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FOREWORD

The passing years have brought about an evolution of curriculum and in-
structional methods. These changes, in turn, have demanded new types of
schocl facilities, new concepts of school district adequacy, new techniques of
school administration, and more efficient practices of financing and bhudgeting.

Schools exist to educate children. The entire area of school administration
and business management is, therefore, a means to an end rather than an end
in itself. It is easy, however, for today’s school official to become burdened by
a minutiae of administrative details which sometimes seem to interfere with,
rather than promote, a sound educational program. The modern educational
system needs more than a teacher, a boy, and a log, but the ‘‘bonds, buildings,
budgets, and buses’’ should always support the best possible classroom
activities,

The purpose of this manual is to expedite the work of the busy school official
by pointing up facts, laws, rules, regulations, and practices which may save
some time and effort in the detailed aspects of school administration and
management,

The information relating to the subjects covered herein will be changing as
times and conditions change. New laws will be passed. Better practices will be
discovered. This Department will endeavor to keep the school officials of Towa
informed of these changes by a revision of this manual from time to time.

J. C. WRIGHT
State Superintendent of Public Instruction



TABLE OF CONTENTS

CHAPTER Page
. Local School Officials .. EY— 9
The School Board ... . S 9
Vacaneies . U= WU SIt SO -SSP 9
Compensation e 10
The Superintendent of Schools .. 10
The School Distriet Seeretavry.. .. . NI 11
The School Distriet Treasurer 11
I. School Elections . . S 13
Time and Types of Elections ... . . . . 13
Regular Eleetions . 13
Special Elections 13
Methods of Voting ... U a— 13
Judges of Eleetion . EE 13
One Voting Precinet e 13
Two or More Voting Precinets e e L
Subdistriet Elections } o s e e s s e v BO
Oath of Judges S N 13
Notice of Eleetion . e 14
Posting of Election N(m( es S v — 14
Nomination Papers . o - [ 14
Voting Precinets R W W 14
Place to Vote 15
Printed Ballots 15
Open Polls 15
Who May Vote . R 15
Marking Ballots ... L S SO 16
Absentee Ballots N T S 16
(Challenging Votes 16
Asgistaiice M NOWRE o e e 16
Voting Mark R 16
Spoiled Ballots . S VS R, 16
Voting Regulations . . 16
Acts Not Allowed on Election Ddy ________________________________________________________________ 17
Canvass of Votes . v mmecins e B s s ot 17
Defective Ballots 17
g T 7 - U 17
Certificate of Election ... 17
Director-at-Large ... 18
Registration 18
Precinets 18
Registrars o 18
Registration Days . 18
Contested Elections .. .. . N S 18
‘Who May Contest . 18
(197630872 L 10) 71y S OV S 18
Rejected Votes . 18
Right to Appeal . 18
Costs of Contest . 18
Grounds of Contest . 19
Propositions to be Voted by Elovtms ............................................................. 19
Election of Board Members in Newly Reorganized School Distriets .. 19




CHAPTER Page

III. School Funds . S - S Tl o e T P |
Schoolhouse Funds . . 20
BECLIDIS ettt e e e el L s s e i e B s 20
Expenditures . 20
Special Courses Fund . — com sz sl ol e 20
Receipts 21
Expenditures R S SN SN = o8 21
General Fund .. proian s e S s e B e wier..o 21
Receipts I L 21
Expenditures ... ... N NI SV . ;'
Special Aectivity Fund . 22
Iranster o HAnff oseere sl o e e e R 23
Transfer from General Fund to Schoolhouse Fund .. .. 23
Transfer from Schoolhouse Fund to General Fund . 24
Transfers to and from the Special Courses Fund . . 24
Permanent School Fund . R 24
Semi-Annual Apportionment - e e e s e o ke
Library Fund . , , e m Tt sy e B e (O
Depository Banks . e T - -
Investment of School Funds . ey 25
1V. The Budget and Tax Levies. S . 26
(Clertifying Board . . marrra moel weve micmm n g p g ememsim e 26
Fiscal Year for bchool Dlstucts .............. S .
Requirements of Liocal School District Budget ____________________________________________ 27
Expenditures Limited by the Budget. . O S 27
Limitation on General Fund Levy .. . 27T
Approval for Emergency Incwa%eﬂ . Ch s e e O
Filing of Budget Estimate; Notice ot Heaung VLT S .27
Budget Estimate Form ... PR RS 27
General Fund Amounts %ub]e(t to Limitation 27
LADFARY —teem et s e s 29
Pension—0OwWn STSEEIN . oot i s i S S oS o S a8 29
O.AS.I—Federal ... 29
0 5 (9 LSS T 7 - O SO S S SO 29
Play@ronnd (Voted) oot i et e s e dim e 29
School Sites .. T - PR ||
Schoolhouse (Voted) ........................ s omm e sesbees iy s 29
Bonds and Interest ... R 29
Special Courses Fund . .. e 29
Disposition of General Fund Balanee ... . ... . 30
Income Other Than Taxation ... . 30
Amount Necessary to be Raised by Taxation. . 30
Adopted Budget and Certificate of School Taxes . 30
Protest to Budget . SR NN 30
Budget Amendments = B o ceenienomsesses: 30
Tax Loss Reimbursement; Tax-Free Lands . o 31
V. Records, Audits and Publications . s g it ity L o 32
Minutes of School Board Meetings .. 32
Finanecial Aeccounting Records ... e 32
Preservation of Records . .. 33
School Distriet Audits ... 33

* Publication of Quarterly and Annual Financial Statements 33




CHAPTER Page

VI. State and Federal Aids.__...... ... ... B o= xv g ineefecd e fn TN - 35
Types of Aids . b o 35
Generall ATdl . ceieme b Sk . e e e e 35
Time Loss Adjustment ... R e e e R AP P B 36
Supplemental Aid .. 36
Transportation Aid R i tems e se yemwm e o wesmem o Muey 36
Special Education Aid I RS U W S 36
Voeational Education Add .. e e s e 37
Mining Camp A .. 37
Emergeney Md v ere e e f R |
Federal School Tmneh sATd oo 37
VII. School Census and Pupil Attendance Accounting. . 38
Nehool CenRus .. o0 =0 s e e e e 38
Accounting for Pupil Attendance . 39
Envollment ... . T 39
School Year o IS TR SR I R SO S 39
School Day o R R ... 39
Day of School in Sesslon , _ e S e e 40
Day of Attendance .. I 40
Ageregate Days of Attendance e ey e S
Average Daily Attendance ... 40
Membership 40
Aggregate Days of Membership ... 40
Average Daily Membership ... 40
VIII. Residence and Tuition . I I e 41
Residence . e e e - 41
TUHION oot o, s von s e s e e 41
Non-Tuition Pupils 42
Tuition: PUPIE we e e e o 43
Who Pays Tuition Costs S 43
Opinions and Decisions S I e 48
ReSidento o sme e i un I e e 43
S o dl D111 o) (o)1 SO 43
School Absence .. R S N 43
Tiand in More Than One DIStrict...........oooooooiooeieeeeeeeeeeee e B - 43
Diserimination 44
Tuition to Non-Publiec School ... . . N 44
School Closed . e 44
School Day ..o SO . 44
Attending School Outside the State. ... 14
IX. School Buildings and School Sites . . 45
SchoalSItes B o e e mue e e e s e e 45
Size S 45
Lioeation. ........ococosooennns T s 45
Acquiring S e S O 46
Bond Eleetions R 1 |
For Buildings and bltes e e e e 46
{10007 101 01 S O . S R I 46
Proposition ... 47
Procedure s o e aee o emeliee s s s agena P 48
Selling Bonds 48
Retinihig Bonds =ov ime ot mvemme p s efen o o0 e e o 48
Bonding Rates .. 49

In Community Distriets R e e 49




CHAPTER Page

Condemnation R TN RSN IR. L .
07575 1(0) 01 S S S S SR o S S SO 49
Borrowing Mnnq ,,,,,,,,,,,,,,,,,,,, O e e s 49
Renting . S S O e LR P T s S 50
Supplementary Bond Data . ... 50
Schoolhouse Tax . I S SR ;1 |
llfts S = 2 g Soesrsisaas 3 e saresE A cesEataacs seaES A RTa x 5]
One Mill lmvy R B 51
Playgrounds S ||
Disposal of School ‘smls (md ()then Plopelt\ ,,,,, B 52
Care and Use of School Property ... .. ... ... . . . 53
Power of the School Board . o 53
Religious Use . . . A e e R 53
Community Use S R ... Hh3
Trespass—Mischief . , N Y
("losing of Schools - .. bt
Statutes and Opinions 54
Construction of a School Building : : h4
Architects : : ) R . .. 54
(Contracts - ) H4
Performance Bond A 5H
Insurance While Building Ho
Payments to Architects and Contractors , . b5
Architect—Owner Contract S S 13
X. School Insurance h8

Where to Buy lnsumnce .............. S ... D8

Insurable Value of Property .. . . 58
30000 e o £ . O S, 58
Types of Insurance Companies 59

Stock Company ...

