Action Items  08/25/2008
· Approve Memorandum of Understanding – Accounting Assistant

MEMORANDUM OF UNDERSTANDING
2007-2009

Re:
Salary and benefits of Liz Bruzek - Accounting Assistant

I.
Working Hours:


The workweek for this position will consist of 40 hours excluding a duty free lunch period of 30 minutes daily.

 II.
Holidays:

1.
There will be 11 paid Holidays as follows:



New Years Eve Day
1 day



New Years Day
1 day



President's Day
1 day



Good Friday
1 day



Memorial Day
1 day



Independence Day
1 day



Labor Day
1 day



Thanksgiving 
2 days



Christmas Eve Day
1 day



Christmas Day
1 day



When a holiday falls on Saturday or Sunday, that day shall not be considered a holiday for the employees of the district and the holiday will be observed on a day established by the School District.  The school district reserves the right to schedule work on any of the above-named holidays as long as a different day is established to be observed as a replacement holiday.
III.
Vacations:

The employee shall accrue twenty-five (25) days vacation annually. Vacation must be used within twelve months after the contract year in which it was earned. 

IV.
Sick Leave:


1.
The employee will be allowed 12 days of sick leave per year for 12 month 
employees.  Unused sick leave may accumulate to a maximum of 140 days.


2.
Sick leave pay shall be approved only upon submission of a signed request with allowed sick leave deducted from the accrued sick leave days earned.

3. Sick leave with pay shall be allowed whenever an employee’s absence is found to have been due to illness and/or disability which prevented their attendance and performance of duties on that day or days.

4. Unused sick leave over 90 days may be traded for vacation at a ratio of 5-1. If the employee has reached the cap on July 1 of a contract year and less than 2 days sick leave are used during the contract year, then up to three (3) days of sick leave may be traded for pay in the last pay period of the contract year.

5. Five (5) days of sick leave per year, non-accumulative, shall be allowed for the illness of an employee's spouse or adult child.
V.
Bereavement Leave
The employee may be granted bereavement leave of up to five (5) days with pay for a death in the employee's immediate family.  The immediate family shall include spouse, parent, child, sibling, aunt/uncle, niece/nephew, grandparents, grandchildren and in-laws.
VI.
Group Insurance
1. Group coverage health and accident insurance.  Single and Family health insurance is available for purchase at the employees expense.  The purchase option extends beyond the employee’s date of retirement until he/she qualifies for Medicare.
2. Term life insurance: $50,000 Life and $50,000 Accidental Death and Dismemberment Insurance will be provided.  The School District shall pay the full premium.
An employee is eligible for school district contribution as provided in this section as long as the employee is employed by the school district.  Upon termination of employment, all district contribution shall cease.
3. Dental Insurance

The School District shall contribute up to the sum of $878.00 annually toward the premium of dental insurance.  Any additional cost of the premium shall be borne by the employee and paid by payroll deduction.

4. Long Term Disability Insurance
The School District shall provide, at the employee’s cost, a long term disability insurance plan for the confidential employees, providing a benefit of two-thirds of the confidential employees regular monthly compensation, with a waiting period of not more than 60 calendar days after the date of disability.  The annual premium shall not exceed .0053 per dollar salary.
VII.
Other Conditions:

1.
The school board shall provide memberships in the appropriate state and national associations.  They may provide time and school district fund to attend the appropriate local, state and national meetings and workshops of their associations and of other agencies or groups.

1. If the employee is required to serve on jury duty, she shall receive the difference between the regular rate of pay and jury duty pay, except for any mileage received.
2. For an employee in this position who has completed at least 10 years of service to the district, the school district will contribute up to $500 per year matching to the employee’s deferred compensation.  For an employee in this position who has completed at least 15 years of service to the district, the school district will contribute up to $1000 per year matching to the employee’s deferred compensation.
3. If the employee has completed at least 25 years of service to the District, the District, upon acceptance of the employee’s resignation due to retirement, shall contribute 50% of the employee’s accrued, unused sick leave to a maximum of $10,000 into the Post Retirement Health Care Savings Plan (MN.2001, Chapter 352.98).
VIII.
Salary Schedule:




2007-2008
2008-2009




$ 24.09 per hour                   $ 25.29 per hour

This memorandum will be effective July 1, 2007 to June 30, 2009.


