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Agencies and Acronyms
HUD – United States Department of Housing & Urban Development

CDBG-DR – Community Development Block Grant – Disaster Recovery

DEO – State of Florida Department of Economic Opportunity

School District – Hendry County School District

General Overview

Introduction
On September 10, 2017, Hurricane Irma made landfall on Cudjoe Key in Monroe County as a

Category 4 storm. Irma then turned northward, making a second landfall near Marco Island and

progressed northward through the center of the state. Hurricane Irma had a significant impact

on the housing supply, creating an increased demand for new construction and home repair

activities, with additional impacts on commercial construction and repair activities. The

increased demand for construction activities following Hurricane Irma has created or increased

the supply gap in many construction occupations. Unmet needs assessments for employment

show a long-term supply gap for skilled workers in several construction trades. By addressing

the unmet needs in the construction trades, Florida can provide a new labor force to support

the increased demands for post-disaster construction, as well as support Floridians looking for

new employment in the post-disaster economy.

The impacts of Hurricane Irma continue to pose significant challenges for residents of Hendry

County and the surrounding area. Hurricane Irma caused significant losses in the agricultural

sector, which led to layoffs in Hendry County and southwestern Florida. The workforce program

will train local residents, including displaced agricultural workers, in construction skills.

Specifically, the School District will fund training and support services in industrial mechanics,

HVAC, and welding. This grant funding will be utilized over the course of the Fall 2020 through

Spring 2023 school semesters.

The unmet need for skilled labor is an opportunity for Hendry County, with the support of

Department of Economic Opportunity (DEO), to provide job training to assist residents looking

for work in the construction field as well as providing a new labor force to support the needs for

the Irma recovery effort.
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In addition to these construction trades, the Hendry County School District will provide GED and

ESOL courses as part of their support services, and to complement their job readiness offerings.

This will make residents and displaced local workers more prepared to enter the job market.

The Program
The School District will fund training and support services in diesel technician, HVAC, and

welding technician. The School District expects to serve a total of 114 beneficiaries of which at

least 51% will qualify as low- or moderate income.

The School District recognizes that supportive services are necessary for the long-term success

of a workforce development program. As the proposed workforce development program

intends to serve a predominantly low- and moderate-income population, the School District will

offer support services to ensure barriers to participation are removed and students are

provided with the resources necessary to successfully complete the training courses. The

Hendry County School District will incorporate transportation assistance, English to speakers of

other languages (ESOL), and GED classes to supplement the program.

The Hendry County School District: Workforce Recovery Training Program Policy & Procedure

Manual, which will be referred to as the Manual, is available to applicants, students, and the

general public on the School District website.

The School District will post updated versions of the Manual to the website. Manuals will be

marked by the date of approval and the version number. Each version will include a cover page

with a brief description of the changes and corresponding page numbers.

The School District will maintain an internal change log that will include the date of each change

and the content that was added, removed, or altered. The School District will also maintain all

iterations of the Manual. Only the most current version will be posted to the website to avoid

potential misinformation. However, the School District will be able to provide copies of earlier

versions upon request.

The School District will notify all staff of each update by e-mail and in relevant staff meetings

and trainings.

The School District will directly notify applicants and students if the updates involve eligibility or

compliance changes that have direct consequences for applicants and students. In these cases,

the School District will notify students via e-mail. If applicants or students do not have e-mail

accounts on file, the School District will notify them via mail to the home addresses on file. The

School District will request that applicants and students confirm receipt of these notices in

writing, either by e-mail or by mail. For changes that do not directly affect the applicants or
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students – e.g., file retention or procurement policy – the School District may notify the

applicants and students, but will not require them to confirm receipt.

Application Intake
Applicants are able to enroll in the program through the online portal administered by DEO,

which can be found at https://floridajobs.org/rebuildflorida/irma/workforce-recovery-training.

For walk-in applicants, computers will be available on-site during normal business hours to allow

access to the DEO online application portal.

The official WRTP application is the only application that will be required for program

participation. Any other application documents will be optional for the applicant. Enrollment

will only be open for 14 days after the start date of classes with the exception of approval by the

Workforce Development director for late enrollment. After the 14 day deadline, applicants may

pre-enroll for the next round of classes.

Applicants will be required to fill out an application that includes all required reportable

information such as income information, proof of identification, employment status, and

program choices. Students will also be required to sign a Program Requirements Agreement

that explains the required levels of satisfactory program participation to remain in the program

and also to receive either a Program Completion Certificate or a Program Participation

Certificate.

Students may begin the program prior to being approved for DEO funding, however, if costs are

incurred and the student is denied funding, Hendry County Workforce Development will cover

those costs. No invoices will be submitted to DEO for applications that have not yet been

approved.

DEO will share application information with the School District daily in order to allow for review

and eligibility determinations. The required paperwork through the DEO portal is as follows:

- General applicant information, including contact information, language preferences, and

date of birth

- Indication of interest in receiving training from Hendry County School District – Hendry

County

- Household information, including the name and income of household members

- Duplication of Benefits information

- Photo Identification (list of acceptable documents in Appendix A)

- Proof of Current Address (list of acceptable documents in Appendix A)

- Proof of Work Authorization (list of acceptable documents in Appendix A)
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- Documentation of other forms of assistance (list of acceptable documents in Appendix

A)

- Proof of income for all adult household members (list of acceptable documents in

Appendix A)

- Consent and Release of Personal Information Form (Appendix B)

- Fraud Acknowledgement Regarding False or Misleading Statements Certification

(Appendix C)

- If applicable: verification of Disability Form (list of acceptable documents in Appendix A)

- If applicable: Proof of status as a veteran or active duty spouse of dependent (list of

acceptable documents in Appendix A)

The applicant may register for an account with DEO to submit an application online. The

application is posted to the Florida DEO website for the Rebuild Florida Workforce Recovery

Training Program, accessible at:

https://floridajobs.org/rebuildflorida/irma/workforce-recovery-training

A step-by-step guide has been published by Florida DEO, entitled the “Application User Guide,”

which is also available at the aforementioned website.