Mutual Company .

Assessment Company

Self-Insurance
Types of Insurance Policies

Fire Insurance

Extended Coverage ... : .= 60

Flat or Gross Insurance . . 60

Blanket Insurance 60

Coinsuranee ... 60
Boiler Insurance . . 61
Glass Insurance . SO O S 61
Floater Insurance ... ... 61
Burglary, Robbery, and Theft Insurance ... .. 62
Surety Bonds ... e 62
Workmen’s Compensation Insurance 63
Liability Imsurance ... 63
Insurance for Pupils and Athletes . . . B 64
Automobile, Bus, and Transportation Insurance . . 64
Group Insurance ... S S N 64
Medical and Hospital Service Plans R S 65
Pension Systems . S S S 65
Maintaining Insurance Records . . .. 65

X1. School Calendar .. . ... 66



Chapter I
LOCAL SCHOOL OFFICIALS

The purpose of this chapter is to deal briefly with
the election, appointment, and major duties of those
people who are ordinarily considered to he local
““school officials’’ in the sense that they are con-
cerned with the administration and business manage-
ment of the school district. These include the school
board members, the superintendent, the secretary,
and the treasurer.

The School Board

Historically, local school boards have evolved from
school committees set up by the New KEngland town
meetings after school problems became too complex
to be handled by the town meeting itself. Since that
time state constitutions, legislative acts and court
decisions have consistently defined education as a
state funetion; this represents the recognition of the
principle that the education of all the children is in
the best interest of all the people of the state.

Thus the school board is both a local ageney and a
state agency. The members are elected by the citizens
of the local school district. The board which they
comprise has extensive local authority subject only
to certain broad state educational policies estab-
lished by the legislature in the common interest of
all the people of the state. Examples of such state-
established policies or standards are teacher certi-
fication regulations, length of school year, school
district boundaries and compulsory attendance age.

The duties and functions of an lowa school board
are far too extensive and varied to be enumerated
here. They may range from the approval of plans for
a five million dollar school building to policy de-
cisions regarding kindergarten report cards. The
most important concept of a good school bhoard is
that it is a policy-making body and that a member
has no authority except as a part of that body. The
law gives broad authority to the board as a whole,
but an individual member, outside of an official
meeting, has no legal power to act.

There are many excellent references on school
hoard funections, ethics, policies and relationships.
(See bibliography at the end of this chapter.)

In the typical Iowa high school distriet the school
hoard is composed of either five or seven members.
In a distriet ineluding all or part of a city of fifteen
thousand or more population the board has seven
members; in other districts the hoard has five mem-
bers. (277.23)

In high school districts the term of office is three
yvears, except that in those districts embracing a city
of one hundred twenty-five thousand or more the
term is six years. (277.24)

Execept for rural township school distriets, board
members have typically been elected ‘‘at large’” in
Towa school districts, There is now a provision in the
law, however, which provides some choice in newly-
formed districts as to election ‘“at large’’ or by one
of three other methods involving ‘‘director dis-
tricts.”” There is also a further provision that any
existing district or hereafter created or enlarged dis-
trict may change its method of election hy petition
and a vote of the electorate. (275.35)

At the time of his election to the board, a school
hoard member must be a qualified voter of the school
distriet. (277.27) To qualify, the newly-elected hoard
member must take the oath of office, on or hefore
the third Monday in March, in substantially the form
as prescribed in section 277.28 of the Code of Towa.
The oath may be administered by any qualified
hoard member, the secretary of the hoard, or the
county superintendent of schools.

At the organization meeting on the third Monday
in March cach year, the hoard elects a president from
its membership, and he is entitled to vote as a mem-
her of the hoard. (279.1)

Vacancies
A vaecaney is created on a school board by any one
of the following circumstances :

1. Failure to elect at the election or to appoint
within the time fixed by law.

2. FKailure of the officer elected or appointed
to qualify within the time prescribed by law.

3. The incumbent ceasing to he a resident of
the district,




4. Resignation or death of the incumbent or of
the officer-elect.

o

Removal of incumbent from, or forfeiture
of, his office,

6. Decision of a court declaring the office
vacant.

“]

Conviction of an incumbent of an infamous
erime or of any public offense involving the
violation of his oath of office. (277.29)

Vacancies occurring on the board are filled by
appointment by the board. A person so appointed
holds office until the third Monday in March follow-
ing the next regular election and until his successor
is elected and qualified. (279.6) If a vacaney oceurs
among the school board members, and the remaining
hoard members have not filled the vacancy within
ten days, the secretary is required to call a speecial
clection. If the secretary fails for more than three
days to call the election, the county superintendent
is required to eall it. This same procedure is followed
when the board is reduced below a quorum for any
cause. Any person so elected must qualify within
ten days after his election. (279.7)

When a vacaney is filled at a regular school
election, the election is for the number of years re-
quired to complete the term of office. (277.30)

Compensation

A board member may not receive a salary or other
compensation for his services and he may not act as
agent for any school textbooks or school supplies
during his term of office. (279.29, 301.28) Contracts
in which a board member has any interest are void
as contrary to public policy. Kagy v. Independent
School Distriet, 117-694; Town of Hartley v. Floete
Lumber Company, 185-861.

The Superintendent of Schools

Towa law provides that the school board of a typi-
cal high school distriet may employ a superintendent
of schools for one year. After serving at least seven
months he may be re-employed for a term of not to
exceed three years, but such re-employment shall not
he prior to the organization of the board of the year
during which an existing contract expires, (279.14)
(The organization meeting of the board is on the
third Monday of March each year.)

In addition to the authority to employ a superin-
tendent of schools as cited above, the Towa Code
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makes the following references to that particular
position :

1. The superintendent shall be the executive offi-
cer of the board and shall have such powers and
duties as preseribed by rules of the board or by
law. (279.14)

2. He shall use those forms and procedures pre-
seribed by the state superintendent of public in-
struction in making required reports. (This also
applies to all other school officials.) (257.18, sub-
section 11)

3. He shall issue work permits for children em-
ployed while between the ages of fourteen and six-
teen and shall cooperate in the enforcement of the
child labor laws. (Work permit blanks may be ob-
tained from the department of public instruction.)
(92.6, 92.16)

4. If an evening school is maintained as a branch
of a city or town school system, it shall be under the
supervision of the superintendent. (288.3)

5. A school district may become indebted for the
purpose of purchasing or building and furnishing a
superintendent’s home. (296.1, 275.32)

6. It is unlawful for any school district to rebate
tuition or grant any special privileges to certain
pupils and any superintendent responsible for such
unlawful act is personally liable to a fine of not to
exceed one hundred dollars. (282.20)

7. The superintendent is entitled to receive copies
of the school law book and pamphlets indicating the
changes made by each session of the General
;\;semhly, (257.18, subsection 22, 257.18, subsection
23)

8. Before purchasing textbooks and supplies, the
school board may consult with the superintendent.
(301.8)

No one can deny that the superintendency of a
local school district is a responsible professional
position. It is obvious from the limited recognition
in the law, however, that the responsibility of the
position has developed in spite of, rather than be-
cause of, its treatment in the Code of Towa.

The evolution of public school administration in
Towa has apparently been founded primarily on the
legal basis of that one section of the Code which
provides that the superintendent shall ‘“. . | be the
executive officer of the board and have such powers
and duties as may be prescribed by rules adopf,e(l by
the board. . .”” (279.14)



The School District Secretary

At its meeting on the first secular day of July
each year the school board appoints a secretary for
a term of one year. The secretary may not be a
member of the school board and he may not be a
teacher or other employee of the board. He must
qualify by taking the oath of office (see section
277.28) and posting bond within ten days. (279.3)
The bond may be either individual or commereial,
and in such amount as the board may require, but in
no case less than five hundred dollars. (291.2) The
cost of a eommercial bond may be paid from the
Gieneral Fund.