________________________
                        ________________________


Employee

                        Chairperson


____________
                        ___________________


Date
                                                                          Date

· Approve Memorandum of Understanding – HR Assistant

MEMORANDUM OF UNDERSTANDING
2007-2009

Re:
Salary and benefits of Sandy Eaton - Human Resource Assistant 

I.
Working Hours / Work Year:

The workweek for this position will consist of 40 hours excluding a duty free lunch period of 30 minutes daily. Compensation and benefits for this position are based upon 12-month employment.

II.
Holidays:

There will be 11 paid Holidays as follows:



New Years Eve Day
1 day

New Years Day    
 1 day



President's Day
1 day

Good Friday

1 day



Memorial Day

1 day

Independence Day
1 day



Labor Day

1 day

Thanksgiving 

2 days



Christmas Eve Day
1 day

Christmas Day

1 day




When a holiday falls on Saturday or Sunday, that day shall not be considered a holiday for the employees of the district and the holiday will be observed on a day established by the School District.  The school district reserves the right to schedule work on any of the above-named holidays as long as a different day is established to be observed as a replacement holiday.
III.
Vacations:

The employee shall accrue twenty-five (25) days vacation annually. Vacation must be used within twelve months after the contract year in which it was earned. 

IV.
Sick Leave:

1.  The employee will be allowed 12 days of sick leave annually.  Unused sick leave may accumulate to a maximum of 90 days.  If the maximum credit is earned at the beginning of the contract year and no more than 3 days of sick leave are used during that contract year, then 3 days of sick leave may be turned in for pay at the end of the contract year.

2.  Two (2) days of sick leave per year, non-accumulative, shall be allowed for the illness of an employee's spouse, parent or adult child. 
V.
Bereavement Leave
The employee may be granted bereavement leave of up to five (5) days with pay for a death in the employee's immediate family.  The immediate family shall include spouse, parent, child, sibling, aunt/uncle, niece/nephew, grandparents, grandchildren and in-laws.
VI
Group Insurance
5. Group coverage health and accident insurance.  Single or Family health insurance is available for purchase at the employee’s expense as permitted by the insurance carrier.  The purchase option extends beyond the employee’s date of retirement as provided by Minnesota law.
6. Term life insurance: $50,000 Life and $50,000 Accidental Death and Dismemberment Insurance will be provided.  The School District shall pay the full premium.
An employee is eligible for school district contribution as provided in this section as long as the employee is employed by the school district and as permitted by the insurance carrier.  Upon termination of employment, all district contribution shall cease.
7. Long Term Disability Insurance
The employee will participate in and pay the cost of a long term disability insurance plan, providing a benefit of two-thirds of the confidential employee’s regular monthly compensation, with a waiting period of not more than 60 calendar days after the date of disability. 

VII.
Other Conditions:

1.
The school board shall provide memberships in the appropriate state and national associations as determined by the Superintendent or designee.  The board may provide time and school district funds to attend the appropriate local, state and national meetings and workshops of their associations and of other agencies or groups.

2. If the employee is required to serve on jury duty, she shall receive the difference between the regular rate of pay and jury duty pay, except for any mileage received.
3. For 2007-08, for an employee in this position who has completed at least 10 years of service to the district, the school district will contribute up to $500 per year matching to the employee’s deferred compensation.  For an employee in this position who has completed at least 15 years of service to the district, the school district will contribute up to $1000 per year matching to the employee’s deferred compensation.  For 2008-09, there shall be no district matching contribution to the employee’s deferred compensation.
4. If the employee has completed at least 25 years of service to the District, the District, upon acceptance of the employee’s resignation due to retirement, shall contribute 50% of the employee’s accrued, unused sick leave to a maximum of $10,000 into the Post Retirement Health Care Savings Plan (MN.2001, Chapter 352.98).
VIII.
Salary Schedule:




2007-2008
2008-2009




$ 22.22 per hour                  $ 23.73 per hour

This memorandum will be effective from July 1, 2007 to June 30, 2009.


________________________
                    ________________________


Employee

                    Chairperson


____________
                    ______________


Date
                                                                     Date

· Second reading  and approval of 

· 701  Establishment  and Adoption of School Budget
Policy 701

ESTABLISHMENT AND ADOPTION OF SCHOOL DISTRICT BUDGET
I.
PURPOSE
The purpose of this policy is to establish lines of authority and procedures for the establishment of the school district's revenue and expenditure budgets.
II.
GENERAL STATEMENT OF POLICY
It is the policy of this school district to establish its revenue and expenditure budgets in accordance with the applicable provisions of law.  Budget planning is an integral part of program planning so that the annual budget will effectively express and implement school board goals and the priorities of the school district.

III.
REQUIREMENT

A.
The superintendent or such other school official as designated by the superintendent or the school board shall each year prepare preliminary revenue and expenditure budgets for review by the school board or its designated committee or committees.  The preliminary budgets shall be accompanied by such written commentary as may be necessary for them to be clearly understood by the members of the school board and the public.  The school board shall review the projected revenues and expenditures for the school district for the next fiscal year and make such adjustments in the expenditure budget as necessary to carry out the education program within the revenues projected.


B.
The school board must initially allocate its general education and referendum revenue to each building in the school district where children who have generated the revenue are served.  This initial allocation shall be made in accordance with procedures specified by the Department of Education.


C.
The school board may, by resolution, adjust the initial allocation so as to expend revenue for any purpose.


D.
The school district must maintain separate accounts to identify revenues and expenditures for each building.

E. Prior to July 1 of each year, the school board shall approve and adopt its initial and reallocated revenue and expenditure budgets for the next school year.  The adopted expenditure budget document shall be considered the school board's expenditure authorization for that school year.  No funds may be expended for any purpose in any school year prior to the adoption of the budget document which authorizes that expenditure for that year, or prior to the adoption of an amendment to that budget document by the school board to authorize that expenditure for that year.

F The budget shall be prepared and presented to the School Board in conjunction with the continual improvement plan in the following order:

a. End of year financial report and preliminary audit report for previous year

b. Current year budget update

c. Enrollment projection

d. Revenue projection

e. 5 year financial plan which identifies:

i. revenue and expenditure projections

ii. unreserved fund balance

iii. reserved fund balances

iv. negotiations set-aside

v. operating levy revenue

f. Annual review of curriculum and instruction

i. Academic data from prior year 

ii. Prior year academic goals  

iii. Review this year’s academic goals and status report on action plan implementation

g. Review continual improvement data for areas other than academics.

h. Review mission, values and data collection plan for all areas. 

i. Set academic goals for next school year.

j. Set other goals for next school year.

k. Establish school board initiatives as needed.

l. 6 year capital revenue and expenditure plan

m. Federal and State grant revenue/expenditure plans

n. Food Service action plan and budget proposal.

o. Debt Service

p. Community Service action plan and budget proposal.

q. Student Activities action plan and budget proposal.

r. Establish building allocations.

s. Building action plans and budget proposals

G. All budget proposals are drafted through a program or site-based process with a recommendation brought for School Board consideration. The proposals shall be presented to the School Board by the administrator responsible for monitoring the budget proposed and the finance director.  Each presentation shall include:

a.  Supporting and dissenting opinions received as input and who provided input (i.e. staff, community members, parents, administrative colleagues).

b. Rational for the addition of any administrative positions (those positions who carry responsibility for supervision of staff and/or whose sole responsibility is the coordination and oversight of program delivery). The Rational shall show consideration for:

i. Comparative information from appropriate school districts.

ii. The need for the position with respect to a safe and orderly school environment and/or the enhancement of academic achievement.

iii. The status of direct classroom resources

1. Projected class sizes.

2. Supply budgets.

3. Availability of physical education, fine arts, elective and enrichment classes.

c.  Commentary and recommendation of the Superintendent.

H. The budget process shall begin no later than October 15 and the full budget document shall be presented to the School Board for consideration no later than April 30.  

I. An approved budget shall be presented to the School Board periodically according to the following schedule:

a. October budget revisions (current year budget)

b. February budget status

c. October year end and preliminary audit report (past year’s budget)

 The budget reports shall include previous year actual, original budget amount, revised budget amount, current revenue/expenditure status and per pupil calculation for total revenue and expenditure amounts and as calculated using UFARS program categories. 

Legal References:
Minn. Stat. §123B.77 (Accounting, Budgeting and Reporting Requirements)




Minn. Stat. §123B.10 (Publication of Financial Information)




Minn. Stat. § 126B.231 (Allocation of General Education Revenue)




Minn. Stat. § 275.065 (Truth in Taxation; Proposed Property Taxes; Notice)

Cross References:
MSBA Service Manual, Chapter 9, Public School Finance




MSBA/MASA Policy 701.1 (Modification of the School District Budget)




MSBA/MASA Policy 702 (Accounting)

Adopted:
10/23/95

Revised:
10/24/05

Reviewed:        8/25/08

· 701.1  Modification of School District Budget
Policy 701.1

MODIFICATION OF SCHOOL DISTRICT BUDGET
I.
PURPOSE
The purpose of this policy is to establish procedures for the modification of the school district's adopted revenue and expenditure budgets.
II.
GENERAL STATEMENT OF POLICY
It is the policy of this school district to modify its revenue and expenditure budgets in accordance with the applicable provisions of law.

III.
REQUIREMENT

A.
The school district's adopted expenditure budget shall be considered the school board's expenditure authorization for that school year.


B.
If revisions or modifications in the adopted expenditure budget are determined to be advisable by the administration, the superintendent shall recommend the proposed changes to the school board.  The proposed changes shall be accompanied by sufficient and appropriate background information on the revenue and policy issues involved to allow the school board to make an informed decision.  A school board member may also propose modifications on that board member's own motion, provided, however, the school board member is encouraged to review the proposed modifications with the superintendent prior to their being proposed so that the administration may prepare necessary background materials for the school board prior to its consideration of those proposed modifications.


C.
If sufficient funds are not included in the expenditure budget in a particular fund to allow the proposed expenditure, funds for this purpose may not be expended from that fund prior to the adoption of an amendment to the expenditure budget by the school board to authorize that expenditure for that school year.  An amended expenditure shall not exceed the projected revenues available for that purpose in that fund.   

D.
The school district's revenue budget shall be amended from time to time during a fiscal year to reflect updated or revised revenue estimates.  The superintendent shall make recommendations to the school board for appropriate revisions.  If necessary, the school board shall also make necessary revisions in the expenditure budget if it appears that expenditures would otherwise exceed revenues and fund balances in a fund.  The board shall approve a revised budget as per Policy 701.
Legal References:
Minn. Stat. § 123B.231 (Allocation of General Education Revenue)

Minn. Stat. §123B.77 (Accounting, Budgeting and Reporting Requirements)
Cross References:
MSBA Service Manual, Chapter 9, Public School Finance




MSBA/MASA Policy 701 (Establishment and Adoption of School District Budget)

Adopted:
05/08/00

Reviewed:
08/09/04

Revised:           8/25/08

· 702  Accounting
Policy 702

ACCOUNTING

I.
PURPOSE
The purpose of this policy is to adopt the Uniform Financial Accounting and Reporting Standards for Minnesota School Districts (UFARS) provided for in guidelines adopted by the Minnesota Department of Education.
II.
GENERAL STATEMENT OF POLICY
It is the policy of this school district to comply with the Uniform Financial Accounting and Reporting Standards for Minnesota School Districts (UFARS).

