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PURCHASING PROCEDURES 
 

I. PURPOSE 
 

A.  The primary purpose of this policy is to prescribe the manner in which materials, supplies, 
equipment and contracted services are obtained for the Londonderry School District. In 
providing a framework for purchasing activities, the policy also makes clear the District’s 
position that all qualified vendors have an opportunity to do business with the School 
District. This policy shall also provide direction that, whenever possible, the School 
District will direct its business to those vendors located in Londonderry. 

 
B. The policy is intended to provide sufficient flexibility to allow for small individual 

purchases, purchases of an emergency nature and alternate methods of purchasing as 
specifically approved by the Superintendent of Schools and/or Business Administrator. 

 
II. PURCHASING AGENT 
 

A.  The   Business   Administrator,   or   designee,   subject   to   the   Authority   of   the 
Superintendent of Schools, shall serve as the designated Purchasing Agent. 

 
B.  Powers and Duties - The Business Administrator shall have the following powers, 

duties and responsibilities: 
 

1.   To oversee and manage the purchase of materials, supplies and equipment, and the 
procurement of contracted services requisitioned by any School, Department, 
Board, or Committee of the School District, subject to the provisions of federal, 
state and local regulations; 

2.   To  maintain  high  standards of  quality  in  materials,  supplies,  equipment  and 
services for the lowest reasonable cost; 

3.   To take advantage of bulk, seasonal or cooperative purchasing, where possible; 
4.   To dispose of obsolete or unusable personal property of the School District; 
5.  To coordinate and assist departments and agencies of the School District in 

purchasing and contract matters, and otherwise observe practices in the best 
interests of the School District. 

 
III. PURCHASING PROCEDURE 
 

A.  In order to achieve the goals of this policy, the following set of procedures is established. 
These procedures recognize the need for convenience and flexibility in making routine 
and small individual purchases. This is balanced with the principles of effective budget 
management at the school level and the interests of the School District in making 
purchases with consistently high standards of quality at reasonable prices. 
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B.  Exemptions - The following items shall be exempt from the purchasing procedures 
contained in this policy: 

 
1.  Utility bills 
2.   Expense reimbursement 
3.   Office equipment maintenance and repairs 
4.   Vehicle and equipment maintenance and repairs (except major repairs exceeding 

$1,000, which shall require a purchase order) 
5.   Equipment lease payments under an approved original lease agreement. (Lease 

agreements executed after July 1, 2002 are subject to this policy.) 
6.   Identical recurring purchases such as uniform rental, cleaning services, etc. 

(except that the original contract must be authorized prior to any payments) 
7.   Service or maintenance contracts payments (except that the contract or agreement 

must be authorized prior to any payments) 
8.   Professional services (engineers, auditors, etc.) 
9.   School District Attorney appointed by Superintendent and/or School Board. 

C.  Purchase Orders 

1.  Purchase orders shall be required for all individual purchases. Purchase orders 
must be requested and approved by the Business Office prior to placement of an 
order. The distribution of copies of the approved completed purchase order is as 
follows: 
a.   Original copy to vendor, where necessary; 
b.   One copy for requesting department files; and 
c.   One copy for Finance Department files. 

2.   The following information must be included on the purchase order: 
a.   Date; 
b.   Amount of Purchase, including an estimate for shipping, etc; 
c.   Vendor’s name and address; 
d.   Quantity and description of item(s); and 
e.   Department and account to be charged. 

3.   The Purchasing Agent may require further information regarding the purchase. 
4.   Approved purchase orders shall either be returned to the department placing the 

order, or mailed directly to the vendor, as appropriate. Vendor order forms must 
accompany direct mail purchase orders where necessary. 

5.   Purchase orders that are not approved by the Business Administrator or designee 
shall be returned to the department placing the order accompanied by a 
memorandum explaining why the purchase order was not approved. 

6.   Purchase orders over $10,000 and under $100,000 shall require the signature of the 
Superintendent or Business Administrator. 

7.   Purchases $100,000 and over shall require the approval of the Superintendent or 
Business Administrator and School Board. 