Program Completion & Dropouts
Students must be marked as being proficient in a minimum of 70% of the skills covered in the course by

the instructor to receive a Certificate of Completion. A Certificate of Completion includes our

endorsement of the student for employment in the industry related to the course completed. Students

who don’t receive a Certification of Completion, but do remain in the program until the end will receive

a Certificate of Participation.  This certificate does not include our endorsement of the student for

employment in the industry related to the course attended in which the student did not achieve 70% or

more proficiency.

When a student drops out/withdraws from the program to enter the workforce in a job related to the

program that the student is leaving, an Entering Workforce Form will be completed and added to their

file.

No reimbursements will be issued to DEO for students who withdraw after applications have been

approved and costs have been incurred such as tools, study materials, software licenses, and other

program costs. However, in the case that future costs of the program that were to be paid out of the

program tuition could be avoided, those funds would be returned to DEO after the withdrawal has been

finalized.
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Dismissal from Program
Students being dismissed from our program for not compiling with our programs policies such as

excessive unexcused absences or repeated disruptive behavior will be called into a meeting with the

Workforce Director and Supervisor or Case Manager.  The student will be given the opportunity to share

their experience and will be presented with the reasons for their dismissal along with a dismissal letter.

A copy of the dismissal letter will be added to the student’s file. No reimbursements will be issued to

DEO for students who have been dismissed from the program and costs have been incurred such as

tools, study materials, software licenses, and other program costs. However, in the case that future costs

of the program that were to be paid out of the program tuition could be avoided, those funds would be

returned to DEO after the dismissal has been finalized.

Equity Access

The Hendry County School District has an Educational Equity Plan to ensure procedures are in place to

monitor equality of treatment within district activities and to report discrimination or harassment. The

district actively supports a policy on non-discrimination in all matters related to the actions and

interactions of personnel and students within the district, and interactions with the general public. The

system strives to provide an atmosphere that is conducive to equal opportunity and treatment of all

regardless of race, sex, national origin, genetic information, marital status, disability, age or religion.

Hendry County School District’s equity access plan as well as a current list of compliance officers can be

found at: https://www.hendryadultlearning.org/equity-access

Duplication of Benefits
This program will include a duplication of benefits (DOB) review. The requirements of the

Robert T. Stafford Disaster Relief and Emergency Assistance Act (Stafford Act), as amended,

prohibit any person, business concern, or other entity from receiving federal funds for any part

of such loss for which they have already received financial assistance under any other program,

private insurance, charitable assistance, or any other source. Therefore, the program will

confirm that these funds are for an additional service not already provided through our other

grant funding and over and above current services.

● Controls to prevent supplanting of funds, including dually-enrolled participants if

applicable;

⇒ The School District will review the DOB questions in the application and verify

the information and any proof provided. The School District will contact the

relevant agency or organization if potential DOB is suspected. The School will
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document this outreach in the applicant file in addition to any subsequent

follow-up conversations with the agency or organization.

● Processes to verify DOB information for participant applicants, including all information

reported on the application;

⇒ The School District will contact each agency and organization indicated on the

application to verify the details provided. The School District plans to initiate

conversations to establish data sharing agreements with FEMA, HUD, USDA and

SBA. If data-sharing agreements cannot be achieved, the School District will

request verification on a case-by-case basis for each applicant.

● Processes to assess whether additional assistance was received following the initial DOB

verification, including during program participation and following program exit.

⇒ The School District will include a final DOB check when a student reaches

program completion. Students will be required to affirm that they have not

received duplicative assistance during the duration of the program. At program

exit, students will also be required to affirm that they will disclose their

participation in this program in the future to providers of federally-funded

programs that they apply for.

⇒ If the student is considered for federal funds related to Hurricane Irma following

program exit, the individual will be responsible for disclosing participation in this

program to Hendry County School District. If Hendry County School District

discovers that there have been benefits awarded to the participant, after training

has been completed, the district will take action to recapture the amount of the

duplication. The School District plans to send a survey to students one year

following job placement that will include questions about duplication of benefits.

● Requirement to obtain a signed subrogation agreement from all participants before

benefits or services are provided;

⇒ To address any potential future duplication of benefit, applicants must enter into

a signed subrogation agreement to repay any assistance later received for the
same purpose as the CDBG-DR funds. The School District will require this
subrogation agreement be signed no later than the first day of class.

● Processes for recapturing funds if a DOB has occurred.

⇒ The School District will notify the legal department if any DOB has been

identified after the student has already received a substantial part of the of the

training. The legal department will assess whether the monetary value of the

9



Hendry County School District: Workforce Recovery Training Program Policy
& Procedure Manual

duplicative assistance reaches their threshold for pursuing legal action against

the student. A student is not considered a program beneficiary if disqualified on

the basis of duplication of benefits (although duplication of benefits doesn’t

necessarily disqualify applicants) regardless of whether the legal department

pursues recapture.

Documentation supporting the District’s DOB analysis will be readily available for the State and

HUD.

The School District will review all DOB information/documentation submitted as a part of the

program application to ensure other benefits are not duplicated or supplanted. This may include

benefits such as other state or federal funding/scholarships for participants in the WRTP

program.

Income Documentation, Verification, and Self-Certification

1. The process for verifying the income information submitted with each application is to reach out to

the source for confirmation via telephone, email, or in-person visit. Verification is then noted on the

application checklist that stays in the applicant’s file.

2. When additional documents or verification are needed a meeting with the applicant will be scheduled

to discuss what is needed. Once documents are obtained repeat step one of reaching out to the source.

3. When sufficient information is not available after multiple attempts have been made, applicants may

be provided with the WRTP Self-Attestation Form or the Zero Income Self-Attestation Form;

4. The published HUD income limits chart will be used to determine income status using the applicant’s

verified household income and size.  Income status is then noted on the application checklist that stays

in the applicant’s file.

