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Background: 

The Board of Education began the process of comprehensive review and revision of the entire Board 

Policies and Administrative Regulation Manual, contracting with the California School Boards 

Association (CSBA) – Governance and Management Using Technology (GAMUT), beginning in 

December 2005. CSBA – GAMUT provided consultation and facilitated the policy revision process. The 

District’s continuing agreement with CSBA – GAMUT provides for suggested policy periodically 

throughout each calendar year.  

 

The updates presented at this time are AR 1325: Advertising and Promotion and a new Administrative 

Regulation (AR 3290: Gifts, Grants and Bequests) developed by District staff. Updates were recently 

made to the Board Policy (BP 3290) and staff thought that the development of a new Administrative 

Regulation was warranted at this time due to the level of fundraising activities throughout the District. A 

first reading was held on December 20 and a decision was made to seek additional stakeholder input 

before presenting AR 1325 and AR 3290 for a second reading. Additional changes were identified and are 

indicated with highlighted text. 

 

These administrative regulations have been reviewed by a subcommittee consisting of two members of 

the Board of Education and appropriate administrative staff.  

Discussion/Issues: 

Copies of revised policies and administrative regulations will not be duplicated for general distribution. 

Copies may be obtained by contacting the Superintendent’s Office at (818) 729-4422 or via e-mail at: 

KimberleyClark@burbankusd.org  

Fiscal Impact:   

None 

Recommendation:   

Matt Hill, Superintendent, will facilitate the Board’s second reading and approval of the proposed 

revision of selected Board Policies and Administrative Regulations from the California School Boards 

Association (CSBA) – Governance and Management Using Technology (GAMUT), as presented. 

mailto:KimberleyClark@burbankusd.org


AR 1325 (a) 
 

Burbank USD 

Administrative Regulation 

Advertising And Promotion 

 

AR 1325  

Community Relations 

 

The district reserves the right to grant permission to certain non-profit organizations to distribute 

materials through the schools, to students, regarding student-related activities. The 

superintendent or designee shall approve or deny the use of all banners, signs, or other 

advertisement or promotional material on school district property. Any and all such materials 

and/or the content thereof are subject to review and approval. Further, all signs and advertising 

must be consistent with the district’s core values and beliefs.  

 

Sponsors will also not be permitted to distribute any advertisement or promotional content which 

materially and/or substantially interferes with, or may be disruptive to, the educational process or 

the requirements of school operation. Materials from organizations which are not district-

sponsored may be allowed, on a limited basis. Requests for permission to distribute materials 

through the district’s schools are to be directed to the Superintendent's Office. Permission may 

be granted for the distribution of such materials under the following conditions: 

 

1. The material contributes to the education, health, welfare, or safety of students. 

 

2. The organization requesting permission is reputable, non-profit, non-religious, and 

related to the education, health, welfare, or safety of students. 

 

3. The material is factual and falls within the guidelines outlined in Board Policy 1325. 

 

4. The advertising or sale to students or employees of articles shall be prohibited.  

 

5. Permanent sponsorship shall be permitted only with approval of the Superintendent or his 

/her designee. 

 

6. Sponsorship recognition through temporary signage that does not include a “call to 

action” shall be allowed when there is clear benefit to the school and/or district, has a 

clear sunset date, has minimal impact on school operations or classroom activities, and is 

not located within a classroom. 

 

The priority of the district is always student achievement. 

 

No classroom intrusion: Sponsorship activities including branding and signage will not be 

allowed in classrooms at any time.  

 

Participation in sponsored activities shall not be mandatory: Acceptance of a sponsor’s 

products or service must never be made a condition for student or staff participation in the 
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sponsored activity or program. For example, schools or central offices shall neither insist that 

students wear clothing carrying the sponsor’s name or brand, nor require students to participate 

in the sponsored activity.  

 

Protecting the integrity of the BUSD brand is integral to the district’s success: BUSD is 

seen as a large and attractive market for sponsors and it is beneficial to be associated with the 

district name. Activities must never compromise the high integrity of the school district as an 

instructional institution that serves children. The activities of the sponsor must be consistent with 

the district’s mission, programs, purposes, and standards and must not be incompatible with or 

reflect negatively on the district, its mission, or its policies. The activities of the sponsor must not 

constitute any real or apparent conflict of interest and must not be in conflict with any provisions 

of federal, state, or local laws and regulations.   

