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The School Board of Polk County, Florida 
Policy 5.001 
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6Gx53-5.001 FINANCIAL STATEMENTS:  


The Superintendent shall submit to the School Board monthly financial 
statements reflecting expenditures, encumbrances, and budget balances of all 
budget accounts. 


  


Statutory Authority:  Florida Statutes 1001.32, 1001.41, 1001.42, 1001.43 


Laws Implemented: 


Adopted: July 26, 1972 


Readopted: April 28, 1987 


Amended: 


December 18, 1974 


April 23, 1980 


 


Page 1 of 1 
 








The School Board of Polk County, Florida 
Policy 5.002 


 


7/6/2005 12:33:34 PM 


6Gx53-5.002 EXTERNAL CONTRACTS:  


I. The superintendent or designee shall be responsible for all purchases 
of materials, equipment, and services with school district or school 
funds.  The Superintendent is authorized to purchase products or 
services or enter into temporary employment contracts for which the 
total amount of the purchase is less than the competitive bid threshold 
amount set by State Board Rule 6A-1.012(6) and Florida Statute 
287.017.  When such purchase requires a written contract or 
agreement, the Superintendent or designee may sign such a document 
on behalf of the School Board with the Board’s attorney approving 
terms and form.  This same authority shall also be vested in the 
director of purchasing functioning on the Superintendent’s behalf.  The 
director of purchasing shall have the authority to enforce the use of 
district quotes and bid contracts.  No other persons, unless authorized 
to do so under regulations of the Board, shall make any purchase 
involving the use of school district or school funds, and the Board shall 
approve no expenditures for any unauthorized purchases. 


II. All other contractual agreements with third parties shall be approved by 
the School Board and signed by the proper administrative officials who 
for this purpose shall be the Superintendent or the Board Chair, or 
both, if specifically required by the contract form. 


III. Except as specified in items I and II above, the school Board shall not 
be liable for any debts or obligations incurred without its express 
approval.    Goods or services shall not be ordered or accepted prior to 
approval, and employees who order or accept goods or services prior 
to approval of such purchases or contracts may be subject to 
progressive discipline, and may be personally liable for payment of 
such purchases or contracts.  


IV. In the event of an emergency that necessitates the immediate 
purchase of goods or services for the purpose of protecting or 
preserving life, health, safety, welfare, or property, a request for the 
same may be given tentative approval by the Superintendent of 
Schools after advising the Board Chair of the proposed action, subject 
to ratification by the School Board.  A written justification for the action 
shall be presented to the School Board by the Superintendent at the 
next-following meeting of the Board, together with an agenda item for 
ratification of the action.  


V. Requisitions/Purchase Orders are expressly excluded from the 
provisions of this policy.  School Board Policy 5.008 and a Business 
Services Memorandum issued annually address purchase orders 
separately.  
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VI. Contracts funded solely through internal accounts are governed by the 
Internal Accounts Manual and are specifically excluded from this 
section. 


   
Statutory Authority: Florida Statutes 1001.32, 1001.41, 1001.42, 1001.43 
 
Laws Implemented:  Florida Statute 287.017, Florida Administrative Code 6A-
1.012(6) 
 
Adopted: April 10, 1974 
 
Readopted: April 28, 1987 
 
Amended: 


February 18, 1974 


April 23, 1980  


October 14, 1997 


November 30, 1999  


April 9, 2002 


April 12, 2005 


June 14, 2005 
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The School Board of Polk County, Florida 
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6Gx53-5.003 INVESTMENT OF FUNDS: 
 
The purpose of this policy is to set forth the investment objectives and 
parameters for the management of public funds of The School Board of Polk 
County, Florida (hereinafter “Board”).  These policies are designed to ensure the 
prudent management of public funds, the availability of funds when needed, and 
an investment return with comparable funds and financial market indices. 
  


I.  Scope: In accordance with Section 218.415, Florida Statutes, this 
investment policy applies to all cash and investments held or controlled by 
the Board with the exception of Pension Funds and funds related to the 
issuance of debt where there are other existing policies or indentures in 
effect for such funds.  Funds held by state agencies (e.g., Department of 
Education) are not subject to the provisions of this policy. 


 
 II. Investment Objectives  
 
  A. Safety of Capital 


 
The foremost objective of this investment program is the safety of the 
principal of those funds within the portfolios.  All other investment 
objectives are secondary to the safety of principal.  Investment 
transactions shall seek to keep capital losses at a minimum, whether 
they are from securities defaults or erosion of market value.  To attain 
this objective, diversification is required in order that potential losses 
on individual securities do not exceed the income generated from the 
remainder of the portfolio.   
 
From time to time, securities may be traded for other similar securities 
to improve yield, maturity or credit risk.  For these type transactions, a 
loss may be incurred for accounting purposes, provided any of the 
following occurs with respect to the replacement security: (1) Yield has 
been increased; (2) Maturity has been reduced; (3) Quality of the 
investment has been improved. 


 
  B. Liquidity of Funds 
 


The portfolios shall be managed in such a manner that funds are 
available to meet reasonably anticipated cash flow requirements in an 
orderly manner.  Periodical cash flow analyses will be completed in 
order to ensure that the portfolios are positioned to provide sufficient 
liquidity. 


 
 C. Return on investments 
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Investment portfolios shall be designed with the objective of attaining a 
market rate of return throughout budgetary and economic cycles, 
taking into account the investment risk constraints and liquidity needs.  
Return on investment is of least importance compared to the safety 
and liquidity objectives described above.  The core of investments is 
limited to relatively low risk securities in anticipation of earning a fair 
return relative to the risk being assumed. 


 
 III. Performance Measurement 
 


In order to assist in the evaluation of the portfolio’s performance, the 
Board will use performance benchmarks for short-term and long-term 
portfolios.  The use of benchmarks will allow the Board to measure its 
returns against other investors in the same markets.  One benchmark 
return for the portfolio will be measured against the State Board of 
Administration Local Government Surplus Funds Trust Fund.  Other 
benchmark returns may be used when they provide a meaningful 
reference to the returns of the portfolio.  Performance returns shall be 
calculated in a manner consistent with the Association for Investment 
Management and Research (AIMR) standards or other nationally 
recognized methods. 


 
 IV. Prudence and Ethical Standards 
 


The standard of prudence to be applied by the investment officer shall be 
the “Prudent Person Rule”, which states: “Investments should be made 
with judgment and care, under circumstances then prevailing, which 
persons of prudence, discretion and intelligence exercise in the 
management of their own affairs, not for speculation, but for investment, 
considering the probable safety of their capital as well as the probable 
income to be derived from the investment.”  The “Prudent Person Rule” 
shall be applied in the context of managing the overall portfolio. 


Investment officers acting in accordance with written procedures and this 
investment policy and exercising due diligence shall be relieved of 
personal responsibility for an individual security’s credit risk or market 
price changes, provided deviations from expectation are reported in a 
timely fashion, appropriate action is taken to control adverse 
developments, and the liquidity and the sale of securities are carried out in 
accordance with the terms of this policy  


While the standard of prudence to be used by investment officials who are 
officers or employees is the “Prudent Person” standard, any person or firm 
hired or retained to invest, monitor, or advise concerning these assets 
shall be held to the higher standard of “Prudent Expert”.  The standard 
shall be that in investing and reinvesting moneys and in acquiring, 
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retaining, managing, and disposing of investments of these funds, the 
contractor shall exercise: the judgment, care, skill, prudence, and 
diligence under the circumstances then prevailing, which persons of 
prudence, discretion, and intelligence, acting in a like capacity and familiar 
with such matters would use in the conduct of an enterprise of like 
character and with like aims by diversifying the investment of the funds, so 
as to minimize the risk, considering the probable income as well as the  
probable safety of their capital. 
 