Through the DEO application portal, applicants will be required to submit documentation to

verify their household income. This may come in the form of a W2, tax return, or other official

documentation described in Appendix A. Should the applicant be unable to provide required

income documentation, they may supply a self-certification verifying household income. This

self-certification will be the documentation of last resort, and is subject to verification by the

School District. Reported income will be checked against HUD’s latest income thresholds for low

income. The current LMI limits as of July 5, 2020 are found in DEO’s WRTP Hurricane Irma

guidelines found here:
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https://floridajobs.org/docs/default-source/office-of-disaster-recovery/hurricane-irma/workfor

ce-recovery-training-program/wrtp-guidelines-ver-1-4-11-21-2019.pdf?sfvrsn=f9667eb0_16

The WRTP Self-Attestation Form or Zero Income Self-Attestation Form must be verified by at

least one of the following methods:

● W-2s or 1099s associated with social security number;
● Verification of non-filing letter from the IRS;
● Request for Transcript of Tax Return (Form 4506-T);
● Documents from state or federal benefit agency that show zero income, such as

eligibility notices for food stamps or Medicaid;
● Termination letter from employer;
● Notice of severance pay on last paycheck stub; and/or
● If job loss due to company closure, a notification letter provided by previous employer.

Applicants who do not qualify as low- or moderate- income can still enroll in the program.

However, the School District will reassess its progress towards the 51% LMI target after each

course enrollment and may prioritize candidates who qualify as LMI over those who do not if

courses are at capacity.

Eligibility Determination
Applicants interested in enrolling in the program will be directed to complete an application and

undergo an eligibility determination process.

The School District intends to monitor income certifications to ensure at least 51% of total class

seats issued go to LMI persons in order to meet the national objective.

All applications will be reviewed with the following criteria in mind, as required by DEO:

Income: Annual income as reported under the Census long-form for the most recent available

decennial.

The Census definition includes:

(A) Wages, salaries, tips, commissions, etc.;

(B) Self-employment income from own nonfarm business, including proprietorships and

partnerships;

(C) Farm self-employment income;
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(D) Interest, dividends, net rental income, or income from estates or trusts;

(E) Social Security or railroad retirement;

(F) Supplemental Security Income, Aid to Families with Dependent Children, or other public

assistance or public welfare programs;

(G) Retirement, survivor, or disability pensions; and

(H) Any other sources of income received regularly, including Veterans' (VA) payments,

unemployment compensation, and alimony.

- Income: Participants are not required to be LMI, however, all income data will be

checked against HUD’s latest income limits and reported accordingly. The School District

will not allow more than 49% enrollment of non-LMI students by maintaining thresholds

for maximum number of non-LMI students per semester.

- Work Eligibility: All participants must be eligible to work in the United States.

- Identity: All participants must have provided documentation establishing proof of

identity.

- Age: All participants must be at least 18 years of age or older

Income status will be determined using the CPD Income Eligibility Calculator found at:

https://www.hudexchange.info/incomecalculator/. Results will be scanned to the applicant’s

file.

The School District maintains the responsibility to determine the eligibility of applicants to the

program. The School District will not refer applicants or applicant files to any outside party for

the purpose of issuing a final determination of the eligibility of an applicant. A determination of

eligibility will be made based on the submitted application materials against the criteria listed

above. If documentation is missing, the School District will follow-up with individual students to

try to complete the application with all required materials. If a participant cannot provide all

required application materials, they will not be eligible for scholarship funding through WRTP.

All interested, eligible, and qualified candidates will then apply directly to their choice from the

following programs: (1) diesel technician, (2) HVAC, and (3) welding technician.

The School District will maintain files on proof of residency, proof of identity, income

verification, and proof of program attendance for all applicants. Applicants will be notified of
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their eligibility determination via e-mail and USPS mail. For applicants admitted into the

program, the letter will include instructions on how to proceed. For applicants rejected by the

program, the letter will include the reason for the rejection and a description of the appeals

process, as further discussed in the Appeals section in this Manual.

A copy of the approval or rejection letter will be kept in the applicant file. In addition, the School

District will maintain a log of eligibility determinations that covers both approvals and

rejections. This log will also include the dates that the letters and e-mails were distributed.

The following individuals will have prioritization for eligibility: veterans, eligible spouses and

dependents of veterans in accordance with federal regulations, and LMI applicants.

Language Access
The School District will provide programs for English and Spanish-speaking students. The school

already employs bilingual teachers in these languages. Additionally, workforce training program

marketing materials will be available in English and Spanish to encourage enrollment. If a

student joins the program who speaks Haitian Creole, we will make accommodations for his or

her inclusion in their native language.

In the Florida DEO application, applicants are asked to specify whether English is the primary

language spoken. Applicants have the ability to indicate Spanish or Haitian Creole as

alternatives. In addition, applicants can specify another language not covered in these options.

The School District will use the information in these applications to assess language needs.

Follow-up conversations with the students may be necessary to determine the level of fluency

in English for applications in which English was not the primary language.

Depending on demand, the School District will consider offering parallel courses in English,

Spanish, or Haitian Creole. Alternatively, the School District may instead provide supplemental

support for those with limited English proficiency if the overall demand is low for alternate

languages. The School District will ensure that the coursework and instruction provided is

consistent regardless of the language in which the materials are produced.

If an applicant is admitted to the program and did not indicate a language need during the

application process, the School District will make an effort to accommodate the student. In

some cases, it may be in the best interest of the student to discuss the possibility of deferring

their enrollment to the next period for this accommodation to be made.
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Compliance Requirements

Eligible Activity
The program qualifies as a Public Services eligible activity, defined as:

Provision of public services (including labor, supplies, and materials) including but not limited to

those concerned with employment, crime prevention, child care, health, drug abuse, education,

fair housing counseling, energy conservation, welfare (but excluding the provision of income

payments identified under §570.207(b)(4)), homebuyer down payment assistance, or

recreational needs.

The School District will comply with all HUD regulations associated with this eligible activity.

Section 3
The School District will comply with reporting guidelines for Section 3 as discussed in the

Reports section to this Manual.

