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High School, Inc. Board of Directors, the Board shall adhere to rules, policies, and 
procedures as outlined in the individual charter school contract and all local, state, and 
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INTRODUCTION 
Destin High School’s governing board is a not-for-profit corporation organized in 
the State of Florida. It is an Internal Revenue Service approved 501(c)(3) tax-exempt 
organization. Board meetings are held the second and fourth Tuesday of each 
month and are open to the public.  The school operates under the Governing Board 
(also referred to as the Executive Board) in all matters pertaining to the operation 
and management of the school. 
 
Destin High School, Inc. is the legal entity responsible for all aspects of the schools’ 
governance, management, operations, and performance. It is ultimately the 
responsibility of this governing board to ensure that Destin High School (DHS) is 
fulfilling its charter-specified mission and is accountable to the state of Florida.  
 
FLORIDA CHARTER SCHOOL STATUTES 
Charter schools are non-profit 501(c)(3) organizations that have a contract or 
charter to provide the same educational services to students as district public 
schools. They are nonsectarian public schools that operate with freedom from 
many of the regulations that apply to traditional public schools. As a charter school, 
DHS must abide by all applicable statutes. The first Florida charter school statutes 
were approved in 1996, opening the door for the creation of charter schools as part 
of the state’s public education system. Since that year, the statutes have been 
amended several times. 
 
Section 1002.33 establishes charter schools. Under this law, private entities may 
enter into charters with school boards to provide educational services to district 
students. This law provides information on the application process and review, 
charter school requirements, charter, funding, exemptions from statute, etc. 
 
Section 1013.62 F.S. establishes the eligibility requirements and acceptable use of 
Capital Outlay Funding by charter schools. Original 1996 Charter School Statutes 
 
TRAINING REQUIREMENTS FOR GOVERNING BOARDS 
State Board of Education Rule 6A.6.0784 establishes state-approved training 
requirements for the members of charter school governing boards. 
 
FLORIDA CHARTER SCHOOL CAPITAL OUTLAY PROGRAM 
In Florida, a program called the Public Education Capital Outlay and Debt Service 
Trust Funds assists charter schools with facilities costs. These funds are available 

http://leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=1000-1099/1002/Sections/1002.33.html
https://www.floridacharterschools.org/assets/docs/1996CharterSchoolStatutes.pdf
https://www.flrules.org/gateway/ruleNo.asp?id=6A-6.0784
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only to the following types of charter schools: 
 

• Charter schools that have been in operation for three or more years 
• New charter schools that were created as a “feeder” school serving 

students from an existing charter school 
• Charter schools that are accredited by SACS CASI (Southern Association of 

College and Schools) 
 
In addition, charter schools must meet other eligibility requirements such as 
financial stability and satisfactory student achievement. An eligible charter school 
receives funds based on the number of students enrolled. The rate is highest for 
high schools, and lowest for elementary schools. 

Charter schools may use their capital outlay funds for the following purposes: 

• Purchase of real property 
• Construction of school facilities 
• Purchase, lease-purchase, or lease of permanent or relocatable school 

facilities 
• Purchase of vehicles to transport students to and from the charter 

school 
• Renovation, repair, and maintenance of school facilities that the charter 

school owns or is purchasing through a lease-purchase or long-term 
lease of 5 years or longer. 

• Technical Assistance Paper on the Uses of Capital Outlay Funds 
Florida Statute Concerning Capital Outlay 
Capital Outlay Process for Current Fiscal Year 
 
OTHER FLORIDA LAWS PERTAINING TO CHARTER SCHOOLS 
Class Size 
Controlled Open Enrollment 
Complaint Procedures: CSP Federal Grant Complaint Procedures for Applicants. 
Code of Ethics - Education Profession: 6B-1.006 Principles of Professional Conduct for 
the Education Profession in Florida. 
A new Model Law for Supporting the Growth of High Quality Public Charter Schools - 
June 2009 
Exceptional Student Education (ESE) Compliance Protocols 
Charter schools are required to comply with all state and federal laws regarding the 
provision of services to students with disabilities. This manual may be useful in helping 
to understand the steps necessary to be in compliance with these laws. 

