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Cape Coral

SCHOOL INTERNAL FUNDS
STANDARD OPERATING GUIDE
CAPE CORAL CHARTER SCHOOL AUTHORITY

INTRODUCTION

This manual contains procedures and forms for the financial accounting of
all funds received or disbursed for school-sponsored activities, with the
exception of school lunch funds, grants, book fair sales, and other general
fund revenue sources. These funds are commonly known as scheol internal
funds.

School internal funds are defined as all monies collected and disbursed by
school personnel within a school, for the benefit of the school, or for a
school-sponsored activity. Funds relating to all school-sponsored functions
or activities are to be accounted for within intemal funds. Financial
transactions of school organizations shall be accounted for in the school
Internal Funds. Funds shall be expended in the year collected to benefit the
students who generated the funds. In limited cases, funds will be carried
forward to the next school year. The Principal shall approve the carryover
of funds to future school years after review of the organization’s goal,
timeframe and budget plan. Internal funds designated for general purposes
shall be used to benefit the student body. A plan and budget shall be
submitted prior to the approval of any expenditures. Each organization shall
operate within a budget formulated by the organization's sponsor or
membership.

School internal funds shall be accounted for on the same fiscal year basis
as all other City of Cape Coral Charter School funds and are considered
unbudgeted public funds under the control and supervision of the Charter
School Governing Board. All funds handled by Charter School employees
shall be included in and become part of internal funds, unless accounted for
in the City of Cape Coral Charter School general accounting system. An
adequate system of internal controls must be maintained in order to
safeguard the integrity of the internal funds.

School internal funds shall be expended for the purpose for which they were
collected and in accordance with procedures established by the State Board
of Education, and standard public accounting procedures as provided by
the Florida Administrative Code pursuant to the requirements of Sections
237.01 and 237.02 FS.

Charter School Authority
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DUTIES AND RESPONSIBILITIES

2.A. PRINCIPAL’S RESPONSIBILITIES
Each Charter School Principal shall:

1.

Be held accountable for the oversight of all phases of internal funds
management within his/her individual school. This includes:
a. Approve the creation of new internal funds.
b. Submit annual internal fund budgets to the Business Manager.
c. Insures internal funds purchases are pre-approved and are fully
funded by available fund balances.
Insures internal funds are used for the intended purpose.
Approves all transfers between funds.
Approves the addition of new internal funds..

~o o

Appoint one person at each school to act as the school's Cash
Custodian, generally the Principal's secretary. The Cash Custodian is
responsible for the daily collection of money, safe guarding of cash,
depositing of money into the bank, and forwarding all supporting
documentation to the Charter School Bookkeeper.

Be directly responsible for the conduct of student financial activities in
accordance with the current policies, rules, and procedures of the
Charter School Governing Board.

2.B. CHARTER SCHOOL BUSINESS MANAGER'S

RESPONSIBILITIES

. Review procedures for assuring compliance with all applicable rules,

regulations, statutes, and policies concerning intemal funds.

Provide training to new and existing Charter School Bookkeepers and
to the Charter School Cash Custodians relating to proper internal fund
policies and procedures.

Oversee and monitor the intemal funds budgets.

Monitor fundraising events to ensure the financial results are submitted

by the sponsor and confirm against the financial records.

Cape Coral @ Charter School Authority
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2.C. CHARTER SCHOOL BOOKKEEPER'S RESPONSIBILITIES

Under the direction of the Business Manager, the Charter School
Bookkeeper shall:

1.

Maintain organized supporting records and follow procedures as
outlined in the School Internal Funds Standard Operating Guide adopted
by the Charter School Governing Board.

Process all school internal funds journal entry transactions into the JD
Edwards Enterprise One (JDE) accounting system using the same
procedures as outlined in the Journal Entry Process Standard Operating
Guide for the general fund unless otherwise indicated in later sections
of this document.

Creates and maintains fund balance reports for use by the school staff
and Principals.

Maintains a virus-free computer and is proficient with Microsoft Excel
Software.

Communicates the procedures for safeguarding of all funds held at the
school.

Maintain a file which details all uncollected dishonored checks.
Maintain a current School Internal Funds Standard Operating Guide

documenting applicable regulations, policies, and procedures and
distribute to key personnel.

2.D. CHARTER SCHOOL ACCOUNTS PAYABLE SPECIALIST |

RESPONSIBILITIES

Under the direction of the Business Manager, the Accounts Payable
Specialist | shall: .

1.

Process all school intemal funds accounts payable transactions into the
JD Edwards Enterprise One (JDE) accounting system using the same
procedures as outlined in the Accounts Payable Standard Operating
Guide for the general fund unless otherwise indicated in later sections
of this document.

Create and maintain all local forms and tables required for preparation
of accounts payable transactions by the Cash Custodian at each school.

Cape Coral @ Charter School Authority
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3. Receives and reviews invoices processed against check requests,
purchase orders, purchasing cards, travel cards, meal allowances,
travel expense reports, mileage reimbursements, refunds and other
related documentation for completeness and compliance with
governmental accounting practices and Redbook.

4. Matches original invoices with check requests, purchase orders,
reimbursements, refunds and credit card transactions and performs
calculations to determine appropriate payment amounts, schedules,
extensions, approvals and contractual compliance.

5. Verifies that vendor invoices have not been previously paid.

6. Verifies proper coding of the purchase orders, check requests,
reimbursements, refunds and credit card transactions to the Charter
School Authority established chart of accounts.

7. Collaborates with schools regarding outstanding invoices, inaccuracies
and insufficient fund balances to ensure accuracy in accounting and
completion of assigned tasks.

8. Reviews Purchasing Card transactions. Performs online reconciliation
to purchasing card bank program and creates import of financial data
into the financial software.

2.E. CITY'S SENIOR ACCOUNTING MANAGER'S
RESPONSIBILITIES

1. Review and approve all journal entry transactions prior to postmg in the
JDE general ledger.

2. Creates and maintains the chart of accounts for school internal funds
including fund numbers (sub-ledgers) and descriptions and accounting
object codes

2.F. CITY’S ACCOUNTANT'S RESPONSIBILITIES
Under the direction of the Senior Accounting Manager, the Accountant shall:

1. Prepare monthly Financial Statements which are submitted to Charter
School and City Management.

Cape Coral @ Charter School Authority
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Cape Coral

2. Prepare the Comprehensive Annual Financial Report which includes the
Internal Funds Balance Sheet and Changes in Net Position.

3. Recommend accounting procedures, supplementary schedules and
forms to be used as appropriate supporting documentation.

4. Provide technical support on Charter School policies, regulations, and
statutory changes.

5. Monthly remittance of sales tax to the Florida Department of Revenue
for all taxable internal funds transactions.

ACCOUNTING SYSTEM

3.A. JD EDWARDS ENTERPRISE ONE (JDE)

All school internal funds, all accounts payable and journal entry transactions
are recorded in the same manner as general fund transactions in the JDE
general ledger.

The Charter School Bookkeeper is responsible for recording entries as
frequently as possible, but not less than weekly.

3.B. PERSONAL COMPUTER UTILIZATION

The forms required by and the reports generated for the school internal
funds are developed and maintained by the Charter Schools Bookkeeper
utilizing MS Excel software. These forms are password protected to insure
the integrity of the formulas, calculations and reference tables. They are
available for use by the school staff through access to a network shared
drive available to all employees.

Other reports and correspondence related to school internal funds may also
be created and/or used by the Charter School Bookkeeper and selected
members of the staff or management.

3.B.(1) BACKUP OF DATA

All intemal funds spreadsheets, forms, reports and comrespondence are
backed up to duplicate media daily by automatic synchronization to a secure
computer server.

3.B.(2) VIRUS PROTECTION AND PERFORMANCE

Since the intemnal funds files are stored and synchronized on a network
server they are protected by updated virus protection software and
performance is maintained by the Cape Coral Charter School Authority's
information technologies staff.

Charter School Authority
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3.B.(3) DESCRIPTIONS & IMAGES

All entries into the JDE accounting system shall contain the best description
possible. There may be some space limitations, therefore, clear
abbreviations are recommended. All documents are to be electronically
scanned and these images are to be attached to the associated transaction
record in the JDE accounting system.

3.B.(4) VENDOR CODING & REGISTRATION

The JDE accounting system provides a wealth of information about
transactions related to vendors. The system, in part, is dependent upon
proper utilization of vendor codes. Proper use of vendor codes provides:

Ease of data entry when updating and posting disbursements.
Streamlining of the search process when investigating invoice status.
A permanent record (e.g., total payments for the current and prior
fiscal and calendar year, check number, data, and amount of last
payment) exclusively for each vendor.

e Each new vendor must complete a vendor registration package
which includes an IRS Form W9. The information included in the
vendor registration package is validated by the City of Cape Coral
Financial Services Department before the vendor is established in
JDE.

3.C. FUND TYPES, NUMBERS, NAMES

Internal funds are classified by company code, business unit, object, and
sub-ledger. This is a similar structure used for all other budgetary
transactions for the City of Cape Coral Charter Schools with unique coding
applicable to school internal funds.

3.C.(1) COMPANY

The company code is defined below based on school
05000 — Cash Account (asset)
04920 — Oasis Charter Elementary School
04921 — Christa McAuliffe Charter Elementary School
04922 - Oasis Charter Middle School
04923 — Charter High School

3.C.(2) BUSINESS UNIT
The business unit is defined below based on school
50000 — Cash Account (asset)
4143S — Oasis Charter Elementary School
41518 - Christa McAuliffe Charter Elementary School
4171S — Oasis Charter Middle School

Cape Coral @ Charter School Authority
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4181S - Charter High School

3.C.(3) OBJECT CODES .

The object code for school internal funds is a unique 6 digit numeric code
that identifies the asset, liability, revenue or expense account applicable to
the transaction. The list of codes is defined in the JDE chart of accounts
and maintained by the Accountant. The Charter School Bookkeeper
determines the appropriate coding when recording each transaction into the
general ledger.

3.C.(4) SUB-LEDGER

The sub-ledger code for school internal funds is the 3-digit fund as defined
in the JDE chart of accounts, This code is assigned to all revenue and
expense entries posted on accounts payable or journal entry transactions.

3.C.(5) FUND NAMES

A maximum of ninety-nine (99) funds are available for use by each school.
Fund names are defined by the Principal and should contain the best
description possible. There may be some space limitations, therefore clear
abbreviations are recommended. The Charter School Bookkeeper should
maintain a numeric conformity of similar funds at different schools (i.e.
yearbook funds, staff fund, charity funds, etc).

4. BANK AND CASH ACCOUNTS
4.A. BANK ACCOUNTS

4.A.(1) ESTABLISHING

Each school shall have only one checking account, which shall be
entitled “(School Name Intemal Fund. Cape Coral Charter School
Authority)” or alternative that clearly identifies the school. The
account title must be imprinted on all internal fund checks and
deposit slips. All monies received by the school will be deposited
intact as collected into this account, and all disbursements will be
made by checks drawn on this account. Savings or investment
accounts shall be titled in the same manner.

In addition to the bank account for each school, a master cash
account is used to pay all vendor payments issued from JDE. Each
business day, the net of all daily bank transactions are automatically
transferred (sweep process) to/ffrom the master cash account to
insure funding is available to cover disbursements or transactions

Cape Coral & Charter School Authority
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issued through JDE. The individual school accounts reflect zero
balances at the end of each business day.

The Charter School Authority is responsible for notifying the
Financial Services Department at the City of Cape Coral regarding
any change in authorized signers.

The Charter School Governing Board has approved Bank of America
as the provider for school internal funds checking accounts. Any
change in financial institutions must be approved by resolution of the
Charter School Governing Board.

4.A.(2) AUTHORIZED CHECK SIGNERS

All school internal funds check payments are issued from the master
cash account. The two authorized signers on this account will
always be maintained as the Charter School Superintendent and the
Charter School Governing Board Chairperson.

4.A.(3) CHANGES IN BANK OR CHECK SIGNERS

A voluntary change in banking institution (not resulting from a bank
merger or sale), requires a new resolution and Charter School
Governing Board approval prior to the change. The Charter School
Authority is responsible for notifying the Charter School Bookkeeper
and the Financial Services Department at the City of Cape Coral if a
decision is made to change banking institutions.

4.A.(4) QUALIFIED PUBLIC DEPOSITORY

Depositories in which internal funds are kept must be qualified public
depositories, approved by the Charter School Governing Board,
required to furnish the same type of security for deposits as required
for other Charter School funds.

4.A.(5) RECONCILIATION

A reconciliation of the school internal funds bank accounts shall be
performed monthly by the Financial Services Department at the City
of Cape Coral.

4.B. PETTY CASH
At this time, petty cash funds are not authorized for school internal funds.
Cape Coral Charter School Authority
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4.C. CASH ON HAND (CHANGE FUND)

Cash on hand, also known as change fund, may be established at the
discretion of the Principal for purposes such as school store, concessions,
athletic events, fee based programs, and fundraising projects. All cash on
hand funds should be stored in a sealed deposit bag in the cash custodian’s
safe when not in use by the fund sponsor.

The dollar limits of the cash on hand or change fund shall be set at a
reasonable level for each event. Adequate safeguards shall be placed over
the cash at all times. When the change fund is no longer required, the
money shall be deposited back into the checking account to afford
maximum safeguarding

The change fund should be re-deposited at full value into the checking
account at year-end.

A cash count and reconciliation of the change account shall be completed
monthly.

4.D. INVESTMENTS

School internal funds are not anticipated to be long term in nature; however,
if funds are to be retained for periods in excess of 3 months, funds may be
transferred to an investment, high yield savings account or certificate of
deposit (CD) that returns higher yield than the standard checking account.
Investment accounts must be reconciled monthly

Investments are permissible only when they follow the Investment Policy
adopted by the Charter School Governing Board.

4.D.(1) INVESTING

Investing money is the process whereby schools can eam additional
interest on excess checking account funds. Checking account funds often
eam no interest or a lower rate of interest than can be earned in high yield
savings, certificates of deposit or other secure investment accounts.