The School District and the County have already begun coordination related to the inclusion of

Section 3 provisions in Disaster Recovery contracts. Local contractors will be encouraged to pull

from the pool of workforce training graduates to meet Section 3 goals. These contractors will be

required to submit Section 3 reports which demonstrate the number of Section 3 hires made

during the reporting period. This would allow the School District to follow the placement rate

on recovery contracts.

The School District plans to place successful participants who complete the programs on a

Section 3 referral list used by contractors and agencies for housing rehab, new construction,

rental housing, public housing and infrastructure projects as they occur to fulfill Section 3 goals

of their contracts.

Excessive Force Policy
Hendry County School District hereby adopts an Excessive Force Policy that is in accordance

with the applicable State of Florida and Federal Regulations, i.e., Section 906 of Public Law

101-625, enacted as Section 104 of the Housing and Community Development Act of 1974, as

amended. Hendry County School District, as the subrecipient of Federal and/or State CDBG-DR

Funds, acknowledges its responsibility to and will adhere to the aforesaid State of Florida and

Federal Excessive Force Regulations. More particularly, our school district adopts and will

enforce a policy prohibiting the use of excessive force by law enforcement agencies within its

jurisdiction against any and all individuals engaged in non-violent civil rights demonstrations,

and is adopting and will enforce a policy of enforcing applicable state and local laws against
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physically barring entrance to or exit from a facility or location which is the subject of such

non-violent civil rights demonstration within the jurisdiction of HCSD.

National Objective: Low- and Moderate- Income

At least 51% of the students will benefit low- and moderate- income individuals. If the number
of applicants exceeds the spots available, the School District will prioritize applicants who are
LMI and veterans and eligible spouses and dependents, in accordance with federal regulations.

The School District will meet LMI requirements through targeted outreach, including promotion
of the program amongst local homeless service providers, public housing residents and the
Housing Authority, Community Development Corporations and Civic organizations.

Activities that benefit households whose total annual gross income does not exceed 80% of
Area Median Income AMI, adjusted for family size. Income eligibility will be determined and
verified in accordance with HUD guidance. The most current income limits, published annually
by HUD, will be used to verify the income eligibility of each household applying for assistance at
the time assistance is provided.

● Extremely low: Household’s annual income is up to 30% of the area median family
income, as determined by HUD, adjusted for family size.

● Very Low: Household’s annual income is between 31% and 50% of the area median
family income, as determined by HUD, adjusted for family size.

● Low: Household’s annual income is between 51% and 80% of the area median family
income, as determined by HUD, adjusted for family size.

The program will meet the LMI national objective utilizing the LMI limited clientele category.
Services provided under this category serve a specific clientele, rather than providing service to
all persons in a geographic area. The program will meet the LMI limited clientele category by
serving LMI individuals as determined by family size and income. At least 51% of individuals
served must meet LMI requirements based on total household income and total household size
for the program to meet the LMI national objective.

The current HUD LMI limits are included in Appendix A of the WRTP Guidelines, accessible at

https://floridajobs.org/docs/default-source/office-of-disaster-recovery/hurricane-irma/workfor

ce-recovery-training-program/wrtp-guidelines-ver-1-4-11-21-2019.pdf?sfvrsn=f9667eb0_16.
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Outreach

The School District will partner with homeless service providers, public housing residents and
the Housing Authority, Community Development Corporations and Civic organizations.

Additionally, the School District has included in its budget a provision for a full-time case
manager and outreach coordinator to ensure there is a coordinated effort and participation
targets are met.

Marketing will be conducted through widely available media outlets and tasks may include:

• Advertisement in local media outlets, including newspapers and broadcast media, that
provide unique access for persons who are considered members of a protected class
under the Fair Housing Act.

• Including flyers in partner government agency offices, community centers, and
coordination with public and/or non-profit organizations and advocacy groups

• Use of social media when appropriate
• Marketing to persons of Limited English Proficiency
• Outreach to Public Housing residents and the Housing Authority

File Retention

The School District will maintain records in accordance with CDBG-DR grant requirements
specifically in accordance with 24 CFR 570.506, 24 CFR 570.490 and 2 CFR 300.333-337 and
assures files will include eligibility documentation, disaster tie-back, national objective and DOB
reviews. All files will be made available for monitoring and auditing.

These documents include but are not limited to the following:

• Completed Applications and supporting documents
• Data on number of participants entering program
• Data on number of participants completing the program
• Data related to the number of job placements made
• Cooperative agreements with transportation and childcare services providers
• Financial documents

For each applicant, School Board will maintain: the completed application, a copy of the
applicant’s photo identification, proof of address, proof of work authorization, documentation
of other forms of assistance, proof of income for household members, the Consent and Release
of Personal Information Form, and the Fraud Acknowledgement Regarding False or Misleading
Statements Certification. The file will include the disability verification or veteran status forms if
applicable. The file will also include the eligibility determination and a copy of the approval or
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rejection letter sent to the applicant and any subsequent appeal process. If the applicant is
accepted, the file will include documents related to his or her progress in the program, including
class attendance, teacher evaluations, and job placement.

The applicant file will be updated at each milestone. For example, the approval letter should be
added to the applicant file after it is prepared to be sent. As a student exits the program, the file
will be reviewed to ensure that it has been maintained to the standards described in this
section.

It is critical that the School Board maintain these files to ensure that applicants are properly
served and accounted for. These files will also enable the School Board to report to DEO in a
timely manner.

All files will be maintained in the shared drive that all members of program staff have access to.
If an external monitor or auditor needs to review these files, the staff will make a computer
available on-site with access to the files. If the external monitor or auditor works remotely, the
staff will arrange to either redact any personally-identifiable information prior to sharing the
information electronically or seek to utilize a secure alternate method. Members of the public
will not be allowed to access any records that include personally-identifiable information
pertaining to the applicants.

The School District will retain compliance records for five years from the date of an issued audit
report or from six state fiscal years after all reporting requirements are satisfied and final
payments received, whichever is longer. The School District will make audit working papers
available upon request for a period of six years from the date any audit report is issued, unless
this deadline is extended in writing by DEO.

The School Board will utilize the files to report on national objective and progress reporting. For
example, maintaining current files enables the School Board to quickly pull the number of
students served in a given quarter as well as any requested demographic information to report
to DEO.