8.   Purchases over $25,000 that were not budgeted, or any purchase that commits the 
District to more than one fiscal year, shall require the approval of the 
Superintendent or Business Administrator and approval of the School Board. 
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D.  Competitive Purchasing 
 

1.   In order to represent the interests of the School District, some purchases should be 
made competitively, but without the more time-intensive formal bid process. The 
purpose of competitive purchasing is to assure the highest quality goods or services 
at the lowest cost. As outlined below, competitive purchasing is required only for 
purchases over $5,000but may be used for any purchase as a means of gaining the 
best value. 

2.   Verbal Quotations - Verbal quotations from at least three (3) qualified vendors are 
required for individual purchases from $1,000 - $4,999. The amount, source, date 
and subject of verbal quotations must be noted as proof for this level of competitive 
purchasing. 

3.   Written Quotations - Written quotations from at least three (3) qualified vendors 
are required for individual purchases of $5,000 - $9,999. Copies of written 
quotations must be submitted with the purchase order requisition as proof for this 
level of competitive purchasing. 

4.   Exceptions - Quotations may not be required if the department placing the order 
can demonstrate that competitive purchasing requirements have already been 
satisfied through other means (i.e. state contract, federal contract). The department 
requesting an exception on a particular purchase must file a request with the 
Business Administrator stating the reasons for the exception. The request for an 
exception must be approved prior to making the purchase. 

 
E.  Emergency Purchasing 

 
1.   Under certain circumstances such as but not limited to a declared emergency, the 

interests of the School District are best served by quick action. To that end, 
observance of these purchasing policies may be temporarily suspended as a means 
of satisfying an immediate need. 

2.   In the event of an emergency, the Superintendent and/or Business Administrator 
shall have the authority to make such immediate purchases as deemed necessary. 
Once the emergency has been resolved, the Superintendent and/or Business 
Administrator shall submit a detailed report of all emergency expenditures, the 
circumstances, and justification for all purchases to the School Board. 

 
IV. ADVERTISED COMPETITIVE SELECTION 
 

A. Purchasing Specifications - For some equipment, materials or supplies purchases, or 
contracting for services, advertised competitive selection of the vendor provides a greater 
level of choice and a better overall value for the School District. While situations and the 
approach demanded will vary, the following is established for purchases in excess of 
$10,000: 

 
1.   Specifications must be reviewed with the Business Administrator prior to the 

purchasing process. 
2.   Specifications must adequately define the operating characteristics, performance 

and security requirements, or scope of work to be performed. They should not be 
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so  specific  as  to  unnecessarily  restrict  competition,  but  complete  enough  to 
represent superior value for the School District. 

3.   Any specifications maintained by individual departments or agencies for particular 
items or services should be reviewed periodically and revised if necessary. 

4.   All specifications for products or services should be placed on file with the 
Business Administrator. 

5.   The Business Administrator will review bid documents prior to advertisement. 
6.   Following the development of specifications or the scope of work, as appropriate, 

the timetable for the competitive selection process is established by the appropriate 
Administrator and Business Administrator. 

 
B.  Advertising - A notice is placed in the legal classified section of a newspaper of 

general circulation and posted in at least two (2) public places with the following 
information: 

 
1. A brief description of the item or service desired; 
2. Identify a contact for questions or copies of specifications, scope of work, 

request for proposals (RFP) or request for qualifications (RFQ); 
3. The mailing address for response to the notice. 
4. Other applicable information about the form in which submissions should be 

made (i.e. how packages are to be labeled, specific items to be included); 
5. The deadline for receipt of responses to the notice; 
6. Information about the opening of responses (i.e. date, time and place); 
7. Statement reserving the exclusive right to accept or reject any or all responses to 

the notice, and to accept the response which is deemed by the Awarding Authority 
to be in the best interest of the Londonderry School District. 

8. Notices should appear in a newspaper of general circulation at least two (2) times, 
and be posted in at least two (2) public places, not less than seven (7) days prior 
to the last date for receipt of responses. 

9. Notices of RFP or RFQ for professional services or other significant items 
or projects should be advertised at least fourteen (14) days, but usually not 
more than thirty (30) days prior to the last date for receipt of responses. In 
all cases, notice to potential vendors should be made early enough to provide 
reasonable opportunity to participate and prepare responsible proposals. 