The secretary must be a qualified voter of the
district at the time of his appointment, and removal
from the district ereates a vacaney in the office.
(277.27, 277.29)

The salary of the secretary is fixed by the school
board which appoints him. (279.29)

The major duties of the secretary are as tollows:

1. File and retain copies of all reports to the
county superintendent, and all papers transmitted
to him which pertain to the business of the school
distriet. (291.6, subsection 1)

2. Keep complete minutes of all school board
meetings and keep records on all regular and special
school elections. (291.6, subsection 2)

3. Keep an accurate, separate account of each
school fund with the treasurer, charge him with all
warrants and drafts drawn in his favor, and eredit
him with all orders drawn on each fund. (291.6, sub-
section 3)

4. Keep an accurate account of all bills and pre-
sent them to the board for audit and approval for
payment, (291.6, subsection 4)

5. Keep the pollbook at all school elections, record
the name of each person voting, the number of votes
cast for each candidate, and for and against each
proposition. (291.6, subsection 5)

6. Make and file with the board monthly finanecial
statements, showing receipts, dishursements, and the
remaining balanee in each fund. (291.7)

7. Countersign all warrants and drafts upon the
county treasurer drawn or signed by the president.
Draw warrants for claims allowed by the board,
countersign, and keep a record of them, showing
fund upon which the warrant is drawn, the date,
name of payee, purpose, and the amount. (291.8)
(Department of Public Instruction. Bulletin No, 15,
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“Uniform Financial Accounting for Iowa School
Distriets.””)

8. Take the school census between June first and
July first of each even-numbered year. (291.9)

9. File required reports with the county superin-
tendent. (291.10)

10. Report to the county superintendent, county
auditor, and county treasurer the name of the presi-
dent, the secretary, and the treasurer of the school
board as soon as practicable after each such officer
has qualified. (291.11)

11. Request reports from private schools regard-
ing the attendance of pupils between the ages of
seven and sixteen. (299.3)

12. Request reports regarding private instruction
of pupils between the ages of seven and sixteen.
(299.4)

13. Have custody of all records pertaining to
compulsory school attendance. (299.7)

14. Receive reports and notify the president of
the board regarding any violation of the truancy
law. (299.15)

15. Prepare and publish the annual and quarterly
finanecial statements for the distriet., (279.32-279.34)

16. Mail itemized tuition statements on or before
February 15 and June 15 of each year. (282.20)

The School District Treasurer

In districts composed in whole or in part of cities
and towns the treasurer is elected for a two-year
term at the regular school election and his term
begins on the first secular day of the following July.
(277.26) In all other school districts the treasurer is
appointed for a one-year term at the board meeting
on the first secular day of July. (279.3)

He must be a qualified voter of the district at the
time of his election or appointment and removal
from the district creates a vacancy in the office.
(277.27) . v

The treasurer serves without pay, except that in
rural districts and in consolidated districts ¢ontain-
ing a town having a population of less than one
thousand, the board may pay him a ‘‘reasonable
compensation.’’ (277.26, 279.29) .

‘He must qualify by taking the oath of office and
filing bond, which may be either individual or ¢om-
mercial: The ameunt of the bond is sét by the school
board but it may not be less than five hundred dol-
lars. (279.3, 291.2, 291.4) i




The major duties of the school district treasurer
are as follows:

1. Receive all moneys belonging to the school dis-
triet. (291.12)

2. Pay warrants signed by the president and
countersigned by the secretary of the school board.
(291.12)

3. Keep an accurate record of all receipts and

expenditures of school funds. (291.12)

4. Register all orders drawn and reported to him
by the secretary, showing the number, date, to whom
drawn, fund upon which it is drawn, the purpose and
amount. (291.12)

5. Keep an accurate separate acccunt of the

(teneral Fund, the Schoolhouse Fund, and the
Special Courses Fund. (291.13, 286A.7)
6. Render a financial statement whenever re-

quired by the board and keep books open for in-
spection at all times, (291.14)

7. Make an annual report to the board at its
regular July meeting and file a copy with the county
superintendent. (291.15)

8. Deposit school funds in the bank designated by
the board as the official depository and file with the
county treasurer and the treasurer of state a list of
such depositories with any changes authorized by
the board. (453.1, 453.3, 454.6)

9. Stamp warrants ‘‘not paid for want of funds,”’
keep a record of warrants so issued, and call for pay-
ment when funds are available. (Chapter 74)

10. Redeem bonds when funds on hand are suf-
ficient. (298.23)
11. Keep a record of bond buyers. (298.24)

12. Furnish to the board a sworn statement from
each depository bank, showing balance as of .June
30, (279.30)

13. Receive and have custody of forfeitures im-
posed on school officers. (277.32)

14. Receive apportionment of school funds and
monthly payment of taxes from the county treasurer.
(298.11, 298.13)

15. Receive and dishburse playground fund. (300.4)

16. Report violations of the truaney law. (299.15)
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Chapter II
SCHOOL ELECTIONS

anannannanng

School elections are held for the purpose of per-
mitting qualified voters of the distriet or subdistrict
to vote on the election of bhoard members and on
other matters as legally submitted to them. Unless
otherwise specifically provided by statute, school
elections should be conducted in the same manner as
general elections.

Time and Types of Elections

Regular Elections

Regular elections shall be held annually on the
second Monday of March except in independent dis-
tricts embracing a eity and having a district popula-
tion of one hundred twenty-five thousand or more,
in which case the election shall be held biennially on
the second Monday in March of odd-numbered years.
(277.1)
Special Elections

Special elections are limited to matters enumerated
or implied in the statutes. These include: (1) the
sale of school property and the use of the proceeds,
(2) the authorization of a schoolhouse tax or in-
debtedness for the purchase of a site and the con-
struction of a schoolhouse, (3) obtaining roads to a
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site and a school building. Special elections may be
called by a board of directors at any time. (277.2)

A community school district cannot legally call an
election authorizing bonded indebtedness until after
the first regular school election. Litr. OAG, August
22, 1955,

Methods of Voting

The method of voting in all school elections shall
be by ballot or by voting machines. (277.13)

Rural independent districts and rural subdistriets
are not required to have nominations or printed
ballots.

The school board shall provide ecach voting pre-
cinet with a ballot box or voting machine and poll-
books. (277.14)

Voting machines may be used where they were
used in the general election and shall be provided
free by the state or county. The use of such machines
shall be, as far as possible, the same as in general
elections, The arrangement of names and proposi-
tions shall be as defined by the law. (277.15)

Judges of Election

One Voting Precinct

In districts of one voting precinct the judges of
election shall consist of the president, the secretary
of the board and one of the directors. If any judge
is absent or refuses to serve, the voters at the polls
shall appoint one of their members. (277.10)

Two or More Voting Precincts

The board appoints three voters of the precinet
as judges of election and one voter as clerk. A voter
can act as judge of but one voting precinect. If a
Judge fails to act or is absent, the attending judges
shall select a voter present to fill the vacancy. If all
the judges fail to be present or qualify their vacan-
cies shall be filled by the voters in attendance.
(277.10)

Subdistrict Elections

The subdirector and two qualified voters present
at the polling place shall constitute the judges of
election. If any of these are absent or refuse to act,
the voters present shall select qualified judges to
take their places. (277.10)

Oath of Judges
All judges and clerks of election must take the
following oath before the polls are open: “I ...




do solemnly swear that I will
impartially, and to the best of my knowledge and
ability, perform the duties of judge (or clerk) of
this election, and will studiously endeavor to prevent
fraud, deceit, and abuse in conducting the same.”’
(49.75) Any clerk or judge present may administer
the oath to the others, and it shall be entered in the
pollbooks subscribed by the person taking it, and
certified by the officer administering it. (49.76)

Notice of Election

Notice of all regular or special elections must
comply with these laws:

1. Notice must be given not less than ten days
next preceding the day of the election, except
as otherwise provided.

2. Notice shall contain the date, polling place, the
hours which the polls will be open, the number
of directors to be elected and the terms to
serve,

3. Notice must state the proposition to be sub-
mitted and voted upon by the voters. (277.3)

Posting of Election Notices

Notice of election shall be posted by the secretary
of the board in five public places in districts where
registration is not required and where there is only
one voting precinet. (277.3)

In districts where registration is required and
where there are two or more voting precincts, the
secretary shall post the notice of election in each
precinet, and shall also have the notice published
cach week for two consecutive weeks preceding the
election in some newspaper published in the county
and of general circulation in the district. (277.3)

In subdistricts the subdirectors shall post the
notice of election on the front of the school building
and in two other public places within the school
district.