At all times, the total of the school's internal funds cash accounts will equal
the total of the individual fund balances. .

4.D.(2) WITHDRAWAL FROM INVESTMENT

Invested money is not additional funds. The money invested has already
been recorded on the books and is included within the fund balances of the

Cape Coral @ Charter School Authority
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individual accounts. Therefore, withdrawing money only represents a shift
between the two cash accounts.

Money is withdrawn or electronically transferred from investments for
purposes of depositing into the checking account to assure that adequate
cash is available to support checks to be written.

A withdrawal or electronic transfer from an investment account represents
only a shift between cash accounts. The investment withdrawal does not
affect individual balances within the fund accounts belonging to clubs,
organizations, or students.

4 E. ACCOUNTS RECEIVABLE ACCOUNT

An accounts receivable account shall be established in the JDE chart of
accounts for school intemal funds. This asset account is to record checks
dishonored by the bank in anticipation of repayment by the maker. See
section 5.H. of this document for more detail on dishonored checks.

Before the year-end closeout a decision shall be made to determine the
potential collectability of any amounts reflected in the accounts receivable
account. If not deemed collectible, the amounts should be written off and
charged as an expense.

RECEIPTS

5.A. INTERNAL FUNDS DEPOSIT VERIFICATION FORM

The Internal Funds Deposit Verification Form is the primary supporting
document for all money collected for deposit by the fund sponsor. This form
has been created in MS Excel and is used as a protected electronic
worksheet form with automatic calculations. Handwritten entries are not
acceptable. All funds received for deposit must be accompanied by a pre-
numbered receipt.

This Internal Funds Deposit Verification Form and the associated
supporting documents must accompany all monies submitted to the Cash
Custodian for deposit preparation. The Cash Custodian will verify the
entries on the forms and prepare the bank deposit slip. The final deposit
documentation which includes a copy of the bank deposit slip is then
forwarded to the Charter School Bookkeeper to enter the transaction into
the JDE general ledger.

Cape Coral @ Charter School Authority
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Fields highlighted in yellow on the form are available for user input: All
others are protected from user entry. The Internal Funds Deposit
Verification Form includes the following fields:

1. School Name (automatically populated based on fund number)
2. Date (automatically populated based on the date of preparation)
3. Fund Number (entered by the user)

4. Fund Name (automatically populated based on fund number)

5. Preparer (name of the fund sponsor collecting money)

6. Verifier (cash custodian or other person verifying the deposit)

7. Purpose (the reason the funds were collected - be specific)

8. Currency Quantity (entered by the user by denomination)

9. Coin Quantity (entered by the user by denomination)
10.Deposit bag number (if the preparer is the school secretary)

A copy of a sample Internal Funds Deposit Verification Form is presented
on the following page:

Cape Coral
Revised 12/2017

Charter School Authority
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EXHIBIT 5.A.1 - INTERNAL FUNDS DEPOSIT VERIFICATION FORM

City of Cape Coral
Charter Schools Internal Funds
School Internal Funds
Deposit Verification Form
School: | OASIS ELEMENTARY SCHOOL Date:| 1/13/2014
Fund Number:] 101 | Fund Name:| STAFF FUND
Preparer: | Jane Doe | Verifier:| Joe Smith
Purpose:
DEPOSIT FOR T-SHIRT SALES
IS this a Taxable Sale: (YIN it G : SR : oW s aahle
Check Summary Numbor of Checks Amount
From Page 1 4 S 104.00  Verification Intitals
From Page 2 0 S - Vesification Intitals
From Page 3 a S Verificatizn Intitals
From Page 4 0 S - Verificaticn Intitals
Totals for Checks 4 $ 104.00
Chack Repoitis) to accompany this tage to Bookkeener
Cash Summary
Currency Quantity Calculated Amount Coin Quantity Calculated Amount
$100 $0.03 $1.00 Al $1.00
$50 $0.00 $0.53 $0.02
320 15 §303.00 $0.25 52 $13.00
$10 10 $100.00 $0.10 46 $4.60
S5 3 §15.00 $0.05 10 $0.52
$2 $0.00 $0.01 44 $0.44
$1 44 $44.00 $0.00
Total Currency $459.00 Total Coin $19.54
Currency Verification hiiials:|:_—] Coin Verification lntiials:l
Deposit Totals
Checks | $ 104.00
| CURRENCY 2ALANCES | Currency | $ 459.00
Coin| § 19.54
Total Deposit| $ 582.54
Deposit Bag Number. | 1 Bag Sealed by:
Verilicrs sigratze
Deposit Recehved by: Date:
Schioo! Secretacy signature
This form to accompany Fund Tracking Form & deposit Wip for Bookkeeper
Cape Coral %a:.ff; Charter School Authority
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5.B. CHECK REPORTS INCLUDED IN THE
INTERNAL FUNDS DEPOSIT VERIFICATION FORM

The Check Reports may accompany the Internal Funds Deposit Verification
Form. Each Check Report page accommodates the detail of as many as
75 checks with as many as 300 checks total: User input fields are
highlighted in yellow. The calculated totals from each page are carried
forward to the Check Summary section of the Internal Funds Deposit
Verification Form. The fields on the check reports are as follows and a
sample is provided below:

1
2.
3

4.

. School Name (automatically populated based on fund number)
Date (automatically populated based on the date of preparation)

. Fund Number (automatically populated based on Internal Funds
Deposit Verification Form entry by the user)

Fund Name (automatically populated based on fund number)

EXHIBIT 5.B.1. - SAMPLE OF CHECK REPORTS

City of Cape Coral
Charter Schools Internal Funds
School Internal Funds
Checks Collected Form
School | OASIS ELEMENTARY SCHOOL - Date: | 8/5/2010
Fund Namo [ STAFF FUND ] Fund Numbor]| 101
Chesk £/ Hame Amc.x;\‘. Veuty Cnezk P/ Nane Amolnt Ven'y Chaz« & fhame Arcount Verdy
1233 7 U0 15,00
<250 ) Sruth 22.00
2887 Lane EEXT
[T55017 Paiel 3 22,50
Cotumn 1 otal 3 103,00 Columa Tolal 3 g Cotumn Total 3
PAGE1 OF [ 1] Wumbor of Chock on this Page 4 [Page Total 3 104,00 |
Cape Coral Charter School Authority
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5.C. REPORT OF CASH COLLECTED FORM

The Report of Cash Collected Form should accompany the Internal Funds
Deposit Verification Form and supporting documents whenever cash is
included in the deposit. User input fields are highlighted in yellow. This
form should be used in all instances where it is important to retain the detail
of cash payments made by students, parents or staff.

When the sum of the totals on the two Cash Collected Forms is equal to the
amount reflected in the cash and coin sections of the Internal Funds Deposit
Verification Form, the following status is reflected in the Deposit Totals
section of the Internal Funds Deposit Verification Form:

CURRENCY BALANCES

If not, the status shows:

CURRENCY OUT OF BALANCE

If cash is collected for a general purpose where it is not practical to detail
cash collected by payee, individual detail by payee may not be required.
Instances would include activities such as but not limited to concessions,
school store, and entrance fees for sporting events, activities and school
dramatic productions. In these cases, documentation of pre-numbered
tickets or other supporting information may be provided to substantiate the
cash collected.

The form includes the following fields highlighted in yellow for user input.

School (name)

Preparer (name)

Fund Name

Fund Number

Date Received (the date the cash payment was received)
Parent Name (if appropriate)

Associated Student

Receipt # or Ticket #

Amount

CONOORWN =

The teacher, staff member, or person collecting the money is responsible
for filling out the entire form except the receipt number and the signature at
the bottom of the form.

Cape Coral @ Charter School Authority
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Once collected, the cash may not be used to pay or reimburse for items
needed or purchased. There are to be no expenses paid from the cash
collected. All cash collected must be tumed into the Cash Custodian, intact
and accompany the associated Internal Funds Deposit Verification Form for
proper receipting and depositing.

Cash collected shall not be used to cash checks for school employees, nor
make any type of loans or change.

If cash has been collected from more than one source, a separate Report
of Cash Collected Form shall be completed for each source. For example,
if several teachers collect money for the same purpose, each teacher must
fill out a-separate Report of Cash Collected Form and muitiple forms may
accompany a single Internal Funds Deposit Verification Form.

In the event the Cash Custodian is not at the school, the Principal shall
appoint a designee to accept all monies ready for deposit. That person shall
have the responsibility of verifying that money is submitted in a sealed
envelope with all forms attached. The sealed envelope would then be
secured in a safe environment (school safe) until the deposit is prepared by
the Cash Custodian and picked up by armored car service for deposit to the
bank.

A sample copy of the Report of Cash Collected Form appears on the
following page (see Exhibit 5.C.1)

Cape Coral @ Charter School Authority
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EXHIBIT 5.C.1. - SAMPLE OF REPORT OF CASH COLLECTED

City of Cape Coral
Charter Schools Internal Funds
Report of Cash Collected
School: | OASIS ELENMENTARY SCHOOL | Proparod by:| Jans Dos
Fund Name: | STAFF FUND ] Fund No:| 101
Purpose:
loeposrr FOR T-SHIRT SALES
Jbato Rocaived Parant Name Agsoclated Studaent Recoipt# or Ticket# Amount
10/1/2013[JACK SMITH JOHN SMITH $ 75.00
10/1/2013[JOKN DOE SUE DOE $ 75.00
10/2/2013|JANE JONES |SALLY SAMUELS $ 100.00
10/21::013|ANDREA LANE |GECRGE LANE $ 100.00
10/2/2013]SAM STONE JAKE STONE 3 100,00
10/2/2013|ELENA MARTINEZ AARON MARTINEZ $ 28.54
S -
s -
S -
S -
$ -
$ -
S -
E3 -
S -
s -
s -
S -
S -
3 -
£ -
S -
S -
S N
S -
S -
S -
$ -
S .
S -
13 -
S -
S -
S -
$ -
S -
s -
$ -
S -
TOTAL THIS PAGE — 3 47854
LastPaga Onle |
_ Total Cash | pace oF
Last Cash Custodien Use Qv
Signature of Cash Custodian: Depostt Ticket Number]
This form is to tho internal Funds Daposit Verification Form
Cape Coral @ Charter School Authority
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5.D0. DONATIONS TO INTERNAL FUNDS

Donations for a specific purpose received by the school for intemal funds
are recorded in the appropriate school internal fund and identified with
accounting object 566101 (contributions, donations).

Administrative Regulation 1.18 Student Fees & Donations/Contributions
states that all donations of $250.00 or more received by the school must be
acknowledged back to the donor by the school. Schools must acknowledge
in a timely manner the donation/contribution in written form. This
acknowledgement letter must be retained by the Cash Custodian and
attached as supporting documentation for the deposit. The Cash Custodian
shall maintain a file with a copy of all donation acknowledgements.

Monies for all donations are to be documented on an Internal Funds Deposit
Verification Form prepared by the Cash Custodian and should be
accompanied with all documentation from the donor.

All undesignated donations will be considered as follows: 25% to Principal’s
Discretionary Fund account and 75% to the Technology Fund account.

Each school should have a process in place so that copies of all
acknowledgement letters are forwarded to the school's Cash Custodian.

5.E. DEPOSIT DATES & BANK DEPOSITS

All monies collected must be deposited intact into the bank as frequently as
feasible as dictated by sound business practices. Money collected should
be deposited within five (5) business days after receipt by use of an
approved armored courier service. In no case may any employee take
deposits directly to the bank.

Deposits are generally picked up by the armored courier twice weekly and
they will not be received by the bank until the following business day. The
deposit date should reflect the date that the funds will actually be received
and acknowledged by the bank. This is the date that should be reflected
on the deposit slip by the Cash Custodian.

All checks received for deposit must be endorsed with a restrictive
endorsement of “For Deposit Only” and specify the School’s Internal Fund
bank account number. The only exception to this requirement is if checks
are deposited using Remote Deposit Service Online (RDSO). See
instructions in section 5.F. of this document for instructions for RDSO.

Cape Coral @ Charter School Authority
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All deposits must equal the total amount collected and recorded on the
intemal Funds Deposit Verification Form. One deposit ticket is required for
each deposit being made for a given school internal fund. The deposit date
should be noted on each deposit ticket with initials of the preparer and the
verifier and the deposit bag number strip attached.

When depositing checks, a copy of the Check Report is to be included
behind the deposit slip in the deposit bag to document the checks to the
bank,

The Charter School Bookkeeper reviews the online bank website each day
and matches all deposit transactions with the deposit documentation from
the Cash Custodians. Any deposit corrections or adjustments are
investigated and appropriate action taken to properly record the corrections.

5.F. REMOTE DEPOSIT SERVICE ONLINE (RDSO)

Remote Deposit Service Online (RDSO) enables the Charter School
Bookkeeper to scan multiple checks into an image file that the depository
bank is able to process through an online transaction. There are several
benefits of this service which include:

e Any number of checks can be processed with RDSO.
The checks are credited to the bank the same day.
Checks do NOT require a restrictive endorsement stamp.
Reduced armored car service charges.
Dishonored checks are identified faster and/or reduced.

e 0 ¢ o

To request RDSO, the Cash Custcdian prepares the RDSO Check Deposit
Form (see exhibit 5.F.1) If there are more than 4 checks to be deposited
in the batch, a Check Report from the Internal Funds Deposit Verification
Form is included as backup: For fewer than § checks, the Charter School
Bookkeeper will retain a copy of the checks with the journal entry
documentation. The forms and the checks are forwarded to the Charter
School Bookkeeper by the Cash Custodian.

It is important to clearly identify the purpose of the deposit and indicate if it
is subject to sales tax on the RDSO Check Deposit Form.

Once processed online, the Charter School Bookkeeper will record a
transaction number and the date. If more than 4 checks are processed,
voided copies of the checks and a copy of the documentation is returned to
the Cash Custodian for a 30-day retention period after which they should
be shredded. If less than 5 checks are processed, the Charter School
Bookkeeper will retain the voided copy of the checks along with the journal
entry documentation.