10.  This method of advertising is generally required for purchases or contracts with a 
value of at least $10,000, unless competitive purchasing requirements have already 
been satisfied (i.e. through purchase on state contract, federal contract, or if there 
is a lack of qualified bidders. 

11.  Following the receipt of bids or proposals, a bid list containing the names and 
addresses of those submitting bids or proposals, and any prices or other pertinent 
information shall be sent to all bidders. In some cases, the bid list may also be sent 
with a letter notifying bidders of the award. The Business Administrator will 
review the bid summaries prior to the award of the bid. 

12. The Business Administrator may waive advertised competitive selection 
requirements after consultation with the appropriate Administrator, 
Superintendent and Board Chair. 
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V. PROPERTY DISPOSITION 
 

A.  Property such as maintenance equipment and vehicles, office equipment and other items 
purchased by the School District are periodically removed from service and disposed of 
in light of obsolescence or unusable condition. Items should be made available to other 
governmental units within the boundary of the Londonderry School District, prior to 
disposition, in order to assure maximum use of the item for public benefit. Many of 
these items retain significant value and need to be disposed of to recover their value in 
a timely and equitable fashion once their usefulness to the School District has ended. If 
property is to be disposed of, the Business Administrator must give prior approval to the 
disposal. The method of disposal will be determined by the Business Administrator and 
may include sealed bid, auction, trade in, or any other method deemed appropriate. 
Disposal of real estate shall require the approval of the School Board. 

 
1.   Sealed Bid - Notice should be placed in a newspaper of general circulation with the 

following information: 
a.   A brief description of the item to be sold; 
b.   Information for bidders with questions; 
c.   The deadline for submission of sealed bids; 
d.   Information regarding the opening of bids received; and 
e.   A statement reserving the right to accept or reject any or all bids. 

2.   Auction - In situations where a large number of items are to be disposed, an auction 
may be held in which prospective bidders view and make bids at a specific time and 
place. Notice of auction shall be posted in at least two (2) public places and advertised 
in a newspaper not less than seven (7) days prior to the date of the auction, which 
notice shall include: 
a.   The time and place at which the auction will be held; 
b.   A brief description of the items offered at auction; and 
c.   Payment requirements. 

 
B.  Payment - The Londonderry School District will accept payment for items awarded 

by sealed bid or auction in the following forms: 
 

1.   Cash; 
2.   Certified treasurer’s or cashier’s check; or 
3.   Money order. 
4.   Payment by personal check may be accepted. However, a minimum ten- (10) day 

waiting period is recommended before the bidder takes possession of any item to 
allow checks to clear. 

 
V I . A W A R D 
 

A.  The award of a contract, or purchase, or sale of School District property follows the 
competitive selection process. Consistent with the other provisions of these guidelines, 
the criteria for award are flexible enough to allow consideration of all factors involved, 
yet still provide a clear sense of public policy intent. 
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B.  After bids or proposals have been received through the competitive selection process, 
the bids or proposals must be reviewed for completeness, including the submission of 
any such security established within the RFP. The bids or proposals must be reviewed 
to determine how well they meet the specifications or scope of work, the input from 
references, or other aspects indicating the overall ability of the prospective vendor to 
provide the good or service desired. 

 
1.   In all cases, the goal of the award shall be to select the vendor offering the best 

overall value to the School District; the “lowest, best” bidder. Price, quality, service, 
and experience, either demonstrated through other clients or with the Londonderry 
School District, should be included in the determination of award. 

2.   Bids for property being sold by the School District should be awarded to the bidder 
making the highest responsible bid. In making this determination, bidders will be 
requested to supply proof of their ability to meet their bid before the final award is 
made. 

 
VII. PROCUREMENT METHODS FOR FEDERALLY FUNDED PROJECTS 
 

The Superintendent or his or her designee shall be responsible for developing, updating as 
necessary, and implementing a written administrative procedures manual (hereafter, the 
“Administration of Federal Awards Manual”) to govern the procurement and purchase of 
property, goods, and services using any federal award 1 that is subject to the Uniform Grant 
Guidance, codified at 2 CFR Part 200 (“UGG Federal Award”).  The Administration of 
Federal Awards Manual shall be consistent with all applicable federal laws and rules. 