V.   Listing of Authorized Investments 
 


The Board is authorized under Florida Statutes to undertake investments 
in the following authorized investments, subject to the provisions of 
subsection XVI:  
 


1.  The Local Government Surplus Funds Trust Fund (“SBA”); 
 
2.  Direct obligations of the U.S. Government; 


 
3.  Obligations guaranteed by the U.S. Government as to principal and 


interest; 
 


4.  Time deposits and savings accounts in banks and savings and loan 
associations, organized under the laws of Florida or the United 
States and doing business and situated in this State, provided that 
any such deposits are secured by collateral as prescribed by 
Chapter 280, Florida Statutes; 


 
5.  Obligations of the Federal Farm Credit Banks; the Federal Home 


Loan Mortgage Corporation, including Federal Home Loan 
Mortgage Corporation Participation Certificates; or the Federal 
Home Loan Bank or its district banks or obligations guaranteed by 
the Government National Mortgage Association; 


 
6.  Obligations of the Federal National Mortgage Association, including 


Federal National Mortgage Association Participation Certificates 
and mortgage pass through certificates guaranteed by the Federal 
National Mortgage Association;  


 
7.  Securities or, other interests in, any open-end or closed-end 


management type investment company or investment trust 
registered under the Investment Company Act of 1940, provided 
the portfolio is limited to U.S. Government obligations and 
repurchase agreements fully collateralized by such U.S. 
Government obligations (i.e. Mutual Funds); 
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8.  Repurchase agreements done through a commercial bank or 


government securities dealer, the underlying collateral of which 
shall be any U.S. Government security in which the market value is 
equal to at least 102 percent (%) of the agreement; 


 
9.  Banker’s Acceptances which are inventory-based and issued by a 


domestic bank which has an unsecured, uninsured and 
unguaranteed obligation rating of at least “Prime-1” and/or “A” by 
Moody’s Investor Service and/or “A-1” and “A” by Standard and 
Poor’s Corporation and ranked in the top fifty (50) United States 
banks in terms of total assets by the American Banker’s yearly 
report; 


 
10. Commercial Paper rated, at the time of purchase, “Prime-1” by 


Moody’s and/or “A-1” by Standard and Poor’s (prime commercial 
paper); 


 
11. State and/or Revenue bonds rated at least “Aa” by Moody’s and/or 


“AA” by Standard and Poor’s for long-term debt, or rated at least 
“MIG-1” by Moody’s and “SP-1” by Standard and Poor’s for short-
term debt; 


 
12. Fixed income mutual funds comprised of only those investment 


instruments as authorized above; 
 


 VI.  Maturity and Liquidity Requirements 
 


The investment portfolio shall be structured in such a manner as to 
provide sufficient liquidity to pay obligations as they come due and to the 
extent possible, an attempt will be made to match investment maturities 
with known cash needs and anticipated cash-flow requirements. 
 


A.  The average maturity of the portfolio should generally not exceed one 
year but may exceed one year when the risk reward perspective 
looks attractive. 


 
B.  The maturity of any individual holding should generally not exceed 


five years but may exceed five years when there is opportunity to 
achieve a greater return and/or the average life is expected to be 
less. 


 
 VII. Portfolio Composition  
 


Prudent investing necessitates that the portfolio be diversified as to 
instruments and dealers.  The following limits are hereby established to 
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serve as guidelines for diversification by instrument.  The investment 
officer for specific circumstances may revise these guidelines: 
 
Local Government Surplus Funds Trust Fund (SBA)  100% 
United States Treasury Bills/Notes/Bonds       75% 
Other United States Government Agencies       75% 
Repurchase Agreements        50% 
Commercial Paper         40% 
Banker’s Acceptance        40% 
Certificates of Deposit        15% 
Collateralized Mortgage Obligations      15% 
 


VIII. Risk and Diversification 
 


Assets held shall be diversified to control the risk of loss resulting from 
over concentration of assets in a specific maturity, issuer, instrument, 
dealer, or bank through which these instruments are bought and sold.  
Diversification strategies within the established guidelines shall be 
reviewed and revised periodically as necessary by the appropriate 
management staff. 


 
 IX. Authorized Investment Institutions and Dealers 
 


Investment Services - Bank and broker/dealer selection for investment 
services will be as follows: 
 


1.  Bank - Certificates of deposit purchased under the authority of this 
policy will be purchased from Qualified Public Depositories of the 
State of Florida as identified by the State Treasurer, in accordance 
with Chapter 280 of the State Statutes.  


 
2.  Broker/Dealer Approvals - A list will be maintained of financial 


institutions authorized to provide investment services.  
Broker/Dealers will generally consist of primary dealers, banks, 
regional firms, and other recognizable firms in the general 
securities business.   


 
 X.  Third-Party Custodial Agreements 
 


All securities purchased shall be properly designated as an asset of the 
Board and held in safekeeping by a third party custodial bank or other 
third party custodial institution, chartered by the U.S. Government or the 
State of Florida and no withdrawal of such securities, in whole or in part, 
shall be made from safekeeping except by authorized individuals.  An 
independent third-party custodian provides the strongest assurance and 
control that the securities have been properly segregated.  The custodian 
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will provide the Board at least quarterly with a detailed report listing all 
transactions, all assets including the cost basis, market value and yield. 


 
XI.  Master Repurchase Agreement 


 
The Board should, whenever possible, use a repurchase document that is 
widely accepted by both the government and the broker/dealer 
communities.  The Master Repurchase Agreement available from the 
Public Securities Association (PSA) is widely accepted by the government 
and broker/dealer communities.  Attached is a copy of the PSA Master 
Repurchase Agreement.  The Board will exercise care in selecting parties 
with whom it will conduct repurchase transactions.   
 


 XII. Bid Requirement 
 


Purchases and sales of securities should generally be accomplished by 
competitive price quotes from separate broker/dealers to ensure the 
acquisition of market-based prices.  Documentation will be retained for all 
bids.  This policy may not apply in relation to swap proposals offered by a 
specific broker/dealer.  In certain circumstances where a broker/dealer 
indicates that a potential purchase or sale must be completed within 
minutes of notification, the competitive bidding policy may be waived.  The 
competitive bid process may also be waived with regard to new issues 
where there is no benefit to be realized by the School Board since the 
securities are sold at par.  Regardless of whether the purchase or sale is 
executed in a competitive bid process or not the other standards outlined 
in this investment policy apply. 


 
XIII. Internal Controls 


The School Board shall be responsible for establishing and maintaining an 
internal control structure designed to ensure that the assets of the School 
Board are protected from loss, theft or misuse.  The written internal control 
structure shall be designed to provide reasonable assurance that these 
objectives are met.  The concept of reasonable assurance recognizes that 
(1) the cost of control should not exceed the benefits likely to be derived; 
and (2) the valuation of costs and benefits requires estimates and 
judgments by management.  Such controls shall include, but not be limited 
to, the following: 


1) Investment review and performance reporting, interim and 
annual, shall be done by the Assistant Superintendent – 
Business Services or designee; 


 
2) Such reporting shall be presented by the Assistant 


Superintendent – Business Services or designee to the 
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School Board on an annual basis or more frequently, as 
directed by the Board; 


 
3) Written documentation and/or confirmation of telephone 


transactions and wire transfers shall be maintained; 
 


4) Documentation shall be maintained of compliance with 
statutory provisions for training requirements of all 
appropriate personnel; 


 
5) Monthly account statements will be maintained; 


 
6) Trust receipts or confirmations shall fully describe the 


various obligations and/or securities held.  Such receipts or 
confirmations shall state that the investment is held in the 
name of The School Board of Polk County, Florida; and 


 
7) The Board’s Internal Audit staff shall review compliance with 


internal controls at least annually.  
 


XIV. Continuing Education 


The investment officer or designee responsible for making investment 
decisions shall be provided continuing education of not less than 8 hours 
annually in subjects or courses of study related to investment practices 
and products. 


XV. Reporting 
 


The Board may dictate the type and frequency of reports.  The report to 
the Board shall be made on an annual basis or more frequently, as 
directed by the Board, and shall contain the following: 


 
1.  A listing of individual securities held at the end of the reporting 


period. 
 
2.  The cost, par, and market value of the securities at the end of the 


reporting period. 
 


