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· 411 Annuities and Deferred Compensation Plans
POLICY 411

BENEFITS THROUGH PAYROLL DEDUCTION

I. PURPOSE

The purpose of this policy is to provide school district employees with the information and procedures necessary to participate in any benefit, or arrangement through the mechanism of payroll deduction.

II. GENERAL STATEMENT OF POLICY

It shall be the policy of the Board of Education that there may be voluntary deductions from employees’ salaries provided that a “salary deduction agreement” is on file in the Business Office.  Such deductions may be made for plans, benefits, or arrangements such as premiums for payment of: supplemental insurance plans, or other plans for employees’ benefit that are desirable to employees.


Companies writing plans must have a signed hold harmless agreement on file in the Business Office.  Plans established after July 1, 2002 must have no fewer than a total of ten (10) policies or plans for school district employees before they are accepted.


Plans that initially have the requisite minimum number of participants that subsequently drop below the 10 employee participant threshold (or never had at least 10 participants if a different standard applied at the time) may not increase its number of employee participants unless the total number of new participants reaches a minimum of 10.

The starting of plans and/or changes to existing plans, may be implemented up to two (2) times per fiscal year.  Exceptions to this rule can be granted by the Director of Finance in circumstances when substantial and material life-altering events have occurred. 

Legal Reference:


United States PL 87-130





Minnesota Statutes 123.35,
Subd. 12

Approved: 09/30/02

Revised:  11/14/05

Revised:  07/13/09
· 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
The policy of the school district is 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 district must maintain separate accounts to identify revenues and expenditures for each building.  Expenditures shall be reported in compliance with Minn. Stat. § 123B.76.

C.
Prior to July 1 of each year, the school board shall approve and adopt its initial 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.

D.
Each year, the school district shall publish its adopted revenue and expenditure budgets for the current year, the actual revenues, expenditures, and fund balances for the prior year, and the projected fund balances for the current year in the form prescribed by the Commissioner within one week of the acceptance of the final audit by the school board, or November 30, whichever is earlier.  A statement shall be included in the publication that the complete budget in detail may be inspected by any resident of the school district upon request to the superintendent.  A summary of this information and the address of the school district’s official website where the information can be found must be published in a newspaper of general circulation in the school district.  At the same time as this publication, the school district shall publish the other information required by Minn. Stat. § 123B.10.

E.
At the public hearing on the adoption of the school district’s proposed property tax levy, the school board shall review its current budget and the proposed property taxes payable in the following calendar year.

F.
The school district must also post the materials specified in Paragraph III.D. above on the school district’s official website, including a link to the school district’s school report card on the Minnesota Department of Education’s website, and publish a summary of information and the address of the school district’s website where the information can be found in a qualified newspaper of general circulation in the district.

IV.
IMPLEMENTATION
A.
The school board places the responsibility for administering the adopted budget with the superintendent.  The superintendent may delegate duties related thereto to other school officials, but maintains the ultimate responsibility for this function.

B.
The program-oriented budgeting system will be supported by a program-oriented accounting structure organized and operated on a fund basis as provided for in Minnesota statutes through the Uniform Financial Accounting and Reporting Standards for Minnesota School Districts (UFARS).

C.
The superintendent or the superintendent’s designee is authorized to make payments of claims or salaries authorized by the adopted or amended budget prior to school board approval.

D.
Supplies and capital equipment can be ordered prior to budget adoption only by authority of the school board.  If additional personnel are provided in the proposed budget, actual hiring may not occur until the budget is adopted unless otherwise approved by the school board.  Other funds to be expended in a subsequent school year may not be encumbered prior to budget adoption unless specifically approved by the school board.

E.
The school district shall make such reports to the Commissioner as required relating to initial allocations of revenue, reallocations of revenue, and expenditures of funds.

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

Minn. Stat. § 123B.76 (Expenditures; Reporting)

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

Minn. Stat. § 126C.23 (Allocation of General Education Revenue)

Cross References:
MSBA/MASA Model Policy 701.1 (Modification of School District Budget)

MSBA/MASA Model Policy 702 (Accounting)
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· 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.

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

Minn. Stat. § 126C.23 (Allocation of General Education Revenue)

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

MSBA Service Manual, Chapter 7, Education Funding

Adopted:
05/08/00

Reviewed:
08/09/04

Reviewed:
8/25/08

Reviewed:  
11/25/13

· 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, or other applicable statute.
V.
 REPORTING
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.  Each year, the school district shall also provide for the publication of the financial information specified in Minn. Stat. §123B.10 in the manner specified therein.