 
Notwithstanding any policy provision to the contrary, the procurement and purchase of 
property, goods, and services using a UGG Federal Award, in whole or in part, must comply 
with the Administration of Federal Awards Manual. Wherever this policy or any of the 
school unit’s administrative procedures are inconsistent with federal laws or rules, the 
provisions of the federal laws or rules shall control. 

 

 
 

LONDONDERRY SCHOOL BOARD 
 
Adopted: May 5, 2020 

 

 
 
 
 
 

1 A “federal award” is any federal financial assistance (including cost-reimbursement contracts) that a school 
unit receives either directly from a federal agency or indirectly from a pass-through entity such as the State 
education department. See 2 CFR § 200.38. Most, but not all, federal awards received by a school unit are 
subject to the Uniform Grant Guidance.  To confirm whether a federal award is subject to the Uniform 
Grant Guidance, review the terms and conditions of the applicable grant agreement or cooperative agreement 
and the applicability provisions of the Uniform Grant Guidance, codified at 2 CFR § 200.101. 



 

 

GCPE 
 

BREACH OF CONTRACT 
 
Teachers will receive their individual contract by April 1st and the signed contract must be returned 
by April 15th or it will be deemed a resignation.  If a teacher has returned a signed contract by the 
aforementioned date (April 15th) and elects to resign their position no later than the close of 
business on May 15th, the resignation will be accepted without penalty.   The School District may 
accept a teacher’s resignation after May 15th, if the School Board receives a 45-day advanced 
notice of intent to accept a non-teaching position and a replacement has been secured or if reasons 
stated are family health or relocation. 
 
A breach of contract occurs if an employee terminates his/her employment without the consent of 
the School Board and there are no emergency extenuating circumstances as determined by the 
Londonderry School Board.  The burden shall be on the teacher to demonstrate that a termination 
to accept another position is not a breach of contract. 
 
If a teacher breaks his/her contract by submitting a letter of resignation after May 15th or at any 
time during the year, the School Board may not accept the resignation.  If the teacher breaks his/her 
contract and leaves the District anyway, the District will immediately file a written complaint with 
the State Department of Education.   
 
The School District may waive its claims for legal remedies for breach of contract in circumstances 
where the Board has received 45 days advance notice of an intent to accept a non-teaching position 
and has secured a suitable replacement for the departing teacher, or the reason stated for the breach 
of employment contract is family health or family relocation out of the immediate area. 
 
The School Board is the only entity that may grant permission to terminate the contract.  
Administrators are not representatives of the School Board for purposes of granting permission to 
terminate the contract.  A copy of this policy shall be distributed to all new hires and with all 
renewals.  If an employee speaks to his or her supervisor about his/her desire to look for a position 
elsewhere, the administrator should remind the employee that he/she is under contract, and then 
direct the employee to the Director of Human Resources for further discussion on the matter. 
 
 
LONDONDERRY SCHOOL BOARD 
Adopted:    November 16, 1999 
Amended:  September 26, 2000 
Amended:  June 1, 2004 
Amended:  May 25, 2010 
(Amend due to change in Teacher Union Agreement of July 1, 2019 – June 30, 2022) 
Amended: May 5, 2020 
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JLDA 

WELLNESS POLICY 

The Board recognizes the importance of proper nutrition and developmentally appropriate 
physical activity as ways of promoting healthy lifestyles, minimizing childhood obesity, and 
preventing other diet-related chronic diseases. The Board also recognizes that health and student 
success are inter-related. It is, therefore, the goal of the Board that the learning environment 
positively influences a student's understanding, beliefs, and habits as they relate to good nutrition 
and physical activity.  

Goals:  

1.  The District shall teach, encourage, support, and model healthy eating habits for students.    

2.  The District shall teach, encourage, support, and model age appropriate daily physical 
activity.    

3.  The District shall provide opportunities for students, employees, school board, and 
community members which address the important benefits of a healthy lifestyle.  