Procurement

Policy 6320 describes the purchasing and contracting standards for the School District. This
policy is included as Appendix I of this Manual. In addition, the School District follows Policy
6325 for procurements that involve federal funds. This policy is included as Appendix G of this
Manual.

The School District will send any proposed contract templates and proposed amendments,
extensions, revisions or other changes to DEO for prior written approval. The School District will
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report to DEO whether any contractors or subcontractors are minority vendors as defined in
Section 288.730, F.S.

The School District will follow its internal purchasing policy, in compliance with procurement
standards in 2 C.F.R. 200.318-326. The School District requires that staff review procurements
for cost reasonableness in order to avoid unnecessary or duplicative purchases and to ensure
that costs are reasonable to the program. The School District will also comply with CDBG
regulations regarding debarred or suspended entities (24 C.F.R. 570.489). This will include
soliciting price quotations from an adequate number of sources for all procurements above
$10,000 to ensure cost reasonableness.

The School District does not anticipate awarding any contracts above the Simplified Acquisition
Threshold (currently $250,000), which would require a sealed bid/competitive proposal,
however should any contracts over the Simplified Acquisition Threshold be procured, the School
District will follow the requirements of 2 CFR 200 and will include the following terms and
conditions:

a) the period of performance or date of completion;
b) the performance requirements;
c) that the contractor is bound by the terms of the subrecipient agreement;
d) that the contractor is bound by all applicable State and Federal laws, rules, and

regulations;
e) that the contractor shall hold DEO and the School District harmless against all claims of

whatever nature arising out of the contractor’s performance of work under the
subrecipient agreement;

f) the obligation of the School District to document the contractor’s progress of work
performance in reports under the subrecipient agreement;

g) the requirements of 2 CFR Appendix II to Part 200 – Contract Provision for Non-Federal
Entity Contract Under Federal Awards. (This document is known as Attachment L in the
sub-recipient agreement).

Any contractor receiving an award of above $25,000 will be checked in the SAM.gov database.
No award over $25,000 will be given to contractors debarred from receiving federal contracts.

The School District has three policies pertaining to Conflict of Interest: Policy 1129 applies to the
administration (Appendix J), Policy 3129 applies to the instructional staff (Appendix K), and
Policy 4129 applies to the support staff (Appendix L).

Contract Administration
The School District has formal contract administration policies and procedures in place to ensure that

regulations 2 CFR 200.317-326 are being followed.
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The contract administration policies include these best practices:

● Utilizing contract templates for developing contract.

● Identifying a contract administrator for each contract executed.

● Implementing a process to ensure contractor abides by the terms of the contract

procedures.

● Implementing a deliverable review/approval process.

● Implementing a process for managing issues that may arise with the contractor.

Reports
The School District will submit a Monthly Progress Report to DEO within ten (10) calendar days

at the end of each month. This report will detail the grant funding approved versus funding

disbursed.

The School District will submit a Quarterly Progress Report to DEO before or by January 10th,

April 10th, July 10th, October 10th of each year. These reports will cover the progress made in the

prior quarter.

The report will:

- Include financial metrics that demonstrate the implementation costs to date with

projected spending.

- Include narrative of actions taken to comply with the requirements of Section 3 (e.g.,

records of notification/recruiting, participation in local events) and documentation of

impediments to reaching the target 30% participant goal.

- Include documentation of the number of complaints received, the nature of the

complaint, and that complaint was responded to within 15 days of receipt.

- Report on program services and performance and will include the following:

o Demographics (Race, Ethnicity, Age, Gender);

o Citizenship / work eligibility;

o Income level (Extremely Low, Very Low, Low, Moderate and Above);

o Female head of household;

o Individuals determined eligible to receive WRTP services;

o Enrollment in a training program;

o Type of training program;

o Occupation related to training;

o Activity start and end dates;

o Support services;
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o Training completion;

o Credential / certificate earned;

o Entered employment at completion (includes occupation, wages, employer); and

o Employment retention.

The School District will also provide any required or relevant supplemental information in the

quarterly reports as needed.

The School District will submit a Contract and Subcontract Activity form, Form HUD-2516, to the

DEO SERA reporting system by April 15 and October 15 of each year. The form will cover all

contractual activity for the period, including participation of Minority Business Enterprises and

Women Business Enterprises. If no activity has occurred, the form should still be submitted with

a response of “no activity.”

The Section 3 Summary Report, Form HUD-60002, will be submitted to DEO’s SERA reporting by

July 31st of each year.

The School District will comply with audit requirements, as specified in the subrecipient

agreement, which states that a single or program-specific audit must be conducted if $750,000

or more in federal awards are expended within a fiscal year.

Citizen Complaints

To file a complaint, send a letter to the following address:

Hendry County Schools
Clewiston Adult School
Attention: Joel Conner 
475 East Osceola Ave.
Clewiston, FL 33440

Complaints can also be hand-delivered to the administrative office at the above location.

The School District will maintain copies of all complaints, but can only respond directly if contact
information is included in the complaint.

The School District will address complaints within fifteen (15) business days of receipt and will

retain copies of complaint and responses. If a complaint cannot be responded to within that

time frame, the School Board will notify the complainant within fifteen business days of both

the delay and the reason for the delay.
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The School District maintains a log of any complaints received. This log includes the date of the

complaint, the date of the response, the name of the complainant, contact information of the

complainant, and a summary of the issue. The log is maintained in a folder with the copies of

the complaints and responses issued by the School District.

The complaint log is formatted as a spreadsheet. Each complaint is tracked as a line item with columns

for tracking the date of complaint, date of response, name and contact information of the complainant,

and description. The complaints will be categorized by topic. When a complaint is received, the School

Board will enter it as a new item in the log. The log will again be updated when the complaint is

responded to.