 

District employees cannot individually benefit as a result of sponsorship: Employees must 

not take, or seek to take, improper advantage of their position in order to obtain personal benefits 

from sponsors or sponsorships. The benefits of a sponsorship must go to school(s) or central 

office unit(s). 

 

Sponsorship is not an endorsement by BUSD of a product, service, or business: The 

acceptance of resources from a sponsor, and the recognition of that sponsor, are not an indication 

of BUSD endorsement of that product, service, or business. Additionally, acceptance does not 

have bearing on any future BUSD contract. 

  

Endorsement: An endorsement means any advertising message (including verbal statements, 

demonstrations, or depictions of the name, signature, likeness, or other identifying personal 

characteristics of an individual or the name or seal of an organization) that consumers are likely 

to believe reflects the opinions, beliefs, findings, or experiences of BUSD—even if the views 

expressed by BUSD are identical to those of the sponsoring advertiser. The party whose 

opinions, beliefs, findings, or experience the message appears to reflect will be called the 

endorser and may be an individual, group, or institution. 

 

Prohibited sponsors: The district shall not seek sponsorship from any entities or corporations 

that market, sell or produce products that may be harmful to children; including, but not limited 

to: tobacco, alcohol, illegal drugs, vaping, drug paraphernalia, firearms, gambling, or high fat 

and calorie foods and drinks.  

 

Equity: Sponsorship must promote equity among all students. Sponsors shall be encouraged to 

support a variety of schools to ensure equity in access and opportunities. 

 

Distinguishing Sponsorship from Advertising 

 

Sponsorship occurs when an organization, which may be a business, a community-based 

organization, a higher education institution, or a trade group, responds to a request for support of 

a program, project, or event. This support could be financial or come from resources, including 

materials and labor. The sponsor will be recognized for its support.  
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Advertising on the other hand, is when an organization approaches a school and offers to pay to 

post a sign or banner, or offers to share its profits from the sale of a product in exchange for 

advertising on campus. When approached with this type of offer, it is appropriate to inform the 

organization of BUSD’s no advertising policy, and ask if, instead, they would sponsor a school 

event, such as a literacy activity or a Back to School Night, which would be the appropriate 

venue for sponsorship recognition. Staff is encouraged to use such opportunities to redirect 

interested parties toward activities that are not only beneficial for students and the school, but 

also provide them the opportunity to practice good corporate citizenship.   

 

Any banners/signs posted at outdoor facilities will be placed at the discretion of the district, and 

only in district-approved locations. Posting of banners on fencing is limited to the inside of the 

fence and at the height approved by the district. Exceptions may apply, in certain cases, for 

elementary schools, where the signs may face either inward or outward. For secondary schools, 

exceptions are specific to the request to (1) have the signs face outward, (2) obtain Principal 

approval only, and (3) for a limited period of time as designated by the Principal. Signs must not 

extend beyond the height, length, or width of three four (34) feet by five six (56) feet. 

 

Banners and sponsorship logos on clothing are allowed as long as they are not regarded as 

advertising, but rather as sponsor recognition, and have a clear purpose and a sunset date. 

 

The sponsor shall be fully and exclusively responsible for all costs and expenses associated with 

the procurement, building/posting, maintenance, and removal of sign(s).  

 

Any damages to persons or property resulting from the placement of such banners and signs shall 

be paid for by the requesting sponsor party.  

 

The sponsor shall indemnify and hold the school district harmless from any claims, including 

those for bodily injury and intellectual property right infringement, arising out of the installation, 

presence, maintenance, and removal of the advertiser’s sign on district property.  

 

Partners shall not utilize the BUSD name, logo, or any other BUSD intellectual property in the 

advertising or promotion of any specific product or service. 

 

All banners or signs must be maintained in good condition meeting district standards as 

established/determined by the superintendent or designee. The appearance, visual integrity, 

duration, size, location of banners or signs on school sites, and physical impact to campus 

buildings/property will all be significant factors in determining whether a request is deemed 

acceptable. 

 

Organizations requesting permission to distribute materials in district schools shall adhere to the 

following guidelines: 

 

1.   Materials must not require follow-up in the classroom in terms of collections of money or 

maintenance of check-off lists for materials returned. 

 

2.   There shall be no distribution of materials during the first three weeks of the new school 
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year, except for information regarding nonprofit childcare programs, nor the last two 

weeks of school. 

 

3.  Materials distributed to elementary schools (Transitional Kindergarten through 5th 

Grades), must be delivered to the school offices one week prior to the week of 

distribution. These materials shall be pre-packaged, by the sponsor, in quantities of sets 

of 34 for Transitional Kindergarten through grade 5. The principal has the discretion to 

determine when the materials will be distributed. 