3.  Average weighted yield to maturity of the portfolio. 
 


4.  Maturity date of all securities and the call, reset, and put date when 
appropriate. 


 
5.  The percentage of the total portfolio that each type of investment 


represents. 
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6.  Coupon, discount or earning rate 
 


7.  Yield on each investment. 
 


8.  Average life or duration and final maturity of all investments 
 


9.  Any exceptions to the guidelines should be highlighted 
 


10. A comparison of the portfolio to the benchmark(s) being used. 
 
XVI. Authorized Investments; Written Investment Policies 
 


Whereby the Board is adopting this written investment policy as specified 
in accordance with Section 218.415, Florida Statutes in subsections (1)-
(15) do by resolution invest and reinvest any surplus public funds in the 
Board’s control in: 
 


A. The Local Government Surplus Funds Trust Fund or any 
intergovernmental investment pool authorized pursuant to the 
Florida Interlocal Cooperation Act as provided in Section 
163.01, Florida Statutes. 
 
B. Securities and Exchange Commission registered money 
market funds with the highest credit quality rating from a 
nationally recognized rating agency. 


 
C. Interest-bearing time deposits or savings accounts in 
qualified public depositories as defined in Section 280.02, 
Florida Statutes. 


 
D. Direct obligations of the United States Treasury. 


 
E. Federal agencies and instrumentalities. 


 
F. Securities of, or other interests in, any open-end 
management-type investment company or investment trust 
registered under the Investment Company Act of 1940, 15 
U.S.C. ss. 80a-1 et seq., as amended from time to time, 
provided that the portfolio of such investment company or 
investment trust is limited to obligations of the United States 
Government or any agency or instrumentality thereof and to 
repurchase agreements fully collateralized by such United 
States Government obligations, and provided that such 
investment company or investment trust takes delivery of such 
collateral either directly or through an authorized custodian. 
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G. Other investments authorized by law or by ordinance for a 
county or a municipality. 


 
H. Other investments authorized by law or by resolution for a 
school district or a special district. 


 
XVII. Authority  
 


The responsibility for providing oversight and direction in regard to the 
management of the investment program resides with the Assistant 
Superintendent – Business Services.  The daily management 
responsibility for all Board funds in the investment program and 
investment transactions may be delegated to the Accounting Director or 
other individuals designated by the Assistant Superintendent – Business 
Services.  No person may engage in an investment transaction except as 
provided under the terms of this policy and any procedures so established.  
The Board may employ an Investment Manager to assist in managing 
some of the Board’s portfolio.  Such Investment Manager must be 
registered under the Investment Advisors Act of 1940. 


 
XVIII. Appendix 
 


Public Securities Association, Global Master Repurchase Agreement
 
 
Statutory Authority: Florida Statutes 1001.32, 1001.41, 1001.42 and 1001.43 
 
Laws Implemented: Florida Statutes 218.415, 1011.22 
 
Adopted: July 26, 1972 
 
Readopted: April 28, 1987 
 
Amended: 
 
 June 13, 1973 
 
 December 18, 1974 
 
 September 22, 1976 
  
 November 12, 1997 
 
 April 22, 2003 
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6Gx53-5.004 TANGIBLE PERSONAL PROPERTY:  


Florida Statues Chapter 274, , is a law to regulate the acquisition, supervision, 
accountability, control, transfer, and disposal of tangible personal property owned 
by governmental agencies. Chapter 10.400, Rules of the Office of the State 
Auditor, set forth certain mandatory requirements in carrying out the intent of 
Tangible Personal Property Law. Procedures for administering this law have 
been established in this county. 


I. Custodianship: It shall be the policy of this Board that each school or 
department have a designated custodian of the property within his or her school 
or department and shall be accountable to this Board for the acquisition, transfer 
or disposition of such property. 


II. Purchased Property: Property acquired through purchases from internal 
account funds, gifts from outside organizations, or equipment purchased from 
personal funds and permanently attached to the building shall become the 
property of the School Board.  


III. Donated Property: Gifts of equipment for classroom use or for use elsewhere 
in the school are gifts to the school and not to the individual accepting the item of 
equipment in the name of the school, and will become the property of the Board. 


IV. Accounting: All fixtures and other moveable property of a non-consumable 
nature and having a normal expected life of one year or more shall be accounted 
for in accordance with procedures established by the Superintendent. 


V. Disposal - General: The School Board is solely responsible for disposal and/or 
secondary use of any property, regardless of its service value.  


A. It is the policy of the School Board to avoid accumulation of 
materials or equipment, which are surplus and/or obsolete.  


B. Accordingly, property custodians shall take timely action to 
recommend disposal of such materials or equipment. 


VI. Disposal - Livestock: The sale of livestock shall be to the highest bidder after 
requesting at least three bids or at public auction. All sales and the manner of 
disposition shall be approved by the Vocational Agriculture Program Manager. 
  
Statutory Authority:  Florida Statutes 1001.32, 1001.41, 1001.42, 1001.43 
 
Laws Implemented:  Florida Statute 1013.28 
 
Adopted: July 26, 1972 
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Readopted: April 28, 1987 
 
Amended:  


December 19, 1973 


December 18, 1974 


April 23, 1980 


February 25, 1981 
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6Gx53-5.005 PETTY CASH FUNDS:  


The Superintendent may recommend appropriate petty cash funds to the School 
Board in accordance with the provisions of State Board of Education Rules 
related to Petty Cash Funds. These funds may be established for the purpose of 
making small, budgeted expenditures for the operation and management of 
schools. 


  


Statutory Authority:  Florida Statutes 1001.32, 1001.41, 1001.42, 1001.43 


Laws Implemented:  Florida Statutes 1010.01, 1011.06, 1011.07 


Adopted: April 23, 1980 


Readopted: April 28, 1987 
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6Gx53-5.006 VENDING MACHINE PROFITS - DISTRICT OFFICE:  


Revised and transferred to the Food Service Manual. 


  


Statutory Authority: Florida Statutes 1001.32, 1001.41, 1001.42, and 1001.43 


Laws Implemented: 


Adopted: March 27, 1974 


Readopted April 28, 1987 


Amended:  


December 18, 1974 


April 23, 1980 


Repealed: December 8, 1992  
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6Gx53-5.007 INTERNAL ACCOUNTS: 


Florida Statutes and State Board of Education Rules fix the responsibility of the 
Board and Superintendent with regard to internal school funds. The publication, 
Internal Accounts Manual, shall constitute Board Rules for the operation and 
control of internal account funds. Provisions of the Internal Accounts Manual may 
be waived or revised by action of the School Board, provided such action is not in 
conflict with Florida Statutes or State Board of Education Rules. 


  


Statutory Authority: Florida Statutes 1001.32, 1001.41, 1001.42, and 1001.43 


Laws Implemented:  Florida Statutes 1010.04, 1011.06, 1011.07, 1011.60; and 
Florida Administrative Code 6A-1.085, 6A-1.091 


Adopted:  July 7, 26, 1972 


Readopted:  April 28, 1987 


Amended: 


December 13, 1972 


June 13, 1973 


May 22, 1974 


July 1, 1974 


November 25, 1974 


February 22, 1978 
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6Gx53-5.008 PURCHASING REQUIREMENTS:  


Purchasing policies include all requirements outlined in Florida Administrative 
Code 6A-1.012 with the following modifications: 


I. Requisition/Purchase Order Forms: All requests for purchases shall originate 
upon prescribed Requisition/Purchase Order forms submitted and approved by a 
school principal, director, Assistant Superintendent, Career Center Business 
Manager, or their properly designated representative.  


A. Approval and Certification: Such requests shall be approved by the 
Director of Purchasing, or a properly designated representative, and 
certified by the Superintendent of Schools. 


B. Certification of Delivery for Payment: Certification of Delivery for 
payment on all Purchase Orders shall be on prescribed forms to certify 
receipt of goods/services by a school principal, director, Superintendent, 
Superintendent of Schools, Director of Purchasing, or their properly 
designated representative. 


C. Internal Accounts/School Food Services Program: The above 
requirements do not apply to purchases from Internal Accounts or the 
School Food Services Program. See the Internal Accounts Manual and 
Food Service Manual for specific purchasing instructions. The purchase of 
food using federal funds for programs other than the Food Services 
Department is allowed where federal program guidelines permit such 
purchases. 