Cape Coral @ Charter School Authority
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EXHIBIT 5.F.1. - SAMPLE OF RDSO CHECK DEPOSIT FORM

City of Cape Coral
Charter School Authority
RDSO Check Deposit Form

Submit this form with your checks to the Bookkeeper

School | OASIS MIDDLE SCHOOL | Datef 10112013 |
Preparer: | JANE SMITH |
Fund Type: General D Internal: Fund No:| 316 |
Number of Checks to Deposit: |80 I Taxable (YIN):ID
Purpose:

Disney field trip on 2/22/2014
Total Amount of Deposit: B 3,200.00 |

Original checks will be returned by the Bookkeeper end should be held for 30 days after depaosit.

For Accounting Use Only:

Transaction Number from RDSO: | |

Rejected items: ay: ] Amount:| |

Total amount credited: | | Credit Date:} |
Cape Coral ‘*@ Charter School Authority
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5.G. LOST, STOLEN, OR MISSING MONEY

The Superintendent, Principal, Accountant and the Charter School
Bookkeeper shall be notified of any lost, missing, or stolen money as well
as any fraudulent activity that is related to the school's internal funds. For
the procedures on how to handle lost or stolen property, refer to the City
of Cape Coral Administrative Guidelines regarding lost or stolen
funds.

S5.H. DISHONORED CHECKS

Dishonored checks are those that have been deposited into the internal
funds checking account, but have been retumed by the bank primarily due
to non-sufficient funds, stopped payments or closed accounts. The Charter
School Bookkeeper maintains an active file of dishonored checks that are
currently in process of collection. In no event is a student to be held
responsible for payment, collection, or notification of a dishonored check for
fund-raising activities.

The Charter School Bookkeeper will notify the Cash Custodian via email
when the check is returned by the bank. A collection letter is mailed within
2 business days of notification from the bank and is followed up after 15
days or as soon as is practical. A service charge is assessed to most
dishonored checks to cover bank charges and collection efforts. Thirty days
after written notification is sent to the maker of the check, collection efforts
are considered exhausted. If the amount of the dishonored check is greater
than $25, it should be referred to the designated collection agent and written
off by the Charter School Bookkeeper with notification to Principal.

Dishonored checks are recorded as an accounts receivable within the JDE
general ledger. They are monitored each month by the Charter School
Bookkeeper and the accounts receivable is relieved when collected.

A reasonable effort must be made to collect all dishonored checks. |t is
essential that the school maintain a file on all correspondence sent to the
parties whose checks were returned. Reasonable collection efforts as
outlined in the administrative regulations should be followed.

When recording the dishonored check to accounts receivable, the Charter
School Bookkeeper records a debit to accounts receivable and a credit to
the cash account: The sub-ledger (fund) number is required on the accounts
receivable entry to insure that the funds are removed from the fund balance.
(See EXHIBIT 5.H.1)

Cape Coral @ Charter School Authority
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EXHIBIT 5.H.1. - SAMPLE NSF CHECK JOURNAL ENTRY

If or when the amount of a dishonored check is repaid by the maker, the
accounts receivable and cash entries are reversed. An additional entry to
miscellaneous revenue for the service charge is also required

When recording the write off of a dishonored check as uncollectible, the
Charter School Bookkeeper records a debit to uncollectible accounts
expense and a credit to the accounts receivable account.

If a dishonored check is deemed uncollectible, an adjustment is required to
write off the check. The Charter School Bookkeeper will send a memo to
the Principal with the list of checks to be written off. The Principal will sign
the memo approving the write-off. The write-off of dishonored checks must
have documentation of collection efforts and be approved by the Principal.
In no instance should a dishonored check be directly written off without first
being recorded in the accounts receivable account.

Dishonored checks should generally be resolved or written off prior to the
end of the fiscal year.

If or when dishonored checks which have been referred to the designated
collection agent are collected, the funds collected are re-deposited to the
internal fund from which they were originally debited.

PURCHASING

6.A. GENERAL POLICY
For internal funds, the charter schools are required to follow most of the City
of Cape Coral purchasing guidelines with the following exceptions.

1. Any vendor or individual to be paid from a school internal fund must
first be registered with the City of Cape Coral. A copy of the blank
registration forms document is located on the network shared drive
and should be sent to the vendor or individual contractor to be
completed and returned. Once retumed, the information on the
forms is validated and entered to JDE, a vendor code is generated.

Cape Coral @ Charter School Authority
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2. Purchases of less than $300 require pre-approval by the Principal.
The requesting fund sponsor will prepare an Expense Pre-Approval
Form (see EXHIBIT 6.A.1) which must be approved by the Principal
and includes verification of the current fund balance.

3. The expense associated with field trips is generally greater than
$300; however, field trips are generally purchased from sole source
providers and the purchase amount is flexible and based on the
number of students that participate. For these reasons, field trips do
NOT require a purchase order; however, they do require an Expense
Pre-Approval Form approved by the Principal.

4. The Principal or Superintendent is authorized to execute a school
internal fund purchase order for expenditures ranging from $300 to
$5,000 except as identified in items 1 and 2 above.

a. The fund balance of the school intemal fund must be equal to
or greater than the purchase and are verified by the Charter
School Bookkeeper before the purchase order is released.
Funds will be encumbered by the purchase order process.

b. Due to the nature of school intemal funds, expenditures
greater than $5,000 are expected to be extremely rare;
however, if these occur, approval by the Charter School
Superintendent is required. See sections 6.C for more
information.

Cape Coral @ Charter School Authority
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EXHIBIT 6.A.1 -~ SAMPLE EXPENSE PRE APPROVAL FORM

City of Cape Coral
Charter School Authority
Expense Pre-Approval Form

School | OASIS ELEMENTARY SCHOOL | Date:| 12/1/2013

Preparer: | , JANE DOE |
Fund Type: General D Internal: Fund No:
If Internal Fund, Enter Fund Balance| $ 828.56 |

Reimbursement:D Credit Card:[:] Check Request:

Purpose of Expenditure

PURCHASE OF T-SHIRTS FOR MEDIA CENTER

Anticipated Maximum Amount: IE 250.00 |

Please attach this approved form to all receipts and documents for the purchase
and forward to the Bookkeeper or School Secretary

Approva I (school Principal for Intemal Funds, Business Manager for General Fund)

School Principal or Business Manager Date:
Cape Coral w,? Charter School Authority
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6.B. PURCHASE ORDERS

A school internal funds purchase order is required for all intemal funds
purchases greater than $300 before the order is placed with the vendor with
the exception of field trips as identified in item 6.A.2 proceeding.

The Request for Purchase Authorization Form is prepared by the school
secretary or fund sponsor (see Exhibit 6.B.1 on the following page.) This
is the same form that is used for all general fund purchase order requests.

The school secretary or fund sponsor should complete the applicable fields
(in yellow) and the form must be approved by the school Principal or
Assistant Principal in the Principal's absence. The approved form along
with all quotations, estimates and supporting documentation should be
attached to the request form and forwarded to the Charter School
Administration Office for processing in JDE.

Once the requisition is entered to JDE, the system will issue a budget hold
on the purchase requisition. The Charter School Bookkeeper will verify that
the fund balance is sufficient to cover the cost of the purchase being
requested on the Request for Purchase Authorization Form and either
release the budget hold or reject the requisition. Once released by the
Bookkeeper, the Procurement Manager will approve the requisition and the
purchase order is generated in JDE.

Once the purchase order is generated in JDE, a copy is sent to the vendor
with a copy of the quote or estimate to initiate the order. The amount of the
purchase order is reflected as an encumbrance of the available money for
use by the internal fund until the invoice is processed for payment in JDE.

Once the product is received or the service is completed, the vendor will
issue an invoice which reflects the purchase order number generated from
JDE. The invoice along with any receipt acknowledgements (packing lists)
from the vendor are verified and signed off by the fund sponsor or school
secretary. The invoice, pack list and copy of the purchase order are
forwarded to Charter School Accounts Payable Specialist | for payment
processing of the invoice to the vendor.

In addition to field trips, there may occasionally be other purchases that can
only be obtained from a sole source provider. [f over $300, these purchase
requests require special handling. Please refer to section 6.D. for
instructions.

Cape Coral Y Charter School Authority
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EXHIBIT 6.B.1 - REQUEST FOR PURCHASE AUTHORIZATION FORM

City of Cxpe Coral

Cape Coral Charter School Authority
Request for Purchase Authorization Form

FUND NUMBER: | (000" tor Gonerst Funz or Intemal Funa Numberi o~ DATE: . January 10, 2014
FUND NAME: REQUESTED BY
SCHOOL . APPROVED BY:
VENDOR: | |conTacT person:
SHIPTO:" '

R ONT ACCOUNT | SUB_ B R s

orv | | 00 | co | sl ipees | TEMDESCRPTION. - | . TOTAL

TOTAL| S -

REASON FOR PURCHASE:

SOLE SOURCE - MUST PROVIDE DOCUMENTATION
VENDOR VENDOR
A;A; 5 ‘;
PONEHINVEER

CONTACT FERSON:
DELVERY OHARGE
PRICE ITEM PRICE

APPROVED BY:
Revised 31114

Cape Coral 2% Charter School Authority
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6.C. INFORMAL QUOTES, FORMAL QUOTES, OR BIDS

6.C.(1) INFORMAL QUOTES (rare to non-existent)

Informal quotes are required by Charter School Governing Board
Policy when purchases of any item or group of similar items of
equipment, supplies or services total the threshold limitation set forth
in the policy, (currently $5,000.00 to $17,499.99).

Informal quotes may be obtained by the school placing telephone
calls or receiving faxes from at least three vendors. The informal
quotes must be documented either on the face of the school intenal
funds purchase order or included as an attachment.

6.C.(2) FORMAL QUOTES (rare to non-existent)

Formal quotes require approval by Charter School Governing Board
when purchases of any item or group of similar items of equipment,
supplies or services total the threshold limitation set forth in the
policy, (currently $17,500.00 to $24,999.99).

Formal quotes are written quotes obtained by and prepared by the
City of Cape Coral Procurement Services Department. The school

may not prepare formal guotes at the school level.

The school shall furnish the City of Cape Coral Procurement
Services Department with any pertinent and available information.
The City of Cape Coral Procurement Services Department will
perform the formal quote procedures and forward written notification
to the school.

The school must indicate the formal quote number on the face of the
Request for Purchase Authorization Form and should attach any
supporting documentation.

6.C.(3) BIDS (rare to non-existent)

Bids require approval by Charter School Governing Board when
purchases of any item or group of similar items of equipment,
supplies or services total the threshold limitation set forth in the
policy, (currently $25,000.00 or more).

Bids are a formal process and obtained by the City of Cape Coral
Procurement Services Department. The school may not process or

Cape Coral @ Charter School Authority
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request bids from vendors. This process is completed in its entirety
by the City of Cape Coral Procurement Services Department.

The school shall furnish the City of Cape Coral's Procurement
Services Department with any pertinent and available information.
The City of Cape Coral Procurement Services Department will
perform the bid process and forward written notification to the school.

The school must indicate the bid number on the face of the Request
for Purchase Authorization form and should attach any supporting
documentation.

6.D. SOLE SOURCE

Sole source is a determination that a vendor is the only supplier of such an
item. This is usually based upon the vendor's ownership of a copyright or
patent.

The school shall submit a request for sole source determination along with
supporting information to the City of Cape Coral Procurement Services
Department. Any school internal funds purchase order, which indicates a
sole source, must have documentation attached from the City of Cape Coral
Procurement Services Department.

6.E. SPECIAL CONDITIONS FOR INTERNAL FUNDS

6.E.(1) SCHOOL STORE AND FUND-RAISING PURCHASES

When purchasing items with internal funds, the requirements for
requesting informal quotes, formal quotes, or bids will not apply
provided that the following two conditions are met:

a) Items are acquired for resale to students in the school
store or purchased for fund-raising activities.

b) The purchase amount is less than the State
Department of Education bid threshold, (currently
$25,000.00).

6.E.(2) TRUST ACCOUNTS

Internal funds held in trust for individuals such as purchases of field
trips, yearbooks, class jewelry, cards and invitations, insignias, caps
and gowns, etc,, shall be exempt from the requirements for
requesting informal quotes, formal quotes, or bids.

Cape Coral @ Charter School Authority
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7. DISBURSEMENTS

Monies collected for internal funds shall be expended for the purpose for which
they were collected and in accordance with procedures established by the State
Board of Education and standard public accounting procedures as provided by the
City of Cape Coral Finance Department.

7.A. PAYMENT VOUCHER

When an invoice is received from a vendor for a purchase that did not
require a purchase order, the school secretary will prepare an Internal
Funds Check Request / Payment Voucher Form (EXHIBIT 7.A.1). This
form provides transaction accountability, payment authorization, and is a
source document that supports accounting entries. The blank template is
maintained on the network shared drive by the Charter School Bookkeeper
and includes 2 variations (also see EXHIBIT 7.A.2) of the form as well as
reference tables for use by the preparer.

The Check Request / Payment Voucher Form should be prepared by the
school secretary, approved by the Principal and submitted to Charter
School Accounts Payable Specialist | for entry into JDE for payment
processing.

The following supporting documentation is required to accompany the
Check Request / Payment Voucher Form to the Accounts Payable
Specialist 1.

1. The original invoice or store receipt, whichever is applicable shall be
provided as supporting documentation. Statements alone shall
never be used as a basis for payment. However, if no
invoice/receipt is available, a full explanation and a reason for lack
of an invoice/receipt shall be attached to the Check Request /
Payment Voucher Form.

2. In the case of refunds to parents, it is recommended that a copy of
the original money collected or check be attached to the Check
Request / Payment Voucher Form if possible. If a transfer from the
General Fund must be made to complete the refund process, the
requestor shall complete a Fund Transfer Request Form and attach
it with the request for the refund.

3. For product purchases, a packing list often accompanies the
shipment. If all items are received, the pack list should be stamped
indicating that the “invoice OK to Pay” and signed and dated by the
receiving person. If no pack list is available, receipt should be
acknowledged directly on the invoice in the same way.