 

4.   Materials distributed to secondary schools or at the discretion of the principal, may be 

placed in a designated location for pick-up by interested students and parents.  

Approximately 200 flyers should be delivered to each middle and high school. 

 

5.  Banners or signs must be in good condition and must be no larger than four (4)3 feet x six 

(6)5 feet.  

 

6. Banners or signs must meet district approval prior to hanging.  

 

7. Hanging of banners shall be in designated areas of fencing with no less than three (3) feet 

of space between banners in order to reduce wind resistance and enhance line-of-sight.  

 

8. Banners or signs may be posted a maximum of two (2) months at secondary schools. 

Elementary schools may post a maximum of one-half of a school year, June – December 

and January – June. one year. 

 

9. No banners or signs are permitted on the front of the school.  

 

10. No district or school names, logos, mascots or official colors shall be authorized for use 

by or for any non-district business, product, activity, or cause unless otherwise approved 

in writing by the superintendent or appointed designee.  

 

11. Banners in place for the promotion of a business, product, service, or organization must 

coincide with the objectives and goals of the district. Businesses may advertise the name 

of the company and one of the following:, phone number, address, email, or web address 

and byline only.  

 

12. Sponsored posters are under the approval of the school principal.  

 

13. The opportunity to place banners on BUSD property shall in no case be construed to 

constitute a right to posting of the same.  

 

14. Existing outfield signage (posted prior to July 1, 2018) for baseball fields are exempt 

from this policy for one (1) year 
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Examples of inappropriate signage include, but are not limited to, a description of services or 

products, business contact information, and advertising language such as coupons, special 

offers, or slogans: 

 

 
 

Samples of appropriate signage, which do not include advertising information and only serve to 

recognize and thank the sponsor: 

 

 

Permissible District Venues for Sponsorship 

 

The following district venues may be used for sponsorship under the terms and conditions 

specified in this policy: 

 

1. Concessions at district or school ceremonies, performances, athletic events, and/or other 

activities may display sponsorship.  

 

2. Sponsorship signs and banners may be posted in school gymnasiums and at outdoor 

athletic facilities in accordance with these written guidelines.  

 

Exclusions  

 

Banners or signs approved for display will be subject to certain restrictions in keeping with the 

standards of good taste. In keeping with this, the school district reserves the right to exclude any 

banner that is inappropriate or inconsistent with the obligations of the Burbank Unified School 

district. The following sponsorship banners or signs are prohibited: 

 

1. Sponsorship that is inconsistent with the district’s educational values, goals, or core 

beliefs. 

 

Thank you –  

Jill’s Jewelry  

For your support! 

Bright One’s Elementary School 

 

Bright One’s Elementary School 
Thanks 

Our Back to School Night Supporters! 
 

Captain Can 
and 

 Jill’s Jewelry 

Jill’s Jewelry 
Buy the best gems in town! 

30% OFF 

310-555-4444 123 Sunshine Lane 

   jillsjewelry@emailme.com 
 

Captain Can 

For all your  

marketing and printing needs! 

Mention this banner for 25% off 

captaincan@emailme.com 
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2. Sponsorship that concern drugs, marijuana, tobacco, vaping, alcohol or firearms.  

 

3. Sponsorship that proselytizes and/or promotes any religious or political topic with the 

intention of converting its readers. 

 

4. Sponsorship that concerns the nomination, retention, or election of any person to public 

office.  

 

5. Sponsorship that concerns any federal, state, or local ballot issue, ballot question, or 

matter that is, or may be, at issue in a public election. 

 

6. Sponsorship that promotes or favorably portrays conduct that is unlawful, or conduct that 

is inconsistent with district policy or regulation.  

 

7. Sponsorship that promotes or favorably portrays conduct disruptive of district or school 

operations. 

 

8. Sponsorship that creates an actual or reasonably perceived conflict between the public 

responsibilities and private interest of any district employee or Board member.  

 

9. Sponsorship that promotes hostility, disorder, or violence.  

 

10. Sponsorship that negatively attacks any ethnic, racial, or religious groups. 

 

11. Sponsorship that is libelous. 

 

12. Sponsorship that violates the rights of others. 

 

13. Marketing and advertising of non-nutritious foods and beverages through signage, 

 vending machine fronts, logos, scoreboards, school supplies, advertisements in school 

 publications, coupons or incentive programs, free giveaways, or other means. 