4.  The Schools within the National School Lunch Program shall comply with the nutrition 
guidelines outlined in this policy in a manner designed to facilitate the adoption of 
healthier eating habits such that 100% compliance is achieved no later than the 
2022/2023 School Year.  

Nutrition Guidelines:  

The School District's nutritional standards are based upon standards established by the USDA 
and New Hampshire Healthy School Coalition/Best Practice.  These nutrition guidelines apply to 
all foods available to students on school grounds during the school day, including but not limited 
to the school lunch and breakfast program, foods and beverages sold in vending machines/school 
stores and as part of classroom lessons/activities, parties, celebrations or fundraising efforts. As 
needed, the Wellness Committee will request that the Superintendent notify each School Board 
regarding any changes that have occurred in federal and state nutrition guidelines that need to be 
reflected in this Policy. 

A. School Meals:  School Meals served in the District shall meet or exceed the nutrition 
requirements established by the USDA, laws, and regulations.  Administration of the 
school meal program will be by qualified school food service staff.  School lunches and 
breakfast programs will offer variety of foods and choices for students. General 
nutritional information about school meals will be available for students and parent. 

B. Free and Reduced Meals:  Eligibility for and distribution of free and reduced priced 
meals will be provided with confidentially in accordance with state and federal 
requirements.   

C.  Breakfast & Lunch:  In order to meet the nutritional needs of children and enhance their 
ability to learn it is recommended that all schools in the District offer a breakfast program 
in addition to their already established lunch programs.    

D.  Meal Times and Scheduling:  Schools whenever possible:  
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   Shall ensure students have scheduled time to eat breakfast and lunch in accordance 
with the federal Child Nutrition and WIC Reauthorization Act of 2004.    

   Shall not schedule tutoring, club, or organizational meetings/activities during 
mealtimes, unless students may eat during such activities.   

E.  Food Sales:  All food items available through schools and school functions should meet 
or exceed nutritional standards established by the NH Healthy School Best Coalition.   

Elementary Schools. The school food service program will approve and provide all food 
and beverage sales to students in elementary schools. Foods in elementary schools should 
be sold as balanced meals.   

Middle/Junior High Foods and beverages sold individually outside the reimbursable 
school meal programs (including those sold through a la carte [snack] lines, vending 
machines, school stores, concessions, fundraising, etc.) to students during the school day, 
will meet the following nutrition and portion size standards:  

Beverages:  Beverages sold on school property include: plain bottled water, low fat 
or skim milk, 100% fruit juices, 100% vegetable juice, light juice, low-fat or fat free 
chocolate milk (trivial amount of caffeine).    

Beverages not sold on school property include: soda, caffeinated drinks (coffee, hot 
chocolate, ice tea, and sodas), sports drinks, lemonade, and punch.  

Foods:  Any item sold individually:  

   Shall meet or exceed nutritional guidelines established by the USDA and NH 
Healthy School Coalition Best Practices Health Snack Coalition.  

   Shall have no more than 35% of its calories from fat (excluding nuts, seeds, 
peanut butter, and other nut butters) and 10% of its calories from saturated and 
trans fat combined.   

   Shall have no more than 35% of its weight from added sugars. 

   Shall contain no more than 230 mg of sodium per serving for chips, cereals, 
crackers, French fries, baked goods, and other snack items; will contain no 
more than 480 mg of sodium per serving for pastas, meats, and soups.   

   Shall contain no more than 600 mg of sodium for pizza, sandwiches, and main 
dishes.   

   A choice of at least two fruits and/or non-fried vegetables shall be offered for 
sale at any location on the school site where foods are sold.  Such items could 
include, but are not limited to fresh fruits and vegetables; 100% fruit or 
vegetable juice; fruit-based drinks that are at least 50% fruit juice and that do 
not contain additional caloric sweeteners; cooked, dried, or canned fruits 
(canned in fruit juice or light syrup); and cooked, dried, or canned vegetables 
(that meet the above fat and sodium guidelines).  