Cape Coral Charter School Authority
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4. Forinvoices reflecting services or work performed, the invoice should
be stamped indicating that the work is completed and the “invoice is
OKto Pay". In addition, any other supporting documentation from the
vendor should also be attached.

Cape Coral @ Charter School Authority
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City of Cape Coral
Charter School Authority
School Internal Funds Check Request / Payment Voucher

EXHIBIT 7.A.1 - CHECK REQUEST / PAYMENT VOUCHER FORM

brernal Fund Numoer[ 208 | Scroot | CHRISTA MCAULIFFE ELEMENTARY SCHOOL
hwoice Date!| 10152013 Fuvd Name| ART DEPARTMENT
General Ledger Date: 10/15/2013 Ampunt: 783.00
Vendor Due Date: Vendor Name:| FLORIDA ODYSSEY OF THE MIND
Vendor Address|C/O MARILYN WOLPERT ]
Vendor Number: 1535078 11079 PHOENIX WAY
NAPLES, FL 34119
Purpose:|ODYSSEY OF THE MIND T-SHIRTS
nunher of entries § 1
INVOICE NUMBER | COMPANY | BUSINESS SUB LEDGER | SUB LEDGER
{A/P USE ONLY) CODE UNIT OBJECT TYPE (FUND NO) ACCOUNT DESCRIPTION AMOURT
10182013 0¢321 £15%5 852116 A 23t Sl Koot s 7863.00
REQUESTED BY: REVIEWED BY FIRANCE APPROVAL APPROVAL
Semoal Secrpiany Chixter Kbl Bookbespar Senor Aspouriing Mensper of Serad Prenstpal o Doregoie
Lh2107¢ Moxnicy Asea.oxs Bacble Susunezor Jasourim Cering

Comments: (AP Use On'y}

Redrser 072003
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EXHIBIT 7.A.2 - CHECK REQUEST / PAYMENT VOUCHER FORM

MULTI INVOICE OR MULTI FUND

The following variation of the Check Request / Payment Voucher Form is used
when multiple invoices for the same vendor and are to be paid from a single or
multiple internal funds and due on the same vendor due date. [t can also be used
when a single invoice is to be paid from more than one internal fund.

City of Cape Coral
Charter School Authority
School Internal Funds Check Request / Payment Voucher
Multi Invoice or Multi Fund
inwoice Date: 10/18/2013 General Ledger Date:| 10/18/2013
Vendor Due Date: 111612013 Amzunt] § 503,92
Vendor Number: 201416 Vendor Name |OFFICE DEPOT
Vendor Address|PO BOX 630813
CINCINNATL, OH 45263
Purpose:|CLASSROOM SUPPLIES AND DURABLE GODDS
aumbwe of entrioe 3
SUB
INVOICE NUMBER  |COMPANY | BUSINESS LEDGER FUND
(AP USE ONLY) CODE UNIT OBJECT TYPE_| ACCOUNT DESCRIPTION | NUMBER AMOUNT
566°01222-00% 04822 21718 552128 A Coerabg Siocles 301 S 20
565404333003 felytvad 21715 852116 A Secii & speert 308 S $0.32
885006658001 iXTtey 21718 £52101 A Qe Suzps 316 S 34950
REQUESTED BY: REVIEWED BY FINANCE APPROVAL APPROVAL
Setwol Seerelary Churier Szroot Bovkkeoper | Senor Accoumnting Manager ot Sehoot Principal o Delegake
L Susa/id Amwd Accouns Pnabhe Supervisor Kovin Bochman
Commants: (AP Use Onl)yl
Revgoe 012008
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7.B. VOID/ STOP PAYMENT ON CHECKS

Checks will occasionally need to be voided and payment stopped for a
multitude of reasons. A check may have been lost by the payee or in the
mail, erroneously issued, or damaged. Upon receiving and investigating a
request from the school or directly from the payee which requires a check
to be voided and payment stopped, the Charter School Accounts Payable
Specialist | will notify the Accounts Payable Assistant and Accounting
Assistant at the City of Cape Coral to initiate the stop payment and void the
check: The original check date, amount, check number and payee will be
required. The Accounts Payable Specialist | will also need to indicate if a
replacement check is to be issued.

7.C. PETTY CASH
Petty cash funds for school internal funds are not authorized at this time.

7.D. RESTRICTED EXPENDITURES

The following expenditures from internal funds are deemed inappropriate
and shall not be made except from trust funds collected for a specifically
identified purpose:

1. When budgetary funds are available, the purchase of equipment,
supplies, forms, and postage for curricular or classroom use is not
allowable. An exception will be made, due to the nature of the
expenditure, to accommodate postage expenditures when
reimbursement is claimed from budgetary funds.

2. Curricular related travel, professional, technical, or consultant
services, or other items for which City of Cape Coral Charter School
Authority budgetary funds are available.

3. Articles for the personal use of any student, employee, or other
person; except those items which are identifiable as being in
recognition of service or promotion of school activities, and those
items identified under Florida State Board of Education Rule 6A-
1.0143 and Administrative Regulation 3.17, Promotion and Public
Relations Expenditures.

4. Salaries or any form of employee compensation for duties or
assignments that are the responsibility of the City of Cape Coral
Charter School Authority are NEVER to be paid from school internal
funds.
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10.

11.

12.

Repairs and maintenance of City of Cape Coral or City of Cape Coral
Charter School Authority equipment for which budgetary funds are
available.

All expenditures for the purchase of buildings, remodeling,
renovation, repairs, alteration to the facilities or attachment of
permanent fixtures to the property are typically considered general
fund purchases.

Generally, donations from internal funds are not allowable.
However, when funds are collected with the express purpose of
making a contribution, contributions will be allowed provided that the
monies collected for the contributions are held in trust by the school
until disbursed.

The purchase or acquisition and use of cellular telephones.

Promissory notes, installment contracts, or lease purchase
agreements shall not be executed from internal funds in the name of
the school or any school organization, except as authorized by the
Charter School Governing School Board.

No school organization, club, or group of students shall make
expenditures that exceed the cash resources available to the
organization or group.

No merchandise or services shall be sold or promoted by a non-
school agency, in or through any school, or on school grounds,
without written approval of the Principal. Written approval will be
made on the basis of services to students or staff.

The Charter School Superintendent may allow advertising in student
publications according to the following guidelines:

e No advertisements may be obscene as to minors under
Florida law or promote products or services which minors may
not legally purchase.

No advertisements may contain libelous material.
No advertisements may be accepted which would tend to
create a substantial disruption in the school environment.

e No advertisements shall include political, religious or
organizational symbols.

e Advertising is subject to Charter School Administrator
approval.
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Expenditures that may otherwise be considered restricted may be allowable
for payment within the Staff Fund or Sccial Committee Fund.

If questions concerning expenditures arise, contact the Charter Schools
Accounts Payable Specialist | for clarification.

7.E. PAYMENTS FROM INTERNAL FUNDS FOR SERVICES
PERFORMED

7.E.(1) EMPLOYEE /| EMPLOYER

No payments are to be made from school internal funds as
compensation or commission to any employee of the school.
Reimbursements to employees of expenses for a specific pre-
authorized purpose are allowable.

7.E.(2) NON-INCORPORATED INDEPENDENT CONTRACTOR

A non-incorporated independent contractor is an individual or non-
incorporated business that is hired to perform a service. This
individual or business must be routinely engaged in providing similar
services to other customers. The individuals or businesses have a
level of expertise beyond that of an employee and do not provide
services that are controlled or supervised by the school.

7.E.(3) INCORPORATED INDEPENDENT CONTRACTOR

An incorporated Independent Contractor is a business that is legally
incorporated and is hired to perform a service. This business is
routinely engaged in providing similar services to other customers.
These services are not supervised or controlled by the school and
require duties or responsibilities that are not part of a normal
employee/employer relationship.

Incorporated businesses may be paid directly from internal funds. All
payments must be processed in the corporate name. Payments in

the name of the individual are not permissible.

7.F. INTERNAL REVENUE SERVICE 1099

The City of Cape Coral has the responsibility for issuance of IRS 1099 tax
statements for payments to non-corporate entities. This tax statement is
required when the Charter Schools internal fund has compensated any

Cape Coral & Charter School Authority
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individual or non-corporate entity for services rendered which amount to
$600.00 or more in a calendar year.

These transactions are routinely paid as consultant contracts or
supplemental contracts. This process places the responsibility for proper
tax reporting on the City of Cape Coral Financial Services Department.

Failure to follow the above guidelines may result in the Charter School
Authority being assessed penalties by the Internal Revenue Service. IRS
regulations provide for substantial penalties for failure to comply with 1099
reporting requirements.

7.G. TRAVEL REIMBURSEMENT FROM INTERNAL ACCOUNTS

Travel expenses may be paid from internal funds, subject to restrictions
outlined herein, and in accordance with City of Cape Coral administrative
policies. Any travel must be properly authorized and all expenses must be

adequately documented. Travel expenses must relate to the school
internal fund activity. Administrative costs are not permissible.

Per-diem meal allowance not to exceed GSA guidelines, lodging, and other
travel reimbursements must meet the legal limits established by State law
and the City of Cape Coral administrative policy.

An Expense Pre-Approval Form must be completed and approved by the
Principal prior to incurring any expense for travel (see EXHIBIT 6.A.1). The
travel must be fully pre-funded by the school activity intemal fund.

After travel is complete, a Travel Expense Report (TER) will be completed
by the Charter Schools Accounts Payable Specialist | to accompany the
Check Request / Payment Voucher with receipts for lodging, mileage and
GSA per-diem allowance for meals and submitted to the Charter Schools
Bookkeeper for reimbursement.

7.H. EMPLOYEE MEAL PAYMENTS

Meals when ovemight lodging is required and incurred are not subject to
rules for “Class C" payments. These payments may be made directly by
internal funds to the employee along with the lodging payments. Following
the guidelines set forth above for processing these payments.
Administrative costs are not permissible.

Cape Coral @ Charter School Authority
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7.. CREDIT CARDS

Each charter school has a credit card for use with school internal funds.
These credit cards can be used for incidental purchases or for travel related
to field trips. This includes online purchases, local purchases to avoid
employee reimbursements, and travel related expenses.

The Expense Pre-Approval Form must be completed and approved by the
Principal prior to the release of the credit card.

Internal funds credit cards are always to be secured in the school safe when
not checked out and are controlled by the Cash Custodian. When a credit
card is checked out, it is logged into the control log (see EXHIBIT 7.1.1).
The credit card log will be maintained by the Credit Card Custodian and a
copy of the log will be submitted to Financial Services at the end of each
school year for audit purposes.

A Sales Tax Exemption Form should be provided to accompany the card in
order to avoid sales tax being assessed to the purchase.

Exhibit 7.1.1
City of Cape Coral
Charter Schools
Credit Card Control Log
Card Ending| Dato Card Traveler of Vandor Dato of Trav;al Purposo of Travel | Date Card
{last 4 dights | Pickod Up Autherized Signatura Hamo Destinction of Purchase or Business Uso Retumed
Cape Coral '«;‘g@ Charter School Authority
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Cape Coral

Once the purchase or travel is complete, the credit card should be promptly
returned to the Cash Custodian along with all receipts. The receipts are to
be maintained in an active file by the Cash Custodian.

When the monthly statement is received by the Charter School Accounts
Payable Specialist | each receipt will be identified and the proper accounting
and fund will be assigned. The Charter School Accounts Payable
Specialist | will prepare the Check Request / Payment Voucher with all
supporting documentation.

TRANSFERS & JOURNAL ENTRIES

Adjusting journal entries (or just referred to as journal entries) are utilized to
record deposits, credits, interest income, dishonored check activity, and all
cash affecting activities that are not recorded through the accounts payable
processes (check request or purchase orders).

8.A. TRANSFERS

A transfer should be used to move monies to or from one internal fund to
another or to or from the general fund. Moving monies from one fund to
another increases the balance in one account for the amount of the transfer
while decreasing the balance in the other account for the same amount.

The information pertaining to all transfers must be entered on a Fund
Transfer Request Form (see EXHIBIT 8.A.1) with approval from the
Principal of the sending organization. Once approved, the form is sent to
the Charter School Bookkeeper and Accountant to process as appropriate.

All fund transfers require a journal entry transaction to be initiated by the
Charter School Bookkeeper.

o Simple transfers between funds within the same school do not
require any additional activity.

* Transactions between funds from different schools or to / from the
general fund also require action at the depository bank which is
initiated by the Charter School Bookkeeper using an online bank
application. These transactions are typically completed by the bank
within two (2) hours on the same business day as requested.

¢ Transfers between the Intemal Fund and the General Fund are
completed by the Accountant.

¢ Business Manager approves bank transfers after review of signed
transfer documents.

Charter School Authority

Revised 12/2017 Page 39



EXHIBIT 8.A.1 - SAMPLE FUND TRANSFER REQUEST FORM

FUND TRANSFER REQUEST FORM

Sending Organizalion:|

OASIS MIDDLE SCHOOL

Sending Fund No:[__309 ]

Fund Name:|

ATHLETICS DEPARTMENT

Reason {or Transier:

TRANSFER TO FUND 409 TO SHARE COST OF ATHLETICS PROGRAM BETWEEN OASIS HIGH
AND OASIS MIDDLE SCHOOL

Amount to Trans:’er:l 5 400.00 Request Date:|  wonday, January 13, 2014

Approval:
Requ ! By Senging Organizalion Principal / Adminisirator

Receiving Organization:| QASIS HIGH SCHOOL |

Receiving Fund No:[__409__ |- Fund Name:| ATHLETICS DEPARTMENT

513 O ARD THES FORR TGO THE CHARTER SOHOGL BOOKKECPER FOR NG AETEL A ¥
Bookkeseper Use Qnly for Inter-Entity Transfers Only
Rs 1 Ca Date Processed ir Cash?

Revmed 1112013
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8.B. JOURNAL ENTRIES

Joumal entries are generally used when recording deposits or other
transactions into the JDE general ledger that are not posted through the
accounts payable processes (i.e. payment vouchers or purchase orders
invoiced). They may also be used to correct prior transactions that may
have been recorded incorrectly. Journal entries are also used to record
transfers between funds as discussed in Section 8.A.