 

Any activity allowed by this policy shall be respectful of all people without regard to their 

disability, race, color, gender, national origin, ethnicity, sexual orientation, age, religion, marital 

status, socioeconomic status, cultural background, familial status, physical characteristics, or 

linguistic characteristics.  

 

Removal of Banners 

 

The district has the authority, at any time, to order removal of any and all banners or signs 

deemed inappropriate or unapproved, as set forth in this policy, at no financial penalty to the 

district. In this event, district staff will remove them without further notice. 

 

Approved event signs or banners have to be removed shortly after the event, and in accordance 

with Burbank Unified School district expectations. If the banners/signs are not removed by the 

deadline date set by the requesting party, the district will remove these objects without special 
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notice and at cost to the requesting party.  

 

MuralMurals 

 

All murals require prior approval and must meeting the following criteria outlined below.  

 

1. The person or group must submit a design to the Superintendent or designee. 

 

2. Review of mural design and location must be approved by the Superintendent, or 

designee, including community projects. 

 

3. Mural must be completed by a person or group with prior mural painting experience who 

will provide a portfolio or picture of prior work experience. Painting of the mural shall be 

completed by the artist(s).  

 

4. Community projects must be undertaken under the direction of an experienced artist.  

  

5. Colors must be consistent with the surrounding area. 

  

6. Materials must be durable, graffiti resistant, and weather resistant. Upon completion, 

murals must be painted with a graffiti- resistant coating. 

  

7. Workmanship: any support/attachments must be approved by the Superintendent or 

designee. 

 

Disclaimers 

 

The district reserves the right, at any time, to amend, modify or change, as the district sees fit, 

these guidelines without any prior notice. 

 

Banners, posters, and murals created prior to this policy will be evaluated for compliance with 

this policy. If the art does not meet this policy, they may be removed at the discretion of the 

Board of Education, the Superintendent, or his or her designee. 

 

 

 

Regulation BURBANK UNIFIED SCHOOL DISTRICT 

approved:  April 19, 2007 Burbank, California 

revised:  November 5, 2009 

revised:  August 19, 2010 

revised:  October 15, 2015 

 

revised:   December 20, 2018 

approved: 
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NEW Administrative Regulation 3290 

 

Gifts, Grants and Bequests 

 

Donation Guiding Principals 

 

Purpose 

 

The Burbank Unified School District Donation Policy encourages community partnerships that 

strengthen and enhance school programs and create a climate of participation and cooperation 

between community organizations, private citizens, and the district’s schools by: 

 Sharing resources that benefit students and improve educational programs; 

 Involving the schools and the private sector in cooperative efforts that enhance the 

quality of education for students at all levels; 

 Protecting students, parents, teachers, and school administrators from over-

commercialization and donation efforts that are exploitative, coercive, disruptive to the 

educational process, threatening to the health and welfare of students, or lacking in 

educational merit; 

 Implementing a smooth and orderly procedure whereby schools and communities can 

cooperate and share resources; and 

 Assuring public funds are safeguarded and are properly accounted for in a transparent 

manner. 

The district will manage, restrict, or decline gifts or donation activities to assure that donations 

and expenditures comply with applicable district, state, and federal laws and guidelines, 

including Title IX. 

 

Definitions 

 

“Schools” refers to the individual schools operated by the Burbank Unified School District. 

 

A “bequest” is a donation given or left by a will and is typically personal or real property. 

 

“Donor” refers to any individual, group, association, business organization, or charity interested 

in making gifts (in cash or in kind) to the district or any of its schools. 

 

“Capital donations” are funds or property given as a gift.  

 

“Community donation events” are fundraising activities from public service organizations and 

district partners. Community donation events are typically for an outside agency though the 

school district may benefit from such an event. 

 

“Crowdfunding” is the practice of soliciting contributions of funds or materials from a large 

group of people and especially from the online community. “Crowdfunding” is considered a 

fundraising activity. 
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“Crowdsourcing” is the donation of services, ideas, or content. 

 

 “Fundraising” is the organized activity of raising funds for the school district or for a cause. 

 

A “gift” is something that is given voluntarily without payment in return, as to show favor 

toward the school district, honor an occasion of the school district, or make a gesture of 

assistance to the school district. 

 

A “grant” is an amount of money given by a company, organization, or government agency to be 

used for a specific purpose. 

 

 “Anonymous gifting” is an anonymous gift by an individual or organization to the school 

district for either specific or general activities. 

 

Monies raised through “School donation activities” are considered a gift to benefit a cause or the 

school district. 

 

Donation/Gifting Efforts 

 

Schools and the district may engage in donation/gifting efforts to enhance: 

 

 Academic programs; 

 Academic study, athletic competitions, or performance competitions; 

 Sports and other related physical education and recreational programs; 

 The occupational development of students; 

 Performance opportunities; 

 Facilities and equipment that will enhance student opportunities and programs; 

 Humanitarian projects; and 

 Any other effort as approved by the Superintendent or designee. 

 

Guiding Principles 

 

To further the purpose articulated herein, the district is guided by the following fundamental 

principles: 

 

The district encourages the contributions of gracious donors who have the resources and the 

inclination to augment the district’s programs through philanthropy. The district is committed to 

effectively work with such donors to provide the donation receipts that are mandated by law, 

encourage appropriate acknowledgment, and facilitate the donor’s charitable intent to the extent 

that it is in harmony with the educational goals of the district and approved by appropriate 

district personnel. 

 

The district desires to provide reasonable regulation of the process of charitable gifts and 

donations. Such regulation should include principles of accountability, record keeping, and 

appropriate protocols for safeguarding donated items and protecting confidential information, 

and proper use of the tax-exempt status. 
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The district shall equitably distribute State-approved tax revenue funds for its schools’ primary 

educational functions. Those funds work to ensure that each school receives the fundamental 

educational supplies, materials, instructional equipment, and personnel necessary for the 

education of all students. 

 

Donations are permitted to the district and schools to augment academic and co-curricular 

programs and to engage private citizens and community organizations in elevating the education 

and opportunities of the district’s students.  

 

Donation receipts for in-kind donations are to list the item(s) donated only. No value is to be 

assigned in-kind donations by the district on the donation receipt or acknowledgement. 

 

The district recognizes that efforts to raise funds and/or solicit gifts or grants may vary between 

schools. The district is, however, committed to appropriate distribution of, and the management 

of, donations to assure that the educational opportunities of all of its students are reasonably 

similar and in compliance with applicable legal standards. 

 

The district is also committed to assisting and encouraging school administrators and staff in 

providing professional development for proven, successful donation principles and practices that 

allows schools to augment their programs with charitable donations. 

 

The district will not accept any gifts or grants which will result in unreasonable additional or 

hidden costs to the district. The district may, if it deems necessary, request that gifts of 

equipment, facilities, or any item that requires upkeep and maintenance include funding to carry 

out such maintenance for the foreseeable life of the donation. 

 

The district is committed to principles of gender equity and will use its facilities, unrestricted 

gifts and donations, and other district funds in harmony with those principles (Title IX). The 

district recognizes that the donation is driven by a donor’s inclination for giving and that private 

donations may be directed or restricted by individual donors. 

 

The district will provide a healthy environment for appropriate donations by promoting student 

safety, reducing the pressure placed on students, and decreasing the prospect of excessive or 

duplicative solicitation of donations. 

 

The district is ultimately responsible for the allocation of all donations, gifts, grants, and 

bequests. As such, district procurement policies must be followed, and donations may not be 

specifically directed to any specific vendor or employee. Donations are the property of the 

Burbank Unified School District. 

 

Donations must not directly or indirectly compensate, or financially benefit, any individual 

teacher or school district employee by direct or indirect payment, commissions, or payment in 

kind. This does not include school district employees who may be paid by the district with funds 

that are donated to the district for this purpose. Donations may be used for the travel of teachers 
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or school district employees who will be student supervisors or chaperones on district approved 

travel if the donation effort fully discloses the intended use of the funds. 

 

Policies and approval procedures must be followed for all signs, banners, or other forms of 

advertising, donor banners, support banners, public advertisement, and public notification 

proposed to be placed on district facilities or grounds regarding advertising and promotion. 

Any use of district schools, facilities, or equipment for donation activities will be subject to the 

district’s policy on Use of School Facilities. 

 

(cf. 1330 – Use of School Facilities) 

 

Officially Sanctioned Fundraising 

 

Schools, student clubs and organizations, sports teams, individual classes, booster clubs, PTAs, 

and the community councils within the Burbank Unified School District may conduct 

fundraising activities for the benefit of the schools, students, and student organizations within the 

district. This policy provides guidelines for those efforts and a means for giving approval for 

such activities. 

 

Authorization and Supervision 

 

All proposed fundraising projects must be submitted for approval in writing to the 

Superintendent or designee before any fundraising activity begins. Approved projects should be 

scheduled throughout the school year to avoid conflict, confusion, and excessive donation 

pressures. To inform the district and school, school-based fundraising, booster fundraising, PTA 

fundraising, and private fundraising should be shared in writing to the principal before any 

fundraising activity ensues. School-connected organizations, such as booster clubs or other 

designated organizations, must annually be approved to host fundraisers before any activity 

occurs. 

 

(cf. 1230 – School-Connected Organizations) 

 

Fundraising activities must be supervised by an assigned district employee. Donations and gifts 

must be used in the manner that the donation or gift was intended unless there is an 

understanding that the donation or gift may be used for another purpose. 

 

The following criteria requires express written approval: 

 

 The use of a school or district name unless written permission is granted; 

 The participation of students while under the school’s or district’s responsibility 

 The partaking of school or district faculty or employees while they are being paid by the 

school or district; and 

 The use of school or district property or facilities in accordance with the District’s policy 

on Use of School Facilities. 
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Large Donations 

 

Large Material Goods Donations: Any fundraising effort that seeks to obtain donations from 

many donors, a select group, or an individual, where the objective is to raise more than five 

thousand dollars ($5,000) in material goods, requires additional approval from the business 

administrator. Fundraising efforts where the objective is to raise more than twenty-five thousand 

dollars ($25,000) in material goods must be approved by the Burbank Unified School District 

Board of Education. 

 

Large Financial Donations: Any large donations from private individuals or organizations 

(such as booster clubs, PTAs, Educational Foundation, etc.) in excess of $5,000 requires 

approval. Voluntary donations from private individuals or organizations in excess of twenty-five 

thousand dollars ($25,000) must be approved by the Burbank Unified School District Board of 

Education. Large gifts should be made directly to the BUSD. 

 

The district reserves the right to conditionally grant permission to the donation efforts described 

in this section, including the requirement that some conditions need be satisfied before a 

donation is accepted or a large fundraising effort is initiated. 

 

The district also reserves the right to control its assets, facilities, and resources. Proposed 

improvements to school property requires the district to manage and control such improvements, 

and that the implemented plan include consideration for managing any increased maintenance 

and/or maintenance costs required by the proposed improvements. All improvements on district 

owned property shall comply with State procurement laws. Proposed improvement or 

augmentation to school district property requires approval. 

 

Schools may not begin or accept a donation described in this section without first obtaining the 

approvals required. School representatives should not initiate fundraisers, give assurances, or 

make promises to donors desiring to fundraise or make large gifts before approval of the 

proposed action or gift is granted. 

 

School-Based Fundraising 

 

Faculty, parent, and student participation in donation activities shall be strictly voluntary. 

 

Participation in donation activities may not impact a student’s grade. Extra credit is not allowed. 

 

Students shall not be required to participate in donation activities as a condition for belonging to 

a team, club, or group; nor shall a student’s donation effort affect his/her participation time or 

standing on any such team, club, or group. 

 

School principals must approve the awarding of rewards or prizes to groups, classes, or students 

participating in any donation activity. Competitive enticements or incentives for participation are 

discouraged. 
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Schools may not impose sales quotas (or the like) as a part of donation efforts, and students shall 

not be required to pay for any unsold items that are returned to the school. 

 

Door-to-door donation activities may not be encouraged by staff for all students in elementary 

and middle schools in the district unless accompanied by parent/guardian. High school students 

are exempted from this prohibition, but suitable procedures must be used by the schools, 

administrators, and supervising faculty to safeguard students who are going door-to-door or 

seeking donations at a public location. Adult supervision is required for each sales crew of 10 or 

fewer minors. Details for door-to-door sales for minors under the age of 16 are outlined in Board 

Policy and Administrative Regulation 1321. 

 

Donation activities that involve intense sales strategies or that would expose students and other 

participants to the risk of personal injury or liability will not be approved. 

 

Approval should not be granted for donation activities that would expose the school or district to 

risk of financial loss or liability if the activity is not successful. 

 

Schools or groups (boosters, PTA’s, etc.) wishing to fundraise by use of an outside, for profit, 

professional fundraising company must have the plan and company approved by the 

Superintendent or designee prior to arrangement of a contractual agreement with the fundraising 

company. All insurance, governing registrations, and fundraiser activities must be in accordance 

with the law. 