http://info.fldoe.org/docushare/dsweb/Get/Document-4081/capitaloutlay_att1.pdf
http://www.leg.state.fl.us/Statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=charter+school+capital+outlay&URL=1000-1099/1013/Sections/1013.62.html
http://www.fldoe.org/edfacil/oef/chartsub.asp
http://www.fldoe.org/finance/budget/class-size/
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=controlled+open+enrollment&URL=1000-1099/1002/Sections/1002.31.html/
https://www.floridacharterschools.org/assets/docs/Complaint_Procedures.doc
https://www.floridacharterschools.org/assets/docs/Code_of_Ethics1.doc
https://www.floridacharterschools.org/assets/docs/ModelLaw_P7-wCVR.pdf
https://www.floridacharterschools.org/assets/docs/FLDOE_ESE_Compliance_Protocols_2019-20.pdf
https://www.floridacharterschools.org/assets/docs/ESEComManual1617.pdf
https://www.floridacharterschools.org/assets/docs/ESEComManual1617.pdf
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Florida’s Government-in-the-Sunshine Law: As public institutions, charter schools must 
abide by the state’s Sunshine Law concerning public records and meetings. 
Class Size Reduction: Link to FLDOE webpage with the latest information on compliance 
requirements with the Class Size Reduction Act. 
Participation of charter school students in interscholastic extracurricular activities at 
other public schools: 1006.15 (3)(d): Defines the rights of charter school students to 
participate in interscholastic extracurricular activities at the public school to which they 
would be assigned if certain conditions are met. 
Determination of financial emergency: 218.503 f.s.: Defines the conditions that 
constitute a “financial emergency” under which charter schools shall be subject to 
review and oversight by the Governor, charter school sponsor, or the Commissioner of 
Education. 
The Florida Teachers Classroom Supply Assistance Program: 1012.71: Stipulates how 
funds are to be appropriated to public school teachers (including employed by charter 
schools) for the Florida Teachers Lead Program Stipend to purchase classroom 
materials and supplies used in the instruction of students in prekindergarten through 
grade 12. 
Charter school exemption from ad valorem taxes: 196.1983: Establishes that facilities 
housing charter schools are exempt from ad valorem taxes. 
Annual financial audit reports: 218.39: Establishes the requirements by which charter 
schools must perform an annual financial audit by an independent certified public 
accountant. 
Background screening of personnel: 1012.32: Defines the procedures that charter 
schools must follow to conduct background screening and fingerprinting on charter 
school personnel 
Reemployment of charter school instructional personnel after retirement: 238.184: 
Provides that charter schools participating in the Florida Retirement System to 
reemploy a retired member as a substitute or hourly teacher on a noncontractual 
basis, or reemploy such retired member as instructional personnel. 
Cancellation of certain taxes on real property acquired by a county, school board, 
charter school governing board, or community college district board of trustees: 196.29 
Purchase of retirement credit for in-state public service and in-state service in 
accredited nonpublic schools and colleges, including charter schools and charter 
technical career centers: 121.1122: Stipulates how a member of the Florida Retirement 
System may purchase up to five years of retirement credit for employment in a charter 
school. 
Noninstructional contractors who are permitted access to school grounds when 
students are present; background screening requirements: 1012.467: Defines the 
requirements for conducting and sharing criminal background screenings on non-
instructional contractors working in charter schools. 

http://www.myflsunshine.com/
http://www.fldoe.org/classsize/
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=interscholastic&URL=1000-1099/1006/Sections/1006.15.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=interscholastic&URL=1000-1099/1006/Sections/1006.15.html
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0218/Sections/0218.503.html/
http://www.flsenate.gov/Laws/Statutes/2017/1012.71
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0196/Sections/0196.1983.html/
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&URL=0200-0299/0218/Sections/0218.39.html/
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=1000-1099/1012/Sections/1012.32.html/
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=reemployment+of+charter+school+personnel&URL=0200-0299/0238/Sections/0238.184.html/
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=Cancellation+of+certain+taxes+on+property&URL=0100-0199/0196/Sections/0196.29.html/
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=purchase+of+retirement+credit&URL=0100-0199/0121/Sections/0121.1122.html/
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=purchase+of+retirement+credit&URL=0100-0199/0121/Sections/0121.1122.html/
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=purchase+of+retirement+credit&URL=0100-0199/0121/Sections/0121.1122.html/
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=1000-1099/1012/Sections/1012.32.html/
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=1000-1099/1012/Sections/1012.32.html/
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Discounted computers and Internet access for students: 1001.29: Establishes and 
defines a state program to offer computers and Internet access at a discounted price to 
students enrolled in grades 5 through 12 in public schools, including charter schools. 
 
DHS POLICIES  
The subsequent section of this manual contains the policies and procedures of the 
DHS Governing Board.  Policy and administrative regulation is an ongoing process 
in a modern, forward-thinking school.  New laws, issues, and needs give rise to the 
continuing need for development of new policies and regulations or the revision of 
those already in use. As such, these policies are subject to change. The Board 
Secretary is charged with updating all policies as needed. 

 
  

http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=discounted+computers+charter&URL=1000-1099/1001/Sections/1001.29.html/
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Effective July 18, 2019 

The following Admission and Enrollment Policy will apply to admissions and enrollment as of the 
Effective Date of this Policy. 