II. Surplus Material or Equipment: When recommended by the Superintendent, 
the Board may authorize designated personnel to purchase surplus material or 
equipment from the Florida Department of General Services, Division of Surplus 
Property. All such purchases shall be coordinated through the Purchasing 
Department to determine the need for materials and availability of storage space. 


III. Standards and Specifications: Standards and specifications shall be 
developed for all equipment, materials, supplies, and services in regular use.  


A. Designated Personnel: Such standards and specifications shall be 
developed by program coordinators, supervisors, directors, or Assistant 
Superintendents, with the assistance of the Purchasing Department. 


B. Bid Invitations: Bid invitations and resulting purchases shall be in 
accordance with such standards and specifications. 
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C. Deviation: Upon bid award the standards and specifications in the bid 
will be adopted for the bid period affected, and any deviation there from 
can be authorized only by the School Board. 


D. Annual Review: Standards and specifications shall be reviewed 
annually by all parties affected and revised as needed.  


IV. Competitive Bids: Insofar as practical, all equipment, materials, supplies, and 
services used in quantity shall be bid and purchased on a countywide basis.  


A. Cost Limit: Unless the School Board sets a lower limit, formal 
competitive bids shall be obtained on equipment, materials, supplies, and 
services that categorically and collectively cost in excess of the amount 
specified in the Florida Administrative Code 6A-1.012. Failure to logically 
combine requests or attempts to split requests would be an evasion of this 
policy. 


B. Consideration:  The School Board shall receive and give consideration 
to the prices available to it through the use of the program for on-line 
procurement of commodities and contractual services as referenced in 
Section 287.057 (23) (a), under the rules of the Department of 
Management Services, Division of Purchasing. 


C. Exclusions:  


1. Those items specifically excluded by Florida Administrative code, 
and  


2. Services in those instances when competitive bidding is not 
feasible or otherwise required by law.  


D. Quotations: When deemed advisable and practical by the Director of 
Purchasing, quotations shall be obtained on purchases of items costing 
less than the amount specified in Florida Administrative Code 6A-1.012.  


E. Inventory: When in the best interest of the school system, certain items 
will be maintained in inventory for countywide distribution. 


V. Bid Protest: A bidder who wishes to file a protest pertaining to a bid must file 
such notice in accordance with the procedures prescribed by Florida 
Statute120.57 (3) and School Board Policy 6Gx53-5.008, V, enumerated below.  
For bids solicited by the Purchasing Department, the notice must be filed with the 
Purchasing and Warehousing Director.  For bids solicited by the Facilities 
Division, the notice must be filed with the Assistant Superintendent of Facilities 
and Operations. 
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All bid solicitations and notices of intended decisions with respect to contract 
awards shall set forth the following statements:  “Failure to follow the 
requirements of the bid protest procedures established by The School Board of 
Polk County, Florida shall constitute a waiver of all protest rights.  Failure to file a 
protest within the time prescribed in Florida Statute Section 120.57(3), shall 
constitute a waiver of proceedings under Chapter 120, Florida Statutes. 


A.  Any person who may be adversely affected by a notice of decision or 
intended decision with respect to award of any bid shall file a written 
notice of intent to file a formal protest.  The notice of intent to file a formal 
protest must be received in the Purchasing Department or the Facilities 
Department not later than 72 hours after the posting of the notice of 
intended award.  A written formal protest of intended bid award shall be 
filed within 10 calendar days after the date of receipt of the initial notice of 
intent to file a protest.  With respect to a protest of the terms, conditions, 
and specifications contained in an invitation to bid or request for proposal 
the written notice of intent to file a formal protest must be received in the 
Purchasing Department or the Facilities Department not later than 72 
hours after the posting of the solicitation.  The formal written protest shall 
be filed within 10 calendar days after the date of receipt of the initial notice 
of intent to file a protest.  Failure to file a notice of protest or failure to file a 
formal written protest shall constitute a waiver of proceedings under 
Chapter 120, Florida Statutes.  The formal written protest shall state with 
particularity the facts and law upon which the protest is based.  Saturdays, 
Sundays and School Board holidays shall be excluded in the computation 
of the 72-hour time periods provided by this paragraph.  If the tenth day in 
which to file a formal written protest falls on a Saturday, Sunday or 
holiday, the formal written protest must be filed the next day.  


B.  A notice of protest or a formal written protest is filed when it is received 
in its entirety in the Purchasing Department or the Facilities Department.  
It is the sole responsibility of the protestant filing the protest to be certain 
that the protest is properly and completely filed.  The decision as to the 
time that the protest is filed in its entirety in Purchasing or Facilities is 
solely that of the School Board. 


C.  The notice of intent shall state the basis of the protest and shall clearly 
indicate that its purpose is to serve as notice of intent to file a formal 
protest.  Failure to either so clearly indicate its intent or to file the notice on 
a timely basis shall constitute a waiver of any remedy provided under the 
bid protest procedures.  


D.  Upon receipt of the notice of intent to file a protest, the solicitation or 
contract award process shall stop until the protest is resolved; unless the 
Superintendent sets forth in writing particular facts and circumstances 
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which require the continuance of the solicitation or contract award process 
without delay in order to avoid an immediate and serious danger to the 
health, safety, or welfare of the public or students.  When the 
Superintendent so notifies the School Board, then the Superintendent is 
authorized to continue the bid solicitation process or the contract award 
process and to release Purchase Orders for purchases regardless of the 
protest.  


E.  When the solicitation or contract award process is stopped due to the 
filing of intent to file a formal written protest, the School Board authorizes 
the extension of any existing contract for the goods or services contained 
in bid or request for proposals being protested under whatever terms and 
conditions are determined by the Superintendent to be in the best interest 
of the School Board until such time as the new solicitation or award under 
protest can be approved by the School Board.  


F.  The protesting party shall deposit $500 in the form of a cashier’s 
check, made payable to The School Board of Polk County, Florida along 
with their formal protest.  Said amount shall be deposited with the Director 
of Purchasing or the Assistant Superintendent of Facilities and Operations 
to defray the costs incurred in considering the protest.  Said amount shall 
be recovered if the protesting party should prevail.  Failure to file the 
protest on a timely basis shall constitute a waiver of the right to seek any 
remedy provided under the bid protest procedures.  


G.  The formal written protest shall contain the following information:  


1)  Bid identification number and title 


2)  The name and address of the protesting party and the title or 
position of the person submitting the bid protest 


3)  A statement of the facts alleged and the rules, regulations, and law 
entitling the protesting party to relief 


4)  A statement indicating the relief sought by the protesting party 


5)  Such other information as the protesting party deems to be material 
to the issues. 


H.  The Bid Dispute Committee shall consist of the Purchasing Director or 
Assistant Superintendent of Facilities and Operations or designee, the 
School Board attorney or designee, and the Superintendent of Schools or 
designee.  The Bid Dispute Committee shall meet with the protesting party 
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within seven (7) days, excluding Saturdays, Sundays, and Board holidays, 
after receipt of the formal written protest. 


I.  The purpose of the meeting is to provide an opportunity to:  1)  Review 
the basis of the bid protest; 2)  To evaluate the facts and merits of the 
protest; and, if possible, 3)  To reach a resolution of the bid protest that is 
acceptable to the parties. 


J.  If the subject of a protest is not resolved by mutual agreement within 
seven days, excluding Saturdays, Sundays, and Board holidays, after the 
receipt of the formal written protest, and if there is no disputed issue of 
material fact, an informal proceeding shall be conducted pursuant to 
Chapter 120.57(2), Florida Statutes, and applicable School Board rules 
before a person whose qualifications have been prescribed by rules of the 
School Board. 


K.  If the subject of a protest is not resolved by mutual agreement within 
seven days, excluding Saturdays, Sundays, and School Board holidays, 
after the receipt of the formal written protest, and if there is a disputed 
issue of material fact, the School Board shall refer the protest to the 
Division of Administrative Hearings for proceedings under Chapter 
120.57(1), Florida Statutes, upon the written request of the protestant.  
This written request by the protestant shall be filed at the same place at 
which the formal written protest was filed within three days, excluding 
Saturdays, Sundays, and legal holidays, after the attempt to resolve the 
protest by mutual agreement. 