If there is no subdirector in the district, and the
notice is not posted ten days previous to the election,
then any voter in the distriect may get the required
form from the county superintendent, fill it out
properly, sign it along with the signature of the
county superintendent and post it in the three re-
quired places, not less than five days next preceding
the day of the election (277.3)

® In the event of failure to post the proper notices
by the proper parties in a subdistrict, the county
superintendent of schools should post the notices,
signing the names of the secretary and the board by
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himself as county superintendent of schools. Ltr.
OAG, Feb. 23, 1926,

@ If an election is held and the polls remain open for
the time preseribed in the statute, the election will
not be void, even though the notice prescribes that
the polls shall be open for a shorter period of time
than prescribed in the statute, and any bonds issued
under the authorization voted by the electors of the
school distriet will be voted and binding. Ltr. OAG,
April 12, 1927.

@® [f the election notice were posted and it prescribed
the closing of the polls an hour or more before the
time set out in the code, the election would not be
void unless it could be shown that some injustice and
prejudice had resulted which would change the re-
sult of the election. Litr. OA(, March 23, 1927,

Nomination Papers

1. Nomination papers are required for all candi-
didates for election in each independent ecity,
town or consolidated school district.

2. Papers must be filed with the secretary of the

school board not earlier than thirty days nor
later than noon on the tenth day prior to election.
The code reads, ‘. .. not earlier than thirty days
nor later than noon of the tenth day prior to said
election.”’
Suppose the regular school election is March
14th. The tenth day prior would be March 4th,
and noon of that day is the last day and hour for
filing nomination papers. Ltr. OAG, March 1,
1952.

3. Candidates must be nominated by a petition
signed by at least ten qualified voters of the dis-
trict, except in city independent districts where
elections are held biennially, the petition must
bear the names of at least fifty qualified voters
of the distriet,

4. Each petition must include an affidavit of a
qualified elector of the district, stating that all
signers of the petition are qualified and their
signatures are their own. (277.4)

Voting Precincts

1. In subdistrict elections the subdistriet is con-
sidered a single voting precinet. (277.5)

2. School districts other than city, town, or village
independent districts shall constitute a voting
precinct. (277.5)



3. In districts where part or all of the distriet lies
within a eity, town, or village, the voting pre-
cinets shall be the same as for the last general
state election; however, the board may consoli-
date two or more precincts into one for voting
purposes unless the voters in such proposed con-
solidated precinets file with the secretary of the
bhoard a petition signed by twenty-five or more
electors of a precinct requesting their precinet
not to be consolidated with any other precinect.
This petition must be filed twenty days before
the eleetion, and contain an affidavit of a quali-
fied elector stating that the signers are electors
of the district, and the signatures are genuine.
(277.5)

4. If a school district includes a city, or town along
with some territory not within the city or town
limits, the board may divide the outside territory
into additional precinets, or may attach the out-
side territory to contiguous city precinects, which-
ever will best serve the convenience of the out-
side electors. No registration is required by the
voters in this outside territory. (277.6)

Place to Vote

In subdistricts the subdirector shall select the
polling place. If there is no subdirector or he fails to
act then the person authorized under 277.3 shall
select the polling place.

In all other school distriets the school board shall
select a suitable polling place in each district, and
this should be the same as the place used by the
last eity or state election, if practicable. (277.7)

Printed Ballots

Printed ballots are not required in rural school
elections.

In school ditsriets where nomination of candidates
for election to office is required, ballots must be
printed, and the names of all candidates for each
office must be listed alphabetically, with a blank
line for each officer to be elected. (This may be
used for write-in candidates.) The ballot must in-
clude a square at the left of each name and blank
line, and directions as to the number of candidates
to be voted. (277.8)

Open Polls

1. In distriets where registration of voters is re-
quired the polls shall be open from seven o’clock
a.m. to seven o’clock p.m.
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2. In distriets where the board has combined voting
precinets, the board may order the polls to be
open from seven o’clock a.m. to seven o’clock
p.m.

3. In districts where registration is not required,
composed in whole or in part of cities or towns,
and in consolidated school districts the polls shall
be open twelve o’clock noon to seven
o’cloek p.m.,

from

4. In all other independent school districts and
school townships the polls shall be opened at one
o’clock p.m. and remain open not less than two
hours.

5. In rural districts the polls shall open not earlier
than nine o’clock a.m. nor later than seven
o’clock p.m. and shall remain open not less than
two hours. (277.9)

All persons entitled to vote who are within the
polling place at the time said polls are closed shall
be permitted to vote. (49.74)

Who May Vote

The following people have the right to vote in a
school election :

1. Naturalized or native born citizens of the United
States, twenty-one years of age or over, who
have resided in Towa six months, and the county
of their residence sixty days, and in the school
district ten days preceding election. (277.12)

2. ““Adult unmarried school teachers become resi-
dents of the county in which they teach, within
the meaning of the constitutional provision gov-
erning suffrage, when the employment is entered
upon with the good faith-intention of making the
place of employment their permanent home or
residence so long as the employment continues.”’
Dodd v. Lorenz, 210-513.

If an elector had resided in a school distriet sev-
eral years and moved into another county the day
before election he would be ineligible to vote in
either school district. (In order to vote in a new
county he must have been a resident sixty days.)
Even though the school district into which he moved
was the same one he left, he is not entitled to vote.
Ltr. OAG, April 26, 1927.

Any person residing in the district, who intends
that this shall be his voting residence, shall be en-
titled to vote. No one can judge what this intention
is but it is to be drawn by the acts of the party. The
general rule is that a person who is present in the




community and who has or expresses no intention to
remove therefrom is entitled to vote. Ltr. OAG,
April 1, 1929,

Marking Ballot

Section 49.83 requires that when a voter appears
at the polls in person to cast his ballot, the clerk of
election shall write his name in the pollbook.

When a voter presents himself at the polls and his
name is entered in the pollbook, one of the judges
shall hand him an initialed ballot. No ballot shall
be deposited in the ballot box unless it has a judge’s
endorsement. (49.82)

The voter should retire to the booth, secretly
mark his ballot, fold it to conceal his vote, and hand
it to the judge of the election. (49.84)

The judge inserts it in the ballot box without
unfolding it. (49.85)

Absentee Ballots

The voter must be present in person to vote at a
school election in a subdistrict, a school township,
or in a rural or village district. The absent voter’s
law applies only to school elections in city, town,
and consolidated distriets. (53.1)

(For details on the absent voter’s law see Chapter
53, Towa Code.)

Challenging Votes

Voters at school elections may be challenged as
unqualified by any judge or elector. It is the duty of
judges to challenge any person wanting to vote if
they think or know the voter is not duly qualified.
No judge shall receive a ballot from a challenged
voter until such voter shall have established his
right to vote. (49.79)

““When any person is challenged, the judges
shall explain to him the qualifications of an elector,
and may examine him under oath touching his quali-
fications as a voter.”” (49.80)

“If the person challenged be duly registered, or
if such person is offering to vote in a precinct where
registration is not required, and insists that he is
qualified, and the challenge be not withdrawn, one
of the judges shall tender to him the following oath :

“You do solemnly swear that you are a eiti-
zen of the United States, that you are a
resident in good faith of this precinet, that
you are twenty-one years of age as you
verily believe, that you have been a resi-
dent of this county sixty days, and of this
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state six months next preceding this elec-
tion, and that you have not voted at this
election.’

“If said person takes such an oath, his vote shall
be received.”’ (49.81)

® Any eclector has a right to raise the question as
to the right of another to vote, in which event, it
is clearly the duty of the board to determine the
question. Litr. OA®G, January 17, 1924,

® Any group of voters interested in the election
might have a representative present at the polls,
either for the purpose of making a list of those who
vote or checking voters from a list already prepared.
The same person could act as a challenger. Litr. OAG.
February 4, 1924,

Assistance in Voting

If a voter cannot read English or is physically
disabled so that he is unable to mark his ballot,
upon request, he may be assisted by two officers
who were selected by the judges at or before the
opening of the polls. This assistance shall be entered
in the pollbook. (49.80, 49.90, 49.91)

Voting Mark

Many voters spoil their ballots because they fail
to mark a ecross in the circle at the head of a ticket,

or in the squares opposite the names of candidates.
(49.92)

Spoiled Ballots

If a voter has spoiled his ballot he may return it
to the judges, and receive another, but no voter shall
receive more than three ballots. Only legal ballots
properly marked shall be counted. (49.100)

Spoiled ballots are not votes and should not be
included in the total number of votes cast. Ltr.
OAG, June 11, 1941. Such ballots cannot be counted
in determining whether or not a bond election has
carried by sixty per cent of the votes cast.