If the complainant is not satisfied by the School District’s determination, then the complainant
may file a written appeal by following the instructions issued in the letter of the response. If, at
the conclusion of the appeals process, the complainant has not been satisfied with the
response, a formal complaint may then be addressed directly to the DEO at:

Office of Disaster Recovery, Special Deputy of Appeals
Division of Community Development
Department of Economic Opportunity
107 East Madison Street
Caldwell Building, MSC-160
Tallahassee, FL  32399

Appeals may be filed only upon the deliverance of an adverse program decision regarding
eligibility, benefits, or closure of an application. Participants may not appeal program policy.
More information about filing an appeal is included in the Appeals section of this Manual.

Public Record Requests
If the School District receives a request for public records pertaining to this grant or program,

the School District will notify the DEO of the request via e-mail to

PRRequest@deo.myflorida.com within one business day of receipt.

Appeals

The School District will inform applicants whether they are successful in their enrollment
through an acceptance or rejection letter via both email and mail. If the applicant is rejected,
the basis for the rejection will be clearly stated. Appeals may only be filed upon the basis of an
adverse decision regarding eligibility, benefits, or closure of an application.

To file an appeal, contact Joel Conner by e-mail at connerjo@hendry-schools.net or by mail at:

21

mailto:PRRequest@deo.myflorida.com
mailto:connerjo@hendry-schools.net


Hendry County School District: Workforce Recovery Training Program Policy
& Procedure Manual

Hendry County Schools
Clewiston Adult School
Attention: Joel Conner 

475 East Osceola Ave.

Clewiston, FL 33440

In the case of a rejection, the applicant will have 15 calendar days from the date on the letter to
alert the School District that an appeal will be requested in writing. If the School District does
not receive a written request for an appeal, the file will be closed and a copy will be retained for
potential monitoring.

If the applicant requests an appeal, the applicant will have an additional 30 calendar days from
the date of the request to supply the School District with information that contests the reason
stated in the letter. Applicants who neglect to provide the required information to contest the
appeal or provide further insufficient evidence will be notified of the rejected appeal in writing
and the file will be closed and retained.

For example, Applicant A submitted an application to the program and claimed residence in
Hendry County. Applicant A declined to provide proof of residence, so Applicant A received a
rejection letter stating that proof of address was not provided. Applicant A would have 15
calendar days from the date issued on the letter to alert the administrative office that an appeal
is requested. From that date, the applicant would have another 30 calendar days to provide
proof of residence. Participants may not appeal program policy.

The School District will review the additional information collected as part of the appeal within

15 calendar days of receipt and issue a final determination. The School District may amend this

timeframe if the applicant provides specific reasoning for an extension. (For example, an

applicant may need extra time to renew an expired form of identification.)

The School District will evaluate whether the additional information provided by the document
adequately addresses the reason for the rejection previously provided. If the applicant has not
addressed the reasoning for the rejection, the School Board will issue a final rejection letter.
This final rejection letter will state the reason(s) for the first rejection letter, the information and
documents received, and an explanation of how the appeal did not respond to the reason(s).

The information from this section will be summarized in the rejection letter in the form of

instructions to the applicant.
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Monitoring

The administration will monitor the program through desk reviews and site visits. Every monitoring
will be documented with the following:

● Initiation letter that includes the scope of the monitoring, documents to be reviewed, and
duration

● List of documents reviewed
● Summary of issues identified and proposed remedies

The outcomes of a monitoring may be shared with DEO upon request. In general, the School District
does not intend to notify DEO of the content of each monitoring unless their technical assistance is
required to resolve identified issues. The School Board will notify DEO if any monitoring results in a
determination that impacts reporting or state and federal compliance.

For desk reviews, the monitor will assess the program performance. Potential monitoring paths
include the following: reviewing applicant files for consistency in eligibility documentation,
reviewing response times for application approvals and rejections, and reviewing class attendance
records and completion rates for students.

The monitors will consider best practices, such as monitoring for compliance for the approved

application scope and funding specifications, program guidelines, contract and agreement

requirements, and implementation schedule and milestones. For monitoring these topics, the

monitors will compare the programmatic documents and files against the relevant requirements as

well as conduct interviews if needed. For example, to monitor the implementation schedule, the

monitors will pull all projections that have been shared with the county and DEO and compare the

progress against those projections.

For site visits, the monitor will conduct a review in the field. For example, the monitor may choose
to review the HVAC program. The monitor selects three random dates from the school schedule
from one of the HVAC courses. The monitor then attends the HVAC class on those three randomly
selected dates with a copy of the student roster. The monitor will take attendance against the roster.
The monitor will audit the class to assess how it compares to the syllabus. The monitor will
document whether there are sufficient supplies available for each student. The monitor may also
interview students about their experience in the class.

The School District will track the progress and results of all monitoring reviews in a document that

shows the status of each monitoring as planned, active, or closed. The tracker will also indicate the

timeline for the monitoring as well as any flags that need to be addressed. For each monitoring, the

School District will maintain a file that contains the documents collected and reviewed, the initiation

letter, and the summary report and any follow-up correspondence.
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Equipment Purchases and Monitoring
The School District will purchase training modules as allowable under 24 CFR 570.207(b)(1)(iii)

for the exclusive use of the WRTP or subsequent eligible activities after the WRTP has ended.

Each of these items are necessary training materials and would be for the exclusive use of the

training program. As described below, all training items will be tracked to ensure their continued

use for training.

The School district will follow its purchasing policy in compliance with 2 CFR 200.318-326 for

any equipment purchases.

Any items purchased with CDBG-DR funds will be safeguarded against theft or misuse. Items will

be labeled as “Purchased for WRTP” or “Purchased with CDBG-DR” and a detailed inventory is

kept with information on location, funding source, purchase date, and condition. Annual

monitoring is conducted to ensure this property is in its correct place used for its intended

purpose. The school district’s existing property monitoring policy either complies with or

exceeds the requirements found out 2 CFR 200.313 and 24 CFR 85.32 for equipment purchased

with federal funds, which only require a physical inventory to be taken every two years.

All the items to be purchased for WRTP are for the exclusive purpose and use of the training

courses they support. As such, they will continue to support a CDBG-DR eligible activity

throughout their useful life, likely beyond the terms of the CDBG-DR funded subrecipient

agreement. The school district will maintain these items within the school, and exclusively for

the use of workforce training programs, which benefit the area’s LMI population. They will be

tracked and monitored throughout their useful life to ensure continued eligible use.