Diversity and Non-Discrimination 

Destin High School (“DHS” or school) is committed to enrolling a diverse student population and shall 
abide by the provisions of the Florida Educational Equity Act and applicable Federal and Florida Statutes 
prohibiting discrimination on the basis of race, color, nationality and ethnic origin, religion, sexual 
orientation, disability or gender, including, but not limited to, Part B of the Individuals with Disabilities 
Education Act, Title VI of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973, and 
Title II of the Americans with Disabilities Act of 1990. During the application process, DHS may request 
demographic information from Applicants, but responses to these inquiries must be voluntary. Copies of 
applications and registration forms will be made available in English and Spanish.  Interpretation of the 
applications and registration forms into other native languages will be provided upon request. 

 Re-Enrollment for Current Students and Capacity Notice 

Each school year, the total capacity and total enrollment of the school will be posted on its website.  The 
capacity will be based on the Charter Contract for the school.  Seats will be made available based on this 
Policy and Florida law. 

The parents and guardians of students enrolled at the school for the previous school year will be asked 
to submit a Re-Enrollment Application indicating intent to re-enroll for the upcoming school year.  The 
deadline for Re-Enrollment Applications will be established by the DHS Board, and this Re-Enrollment 
Deadline will be posted on the school’s website.  Students whose Re-Enrollment Applications have been 
submitted by the Re-Enrollment Deadline will be automatically re-enrolled so long as they have 
maintained eligibility requirements.  Students whose Re-Enrollment Applications are not submitted by 
the Re-Enrollment Deadline may lose their seat for the upcoming school year. 

New Applicants and Controlled Open Enrollment for Out-of-County Applicants 

Students who are new to the school must submit an Enrollment Application.  Enrollment Applications 
will be available on the school’s website and at the school (or school office, when established).  
Enrollment Applications must be fully completed and submitted to the school during an Enrollment 
Period to be considered.  Student applications must be submitted through the DHS Student Registration 
System on the school’s website. 

Students from outside Okaloosa County are permitted to apply to the school so long as they are not 
subject to a current expulsion or suspension order.  However, such Out-of-County Applicants will only be 
provided a seat after placement of all Okaloosa County Applicants.  Once admitted to the school, Out-of-
County Students will be permitted to matriculate up to the highest grade offered by the school so long 
as they maintain eligibility requirements. 

Beginning and end dates for the Initial Enrollment Period will be established by the DHS Board and 
posted on the school’s website.  At the end of the Initial Enrollment Period, parents and guardians will 
be notified of acceptance.  In the event the number of Enrollment Applications for eligible students 
exceeds the capacity for a given grade level, class or building, the Lottery Process will be followed, as 



described below. If capacity is not reached for a grade level, class or building after the Initial Enrollment 
Period, the DHS Board will establish subsequent Enrollment Periods and post the dates on the school’s 
website, during which time DHS will accept additional Enrollment Applications and hold a lottery, if 
needed. 

Lottery Process 

DHS shall enroll an eligible student who submits an Enrollment Application during any enrollment 
period, unless the number of applications received during the applicable enrollment period exceeds the 
capacity of a class or grade level. In such cases, this Lottery Process will be followed.  

First, Applicants with the following Enrollment Preferences will be selected, as permitted pursuant to 
the Charter Contract and CSP Grant Non-Regulatory Guidance issued by the U.S. Department of 
Education, for the period of time that DHS is receiving the CSP Grant: currently enrolled students; 
siblings of students already admitted to or attending DHS; and children of DHS’s founding board 
members, teachers, and staff (so long as the total number of students allowed under this exemption 
constitutes only a small percentage of the school's total enrollment)  

If the number of Enrollment Applicants with Enrollment Preferences exceeds the capacity of a grade 
level, class or building, a lottery will be held among Enrollment Applicants with preferences. 

Second, a lottery will be held among the Okaloosa County Applicants for each grade level, class or 
building that exceeds capacity.  If there are seats remaining, and the number of Out-of-County 
Applicants exceeds the capacity for a grade level, class or building, a separate lottery will be held for 
Out-of-County Applicants.  Those Okaloosa County and Out-of-County Applicants not selected in a 
lottery will be included in subsequent lotteries, if seats become available.  Such subsequent lotteries will 
be set at dates established by the DHS Board and posted on the school’s website.  If there are any 
remaining applicants that are not selected in the lottery(ies), such applicants will be placed on the 
Okaloosa County Wait List (or Out-of-County Wait List, as applicable) in the order such Enrollment 
Applications were selected in the last lottery held.  Students applying after the lottery will be placed on 
the Okaloosa County Wait List (or Out-of-County Wait List, as applicable) after students who were 
placed on the Wait List through the lottery.  New Wait Lists will be created each year and Applicants on 
the Wait Lists will not be carried over from year-to-year. 