Legal References:
Minn. Stat. § 123B.75 (Revenue)




Minn. Stat. § 123B.76 (Expenditures)




Minn. Stat. § 123B.77 (Accounting, Budgeting and Reporting

Requirements)




Minn. Stat. § 123B.78 (Cash Flow, Revenues, Borrowing, Deficits)




Minn. Stat. § 12B.79 (Permanent Fund Transfers)




Minn. Stat. § 123B.80 (Exceptions for Permanent Fund Transfers)




Minn. Stat. § 123B.09 (School Board Powers)




Minn. Stat. § 12B.14, Subd. 7 (Duties of School Board Clerk)


Minn. Stat. § 123B.02 (School District Powers)



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

Cross References:
MSBA Model Policy 703 (Annual Audit)

MSBA Service Manual, Chapter 7, Education Funding
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REVISED:
05/31/01

REVISED:
08/09/04

Reviewed:       8/25/08

Revised:
11/25/13

· 704 Development and Main Tenants of an Inventory of Fixed Assets and a Fixed Asset Accounting
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.  
C. Surplus equipment that has a value shall be sold in accordance with Policy 802.  
D. 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 property records of the school district and maintain an inventory of the fixed assets of the school district. 

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. In the case of a required or proposed increase of 50 percent or 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. § 123B.02 (School District Powers)

Minn. Stat. § 123B.09 (School Board Powers)

Minn. Stat. § 123B.51 (Schoolhouse and Sites; Access for Noncurricular Purposes)

Cross References:
MSBA Model Policy 702 (Accounting) 

MSBA Service Manual, Chapter 7, Education Funding
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· 705 Investments
POLICY 705

INVESTMENT

I. PURPOSE

The purpose of this policy is to establish guidelines for the investment of school district funds.

II. GENERAL STATEMENT OF POLICY

It is the policy of this school district to comply with all state laws relating to investments and to guarantee that investments meet certain primary criteria.  It is the philosophy of the school district to invest with local sources whenever it is prudent and economically sound to do so.

III. SCOPE

This policy applies to all investments of the surplus funds of the school district, regardless of the fund accounts in which they are maintained, unless certain investments are specifically exempted by the school board through formal action.

IV. AUTHORITY;  OBJECTIVES

A. The funds of the school district shall be deposited or invested in accordance with this policy, Minn. Stat. Chapter 118A and any other applicable law or written administrative procedures.

B. The primary criteria for the investment of the funds of the school district, in priority order, are as follows

1. Safety and Security.  Safety of principal is the first priority.  The investments of the school district shall be undertaken in a manner that seeks to ensure the preservation of the capital in the overall investment portfolio.

2. Liquidity.  The funds shall be invested to assure that funds are available to meet immediate payment requirements, including payroll, accounts payable and debt service.

3. Return and Yield.  The investments shall be managed in a manner to attain a market rate of return through various economic and budgetary cycles, while preserving and protecting the capital in the investment portfolio and taking into account constraints on risk and cash flow requirements.

V. DELEGATION OF AUTHORITY

A. The superintendent of the school district is designated as the investment officer of the school district and is responsible for investment decisions and activities under the direction of the school board.  The investment officer shall operate the school district's investment program consistent with this policy.  The investment officer may delegate certain duties to a designee or designees, but shall remain responsible for the operation of the program.

B. All officials and employees that are a part of the investment process shall act professionally and responsibly as custodians of the public trust, and shall refrain from personal business activity that could conflict with the investment program or which could reasonably cause others to question the process and integrity of the investment program.  The investment officer shall avoid any transaction that could impair public confidence in the school district. 

VI. STANDARD OF CONDUCT

The standard of conduct regarding school district investments to be applied by the investment officer shall be the "prudent person standard."  Under this standard, the investment officer shall exercise that degree of judgment and care, under the circumstances then prevailing, that persons of prudence, discretion and intelligence would exercise in the management of their own affairs, investing not for speculation and considering the probable safety of their capital as well as the probable investment return to be derived from their assets.  The prudent person standard shall be applied in the context of managing the overall investment portfolio of the school district.  The investment officer, acting in accordance with this policy and exercising due diligence, judgment and care commensurate with the risk, shall not be held personally responsible for a specific security's performance or for market price changes.  Deviations from expectations shall be reported in a timely manner and appropriate actions shall be taken to control adverse developments.

VII. MONITORING AND ADJUSTING INVESTMENTS

The investment officer shall routinely monitor existing investments and the contents of the school district's investment portfolio, the available markets and the relative value of competing investment instruments.

VIII. INTERNAL CONTROLS

The investment officer shall establish a system of internal controls which shall be documented in writing.  The internal controls shall be reviewed by the school board and shall be annually reviewed for compliance by the school district's independent auditors.  


The internal controls shall be designed to prevent and control losses of public funds due to fraud, error, misrepresentation, unanticipated market changes or imprudent actions by officers, employees or others.  The internal controls may include, but shall not be limited to, provisions relating to control of collusion, separation of functions, separation of transaction authority from accounting and record keeping, custodial safekeeping, avoidance of bearer form securities, clear delegation of authority to applicable staff members, limitations regarding securities losses and remedial action, written confirmation of telephone transactions, supervisory control of employee actions, minimizing the number of authorized investment officials, and documentation of transactions and strategies.