The Charter School Bookkeeper prepares all journal entries associated with
school internal funds based on supporting documentation provided from
each school or other sources. A journal entry worksheet is prepared based
on the supporting documentation with attention to the proper coding of the
accounting information. This insures the proper accounting classification
and proper assignment to the correct internal fund. The information from
the worksheet can be electronically uploaded by the Charter School
Bookkeeper to JDE or manually entered.

Multiple entries may be included on a single journal entry worksheet. (i.e.
multiple deposits crediting the bank the same day). An electronic image of
every journal entry and the supporting documentation is scanned and
attached to the JDE record for future reference.

One or more journal entries may be contained within a single JDE batch.
The JDE batch report along with the original copy of all journal entries and
supporting documentation contained within the batch is sent to the
Accounting Manager at the City of Cape Coral for final review and posting
to the general ledger.

Journal Entries (see EXHIBIT 8.B.1) should be utilized for:

Recording deposits

Recording dishonored checks or re-deposits of dishonored checks
Correcting cash receipts or disbursement amounts

Correcting cash receipts or disbursement posting errors

Transfers between funds, schools or to/from the general fund

o ® o o o

All deposits to the internal funds checking accounts should be recorded on
a JDE Joumnal Entry Worksheet prior to entry into the JOE general ledger.
Deposits are discussed in Section 5.C previously.

EXHIBIT 8.B.1 on the following page reflects muitiple deposits that credited
on the same day.

Cape Coral @ Charter School Authority
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EXHIBIT 8.B.1 - JOURNAL ENTRY WORKSHEET

Batch!Doc 63243
JDE JOURNAL ENTRY WORKSHEET FISCAL YEAR: 2012
0 U SCHODLINTERNALFUNOS = = ] . .
et DOCUMENT: CHARTER SCHOOL BITERNAL FLNDS
DEPOSITS TO OCWS INTERNAL FUNDS DATE: 121237013
Cornmany St | s o GTRT cacon

2 25

53 .00
131X

2630

1372
5%

21880

s
x
718 fateoe | 185 62

£0000.901001 31718 ] £000
TEGT i 5 mn

. & 1330
| & T 2w  |wmassooieare &0 e

| i
| 1

I0TALE £ 03100 2 pia0e
4atns Ertry R

COUNT 1

Sohn V. Lowenes ADoond By
saes By
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SALES TAX

9.A. TRUST ACCOUNT

An account has been established in JDE for the recording of sales tax
liabilities to the Florida Department of Revenue. The balance in this trust
account will reflect the amount of tax due at the end of each monthly
remittance cycle. The liability account for each school called Sales Tax
Payable is defined by the schools business unit code plus object code

9.B. TAXABLE PURCHASES & TAXABLE SALES

All items purchased by the school for resale are subject to Florida Sales Tax
unless specifically exempted. To insure consistency in the way sales taxes
are applied and collected:

1. Allitems that are purchased for the school use or to be resold are to
be exempt from sales tax on the purchase. A current copy of the
Sales Tax Exemption Certificate is available on the shared network
drive for this purpose.

a. When purchasing items for resale, a Sales Tax Exemption

Certificate should be sent to the vendor along with the
purchase order or estimate (when no purchase order is
required).

. Ifthe vendor assesses tax on the invoice, the amount of sales

tax should be deducted from total amount billed and a copy of
the sales tax exemption certificate should be sent with the
remittance.

. The Sales Tax Exemption Certificate should always be

presented for purchases made with the internal funds credit
card from local vendors.

. Occasionally out of state vendors and online vendors will not

accept the sales tax exemption certificate from the State of
Florida. Unfortunately, there is no recourse in these matters.

2. Ali Items that are resold, regardless of profit, are subject to sales tax
at the time of sale (deposit date). Sales tax will be deducted from
the total amount of the deposit and held in the sales tax liability
account. On or before the 20* calendar day of the following month,

Cape Coral @ Charter School Authority
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the amount held in the liability account must be remitted to the Florida
Department of Revenue by the Accountant.

3. Sales tax is remitted on-line through the Florida Department of
Revenue website. Once the wire has been completed, the liability
account will be cleared.

4. The following items are exempt from sales tax.

a. Purchases that are made for the school and not resold are
exempt from Florida Sales Tax.

b. The sale of yearbooks is sales tax exempt by statute.

c. The sale of pre-packaged food items is sales tax exempt by
statute.

d. Admissions to athletic or other events held by schools are
exempt when student or faculty talent is utilized.

if purchases are made and paid for personally by a staff member, any sales
tax paid on these purchases will not be reimbursed unless the items
purchased are for resale. In order to be tax exempt, payment to the vendor
must be made directly by the school or the Charter School Authority. This
will necessitate the need for a Request for Purchase Authorization Form.

9.C. SALES AND USE TAX RETURN (DR-15 or DR-15EZ)

The Charter School Authority is required to file sales tax returns with the
Florida Department of Revenue as follows for each remittance cycle:

¢ The Accountant extracts the amount of sales tax liability from JDE to
determine the liability amount by school.

¢ The Accountant prepares a JDE Internal Funds Check Request
Form and Form DR-15 EZ for remittance of the sales taxes to the
Florida Department of Revenue.

e All payments as well as any liability from the general fund are
combined into a single remittance and mailed to the Florida
Department of Revenue.

e Sales tax payment transaction is posted in JDE through a journal
entry.

e The Accountant scans a copy of the original Sales and Use Tax
Return Form, DR-15 or DR-16EZ, which is submitted (whether the
return is a zero return or tax due)

Cape Coral @ Charter School Authority
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10.

Failure to remit sales tax when required may subject the school and the City
of Cape Coral Charter School Authority to penalty and interest charges.

9.D. FLORIDA DEPARTMENT OF REVENUE CORRESPONDENCE

For any correspondence received from the Florida Department of Revenue
regarding sales tax, such as fines and penalties, the Charter School
Bookkeeper or the Accountant at the City of Cape Coral Finance
Department should be contacted immediately. Also, school employees
should avoid any extensive conversations with the Florida Department of
Revenue and its agents without coordinating with the Charter School
Bookkeeper or the Accountant at the City of Cape Coral Finance
Department.

FUND-RAISING ACTIVITIES

10.A. GENERAL

Fund-raising projects and activities by the school, or groups within the
school, shall contribute to the educational experiences of pupils and shall
not be in conflict with the overall instructional program. The objective of
fund-raising activities shall not conflict with programs as administered by
the City of Cape Coral Charter School Governing Board, the Cape Coral
Municipal Charter School Foundation or any of the Parent Teacher
Organizations (PTO).

Prior approval must be sought from the Superintendent or designee for a
fundraiser that may put the City of Cape Coral Charter School Goveming
Board at risk. The sponsor shall provide written documentation on the
proposed fundraiser to the Superintendent for consideration.

The determination of the fund-raising activities for a school shall be the
responsibility of the Principal. The Principal shall control the fund-raising
activities conducted in the name of the school and assure that the purposes
are worthwhile. Each fund-raising activity shall have the approval of the
organization sponsor and the Principal using the Approval for Fundraiser
Form (see Exhibit 10.A.1). All staff shall conform to the following conditions
and any administrative directives that may be issued by the Superintendent:

1. Collections for all school-sponsored fund-raising activities must be
deposited in the internal funds bank account.

2. Each Principal shall regularly evaluate their fund-raising projects and
activities as they relate to school programs, the promotion of

Cape Coral @ Charter School Authority
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educational experiences, the time involved for students and
teachers, and the additional demands made on the school's
community. The Principal (or designee) will maintain a list of viable
fund-raising opportunities. Fund-raisers that are not viable will be
removed from the list.

3. Programs for which admission is charged or for which donations are
received shall not be held during school hours, except as approved
by the Superintendent or designee, Elementary student participation
in off-campus fund-raising activities, whether sponsored by the
school or any school-related organizations, shall be conditional upon
the school having on file the written parental consent for each
activity.

4, Fund-raising activities and projects within a school shall be kept
within a reasonable limit by the Principal. Full justification of the need
and an explanation of the manner in which the funds will be
expended shall be required before any project or activity is approved.

5. Each fund-raising activity shall be planned to finance a specified
objective.

A Parent Teacher Organization (PTO) or other organization connected with
the school may sponsor fund-raising activities provided that school work
and classroom time are not affected. Such activities shall be conducted in
accordance with the policies of the City of Cape Coral Charter School
Goveming Board and with the approval of the Principal.

10.B. PROHIBITED FUND-RAISERS
The following fund-raisers are prohibited:

1. Raffles and other activities of chance shall not be conducted in
connection with any school activities. Any form of gambling is
prohibited on school property.

2. Fund-raising activities for which students are charged an admission
shall not be presented during school hours.

3. The sale of all competitive food or beverages on school premises
shall be prohibited as school internal funds as directed in federal and
state NSLP rules. (5P-1.003 Responsibilities for the School Food
Service Program; Florida Administrative Code, Department of
Agriculture and Consumer Services; Division of Food, Nutrition and

Wellness; School Food Service Program)
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10.C. PRE-APPROVAL

Prior to the start of fund-raising activities, an Approval for Fund-Raiser Form
must be prepared and approved by the Principal. This document indicates
the intention and purpose of the fund-raiser (See Exhibit 10.A.(1))

Cape Coral §2% Charter School Authority
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Exhibit 10.A.1
CAPE CORAL CHARTER SCHOOL AUTHORITY
SCHOOL INTERNAL FUNDS

APPROVAL FOR FUND-RAISER
SCHOOL, ORGANIZATION
1. We request permission from the Principal to conduct the following
fund-raiser: (Describe items to be sold, dance, play, etc. and sale

price)

2. The fund-raiser will be held at the following locations, dates and
times:

3. The profit from this fund-raiser will be used for the following:

APPROVED BY:
Date
Teacher/Sponsor
Date
Student Activities Director
Date

Principal

Forward to Bookkeeper - One copy will be returned to Sponsor after Principal’s Approval

| Cape Coral @ Charter School Authority
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11. REPORTS

The Financial Reports are designed to provide timely financial information
necessary for administration and management of school internal funds and
compliance with federal and state regulations, and City of Cape Coral
Charter School Governing Board.

The following financial reports are required to be completed at various times
during the year:

¢ Internal Funds Balance Report
o Statement of Net Position
+ Statement of Change in Position

11.A. INTERNAL FUNDS BALANCE REPORT

The Internal Funds Balance Report provides the Principal, staff and the fund
sponsor a current balance of the monies available in all school intemal
funds.

This report is available for all employees from the shared network drive and
is updated weekly by the Charter School Bookkeeper.

This report is used by the Principal, Cash Custodian, and the Charter
School Bookkeeper to verify that money is available in a given fund before
authorizing a purchase on either a Request for Purchase Authorization
Form or and Expense Pre-Approval Form.

The Internal Funds Balance Report provides the following information:

Fund names

Date of last update

Fund balance for each internal fund

Encumbrance amounts generated from open purchase orders
Detail by accounting classification code (object)

Totals for of all internal funds by school

® o o @ o o

A sample of one of the Intemal Funds Balance Reports is provided on the
following page (EXHIBIT 11.A.1).

It is the responsibility of the Principal or Sponsor to review the School
Internal Fund Balance Report for accuracy. Questions regarding an Internal
Fund shall be put in writing to the Bookkeeper. Within a reasonable time of
receiving the request, the Bookkeeper will respond with an answer to the

Cape Coral @ ' Charter School Authority
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question. Concerns that cannot be resolved may be brought to the
Accountant for clarification. At the end of each fiscal year, the Principal and
Sponsor shall sign off that the balances are accurate.

EXHIBIT 11.A.1 — INTERNAL FUNDS BALANCE REPORT

CAPE CORAL CHARTER SCHOOL AUTHORITY
SCHOOL INTERNAL FUNDS BALANCE REPORT
Oasls Charter Elementary School Intemal Funds
Date: 1/10/2014 Business Unit 41435
] ) FISCALYEAR FISCAL YEAR FUND
AR ~iFurTions ivi 2044 ACTUAL » T ENCUMBERE i - BALANCE .~
OCES Staff Fund 101 :
AR Dishonored Checks L 115107 $ (15.00) $ -
Fund Batance To Be Aflocated 24000148 $ . .362497  § :
Other Schoo) Sales Revonue 547810 $ 1,051.20 $ .
Conirib/Donation Priwale . .. = 56810 $ . 491505 §_ -
Other Misceilsncous Revenue 569901 $ 500 $ -
Outside Senices 634120 $ (459.28) $ -
Food And Mileage (City) 640101 $ (2.971.54) $ -
Unleaded Fuel 6458108 $ (72.80) $ -
Food And Beverago 652119 $ (175.44) $ -
Opsraling Supplios o ... e § (66361). . § . -
Textbooks 652129 $ (32000) S -
Trophies/Awards 652141 $ {120.00) $ -
Total Fund 101 S 4,798.55 $ - [ 4,788.55
. OCES Drama Club . 102 . o
‘Accounts Payable - Other . 202000 $ 10064  § .-
Fund Balance To Bo Allocated 24000108 $ 9,213.36 $ -
Other Miscellanocus Rewenue 568901 3 455.00 S .
Total Fund 102 [ 9,769.00 $ - $ 9,769.00
. OCES Yearbook Sates - o
Fund Balance To Be Aliocated 24000155 $ 1,697.89 $ -
Yearbook Salss Revenue 547805 $ 1.520.00 $ -
Total Fund 103 $ 321789  § - $ 3.217.89
OCES Gifted Program 104
Fund Batanco To Bo Allocated L 240001.E $ 21607  _8 -
Total Fund 104 $ 21607 - S - $ 216.07
OCES ESE Fund 105

11.B. BANK RECONCILIATION

It is important to reconcile the school internal fund checking account on a
monthly basis as soon as the statement is available from the bank. The
bank reconciliation is prepared by the Accounting Assistant at the City of
Cape Coral Financial Services Department with cooperation from the
Charter School Bookkeeper.
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12.