Voting Regulations

1. 1f a voter receives a ballot but decides not to
vote, he must give his ballot to election officers
and his action shall be entered on the pollbook. If
he fails to surrender his ballot he is subject to
immediate arrest. (49.86)

2. No voter shall vote or offer to vote any ballot

except such as he receives from the judges of
election.

No voter shall remove a ballot from the polling
place before the polls close. (49.87)



3. No voter may occupy a voting booth oceupied
by another,

4. A voter shall not remain in the polling space
more than ten minutes or in the voting booth
more than five minutes.

5. No voter shall again enter the inclosed space
after having voted.

6. Except by the authority of the election officials,
not more than two voters in excess of the whole
number of voting booths shall be allowed at any
one time in the inclosed space. (49.88)
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If more than one public measure is to be voted
upon, they shall be printed upon the same ballot,
one below the other, with one inch space between
the two measures. (49.48)

8. Public measure propositions shall be printed
upon yellow colored paper, and on the back of
this ballot shall be words printed to denote that
the ballot relates to some public measure. This is
to distinguish it from the official ballot for
candidates.

9. When a public measure is to be presented, it shall
be printed in full upon a separate ballot preceded
by these words, ‘‘Shall the following amendment
to the constitution (or public measure) be

Yes [

No [

should be inserted in full) (49.43, 49.44, 49.45)

adopted ?”’ (Here the public measure

Acts Not Allowed on Election Day

Under penalty certain acts are prohibited in or
near a polling place on election day. Such acts in-
clude:

1. Loitering, congregating, electioneering, treat-
ing voters, or soliciting votes within one hundred
feet of any outside door of the polling place.

2. Interrupting, hindering, or opposing any voter
in or approaching the polling place for the purpose
of voting.

3. A voter allowing any person to see how his
ballot is marked.

4. A false statement by a voter as to his ability to
mark his ballot.

5. Interfering with a voter marking his ballot or
inside the inclosed space.

6. Trying to induce a voter to show how he
marks, or has marked his ballot.

i
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7. Marking any ballot for the purpose of identi-
fying such ballot. (49.107)

Canvass of Voters
The judges of election must, before adjournment:
1. Count the votes.
2. Ascertain the result of the vote.

3. Check the number of votes cast with the num-
ber of names on the pollbook and correct all errors.

4. Cause each clerk to keep a tally of the count.
(50.1)

Defective Ballots

Defective ballots shall be indorsed ‘‘Defective’’
on the back of each ballot. Two or more marked bal-
lots folded together and cast as one ballot shall be
indorsed ‘‘Rejected as double’” by the judges and
shall not be counted. (50.3)

Tie Vote

In the case of tie votes, election shall be deter-
mined by lot as deseribed in section 50.44, Code of
Towa. (277.21)

Certificate of Election

The results of the election shall be declared and a
certificate of election issued to the person or persons
elected to the office. The secretary in all school
corporations makes a permanent record of the vote
on each office and on each proposition submitted to
the electors. (277.19)

In school corporations of more than one precinet,
and in school townships having an even number of
subdistricts, the board shall, on the next Monday
after election, canvass the returns made to the secre-
tary, ascertain the results of the election, cause a
record to be made, and at once issue a certificate to
each person elected. (277.20)

All qualifications being met, a person elected to a
school board is entitled to a certificate of election,
even though he or his company has been, or is doing
business with the school. However, after he is quali-
fied, he or his company may not under the law enter
into a contract with said school district, and this
statute should be fully observed by the board. Ltr.
OAG, March 19, 1927,

Where officers fail to qualify the county superin-
tendent may consider the office vacant and ecall an
election, Litr. OAG, April 8, 1929.




Director-at-Large

A director-at-large must be elected in school town-
ships that are divided into an even number of sub-
distriets. (277.19, 277.20)

Registration

Precincts

In districts where registration is required, except
where permanent registration is provided by statute,
the board may consolidate registration precinets as
provided by law for general election registration.
(277.16)

Registrars
Where registration is required of school corpora-
tions the board of directors shall:

1. Appoint two registrars (not less than ten days
before the election) in each registration district.
These registrars shall have the same qualifications,
and get the same pay as for general elections. They
shall be paid by the school corporation.

2. Registration books, records and pollbooks shall
he obtained from the same person who has custody
of such for general elections, and he shall distribute
them to the several precinets the same as he does for
general elections. These must be veturned to him
within ten days after the school election. (277.17)

Registration Days

The registrars meet and remain in session only
during the time the polls are open. All laws pertain-
ing to registration in general elections shall prevail
except that the president and secretary of the school
board shall perform the duties of the mayor and city
clerk. (277.18)

A qualified voter is one who is qualified to vote
pursuant to the statutes of Towa, and whether he has
registered or not is immaterial. Ltr. OAG, February
20, 1934. Of course, this does not mean that an
elector may vote before he registers. Registration is
simply a prescribed regulation for a qualified voter
to follow in order to vote.

Contested Elections

School elections may be contested under the same
laws that relate to contesting of county officials.
(277.22, 57.6, Chapter 57.)

Who May Contest

Contest proceedings can be instituted only by a
person who is eligible for that office and who was a
candidate for that office. (57.1)
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If an eligible person wishes to contest an election
he must:

File with the county auditor within twenty days
after the day when the incumbent was declared
elected, a written statement of his intentions to
contest the election. The statement must also set
forth:

1. The name of the contestant,

2. That the contestant is qualified to hold
the office.

3. The name of the incumbent.
4. The office contested.
5. The time of the election.

6. The particular causes of the contest.

This statement must be verified by the affidavit
of the contestant or some elector of the county.
(62.5)

The contestant must file with the county auditor
a bond with surety, to be approved by said auditor
and conditioned to pay all costs in case the election
be confirmed, or the statement dismissed, or the
prosecution fail. (62.6)

Contest Court

The chairman of the county board of supervisors
and one member selected by the contestant and one
by the incumbent shall constitute the contest court.
(62.1)

The contest court has the power to require any
person called as a witness, who voted at such elec-
tion, to answer questions as to his qualifications as a
voter. If he was not qualified to vote in the distriet,
he must state where he voted and for whom he voted
at the election being contested. (62.17)

Rejected Votes

An election will not be set aside unless the re-
jected votes are sufficient in number to change the
result of election. (57.4)

Right to Appeal

The losing party in the contest court may within
twenty days thereafter appeal to the district court
by filing bond to cover the costs of appeal. (62.20)
Costs of Contest

The three judges of the contest court are entitled
to receive four dollars per day for the time occupied
by the trial. (62.23)

The fees of officers and witnesses shall be the
same as in the district court so far as the nature of
the case admits, (62.22)



The person who loses the contest is obligated to
pay the costs of the contest. (62.24)

Grounds of Contest

The grounds for contesting school elections are
the same as for the election of county officials. They
are as follows:

1. Misconduet, fraud, or corruption on the part
of judges of election, or board of canvassers or any
member of either board, sufficient to change the re-
sult of election.

2. Ineligibility of incumbent to the office at the
time of election.

3. The incumbent has been duly convicted of an
infamous crime before the election and the judg-
ment has not been changed at the time of election.

4. The incumbent has given or offered bribes for
the purpose of winning his election.

5. Legal votes were rejected at the polls, or
illegal votes were cast sufficient to change the result
of election.

6. Errors in counting votes, or in declaring the
election results if the errors would affect the result.

7. Any other cause which shows that another per-
son was the person duly elected. (57.1)
Propositions to be Voted by Electors

Chapter 278 of the lowa Code enumerates the
powers of electors at regular school elections. (278.1)

1. Direct a change of texthooks regularly
adopted.

2. Direct the sale, lease or other disposition of
school property except as determined by Section
297.22,

3. Decide what additional subjects shall be
taught.

4. Determine whether or not school buildings may
be used for meetings of public interest.

5. Direct the transfer of any surplus in the
Schoolhouse Fund to the General Fund.

6. Authorize the board to obtain roads for proper
access to its school buildings.

7. Vote a schoolhouse tax, not exceeding 2V%
mills, for buildings and sites, procuring libraries
and opening roads to schoolhouses.