III.
MAINTENANCE OF BOOKS AND ACCOUNTS
The school district shall maintain its books and records and do its accounting in compliance with the Uniform Accounting and Reporting Standards for Minnesota School Districts (UFARS) provided for in the guidelines adopted by the Minnesota Department of Education, and in compliance with applicable state laws and rules relating to reporting of revenues and expenditures.

IV.
PERMANENT FUND TRANSFERS
Unless otherwise authorized pursuant to Minn. Stat. § 123B.80, as amended, or any other law, fund transfers shall be made in compliance with UFARS and permanent fund transfers shall only be made in compliance with Minn. Stat. §123B.79, as amended.

The school board shall provide for an annual audit of the books and records of the school district to assure compliance of its records with UFARS.  The school district shall also, on or before October 1 of each year, provide for the publication of the financial information specified in Minn. Stat. §123B.10.

Legal References:
Minn. Stat. § 121.904 (Revenue)




Minn. Stat. § 121.906 (Expenditures)




Minn. Stat. § 121.908 (Accounting, Budgeting and Reporting Requirements)




Minn. Stat. § 121.911 (Cash Flow, Revenues, Borrowing, Deficits)




Minn. Stat. § 121.912 (Permanent Fund Transfers)




Minn. Stat. § 121.9121 (Exceptions for Permanent Fund Transfers)




Minn. Stat. § 123.33 (School Board Powers)




Minn. Stat. § 123.34, Subd. 8 (Duties of School Board Clerk)


Minn. Stat. § 123.35 (School District Powers)



Minn. Stat. § 123.71 (Publication of Financial Information)

Cross References:
MSBA Model Policy 703 (Annual Audit)

MSBA Service Manual, Chapter 9, Public School Finance

ADOPTED:
10/23/95

REVISED:
05/31/01

REVISED:
08/09/04

Reviewed:       8/25/08

· 704  Development and Main Tenants of an Inventory
Policy 704

DEVELOPMENT AND MAINTENANCE OF AN INVENTORY

OF FIXED ASSETS AND A FIXED ASSET ACCOUNTING SYSTEM

I. PURPOSE
The purpose of this policy is to provide for the development and maintenance of an inventory of the fixed assets of the school district and the establishment and maintenance of a fixed asset accounting system.
II. GENERAL STATEMENT OF POLICY
It is the policy of this school district that a fixed asset accounting system and an inventory of fixed assets be developed and maintained.

III. DEVELOPMENT OF INVENTORY AND ACCOUNTING SYSTEM
A. The superintendent or such other school official as designated by the superintendent or the school board shall be responsible for the development and maintenance of an inventory of the fixed assets of the school district, and for the establishment and maintenance of a formal fixed asset accounting system.  The accounting system shall be operated in compliance with the applicable provisions of the uniform financial accounting and reporting standards (UFARS) for Minnesota school districts and follow compliance as outlined in Governmental Accounting Standard Board (GASB) 34..  In addition, the inventory shall specify the location of all continued abstracts showing the conveyance of the property to the school district; certificates of title showing title to the property in the school district;  title insurance policies; surveys; and other property records relating to the real property of the school district.

B. The superintendent, acting as the designated representative of the School Board, shall have the authority to dispose of surplus or unusable equipment.  Before equipment is disposed of, an itemized list of the equipment must be presented to the School Board for formal action designating the equipment as surplus property.  Surplus equipment that has a value shall be sold in accordance with Policy 802.  at a reasonable price.  Any surplus equipment remaining after such sale shall be offered and advertised on a bid process.  Any equipment remaining shall be disposed of appropriately, i.e., given away or discarded.

Proceeds from the sale of equipment must be deposited in the appropriate fund of the School District and receipts shall be issued in order to adequately record the disposition.

IV. REPORT
A. The administration shall maintain and update annually update the property records of the school district and provide maintain an inventory of the fixed assets of the school district. to the school board.  This inventory may be utilized to prepare the annual report to the Commissioner of Education required by Minn. Stat. §123.34, Subd. 8.