L.  Any person who files a written request that the protest be referred to 
the Division of Administrative Hearings shall post with the School Board, 
at the time of filing the written request, a bond, payable to The School 
Board of Polk County, Florida, in an amount equal to (1%) of the Board’s 
estimate of the total value of the contract, but not less than $500 or more 
than $5,000, which bond shall be conditioned upon the payment of all 
costs which may be adjudged against the protestant in an Administrative 
Hearing in which the action is brought and in any subsequent appellate 
court proceeding.  In lieu of a bond, a cashier’s check, certified bank 
check, or money order will be an acceptable form of security.  If, after 
completion of the Administrative Hearing process and any appellate court 
proceedings, the School Board prevails, then the School Board shall 
recover all costs and charges which shall be included in the Final Order or 
judgment, including charges made by the Division of Administrative 
Hearings, but excluding attorney’s fees.  Upon payment of such costs and 
charges by the protestant, the protestor security will be returned.  If the 
protestant prevails, then the protestant shall recover from the School 
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Board all costs and charges which shall be included in the Final Order or 
judgment, excluding attorney’s fees. 


M.  Upon receipt by the School Board of a recommended order as the 
result of proceedings by the Division of Administrative Hearings due to the 
filing of a formal written protest, then the School Board has the final 
decision whether to accept or reject the protest.  A final order shall be 
entered by the School Board within 30 days of the entry of a 
recommended order.  The provisions of this Rule may be waived upon 
stipulation by all parties.     


VI. LOCAL PREFERENCE: 
 


A.  APPLICATION AND EXCLUSIONS: 
 
The provisions of this policy shall apply to every purchase requiring formal 
sealed bids and construction management subcontractor bids irrespective 
of funding source, except as otherwise specified by law.  The provisions of 
this policy shall not apply to those purchases which may be exempt from 
the sealed bidding process and those purchases with respect to which the 
bid process may be waived/not required as defined in School Board Policy 
or State Board of Education Rules or applicable State Statutes; purchases 
from contracts awarded by other city, or county governmental agencies, 
other school boards, community colleges, or state university system 
cooperative bid agreements;  purchases pursuant to Requests for 
Proposals; purchases from any State of Florida Contract, Agreement or 
Pool Purchases; and purchases from General Services Administration 
schedules or contracts when allowed by law or rule.     


 
It shall be the policy of the Polk County School Board to afford local 
preference to Polk County vendors in the execution of this policy.  For 
purposes of this provision the term “Polk County vendor” means any 
business having a physical location within the boundaries of Polk County 
at which employees are located and from which business is regularly 
transacted.  The local preference policy shall be implemented in the 
following manner:    


 
When two or more vendors submit identical bids for an item or items, the 
bid award will be determined using the order in the following procedure.  
This procedure does not preclude the possibility of splitting a bid award if 
the vendors agree to such a split and the split is determined to be in the 
best interest of the Board.   


 
B.  LOCAL PREFERENCE PROCEDURE 
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The following shall be considered, in order; 
 


1.  If some of the vendors have a place of business in Polk County 
and some do not, then preference shall be given to a bid received 
from a vender that has a place of business in Polk County that 
certifies it has implemented a drug free workplace program in 
accordance with Section 287.087, Florida Statutes.  If no Polk 
County vendors certify their compliance as described herein, then 
preference shall be given to a bid received from a vendor that does 
not have a place of business in Polk County, but that has certified 
their compliance. In order to receive preference, a signed 
certification of compliance must have been received with the bid 
response.       


 
2.  If all vendors reside in Polk County preference shall be given to 
a bid received from a business that certifies that it has implemented 
a drug free workplace program in accordance with Section 287.087, 
Florida Statutes.  In order to receive preference, a signed 
certification of compliance must have been received with the bid 
response. 


 
3.  If no vendors reside within Polk County, preference shall be 
given to a bid received from a business that certifies that it has 
implemented a drug free workplace program in accordance with 
Section 287.087, Florida Statutes.  In order to receive preference, a 
signed certification of compliance must have been received with the 
bid response. 


 
4.  If multiple bids, or no bids include a certificate of compliance, the 
tie will be broken by a coin toss.  The coin toss will be witnessed by 
the Buyer and witnessed by another Board employee. 


 
C.  SEVERABILITY: 


 
If any portion of this policy is for any reason held unconstitutional or 
otherwise invalid by a court of competent jurisdiction, such portion shall be 
deemed a separate, distinct, and independent provision, and such holding 
shall not affect the validity of the remaining portions of this ordinance. 


 
 
Statutory Authority:  Florida Statutes 1001.32, 1001.41, 1001.42, 1001.43 
 
Laws Implemented:  Florida Statutes 1010.04, 1011.06, 1011.07 
 
Adopted: July 26, 1972  
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Readopted: April 28, 1987 
 
Amended: 


September 11, 1974 


December 18, 1974 


April 23, 1980 


December 9, 1981 


May 26, 1982 


November 28, 1985 


July 22, 1986 


June 25, 1987 


November 8, 1988 


January 28, 1992 


January 27, 2004 


May 30, 2006 


September 23, 2008 
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6Gx53-5.009 INSURANCE: 


I. Insurance Provided by the Board:  


A. Coverage Types: Pursuant to Florida Statutes and Florida Administrative 
Code, the School Board shall keep in force insurance coverage or self-insure as 
follows:  


1. Buildings and contents; 


2. Boilers and machinery; 


3. Vehicle fleet;  


4. Surety and fidelity bonds on all employees; 


5. Public officials bonds; 


6. Comprehensive general liability; 


7. Professional liability; 


8. Workers' compensation, and  


9. Group medical and life insurance. 


B. Superintendent's Responsibility: It shall be the responsibility of the 
Superintendent to determine the proper coverage for each of the foregoing areas 
of insurance, self-insurance or combination thereof and submit to the Board his 
recommendations on the methods of providing this coverage. 


II. Student Insurance: The School Board shall not be liable for any portion of the 
premium for either student or athletic insurance; however, individual schools may 
provide part or all of the premium for athletic insurance through internal funds 
generated by athletic activities.  


A. Athletic Insurance: Adequate insurance coverage shall be required for each 
student to cover accident or injury while participating in the interscholastic athletic 
program, through their own family policies, or under special circumstances 
through school athletic sources. 


B. Accident Insurance: No other forms of student insurance shall be authorized 
through the school system except through the agency approved by the School 
Board on an annual basis. 
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Statutory Authority:  Florida Statutes 1001.32, 1001.41, 1001.42, and 1001.43 


Laws Implemented:  Florida Statutes 627.742, 1004.725, 1006.24, 1008.35, 
1009.84, 1010.07, 1012.74 


Adopted:  July 7, 1972 


Readopted:  April 28, 1987 


Amended: 


December 18, 1974 


April 23, 1980 


December 9, 1981 
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6Gx53-5.010 TAX SHELTERED ANNUITY PLANS: 


Tax Sheltered Annuity Plans for employees of the School Board shall be 
available and administered in accordance with guidelines published and on file in 
the Insurance Department. 


 Statutory Authority:  Florida Statutes 1001.32, 1001.41, 1001.42, and 1001.43 


Laws Implemented:  


Adopted:  July 26, 1972  


Readopted:  April 28, 1987 


Amended: 


December 18, 1974 


April 23, 1980 
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6Gx53-5.011 TRAVEL EXPENSE REIMBURSEMENT: 


All travel must be approved by the Superintendent.  The Superintendent shall 
establish and adjust travel expense reimbursement rates. 


I. Mileage Rates: The maximum mileage reimbursement rate shall not 
exceed the rate established by the Internal Revenue Service. 


II. Per Diem:  The maximum per diem reimbursement shall not exceed 
the rate established by the Internal Revenue Service. 


III. Actual Expenses: Actual expenses, excluding meals, shall be paid 
according to Florida Statute 112.061.  A receipt and statement 
justifying the actual expense must be included in the reimbursement 
request showing that the expense was reasonable and necessary 
under the circumstances.  


