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Authority

Employment of all permanent, temporary and part-time district personnel must be approved by

the Board. The Board shall authorize payment of salaries to employees. Actions by the Board to

employ staff on a contractual basis 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][4]1[5]1[6]1[71(8]1[9]

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

The minutes of Board meetings shall record all actions with regard to resignation, retirement,
death or discharge of all employees, or nonretention of a temporary professional employee. Each
action shall include the name of the employee, date upon which salary or wages will terminate,
and position formerly held.

Guideli

Daily sign-in and sign-out procedures adequate to meet wage and hour requirements and Board
policy are required of all employees,

Salary or wages may be withheld for unapproved time off, in accordance with established
procedures, by the Superintendent,

Overtime can be scheduled and paid only when authorized in advance by the immediate
supervisor.[3]

The payroll shall be certified by the Business Manager or designee.
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Purpose

The Board is responsible for adopting and enforcing reasonable policy and rules regarding the
management, supervision, control and prohibition of student activities, including raising and
disbursing funds.

finitio

For purposes of this policy, student activity funds shall include the funds of Board-approved
student groups. Student activity funds shall be raised by students and expended 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]

Delegation of Responsibility

The Superintendent or designee is responsible for developing administrative regulations
governing student activity funds.

The building principat is responsible for working with students and advisors, implementing
policies and procedures, and maintaining fiscal records. The principal shall serve as custodian of
the funds and shall countersign all checks drawn upon them. The principal shall be bonded.[2]

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

The organization's student treasurer and faculty advisor are responsible for maintaining records
of all funds collected and disbursed and submitting required reports to the Board.

Guideli



Each student activity covered by this policy must 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 basis, except for situations approved by the
Board.

Funds of any student body organization may be deposited or invested in banks whose accounts
are insured by FDIC or investment certificates or withdrawable shares in state-chartered savings
and loan associations doing business in-state and insured by FDIC or FSLIC.{31[4]

All funds collected by student organizations shall be deposited 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.[1][5]

Funds collected shall be turned in to the custodian of the fund before the end of each school day,
and they shall be safeguarded until deposited as soon as possible.

Records shall be maintained of the receipt 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 authorized
advisor and the approval of the fund custodian. Disbursements shall be supported by invoices or
verified documentation.

All checks shall be signed by two (2) individuals authorized to approve such disbursements.

All purchases of materials or supplies by any organization, club, society or group, or by any
school or class shall be made by the purchaser in accordance with the requirements of law.[1][6)

All funds shail be of an exchange nature, and large balances should not be permitted to
accumulate. Money should not be raised or collected unless there is a definite purpose for doing
S0,

All funds accumulated in the name of a specific organization must be closed out annually, and
any residual funds shall revert to the same group for the following school year.[1]

A financial report of the condition of each student activity fund shall be submitted to the Board at
least quarterly.[1]

The student activity fund shall be audited annuaily during the district's established audit.[7]
Graduating_Classes

All graduating classes, after payment of all financiat obligations and prior to graduation, shall
make a commitment for distribution of the funds remaining in the class account to school
activities of the class's choosing, such as a senior gift or scholarship fund.

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

Legal 1. 24 P.S. 511
2. Pol. 811
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Purpose

As a local taxing authority, the Board recognizes the school district's responsibility to comply with
the requirements of applicable law.[1]

Definition

Eligible taxes shall be defined as all non-real estate taxes, including per capita; occupation,
occupation assessment and occupation privilege; income and net profits; business gross
receipts; privilege; amusements or admissions; and any other tax authorized by the Local Tax
Enabling Law.[21[6]

Authority

The Board shall adopt a Local Taxpayer Bill of Rights that includes the following components in
simple and nontechnical terms:[3]
1. Taxpayer rights and the district's obligation during an audit or administrative review of the
taxpayer's books or records.

2. Administrative and judicial procedures for a taxpayer to appeal or seek review of any
adverse tax decision.

3. Procedures for filing and processing refund claims and taxpayer complaints.

4. Enforcement procedures,
The Board shall ensure that taxpayers are notified about the district's L.ocal Taxpayer Bill of
Rights any time they are contacted regarding assessment, audit, determination, review and
collection of any tax other than property taxes. [3]

Delegation of Responsibility

It shall be the responsibility of the Superintendent, Business Manager, and/or other designated
school district employee to develop procedures to implement this policy which shall include:
1. Preparation and dissemination of the required notice of availability of the Local Taxpayer
Bill of Rights.



