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Wayne County Board of Education
Monitoring: Descriptor Ternu: Descriptor Code: {issued Date:
. 2.801 12/11/03
A Petty Cash Accounts Resoimds,[1asued
2.801 08/05/96
1 General
2
3 In order to facilitate refunds and minor purchases, the central office and the individual schools in the
4 system may maintain petty cash funds.! These funds will be used for the payment of permissible and
5 properly itemized bills for materials, supplies, or services under conditions calling for immediate payments.
6 The Board shall determine the maximum amount to be available in any fund.
7
8 The director of schools or his/her designee shall be responsible for disbursing and accounting for money
9 | from the central office fund. The principal in each school shall have the same responsibility regarding
10 | individual school funds.
11
12 | Expenditures against these funds must be itemized and will be charged to the applicable budget code.
13| After a budget item is exhausted, no expenditures against the item may be made from petty cash.
14
15| Itemized expenditures from the individual school funds shall be maintained and kept on file at each school.
16 | Expenditures made from the central office fund shall be itemized and kept on file in the director of schools’
17 | office.
18
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35 Legal Reference:
36 1. Tennessee Internal School Uniform Accounting Policy Manual; Section 5-18 &19
37
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39
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Wayne County Board of Education

Monitoring:
Review: Annually,

in January

Descriptor Term:

Payroll Procedures

Descriptor Code: Revised Date:
2.802 02/09/12
Rescinds: Issued:
2.802 08/05/96

Central Office

If the end of a pay period falls on a non-working day, employees will be paid on the last working day
prior to the end of the pay period. However, checks will be dated to coincide with the end of the pay

period.

Payroll procedures shall be as follows:

1. All certified personnel have the option of either ten (10) or twelve (12) month installments.

2. Bus drivers have the option of either nine (9) or twelve (12) month instaliments.

w

. Other support personnel have the option of either ten (10) or twelve (12) month installments.

4. Personnel employed for twelve (12) months shall be paid in twelve (12) month instaliments.

5. All new hires shall be paid by direct deposit.

No advance payments of salary shall be made. Upon resignation or retirement of school personnel,
final salary payment shall be withheld until all records and assets in custody of the employee are
satisfactorily transferred to his successor or another designated person.

Specific approval by the Board is required for payroll deductions, except as otherwise provided by

law.

Cross References:

Compensation Guides and Contracts  5.110
Resignation  5.204
Retirement 5.205
Overtime Pay 5.604
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Monitoring:

Review: Annually,
in January

Descriptor Term:

Salary Deductions

Descriptor Code: issued Date:
2.803 | 12/11/03

Rescinds: Issued:
2.803 08/05/96

Allteachers must have on file in the office of the board of education a current Withholding Tax Exemption

Certificate.

4
1

All request for change of status for insurance, dependents, etc., shall be made in writing by all school
personnel and filed in the office of the director of schools.

Deductions for social security, retirement, insurance, withholding tax, and any other items of which the
Board has knowledge and as authorized may be made from each employee's check.

Cross Reference:

Insurance Management 3.600
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Wayne County Board of Fducation

Moniioring: Descriptor Term: Descriptor Code: {Issued Date:

) 2.804 12/11/03
Review: Annually, Expenses and Reimbursements — p——t—

i January 2.804 | 08/05/96

Central Office

Annually the Board shall review expense allowances and reimbursement guidelines,

SCHOOL PERSONNEL

School personnel who incur expenses in carrying out their authorized duties will be reimbursed upon
submission of an approved voucher and supporting receipts.

Expenses for travel will be reimbursed when the travel has the advance authorization of the director of
schools. The director of schools may grant this authorization without prior board action when the travel
expense has been anticipated and incorporated into the operational budget of the particular program
involved.

The Board shall be responsible for all expenses pertaining to staff development. Student activity funds
shall not be used for this purpose.!

BOARD MEMBERS

The members of the board shall be paid for transportation, lodging, meals and other pertinent expenses
when traveling on business for the Board. Salary and other benefits shall be determined by the local
funding body. * Attendance at conventions or other educational meetings or travel for other school
purposes shall be authorized in advance by the Board. ?

Expenses shall be submitted to the director of schools' office within thirty (30) days of the date of
completion of such travel. The rate of payment shall be the same as the rate for members of the
professional staff,

Legal References:

L. Teunessee Iniernal School Uniform Accounting Policy Manuali, Section 5-20
2. TCA 49-2:202(d)

3. TCA 49-2-2001(c)
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Wayne County Board of Education

Monitoring: Deseriptor Term: Descriptor Code: Tssued Date:
2 8051 08/17/06
Review: Annually, . Rescinds: Issued:
in January Purchasing 2.805 12/11/03

General

The school system will purchase competitively and seek maximum educational value for every dollar expended.
Authorization to purchase shall be provided by the Board. The director of schools shall serve as purchasing agent for

the system-wide purchasing. Principals shall serve as purchasing agents for individual schools.