8. Authorize the establishment and maintenancc
of schools ranking higher than the approved four-
year high school course. (280.18)

Electors may vote at a special election to sell
school property, or to levy a tax to purchase a site
or construct a school building or obtain roads
thereto. (277.2)

(See chapter on School Buildings and School Sites
for information on bond elections.)

Election of Board Members in Newly
Reorganized School Districts

The election of the first school board in a re-
organized district is called by the county superin-
tendent. In conformity with the reorganization
petition and the approval of the county board of
education, these members may be elected by one of
four different methods—either ‘‘at large’’ or by one
of three other methods involving ‘‘director dis-
triets.”’

There is also a further provision whereby any
existing district or hereafter created or enlarged
distriect may change its method of election by peti-
tion and a vote of the electorate. (275.35)




Chapter III
SCHOOL FUNDS

The funding system for lowa public school dis-
tricts provides for three separate funds: School-
house Fund, Special Courses Fund, and General
Fund. All receipts and expenditures of public
moneys should be accounted for under these three
funds.

Schoolhouse Fund

Receipts
School district receipts from the following sources
should be deposited in the Schoolhouse Fund:

1. Proceeds of a schoolhouse tax authorized by the
electors. (278.1, subsection 7, 291.13)

2. Proceeds of the sale of bonds authorized by law.
(291.13)

3. Proceeds of a tax levied to pay principal and
interest on bonded indebtedness. (291.13, 298.18)

4. Proceeds of a tax levied for the purchase of
sites. (Authority to certify such a levy, not ex-
ceeding one mill, rests with the board of direc-
tors only in independent districts where the ter-
ritory of the district is composed wholly or in
part of territory occupied by a ecity. A ‘‘city”’
is defined by law as any municipal corporation
which has a population of two thousand or
more.) (297.5, 363.4)

D, Proceeds of a tax levied for the establishment
and maintenance of playgrounds. (This tax, not
to exceed one-half mill, may be levied by the
board of directors of any district containing a
city, upon authorization of the voters.) (300.2)

6. Proceeds from the sale of a schoolhouse or site,
unless the voters have directed that such pro-
ceeds shall revert to the Gieneral Fund. (278.1,
subsection 2)
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Proceeds from the sale of other property, pro-
viding the voters have directed that such pro-
ceeds shall revert to the Schoolhouse Fund.
(278.1, subsection 2)

8. Proceeds of insurance on buildings. Ltr. OAG,
Feb. 26, 1924,

9. Sales tax refund on construetion.
10. Transfers from the Gieneral Fund. (279.31)

Expenditures
Expenditures from the Schoolhouse Fund include
the following:

1. Payments to contractors and architects for con-
struction. (If a bond issue for new construction
carries, the architect’s fees should be paid from
the Schoolhouse Fund. If the bond issue does
not carry, any architect’s fees already incurred
should be paid from the General Fund.) Ltr.
OAG, Oct. 14, 1954,

Purchase of sites. (296.1)
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3. Improvement of sites. (296.1)

Special Courses Fund

Legislation creating the Special Courses Fund was
enacted in 1947 for the purpose of preventing any
state aid money from being used to pay for costs of
instruction and supervision in the teaching of any
courses other than those included in the ‘‘basic
curriculum.”’

The law provides that the ‘‘basi¢c curriculum”’
shall include only the following courses:

1. Elementary

Kindergarten courses, reading, writing, arith-
metie, spelling, grammar (including written and
oral language and speech), geography, United
States history, history of lowa, elementary prin-
ciples of American government, musie, health
and sanitation, physiology and hygiene (includ-
ing the teaching of the effects of aleohol, nar-
cotics and poisons upon the human system),
physical education, elementary sciences, art, and
other courses expressly authorized by law.



2. Junior and Senior High School

Principles of American government, constitu-
tions of the United States and lowa, history,
economics, sociology, physical education, musie,
industrial arts, English, mathematics, science,
language, business education, home economics,
agriculture, vocational education, and other
courses expressly authorized by law,

3. Any additional subjects which may be required
to be taught by law. (286A.7)

Receipts

Reeeipts for the Special Courses Fund are strictly
limited to the proceeds of a tax levy for this pur-
pose, as certified by the board of directors under
regular budgetary procedure. Funds cannot be
transferred from the (feneral Fund to the Special
Courses Fund.

It is the obligation of cach board of directors to
evaluate its entire school program in relation to the
basie curriculum as defined by law. If instructional
services are offered in any areas outside the basic
curriculum, the board should certify a Special
Courses Fund levy in an amount necessary to pay
the cost of instruction and supervision in such areas.

It is doubtful that any typical lowa high school
district would not have some areas of instruction
which would be classified as outside the ‘“basie cur-
riculum.”” Although this will vary among the in-
dividual school distriets of the state, the most eom-
nmon areas of instructional services which should he
financed through the Special Courses Fund are
interscholastic athleties, music contest activities,
high school art courses, and driver eduecation courses.

Expenditures

Expenditures from the Special Courses Fund are
limited to salaries of teachers and supervisors of
subjeets which are not ineluded in the basie curriceu-
Ium. In order to avoid duplicate bookkeeping, it is
recommended that all salaries be paid from the Gen-
eral Fund throughout the year and that a ‘‘reim-
bursement transfer’’ should be made later from the
Special Courses Fund in the amount of total salaries
that should be charged to the Special Courses Fund.

General Fund

The General Fund is intended to take care of all
moneys received for any purpose other than those
listed above under Schoolhouse Fund and Special
Courses Fund.

Receipts

General Fund receipts are further divided for

counting purposes into:

ac-

1. Revenue receipts—those coming either directly
or indirectly from taxation and which neither
increase indebtedness nor deplete school prop-
erty, and

2. Nonrevenue rececipts—those which inerease in-
debtedness of the district or deplete the assets
in some form.

Following is an outline of the major sources of
receipts for the General Fund:

I. Revenue Receipts

A. Local Taxes

1. Distriet tax (298.1)

2. Speecial tax for textbooks (301.4)

3. Special tax for transportation (298.4)
4. Emergency levy (298.2)

5. Moneys and Credit Tax (429.2)

6. Pension Fund Tax (97B.9, 97C.10,

294.9)
7. Tax loss reimbursement (Chapter 284)
B. State Appropriations

1. General Aid (Chapter 286A)

2. Supplemental Aid (Chapter 286)

3. Transportation Aid (Chapter 285)

4. Handieapped Children Aid (281.9)

5. Vocational Aid (State) (258.8)

6. Semi-Annual Apportionment (298.11)

C. Federal Appropriations
1. School Lunch (unless handled through a
separate account)
2. Vocational Aid (Federal)
3. Maintenance
Law 874)
D. Tuition
1. High school and junior high school
(282.17-282.24)
2. Elementary (279.18)

and Operation (Public

E. Transportation

F. Rents and donations

IT. Nonrevenue Receipts

A. Revolving Fund

B. Sale of Supplies, Property, and Equipment
(Receipts from sale of real property should
be deposited in the Schoolhouse Fund un-




less otherwise directed by the voters as pro-
vided in Section 278.1, subsection 2)

C. Transfers

Expenditures

Expenditures from the General Fund cover those

items which are normally considered to be ‘‘operat-
ing costs.”” Following is a brief summary of the
General Fund expenditures classifications as pro-
vided in the Iowa Uniform Financial Accounting
System :
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General Control

This includes all general administrative costs
such as salaries of superintendent, secretary, and
office personnel, office supplies, census costs,
election costs, publication costs, legal fees, and
travel expense for administrators and bhoard
members,

Instruction

This classification covers salaries of all teachers,
supervisors and prineipals to the extent that
they provide instruction or supervision of those
areas of the school program which are included
in the basic curriculum. Expenditures for all in-
structional supplies, textbooks and library books
are also included under instruction.

Auxiliary Services

This includes all transportation costs except
the purchase of new buses, which should be re-
corded under (General Fund, Capital Outlay.
Other expenditures which should be classified
under Auxiliary Services include health services,
revolving fund, community services and tuition
payments.

Operation

This elassification includes those expenditures
which are necessary in order to keep school
buildings open and operating, such as custodi-
ans’ salaries, custodial supplies and utilities.

Maintenance of Plant

Maintenance includes all costs (labor and ma-
terials) for repairs and upkeep of the school
building and equipment.