IX. PERMISSIBLE INVESTMENT INSTRUMENTS

The school district may invest its available funds in those instruments specified in Minn. Stat. §§ 118A.04 and 118A.05, as these sections may be amended from time to time, or any other law governing the investment of school district funds. The District is not allowed to invest directly in commercial paper.  The assets of a trust or trust account established pursuant to Minn. Stat. § 471.6175 to pay postemployment benefits to employees or officers after their termination of service, with a trust administrator other than the Public Employees Retirement Association, may be invested in instruments authorized under Minn. Stat. Ch. 118A or § 356A.06, Subd. 7.

X. PORTFOLIO DIVERSIFICATION;  MATURITIES

A. Limitations on instruments, diversification and maturity scheduling shall depend on whether the funds being invested are considered short-term or long-term funds.  All funds shall normally be considered short-term except those reserved for building construction projects or specific future projects and any unreserved funds used to provide financial-related managerial flexibility for future fiscal years.

B. The school district shall diversify its investments to avoid incurring unreasonable risks inherent in over-investing in specific instruments, individual financial institutions or maturities.

1.  Annually the investment officer shall present a report on expected investments for the year.  Included in the report shall be investment firms used and percentage of dollars invested.

2.  Investment maturities shall be scheduled to coincide with projected school district cash flow needs, taking into account large routine or scheduled expenditures, as well as anticipated dates of receipt of anticipated revenues.  The maturities selected shall provide for stability of income, reasonable liquidity, and maximization of income.

3.  Investment maturities shall be scheduled to coincide with projected school district cash flow needs, taking into account large routine or scheduled expenditures, as well as anticipated receipt dates of anticipated revenues.  Within these parameters, portfolio maturities shall be staggered to avoid undue concentration of assets and a specific maturity sector.  The maturities selected shall provide for stability of income and reasonable liquidity.
XI. COMPETITIVE SELECTION OF INVESTMENT INSTRUMENTS

Before the school district invests any surplus funds in a specific investment instrument, a competitive bid or quotation process shall be utilized.  If a specific maturity date is required, either for cash flow purposes or for conformance to maturity guidelines, quotations or bids shall be requested for instruments which meet the maturity requirement.  If no specific maturity is required, a market trend analysis, which includes a yield curve, will normally be used to determine which maturities would be most advantageous.  Quotations or bids shall be requested for various options with regard to term and instrument.  The school district will accept the quotation or bid which provides the highest rate of return within the maturity required and within the limits of this policy.  Generally all quotations or bids will be computed on a consistent basis, i.e., a 360-day or a 365-day yield.  Records will be kept of the quotations or bids received, the quotations or bids accepted and a brief explanation of the decision that was made regarding the investment.  If the school district contracts with an investment advisor, bids are not required in those circumstances specified in the contract with the advisor.

XII. QUALIFIED INSTITUTIONS AND BROKER-DEALERS

A. The school district shall maintain a list of the financial institutions that are approved for investment purposes.  

B. Prior to completing an initial transaction with a broker, the school district shall provide to the broker a written statement of investment restrictions which shall include a provision that all future investments are to be made in accordance with Minnesota Statutes governing the investment of public funds.  The broker must annually acknowledge receipt of the statement of investment restrictions and agree to handle the school district's account in accordance with these restrictions.  The school district may not enter into a transaction with a broker until the broker has provided this annual written agreement to the school district.  The notification form to be used shall be that prepared by the State Auditor.  A copy of this investment policy, including any amendments thereto, shall be provided to each such broker.

XIII. SAFEKEEPING AND COLLATERALIZATION

B. All investment securities purchased by the school district shall be held in third-party safekeeping by an institution designated as custodial agent.  The custodial agent may be any federal reserve bank, any bank authorized under the laws of the United States or any state to exercise corporate trust powers, a primary reporting dealer in United States Government securities to the Federal Reserve Bank of New York, or a securities broker-dealer defined in Minn. Stat. § 118A.06.  The institution or dealer shall issue a safekeeping receipt to the school district listing the specific instrument, the name of the issuer, the name in which the security is held, the rate, the maturity, serial numbers and other distinguishing marks, and other pertinent information.

C. Deposit-type securities shall be collateralized as required by Minn. Stat. § 118.03 for any amount exceeding FDIC, SAIF, BIF or FCUA or other federal deposit coverage.


Repurchase agreements shall be secured by the physical delivery or transfer against payment of the collateral securities to a third party or custodial agent for safekeeping.  The school district may accept a safekeeping receipt instead of requiring physical delivery or third-party safekeeping of collateral on overnight repurchase agreements of less than $1,000,000.

XIV. REPORTING REQUIREMENTS
A. Prior to the School Board acceptance of the audit report, the investment officer shall prepare and submit to the school board a comprehensive annual report on the investment program and investment activity of the school district for that fiscal year.  The annual report shall include 12-month comparisons of return and shall suggest revisions and improvements that might be made in the investment program.

B. The investment officer shall establish systems and procedures to comply with applicable federal laws and regulations governing the investment of bond proceeds and funds in a debt service account for a bond issue.  The record keeping system shall be reviewed annually by the independent auditor or by another party contracted or designated to review investments for arbitrage rebate or penalty calculation purposes.

XV. DEPOSITORIES

The school board shall annually designate one or more official depositories for school district funds.  The treasurer or the chief financial officer of the school district may also exercise the power of the school board to designate a depository.  The school board shall be provided notice of any such designation by its next regular meeting.  The school district and the depository shall each comply with the provisions of Minn. Stat. § 118A.03 and any other applicable law, including any provisions relating to designation of a depository, qualifying institutions, depository bonds, and approval, deposit, assignment, substitution, addition and withdrawal of collateral.

XVI. ELECTRONIC FUNDS TRANSFER OF FUNDS FOR INVESTMENT

The school district may make electronic fund transfers for investments of excess funds upon compliance with Minn. Stat. § 471.38.

Legal References:
Minn. Stat. § 118A.01 (Public Funds; Depositories and Investments)

Minn. Stat. § 118A.02 (Authorization for Deposit and Investment)

Minn. Stat. § 118A.03 (Depositories and Collateral)

Minn. Stat. § 118A.04 (Investments)

Minn. Stat. § 118A.05 (Contracts and Agreements)

Minn. Stat. § 118A.06 (Delivery and Safekeeping)

Minn. Stat. § 356A.06, Subd. 7 (Authorized Investment Securities)

Minn. Stat. § 471.38 (Claims)

Minn. Stat. § 471.6175 (Trust for Postemployment Benefits

Cross References:
MSBA/MASA Model Policy 703 (Annual Audit)

MSBA Service Manual, Chapter 7, Education Funding

Minnesota Legal Compliance Audit Guide Prepared by the Office of the State Auditor
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· 714 Fund Balance


Policy 714
FUND BALANCES
I. PURPOSE
The purpose of this policy is to create new fund balance classifications to allow for more useful fund balance reporting and for compliance with the reporting guidelines specified in Statement No. 54 of the Governmental Accounting Standards Board (GASB).

II. GENERAL STATEMENT OF POLICY
The policy of this school district is to comply with GASB Statement No. 54. To the extent a specific conflict occurs between this policy and the provisions of GASB Statement No. 54, the GASB Statement shall prevail.

III. DEFINITIONS
A. “Assigned” fund balance amounts are comprised of unrestricted funds constrained by the school district’s intent that they be used for specific purposes, but that do not meet the criteria to be classified as restricted or committed. In funds other than the general fund, the assigned fund balance represents the remaining amount that is not restricted or committed. The assigned fund balance category will cover the portion of a fund balance that reflects the school district’s intended use of those resources. The action to assign a fund balance may be taken after the end of the fiscal year. An assigned fund balance cannot be a negative number.
B. “Committed” fund balance amounts are comprised of unrestricted funds used for specific purposes pursuant to constraints imposed by formal action of the school board and that remain binding unless removed by the school board by subsequent formal action. The formal action to commit a fund balance must occur prior to fiscal year end; however, the specific amounts actually committed can be determined in the subsequent fiscal year. A committed fund balance cannot be a negative number.
C. “Enabling legislation” means legislation that authorizes a school district to assess, levy, charge, or otherwise mandate payment of resources from external providers and includes a legally enforceable requirement that those resources be used only for the specific purposes listed in the legislation.
D. “Fund balance” means the arithmetic difference between the assets and liabilities reported in a school district fund.
E. “Nonspendable” fund balance amounts are comprised of funds that cannot be spent because they are either not in spendable form or are legally or contractually required to be maintained intact. They include items that are inherently unspendable, such as, but not limited to, inventories, prepaid items, long-term receivables, non-financial assets held for resale, or the permanent principal of endowment funds.
F. “Restricted” fund balance amounts are comprised of funds that have legally enforceable constraints placed on their use that either are externally imposed by resource providers or creditors (such as through debt covenants), grantors, contributors, voters, or laws or regulations of other governments, or are imposed by law through constitutional provisions or enabling legislation.
G. “Unassigned” fund balance amounts are the residual amounts in the general fund not reported in any other classification. Unassigned amounts in the general fund are technically available for expenditure for any purpose. The general fund is the only fund that can report a positive unassigned fund balance. Other funds would report a negative unassigned fund balance should the total of nonspendable, restricted, and committed fund balances exceed the total net resources of that fund.
H. “Unrestricted” fund balance is the amount of fund balance left after determining both nonspendable and restricted net resources. This amount can be determined by adding the committed, assigned, and unassigned fund balances.
IV. CLASSIFICATION OF FUND BALANCES
The school district shall classify its fund balances in its various funds in one or more of the following five classifications: nonspendable, restricted, committed, assigned, and unassigned.