All debit and credit entries on the bank statement including service charges
and dishonored checks should be reconciled to the entries on the JDE
general ledger for the prior month.  Any discrepancies between the bank
statement and the general ledger will be resolved with a correcting journal
entry.

YEAR-END FINANCIAL STATEMENTS

At the close of each school fiscal year, the Accountant prepares the
Financial Statements and Independent Auditors’ Report. This
comprehensive document reflects the financial condition of the Cape Coral
Charter School Authority.

For school internal funds, the Accountant will record the total of the account
balances for all school intermal funds checking accounts at the end of the
fiscal year on a Statement of Fiduciary Assets and Liabilities as an Agency
Fund. (SEE EXHIBIT 12.1.)

EXHIBIT 12.1 — STATEMENT OF FIDUCIARY ASSETS & LIABILITIES

CAPE CORAL CHARTER SCHOOL AUTHORITY

STATEMENT OF FIDUCIARY ASSETS AND LIABILITIES
AGENCY FUND - SCHOOL INTERNAL FUNDS
JUNE 30,2012

ASSETS

Cash and cash equivalenls S 137,826
LIABILITIES

Accounts Payable S 137.826

The accompanying notes to the financial statements are an inlegral part of this statement.

A Statement of Changes in Position will be generated. The Statement of Changes
in Position will be categorized by building into the following categories:

Cape Coral

N WD =

Athletics
Music
Classes
Clubs
Departments
Trust
General
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13. BEGINNING OF YEAR

13.A. BEGINNING OF THE YEAR GUIDELINES FOR SCHOOL STAFF

Annually, the school administration shall train staff on basic interal funds
procedures. All staff shall receive a copy of the guidelines as part of the
training. During the school year, refresher training shall be provided on an
as needed basis as determined by the administration.

Items to include in the guidelines are listed below:
13.A.(1) All funds collected must be remitted to the Cash Custodian
on a daily basis. No funds shall be held in desks, drawers or on their
person.

13.A.(2) Purchase orders must be prepared and approved for
purchases of $300.00 or more. A Request for Purchase
Authorization Form to be completed by staff and approved by the
Principal is the best way to assure purchase orders are completed.

13.A.(3) Review requirements and forms necessary to conduct fund-
raising activities. Ensure that staff are aware of all forms that are
required.

14. MONTHLY PROCEDURES

The month-end process should be approached as follows:

1. All cash receipts and cash disbursements that relate to the current
month must be recorded in the JDE general ledger through accounts
payable or journal entry. This should be completed by the 10th work
day of the subsequent month.

2. Each internal funds bank account must be reconciled to the JDE
general ledger each month. The Accountant at the City of Cape
Coral Financial Services Department is responsible for the
reconciliations.

15. YEAR-END PROCEDURES

The accounting records of all schools must be closed for the period ending
June 30th of each fiscal year. The items listed below are meant to be an
overview of the process used. Internal funds activity will be at a minimum
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after the close of school. Prior to year-end, the Bookkeeper will send out
a correspondence that states when the last day for purchases in the fiscal
year will be. Purchases after that date will be included in the next fiscal year.

The year-end process should be approached as follows:
1. Void all old outstanding checks and reissue as necessary.

2. Any uncollectible dishonored checks should be reviewed and written
off if uncollectible. At June 30, the accounts receivable account may
or may not have a balance. The balance would represent dishonored
checks that the Charter School Bookkeeper and Principal determine
are still collectible.

3. Invest excess funds that are in the checking account. Post all
investment transactions prior to closing the June records.

4. Inventory all school merchandise held for resale such as school store
supplies, uniforms, apparel, and vending supplies. Provide inventory
report to Financial Services no later than June 15" each year.

5. An inventory of all capital equipment will be conducted annually. The
documentation shall provide a list of inventory that is obsolete,
damaged or otherwise removed from the inventory. New capital
items will be added to the inventory at time of acquisition. Non-capital
equipment purchases (i.e. tablets, etc.) shall be tracked on the IT
inventory list. A copy of the list will be provided to Financial Services
quarterly.

6. Prepare a schedule of any accounts receivable and/or accounts
payable which exist at the year-end.

a. Accounts receivable are amounts owed to the internal funds
at fiscal year-end. The accounts receivable list should include
the payer’'s name, amount owed to the school, and account to
which the funds are to be credited.

b. Accounts payable are amounts owed to outside vendors for
goods/services that have been ordered and received prior to
the fiscal year-end, but not yet paid. The accounts payable
list should include the vendor's name, amount owed by the
school, and account that is to be charged for the purchases.

7. Prepare the required year-end reports:
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e The Statement of Fiduciary Assets and Liabilities (Exhibit
12.1)
Store inventory, giveaways, other inventory, if applicable
Accounts receivable
Accounts payable

8. When boxing up records to be sent for long term retention, the
Charter School Bookkeeper should do the following:

a. Make sure the records are only for the school internal funds.
Do not include any regular budgeted information.

b. Label all boxes with the school name and year and indicate
school internal funds.

c. Keep all boxes to a reasonable size. All boxes must have lids.
Remember, these boxes must be able to be carried between
the school and the retention location.

d. Include the following, if applicable:

e Accounts receivable list

e Accounts payable list

e Approval for fund-raiser forms

o Journal entries (adjustment & transfer)

e Check requests or payment vouchers with supporting
documents

¢ Bank statements

e Dishonored check collection efforts folder

16. RETENTION OF RECORDS

16.A. STATE REQUIREMENTS

Chapters 119 and 267 of the Florida Statutes provide that no public official
may mutilate, destroy, sell, loan, or otherwise dispose of any public record
without the consent of the Bureau of Records and Information Management
of the Department of State. Provided applicable audits have been released,
records may be disposed of in accordance with procedures established by
the Department of Records and Forms Management. Examples of such

Cape Coral
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17.

Cape Coral

records for internal funds could include Check Request / Payment Voucher
Forms and supporting documentation, canceled checks, Report of Monies
Collected Forms, joumals, ledgers, financial reports, school Request for
Purchase Authorization Forms, and serialized forms.

16.B. CHARTER SCHOOL AUTHORITY REQUIREMENTS

No records pertaining to intemal funds may be destroyed or otherwise
disposed of without prior written authorization from the City of Cape Coral
Financial Services Department and the Charter School Governing Board.

The storage of old records is managed by the Charter School Bookkeeper.

AUDITS

17.A. REQUIREMENTS

State regulations require the internal funds activity be audited annually. The
Financial and Program Cost Accounting and Reporting for Florida Schools
(Red Book) states:

1. The Charter School Govermning Board, shall provide for an annual
audit of internal funds.

2. In accordance with the Florida State Board of Education Rule 6A-
1.087(2), the signed, written report of the audit shall include notations
of any failure to comply with Florida Statutes, State Board of
Education Rules, and rules of the Charter School Governing Board.
The report, which must also provide commentary as to financial
management and irregularities, shall be presented to the Charter
School Governing Board while in session and filed as a part of the
public records.

17.B. AUDIT OBJECTIVES
The purpose of an audit is to accomplish many objectives, such as:

¢ Review of intemal funds financial statements prepared by schools
and departments to provide reasonable assurance that financial
statements are materially free of errors or other irregularities.

o Review transactions to ascertain compliance with all applicable
statutes, federal and state regulations, State Board Rules, and
Charter School Governing Board policies.

Charter School Authority

Revised 12/2017 g Page 55



18.

Report weaknesses in accounting, management, and internal
controls, and recommend corrective actions.

Examining the effectiveness of management controls.

A study and evaluation of the internal control structure and
environment may be performed to assure that assets are protected
and safeguarded.

Upon request of management, a performance audit may be
performed to review the effective and efficient use of resources.

INTERNAL FUND CATEGORIES

The Florida Department of Education categorizes Internal Funds/Student
Activity/Projects into the following categories: Athletics; Music, Classes,
Clubs and Departments; Trust Accounts and General Accounts. All Internal
Fund accounts shall be classified under one of the above types. Financial
reports shall be reported by these types.

1. Athletics — All revenues and expenditures involving athletic business

transacted at the school level shall be recorded in this classification.

. Music - Proceeds from activities of musical organizations, donations

to these groups, and expenditures for trips shall be recorded here.

a. A separate account for the collection of instrument rental or
maintenance of uniforms shall be recorded in this section.

b. If funds are restricted in use they shall be recorded in the trust
account.

. Classes, Clubs and Departments — A student activities account may

be established for each individual class to receive funds and pay
class obligations. The senior class may not incur new obligations
any later than one week following graduation. Once the graduating
class’ obligations are paid, the outstanding balance must be
permanently transferred to an account established by graduating
class officers that is not part of the Charter School’s activity accounts.
If no members of the graduating class can be located, the Finance
Office shall place a legal notice in a newspaper with general
circulation in the City of Cape Coral indicating there is a plan to
disburse class funds and stating the deadline date. The cost for legal
notification shall be drawn from the class account. After proper
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notification, has been made and no reply is received, account
balances still remaining shall be transferred to the General Account;
this shall be done annually by December 31 during the year following
June graduation.

a.

Classes and club accounts support a group of students within a
community of interest with a specified roster of students. Written
approval of a class/club must be obtained prior to the
establishment of a new account.

The sponsor of each club or organization shall be responsible for
his/her club account. Deposits shall be made in a timely fashion
as noted in Section 5. The sponsor shall develop and prepare an
annual budget for the account. A budget plan shall be presented
to the principal each school year prior to utilizing any funds.

The budget shall include plans for fundraisers (revenue) and
expenditures for the school year. All collections received by any
club or organization shall be deposited into the school internal
fund.

All disbursements shall be made by an intenal fund check.
Disbursements shall be approved by the appropriate organization
officer (where applicable), the sponsor and the principal.

A financial report shall be filed with the principal's office at the
close of each school year.

Class and club monies shall be expended for the benefit of the
class or club or for the purpose designated by the class or club
that participated in the generation of the revenue.

Inactive student accounts shall be closed the following fiscal year.

. Clubs and Departments shall be structured the same as classes

noted above.

The Sponsor shall work with the graduating class to designate
the disposition of any remaining funds. A memo to the Principal
shall designate the wishes of the class.

4. Trust Accounts — Funds collected for a specific purpose shall be
recorded under Trust accounts
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a. Trust funds shall be expended only for the purpose for which it
was collected. When the purpose of the trust has been
accomplished or becomes inoperative, if practicable, the funds
shall be returned to the person(s) it was collected from.

b. The Technology Internal Fund shall be considered a Trust Fund
as the intended purpose of the funds are for the sole purpose of
purchasing technology for the school.

c. Ifdonors have indicated an alternative purpose for the funds, they
shall be utilized for that purpose.

d. If donors have not indicated a specific purpose for the funds, then
the funds will be considered 25% for the Principal Discretionary
Fund and 75% for the Technology fund.

e. Funds that can't be returned shall be considered unspecified and
follow 4(d) of this section.

f. Trust funds shall never carry a deficit balance.

g. Ifthe trust funds are designated for a purpose beyond the current
fiscal year, approval must be granted by the Principal.

h. Collections, such as out-of-state-tuition, adult matriculation and
tuition fees, course fees, reimbursement for damages and
telephone charges are trust funds.

i. Sales tax collected for the state is also a trust fund.

j. Collections for parking decals shall be for restricted use and shall
be accounted for in the trust funds.

k. Funds collected from students for use of locks shall be accounted
for separately in a trust fund.

5. General Accounts - This category encompasses all other accounts for
funds to be use for the general welfare of the student body.

a. Separate accounts shall be maintained for activities such as the
school store.

b. The sponsor of the school store, school spirit wear and other
accounts maintained for the sale of items, shall conduct an
annual inventory of the product for sale. The inventory report shall
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be submitted to the Principal’'s Office. A copy will be maintained
in Financial Services. A periodic audit of the inventory shall be
conducted.

6. Restricted Expenditures — The following expenditures from Internal
Funds are deemed inappropriate by the Florida Department of
Education and shall not be made except from trust funds collected for a
specifically identified purpose.

a. Equipment, supplies, forms and postage for curricular or
classroom use.

b. Curricular-related travel, professional, technical or consultant
services.

c. Articles for the personal use of any student, employee or other
person, except those items that are identifiable as being in
recognition or service or promotion of school activities.

d. Personal memberships or subscriptions.

e. Salaries or compensation for duties or assignments that are the
responsibility.of the Charter Authority.

f. Loans, credit or accommodation purchases for anyone.

g. Repairs and maintenance of Charter Authority equipment for
which funds are available.

19. ATHLETICS

19.A. SCHEDULES OF ATHLETIC EVENTS

Schedules of all athletic events must be maintained. Schedules of athletic
events are used in conjunction with the Report of Tickets Sold and Ticket
Control Sheet.

19.B. FHSAA Financial Report

The Florida High School Activities Association (FHSAA) is responsible for
determining the rules and regulations and reporting requirements for all high
schools that are members of the association and participate in sanctioned
athletic competitions.

A FHSAA Financial Report must be completed by the host school for all
jamborees, invitational meets, playoffs, and tournaments. The FHSAA
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receives a percentage of gross receipts which will vary by sport and is
determined by the FHSAA rules, guidelines, and bylaws.

The host school must complete the FHSAA Financial Report and submit it
with the payment within 10 days of the event conclusion. A copy of the repot
shall also be forwarded to each participating school.

Participating schools may share with the host school a portion of the profit
of loss as determined by game contracts, written agreements, and the rules
and bylaws of the FHSAA.

A copy of the FHSAA Financial Report must be filed with the school's
Internal Funds records.

Further guidance may be obtained by reviewing the Florida High School
Activities Association's Rules, Regulations, and Bylaws.

19.C. PURCHASING

The purchasing policies of the Charter School shall be followed when
making all purchases on behalf of athletic events, team purchases, or
school expenditures when such purchases are transacted from Internal
Funds.

