon kit prescribed for the student by an appropriately 

licensed health care professional or nurse practitioner; b) the School 

District has obtained glucagon pursuant to a standing order. 

3.  The voluntary diabetes care assistant has provided to the school a 

written statement signed by an appropriately licensed health professional 

that the voluntary diabetes care assistant has received proper training in 

administering glucagon, including the training specified in A.R.S. 15-

344.01. 

4.  If the voluntary diabetes care assistant is authorized to administer 

insulin, the parent or guardian of the student has provided insulin and all 

equipment and supplies that are necessary for insulin administration by 

voluntary diabetes care assistants. 

5.  The training provided by an appropriately licensed health professional 

includes all of the following: 

a.  An overview of all types of diabetes. 

b.  The symptoms and treatment of hyperglycemia and 

hypoglycemia. 

c.  Techniques for determining the proper dose of insulin in a specific 

situation based on instructions provided in the orders submitted by 

the student's physician. 

d.  Techniques for recognizing the symptoms that require the 

administration of glucagon. 

e.  Techniques on administering glucagon. 

6.  A District employee shall not be subject to any penalty or disciplinary 

action for refusing to serve as a voluntary diabetes care assistant. 

7.  A school district may annually request a standing order for glucagon 

from an appropriately licensed health professional.  If a standing order is 

obtained, a school may stock one (1) or more doses of glucagon for 

emergency administration to a student by an appropriately licensed 

medical professional or a voluntary diabetes care assistant.  A school 

district may accept monetary donations, grants, or third-party programs 

to obtain glucagon. 

http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00344-01.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/15/00344-01.htm
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8.  Each employee or contractor of a school district that implements all or 

part of a Diabetes Medical Management Plan shall provide a written 

statement signed by an appropriately licensed health professional that 

the employee or contractor has received proper training in administering 

glucagon.  This training must be renewed at regular intervals, as 

prescribed by the School District Governing Board. 

9.  The District, employees of the District, and properly licensed health 

professionals, volunteer health professionals, physician assistants, and 

nurse practitioners are immune from civil liability for the consequences 

of the good faith adoption and implementation of policies and procedures 

pursuant to District policy and this regulation, including the training of 

voluntary diabetes care assistants. 

G.  Each administration of prescription drugs must be documented, making a 

record of the student having received the medication. 

H.  Drugs must be kept in their original containers in a locked medicine cabinet. 

Self-administration: 

A.  When the physician feels it is necessary for the student to carry and self-

administer the medication, the physician shall provide written 

recommendations, to be attached to the signed parent permission form except 

in the case of medication for diagnosed anaphylaxis and breathing disorders 

requiring handheld inhaler devices.  In these cases, the student's name on the 

prescription label is sufficient for the physician's recommendation. 

B.  The student's diabetes medical management plan provided by the parent or 

guardian shall be signed by the appropriately licensed health professional or 

nurse practitioner and shall state that the student is capable of self-monitoring 

blood glucose and shall list the medications, monitoring equipment, and 

nutritional needs that are medically appropriate for the student to self-

administer and that have been prescribed or authorized for that student.  The 

student must be able to practice proper safety precautions for handling and 

disposing of the equipment and medications that the student is authorized to 

use under these provisions.  The student's diabetes medical management plan 

shall specify a method to dispose of equipment and medications in a 

manner agreed on by the parent or guardian and the school. 

C.  The parent or guardian must provide written permission for the student to 

self-administer and carry the medication.  Appropriate forms are available from 

the school office. 

D.  The medication must come in the prescription container as put up by the 

pharmacist. 
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Over-the-Counter  Medication 

When it is necessary for a student to receive a medicine that does not require a 

prescription order but is sold, offered, promoted, and advertised to the general public, 

the following procedure has been established to ensure the protection of the school 

and the student: 

Administration by school personnel: 

A.  Written permission must be provided by the parent or guardian for the 

administration of specific over-the-counter drugs. 

B.  Any over-the-counter drug or medicine sent by the parent to be administered 

to a student must come to the school office in the original manufacturer's 

packaging with all directions, dosages, compound contents, and proportions 

clearly marked. 

C.  An administrator may designate a school employee to administer a specific 

over-the-counter drug. 

D.  Each instance of administration of an over-the-counter drug must be 

documented in the daily log. 

E.  Over-the-counter drugs must be kept in their original containers in a locked 

medicine cabinet. 

Self-administration: 

A.  Written permission must be provided by the parent or guardian for the 

administration of specific over-the-counter drugs by the student. 

B.  Over-the-counter drugs or medicine sent by the parent to be administered 

by the student must be kept by the student in the original manufacturer's 

packaging, with all directions, dosages, compound contents, and proportions 

clearly marked. 

C.  Necessity for self-administration of an over-the-counter drug or medicine 

shall be determined by the student's physician and must be verified by a signed 

physician's statement attached to the parent or guardian permission form, 

indicating the specific drug or medicine. 

