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Authority

The Board adopts the procedures and policies contalned in the Policy Manual as a governance toal for the Board and as a resource for district administrators and employees, students,
parents/guardians, residents and community members. [1][2][3]

The Board Policy Manual shall be published and maintained on the district’s publicly accessible website.

The Board Policy Manual shall be considered a public record. A copy of the Policy Manual shall be avasable In the administration office during regular office hours.[4][5]
Oslegation of Responsibility
The
{-}-Boarg-Secretary
{X} Superintendant or designee
shall maintain an orderly plan for the promulgation of policies to students, parents/guardians and staff who are affected by them and shall provide easy accessibility to an up-to-date Pollcy Manual,
The
{3-Board-Sacratary
{X} Superintendent or designee
shall be responsible to review existing policy In light of Board actions and revislons to state and federal statutes and regulations, and to recommend to the
{x} Board
{3-Board Policy-Commitien
{3-Buperiniendent
the changes necessary to maintain a current and compliant Board Pollcy Manual.[3]
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Thte Personal Necessity Leave

Number 336
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Adopted September 19, 2016

Last Reviewed September 19, 2016

Authority

This policy shall provide for absences for defined personal necessity leave by administrative, professional and classified employees,

The Board has the authority to specify reasonable conditions under which personal necessity leave may be granted, the type of situations In which such leave will be permitted, and the total number
of days that may be used by an employee in any school year for such leave.[1][2]

Guidelines
Personal Leaye

Personal leave days with pay shail be granted to district employees in accordance with applicable provisions of the administrative compensation plan, individual contract, collective bargaining
Q or Board resolution

¥ n Vi

Bereavement leave with pay shall be granted to district employees in accordance with law, applicable provisions of the administrative compensation plan, individual contract, collective bargaining
ag or Board lutl

Last Modified by Michele Bloch on September 23, 2016
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Burngsa

It shall be the policy of the Board to optimize (t5 return on funds avaiable for Investment through investment of cash balances in such a way as to minimize non-invested balances and to maximize
return on Investments ¢ 1t with the fallowing principles:

Legality - All investments sha'l be made In accordance with applicable laws of Pennsylvania.

Safety - Preservation of principal shall be of highest priority. Preservation of principal In the portfoio of investments shall be ensured by diversification and other means of minimizing credit
risk, including avoldance of concentration of credit risk, market risk and Interest rate risk, and by thoroughly investigating and reviewlng the performance of all investment providers and
professlonals.

Liquidity - Investments shall remain sufficiently iquid to meet all operating requirements that are reasonably anticipated. A fiscal year operations anticipated cash flow shall be developed so
that investments can be made as early as possible, with maturities consistent with anticipated ¢ash demands.

Yield - Investments shall be made with the objective of attaining a market-average rate of return throughout the budgetary and economic cycles, taking into account investment risk
constraints and liquidity needs.

Authority

The Investment Officer designated by the Board shall implement the schoo! district’s investment program In accordance with this policy, applicable laws and the annual investment plan approved by
the Board.[11[ 2} 31{41[5][6]

Befinitions

Act 10 P igaibla Invest ts - Any type of Investment permitted under Act 10 of March 25, 2016, (53 PS5, Sec. 5406, 5410.1) that is not among the types of investments permitted under
Section 440.1 of the Public School Coda of 1949, Act of March 10, 1949, (P.L. 30, No. 14) as last amended by the Act of Juna 30, 1955, (PL. 220, Na. 268) [11[51[8]

School Code Permissible Investments - Any Investment permitted under Section 440.1 of the Public School Code of 1949, Act of March 10, 1949, {PL. 30, No. 14) as last amended by the Act
of June 30, 1995, (PL. 220, No. 26).[1]

Short-term - Any period thirteen {(13) months or less.
Long-term ~ Any period exceeding forty-eight (48) months.
Mid-range - Any period between short-term and long-term,

Bankers® acceptances - Bankers' acceptances ganerally are created based on a letter of credit Issued In a foreign trade transaction, Bankers' acteptances are short-term, non-interest-bearing
notes sold at a discount and redeemed by the accepting banks at maturity for face value.

Collateral - Securtty pledged by a finandal institution to a governmental entity for its deposit.