19.D. MEALS AND LODGING

Expenses for meals and lodging relating to out of town travel shall be
recorded directly into the individual team or sport account. The amount
allowed shall not exceed the amount approved by the Charter School's per
diem rate. An Expense Pre-Approval form should be completed as
supporting documentation for payment and attached to the Intemnal Funds
Check Regquisition form.

19.E. TICKET SALES

Tickets are commonly utilized for after-school events such as dances,
athletic events, performances, and other events where an admission is
charged. The sale of pre-numbered tickets, when used in conjunction with
the Ticket Control Sheet, and the Report of Ticket Sold or Admission forms,
eliminates the requirement for recording fransactions by student names and
amount paid by each student.

If admission is charged and pre-numbered tickets are not utilized or
accounted for in accordance with this section, then all admissions shall be
recorded by name and individual amount.
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19.F. ACQUISITION OF TICKETS

a. Tickets are to be purchased in pre-numbered sequences and
adequately accounted for on a Ticket Control Sheet.

b. An exception to purchasing pre-numbered tickets will be allowed
for low volume usage by the Elementary and Middle school which
desire to produce and number the tickets at school, provided the
following conditions are complied with:

c. The person responsible for ticket production shall provide a
memo certifying the amount of tickets produced for the event and
the ticket numbers.

d. The memo certifying tickets produced must be attached to a
completed Ticket Control Sheet and retained by the Cash
Custodian.

e. Unused or unsold tickets are returned to the Cash Custodian and
attached to the Ticket Control Sheet.

f. Ticket sales are recorded on the Report of Tickets Sold form.

19.G. TICKET CONTROL SHEET

The purpose of a Ticket Control Sheet is to account for all tickets used by
the event. This control sheet is to be used when issuing tickets to be sold
for any event.

The Ticket Control Sheet is designed to provide for ticket accountability and
detection of missing tickets. The control sheet contains information
pertaining to verification of existing quantities on hand, quantities used, and
event description.

The Ticket Control Sheet is an ongoing inventory system whereby the ticket
numbers are recorded as they are issued to be sold and reflects the current
tickets remaining in inventory. A separate Ticket Control Sheet shall be
used for each roll of tickets on hand and is used in conjunction with the
Report of Tickets.

19.H. REPORT OF TICKETS SOLD OR ADMISSIONS

The report of Tickets Sold, must be completed when tickets are sold or
admission is charged for an event and is used in conjunction with the Ticket
Control Sheet. The report provides for the accountability of monies collected
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and is a source document supporting accounting entries. The Report of
Tickets Sold form is to be filed numerically by receipt number with the
Deposit Verification form. The process for using the Report of Tickets Sold
is as follows:

The Sponsor shall enter the following data on the form;
Nature of the event

Location

Opponent school

Date

Ticket Color

Beginning Ticket Number

Selling price of the ticket

~Poo oD

Q

The form is provided to the ticket seller. The ticket seller shall enter the following
data upon completion of the ticket sales:
a. The last ticket number sold
b. Signature of the ticket seller
c. The form is submitted to the Cash Custodian at the conclusion of the
event.
d. The Cash Custodian shall complete the remainder of the form, verify the
accuracy of all data, enter the receipt number, indicate the date
received, and sign the form in the appropriate place.

Multiple Reports of Tickets sold forms for a particular event may be assigned to
the same receipt number.

20. MUSIC AND BANDS

Music accounts are to be utilized for band activities, music class functions,
uniform maintenance, and instrument related costs.

20.A. COLLECTION OF MONIES

All monies collected for school-sponsored activities are required to be
deposited into the internal funds of the school. The money is to be recorded
and deposited according to established procedures.

Collections from students for rental or maintenance of uniforms or
instruments shall be recorded in separate accounts. These collections will
be recorded within internal funds of the school.

20.B. EXPENDITURES
All expenditures shall comply with established internal funds procedures.
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21.

Cape Coral

20.C. FUND-RAISING ACTIVITIES

All school-sponsored fund-raising activities must comply with Charter
School Authority procedures and policies.

20.D. MUSIC AND BAND BOOSTERS
All music and band boosters are considered a cooperative organization.

YEARBOOKS

Yearbooks are sold to students at the lowest possible cost to afford the
maximum number of students the opportunity to purchase the book. The
sale of yearbooks should not be construed to be a fund-raising activity.

21.A. TRUST ACCOUNT

Yearbook transactions are to be accounted for within a separate Yearbook
Internal Fund for each school.

21.B. SALES TAX

Yearbooks, by statute, are not subject to collection or payment of Florida
Sales Tax.

21.C. EXPENDITURES AND PURCHASES

The purchase of yearbooks is not subject to the Charter School Authority’s
bid or quote provisions since such transactions are accounted for in a trust
relationship.

The Yearbook Internal Fund may be utilized for any necessary expense
relating to the production or printing of the yearbook. Expenses would
include the actual cost of the printing of the publication, film and developing,
seminars and conferences, and refreshments for Yearbook Committee
meetings.

21.D. INTERNAL FUNDS DEPOSIT VERIFICATION FORM

The Internal Funds Deposit Verification Form and its companion forms
should be completed when collecting monies for the sale of yearbooks and
ads. The name of the individual making the purchase and amount paid by
that individual must be listed. A class roster or list may be utilized and
attached if all information is indicated on the attached listing.

21.E. PROFIT, LOSS, AND TRANSFERS

Yearbook Internal Funds are intended to be self-supporting and not incur a
loss or make an excessive profit. Any excess fund balance created by
yearbook transactions shall remain in the yearbook internal fund and be
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available for future yearbook transactions. In those instances where large
fund balances have accumulated, the future sales price of yearbooks may
be set at a reduced price or equipment such as printers, cameras or
computers may be purchased to aid in the production of the yearbook.. The
school should retain a reasonable balance in this fund to facilitate the
startup of the yearbook in the next school year.

22. SCHOOL STORE (not currently in use)

Merchandise that is needed to facilitate classroom instruction and to
accommodate students may be sold in the School Store. The School Store
shall be a separate account within the internal funds.

The same rules apply to the Athletics Apparel Internal Fund and any other
fund which carries an inventory of items to be sold to the students or staff.

22.A. CHANGE FUND

A Change Fund/Cash on Hand is recommended to be set up for the School
Store. Cash collections are not to be retained in the School Store, the
Change Fund is used for this purpose. See 4.C. for instructions on the
Change Fund.

22.B. MONIES RECEIVED

Monies collected from School Store sales should be tumed over to the Cash
Custodian on a daily basis. An Internal Funds Deposit Verification Form
and companion forms must accompany the monies when remitted to the
Cash Custodian. All monies must be forwarded intact to the Cash
Custodian in a sealed bag.

It is not required that student names be listed on the forms as required in
other collection procedures.

22.C. EXPENDITURES

The only expenditures from the School Store account should be for those
items that are sold through the School Store.

22.D. SALES TAX
Items resold through the School Store are subject to Florida Sales Tax.

a) Schools have a special provision in the Florida Sales and Use
Tax law which allows payment of sales tax directly to the vendor.
Sales tax in this situation is based upon the purchase price of the
goods purchased for resale. The tax is considered part of the
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cost of the items purchased by the school and the tax is_not
collected separately.

b) When ordering items for the school store for resale, consider
crossing out the tax-exempt number on the Request for Purchase
Authorization Form. This may assist the vendor in knowing that
sales tax is due.

c) If items are purchased for resale from an out-of-state vendor or a
vendor who will not accept payment of Florida Sales Tax, then
the sales tax must be paid directly to the Florida Department of
Revenue. Sales tax in this case is based upon the sales price of
the goods purchased for resale. A transfer in the amount of 6%
of the purchase price will be generated and placed into the
217004 Sales Tax Liability account and remitted to the Florida
Department of Revenue by the 20™ of the following month.

Note: It may be in the school's best interest to choose an
alternate vendor if the vendor does not collect Florida Sales

Tax.

d) Ifthe vendor does not separate the tax on the invoice, a corrected
invoice will need to be obtained, or a written statement from the
vendor noting that the price includes the sales tax. This will
alleviate any potential questions that may arise with the Florida
Department of Revenue.

22.E. GIVEAWAYS

Allitems in the School Store that are given away during the year must
be recorded as they are given away. The School Store Custodian will
provide a list of items given away which shall include date item given
away, cost of item, copy of written request including name of person
requesting distribution, and purpose for distribution. No items are to
be given away without the Principal's authorization. A summary
sheet of all giveaways is then prepared by the Bookkeeper at year
end.

22.F. YEARBOOKS

Yearbooks should not be considered part of the School Store. If sold
in the School Store location, the sales must be recorded as a
separate transaction. Yearbook transactions should be recorded in
a trust account. Yearbook sales are exempt from sales tax.
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22.G. TRANSFERS

Profits from the School Store operation may be transferred to the
general fund or other designated accounts that benefit all students
at the discretion of the Principal. Sufficient funds shall be retained in
the School Store account to provide adequate funding for future
purchases of merchandise.

22.H. INVENTORY

An annual inventory of the School Store shall be completed at the
end of each fiscal year.

23. STAFF FUNDS / SOCIAL COMMITTEE / VENDING

The school may establish funds for transactions that benefit teachers and
staff within internal funds. These are the only funds within internal funds
where expenditures may be made which benefit staff members.

1.

Cape Coral
Revised 12/2017

These funds customarily receive money from teacher vending
machine sales located in the teacher lounge, dues collected from
staff members, and other specified donations.

Consideration should be given to allocate a portion of vending
machine commissions received from vending machines if they are
used by students. A portion of the commission check may be
allocated to the school's staff fund or social committee.

Expenses on behalf of staff should be paid from the staff fund or
social committee fund only; there should be no co-mingling of staff
and student funds. Expenses may include gifts, get well flowers, and
staff parties. These funds may also be utilized for any expense that
is not student related.

If the proceeds from vending machines have been recorded within
these funds, then all expenses for the machines shall also be paid
from the same fund.

A separate fund may be established for vending machines if the
school desires to distinguish between vending transactions, dues,
and other collections.

All items purchased for resale within the staff fund, social committee
or vending funding, such as vending machine products, are subject
to Florida Sales Tax.
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. Schools have a special provision in the Florida Sales and Use

Tax Laws that allows them to pay sales tax directly to the
vendors. Sales tax in this situation is based upon the
purchase price of the goods purchased for resale. The tax is
considered part of the cost of the items purchased by the
school and the tax is not collected separately.

. When ordering items that are not tax exempt, consider

crossing out the tax-exempt number on the Request for
Purchase Authorization Form. This may assist the vendor in
knowing that sales tax is due.

. If items are purchased for resale from an out-of-state vendor

or a vendor who will not accept payment of Florida Sales Tax,
then the sales tax must be paid directly to the Florida
Department of Revenue. Sales tax in this case is based upon
the sales price of the goods purchased for resale.

Note: It may be in the school's best interest to choose an
alternate vendor if the vendor does not collect Florida
Sales Tax.

. If the vendor does not separate the tax on the invoice, a

corrected invoice will need to be obtained, or a written
statement from the vendor noting that the price includes the
sales tax. This will alleviate any potential questions that may
arise with the Florida Department of Revenue.
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Item Number: 14.D.
Meeting Date: 12/12/2017
Item Type: NEW BUSINESS:

AGENDA REQUEST FORM
City Of Cape Coral Charter School Authority

TITLE:
Approval of Part-time Employee Accrued Leave - Jacquelin Collins

SUMMARY:

ADDITIONAL INFORMAT ION:

ATTACHMENTS:
Description Type
o PART TIME ACCRUED LEAVE POLICY 2017  Backup Material



11/30/17

Proposal for New Paolicy:

As Interim Superintendent, | would like to create a new attendance plan for
certified teachers that work on a part-time basis (18.75 hours per week). This
new plan will allow them to accrue 3.75 hours of leave time per month, for 10
months. There are two teachers currently in our system who would benefit from
this new plan.

Thank you for your consideration,

Jacquelin Collins
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From: Mark Moriarty

Sent: Tuesday, November 21, 2017 10:15 AM

To: Angela D. Cline <acline@capecoral.net>

Cc: Jill Ramirez <jramirez@capecoral.net>; Lisa Fowler <lfowler@capecoral.net>; Cathy Salvia <csalvia@capecoral.net>
Subject: RE: New Attendance Plan

Good Morning Ms. Cline:

Below are the relevant sections of the City Code and Cape Coral Charter School Authority Policies that address the
authority to implement policies. In sum, the Superinent submits policies to the Board for approval. Please let me know
if anything else is needed. Thank you. ~ Mark.

» §26-15 - Powers and duties of Charter School Authority, Superintendent and city.

(@)  Powers and duties of authority . The powers and/or duties granted by this chapter to the Authority are
declared to be public and governmental functions, exercised for public purposes, and are matters of public
necessity. Any list of powers and/or duties contained herein is not meant to be exclusive, but only illustrative of
the powers that may be exercised by the Authority. The Authority is a public body corporate and shall have the
right and responsibility to exercise the following powers and/or duties:

(1) Establish positions, duties and a pay plan, and employ, pay and provide benefits for personnel as well
as establish personnel policies.

Cape Coral Charter School Authority Bylaws & Policies
0130 - FUNCTIONS

The Goveming Board is the policymaking body for the System. After considering recommendations submitted by the
superintendent, the Board shall adopt bylaws and policies for the organization and operation of the Board and efficient
operation and general improvement of the System.

Adopting Policies

The Superintendent shall present any proposal relating to a policy amendment, the repeal of any policy, or the
adoption of a new policy in writing to the Board including a written explanation of the proposal in accordance
with Florida law.

A. Notice of Proposed Policy: After the Board has determined that it will give due consideration to the
proposal for adoption, amendment, or repeal of a policy, the Superintendent shall give immediate and
proper written notice to the public not less than seven (7) days prior to the proposed action.

B. Hearings: Any person, who is affected by a proposed policy, policy revision, or the repeal of a policy, may
file a written request with the Board for a hearing on the proposed action. The Board may also, on its own
initiative, schedule a public hearing for any proposed policy adoption, revision, or repeal.