V. INSURANCE PROGRAM
A. The School Board shall maintain a comprehensive insurance program that will provide adequate coverage in the event of loss or damage of the school buildings and equipment.

B. A private appraisal agency may be retained upon the recommendation of the superintendent for inventory and appraisal value services to enable the School Board to maintain a comprehensive insurance program.

C. The School Board shall periodically review the District’s property/liability insurance program to determine if it’s program coverage is adequate.  Such review may be annually but must be reviewed every 48 months. or unless for any reason whatsoever, In the case of  a required or proposed increase of 50 percent or greater more change in a premium, the insurance coverage must be reviewed.

D. The superintendent may consult with an independent appraisal agency and the District’s insurance agent, shall review the data and make recommendations to the Board regarding the insurance program of concern.

Legal References:
Minn. Stat. § 123.33 (School Board Powers)




Minn. Stat. § 123.34, Subd. 8 (Duties of School Board Clerk)




Minn. Stat. § 123.35 (School District Powers)

Minn. Stat. § 123.36 (Schoolhouse and Sites; Access for non-curricular Purposes)

Cross References:
MSBA Model Policy 702 (Accounting)

MSBA Service Manual, Chapter 9, Public School Finance

Adopted:  
10/23/95

Reviewed:  
03/22/99

Reviewed:
04/24/00

Revised:
08/09/04

Revised:  
8/25/08
· 815  Sale of Autos from Auto-mechanics Program
POLICY 815

ESTABLISHMENT OF POLICY ON SALE OF AUTOS FROM AUTO MECHANICS PROGRAM

I. PURPOSE

The purpose of this policy is to establish guidelines and procedures for the donation, repair and sale of vehicles used in the New Prague Area Schools automobile  curriculum program (the program).

II. GENERAL STATEMENT OF POLICY

It is the policy of this school district to provide each student with a learning environment to stimulate and facilitate improvement and growth.  Training vehicles are an essential part of this process and are an important ingredient of the curriculum.

III. GUIDELINES

VEHICLE SERVICE
A. Repair procedures performed will be relevant and coincide with the program curriculum.

B. Vehicles serviced and worked on through the program are vehicles that belong to the student’s immediate family or are vehicles approved by the programs teacher.  New Prague Area Schools gives no warranty of service either expressed or implied on the repairs of such vehicles.

C. All costs of repair parts and supplies will be the responsibility of the designated party requesting the service.

IV. DONATED VEHICLES

A. All vehicle donations to the program will first be approved and accepted by the programs teacher.  New Prague Area Schools reserves the right to refuse the vehicle upon inspection.

B. Individuals donating a vehicle will receive a letter from the District identifying such vehicle.

C. Donated vehicles that are drivable will be thoroughly checked out, repaired and offered for sale to city, state or county relief programs, or, the general public through a sealed bid process. The program will reserve the right to set a minimum bid and accept or reject any or all bids.

D. Proceeds from the sale of donated vehicles go towards the payment of parts and program equipment, activities and projects.  Proceeds will be deposited into the programs activity account and will be utilized at the discretion of the programs teacher with approval by the building principal. will go directly in the General Fund.
E. No more then (6) donated vehicles will be sold in any given school year.

F. Vehicles offered for sale by the program will be sold as is no warranties shall be written, expressed or implied.

G. The successful bidder will be notified and have five (5) business days to pay for the vehicle in full.  Only cash, certified check or money orders will be accepted for payment.

H. The successful bidder will be required to show proof of title and registration transfer before the vehicle will be released from school grounds.

VI.  DISPOSAL OF TRAINING VEHICLES

A. At the end of a training vehicles useful life, the vehicle body, chassis and or components will be turned over to an automobile recycler (salvage yard).

B. The vehicles will be removed from ISD 721 property and may be transported to the automotive recycler by a towing company or other representatives of the automotive recycler.

C. Training vehicle titles will be given to the automotive recycler at the time the recycler takes possession of the vehicle.
Adopted:
08/23/04

Revised:   
8/25/08