 

All proceeds from fundraisers for school programs must be gifted to BUSD for use by the school 

program designated. School and district donation activities will be accounted for using 

established school and district accounting systems and procedures. Records of donation efforts, 

including accurate reporting on participation levels and financial outcomes, shall be open to the 

parents, students, and donors. Nothing herein shall be interpreted to require or authorize the 

release of personally identifiable information protected by the Family Educational Rights and 

Privacy Act (FERPA). 

 

Crowdfunding and Crowdsourcing 

 

Crowdfunding and crowdsourcing are forms of fundraising. Funds raised via these platforms 

must be approved prior to arrangement of such fundraising activity. Online sites or platforms use 

must be set up to manage tax deductible donations delivered directly to the non-profit entity 

wishing to use such sites. No use of a crowdfunding or crowdsourcing platform may have funds 

directed to an individual or employee of the district. 

 

Materials funded through DonorsChoose.org (for material goods) and similar organizations are 

considered to be the property of the school district and will be sent to the school where the 

employee is registered with the donating organization when materials are requested. Materials 

requested are ordered from the donating organization. Requested materials should be given to the 

employee who submitted the project request, to be used in the classroom for which they were 

purchased by donors through the donating organization. A completed BUSD Gift form for items 
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must be submitted and be recorded by Fiscal Services in the district/department/school funds 

accounting system for each school/department. 

 

Employees requesting donated items must follow all policies and procedures for donations. 

Outside donor organization’s policies will not override Board policies. 

 

If an employee leaves a school, any materials that have been delivered to the school should 

remain at that school and become district property. However, the employee may be granted 

permission to take the materials with him/her to a new BUSD school if both of these criteria are 

met: (1) The employee will continue to be employed in the district and in a position that meets 

the eligibility criteria and purpose for the donated material and (2) Consent is given to the 

employee to take funded materials to use in his/her new classroom within the district. 

 

Although the employee may be allowed to take donated equipment with him/her from the 

original location, any software purchased will remain licensed to the school and/or district and 

must be uninstalled prior to the employee taking the equipment to a new school site, as 

appropriate. When donated items are initially received, any paperwork, including warranty 

information and/or receipts, should be copied and given to the person responsible for inventory 

at the site. 

 

A crowdfunding project/request must pre-approved prior to it being posted on a crowdfunding 

platform. Platform terms: 

 

1. When using platforms there can be different terms. Principals or directors should 

understand the terms prior to the start of a project: 

 

a. AON-All or Nothing: This means that if the amount requested is not reached, the 

project does not get funded. The donor then has the option to pick another project 

to fund or give the current teacher a credit toward their next project. 

 

b. KIA-Keep it All: This means that if any amount is reached, the school will get a 

check even if the goal is not reached. 

 

Platforms must be monitored and projects/request must be removed from the site when the event 

or request is completed. 

 

If the crowdfunding project/request involves equipment, either technology or non-technology, 

preapproval needs to be obtained from the Technology Services and Facilities Services as 

electric and plumbing considerations may need to be reviewed before any equipment is ordered. 

 

All non-monetary items (supplies, equipment, etc.) obtained are the property of the district and 

all inventory procedures apply. 

 

All monetary donations should be recorded by Fiscal Services in the district/department/school 

funds accounting system for each school/department. A line item may need to be set up for a new 

account if this is a new project. No school banking information should ever be given out. A 
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check should be requested in the name of the school or school district and be mailed to the 

school or school district, not to an individual person. The check should be accompanied by a gift 

form and delivered to the Business Services department. 

 

When posting pictures/videos/images of any students or staff, all district policies and procedures 

must be followed. Some platforms require their own student/staff permission forms. 

A file is to be maintained at the school/department for any crowdfunding requests and 

completion. This file should include the principal’s/director’s fundraising approval form, the 

written details of the project as well as what is posted on the platform website, any photos or 

images posted with the project and a copy of all agreements and permission forms. In addition, a 

completed gift form should be attached to the file at the completion of the request. 

 

Community members, district parents/guardians, and private citizens must also seek the 

permission of the Superintendent or designee when pursuing crowdfunding or crowdsourcing 

activities. These activities must follow district guidelines. 

 

Technology/Computer/Capital Donation Policy 

 

Receiving donated technology/computers, including those acquired through DonorsChoose.org, 

gofundme.com, or similar organizations, presents challenges that should be carefully examined 

before requesting such a donation. Donated technology equipment may serve as a valuable 

addition to a school's technology infrastructure; however, there may be a “hidden cost” in 

accepting donated technology/computer(s). This includes increased time for service, cost of 

spare parts and other factors. Such donations may serve as an unfortunate drain on school and 

district staff and fiscal resources if the technology/computer(s) do not meet minimum standards 

or if the technology/computers are not in good condition. To ensure that schools can benefit from 

donated equipment, it is important for all school sites and donors to follow the donation policy. 