IV. Cross Reference – Volunteer Travel and Temporary Duty Leave: See 
Chapter Three, Policy Number 6Gx53-3.003, Paragraph VI. E.6. 
Volunteer Travel and Paragraph VIII. Temporary Duty Leave. 


Statutory Authority:  Florida Statutes 1001.32, 1001.41, 1001.42, and 1001.43 


Laws Implemented:  Florida Statute 112.061 


Adopted:  July 26, 1972 


Readopted:  April 18, 1987 


Amended: 


October 11, 1976 


August 10, 1977 


April 23, 1980 


October 13, 1998 


June 14, 2005  


August 14, 2007 


 



http://www.polk-fl.net/brd_policies/chap03/3003.pdf
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6Gx53-5.012 SCHOOL FOOD SERVICE PROGRAM: 


Florida Statutes and State Board of Education Rules fix responsibility of the 
Board and the Superintendent with regard to the school food service program. 
The publication, Food Service Manual, shall constitute Board Rules for the 
operation and control of the school food service program. Provisions of the Food 
Service Manual may be waived or revised by action of the School Board, 
provided such action is not in conflict with Florida Statutes or Florida 
Administrative Code. 


  


Statutory Authority:  Florida Statutes  1001.32, 1001.41, 1001.42, and 1001.43 


Laws Implemented:  


Adopted:  July 26, 1972 


Readopted:  April 28, 1987 


Amended: 


December 18, 1974 


April 23, 1980 


  


 


Page 1 of 1 
 








The School Board of Polk County, Florida 
Policy 5.013 


 


8/10/2006 1:30:55 PM 


6Gx53-5.013 FACSIMILE SIGNATURES:  


I. Superintendent and Board Chair: In accordance with Florida Statute 116.34  
the Superintendent and the Board Chair, after filing with the Department of State 
his or her manual signature, certified by him or her under oath, may execute or 
cause to be executed with a facsimile signature in lieu of his or her manual 
signature as follows.  


A. Authorized Documents:  


1. Any public security, provided that at least one 
signature required or permitted to be placed thereon, 
shall be manually subscribed; 


2. Any instrument of payment; 


3. Any official order, proclamation, instrument of 
conveyance, or resolution. Provided, however, that 
the same has been authorized by said School Board 
and such authorization be reflected in the minutes 
thereof; 


4. Contracts with personnel. 


B. Definitions: Definitions as used in this policy are as follows:  


1. Public Security: A bond, note, certificate of 
indebtedness, or other obligation for the payment of 
money, issued by this Board. 


2. Instrument of Payment: A check, draft, warrant or 
order for the payment, delivery or transfer of funds. 


3. Instrument of Conveyance: An instrument 
conveying any interest in real property. 


4. Facsimile Signature: A reproduction by engraving, 
imprinting, stamping, or other means, of the manual 
signature of an authorized officer. 


II. Cross Reference: For further information refer to the following policy numbers:  


A. 6Gx53-1.003, POWERS AND DUTIES 


B. 6Gx53-2.001, SUPERINTENDENT OF SCHOOLS 


Page 1 of 2 
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Statutory Authority:  Florida Statutes 1001.32, 1001.41, 1001.42, and 1001.43 
 
Laws Implemented:  Florida Statute 116.34 
 
Adopted:  April 9, 1975 
 
Readopted:  April 28, 1987 
 
Amended:  


April 23, 1980 
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6Gx53-5.014 COMPARABILITY OF SERVICES:  


I. Personnel Allocations: Personnel shall be allocated on the basis of a uniform 
staffing plan adopted annually by the School Board. The plan shall be based on 
the number of students enrolled at each school. 


II. School Operating Budgets: Funds for school operating budgets shall be 
allocated in accordance with a uniform allocation formula which shall be based 
on the weighted full-time equivalent (F.T.E.) students in each school. From this 
allocation, a minimum of 15% of the annual allocation must be budgeted and 
expended on instructional supplies (Account No. 4510 000). 


  


Statutory Authority:  Florida Statutes 1001.32, 1001.41, 1001.42, and 1001.43 


Laws Implemented:  PL 97-35 (August 31, 1981) 


Adopted:  March 9, 1983 


Readopted:  April 28, 1987 


Amended:  April 26, 1988 
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6Gx53-5.015 INTERNAL AUDIT POLICY:  


All District officials including principals, area superintendents, directors and 
division/department heads will receive a copy of audit findings and 
recommendations for those programs and/or activities for which they have 
administrative responsibility. District officials and those responsible for various 
District activities are required to: 


1.   Review thoroughly each audit report concerning their operations.   


2.   Consider carefully each finding and recommendation.   


3.   Respond to the Internal Auditor’s recommendations, in writing, within 10 
working days (unless required sooner) with corrective action.  The appropriate 
level of management will be notified if response is not received within the 
required time frame.   


4.   Ascertain whether the corrective action has in fact been taken and that the 
same findings will not reoccur in the future.   


The final audit report will be submitted to all members of the School Board, the 
Superintendent and the affected area superintendents, directors, and 
division/department heads.  The report will include a detailed audit report and a 
summary of audit findings, recommendations and responses.   


Internal Audit will perform follow-up audits to monitor the progress of the 
corrective action as appropriate.    


  
Statutory Authority:  Florida Statutes 1001.32, 1001.41, 1001.42, and 1001.43 
 
Laws Implemented:  Florida Administrative Code 6A-1.0013, and 6A-1.087 
 
Adopted:  August 13, 2002 
 
Amended:  
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6Gx53-5.016 EDUCATIONAL ENHANCEMENT (LOTTERY) FUNDS:  


Enhancement is defined as expenditure of the district's Discretionary Lottery 
funds for the following: 
 
(1) To provide educational opportunities based on the needs of students, as 


determined by the Board and consistent with proviso language included in 
the annual state appropriation bill or other state requirements. 


 
(2) To enhance the educational outcomes of K-12 students. 
 
(3) To support the School Improvement and Accountability initiative, providing 


schools with an annual per student allocation to flexibly support local 
school improvement plans as directed by each school's SAC (School 
Advisory Committee). 


 
(4) To continue support of educational programs previously supported by 


state categorical and other state revenue sources. 
 
(5) To support general operating fund expenditures of the district, including 


providing increases in salaries and benefits for instructional and other 
personnel. 


 
(6)  To provide such other services or programs as may be required or 


permitted by state law or regulations as identified during the annual 
budget adoption process by the Board. 


 
  
Statutory Authority:  Florida Statutes 1001.32, 1001.41, 1001.42, and 1001.43 
 
Laws Implemented:  Florida Statutes 24.121 and 1011.62 
 
Adopted:  June 14, 2005 
 
Amended:  
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6Gx53-5.017 SMALL BUSINESS ENTERPRISE ENCOURAGEMENT PROGRAM: 
 
 
I.  STATEMENT OF POLICY 
 
It shall be the policy of the School Board of Polk County, Florida (School Board) to 
encourage and support the reinvestment of taxpayer dollars into the Polk and 
surrounding area’s small business community through a race-neutral Small Business 
Enterprise Encouragement Program. It is the Board’s intent that certified small 
businesses shall have not only the maximum feasible opportunity to participate in the 
School Board’s procurement programs, which involve contracts for provisions of 
commodities, professional services, contractual services, consulting services and 
construction services, but also to encourage the development of award criteria and 
other proactive processes that are in furtherance of this policy. It is further understood 
that one of the program’s features will include outreach initiatives to those small 
businesses that are also certified women or minority owned business enterprises to 
ensure a true diversity initiative. The Superintendent of Schools shall develop 
procedures that will: 
 


A. Ensure nondiscrimination in the administration of the School Board’s    
procurement process; 


 
B. Maintain a procurement environment in which Small Businesses, including 


W/MBEs, can compete fairly; 
 


C. Prevent barriers that may obstruct the participation of Small Businesses, 
including W/MBEs, in the School Board’s procurement activities. 