Protection  of  Students 

Use or administration of medication on school premises may be disallowed or strictly 

limited if it is determined by the Superintendent, in consultation with medical 

personnel, that a threat of abuse or misuse of the medicine may pose a risk of harm 

to a member of the student population. 
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The student shall take extraordinary precautions to keep secure any medication or 

drug, and under no circumstances shall make available, provide, or give the item to 

another person.  The student shall immediately report the loss or theft of any 

medication brought onto school campus.  Violation of this regulation may subject the 

student to disciplinary action. 

Inhalers 

Administration by school personnel: 

 

School personnel administering inhalers will do the following: 

A.  Determine if symptoms indicate possible respiratory distress or emergency 

and determine if the use of an inhaler will properly address the respiratory 

distress or emergency. 

B.  Administer the correct dose of inhaler medication, as directed by the 

prescription protocol, regardless of whether the individual who is believed to be 

experiencing respiratory distress has a prescription for an inhaler and spacer 

or holding chamber or has been previously diagnosed with a condition requiring 

an inhaler. 

C.  Restrict physical activity, encourage slow breaths, and allow the individual 

to rest. 

D.  Assure that trained personnel stay with the subject who has been 

administered inhaler medication until it is determined whether the medication 

alleviates symptoms. 

E.  If applicable, instruct office staff to notify the school nurse if the inhaler is 

administered by a trained but non-licensed person. 

F.  Instruct school staff to notify the parent or guardian. 

G.  Call 911 if severe respiratory distress continues.  Advise that inhaler 

medication was administered and stay with the person until emergency medical 

responders arrive. 

H.  If the individual shows improvement, keep the individual under supervision 

until breathing returns to normal, with no more chest tightness or shortness of 

breath, and the individual can walk and talk easily. 

I.  Allow a student to return to class if breathing has returned to normal and all 

symptoms have resolved. 
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J.  Notify a parent or guardian once the inhaler has been administered and the 

student has returned to class. 

K.  Document the incident detailing who administered the inhaler, the 

approximate time of the incident, notifications made to the school 

administration, emergency responders, and parents/guardians. 

L.  Retain the incident data on file at the school pursuant to the general records 

retention schedule regarding health records for school districts and charter 

schools established by the Arizona State Library, Archives and Public Records. 

M.  Order replacement inhalers, spacers and holding chambers as needed. 

Seizure  Management  Plans 

The School District will verify and accept student seizure management plans as 

follows: 

A.  Before or at the beginning of the school year, at enrollment, or as soon as 

practicable following diagnosis of the student’s seizure disorder. 

B.  The school will annually request up-to-date management plans from parents 

or guardians. 

The District will not accept seizure management plans unless the plan includes the 

following: 

A.  An outline of procedures recommended by the physician or registered nurse 

practitioner responsible for the student’s seizure treatment plan. 

B.  An outline of other health care services available at school that the student 

may receive to help manage the student’s seizure disorder at school. 

C.  A signature by the student’s parent or guardian AND the physician or 

registered nurse practitioner responsible for the student’s seizure treatment. 

Seizure management plans must be provided to the school health office. 

Seizure Management Training: 

A. All State Board of Education (SBE)-approved courses of instruction shall issue 

certificates indicating successful completion of seizure management training and 

the completion date of course.  School personnel shall submit this certificate to the 

school.  

B. A school shall maintain and make available upon request a list of school personnel 

who are authorized to administer seizure medication, the date the training was 

successfully completed, and the certificate showing successful completion. 
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Individuals  that  Must  be  Trained 

The following individuals must receive statutorily required training approved by the 

State Board of Education  and available here:  https://azsbe.az.gov/resources/seizure-

training. 

 

Nurses, under contract or employed by the school: 

If they receive a seizure management and treatment plan, they must complete 

an online course of instruction for school nurses regarding managing students 

with seizure disorders as required by A.R.S. § 15-160.02 and approved by the 

State Board of Education (SBE).  This training shall be completed within thirty 

(30) days of receiving the first seizure management plan.  A new hire shall 

complete the training during a school’s new hire orientation unless proof of 

successful completion within the last five (5) years is submitted.  Training must 

be completed at least once in a five (5)-year period.  Information regarding SBE-

approved training shall be posted on the Board’s website.  

Nurses and at least one (1) other school employee: 

Training to administer or assist with the self-administration of both 1) as 

seizure rescue medication or a medication prescribed to treat seizure disorder 

symptoms; and 2), a manual dose of prescribed electrical stimulation using a 

vagus nerve stimulator magnet. 

Principals, guidance counselors, teachers, bus drivers or classroom aides whose 

duties include regular contact with students who have submitted a seizure 

management and treatment plan: 

An online course of instruction for school personnel regarding awareness of 

students with seizure disorders as required by A.R.S. § 15-160.02 and approved 

by the State Board of Education (SBE). This training shall be completed within 

thirty (30) days of receiving the first seizure management plan.  A new hire 

shall complete the training during a school’s new hire orientation unless proof 

of successful completion within the last five (5) years is submitted.  Training 

must be completed at least once in a five (5)-year period.  Information regarding 

SBE-approved training shall be posted on the Board’s website.  

https://azsbe.az.gov/resources/seizure-training
https://azsbe.az.gov/resources/seizure-training