V. MINIMUM FUND BALANCE
The school district will strive to maintain a minimum unassigned general fund balance of 5.0%.  This is a percentage of annual expenditures categorized as unassigned.  

VI. ORDER OF RESOURCE USE
If resources from more than one fund balance classification could be spent, the school district will strive to spend resources from fund balance classifications in the following order (first to last): restricted, committed, assigned, and unassigned. 

VII. COMMITTING FUND BALANCE
A majority vote of the school board is required to commit a fund balance to a specific purpose and subsequently to remove or change any constraint so adopted by the board.

VIII. ASSIGNING FUND BALANCE
The school board, by majority vote, may assign fund balances to be used for specific purposes when appropriate. The board also delegates the power to assign fund balances to the following: Superintendent. Assignments so made shall be reported to the school board on a monthly basis, either separately or as part of ongoing reporting by the assigning party if other than the school board. 

An appropriation of an existing fund balance to eliminate a projected budgetary deficit in the subsequent year’s budget in an amount no greater than the projected excess of expected expenditures over expected revenues satisfies the criteria to be classified as an assignment of fund balance.

IX. REVIEW
The school board will conduct an annual review of the sufficiency of the minimum unassigned general fund balance level.
Legal References:
Statement No. 54 of the Governmental Accounting Standards Board

Cross References:
MSBA Service Manual, Chapter 7, Education Funding 
Adopted:  05/23/11

Revised:  November 25, 2013
· 720 Vending Machines
Policy 720

VENDING MACHINES
PURPOSE

The purpose of this policy is to establish procedures to govern vending machines installed in school facilities in the school district.
II. GENERAL STATEMENT OF POLICY

It is the policy of the school district to contract for, supervise, maintain and account for the proceeds from vending machines located in school facilities in a manner that is fair, that maximizes the revenues from those machines, that allows those revenues to be included in the budget of the facility in which they are generated, and that establishes controls to avoid fraud, theft or the appearance of impropriety.
III. AUTHORIZATION

Automatic vending machines for the dispensing of food, beverages or other approved items are authorized in any school facility in the school district provided that all contracts for such vending machines must be approved by the school board as provided in this policy.  
IV. SUPERVISION; APPROVAL; LOCATION

A. All vending machines shall be under the supervision of the school principal or other person in charge of the facility in which the machine is located. That administrator shall be responsible to supervise the machine in compliance with this policy and any applicable laws.

B. The items to be dispensed from a vending machine located in a school facility shall be approved by the principal or other person in charge of that facility. All food, beverages or other items approved shall be appropriate to the school setting and comply with the School Districts Wellness Policy regarding nutrition. Machines dispensing cigarettes or tobacco products are not authorized under any circumstances. In the event a written complaint is filed with the superintendent regarding the approval or disapproval of any item, the school board, after proper review, shall make the final determination.

C. Vending machines may be approved that will dispense items only during certain hours, through the use of timers or otherwise.  Vending machines should not be operated in competition with the school cafeteria or food service.  The principal or other person in charge of the school facility may regulate the hours of operation of any machine.

D. Vending machines shall be located to meet any applicable building, fire or life/safety codes and to provide convenience of operation, accessibility and ease of maintenance.  The principal or other person in charge of the facility shall review the location of each machine with appropriate maintenance and food service staff.

V. CONTRACT APPROVAL
A. All contracts for the purchase or rental of vending machines shall be considered by the school board on a facility-by-facility basis or on an exclusive district wide basis.
B.
If it is estimated that the aggregate receipts from all vending machines located in a school facility will be $10,000 or more in a fiscal year, the contract for any vending machine in that facility must be awarded after the receipt of sealed bids and compliance with Minn. Stat. § 123B.52.

C.
If it is estimated that the aggregate receipts from all vending machines located in a school facility will be less than $10,000 in a fiscal year, the contract for any vending machine in that facility may be awarded after the receipt of two or more quotations after taking into consideration conformity with the specifications, terms of delivery, other conditions imposed in the call for quotations, and compliance with Minn. Stat. § 123B.52.
D.
The contracting process shall be conducted in compliance with Minn. Stat. § 123B.52.  A copy of this policy shall be included in any specifications or request for proposals or quotations.  A record shall be kept of all bids or quotations received with the names, amounts and successful bidder indicated.  All bids and quotations shall be kept on file as a public record for a period of at least one year after their receipt.
E. Any bid or quotation must specify all commissions to be paid from the machine and any other non-commission amounts to be paid as a result of the award of the contract.  The non-commission amounts include, but are not limited to, cash payments, in-kind payments, equipment donations, scholarship contributions, bonus payments, or other payments or contributions of any kind or nature.  The non-commission amounts shall be reduced to a cash equivalency and shall be specified on the bid or quotation as an additional amount to be paid for the award of the contract.

a. If a contract contains a provision allowing exclusivity, such as all machines in the building carrying only a certain manufacturer’s brand of pop, that provision must be reviewed by the administration prior to requesting bids or quotations to ensure that it does not conflict with other contracts of the school district.

b. The Board of Education or its designee must approve all contracts for vending machines.  Any contract not made in compliance with this policy shall be void.  Any district employee signing an unauthorized contract may be subject to personal liability thereon and may be disciplined for said action.

c. All vending machines are to be installed at the expense of the facility in which located.  All financial responsibility for the maintenance and repair of machines shall remain with the individual facility in which located to the extent not addressed in the contract.

d. No teacher, administrator, school district employee or school board member shall be interested, directly or indirectly, in a vending machine contract with the school district or personally benefit financially there from.

VI. ACCOUNTING
A. Proceeds from vending machine sales and contracts shall be under the control of the school board, shall be accounted for in one of the regular school district funds, and must be accounted for and reported in compliance with UFARS.

B. An amount equal to the amount of the proceeds from the machines in each facility shall be included in the budget of the facility in which the proceeds are generated.  That amount may be expended in accordance with established expenditure procedures.

C. Pursuant to the vending machine contract or otherwise, proper auditing and inventory control procedures shall be established to ensure that commissions are being correctly calculated and paid.  These controls conducted by the vendor must include daily, weekly or other periodic inventories and written reconciliation of variances between inventory and cash.  Each time cash is removed from, or inventory is added to a machine, a written reconciliation between cash and inventory must be performed by the person taking the cash from the machine and must be signed with a copy provided to the principal or other person in charge of the facility.  The original written reconciliation report shall be filed with the business office monthly and a copy shall be retained by the principal’s office.
Legal References: 
Minn. Stat. § 123B.52 (Contracts)

Minn. Stat. § 123B.20 (Dealing in Supplies)

Minn. Stat. § 471.345 (Contracts)

Minn. Stat. § 471.87 (Conflict of Interest)
Cross References:
MSBA/MASA Model Policy 210 (Conflict of Interest – School Board Members)

MSBA/MASA Model Policy 702 (Accounting)

Approved:
10/13/97

Revised:
05/31/01

Revised:
8/6/07

Revised:
8/24/09

Revised:
11/25/13

· 726 Food Service Account Policy
Policy 726

FOOD SERVICE ACCOUNT POLICY

I.  PURPOSE

To set fiscal guide lines in food service that are fair to our patrons and the School District

II. GENERAL STATEMENT OF POLICY

In order to purchase meals at New Prague Area Schools, students and staff must ensure that funds are available in their meal accounts.  

III. DEFINITION


When account balances reach certain levels, notification is made according to the following schedule.

A. K-5 (Raven Stream, Falcon Ridge, and Eagle View)

1. If a family’s account falls below $20.00 a phone call is made or an e-mail is sent to the student’s parents.

2. If the account falls below $10.00, a student’s hand is stamped to remind parents to replenish the account.

3. If a family’s account falls $0, a family is allowed two more meals per student. If the account is still below $0 after the two meals, the account will be referred to the District Office and policy 727 will be implemented. 

B. 6-12 (Middle and High Schools)

1. If a family’s account falls below $20.00 a phone call is made or an e-mail is sent to the student’s parents.

2. If the account $0, students may not charge ala carte items to their accounts.

3. Scanners will notify students daily when their accounts are depleted to or below $20. 

4. If a family’s account falls to $0, a family is allowed two more meals per student.  If the account is still below $0 after the two meals, the account will be referred to the District Office and policy 727 will be implemented. 

Approved:   September 8, 2008

Revised:      January 11. 2010

Reviewed:   November 25, 2013
· 727 Collecting Past Due Payments
Policy 727

COLLECTING PAST DUE PAYMENTS

I.  PURPOSE

The purpose of this policy is to provide a procedure to collect past due payments for optional services and goods provided by New Prague Area Schools

II. GENERAL STATEMENT OF POLICY

It is the policy of this school district to make every legal attempt to collect all monies owed for optional services and goods provided by the District.

III. PROCEDURES

A. Internal Collection for checks returned for non-sufficient funds (NSF) or past due invoices
1. As a first step, the applicable District personnel will contact account holders via phone, e-mail, and/or postal mail.

2. If unsuccessful in collecting the amount due, after several attempts, District personnel will send a certified letter informing of the past due account/NSF check with notification of potential cessation of services if account is not brought current.

B. External Collection for NSF checks or past due invoices

1. If the account is more than three months past due and acceptable payment arrangements have not been made, the debt will be sent to a collection agency.  
2. .In the event additional past due amounts have accumulated after the account initially became past due, the entire past due amount will be sent to the collection agency.

C. Cessation of Services

1. Services may be suspended for past due accounts or after two or more NSF checks.  

2. Specific guidelines for when services are suspended are established for each program and are communicated in the program materials.

3. When the account is in good standing, services will again become available.  Reinstatement may require special payment arrangements such as pre-payment with cash or credit card.

4. No legally required services will be denied.  
Adopted:  December 14, 2009

Revised:    December 13, 2010
Reviewed: November 25, 2015
902 Facility Use 

http://www.np.k12.mn.us/minutes/Facility%20Use%20Catalog%2010-1-13%20with%20Personal%20Guaranty%20-%2010-22-13.pdf
902 Facility Use Contract

Today’s Date ________________   Inv # _____________      Contract Number _________________

FACILITY USE CONTRACT – FORM A

NEW PRAGUE AREA SCHOOLS

To be completed and returned to the school office in the building in which you are requesting a room/space.  

1. I/We request the use of:   ___High School       ___Middle School       ___CEC Building 

                              ___Raven Stream Elementary    ___Falcon Ridge Elementary ___Eagle View Elementary

2. I/We request the use of (room/gym/area) _______________________________________________________

3. Date(s) requested: _________________________________________________________________________

4. Times requested:
a. Meeting, event, practice goes from: ________ a.m./p.m. to _________a.m./p.m.

b. Open room/building at: 

  ________ a.m./p.m. to _________a.m./p.m.
5. Name of Organization: ________________________________________________________________

6. Person responsible for any required payment

______________________________________________ Daytime Phone: ______ - ______ - ______

                                  Name

______________________________________________ Evening Phone: _______- ______ - ______

                                  Street / P.O. Box
______________________________________________ Fax #:                _______ - ______ - ______

                                                   City/State/Zip

__________________________________________________________________________________________________________________________
                                                   E-Mail Address
       7.  Responsible adult(s), other than registrant, who will be in attendance during facility use.

             ________________________________________       ___________________________________________

     
 Name                                                                         Phone #                                    Name




Phone #
8.    Brief description of event: __________________________________________________________________

9.
Approximate number of attendees:   _______________ Adults _________________Children

10.
Check the appropriate classification of user:  Refer to description of classification/level explained on page 

7 of the Facility Use Guide

          ____ Level I          ____ Level II           ____ Level III           ____ Level IV           ____ Level V


11.
Special instructions/equipment needed:  ______________________________________________________

_______________________________________________________________________________________

12.
Liability insurance is required for any use of the District buildings: A $500,000 minimum requirement naming Independent School District 721 as an additional insured.
a.  _____
School event

b.  _____
Insurance statement attached

c.  _____
Proof of insurance already on file with the district

13.  Are you tax-exempt? _______Yes  ________No
If you checked yes, a completed “Certificate of Exemption” - MN Revenue Form ST 3 must accompany your request.  If you checked no, you will be charged the current sales tax rate.
      14.  Staff needed for your event.  There will be a charge for the following services:

_____
Custodian

The district reserves the right to require a custodian, which may be in addition






to the Event Supervisor, if it is deemed that the Event Supervisor cannot






accomplish “school readiness” in a timely manner.
_____        Event Supervisor        
Security and supervision - when more than 50 people are in attendance. The district reserves the right to require more than one Event Supervisor
_____
Cook
                        When a kitchen is required and/or food is prepared
____
AV Technician
When an auditorium and/or computers, video/TV, microphones, or sound






booth is required

I/We agree to follow all laws and all New Prague Area Schools rules and policies and provide adequate supervision for this activity.  I/We further agree that it is our responsibility to leave the facilities and property in the same condition as upon arrival.  I/We understand that New Prague Area Schools reserves the right to deny access to any district facility if that the activity violates, laws, ordinances or policies, and/or risk of damage to district property is evident.

Signature: _______________________________________________  Date: _______________________________

Level ____ Building Key Number(s)_______ Security FOB Number ________  Deposit Amount $ ____________​_

ESTIMATED / ACTUAL COSTS





Rate/Hour
# of  Hours

Estimated Total

Actual Billed

___ AV Technician


$42.50

__________

_____________
_
___________

___ Custodian



$37.50 

__________

_____________
_
___________

___ Event Supervisor


$40.00

__________

_____________
_
___________

___ Cook



$32.50

__________

_____________
_
___________

___ Classroom



Per Level
__________

_____________
_
___________

___ Concession Stand

             Per Level
__________

_____________
_
___________

___ Auditorium



Per Level
__________

_____________
_
___________

___ Gyms

           Per Level/Building
__________

_____________
_
___________

___ Falcon Ridge Multipurpose

Per Level
__________

_____________
_
___________
___ Kitchen



Per Level
__________

_____________
_
___________
___ Equipment Fee


Per Rental
__________

_____________
_
___________
___ Usage Fee



Per Level
$_________

_____________
_
___________
___Equipment Rental


Per Level
$_________

_____________
_
___________
___Equipment Damage Deposit

Per Level
$_________

_____________
_
___________

___Tax Exempt





$_________

______________
___________

___ Required Pre-Payment



$_________




___________











           Total 

___________
__________________________________  ________________________________  ______________________
                      Building Scheduler




      Date



         Phone Number












Action Items

· Approve Cooperative Agreement for Adapted Floor Hockey
· Approve Cooperative Agreement for Adapted Softball
· MSHSL Foundation Grant Resolutions: (done annually)

· Form A – offsets activity fees based on Free/Reduced lunch.  I use this money to pay the fees for those families who can’t afford it.

FORM A

RESOLUTION OF SCHOOL BOARD SUPPORTING

FORM A APPLICATION TO MINNESOTA
STATE HIGH SCHOOL LEAGUE FOUNDATION


WHEREAS, the Minnesota State High School League Foundation was formed to provide support for Minnesota’s high school youth to participate in athletics and fine arts;


WHEREAS, the District ____#721_____School Board recognizes the value of students participation in extracurricular activities; and


WHEREAS, the MSHSL Foundation is offering grants and funding to assist school district in recognizing, promoting and funding extracurricular participation by high school students in athletic and fine arts programs. 


THEREFORE, BE IT RESOLVED, that the ______#721_______ School Board supports the District’s application to the Minnesota State High School League Foundation for a FORM A grant to offset student activity fees. 

__________________________

_______________________________

Date





Board Chair

__________________________

_______________________________

Date





Board Clerk – Treasurer

· Due to the MSHSL by November 1, 2013

· Form B/C – I haven’t decided which category I would be applying for.  I’ll keep the board informed.

· Due to the MSHSL by February 1, 2014

FORM B/C
RESOLUTION OF SCHOOL BOARD SUPPORTING

FORM B/C APPLICATION TO MINNESOTA
STATE HIGH SCHOOL LEAGUE FOUNDATION


WHEREAS, the Minnesota State High School League Foundation was formed to provide support for Minnesota’s high school youth to participate in athletics and fine arts;


WHEREAS, the District __  #721____ School Board recognizes the value of students participation in extracurricular activities; and


WHEREAS, the MSHSL Foundation is offering grants and funding to assist school districts to providing seminars/training opportunities or support for specific school functions for students/faculty members/officials and others who are involved in athletic and fine arts programs. 


THEREFORE, BE IT RESOLVED, that the ______#721_______ School Board supports the District’s application to the Minnesota State High School League Foundation for a FORM B/C grant. 

__________________________

_______________________________

Date





Board Chair

__________________________

_______________________________

Date





Board Clerk - Treasurer

· Approval of Resolution entering into agreement with State of Minnesota, MnSCU for the purpose of providing student teaching experiences for student from Southwest State University.
Resolution of School District

Be it Resolved, that this school district entered into an agreement with the State of Minnesota, MNSCU, for the purpose of providing student teaching experiences for students from Southwest Minnesota State University.

Be it Resolved that the chairman and the clerk be and they hereby are authorized to execute such agreement.

· Approve new High School Schedule
New Prague High School

Proposed Schedule for 2014-15
The high school is currently on a five period, three trimester comprehensive educational schedule for grades 9-12. Students are required to earn 56 credits with 34 of those being required courses and the remainder being elective courses. The required credits include all of the Minnesota Department of Education requirements plus a 9th grade Technology Exploration Application, an additional Physical Education credit, and an additional Social Studies credit.

As I shared at the Tuesday, October 15th school board work session, we have been looking at the possibility of adopting a new schedule for the 2014-2015 school year. The main reason for the potential change is administration’s concern that the core area classes (Language Arts, Math, Science, and Social Studies) are not full-year classes on the current system. 

The proposed change would be to move to a seven period, semester schedule. This schedule would still allow the comprehensive schedule and provide the additional time in the core area classes. The proposed schedule would also extend the time of our instructional day from the current 7:50 a.m. – 2:30 to 7:40 a.m. to 2:31 p.m. The proposed daily schedule would be as follows:

7:35
Warning Bell

7:40-8:30

Period 1

8:30-8:35

News Broadcast

8:40-9:30

Period 2

9:35-10:25

Period 3

10:30-11:20

Period 4

11:25-12:41

Period 5


11:20-11:44

Lunch A 
Class 11:49-12:41


11:39-12:03

Lunch B

Class 11:25-11:39 and 12:03-12:41


11:58-12:22

Lunch C

Class 11:25-11:58 and 12:22-12:41


12:17-12:41

Lunch D

Class 11:25-12:17

12:46-1:36

Period 6

1:41-2:31

Period 7
This proposal would also include the following details:

· New Prague High School would adopt the Minnesota Department of Education course requirements plus a 9th grade Technology Exploration Application course. We would be dropping the extra required Social Studies course and the extra required Physical Education course. 
· In the seven period day, a full-time staff member would be required to teach five courses, have a 50-minute prep, and one period of supervision (lunch duty, study hall, intervention site). 

· There will be a transition period for students with regard to the number of credits required for graduation due to being under two different systems. The class of 2018 would be the first class to come through four full years on this schedule. We will be developing that transition and the registration manual to be ready for the registration process by mid-December, which is a tight time frame.

· Approve Principal Evaluation Process
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