 
D. Encourage the utilization of certified small businesses, including W/MBEs, in 


the School Board’s procurement activities 
 


E. Recognize in the award process, whenever possible, those vendors and/or 
suppliers that further the small business reinvestment vision of the Board as 
outlined herein 


 
F. Establish an office that will be responsible for the implementation, monitoring 


and preparation of enforcement recommendations associated with this policy 
to the Superintendent or his/her designee 


 
G. Provide a means for certified small businesses, including W/MBEs, who are 


participants in the School Board’s procurement process to have a post – 
award dispute resolution procedure to address concerns with either district 
staff or third party vendor actions that are inconsistent with this policy through 
a three (3) step process as a means to facilitate informal resolution of 
disputed contract related conditions. 
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H. Develop the resources to measure the effectiveness of the Board’s policy 


 
I. Provide periodic reports to the School Board on its program’s effectiveness 


 
II. NONDISCRIMINATION 
 


A. The School Board shall not exclude any person from participation in, deny 
any person the benefit of, or otherwise discriminate against anyone in 
connection with the award and performance of any contract on the basis of 
race, color, sex national origin or any other basis prohibited by law. 


 
B. In administering the Small Business Enterprise Encouragement Program, the 


School Board will not, directly or through contractual or other arrangements, 
use criteria or other methods of administration that have the effect of 
defeating or substantially impairing accomplishment of the objectives of the 
Small Business Enterprise Encouragement Program with respect to 
individuals of a particular race, color, sex or national origin.  School Board 
procurement practices shall be non-discriminatory and shall promote equality 
of opportunity. 


 
III. PROCEDURES TO SUPPORT THE SCHOOL BOARD’S SMALL BUSINESS 
ENTERPRISE ENCOURAGEMENT PROGRAM 
 
IV. DISPUTE RESOLUTION PROCEDURE 
 
V. SCORING MATRIX 
 
VI. EFFECTIVE DATE:  The Small Business Enterprise Encouragement policy shall 
become effective immediately upon adoption. 
 


Statutory Authority: Florida Statutes 1001.32, 1001.41, 1001.42, and 1001.43 


Laws Implemented:  Consultants' Competitive Negotiation Act as codified in Florida 
Statue 287.055 


Adopted: September 27, 2005 


Amended: 


 September 9, 2008 


  



http://www.polk-fl.net/districtinfo/boardmembers/documents/policy/chap05/5017_Procedures.pdf

http://www.polk-fl.net/districtinfo/boardmembers/documents/policy/chap05/5017_Procedures.pdf

http://www.polk-fl.net/districtinfo/boardmembers/documents/policy/chap05/5017_Procedures.pdf

http://www.polk-fl.net/districtinfo/boardmembers/documents/policy/chap05/5017_DisputeResolution.pdf

http://www.polk-fl.net/districtinfo/boardmembers/documents/policy/chap05/5017_ScoreMatrix.pdf
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DISPUTE RESOLUTION PROCEDURE 
FOR THE SCHOOL BOARD’S 


SMALL BUSINESS ENTERPRISE ENCOURAGEMENT PROGRAM 
 
 
Disputes are to be fairly and quickly resolved.    Therefore, the following steps 
are to be followed: 
 


I. Disputes between sub-contractors and construction managers: 


A. Disputes between sub-contractors and construction managers are to 
be discussed first between field representatives of the sub-contractor 
and the construction manager.   


B. If unresolved, the sub-contractor, or construction manager may request 
assistance from the project architect and/or the district’s project 
manager.   At the resolution discussion, the representatives of the sub-
contractor and the construction manager need to have the authority to 
settle.   


II. Disputes between the construction manager and the district: 


A. The primary level of resolution is between the project manager for the 
district and the construction manager. 


B. If unresolved, the Director of Construction Services will meet with the 
two project managers.  Others who might help in the resolution, such 
as the School Board Architect,  the project architect, and the Manager 
of Supplier Diversity may be invited. 


C. If unresolved, representatives of the Construction Manager and will 
meet with the Assistant Superintendent of Facilities and Operations 
and other district facilities personnel to reach resolution.   


III. Disputes regarding short-listing or selection processes.   


A. If there is a dispute regarding the architect selection, the architectural 
firm’s representatives will meet with the district’s Director of 
Architectural Services to resolve the issue. 


B. If there is a dispute regarding construction manager selection, the 
construction manager’s representatives will meet with the Director of 
Construction services to resolve the issue. 
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C. If unresolved, representatives will meet with the Assistant 
Superintendent of Facilities and Operations for resolution.   


 


Note:  All discussions at levels B and C shall be documented in writing 
and copies provided to all parties. 


 
Dated: 9/9/2008 








PROCEDURES  
TO SUPPORT THE SCHOOL BOARD’S 


SMALL BUSINESS ENTERPRISE ENCOURAGEMENT PROGRAM 
 
Vision Statement 
  


The School Board recognizes that in addition to its constitutional responsibility to 
educate the county’s school aged children, its required instructional support 
functions have a direct impact on the economic vitality of the county it serves. At 
the core of that vitality is the growth and retention of small business enterprises. 
This Board acknowledges that its reinvestment into local small businesses not 
only yields growth in revenue support sources, but also provides internship and / 
or employment opportunities and options for its graduates.  
 
Where expenditures of taxpayer resources are required to achieve the education 
mandate of the School Board, the growth of small, women and minority business 
enterprises delivers role models for the children it serves and the opportunity for 
its parents to meet the needs of their family and the collective community. Thus, 
the growth and measurement of this race – neutral program is a benefit for all, a 
confirmation of the School Board’s responsibility to expand the pool of 
competition and, in turn, is responsive to the Board’s charge to obtain the most 
responsible service providers to provide needed instructional support services. 


 
I.  The Superintendent      shall    develop    program   activities     appropriate     to   the 
implementation of the School Board’s vision.    Upon approval by the Superintendent, 
the program will be executed through, in part, the policies and practices of the School 
Board’s Purchasing Department, Business and / or Facilities Divisions, in order to 
ensure application to all procurement – related functions. 
 
II. Definition: Small Business Enterprise: 
 


A. A business enterprise with less that 30 employees; and, 
B. An average net income of one (1) million dollars or less per year over the last 


three years 
C. An average net worth of three (3) million dollars or less 
D. Has been in business at least one (1) year 
E. Maintains an office in Polk County or the surrounding counties as further 


defined by the Office of Supplier Diversity; or 
F. Qualifies as a minority or women business enterprise and meets criteria A-D 


hereinabove. 
 


Definition: Women and Minority Business Enterprise 
 


A. For purposes of this policy, the term minority includes the following: 
African Americans, Hispanic Americans, Asian-Pacific Americans, Native 
Americans, Asian-Indian Americans and women. 
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B. Women/Minority Business Enterprise means any legal entity organized to 


engage in commercial transactions which is at least 51% owned and 
controlled by one or more minority persons. 


 
Confirmation of Small, Women or Minority Business Enterprise Status 
 


A. The Office of Supplier Diversity shall establish a registration procedure, for 
Small Business Enterprises that   will assist in the identification of those 
entities that are eligible for program participation 


 
B. The School Board shall seek to enter into reciprocal agreements with other 


state, local or other recognized certifying agencies in order to assist in the 
confirmation of program eligibility.  The School Board shall recognize 
certifications from other recognized certified agencies 


 
III. Establishment of Small Business Program Expectations:   
 


A. The Superintendent shall annually recommend program participation 
expectations to the School Board for approval. 


 
B. These expectations shall be based upon past program participation 


results associated with small business utilization, availability of ready, 
willing and able small business enterprises and to maximize staff and third 
party vendor efforts to achieve the School Board’s vision. 


 
IV. Implementation 
 
The Manager of Supplier Diversity shall be responsible for implementing all aspects of 
the Small Business Program.  The duties of the Manager of Supplier Diversity shall 
include, but not be limited to, the following: 
 


A. Assist the Purchasing Director and Facilities and Operations Assistant 
Superintendent in the implementation of the Purchasing Procedures as they 
relate to this policy and achieving the goal approved by the School Board.  