Registration 

Upon selection, the parent/guardian will receive registration instructions that include a detailed list of 
the documentation required by Okaloosa County Public Schools and timelines that must be followed. 
This notification will be provided electronically to the parent/guardian email included in the Enrollment 
Application.  If documentation is not provided within the required timelines, the applicant’s seat will be 
forfeited and offered to another applicant. 

Records 

Copies of all Enrollment Applications and Wait Lists will be maintained by the school for the time periods 
required by law. 
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DESTIN HIGH SCHOOL 

ADMISSION AND ENROLLMENT POLICY 

EFFECTIVE FOR 2020-21 SCHOOL YEAR AND LATER YEARS 

 

Destin High School (“DHS” or school) is committed to enrolling a diverse student population and shall 

abide by the provisions of the Florida Educational Equity Act and Florida Statutes prohibiting 

discrimination on the basis of race, color, nationality and ethnic origin, religion, sexual orientation, 

disability or gender. Copies of applications and registration forms will be made available in English and 

Spanish.  Interpretation of the applications and registration forms into other native languages will be 

provided upon request.  

 

Re-Enrollment for Current Students and Capacity Notice 

 

Each school year, the total capacity and total enrollment of the school will be posted on its website.  The 

capacity will be based on the Charter Contract for the school.  Seats will be made available based on this 

Policy and Florida law. 

 

The parents and guardians of students enrolled at the school for the previous school year will be asked to 

submit a Re-Enrollment Application indicating intent to re-enroll for the upcoming school year.  The 

deadline for Re-Enrollment Applications will be established by the DHS Board, and this Re-Enrollment 
Deadline will be posted on the school’s website.  Students whose Re-Enrollment Applications have been 

submitted by the Re-Enrollment Deadline will be automatically re-enrolled so long as they have 

maintained eligibility requirements.  Students whose Re-Enrollment Applications are not submitted by the 

Re-Enrollment Deadline may lose their seat for the upcoming school year.  

 

New Applicants and Controlled Open Enrollment for Out-of-County Applicants 
 

Students who are new to the school must submit an Enrollment Application.  Enrollment Applications will 

be available on the school’s website and at the school (or school office, when established).  Enrollment 

Applications must be completed in full to be considered.  Student applications must be submitted through 

the DHS Student Registration System on the school’s website. 
 

Students from outside Okaloosa County are permitted to apply to the school so long as they are not 

subject to a current expulsion or suspension order.  However, such Out-of-County Applicants will only be 

provided a seat after placement of all Okaloosa County Applicants.  Once admitted to the school, Out-of-

County Students will be permitted to matriculate up to the highest grade offered by the school so long as 

they maintain eligibility requirements. 

 

The initial due date for Enrollment Applications will be established by the DHS Board and posted on the 

school’s website.  This will be the Initial Enrollment Period. At the end of the Initial Enrollment Period, 

parents and guardians will be notified of acceptance.  In the event the number of Enrollment Applications 

for eligible students exceeds the capacity for a given grade level, class or building, the Lottery Process will 

be followed, as described below. If capacity is not reached for a grade level, class or building after the 

Initial Enrollment Period, subsequent applications will be accepted and additional lotteries held at dates 

established by the DHS Board and posted on the school’s website. 
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Lottery Process 
DHS shall enroll an eligible student who submits an Enrollment Application prior to the posted deadline, 

unless the number of applications received during the applicable enrollment period exceeds the capacity 

of a class or grade level. In such cases, this Lottery Process will be followed.   

 

If awarded the Charter School Program (CSP) Grant, first, applicants with the following Enrollment 
Preferences will be selected, as permitted pursuant to the Charter Contract and CSP Grant Non-

Regulatory Guidance issued by the U.S. Department of Education, for the period of time that DHS is 

receiving the CSP Grant: 

  

• currently enrolled students;  

• students who are siblings of a student enrolled in DHS; 

• students who are the children of a member of the governing board of the charter school; 

• students who are the children of an employee of the charter school  

 

So long as the total number of students allowed under this exemption constitutes only a small percentage 

of the school’s enrollment 
 

If the number of Enrollment Applicants with Enrollment Preferences exceeds the capacity of a grade level, 

class or building, a lottery will be held among Enrollment Applicants with preferences. 