Commercial paper - An unsecured promissory note Issued primarily by corporations for a specific amount and maturing on a spacific day. The maximum maturity for commerzial paper |5 270
days, but mast Is sold with maturities of up to thirty {30) days. Almost all commerclal paper Is rated as to credit risk by rating services,

Concentration of cradit risk - The risk of loss attributed to the magnitude of a government's investment in a single Issuer, pool, Institution, or instrument,

Counterparty - Another party to a transaction. [n the case of deposits and Investments made by governmental entities, a counterparty could be the Issuer of a security, a financial institution
holding a deposit, a broker-deater selling securities, or a third party holding securities or collateral,

Cradit risk - The risk that a counterparty to an investment transaction wlill not fulfill Its obligations. Overall credit risk can be associated with the issuer of a security, with a financlal institution
holding deposits, or with a party holding securities or collateral. Cradit risk exposure can be affectad by a concentration of deposits or investments In any one (1) investment type or with any one
{1) counterparty.

Custodial cradit risk - The custodial credit risk for degasits is the risk that, In the event of the failure of a depository flnanclal institution, a government will not be able to recover depasits or wid
not be able to recover collateral securities that are In the passession of an outside party. The custodial credit risk for investments |$ the dsk that, In the event of the fallure of the counterparty to a
transaction, a government wlill not be able to recover the value of investment or collateral securities that are in the possession of an outside party.

Forelgn currency risk - The risk that changes In exchange rates will adversely affect the fair value of an investment or a deposit. Investments depending on substantial cverseas activities or
markets may present related foreign currency risk,

Interast rate risk - The risk that changes in interest rates will adversely affect the falr value of an investment.

Issuer - The entity that has the authority to distribute a security or other Investment, A bond issuer I$ the entity that is legally obligated to make principal and Interest payments to bond holders.
In the case of mutual funds, external Investment pools, and other pooled investments, issuer refers to the entity invested In, not the in company-r ger or pool $ponsor,

Invastment plan - The school district's specifically enumerated investment strategy approved annuatly by the Board.

Local G t In t Pool (LGIP) = An Investment trust or pool orpanized by groups of political subdivisions er municlpal authorities pursuant to Section 521 of the Public School Code
of 1949, or pursuant to the Intergovemmental Cooperation Law, 53 Pa, C.5.A. Sec. 2301 et seq., for the purpose of investing funds of such politica!l subdivisions or municipal authaorities for their
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Pennsylvania Local Govermment Investment Trust (PLGIT), and for purposes of this policy, the PA INVEST program operated by the Pennsylvania Treasury Departmant.[7][8]

Market risk - Tha risk that the market value of an investment, collateral protecting a deposit, or securities underlylng a repurchase agreement will decline. Market risk Is affected by the Iéngth to
maturity of a security, the need to liquidate a security before maturity, the extent that collateral exceeds the amount invested, and the frequency at which the amount of collateral is adjusted for
changing market values.

Repurchase agreament -

a. An agreement in which a governmental entity (buyer-lender) transfers cash to a broker-dealer or financial Institution (seller-borrower); the broker-dealer or financial institution transfers
securitles to the entity and promises to repay the cash plus interest in exchange for the same securitles

b. A generic term for an agreement in which a governmental entity (buyer-lendar) transfers cash to a broker-dealer or financtal institution {seller-barrower); the broker-dealer or financtal
Institution transfers securities to the entity and promises to repay tha cash plus Interest in exchange for the same securities {as in deflnition (a} above) or for different securities.

Shares of an investment company - For purposes of School Code Permissible [nvestments, shares of an investment company registered under the Investment Company Act of 1940 (54 Stat.
789, 15 U.5.C. Sec. 80a-1 et seq.), nnd whose shares are registered under the Securities Act of 1933 {48 Stat. 74, 15 U.5.C. Sec. 772 et seq.} and which satisfles the further conditions set forth in
Section 440.1 of the School Code, subsection {b), clause (v).[1][2]1[10]

Welghted average maturity = A weighted average maturity measure expresses investment ttme horizons=the time when investments beceme due and payable—In years or months, welghted to
reflect the dollar size of Individual investments within an Investment type.