 
B. Maintain and regularly update the Small Business Procurement Vendor’s list 


with specific information on expertise, qualifications and other information.  
Verify status of ownership and W/MBE certification; and, Develop procedures 
and practices associated with the procurement of goods and services under 
the  $25,000 threshold that is reflective of the Board’s policy to encourage the 
use of small business enterprises. Provide assistance and consultation to 
internal departments in developing best practices to encourage the utilization 
of small business enterprises. 
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C. Create a menu of benefits that would encourage registration with this 
program, such as prompt payment procedures, telephone quote procedures 
that encourage utilization of registered firms/suppliers, unbundling of 
solicitation requests and trade services that will facilitate greater competition  
and smaller contract sizes, where applicable, and,  


 
D. Assist in securing management and technical assistance for the 


establishment, expansion and overall development of Small Businesses; and,  
 


E. Publicize procurement opportunities to Small Businesses and assist such 
businesses in obtaining contracts and subcontracts; and, 


 
F. Provide small businesses through Procurement, Facilities and other School 


Board divisions / departments procedures and practices with information in 
sufficient time to prepare bids; and, 


 
G. Attend pre-bid and pre-construction conferences to explain the School 


Board’s program and respond to questions; and, 
 


H. Maintain accurate and up-to-date records demonstrating efforts and 
accomplishments; and, 


 
I. Monitor contractors’ and subcontractors’ compliance with commitments 


through the life of contracts, when applicable; and,  
 


J. Plan and participate in training seminars for the purpose of informing potential 
bidders of the School Board’s Program and of procurement opportunities 
available; and, 


 
K. Serve as liaison with economic development organizations and agencies 


working in support of economic development in the disadvantaged 
community; and,  


 
L. Assist in the arrangement of joint ventures or joint efforts between Small 


Businesses and non Small Business firms and / or two or more firms; and, 
 


M. Measure the effectiveness of the program and develop relevant reports. 
 
V.  GOOD FAITH EFFORT 
 
Any bidder submitting a bid or a Gross Maximum Price (GMP) on a construction project 
in excess of $100,000, but that does not meet participation goals established by the 
School Board, must provide in the bid or GMP, documentation of good faith efforts to 
achieve said goals, unless otherwise specified. 
 
Dated: 9/9/2008 








5.017 SCORING MATRIX – CONSTRUCTION MANAGERS AT RISK AND ARCHITECTS, ENGINEERS OR OTHER PROFESSIONAL 
SERVICES: 


 


1. Experience relevant to this project or similar projects in Florida    Points  Points Assigned 


• Demonstrates little or no relevant experience in Florida    0   


• Demonstrates relevant experience on up to 3 projects    10 


• Demonstrates experience on more than 3 projects in Florida   20 


• Demonstrates relevant experience on more than 3 PCSB projects  30 
2. Evaluation of personnel to be assigned to the project or projects 


• Project personnel with little or no relevant experience    0 


tion  0 


10 


20 


• Project personnel with relevant experience on up to 3 projects           10 


• Personnel with relevant experience on more than 3 projects    20 


• Personnel with experience on more than 3 PCSB projects  30 
3. Location of local office 


• Local office in a county not part of the Central Florida Coali


• Local office in a county part of the Central Florida Coalition 


• Local office in Polk County         
4. Recent success with SBE/MBE/WBE Enterprises 


• Participation rate of  5 % or less on 5 most recent projects    0 


• Participation rate of more than 5 % but less than 10 %      10 


• Participation rate of 10 % or more          20 
5. Quality of recent projects – Note 1 


• Little or no relevant experience in Polk County or unacceptable exp.  0 


• Quality of recent PCSB projects rated as acceptable      10 


• Quality of recent PCSB projects rated as good        20 


• Quality of recent PCSB projects rated as excellent      30 
6. Timeliness of recent PCSB projects‐Note 1 


• Any recent project which did not meet completion date      0 


• All recent project  met completion date          20 


• All recent projects met completion date with one more early    30  
7. Is the applicant a registered SBE/MBE/WBE Enterprise? 


• No                  0 


• Yes                  20 
8. Effectiveness of oral presentation – if appropriate 


• Incomplete or disappointing information and presentation    0 


• Information provided responsive to questions and well presented  20 


• Responsive, and exceptionally well presented         30 


Total Points 


Note 1 – Points to be assigned by the Director of Architectural Services or the Director of Construction Services, 
as appropriate.  


Dated 9/9/2008 
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6Gx53-5.018 WHISTLE-BLOWER: 


I. School Board employees, former employees, applicants, or contractors who report 
certain violations of law or policy are protected from retaliation by the Florida “Whistle-
Blower’s Act” set out in Florida Statutes 112.3187 – 112.31895. 
 
II. A whistleblower is defined by law as someone who reports an activity to School 
Board as specified in this Policy that he/she considers being illegal or dishonest that 
creates a substantial and specific danger to the public’s health, safety, or welfare. The 
whistleblower is not responsible for investigating the activity or for determining fault or 
corrective measures; appropriate School Board officials are charged with these 
responsibilities.  
 
III. The School Board is committed to the highest possible standards of ethical, moral, 
and legal business conduct. Along with a commitment to open communication, this 
policy aims to provide a way for employees to raise concerns and to allege wrong-
doing, with full assurance that they will be protected from reprisal or retaliation for 
whistle-blowing in good faith. The whistle-blower policy intends to address violations of 
law that include, but are not limited to: 
 


A. Dishonest, illegal, or fraudulent acts, 
 
B. Improper use of government office, 


 
C. Gross waste of public funds or mismanagement,  


 
D. Neglect of duty, 


 
E. Criminal activity,  


 
F. Harassment,  


 
G. Egregious violation of policy, or 


 
H. Any other abuse or gross neglect of duty on the part of the School Board, its 
public officers, or its employees.   


 
IV. Examples of illegal or dishonest activities are violations of federal, state or local 
laws; billing for services not performed or for goods not delivered; and other fraudulent 
financial reporting. 


 
V. Employees with any questions regarding this policy should contact the Director of 
Employee Relations or designee.  
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VI. If an employee has knowledge of or a concern of illegal or dishonest or fraudulent 
activity, the employee may report the incident to his/her immediate supervisor, the 
Employee Relations Director or designee, the Superintendent or designee, the School 
Board Chair or designee, or the School Board Audit Committee. The employee must 
exercise sound judgment to avoid baseless allegations. An employee who knowingly 
files a false report of wrongdoing will be subject to discipline up to and including 
termination.  


 
VII. All reports of illegal and dishonest activities will be promptly submitted to the 
Director of Employee Relations or designee who is responsible for investigating and 
coordinating corrective action. 
 
VIII. Whistleblower protections are provided in two important areas -- confidentiality and 
retaliation.  
 


A. Insofar as possible, the confidentiality of the whistleblower will be 
maintained. However, identity may have to be disclosed to conduct a 
thorough investigation, to comply with the law and to provide accused 
individuals their legal rights of defense. 
 
B. The School Board will not retaliate against a whistleblower. This 
includes, but is not limited to, protection from retaliation in the form of an 
adverse personnel action such as termination, compensation decreases, 
or poor work assignments and threats of physical harm. Any whistleblower 
who believes he/she is being retaliated against must contact the 
Employee Relations Director or designee immediately. 


 
C. The right of a whistleblower for protection against retaliation does not include 
immunity for any personal wrongdoing that is alleged and investigated. 


 
IX. This is not a vehicle for protesting a performance evaluation, making a complaint 
about a fellow employee, or otherwise disputing or disagreeing with management 
decisions.  In such cases, staff members must respect and use the established 
organizational lines of authority, communication, and grievance processes.  This whistle 
blower policy is created to allow legitimate recourse for addressing any of the 
inappropriate behaviors identified above. 
  
 
Statutory Authority:  Florida Statutes 1001.32, 1001.41, 1001.42, and 1001.43 
 
Laws Implemented:  Florida Statues 112.3187, et seq. 112.31895 
 
Adopted:  August 14, 2007 
 







The School Board of Polk County, Florida 
Policy 5.018 


 
 


10/5/2007 4:28:46 PM 
Page 3 of 3 


Amended:  
 