Purchases made by anyone not authorized by the appropriate officials shall become the personal responsibility of the
persons making the purchase agreement. The Board will not, under any circumstances, be responsible for payment for

any material or supplies purchased by unauthorized individuals or in an unprescribed manner.

No school shall be obligated to pay for any expenditure made by a student or a teacher or by any other employee
unless s/he first receives a written purchase order from the proper office or unless prior written permission or

arrangements are made with the principal.

The Board will purchase locally whenever other conditions are comparable.

Individual Schools

The director of schools must approve the following purchases:

1. A single piece of equipment costing more than ten thousand dollars $10,000.00;
2. One that is to be attached to or one that requires alteration of the building; or one that will become a

permanent fixture.

Central Office

ROUTINE PURCHASES

Routine purchases shall include expenditures for supplies, salaries, and routine expenditures required for the
operation of the school system. These expenditures shall be anticipated and provided for in the budget and will
normally be authorized by the Board at the beginning of the fiscal year. The director of schools shall make all routine
purchases without further Board authorization; however, the Board shall be promptly informed in any substantial

variation from budgeted estimates becomes necessary.




Purchasing 2.8051

SPECIAL PURCHASES

Special purchases are those which are not routine and which may or may not be specifically identified by line item in the
budget. Examples of special purchases are all capital expenditures such as for vehicles, buildings, major contracts,
purchases of major equipment, items for long-term use and supplies of an unusual quantity or nature. All purchases in
this category shall require specific prior Board approval on an item-by-item basis. In its approval, the Board may place
constraints on the director of schools requiring Board evaluation and/or approval at various steps in the procurement

process. This will be determined by the Board on an individual basis depending on the nature of the procurement action.

EMERGENCY PURCHASES

Emergency purchases are those which are necessary to avert hazards which threaten health or safety, to protect property
from damage or to avoid major disruption of educational activities. If within budgetary limits and deemed essential,

emergency purchases may be made by the director of schools. However, if the purchase is of such significant magnitude
as to impact the integrity of the budget, the chairman shall call a special of emergency meeting of the Board to deal with

the matter. In any event, the Board shall be advised promptly of all emergency purchases.

PURCHASING OF SURPLUS PROPERTY

The director of schools and other employees designated by the Board shall be authorized to act for the Board in acquiring
federal surplus property through the Tennessee General Services Department for surplus property and in entering nto

agreements, certifications and covenants of compliance concerning the use of federal surplus property.

Further, the director of schools is authorized to purchase any needed items through suppliers approved on the state bid

list.
COOPERATIVE PURCHASING
The Board, at its option, will join in cooperative purchasing with other school systems to take advantage of lower prices

for bulk purchasing and to reduce the cost involved in bidding whenever such buying appears to be to the benefit of the

system.

Legal References

1. TCA 49-2-206(3), TCA 6-36-115
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Wayne County Board of Education

Monitoring: Descriptor Tean: Descriptor Code: Issued Date:
Review: Annually, Bids and Quotations 2.8061 08/17/06
in January — —

2.806 12/11/03

(eneral

All purchases of supplies, materials, equipment, and contractual services in excess of ten thousand dollars ($10,000),
including those of individual schools, shall be based on competitive bids. These bids shall be solicited by
advertisement in a newspaper of general circulation within the school system. However, said newspaper
advertisement may be waived by the purchasing agent in an emergency. The purchasing agent shall advertise for bids

and receive quotations.” The principal shall serve as purchasing agent in each school.

All purchases of ten thousand dollars ($10,000) or less, including those of individual schools may be made in the

open market without newspaper notice, but shall, whenever possible, be based on at least three (3) competitive bids.

The lowest and best shall be accepted, provided the purchaser reserves the right to reject any or all bids or any part of
any bid and, if applicable, to accept that bid which is best as evidenced by reasons relative to the purpose of the
purchase. Any bid may be withdrawn prior to the scheduled time for the opening of bids. Any bid received after the
time and date specified shall not be considered.

The bidder to whom the award is made may be required to enter into a written contract.

The practice of splitting an order or dividing items to be purchased in order to avoid the use of bidding or other

purchasing procedures is prohibited.

EXEMPTIONS FROM COMPETITIVE BIDDING
Contracts for legal services, educational consultants, and similar services by professional persons or groups of high
ethical standards shall not be based upon competitive bids but shall be awarded on the basis of recognized

competence and integrity ?

The Board shall participate in TSBA’s Risk Management Program and will purchase insurance through the TSBA
Trust without bidding, as authorized by law.®

Legal References

L TCA 49-2-203)3),TCA 49-2-203(2)(3NAXB);
TCA 49-2-20606)2)

2. TCA 12-4-106

3. TCA 29-20-407




Mouitoring: Descriptor Term: Descriptor Code: Hssued Date:
2.807 12/11/03
i . i N & e @
Re‘”e“i'n Z}Z:::::i-g REQUISIUOHS Rescinds: Issued:
: 2.807 08/05/96

1 General

2

3 The Board shall designate personnel to be responsible for making requisitions.

4

5 All approved requisitions will be submitted to the purchasing agent (director of schools or principal) on
6 forms provided by the purchasing agent.