Portion Sizes: Suggest to limit portion sizes of foods and beverages sold individually 
to those listed below:   

   One and one-quarter ounces for chips, crackers, popcorn, cereal, trail mix, 
nuts, seeds, dried fruit, or jerky.   
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   One ounce for cookies.   

   Two ounces for cereal bars, granola bars, pastries, muffins, doughnuts, bagels, 
and other bakery items.   

   Four fluid ounces for frozen desserts, including, but not limited to, low-fat or 
fat-free ice cream.   

   Eight ounces for non-frozen yogurt. 

   Twelve fluid ounces for beverages, excluding water.  

   The portion size of a la carte entrees and side dishes, including potatoes, will 
not be greater than the size of comparable portions offered as part of school 
meals.  (Fruits and non-fried vegetables are exempt from portion-size limits.)   

 
F.  Fundraising Activities:  To support children's health and school nutrition-education 

efforts, school sponsored fundraising activities (direct school affiliation) will not involve 
food or will use only foods that meet the above nutrition and portion size standards for 
foods and beverages sold individually.  Schools will encourage fundraising activities that 
promote physical activity. The school district will make available a list of ideas for 
acceptable fundraising activities.  

 
G.  Rewards:  Schools will limit use of foods or beverages as rewards for academic 

performance or good behavior and will not withhold food or beverages (including food 
served through school meals) as a punishment.  

 
H.  Snacks:  Snacks served during the school day will make a positive contribution to 

children's diets and health. Schools will assess if and when to offer snacks based on 
timing of school meals, children's nutritional needs, children's ages, and other 
considerations. The district will disseminate a list of healthful snack items to the public. 

  
I.   School Store:  Food and beverage items sold in the school store will meet guidelines of 

this policy. Food items in the school store will not be sold when the school food services 
program is open for sale. (Food items available after lunch and after school.)  

 
J.  Celebrations:  Schools should limit celebrations that involve food during the school day. 

The district will make public a list of healthy party ideas to parents and teachers.  School 
staff involved in homeroom, field trips and advisory food related events are encouraged 
to communicate with school food services managers to assist with cafeteria planning and 
reducing food waste. Where possible, staff will order foods through food services 
managers.   

 
K.  Extra-Curricular Meals:  When arrangements can be made through the food service 

program, food and beverage items that meet the guidelines of this policy will be made 
available to students.  Examples of activities include but are not limited to: Athletic teams 
and clubs.   

 
L.  Classroom Activities:  Schools shall discourage the use of food items for instructional 

purposes unless is essential to a curriculum area.  
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Nutrition Guidelines for Reimbursable School Meals:  

In no circumstances will the guidelines for reimbursable school meals be less restrictive than the 
regulations and guidance issued by the US Secretary of Agriculture as applicable to schools. 
Foods should be served with consideration toward variety, appeal, taste, safety, and packaging to 
ensure that students will participate in consuming high quality meals.  

Plan for Measuring Implementation:  

The School Board instructs the Superintendent to establish procedures for implementation of this 
policy that include targets in support of the goals set forth in this Policy.  Each Building Principal 
is charged with the operational responsibility for ensuring that their school follows the guidelines 
set forth in this policy. The Wellness Committee will periodically assess the nutrition and 
physical activity environment throughout the District. An annual progress report will be provided 
to the School Board.    

Community Involvement:  

The Board will establish a Wellness Committee that will periodically assess the nutrition and 
physical activity environment throughout the District. This group will assess progress on the 
current goal targets, recommend any new goal targets, and identify strategies for achieving them.  
The Committee will consist of a group representing parents, students, the school's food service 
program, the School Board, administrators, faculty and staff as well as members of the public 
with wellness related expertise.  The purpose of this advisory Committee is to provide content 
area expertise and community input.  

Legal References:  
RSA 189:11-a, Food and Nutrition Programs  
Section 204 of Public Law 108-265, Child Nutrition and WIC Reauthorization Act of 
2004  
Ed 306.04(a)(20), Wellness 
Ed 306.401, Health and Wellness Education Program 
 

 
 
 
 
 
 
 
 
LONDONDERRY SCHOOL BOARD 
 
Adopted: May 5, 2020 
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