Quality Assurance & Quality Improvement
The program staff will maintain files on each applicant.

The program staff will track the customer experience, from initial application filing arrival to

service completion and departure, which may include survey and/or evaluations by participants

following completion of the program to inquire about their experience with teachers and staff,

whether they would recommend the program, and how the program can improve.

The School District will submit records and files DEO when requested for additional monitoring

and compliance checks.
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Financial Management
The School District will maintain records of expenditure funds from all sources. The School

District will be prepared to provide DEO with explanations and records that connect any and all

expenditures to the corresponding program budget. This includes 24 CFR 570.502 and 2 CFR

200.302 which state the Uniform Administrative Requirements, Cost Principles, and Audit

Requirements that are applicable for federal awards. This includes keeping all of the required

documentation during the agreement and no longer than 6 years after the termination of the

subrecipient agreement and the submission of performance and evaluation reports.

Access to asset, forms, confidential documents will be provided by CDBG-DR Workforce

Development Supervisor, Joel Conner in the form of scanned PDF’s in a secure shared digital

platform. The approval of all transactions will be performed by the Director of Hendry County

Schools Workforce Development, Kevin Lutkenhaus as needed. Accounting record entries will

be kept by the Hendry County Schools Workforce Development administrative assistant. The

invoices are then processed by the administrative assistant within the finance department,

Brenda Escobar. The Finance Department manages budgets for the School District, including

projections of the financial needs across programs.

The Director of Workforce Development and programmatic staff working within this division

report to the Deputy Superintendent for Teaching and Learning. In turn, the Deputy

Superintendent reports to the Superintendent. Separately, the Chief Financial Officer and staff

report to the Superintendent. This division of labor ensures the segregation of duties between

the programmatic staff and the finance staff. For a visual representation, please see the

organizational chart that is included as Appendix H of this Manual.

The financial management will include accurate and complete disclosure of financial results in

accordance with the reporting requirements set forth in 2CFR 200.328 which states the data

elements collected and the intervals of reporting must comply with the standards set by the

Executive Office of the President, Office of Management and Budget.

The School District will capture the following activities:

● Amount budgeted;
● Advances/reimbursements received to date;
● Program income & other miscellaneous receipts;
● Actual expenditure/disbursements;
● Current encumbrances/obligations; and
● Unpaid request for payments.
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The School District will comply with audit requirements, as specified in the subrecipient

agreement, which states that a single or program-specific audit must be conducted if $750,000

or more in federal awards are expended within a fiscal year. The Finance Department posts the

single audit report to their website at https://www.hendry-schools.org/Page/7713. The most

recent single audit report available is dated March 25, 2020, which covered the fiscal year

ending on June 30, 2019.

The auditors are expected to act in accordance with auditing standards generally accepted in

the United States of America; applicable standards contained in Government Auditing

Standards, issued by the Comptroller General of the United States; and Title 2 U.S. Code of

Federal Regulations Part 200, Uniform Administrative Requirements, Cost Principles, and Audit

Requirements for Federal Awards.

Purpose

Any grant received directly from the Federal Government or the State as a pass-through entity

must be expended in accordance with Federal Regulatory guidelines. If not, funds must be

returned; in the case of reimbursement grants, expended funds may not be reimbursed to cover

expenditures. To avoid these situations and resulting appropriation challenges, all grants are to

be documented at submission, not approval, by the [Superintendent/Grant Manager] via the

Accounting Office.

Setup of Grant

An implementation plan and budget is created which summarizes all technical information

related to the grant and submitted to DEO for approval. These documents will include the Grant

Title, grantor identified grant numbers, terms, amount to be federally funded, the School

District’s fund where the grant will be tracked, and Project ID used to track the grant.

Financial Administration

The Grant manager is responsible for the financial administration of the grant. To ensure proper

financial recording of grant revenues and expenditures, the Grant Manager will:

- Share necessary award documentation, such as the subrecipient agreement and budget, to

the District’s Finance Department.

- Ensure all grant revenues and expenditures are coded to the correct, project specific codes.
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- Assign budgets for grant revenues and expenditures and coordinate with the Finance

Department on any necessary budget adjustments.

Receipt of funds

All grant checks received by the School District should first pass through Accounting by way of

the Deputy Finance Director or appointed Grant Accountant prior to being deposited to ensure

that the funds are applied to the appropriate grant. Accounting will deposit the check when the

funds are properly classified.

HCSD’s Workforce Development Training Program grant operates on a reimbursement basis

only. Therefore, when the School District is being reimbursed for expenditures already incurred,

then the funds will be recorded as revenue when the expenditures are incurred. Accounting or

the Department should request reimbursement funds by whichever method is set forth in the

grant document.

Regulatory Reporting

Typically, quarterly reports must be issued to DEO, in addition to monthly expenditure

reporting. Accounting/Grant Manager should be aware of the deadline and should review an

financial data contained in the reports before they are submitted, with sufficient turnaround

time provided.

Project Accounting and Record Keeping

Adequate control of funds received to ensure compliance with federal and state regulations as

well as subrecipient conditions will be accomplished. Separate records must be maintained for

CDBG-DR projects to avoid commingling of project funds with other funds.

Obligation and Expenditure of Funds

All project funds must be obligated by the termination date of the project. Project funds legally

obligated by the termination date must be expended within the timeframe specified within the

subrecipient agreement.

Control of Grant Funds

The Grants Manager works with Accounting to ensure the District’s grant funds are controlled in

a manner will comply with the following guidelines:
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A. Payment requests of federal funds is limited to the amount already paid by the District

on behalf of the federal grant project.

B. Interest earned and expended is promptly recorded in the accounting records and

reported as program income.

C. Grant funds are expended by the end of the allowable period.

D. Quarterly and final financial reports are submitted timely

E. The Grant Manager will ensure that grant requirements are met and if necessary, will

request changes from DEO 60 days before the end of the award period.