2. Preparation of a Local Taxpayer Bill of Rights.
3. Preparation of a procedure for the district to request information from a taxpayer.
4. Establishment of an administrative appeals process.

5. Development of the form, content, process and deadlines for taxpayers to file a tax appeal
petition.

6. Formulation of rules of practice and procedure for hearings.
The district shall respond to taxpayer requests for the Local Taxpayer Bill of Rights by making
copies available at the district offices or mailing at district expense.[3]

Guidelines

Information obtained by the school district as a result of an audit, return, report, investigation,
hearing or verification shall be confidential. If a violation of confidentiality is committed by an
officer or employee of the Board, s/he shall be subject to fines and dismissal from office or
discharge from employment.[4]

Appeals Process

The district establishes the following as the choices for an administrative process to receive and
make determinations on petitions from taxpayers relating to assessment, determination or
refund of an eligible tax:[5]
1. Review or hearing and decision by a local tax appeals board appointed by the Board,
consisting of three (3) to seven (7) members, including joint local tax appeal boards with
other political subdivisions.

2. Review and decision by the Board in executive session.

3. Hearing and decision by a hearing officer appointed by the Board, which shall determine
the qualifications and compensation of the appointee.

4. Administrative review or appeal process currently in effect in the district that meets the
requirements of applicable law.

Legal 1. 53 Pa. C.S.A, 8401 et seq
2. 53 Pa. C.S.A. 8422
3. 53 Pa. C.S.A. 8423
4. 53 Pa. C.S.A, 8437
5.53 Pa. C.S.A. 8430
6. 53 P.S. 6924.101 et seq



Book Policy Manual

Section 600 Finances

Titte GASB Statement 34
Code 622

Status Draft

Adopted August 12, 2013
Purpose

The Board recognizes the need to implement the required accounting and financiatl reporting
standards stipulated by the Pennsylvanta Department of Education.

The primary objectives of implementing the GASB Statement 34 are to assure compliance with
state requirements, and properly account for both the financial and economic resources of the
district.

Authority

Participation of the school district in any such activity shall be in accordance with Board policy.[1]

2]
Delegation of Responsibility

The responsibility to coordinate the compilation and preparation of all information necessary to
implement this policy is delegated to the Business Manager.

The designated individual shall be responsible for implementing the necessary procedures to
establish and maintain a fixed asset inventory, including depreciation schedules. Depreciation
shall be computed on a straight-line basis over the useful lives of the assets, using an averaging
convention. Normal maintenance and repairs shall be charged to expense as incurred; major
renewals and betterments that materially extend the life or increase the value of the asset shall
be capitalized. A schedule of accumulated depreciation shall be consistent from year to year. The
basis for depreciation, including groups of assets and useful lives, shall be in writing and
submitted for review to the Board.

The Business Manager shall prepare the required Management Discussion and Analysis (MD&A).
The MD&A shall be in the form required by GASB Statement 34 and shall be submitted to the
Board for approval, prior to publication.

Prior to submission of the MD&A for Board approval, the district's independent auditors shall
review the MD&A, in accordance with SAS No. 52, "Required Supplementary Information".

Guidelines



In order to associate debt with acquired assets and to avoid net asset deficits, any asset that has
been acquired with debt proceeds shall be capitalized, regardless of the cost of the asset. The
asset life of these assets shall be considered relative to the time of the respective debt
amortizations.

For all other assets not acquired by debt proceeds, the dollar value of any single item for
inclusion in the fixed assets accounts shall be not less than $4,000.

The capitalization threshold shall be set at a level that will capture at least eighty percent (80%)
of all fixed assets.

The assets listed below do not normally individually meet capitalization threshold criteria:
1. Library books.

2. Classroom texts.
3. Computer equipment.

4, Classroom furniture.
These asset category costs shall be capitalized and depreciated as groups when that group's
acquisition cost exceeds the capitalization threshold in any given fiscal year.

For group asset depreciation purposes, the estimated useful life of the group may be based on
the weighted average or simple average of the useful life of individual items, or on an
assessment of the life of the group as a whole. Periodically, the district shall review the estimated
life of groups of assets and adjust the remaining depreciation life of the group.

Assets that fall below the capitalization threshold for GASB 34 reporting purposes may still be
significant for insurance, warranty service, and obsolescence/replacement policy tracking
purposes. The district may record and maintain these non-GASB 34 asset inventories in
subsidiary ledgers.

Legal 1. 24 P.S. 218
2. 24 PS. 613