A school board eannot, under the guise of ‘‘re-
pairs,”’ build an addition to a school bulding,
or remodel an existing building, and pay the
costs from the General Fund. The term ‘‘repair’’
means to restore a building, as nearly as possible,
to its original condition. New construction and
alterations must be authorized by the electors
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and paid for from the Schoolhouse Fund. Litr.
OAG, September 9, 1950,

Fixed Charges

This account includes those expenses which are
recurring and which are fairly uniform from
vear to year, such as insurance premiums, rent,
surety bond premiums, and the distriet’s share
of the state and federal retirement payments.
(When a remittance is made to a retirement
system, that portion representing the amount
withheld from salaries should be charged to the
appropriate salary account; the district’s share
of the payment should be charged to Fixed
Charges.)

Capital Outlay

This classification refers to an expenditure
which increases the amount of property owned
by a school distriet.

The purchase of additional furniture or equip-
ment should be charged to this account in the
General Fund unless authorized by the electors
as indicated below. (Replacement of old furni-
ture and equipment should bhe charged to Mainte-
nance.) Purchase of school buses, both addi-
tional and replacement, should be charged to
(Capital Outlay. If the electors of a district have
authorized a bond issue for the purpose of erect-
ing and equipping a building, the cost of furni-
ture and equipment should be recorded under
Capital Outlay in the Schoolhouse Fund. How-
ever, if the purchase of such furniture and
equipment is made upon authorization of the
school board (without a vote of the electors),
the cost should be charged to Capital Outlay in
the General Fund.

Debt Service

The major item under this classification is the
interest paid on (feneral Fund warrants stamped
“not paid for want of funds.”” (Chapter 74) The
original face amount of such warrant should be
charged to the proper account as determined by
the purpose of the payment.

Transfer to Schoolhouse Fund

Any transfers from the General Fund to the
Schoolhouse Fund, as provided in Seection 279.31,
should be charged to this account.

Special Activity Fund

There is no specific provision in the Iowa Code for

the establishment of an ‘“Aectivity Fund.”’ However,
the general philosophy of education has tended to



embrace the so-called ‘‘extra-curricular’ activities
as an integral component area within the total edu-
cational program. The legal machinery for financing
the total educational program has not kept pace
with this philosophy and consequently the Special
Activity Fund has been developed as a means of
financing this portion of the school program.

The fact that the source of money for the Activity
Fund is other than public taxes does not lessen the
stewardship responsibilities of school officials for
such funds. The school hoard should adopt definite
policies regarding the raising and expenditure of
these funds and the accounting should be the re-
sponsibility of a designated school employee who is
properly bonded.

Although individual pupils may have contributed
in time and effort toward the raising of such funds,
they have no vested interest in these funds as in-
dividuals. It is important to remember that these
funds were aceumulated under school sponsorship,
in many cases on school time, and under the super-
vision of school employees who are being paid from
public tax funds.

The Report of the Attorney General, 1936, page
375, is the most common authority on the question
regarding payment of extra-curricular expenses
from public tax funds (General Fund). A brief sum-
mary of that opinion is presented below.

The following expenditures may not be made from
public funds (General Fund) and hence shall be
made from the Activity Fund.

1. Travel expenses for supervisors and participants
in interscholastic contests such as athletie con-
tests, music contests, ete.

2. Expenses incurred in providing uniforms for
such participants.

3. Ixpenditures incurred in paying claims for hos-
pital services and for injuries sustained by stu-
dents participating in interscholastic and intra-
mural contests and exhibitions.

4. Expenses for referees’ fees and judges’ fees in
connection with the above noted contests and
exhibitions.

5. Expenses incurred in promoting or sponsoring
interscholastic and intramural contests and ex-
hibitions. (Supplies, royalties for class plays,
tickets, ete.)

6. Membership fees in national, state, or local
associations, the purposes of such associations
being to benefit, directly or indirectly, the
students or groups who may be members.
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The following expenditures may be made from
public funds:

1. Expenses incurred in providing basketballs,
foothalls and similar equipment, whether they
‘are to be used for interscholastic aectivities or
for regular physical education classes.

2. Expenses incurred in building and lighting ath-
letic  fields to used for interscholastic
athleties.

(The opinion pointed out that the above classifica-
tion was not intended to be all-inclusive, but rather
was intended to serve as a guide for such expendi-
tures.)

Complete details of activity fund aceounting pro-
cedures will be found in Research Bulletin No. 17,
Special Activity Fund Accounting, Department of
Publie¢ Instruction, 1955,

he

Transfer of Funds
Transfer from General Fund to Schoolhouse Fund

If, after the annual settlement (on the first
secular day in July), it appears that there is a sur-
plus in the (eneral Fund, the school hoard may, at
its diseretion, transfer any or all of such surplus to
the Schoolhouse Fund. (279.31)

The actual transfer indicated above may he made
at the annual settlement meeting or at a subsequent
meeting of the board, but if a surplus is declared
and transferred to the Schoolhouse Fund, such
money cannot then be spent without a vote of the
electors. Litr. OAG, Deec. 10, 1926,

The board should make the decision regarding the
existence and declaration of a surplus at the July
first meeting, even though the actual transfer is not
made at that time. Any existing surplus in the Gen-
eral Fund, over and above a reasonable reserve
(encumbered balance), should either be transferred
to the Schoolhouse Fund or used to apply on the
current year’s budget and thus reduce the amount
to be raised by taxation for the General Fund.

The school hoard cannot legally certify a high tax
in order to build up a large surplus in the General
Fund and then transfer that surplus to the School-
house Fund and proceed to build a building without
a vote of the electors. To do so ‘. would, in
effect give the board power to do indirectly what
it cannot do directly. . .”” 1926 Report, p. 403. New
construction must be paid from the Schoolhouse
Fund and must be authorized by a vote of the
electors, regardless of the source of the money.

It should be noted that there is no statutory pro-
vision for transferring money from the General



Fund to the Schoolhouse Fund by a vote of the
electors; consequently, the only method for making
such transfer is that provided in Section 279.31 as
described above.

Transfer from Schoolhouse Fund to General Fund

There is a statutory provision whereby the
electors may direct the transfer of any surplus in
the Schoolhouse Fund to the General Fund. (278.1,
subsection 5) If this proposition is to be submitted
to a vote of the electors, it may be done only at the
regular school election sinee the provisions for
special elections do not inelude this question. (277.2)

The only other possible method of transferring
from the Schoolhouse Fund to the General Fund is
one which provides for the transfer of inactive or
““dead’’ funds. Under this provision, the board may
transfer from a fund once the necessity for main-
taining such fund has ceased to exist. (24.21) It is
doubtful, however, that the need for maintaining a
Schoolhouse Fund would ever cease to exist in a
typical high school district.

Transfers to and from the Special Courses Fund

lowa law provides that no transfer may be made
from the General Fund to the Speecial Courses Fund.
(286A. 7)

There is no legal provision whereby either the
board or the electors have authority to transfer from
the Speeial Courses Fund to the General Fund or to
the Schoolhouse Fund. (Any transfers from the
Speeial Courses Fund to the General Fund should be
made only as a reimbursement for salary payments
occasioned by the teaching of courses outside the
basie eurriculum.)

The Permanent School Fund

The Permanent School Fund is a fund established
by the Constitution of the State of Iowa (Artiele
IX) and the Code of Towa (Chapter 302) for the
support of the common schools throughout the state.

Chapter 302 also provides for a ‘‘temporary school
fund’’ and states that this fund shall be received
and appropriated annually in the same manner as
the interest of the permanent fund. This temporary
fund is apparently not mentioned elsewhere in the
Code and is, therefore, normally considered as a part
of the permanent fund insofar as allocations to loeal
districts are concerned.

The major sources of income for these two funds
are as follows (302.2, 302.3) :

1. The proceeds of all intestate estates escheated to
the state.
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2. The proceeds of the sale of the sixteenth section
of each township (as provided in the Ordinance
of 1785).

3. All forfeitures which are authorized to be made
for the benefit of the school fund.

4. The proceeds of all fines collected for violation
of the penal laws, and for the nonperformance of
military duty.

The proceeds of the sale of lost goods and
estrays.

2]

The local school district receives financial benefit
from these funds as follows:

1. Semi-annual Apportionment—On the first Mon-
day in April and the first Monday in October
the county auditor makes this apportionment to
each district in the county on the basis of the
school census. (298.11) The funds apportioned in
this manner include:

a. The proceeds of the county school levy, if
any. (298.10) (The county board of super-
visors may levy a tax of from one-fourth to
three-fourths mill for the support of schools
within the county.)

h. Rents on unsold school lands.

c. Proceeds of fines collected for the violation
of penal laws, and for the nonperformance
of military duty.

2. Library Fund (292.1)—The interest on the per-
manent school fund is allocated annually by the
county auditor to the several school districts of
the county, on the basis of school census, for the
purchase of library books. This is commonly
known as the County Library Fund and the
money is expended by, or under the jurisdietion
of, the county bhoard of eduecation.

Depository Banks

School distriet funds may be deposited only in
such bank or banks as have been designated by the
school board as official depository banks for the
funds of that distriet. Such banks must be located
within the State of Towa but they need not neces-
sarily be within the district or within the county
where the district is located. (453.1, 453.4)

The approval of a depository bank should be by
written resolution entered of record in the minutes
of the approving board, and should specify the
maximum amount which may be kept on deposit in
each such bank. The original resolutions and any
subsequent resolutions inereasing the maximum



amount must be approved by the treasurer of state.
(453.2, 453.3)

Resolution forms may be obtained from the
treasurer of state (Towa Official Form No. 697).
Two completed copies should be sent to the office of
the treasurer of state; after approval, one copy will
be returned to the local school distriet. It is also the
duty of the school distriet treasurer to keep on file
with the county treasurer a list of such depositories.
(454.6)

The State of Towa maintains a state sinking fund
for the guarantee of public deposits. The above pro-
visions must be complied with fully in order to
assure that school district fund deposits are proper-
Iy protected.

Investment of School Funds

School distriet funds which have been cereated by
a direct vote of the people may be invested in United
States government bonds or may be placed on time
deposit. All or any portion of such funds may be so
invested or deposited at the diseretion of the school
hoard. (453.10) (Such funds must be deposited with-
in the State of Towa.)

Interest income on such investments should be
credited to the Schoolhouse Fund and should he
used toward retiring indebtedness of the district so
long as any indebtedness exists.

It should be noted that the authority for invest-
ment applies only to those funds which are ‘‘ereated
by a direct vote of the people.”” Thus, this authority
would apply only to certain moneys in the School-
house Fund such as:

1. Proceeds of a bond issue. (296.6, 75.1)

2. Proceeds of a two and one-half mill levy. (278.1.
subsection T)

The authority for investment would not apply to
such funds as:

1. Any portion of the General Fund.

2. Any portion of the Special Courses Fund.

3. Proceeds of a levy for the purchase of sites.
(297.5)

4. Proceeds of insurance adjustments.

5. Any surplus transferred from the General Kund
to the Schoolhouse Fund. (279.31)

If such investments are made, the following ac-
counting procedure should be followed:

1. Purchase of Securities

When a Schoolhouse Fund warrant is written
for the purchase of securities, the expenditure
should be coded No. 985, and the amount should
he recorded as a ‘‘blue-pencil”’ entry in column
53 of the Warrant Distribution Register. This
amount should then be omitted from the total
of Schoolhouse Fund expenditures. (Do not add
in the ‘““blue-pencil’”’ figures in arriving at a
total.)

o

Redemption of Securities

When money is received from the redemption of
such securities, the principal amount (that
amount originally invested) should be coded No.
1640 and recorded as a ‘‘blue-pencil’”’ entry in
column 30 of the Cash Receipts Register. This
amount should then be omitted from the total
of Schoolhouse Fund receipts. (Do not add in the
“blue-pencil”’ figures in arriving at a total.)
The amount representing interest income should
be coded No. 1550 and entered as a regular entry
in column 26 of the Cash Receipts Register.
This amount would be included in arriving at a
total of Schoolhouse Fund Receipts.

The above procedure will prevent the overstate-
ment of total receipts and expenditures and it will
also show the actual balance as of any given date
to include hoth securities and cash.




Chapter IV
THE BUDGET AND TAX LEVIES
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A public school district budget should be a well-
conceived program of the educational activities of
the community for a given period of time, with
reasonably accurate plans for making expenditures
and raising the necessary revenue.

Although existing legal provisions require an
annual budget, the preparation of a budget should
not be considered as a periodic activity; it is a con-
tinuous process and should long-term
thought, study, and planning by the board, the
superintendent, the faculty, and the citizens.

It is almost axiomatic that the preparation of a
sound school budget involves three distinet plans:
the educational plan, the expenditures plan, and the
financing plan.

involve

1. The Educational Plan

Since the education of children is the only reason
for the existence of a school district, the first
consideration should be the plan to provide a
sound educational program. This plan should
give a picture of the entire school program and
will indicate the number and type of personnel
needed to carry out such a program. The educa-
tional philosophy and policies of the board
should be expressed in sufficient detail to justify
the financial plan which is to follow.

[N

The Expenditures Plan

This plan should contain an analysis of the cost
of the proposed educational program. An
adequate school budget will show considerable
detail in regard to salary schedules, bond retire-
ment schedules, material and equipment costs,
and unit costs.
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3. The Financing Plan'
This plan should show detailed revenue esti-
mates for the school year. Such estimates should
be based on those of previous years and also on
trends in property valuations, state support
funds, tuition receipts, and general economic
conditions.

Revenues must be estimated accurately and the
expeected revenue must fully satisfy the demands
of the expenditures plan. When a budget be-
comes unbalanced, it ceases to perform the
function for which it was intended.

The budget document should show a detailed
breakdown of receipts and expenditures by code
numbers as prescribed in the lowa Uniform Finan-
clal Accounting System. (See Section 111, Research
Buletin No. 15, “Uniform Financial Accounting for
lowa School Distriets,”” Department of Public In-
struction, 1954, Printed copies of the detailed budget
outline are available from several commercial print-
ing companies.)

The purpose of this chapter is not to explore the
development of the complete budget document, but
rather to outline in some detail the legal procedure
for certifying a local tax levy for school purposes
and for authorizing expenditures for the fiscal year.

Certifying Board

The hoard of directors of a local school distriet is
a certifying board. This means it has the authority
and obligation to certify the tax to be levied and
the amount of money to be collected by taxes to the
levying board. The levying board in this case is the
county board of supervisors. (24.2)

Fiscal Year for School Districts

The fiscal year for school districts is the period of
twelve months beginning on the first day of July of
the current calendar year and ending on the thirtieth
day of June of the next calendar year. (24.2, 24.3)
Thus, the budget which is certified to the county
auditor in August of a given year is actually for the
period of twelve months beginning on the preceding
July first and ending on the next June thirtieth.

Local property taxes are collected on a calendar
vear basis (January 1 to December 31). This means

! De Young, Chris A., “Budgeting in Public Schools,” New
York: The Odyssey Press, Inc., 1936,



that a tax levy certified by a school board in August
of a given year will not yield any revenue to the
school district until early in the following ecalendar
vear (the second semester of the school year for
which the budget was made).

Requirements of Local School District Budget

The school board cannot certify a local property
tax levy for the support of schools unless and until
the following estimates have bheen made, filed and
considered (24.3):

1. The amount of income for the several funds
from sources other than taxation.

2. The amount proposed to be raised by taxation.

3. The amount proposed to be expended in each
and every fund and for each and every purpose
during the fiscal year. (See definition of fiscal
year above.)

4. A comparison of such amounts so proposed to
be expended with the amounts expended for like
purposes for the two preceding years.

Expenditures Limited by the Budget

A school board may not spend a greater amount
of money during a fiscal year than that amount esti-
mated and appropriated by the adopted budget.
Thus, the budget is not only the authority for certi-
fying tax levies, but it is also the authority for all
expenditures which are to be made throughout the
year. (24.14)

Limitations on General Fund Tax Levy;
Approval for Emergency Increases

Towa law provides that the amount to be raised
by taxation for the General Fund shall not exceed
the following sum per person of school age (5 to 21):
1. In districts having a school census of one

thousand two hundred or more, one hundred
forty dollars.

2. In districts having a school census of less than
one thousand two hundred and more than two
hundred fifty, one hundred sixty dollars.

3. In all other school districts, one hundred
seventy-five dollars, except distriets not main-
taining an approved high school, two hundred
dollars, and such additional amount as may be
necessary to pay the tuition on high school
pupils. (298.1)

In addition to the amounts indicated above, a
school board may include in the General Fund esti-
mate an amount not exceeding five dollars per
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census child for transportation, and not exceeding
one dollar and fifty cents per pupil for textbooks
and supplies. (2