 

Second, a Lottery will be held among the Okaloosa County Applicants for each grade level, class or building 

that exceeds capacity.  If there are seats remaining, and the number of Out-of-County Applicants exceeds 

the capacity for a grade level, class or building, a separate Lottery will be held for Out-of-County 

Applicants.  Those Okaloosa County and Out-Of County Applicants not selected in a Lottery will be 

included in subsequent lotteries, if seats become available.  Such subsequent lotteries will be set at dates 

established by the DHS Board and posted on the school’s website.  If there are any remaining applicants 
that are not selected in the Lottery(ies), such applicants will be placed on the Okaloosa County Wait List 

(or Out-of-County Wait List, as applicable) in the order such Enrollment Applications were selected in the 

last Lottery held.  Students applying after the Lottery will be placed on the Okaloosa County Wait List (or 

Out-of-County Wait List, as applicable) after students who were placed on the Wait List through the 

Lottery.  New Wait Lists will be created each year and Applicants on the Wait Lists will not be carried over 

from year-to-year. 

 

The DHS Board may establish one or more Additional Enrollment Periods if there are seats remaining for 

any grade level, class or building.  Applications will be processed and lotteries held in the same manner as 

for the Initial Enrollment Period. 

 
Registration 
Upon selection, the parent/guardian will receive registration instructions that include a detailed list of the 

documentation required by Okaloosa County Public Schools and timelines that must be followed. This 

notification will be provided electronically to the parent/guardian email included in the Enrollment 

Application.  If documentation is not provided within the required timelines, the applicant’s seat will be 
forfeited and offered to another applicant. 
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DESTIN HIGH SCHOOL 

SEGREGATION OF FINANCIAL DUTIES POLICY 

February 13, 2020 

 
Purpose 
The purpose of this policy is to establish internal controls that will enable Destin High School 

(“DHS” or “School”) to properly safeguard its assets and to comply with state and federal laws. 
To ensure strong internal controls and appropriate separation of duties related to accounts 

receivable transactions, all funds submitted to the School will be properly accounted for and 

managed in accordance with generally accepted accounting procedures. The following policies 

shall apply to all of the School’s funds.  

 

Receipt of Funds 
The Principal will authorize office staff who can accept funds. An authorized receiver must not be 

involved in the fund posting or accounts receivable process. The authorized receivers may include 

the secretary, receptionist, and other staff members trained and authorized by the Principal.  

 

In Person Payments 
If a payment is made in-person, the authorized receiver shall verify any funds presented while 

the payer is present, and the payer shall be provided a receipt. The funds must be stored in a 

secure temporary location and the payment recorded on the appropriate Receipts Log. 

 

Mailed Payments 

If a payment is made via mail, the authorized receiver shall open the mail and endorse each check 

immediately by stamping “For Deposit Only” on the back. The authorized receiver shall prepare 
a receipt and mail it to the payer by the next business day. The funds shall be stored in a secure 

temporary location and the payment recorded on the appropriate Receipts Log. 

 

Recording Fund Payments 

The authorized receiver shall record each receipt of funds in the Receipts Log. The Receipts Log 

must be kept in a secure location so that only authorized persons have access to it. A copy of the 

receipt shall be bundled with the funds and placed in a secure temporary location. 

 

Voided Fund Payments 

If a receipt is made unusable for any reason, it shall be voided. the voided receipt, and any copies, 

shall remain in the receipt book with the work “VOID” written across it.  
 

Deposit of Funds 

Only the Principal, the Treasurer of the Board, or staff members authorized by the Principal may 

make bank deposits. The person making deposits may not be the same person who receives the 

funds, records the funds into the general ledger, nor the person completing reconciliations. All 

funds received by the School shall be prepared for deposit daily. Until the funds can be taken to 

the bank for deposit, they must be stored in a secure location in the School’s office. Deposits shall 
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occur at least two times per week. Deposit slips will be written for every deposit listing each check 

and the total cash amount to be deposited. The deposit slip shall be verified by one additional 

person in addition to the person who prepared the slip. One copy of the deposit slip should be 

stored at the School along with a copy of the checks to be deposited. 

 

Recording, Reconciliation, and Financial Reports 

A scanned copy of all deposit slips should be sent to the back office service provider, along with 

a summary of each deposit. The back office service provider shall record each deposit in the 

general ledger and perform all reconciliations. The back office service provider shall also generate 

all financial reports related to DHS. If at any time an irregularity is discovered in the financial 

reports or while conducting reconciliations, the back office service provider shall immediately 

report such irregularities to the Principal and Treasurer of the Board. 

 

Payment of Funds 
The Principal shall be ultimately responsible for the handling and expending of all School funds. 

Accurate records of all transactions shall be kept and reports on expenditures shall be given to 

the Board of Directors on a quarterly basis and at each Governing Board meeting. 

 

Authorization for Payments 
DHS shall adhere to the following requirements for the authorization of all payments and 

purchase orders, so long as such payments are provided for in the most current budget approved 

by the Governing Board: 

A. If DHS wishes to make a payment of $5,000 or less, the Principal may solely authorize such 

payment, except as otherwise required by this Policy. 

B. Any payments in excess of $5,000 shall be jointly authorized by the Principal and 

Treasurer of the Board. 

C. If DHS wishes to make a payment of $1,500 or more utilizing federal CSP Grant funds, or 

for which DHS would seek reimbursement of CSP Grant funds, the Principal and Treasurer 

of the Board must jointly authorize the payment. 

D. A prepaid Visa card shall be issued to the Principal with an approved limit of $5,000 to be 

utilized for emergency, non-CSP purchases only. The principal shall notify the back office 

service provider of such purchases as soon as possible. 

 

Authorized Signatories 
The Principal and Treasurer of the Board shall be the designated signatories for all checks used 

in satisfaction of authorized payments. The DHS Board may authorize other DHS employees or 

Board members to serve as signatories. 

 

Invoices and Check Requests 
The Principal shall authorize certain staff members to receive and handle invoices. An authorized 

receiver shall open any invoices, record the invoices to the Bill Transmittal, scan the transmittal 

and invoices, and submit them to the back office service provider. If the invoice has been sent to 

DHS in response to a purchase order, the authorized receiver should include the purchase order 

with the Bill Transmittal to the back office service provider.  









 

DESTIN HIGH SCHOOL 

INVENTORY CONTROL POLICY 

February 13, 2020 

The Principal of Destin High School (“DHS” or “School”) shall be responsible for the care, custody, 
safekeeping and accounting of all School property. S/he may designate a School employee as the 
Property Clerk for the day-to-day management of School property and property records.  

Inventory Labels 

Any purchases made by Destin High School with federal Charter School Programs (“CSP”) funds must be 
logged and inventoried upon receipt. All capital purchases made with such funds (all line items with 600 
series object codes) must be labeled with an inventory label that includes the following wording:  

 A. Property of the School District of Okaloosa County 

 B. Destin High School 

 C. Inventory ID/ Serial Number 

 D. Purchases with Federal CSP Funds 

Any other purchases (including purchases with public and non-public funds) with a value of $500 or 
more or hardback books with a value of $25 or more with a useful life of more than one year and which 
are circulated to students, shall be recorded for inventory purposes. Such purchases will be logged and 
inventoried upon receipt and labeled with an Inventory ID/ Serial Number.  

Inventory System 

The School shall institute an inventory system to tag and track all materials and items purchased with 
CSP funds or otherwise required to be included in the inventory by this Policy. The items identified on 
the inventory label must match the identification number of the inventory system, and each item must 
be listed individually. The inventory must also include the following information for each item:  

 A. Item/ID Serial Number 

 B. Funding Source  

 C. Item Description 

 D. Date Acquired 

 E. Date Inventoried 

 F. Location/Room Number 

 G. Item Condition (new, used, damaged, lost, stolen, sold etc.) 

 H. Cost or Value at Date of Acquisition  

 





 

 

DESTIN HIGH SCHOOL 
PROCUREMENT POLICY 

FOR ITEMS PURCHASED WITH CSP GRANT FUNDS 
EFFECTIVE FEBRUAY 13, 2020 

 
 
Application 
Destin High School (“DHS” or School), and its employees, officers and agents, will follow the 
policies set forth herein (the “CSP Procurement Policy”) with respect to the procurement of 
supplies and other expendable property, equipment, real property, and other services purchased 
by DHS with federal funds awarded under the Charter Schools Program Grant. 
 
Conflicts of Interest 
No employee, officer, or agent shall participate in the selection, award or administration of a 
contract if he or she has a real or apparent conflict of interest. A conflict would arise when the 
employee, officer or agent, any member of his or her immediate family, his or her partner, or an 
organization which employs or is about to employ any of the parties indicated herein, has a 
financial or other interest in the firm selected for an award. The officers, employees, and agents 
of DHS shall neither solicit nor accept gratuities, favors or anything of monetary value in 
connection with a procurement contract. Any Board member with a real or perceived conflict of 
interest will not vote and will recuse himself or herself from the meeting during discussion. 
 
Competition 
All procurement transactions must be conducted in a manner to provide, to the maximum extent 
practical, open and free competition. Each employee, officer and agent of DHS responsible for 
the procurement of goods and services will investigate potential organizational conflicts of 
interest as well as noncompetitive practices among vendors that may restrict or eliminate 
competition or otherwise restrain trade. If a vendor is deemed to be engaged in anticompetitive 
practices, that vendor must be deemed disqualified from participating in the procurement 
process. Awards must be made to the bidder or offeror whose bid or offer is responsive to the 
solicitation and is most advantageous to DHS when considering price, quality, and other factors 
considered.  
 
Vendor Qualifications 
Contracts will be made only with responsible vendors who possess the ability to perform 
successfully under the terms and conditions of a proposed procurement. Consideration shall be 
given to factors such as the vendor’s integrity, record of past performance, and financial and 
technical resources. DHS will make positive efforts to utilize small businesses, minority-owned 
firms and women’s business enterprises whenever possible. 
 
Procedures Generally 
Awards must be made to the vendor whose bid or proposal is responsive to the solicitation and 
is most advantageous to DHS, price, quality, and other factors considered. Any and all bids or 
offers may be rejected when it is in the interest of DHS to do so. DHS employees responsible for 



 

 

the procurement of goods and services will avoid purchasing unnecessary or duplicative items, 
and where appropriate, make an analysis of lease and purchase alternatives to determine which 
would be the most economical and practical procurement for the School. DHS will document and 
retain all bids received and conduct a price comparison analysis.  
 
Permissible Procurement Instruments 
The type of procuring instruments used (e.g., fixed-price contracts, cost reimbursable contracts, 
purchase orders, and incentive contracts) will be determined in the discretion of DHS but must 
be appropriate for the particular procurement. DHS will utilize time and materials type contracts 
only after making a determination that no other contract is suitable and such contract must 
include a ceiling price. A time and materials contract means a contract whose cost to DHS would 
be the sum of the actual cost of materials and direct hourly labor charges. Such contracts provide 
no positive incentive to the vendor for cost control or labor efficiency. 
 
Solicitation 
Bids or proposals, when required, must be solicited from an adequate number of known 
suppliers, providing them sufficient response time prior to the date set for open bidding. 
Solicitations for goods and services will include the following: 
 

A. A clear and accurate description of the technical requirements for the material, product, 
or service to be procured. In competitive procurements, a description shall not contain 
features which unduly restrict competition. 

B. Requirements which bidders must fulfill and all other factors to be used in evaluating bids 
or proposals. 

C. The dates during which bids and proposals will be accepted. 
 
When selecting a vendor, the procurement file must contain a written justification for approving 
the vendor. 
 
Market Analysis 
Unless using a Sponsor-approved (Sponsor-School Board of Okaloosa County) vendor, for all 
individual purchases of $1,500 or more and all aggregated purchases of $3,000 or more, a market 
analysis must be made and documented in the procurement files. Such analysis can be 
accomplished in various ways, including a comparison of the price quotations submitted, market 
prices and similar indicia, taken together with any discounts. DHS must also evaluate each 
element of cost to determine reasonableness, allocability, and allowability. 
 
Methods of Procurement 
Procurement by “Small Purchase Procedures” (less than $100,000) 
For proposed procurements, the aggregated value of which is less than $100,000, DHS may utilize 
small purchase procedures set forth herein. DHS must solicit proposals from at least three 
vendors, but a formal bidding process is not necessary. DHS should select the vendor whose 
proposal is most advantageous to the School, with price and other factors considered. 
 



 

 

Procurement by Sealed Bidding for Purchases Greater than $100,000 
For proposed procurements, the aggregated value of which is $100,000 or more, DHS may utilize 
a sealed bidding process. This process is the preferred method for procuring construction. DHS 
will provide a public invitation to accept bids and solicit bids from an adequate number of known 
suppliers, providing them sufficient time to respond. The invitation to accept bids must make 
clear the date and time that bidding will open and close and no bids should be accepted outside 
of this bidding period. A fixed-price contract will be awarded to the lowest responsible and 
responsive bidder. In assessing whether a bidder is responsible, DHS may consider the timeliness 
of the bid and whether it conformed with the instructions made available in the invitation to 
accept bids. DHS may reject all bids if there is a sound documented reason for doing so. 
 
Procurement by Competitive Proposals for Purchases Greater than $100,000 
For proposed procurements, the aggregated value of which is $100,000 or more, DHS may utilize 
the competitive proposal process. This process may be used when using the sealed bidding 
process would be infeasible and where the award will be based on more than price. DHS must 
publicly issue a request for proposals and solicit proposals from an adequate number of qualified 
vendors. Unlike the sealed bidding process, DHS may negotiate with potential vendors before a 
contract is awarded regarding price, schedule, technical requirements, and the type of contract 
to be used. DHS will award a contract to the vendor whose proposal is most advantageous to the 
School, with price and other factors considered. 
 
Procurement by Noncompetitive Proposals 
Procurement by noncompetitive proposals will only be used where the award of a contract under 
the small purchase procedures, sealed bids, or competitive proposals would be infeasible and the 
item or service to be procured is available from only a single source or, after solicitation of a 
number of sources, competition is determined to be inadequate. 
 
Contract Administration 
A system for contract administration shall be maintained to ensure the conformance of vendors 
with the terms, conditions and specifications of a procurement contract, and to ensure adequate 
and timely follow up of all purchases. DHS will evaluate vendor performance and document, as 
appropriate, whether the vendor has met the terms, conditions, and specifications of the 
contract. 
 
Records 
DHS will maintain records sufficient to detail the significant history of a procurement. These 
records will include the rationale for the method of procurement, selection of contract type, the 
reasons for selecting and rejecting vendors, and the basis for the contract price. 
 
  





 
 

PUBLIC RECORDS INFORMATION AND INSPECTION 
Adopted: 7/ 2021 

 
 
SCOPE OF THE PUBLIC RECORDS ACT 

Florida's Public Records Law, Ch. 119, F.S., provides a right of access to the records of the 

state and local governments as well as to private entities acting on their behalf. As soon as a 

document is received by a public agency, it becomes a public record, unless there is a 

legislatively created exemption which makes it confidential and not subject to disclosure. In 

the absence of statutory exemption, this right of access applies to all materials made or 

received by an agency in connection with the transaction of official business which are used 

to perpetuate, communicate, or formalize knowledge.  

 

Public Records – School/Student Record  
• All school-based or Student Record requests should be directed to the Principal or Registrar 

of the school as they are the custodian of their own records.  

• All transcript and diploma requests should be directed to the registrar.  
• All District level requests should be immediately referred to Okaloosa County School District  

Eric Mitchell, Director of MIS and Instructional Technology 

   461 W. School Ave 

   Crestview, Florida 32536 

   eric.mitchell@okaloosaschools.com 

   850.689.7184 

 

Providing Public Records - FERPA  
FERPA – Family Educational Rights and Privacy Act (20 U.S.C. § 1232g; 34 CFR Part 99) is a 

Federal law that protects the privacy of student education records. District school principals 
and/or registrars are the Custodians of their School and Student Records. Generally, schools 

must have written permission from the parent or eligible student in order to release any 

information from a student's education record. “Directory” information such as name, 

address, tel. number, date and place of birth, honors and awards, and dates of attendance, 

may be disclosed without consent. This information is only disseminated to qualifying 

agencies doing business with the district or the military. 

 

mailto:eric.mitchell@okaloosaschools.com


POLICY 
All public records pursuant to Florida Statutes shall be available for inspection or copying at 

reasonable times during normal office hours of the Destin High School office.  

I. Photocopying or other reproduction of any record shall be performed upon a person’s request. 

Charges for photocopying or reproducing shall be in accordance with the School Board rule 

entitled “Photocopying of Public Records” (3.51). 

II. Records maintained by the District which are exempt from public inspection include: 

A. Personally identifiable records of students, pursuant to Florida Statutes and the Federal 

Family Educational Rights and Privacy Act (FERPA);  

B. Portions of personnel records, pursuant to Florida Statutes; 

C. All work products developed in preparation for collective bargaining, pursuant to Florida 

Statutes; 

D. Appraisals, offers, and counter offers relating to purchase of real property, pursuant to 

Florida Statutes; 

E. Legal records prepared by an attorney exclusively for civil or criminal litigation, pursuant to 

Florida Statutes, and litigation files regarding employees while the case is active; 

F. A complaint of misconduct filed with the District against a District employee and 
information obtained in the investigation until the investigation is concluded with a finding to 

proceed or not to proceed with disciplinary action or charges and the subject of the complaint 

has been notified of the finding. 

G. Data processing software obtained under a licensing agreement which prevents its 
disclosure and data processing software designated by the School Board as “sensitive,” 
pursuant to Florida Statutes; 

H. Sealed responses to request for bids or proposals until such time as they are publicly 

opened, pursuant to Florida Statutes; 

I. Personally identifiable records of dependent children of former or current employees who 

are insured by a District group insurance plan; and 

J. Employees and student health and medical records as prescribed by Florida Statutes and PL 

104-191 Health, Insurance Portability and Accountability Act of 1996 (HIPAA). 

STATUTORY AUTHORITY: 1001.41, 1001.42, F.S. 

LAWS IMPLEMENTED: 119.07, 119.071, 447.605, 1001.43, 1002.22, 1002.221, 1008.24, 1012.31, 
1013.14, F.S. 34 CFR 99, PL 103-382, 104-191 

 

STATE BOARD OF EDUCATION RULES: 
HISTORY: Adopted: 07/14/1998 

Revision Date(s): 03/09/2004, 11/17/2009, 03/10/2015 

        

                                   By: _______________________________________________ 

                     President, Destin High School, Inc. 
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