Delepation of Responsibllity

The Board shall designate an Investment Cfficer, who shall implement the school district’s Investment program in accordance with this poticy, related procedures, appiicable laws and the annual
investment plan approved by the Board.[1]

The Investment Officar shall prepare, for approval of the Board, an annual investment plan for all general and segregated/designated funds of the district (|.e., general, capital reserve, band, etc.},
including bond proceeds, taking Into account the anticipated liquidity needs of each fund.

The plan may provide for moneys from more than one {1) fund under schoo! district control for the purchase of any single investment, provided that each of the funds combined for the purpose
shall be accounted for separately In all respects and that the eamings from the investment are separately and Individually computed and recorded, and credited to the accounts from which the
investment was purchased.
The plan shall not encompass the Investment of any student activity or class-related funds separately managed pursuant to School Code Section 511.[111{12]
The annual investment plan shall be submitted to the Boand for review and approval

{-}during-the-meonth-of ———o—ouws—o-—

{Fne-iater-than-thirty-{(38)-days-after-adeptionaithe-annual-budges:

{X} no later than sixty (60} days after adoption of the annual budget.

The Investment Officer shall report
{--monthiy
{X} quarterly
to the Board the following:[13(13]
1, Amount of funds invested.
2, Interest earned and received to date.
3. Types and amounts of each investment and the Interast rate on each.
4. Names of the institutions where investments are placed.
S. The means by which any deposits exceading insurance limits are collateralized.
6. {X} Other Information required by the Board.

This report may, but is not required to, Include the information regarding depository balances, earnings and transactions required by the School Code to be reported to the Board monthly as set
forth in Policy 608 [14]£15]

The Board directs the Superintendent and [nvestment Oificer to develop, for approval by the Board as an appendix to this policy, specific due diligence and risk mitigation measures for:

1. Evaluating and mitigating the risks assoclated with each investment;

2. Investigating, selecting and evaluating the performance of Investment advisors and investment professionals;

3. Specifying standards for audits of investment transactions; and

4, Determining the gualifications, tralning, standards and disciasures required for district employees performing functions refating to the district's investment program.

Guidelines
Investmants permitted by this policy are those defined in law and enumerated in this policy that are appropriate'y coitateralized in accordance with this policy and applicable laws [1]
School Code Permissible Investments

1. United States Treasury bills.

2, Short-term obligations of the United States Government or its agenctes or instrumentalities.

2. Deposits in savings accounts or time deposits or share accounts of Institutions Insured by the Federal Deposit Insurance Corporation (FDIC) or the Federal Savings and Loan Insurance
Cerporation (FSLIC) or the National Credit Unlon Share [nsurance Fund (NCUSIF) to the extent that such accounts are 5o Insured, and, for any amounts above the (nsured maximum, provided
that approved collateral as provided by law therefore shall be pledged by the depository.

4, Obligations of the United States of America or any of its agencies or instrumentalities backed by the full faith and credit of the United States of America, the Commanwealth of Pennsylvania or
any of Its agencies or instrumentalities backed by the full faith and credit of the Commonwealth, or of any poitical subdivision of the Commonwealth of Pennsylvania or any of Its agencies or

instrumentallties backed by the full faith and credit of the political subdivision.

5. Shares of an investment company registered under the Investment Company Act of 1940 (54 Stat. 789, 15 U.5.C. Sec. 80a-1 et seq.), whose shares are registered under the Securities Act of
1933 (48 Stat. 74, 15 U 5.C. Sec. 77a et seq.). Provided, that the following are met:[16]1

a. The only investments of that company are (n the authorized investments for school district funds listed in Items 1 through 4 above and repurchase agreements fully collateralized by such
investments

b. The investment company ts managed so as to malntain its shares at a constant net asset value in accordance with 17 CFR Sec, 270 22-7 (relating to money markst funds).

c. The investment company is rated in the highest category by a natlonally recognized statistical rating organization.
6. Local Government Investment Pools (LGIPs) as defined in this policy.

7. Repurchase agreements with respect to U,5. Treasury bils or obligations, participations or other instruments of or guaranteed by the U.S. or any federal agency, Instrumentality or U.S.
povernmeant-sponsored

Act 10 Permissible Investments

1. Obligations, participations or other Instruments of any federal agency, instrumentality or U.S. government-sponsared enterprise if the debt obligations are rated at least "A” or Its equivalent by
at least two {2) nationally recognized statistical ratings organizations.

2. Commercial paper issued by corporations or other business antities organized in accordance with federal or state law, with a maturity not to exceed 270 days, If the issuing corporation or
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3. Bills of exchange or time drafts drawn on and accepted by a commercial bank, otherwise known as bankers’ acceptances, if the bankers’ acceptances do not exceed 180 days maturity and the
accepting bank is rated In the top short-term category by at least two (2) nationally recognized statistical ratings organizations

4, Negotiable certificates of deposit or other evidences of depasit, with a remalning maturity of three (3) years or less, issued by a nationally or state-chartered bank, a federal or state savings
and |oan association or a state-licensed branch of a forelgn bank.

a. For obligations with a maturity of one (1) year or |ess, the debt obligations of the issuing Institution or its parent must be rated In the top short-term rating category by at least twe (2}
naticnally recognized statistical ratings organizations

b, For obligations with a maturity In excess of one (1) year, the senior debt obigations of the issuing institution or (ks parent must be rated at least “A” or it$ equivalent by at 'east two (2)
nationally recognized statistical ratings arganizations.

§. Shares of an Investment company registered under the Investment Company Act of 1940 (54 Stat. 789, 15 U.5.C. Sec. B0a-1et seq.) whose shares are registered under the Securities Act of
1933 (48 Stat. 74, 15 U.S.C. Sec, 77a ¢t 5¢q.), if a3l of the following conditions are met:

&, The investments of the company are the authorized investments under 53 P.5. §5410.1, subsection (a) (Act 10, Sectlon 1 1(a))

b. The in company |s managed In accordance with 17 CFR Sec, 270.2a-7 {relating to money market funds).
<. The investment company |s rated in the highest category by a nationally recognized rating agency.
Management of investments and Collateral

All secyrities or other Investments in which the schoe! district invests or that cofateralize school district investments shall be managed as provided In this pa¥icy and in the school disttict’s
investment plan annually approved by the Board.[1]

The plan shall require that securities purchased as Investments be purchased In the name of the schoo distrct and held In custody for the benefit of the school district as provided in the investment
plan and authorized custodian agreements. The plan may make exceptions to such requirements for investmants In LGIPs as dafined in this palicy, or for the purchase of shares of an investment
company as defined in this policy.

If, after purchase, the rating of any Instrument Is reduced and no longer in compliance with Board policy, the individual responsible for district investments shail

f-}-advice the Board-atthe 4 i $-cvieh-action-and-raak dati for-altar I to,
Fo-atine-aarvest-app Y-oF-SHCN-actan-and: OF-aH g

{X} replace the investment Immediately upon receipt of notice of the rating change and notify the 8oard of the rating change, action taken and replacement investment.
The foregoing rating change related requirement(s) do(es) not apply to investments in LGIPs as defined in this palicy.
For purpases of interest rate disclosure In the annual financial report, the meathod of determining (nterest rate risk shall be based on welghted average maturity.
Eoreign Currency. and Related Risk

District funds shall not be invested in foreign currency. To the extent other permissible investments are axposed to related foreign currency risk, they shall be disclosed a3 required by GASE
Statement 40

Bond Procesds

Invastment of bond proceeds shall be managed and reported to the Board in accordance with the Local Government Unit Debt Act, this policy, and applicable federal and state laws.[17]

When district cash |5 deposited in any savings account, time deposit, share account or other authorized depasitory account other than a Local Government Investment Pool {LGIP), if the cash
balance excesds FDIC insurance limits, district funds shall be collatera’ized in one or mare of the following ways:[1][13]

1. An Irrevocable Letter of Credit (LOC) issusd by 2 Federal Home Loan Bank (FHLB).
2. Tri-Party Collateral in the name of the school district consisting of the following underlying securittas only:
a. U.5, Treasury Securitles.

b. Obligations, participations or other instruments of any federal agency, instrumentality or U.5, government-sponsored enterprise If the debt obligations are rated at least A~ or its
equlvalent by at least two {(2) naticnally recognized statistical ratings organizations.

3. Assats pledged as collateral in accordance with the act of August 6, 1971, (P.L. 281, N&.72), 72 P.S. Sec. 3836-1 et seq, (relating to pledges of assets to secure deposits of public funds,
whether or not pooled) {13}

1t shall be the responsibllity of the Investment Officer to verify with the depository the value of the collateral Instrument(s) based on the instrument being “marked to market.” This valuation shall
oocur at least monthly.

Following & review of valuation, the [nvestment Officer may request an additional review by the district’s investment advisors or financlal consultant, and shall require additional collateral if the
existing collateral has declined In value and exposes the district to potential loss of principal. The status of the valuation review and any additional collateral shall be induded in the periodic reports
to the Board regarding the tnvestment program.

Reporting Requirement for Local Government Investment Pools (LGIPs)

Local Gavernment Investment Pools (LGIPs) pool the resources of participating government, entities and Invest in various securities as permitted under state law, so that participating governments
can benefit from economles of scale, professional fund management and other advantages.

Recognizing that LGIPs invest directly in permissible securities on behalf of the participating government entities, which In turmn have proportional ownership rights in thase securities, district
investments In a LGIP shall not be subject to the colateral requirements of this policy, provided that the LGIP:

1. Makes avallable to participants dally and monthly statemeants, and other information from which the status of the Investments can be verified, and

2. Provides an audited annual financial report to each participating government entlty.
Further Risk Mitjgagon for act 10 Permissible Investments
Recognlizing that Act 10 of 2016 expanded the range of permissible Investments to include investmants with the potential to expose the school district to elevated levels of cradit risk and other
Investment risks, the Board directs that any investment plan or Investment recommendations propased by the Investment Officer take into account, implement and hightight the following factors
and precautlons with respact to Act 10 Permissible Investments:

1. It cannot be assumed that negotiable certificates of deposit are coliateralized.

1. A significantly more thorough level of due diligence |5 required.

3, Any tnvestment In the fourth category of Act 10 Permissible Investments listed above (negettable certificates of deposit or other evidences of deposit) must have 3 maturity not exceeding one
{1) year in duration

{tegal Note Regarding Negotiable Certificates of Deposit or Other Evid of Deposit: At least one schog! attorney knowledgeable In financial matters has raised the questions of
whether these Investments now permitted by Act 10 constitute a type of deposit subject to the collateral requirement of Section 440.1 of the School Code applicable to other CDs, and whether
the Section 440.1 collateral requirement extends to the nagotiable COs or other evidences of deposit permitted by Act 10. Because negotiable certificates of deposit or such other evidences
generally are not collateraiized, that in tum ralses the question of whether school districts can lawfully invest In negotiable certificates of deposit notwithstanding Act 10. Consultation with the
district solicitor Is strongly recommended prior to Including such investments in the district’s investment plan or portfolio.)

4, In addition to verification of rating by a nationally recognized statistical rating organization and other due diligence requl ts, the ir igation of Act 10 Permissible Investments shall
Include ensuring that there is an Independent credit review (a qualified financial services organization with an active and recegnized credit analysis team is also manitoring the issuer, in
addition to the nationally recognized | rating organi 1(s)).

5. Act 10 Permissible [nvestments shall be limited to no more than ten percent (10%) of district funds available for investment, excluding bond proceeds and refunding escrow batances
Audit
The Ecard directs that all investment records be subject to annual audit by the district’s independent auditors.[18]



The audit shall Include but not be limited to Independent verification of amounts and records of a!! transactions, as deemed necessary by the independent auditors
Conflict of Interest Avoldance ang Disclosure

The [nvestment Officer and any other district employee performing functions related to the investment program shall disclose in writing to the Board any matertal conflict of interest or matenial
potential conflict of interest which exists because of personal relationships or personal business activity between the Investmeant Officer or other employees and any depositery institution, broker,
dealer, investment advisor, or other Investment provider or professional serving the district. The Investment Officer or other employees shall refraln from any personal business activity that coutd
Impalr abllity to make Impartial decisions in managing the annual investment plan.[19]

All depositary Institutions, repurchase agreerment providers, brokers, and Investment advisors and managers shall disclose in writing to the district: (1) any fees or other compensation pald to or
raceived from a third party with respect to any district lnvestment; and {2} any ownership of or by a parent corporation which owns any other depository institution, broker, dealer, investment
advisor, or ather Investment provider or professional which does business with the district.

All Investment advisors shall verify in writing that they have recelved and reviewed a copy of this Board policy and agree to comply with this policy and all applicable laws related to school district
Investments,

PSBA Revision 5/16 @ 2016 P5BA
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Section 600 Finances
Title Purchases Budgeted
Number 611
Status Second Reading
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Authority

it is the paolicy of the Board that when funds are available ail purchases contemplated within the current budget and not subject to bid shall be made in a manner that ensures the best interests of
the district [11[2]

Deleantion of Resooasibility
All purchases that are within budgetary 'mits, and orioinal y contained within the budget, may be made upan authorization of the Purchasing Agent, Business Manager, Board Secretary,

and/or Superintendent, uni the h is required to be bid under state [aw, for-more-than$19:408; In which case prior approval by the Board |s required.
[31M11[2] Hote: Current state bid Is for more than $1 9,400 as of January 2017, This amount changes (increased annually by law).

All purchase order requests must be referred to the Purchasing Agent, who shall check whether the proposed purchase is subject to bld or quate, whether sufficient funds exist in the budget;
and whether the material might be avaitable eisawhere in the district [11[11(2]

Last Modified by Michele Bioch on January 11, 2017
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Tithe Purchases Not Budgeted

Number 612

Status Second Reading
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Last Reviewed January §, 2017

Bumpose

The laws of the state and the Interests of the community require fiscal responstbitity by the Board in the operation of the school district. Appropriate fiscal contro's shall be adopted to ensure that
public funds are not disbursed in amounts in excess of the appropriations provided t3 the district.

Authority

The amount of funds in any estimate by the district, at or before the time of levying the school taxes, which is set apart or appropriated to any particular ltem of expenditures, shall not be used for
any other purpose, or transferred, except by Board resolution receiving the affirmative vote of twa-thirds of the members.[2]

Work shall not be hired to be performaed, materials shall not be purchased, and contracts shall not be made by the Board that will cause the sums appropriated to specific purpases 'n the budgat
to be exceeded.[2]

When funds are not available for a proposed appropriation, a legal transfer from ane class of axpenditure to another may be made by tha Board in the last nine (9) months of the fiscal year if it is
apparent that the necessary surplus funds do exIst in ancther appropriation, the procedures specified in the School Code are fallowed, and It can ba demonstrated that the proposed expenditure
would be educationally warranted In the current fiscal year [11[2)[3]1[4]

Gulde]inps

In the event of emergency, which exists whenever the time required for the Board to act In accordance with regular procedures wou'd endanger life or property or threaten continuance of existing
school chasses, a purchase order may be authorized by the Superintendent.[S]

When budgeted funds are allocated on a bullding basls, the total amount budgetad may not be exceeded without prior approval.

&Any expenditures in excess of appropriation made in conformance with this policy shall be reported to the Board at the next meeting, with a recommendation of funds to be transferred to cover said
purchase

Last Modified by Michele Bloch on January 11, 2017
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Sectian 600 Finances

Title Cooperative Purchasing

Number 613

Status Second Reading
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Authority

The Board recognizes the advantages of centralized purchasing. Therefore, the Board encourages the administration to seek the benefits and savings that may accrue through joint agreements with
other political subdivisions and cther cooperative purchasing organizations as permitted by law for the purchase of supplies, equipment or services.

Dslegation of Responsibility

The Board autherizes the Business Manager to negotiate appropriate cooperative purchase agresments as permitted by law. with-other-politicel-subdivisions-in-eccordance with-iaw-and-Board
petiey:

Guidalines

Cooperative purchases require an agreement approved by the Board and the participating contracting bady(s). All such agreements must conform to relevant provisions of the School Code.[51

Last Modified by Michele Bloch on }snuary 11, 2017
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Title Payroll Authorization
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Status Sacond Reading
Legal 1. Pol, 202

2. Pol. 204
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4. Pol. 306
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6. Pol. 328

7. Pol. 330
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Last Reviewed January 9, 2017

Authority

Employment of all permanent, temporary and part-time district personne! must be approved by the Board. The Board shall authorize payment of salaries to employees. Actions by the Board to

employ stalf on a contractual basls may Include the name of the Individual, position title, salary, period of employment, position classification, method of payment and budget category to which the
wages are to be charged [1][2)[3){4][5](6]

Actions by the Board to employ temporary or part-time personnel may shall include the name of the Individual, position title, rate of pay, position classification, the maximum number of hours or
days an employee may work, school or vocation assignment and budget category to which wages are to be charged

The minutes of Board meetings shall record all actions with regard to hirtng, resignation, retirement—death or discharge of all employees,-er-nenretention-of-a-temporary professional-employee
Each action shall inciude the name of the employee or employee number, date upon which salary ar wages will begin or terminate as applicable, and position-fermeriy-hetd

Guidelines

Daily sign-in and sign-out procedures adequate to mest wage and hour requlremants and Board policy may be required of all employees.

Salary or wages may be withheid for unapproved time off, in accordance with established pt d , by tha Supert dent.

Overtime can be scheduled and paid only when authartzed in advance by the Superintendant.[7]

The payroll shall be certified by the Business Manager

Last Modifed by Michele Bloch on January 11, 2017
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Section 600 Finances
Titke Payroll Deductions
Number 615

Status Second Reading
Legal .34 PG 513
Last Reviewed Jenuary 5, 2017
Eurpose

The Board may, at its discretion, act on behalf of Individual employees to deduct a certain amount from the emplayee's paycheck and to remit an equal amount to an agent designated by the
employee, It is the intent of this policy to designate those purposes not otherwise mandated by law for which the Board is wiiting to act on behalf of the amployee,

Authority

No deduction may be made from the wages of an employee except for federal or state Income tax, PA unemployment, county tax, municipal or school taxes, social security and School Employees'
Retirement Fund without proper authorization by the employee.

The Board shall permit deductions from an employee’s paycheck upon proper authorization on the appropriate district form for the foliowing purposes, as eligible:[1]
1. Tax sheltered annuity.

2. Bonds

3. Association Dues.

4. United Way, or other organization(s) sponsored by the district,
5. Insurance premiums.

. Purchasing back service time.

7. Dental riders

8 Items required under labor agreements
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Burposs
It is the Board's Intent to direct prompt payment of bills but at the same time to ensure that due care has been taken in the review of district bilis
Authorjty

Each bill or obligation of this districk must be fully itemized, verifled and approved by the Board before a ¢check ¢an be drawn for Its payment, excapt that the Board Secretary is permitted to draw
payment orders for: [1][21[3]

1. The prompt payment of lterns that will accrue to the district's advantage [4][1]
2. Progress payments to contractors specfied In a contract approved by the Board
3. Orders to cover approved payrolls and agency account deposits.

4. Utility bllls in months the Board does not meet.
DRelagation of Responsibility

It shall be the responsibliity of the Business Manager or designea upon receipt of an Invoice to verify that the purchase Invoice is in order, goods were received in acceptable condition or services
were satisfactorily rendered, funds are avallable to cover the payment, the Board had budgeted for the item, and Invoice 5 for the amount contracted

Should the Involce vary from the acknowledged purchase order, the Business Manager or designee shall document on the invoice the reason for such variance,

Should funds not be available in the account to which a proposed purchase will be charged, the Business Manager or designes shall determing the overage and request the Board make a legal
transfer to cover It [21(51[5][7]

All claims for payment shall be submitted to the Board and recorded n the minutes of the Board meeting

The list of bilis shall Include for each:
1, Check number.

2. Chack date.
3. Vendor,
4. Amount of remittance

5. Reason for remittance.

Upon approval of an order, the Treasurer shall prepare a check for payment and cancel the commitment placed against the appropriate account.|
All checks approved by the Board shall be signed by the President-Beard-Saeretaryy and Treasurer [41[81[1]

The Vice-President may sign for the President.[3]

All hand-written checks shall be pre-approved by the Superintendent or designee.

Guidelings

Signatures of the President, Wice-President; and Treasurer and-Board-Secretary may be engraved on a signature plate or stamp.[10]

No check shall be made out to cash.

In the evant the quality of any ordered goods or $ervices shall not meet specified standards, the Superintendent may reject the present order, and reserve the right to vold any further
transactions with that particular business.

Sales Tax

The district is exempt from sales tax on the purchase of tangible, personal property or services that are sold or used by the district, The district shall control use of Its sales tax exemption number
issued by the Department of Revenue, In compliance with established regutations. The d ber shall be used only when buying property or services for district use.