 

All requested technology/computer(s) are required to meet district standards and must be 

approved by the Superintendent or designee. 

 

The school/department/program is required to budget for and provide a surcharge/service fee 

(5% in 2016-2017 dates should be general or a note “as designated each school year”)  for the 

cost of installing and maintaining the donated technology/computer(s). This fee will be paid by 

the district or school or department depending on the location and purpose of the donation. 

 

Licensing requirements are updated annually and currently include: 

 Apple 

 Microsoft 

 Adobe 

 JAMF (Apple device management) 

 MDM (mobile device management) 
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New Technology/Computer Donations 

 

When technology/computers are donated to the district or school sites, they must match District 

standards for technology/computers. This means that the technology/computer is identical to 

those listed on the BUSD website or approved in writing from the Technology Department. If the 

donated technology/computer is the same as one on the website, but it does not have the 

appropriate operating system or Technology Department approved software, additional licenses 

must be purchased. Donated computers, meeting the requirements above, should provide the best 

overall experience for everyone involved. These guidelines are meant to be firm in order to 

protect schools from accepting donations that may not be helpful to them. (If a potential donation 

does not meet the above requirements, please refer to the next section.) 

 

Non-Standard and Older Technology/Computer Donations 

 

Non-standard and older computers are much more expensive to configure, maintain, and 

troubleshoot. Technology/computers that seem to be “free” may become a strain on district 

resources and actually cost quite a bit in extra time and money throughout its lifespan. Donations 

often require significantly more staff resources to support and the district provides limited 

support for them. 

 

In order for the district to provide any support for the technology/computers, employees must 

receive advance permission from the Technology Department, and donations must meet the 

district technology/computer standards for donated technology/computers. Donated 

technology/computers are required to have valid licenses for operating systems and software. 

Additional licenses must be purchased to be in software compliance. Typically, computers older 

than six (6) years will not be accepted. Please note that even with limited support, it may take 

much longer for the Technology Department to set up non-standard and older 

technology/computers, as well as to troubleshoot them. 

 

Donated Services 

 

Donated services also require approval from the Superintendent or designee as agreements for 

services are between the district and the individual/organization. 

 

Personal Gift Giving 

 

The Board of Education recognizes that gift giving, especially during the holiday season, may be 

common practice for many district employees. While the giving of exchanging of gifts may be 

acceptable among staff members, the Board strongly encourages district employees and students 

to show appreciation through written notes or greeting cards. 

 

Anonymous Gifting 

 

Anonymous gifts are intended to be anonymous to the public. Anonymous gifting can identify 

the donation/gifting purpose and may includebut will omit the name of the gifterdonor in any 
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public documents. Students, parents/guardians, community members, and district employees can 

choose to make anonymous gifts.  

 

Community Fundraising 

 

Partnerships between schools and businesses that augment school programs and activities may be 

permissible with proper approval. If/then or quid-pro-quo fundraisers are disallowed. Fundraisers 

such as restaurant “dine-out” nights must be approved prior to the activity occurring.  

 

Community fundraising events not benefitting the school district directly will not be endorsed or 

sponsored by the district or its schools without the express written consent of district 

administration per policy. Once approved, materials that advertise community fundraising 

activities may be placed in the school office or other locations identified by district 

administration. 

 

Permission to use the school or district name may be granted in writing by the Superintendent or 

designee for independent, non-district organizations when schools fundraise, if the following 

criteria are met: 

 

 Donations are publicly transparent and reported in a public meeting at the a school board 

meeting at least quarterly; 

 Donation records are reviewable upon request at reasonable times and places; 

 Where practical, pre-numbered receipts are issued for all donations; and 

 The donation activity clearly identifies the donation is going to a private, non-profit 

entity. 

 The community entity is a current, legitimate, registered nonprofit charity with the State 

of California and IRSthe Internal Revenue Service. 

 

Compatibility with Other District Policies and Regulations 

 

The Board’s determination resolving matters of conflict shall be final in the event that any 

provision of this policy conflicts with other pre-existing Burbank Unified School District policies 

already in place prior to the effective date of this policy or which may be enacted at some future 

date. 

 

 

Approved: __________________ 
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