C. Board Action: The Board will vote to adopt, amend, or repeal the recommended policy.

D. The Superintendent shall file immediately in his/her office a copy of any new policy, policy revision, or
repealed policy adopted by the Board; policy handbooks and update the Board's website accordingly.

E. All policies shall become effective upon adoption by the Board, unless another time certain date is
specified therein.

1010 - BOARD - SUPERINTENDENT RELATIONSHIP



As set forth in State law, the Superintendent is the executive officer of the Authority. As such, the Superintendent shall
advise and counsel with the Governing Board on all educational matters and recommend for Board action such matters as
should be acted upon. The Superintendent is responsible for the development, supervision, and operation of the school

program and facilities. His/Her methods should be made known o the staff through the administrative procedures of the
Authority.

Pursuant to State law, the Superintendent shall cooperate with the Board in every manner practicable to the end that the
Authority may continuously be improved.

The Superintendent is empowered by State law to recommend the adoption of policies determined to be necessary for the
efficient operation and general improvement of the Authority. Suggestions for new policies or for revisions to existing
policy may be made by the Board, the staff, or community member. After considering recommendations submitted by the
Superintendent, the Board is empowered to determine policies for the Authority. The Superintendent has the duty,
pursuant to State law, to enforce the policies established by the Board, and, therefore, should be given the latitude to
determine the best method of implementing those policies.

The Board shall retain oversight supervision of such procedures.

In order to expedite negotiation procedures, the Superintendent is appointed as chief representative of the Board for the
purpose of determining negotiation strategies and members of negotiation teams for collective bargaining with recognized
unions and employee units.

The Board is responsible for determining the success of the Superintendent in meeting the goals established by the Board
through annual evaluations of the Superintendent's performance. The Board, in formulating its position with regard to the

performance of the Superintendent, shall rely, whenever possible, on the objective outcomes of its evaluations rather than
on subjective opinions.

F.S. 1001.41, 1001.48, 1001.49, 1001.50

From: Angela D. Cline

Sent: Friday, November 17, 2017 1:17 PM

To: Mark Moriarty <mmoriart@capecoral.net>
Cc: Jill Ramirez <jramirez@capecoral.net>
Subject: Fwd: New Attendance Plan
importance: High

As discussed.

Sent from my Verizon, Samsung Galaxy smartphone

Original message
From: "Vicki M. McAtee" <vmcatee@capecoral.net>

Date: 11/15/17 11:26 AM (GMT-05:00)

To: "Angela D. Cline" <acline@capecoral.net> )

Ce: Jacquelin Collins <Jacguelin.Collins@capecharterschools.org>
Subject: New Attendance Plan

Hi Angie,

Mrs. Collins has asked that a new attendance plan be created. We have part-time teachers who work 18.75
per week. Mrs. Collins would like them to accrue 3.75 hours per month for 10 months.

3
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Item Number: 14.E.
Meeting Date: 12/12/2017
Item Type: NEW BUSINESS:

AGENDA REQUEST FORM
City Of Cape Coral Charter School Authority

TITLE:
Approval of Changes to School Clinic Assistant Job Description - Jacquelin Collins

SUMMARY:

ADDITIONAL INFORMATION:

ATTACHMENTS:
Description Type
o CLINIC ASSISTANT JOB DESCRIPTION 2017 Backup Material



w30

Ft
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CU/'j.e;—'S "f?’\\l Charter School Clinic Assistant class ocggc%

FLORIDA
CITY OF CAPE CORAL
Established Date: Jul 4, 2005
Revision Date: Jun-2-2813 Dec. 12, 2017

SALARY RANGE
$10,00 - $14.00 Hourly

GENERAL STATEMENT OF JOB:

Under the general direction of the School Nurse or Principle, the Clinic Assistant provides
first aid for injury or sudden illness of a student and to care for the student until the parent
can be reached and/or medical care obtained. In addition to treatment, this position assists
the school nurse in carrying out a School Health Services Program designed to promote,
maintain, and improve the health of students within Federal, State and Cape Coral Charter
School guidelines.

Individuals assigned to this classification must report to work per their assigned
schedule.

SPECIFIC DUTIES AND RESPONSIBILITIES:
The Clinic Assistant's specific duties include, but are not limited to:

Administers first aid to ill or injured students according to American Red Cross and/or
procedures in the Clinic Assistants' Handbook.

Assists in the administration of medication to students according to Florida Statute and
Cape Coral Charter School guidelines for administration of medication.

Assists students with health and hygiene matters as needed to allow appropriate
participation in the classroom.

Maintains appropriate records and assists in the maintenance and filing of health records.

Conducts health screening procedures as directed by the school nurse, such as vision,
height, weight, dental, pediculosis and scoliosis screening.

Monitors students with minor health problems.

Observes and reports to the school nurse and/or guidance counselor and/or school
administrator any unusual physical or behavioral conditions of a student.

May be assigned to back up other assistance in areas such as Basic or ESE after appropriate
training.

Participates in training regarding clinic management.




Participates in training regarding care of students with medical needs.

Participates in training regarding appropriate methods to deal with medical emergencies
(e.g., seizures, cardiac problems, medication).

Performs related work as required. (NOTE: The omission of specific statements of duties
does not exclude them from the position if the work is similar, related, or a logical
assignment to the position.)

MINIMUM QUALIFICATIONS:

High School diploma or equivalent is required. Must-be-a-Certified-Nursing-Assistant{CNAY
at-time-ef-hire— Current-certification-in-CPR-and-first-aid-is-required, Current certifications in
Cardiopulmonary Resuscitation/Automated External Defibrillator (CPR/AED) and First Aid,
and must be maintained. Demonstrated aptitude for working with ill/injured students.
Willingness to participate in in-service training re: clinic management, medical emergencies,
medlcatlon admlmstratuon, resplratory and toileting management. Experierce-in-medical

= A minimum of two (2) years of experience/training
in the medical field or working with chlldren or equivalent combination of training and
experience.

Such alternatives to the above qualifications as the Cape Coral Charter School Authority
Board may find appropriate and acceptable.

KNOWLEDGE, SKILLS, AND ABILITIES:
Is able to recognize and react appropriately in emergency situations.

Is able to work effectively under pressure due to nurse/student ratios.

Is able to establish and maintain effective working relationship with supervisors, support
staff, and other relevant organizations/individuals.

Is able to uphold the ethical codes and standards of both nursing and education professions.
Is able to make decisions related to student needs in a variety of educational settings.
Is able to work independently with limited direct supervision.

Is able to utilize a variety of modern office equipment, i.e., computers, facsimile machines,
and copiers.

Is able to issue and follow oral and written instructions.

Is able to exercise discretion and maintain confidentiality of sensitive information received
and processed.

Is able to perform duties with consistent courtesy and tact in the best interest of the public.

Has strong oral and written communication skills.




MINIMUM STANDARDS REQUIRED:

Physical Requirements: Tasks involve some walking, standing; some unassis}:gd lifting,
carrying, pushing and/or pulling of light weight objects up to 20 pounds. Ability to exert up
to 50 pounds of force occasionally.

Data Conception: Requires the ability to compare and/or judge the readily observ.able,
functional, or composite characteristics (whether similar to or divergent from obvious
standards) of data, equipment, or monitors.

Interpersonal Communication: Requires the ability to speak and/or signal people to convey
or exchange information. Includes giving and receiving instructions, assignments and/or
directions.

Language Ability: Requires the ability to read a variety of materials relevant to specialty
area.

Intelligence: Requires the ability to draw valid conclusions in task processing and
prioritization.

Verbal Aptitude: Must communicate efficiently and effectively in Standard English. Must
speak with poise, confidence, and voice control.

Numerical Aptitude: Requires the ability to add, subtract, multiply and divide.

Form/Spatial Aptitude: Requires the ability to inspect items for proper length, width and
shape, and visually read various information.

Motor Coordination: Requires the ability to coordinate hands and eyes accurately in
handling, sorting, and filing documents.

Manual Dexterity: Requires the ability to utilize a variety of modern office equipment. Must
have minimal levels of eye/hand/foot coordination.

Color Discrimination: Requires the ability to differentiate between colors or shades of color.

Interpersonal Temperament: Requires the ability to deal with people from a variety of
backgrounds in both giving and receiving instructions. Must be able to perform under stress
when confronted with individuals acting under stress and in emergency situations involving
life-threatening situations.

Physical Communication: Requires the ability to talk and/or hear: (talking: expressing or

exchanging information by means of spoken words; hearing: perceiving nature of sounds by
ear).

Environmental Requirements: Tasks are regularly performed without exposure to adverse
environmental conditions, e.g., dirt, cold, rain, fumes.




Item Number: 14.F.
Meeting Date: 12/12/2017
item Type: NEW BUSINESS:

TITLE:

AGENDA REQUEST FORM
City Of Cape Coral Charter School Authority

Approval of System-wide Attendance Policy-Jacquelin Collins

SUMMARY:

ADDITIONAL INFORMATION:

ATTACHMENTS:
Description
o ATTENDANCE POLICY 2018

Type
Backup Material



Jacquelin Collins, Interim Superintendent
3519 Oasis Boulevard Phone; 239-424-6100
Cape Coral, FL 33914 Fax: 239-541-1039

Attendance Policy 2018

Students have the right to a free and appropriate public education. but they assume the responsibility to
attend regularly and on time. Parents/guardians are responsible for the attendance of their children
within the compulsory attendance age. 6 to 16 (Section 1003.24. Florida Statutes). Parents have the
responsibility to inform the school of their child’s absences and to explain the cause of cach absence
(Section 1003.24. Florida Statutes).

Regular school attendance promotes academic success. Absences and tardies deprive students of
important instructional time. Excessive tardies may result in disciplinary action.

A. All students are expected to be on time and present cach day school is open during the school
vear.
B. Students may not be absent from school without permission of the principal/designee.
1. The school principal or designee is the only person authorized to excuse a student’s

absence.
2. A note from a parent/guardian is a request that a student’s absence be excused.
3. When a student accumulates an excessive number of absences (5 days in a calendar

month or 10 days within 90 calendar days) and additional absences occur which are
caused by illness. a written statement from a physician verifying that the absence was
caused by an illness may be required by the principal to be submitted by the
parent/guardian.
C. Habitual tardiness is defined as six (6) or more tardies to school or to an individual class per
quarter.
D. For enforcement of compulsory school attendance. three unexcused tardies or unexcused carly
sign-outs are considered equal to one day of absence.

MAKE-UP WORK: A student who is absent is required to make up all course work missed. Itis the
student’s responsibility to obtain assignments from the appropriate teacher(s) upon returning to class
immediately following an absence. The student will be given the number of days absent plus one
additional day to make up all work missed for full credit.

Excused Absences:
1. Religious instruction. religious holidays or holy days.

2. Sickness. injury death in the family or long-term illness verified by a physician’s note.
3. Off campus student meetings that are scheduled by school personnel

4. Court dates

5. Planned vacations approved by the school principal or his designee

Unexcused Absences:
1. Any absences that are not pre-arranged and approved by the principal or his designee and are not
defined as excused in this policy

2. Reported absences (by phone, email or written note) that do not include a reason for the absence.
JCD 11/28/117



Item Number: 14.G.
Meeting Date: 12/12/2017
Item Type: NEW BUSINESS:

AGENDA REQUEST FORM
City Of Cape Coral Charter School Authority

TITLE:
Approval of Budget Workshop Dates - MaryAnne Moniz

SUMMARY:

ADDITIONAL INFORMATION:

ATTACHMENTS:
Description Type

o BUDGET WORKSHOP 20182019 PROPOSED gacy i ateria



City of Cape Coral Charter School Authority

FY 2018-2019 Budget Workshop

PROPOSED DATES

Dates: Tuesday, March 27, 2018

Tuesday, April 17, 2018

Time: 9:00a.m. - 12:30p.m.

Place: City of Cape Coral Nicholas Annex
Room A200- “Green Room”
815 Nicholas Parkway

Cape Coral, FL 33990



item Number: 14.H.
Meeting Date: 12/12/2017
item Type: NEW BUSINESS:

AGENDA REQUEST FORM
City Of Cape Coral Charter School Authority

TITLE:
Adoption of CCCCSA School Calendar 2018-2019- Jacquelin Collins

SUMMARY:

ADDITIONAL INFORMATION:

ATTACHMENTS:
Description Type
D CCCCSASCHOOL CALENDAR 2018-2019 Backup Material
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Item Number: 14.l.
Meeting Date: 12/12/2017
item Type: NEW BUSINESS:

AGENDA REQUEST FORM
City Of Cape Coral Charter School Authority

TITLE:
Superintendent Contract Negotiations - Board Member Boyer

SUMMARY:

ADDITIONAL INFORMATION:



Item Number: 14.J.
Meeting Date: 12/12/2017
Item Type: NEW BUSINESS:

AGENDA REQUEST FORM
City Of Cape Coral Charter School Authority

TITLE:
Discussion of Land Development Subcommittee - Board Member Zivkovic

SUMMARY:

ADDITIONAL INFORMATION:



Item Number:
Meeting Date:
item Type:

14.K.
12112/2017
NEW BUSINESS:

TITLE:

AGENDA REQUEST FORM
City Of Cape Coral Charter School Authority

Discussion of Proposed LED Lighting Project - Jacquelin Collins

SUMMARY:

ADDITIONAL INFORMATION:



Item

Number: 15.A.

Meeting

Date: 12/112/2017

Item Tvpe: FINAL BOARD COMMENT AND
YPe: pIScUSSION:

TITLE:

AGENDA REQUEST FORM
City Of Cape Coral Charter School
Authority

New Governing Board Chair and New Govemning Board Vice Chair

SUMMARY:

ADDITIONAL INFORMAT ION:



Item 16.A
Namper: AGENDA REQUEST FORM
D:t:mg 12/12/2017 City Of Cape Coral Charter School
_ TIME AND DATE OF NEXT Authority
ltem Type:  yEETING
TITLE:

The Regular Governing Board Meeting will be held on Tuesday, January 9, 2018 at 6:00p.m. at
Christa McAuliffe Elementary - Cafeteria.

SUMMARY:

ADDITIONAL INFORMATION:



