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. Permission may be granted by the Chief Financial Officer or Deputy
Superintendent to provide a meal to staff engaged in training or
workshops, such as annual budget or staffing workshops that require
extensive staff engagement but do not otherwise meet the minimum time
criteria above. Permission must be sought and granted in writing in
advance of such meal purchase.

. Meals may be provided to School Board members and staff participants of
School Board meetings when the meeting is held over a normally
scheduled meal period and the meeting is at least two hours long.

. Meals may be provided to staff in the Emergency Operations Center or
whenever a significant District emergency reasonably prevents staff from
procuring their own meal.

. A meal may be provided to staff if they are required to work more than two
hours beyond a standard eight-hour workday and the work is held over a
normally scheduled meal period. For example, if staff are asked to work a
twelve-hour day to meet an immediate or urgent District need, a breakfast
or dinner meal may be provided. District funds may be used to provide a
meal at an annual staff appreciation meeting sponsored by the Human
Resources department or the Office of the Superintendent.

. Meals may be provided for meetings involving members of the community
who are voluntarily assisting the District in its mission when the meeting is
held over a normally scheduled meal period.

. District funds may be used to provide meals for staff when attending
working business meals with non-PPS parties such as community groups
or agency or industry partners. Business must be conducted during the
meal period and a benefit to the District must be gained by attendance of
District staff.

8. Meals may be provided for students at the discretion of the Administrator.

9. District funds may be used to provide refreshments for the purposes or

events listed below:

e Business meetings with industry representatives or the public, such
as task forces or advisory committees.

e Business meetings or training events involving District employees
that are scheduled to last three hours or longer.
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Training events held for the purpose of instruction or dissemination
of information to the general public.

District-sponsored employee recognition or volunteer recognition
programs.
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II. Required Documentation for Food or Beverage Purchases: For
each meal or refreshment purchase, the following information must
be included with your original itemized receipt submitted with your
PCard reconciliation or with your request for reimbursement:

1. Employee
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1. The incentive should be one of several tools used to achieve a desired
outcome in a program of behavioral supports;

2. The incentive should be low cost and related to the desired behavioral
patterns; and

3. Schools should keep data on the effectiveness of the incentive
program.

4. Staff are also prohibited from using cash or gift cards as incentives
for students without the prior approval of the Chief Financial Officer.

Gifts for Staff:

It is prohibited to use District funds to purchase gifts for staff. According to
Oregon ethics rules (ORS 244.040), gifts to employees are considered
financial benefits. Financial benefits are included in employees’ established
benefits package. If they are not included in their established benefits
package, they are not allowable. This prohibition includes flowers and
holiday and birthday gifts or cards. These items must be paid for by staff
with personal funds.

Gift Cards:
According to the IRS, gift cards are eqTw 0.231.93 -lished
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