Payroll

The Grant Manager is responsible for notifying HR of all personnel charging time to the grant.

Personnel assigned 100% to grant-related duties will sign a Full-Time certification, reviewed and

approved by the Grant Manager, and completed every 6 months. Any personnel sharing duties

with other projects will code their project specific hours in their timesheets, to be properly

allocated to each funding source.

Invoices

Invoices will be reviewed and approved by the Grant Manager and forwarded to the Finance

Department for payment.

Payment Requests

Payment requests will be issued monthly to DEO for only expenses that have already been

incurred and paid for by the school district. Reimbursement claims for payment requests will be

prepared by the Grant Manager/Finance Department, approved by Kevin Lutkenhaus, and sent

to DEO on a monthly basis by Joel Conner.

Payment requests will include all necessary backup documentation to demonstrate costs have

been incurred and paid for. This may include attendance records, vendor invoices, copies of

payment records (such as bank statement of check records).

Advance Payments and Program Income
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The School district does not anticipate requesting any advance payments from DEO, however,

should the need arise, any payment received as an advance payment will be placed in an

account that earns interest.

The Grant Manager will obtain from Accounting the amount of interest earned by deferred

federal grant revenues on a monthly basis and report the interest earned on the applicable

reports submitted quarterly to DEO.

Should interest be incurred, the Grant Manager will request permission from DEO to spend the

interest earned as part of the grant proceeds.

Revenues

Payments received from DEO should be directed to HCSD Accounting for processing. However, if

the Grant Manager receives a payment, it should be forwarded to the Finance Department with

reference to the grant ID.

Compliance

The Grant Manager is responsible with the School District’s compliance with all grant

requirements. A copy of all reports submitted to DEO should be forwarded to the Finance

Department prior to submission to DEO to ensure accuracy of accounting records. A final copy

of all reports should be sent to the Accounting/Finance Director for maintenance in grant files.

Detection of fraud, waste, and abuse
The School District is dedicated to the prevention of fraud, waste, and abuse. If program staff

becomes aware of potential fraud, waste, or abuse, the staff will review the allegations and

potentially alert law enforcement, depending on the type of allegations.

The School District encourages anyone with allegations of fraud, waste, or abuse to report it via

the online form at https://www.hendry-schools.org/domain/1674

Reports filed will remain anonymous. The District’s Chief Financial Officer, Ann Marie Ricardi,
reviews reports submitted via this form. There will be no record of who initiated the report.

Complaints may need to be further elevated to DEO’s Office of the Inspector General at

OIG@deo.myflorida.com or 1-855-456-0650 or HUD OIG Fraud Hotline at: (850) 245-7135 or

OIG@deo.myflorida.com.
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Managing fraud complaints

Investigations of alleged fraud or fraudulent activity shall be conducted in accordance with this

policy and the Hendry County School District's whistleblower policy and procedure (Policy 1211,

AP 1211, Policy 3211, AP 3211, Policy 4211, and AP 4211). Policy 1211 applies to staff in the

administration. Policy 3211 applies to instructional staff. Policy 4211 applies to support staff.

These policies are included in this Manual as Appendices D, E, and F. These policies specifically

describe the whistleblower protections for fraud, waste, and abuse reported by employees

within the School District. Individuals who are not employed in these titles are encouraged to

report fraud, waste, and abuse via the online form described in the previous section.

If the allegations of fraudulent misconduct involve a District employee, former employee,

applicants, or independent contractor, the Superintendent shall conduct a thorough

investigation. If the Superintendent determines that the allegations appear to involve criminal

misconduct, the matter shall be referred to the Sheriff’s Office.

If the allegation involves the Superintendent or a Board member, the allegation shall be referred

to the Board Attorney. If the Board Attorney determines that the allegations appear to involve

criminal misconduct, the matter shall be referred to the Sheriff’s Office. If the Board Attorney

determines that the allegations do not appear to involve criminal misconduct, the matter shall

be assigned by the Board Attorney to a third party, who is not an employee of the District, for

the purpose of conducting an investigation concerning the allegations. Upon the conclusion of

this investigation, the investigator shall forward the report to the Board Attorney. The Board

Attorney shall forward the report to the Board so that such action as is appropriate can be

taken.

Any investigation conducted pursuant to this policy shall be conducted without regard for the

length of service, position/title, or relationship of the individual who is alleged to have

committed or concealed fraud.

Schedule for administrator’s office
The School District will provide all services at Clewiston Adult School locations at 475 East

Osceola Avenue (Workforce Office), 601 W Pasedena Ave. (Diesel Tech, HVAC Programs), 1501
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Francisco St. (HVAC Program) in Clewiston, FL. The administrative office will be open from

Monday through Friday, excluding holidays recognized by the State of Florida. The office hours

will span 7:30 a.m. to 4 p.m. for each day that the office is open.

The School District will allow for extended hours as needed. Hours and closures will be posted

on the door of the office and available on the public website.
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Appendix A
Application Document Checklist provided by Florida DEO at :

https://floridajobs.org/rebuildflorida/irma/workforce-recovery-training
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Appendix B
Consent and Release of Personal Information Form Provided by Florida DEO

Available in Spanish and Haitian Creole on the Florida DEO Website:

https://floridajobs.org/rebuildflorida/irma/workforce-recovery-training
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Appendix C
Fraud Acknowledgement Regarding False or Misleading Statements Certification Provided by

Florida DEO - Available in Spanish and Haitian Creole on the Florida DEO Website:

https://floridajobs.org/rebuildflorida/irma/workforce-recovery-training
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Appendix D
Hendry County School District Policy 1211
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Appendix E
Hendry County School District Policy 3211
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Appendix F
Hendry County School District Policy 4211
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Appendix G
Hendry County School District Policy 6325
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Appendix H
Hendry County School District Organizational Chart as of July 1, 2019
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Appendix I
Hendry County School District Policy 6320
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Appendix J
Hendry County School District Policy 1129
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Appendix K
Hendry County School District Policy 3129
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Appendix L
Hendry County School District Policy 4129
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