The district shall obtain a sales tax license number for school organizations who purchase items to be resold [11]1[13]([14]

In gorder to monitor these activities, the Business Manager shall develop procedures to assure coordination and accumuiation of Information and proper reporting and remittance to the Department
of Revenue
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Burpose
Petty cash funds may be used for designated purpeses but shal be subject to adequate controls and safeguards.
Authority
The Board authorizes the establishment of petty cash funds under the control of designated employees tn district buildings.
Delegation of Responsibility

Each responsible amployee shall ensure that petty cash funds are spent only for destgnated purposes.[1]

The person responsible for each petty cash fund shall prepare a-montiMy-total an annual repart of the disbursement of petty cash funds.

Last Modified by Michele Bloch on January 1t, 2017
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Burpnss

The Board Is responsible for adopting and enfarcing reasonable policy and rules regarding the management, supervision, contro! ang prohibltion of student activitles, including ralsing and disbursing
funds,

Dafinition

For purpases of this policy, student activity funds shall indlude the funds of Soard-approved student groups. Student activity funds shall be raised by students and sxpended for purposes related
to the activity, with student participation in the decision-making process regarding these areas

Authority

Student activity funds are not part of district funds but must be approved by the Board. The Board adopts this policy to ensure proper supervision of student activity funds under the district's
responsibility.[1]

Qelegation of Responsibility
The Superintendent or designee is responsible lor developing administrative regulations governing student activity funds

The building principal is responsible for working with students and advisors, implementing polictes and procedures, and maintaining fiscal records. The principet Student Activity Funds Treasurer
shall serve as custodian of the funds and shall countersign all checks drawn upon them—The-priscipal and shall be bonded.[2]

Activity advisors are responsible for working with students in assigned activities and ensuring compliance with policy and administrative r Inti by the student organization.

The organization's student-treasurer Student Actlvity Funds Treasurer and faculty advisor are responsible for maintaining records of all funds collected and disbursed and submitting required reparts
to the Board.

Guidelines
Each student activity covered by this policy rmust be recognized and budgeted by the student organization before funds can be collected or disbursed in the name of the group
All student activities shall be on a self-sustaining basls, except for situations approved by the Board.

Funds of any student body organization may be deposited or Invested in banks whose actounts are insured by FDIC or investment certificates or withdrawable shares in state-chartered savings and
loan associatlons deing business In-state and insured by FOIC or FSLIC. [3][42

All funds collected by student organizations shall be depasited In a student activities fund in a bank designated by the Board. No school-sponsored student organization is permitted to establish an
account separate from the student activities fund.[11(5)

Funds collected shall be turned in to the custedian of the fund before the end of each schoo! day, and they shail be safeguarded unti! deposited as soon as passible,

Records shall be rmaintalned of the recelpt and disbursement of all funds in designated accounts, according to the bylaws of the activity approved by the Board.[1]

Disbursements from such funds shall be made only by check upon the request of the authonized advisor and the approval of the fund custodian. Disbursements shall be supported by Invoices or
verified documentation. All checks shall ba signed by two{2} three {3) individuals authorized to approve such disbursements. Current signatures are Board President, Board Secretary and Student
Activity Funds Treasurer

All purchases of materials or suppies by any organization, ¢lub, $oclety or group, or by any schog! or class shall be made by the purchaser in accordance with the requirements of law.[1][61

All funds shall be of an exchange nature, and large balances should not be permitted to accumulate. Money should nat be raised or collected unless there Is a definite purpase for daing so.

All funds accumulated In the name of a specific organization must be closed out annually, and any restdual funds shal! revert to the same group for the following schoo! year [1]

A financial report of the condition of each student activity fund shall be submitted to the Board monthly [1]

The student activity fund shal be audited annually during the district's established audit [7)

Graduating Classes

All graduating classes, after paymaent of all financial cbligations and prior to graduation, shall make a commitment for distribution of the funds remalning in the class account to
school activitias of the clags's choosing, such as a ior gift or scholarship fund.

Funds may not be disbursed or set aslde for future obligations, such as class reunions.

Funds left unused or uncommitted for one (1) year or more after graduation sha!l be distributed equally by the fund dian to all remaining accounts and reported to the Board,
allecation of Interest Income
Interest shall be allocated by the fund custodlan not less than annually on a prorated basis.

The fund custodian shall notify each activity advisor of account adjustment(s) due to allocated interested income.
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