4

8 The number of each purchase order shall be recorded on the requisition.

9

10 | After processing, the original copy of the requisition will be filed in the appropriate purchasing office.
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34 Cross Reference:
35
36
37
38
39
40
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Wayne County Board of Education
Monitoring: Descriptor Term: Descriptor Code: Issued Date:
2.808 12/11/03
Review: Annually, Purchase Orders and Contracts

in January 2.808 08/05/96
1 General
2
3 All purchases made by the school system shall be by purchase order or formal contract, and no purchase
4 shall be made nor payment approved unless covered by an approved purchase order.
5
6 Purchase orders will include the following essentials:
7
8 L. A specification which adequately describes to the supplier the characteristics and the quality
9 standards of the item required;
10
11 2. A firm, quoted, net delivered price, whenever possible; and
12
13 3. Signature of purchasing agent.
14
15| Contracts shall be made only with responsible suppliers with the following considerations:
16
17 L. The supplier has the potential ability to perform successfully under the terms and conditions of a
18 proposed procurement;
19
20 2. A system for contract administration shall be maintained to assure supplier conformance with
21 terms, conditions, and specifications of the contract or purchase order, and to assure adequate and
22 timely follow-up of all purchases;
23
24 3. Contracts shall contain such provisions or conditions which will allow for administrative, contractual,
25 or legal remedies in instances where suppliers violate or breach contract terms, and provide for
26 such sanctions and penalties as may be appropriate.
27
28 4. All contracts, including those of individual schools, will meet all requirements of state and federal
29 laws, rules, and regulations.!
30
31
32
33
34
35
36 Legal References:
37 L TCA 49-2-203(2)(3); Tennessee Internal School Uniform Accounting Policy Manual, Section 5-11; TCA 49-2-206(b)(2)
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ayne County Board of Educatmn

Monitoring: Descriptor Term: Descriptor Code: {Issued Date:
: 2.809 12/11/03
Review: Annually, V s K
: P elld()l’ RelathnS Rescinds: Issued:
i January 2.809 | 08/05/96

General

Each order will be placed on the basis of quality, price, and delivery. Past service will be a factor if all
other considerations are equal.

No person officially connected with or employed by the school system will be an agent for, or have any
financial compensation or reward of any kind from any vendor for the sale of supphes materials,

equipment or service.!

Individual Schools

Schools shall execute a written agreement with vendors for all fund-raisers.? The agreement shall include,
but not be limited to, the following information:

The division of profits that result from the activity;
Payment of sales tax;

Delivery date(s);

Package prices or other charges; and

Scheduled dates of service.

ARl S e

Vendors visiting separate schools shall contact and secure the permission of each principal’s office prior
to visiting professional staff members. Vendors’ visitations to schools shall not be permitted to interfere
with the normal instructional and learning process.

Legal Reference: Cross References:

1. TCA 49-6-2003 Visitors to the Schools 1.501

2. Tennessee Internal School Uniform Accounting Policy Manual, Advertising & Distribution of Materials in Schools 1.806
Section 4-27 Student Solicitations/Fund-Raising 6.701




Wayne County Board of Education

Monitoring:

Review: Annually,
in January

Descriptor Term:

Payment Procedures

Descriptor Code:
2.810

Issued Date:

12/11/03

Rescinds:

2.810

Issued:

08/05/96

Central Olffice
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31
32

33
34 Legal Reference:

351 1. TCA 49-2-206(b)(3)
36

37
38

The director of schools shall approve all claims for payment prior to their submission to the Board.!

As operating procedure, the director of schools shall present to the Board each month a list of bills for
payment. The list will be supported by invoices and vouchers.

Schools may obligate themselves for the purchase of equipment, supplies, or services, provided payments
are completed by June 30 of the current school year or a plan for future payments has been made by the
principal and approved by the Board.
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Wne Count oard of Eucation

Monitoring: Descriptor Term: Descriptor Code: |1ssued Date:
| Student Activity Funds 2900 | s
Review: Annually, Rescinds: Issued:
in January Management 2.900 | 08/05/96

Individual Schools

The activity funds of each school shall include athletic and student organization funds and any other fund
belonging to any student group, class, or activity.

Whatever the source, all student activity funds shall be under the jurisdiction of the Board and under the
specific control of the school principal. Contracts with fund-raising agencies must comply with board
policy and be approved in writing by the director of schools.

Principals and/or sponsors who knowingly authorize/allow unapproved fund-raising activities shall be
subject to disciplinary action.!

Student activity funds shall be deposited in respective school activity accounts. Proper records of receipts
and disbursements shall be maintained in accordance with the Tennessee Internal School Uniform

Accounting Policy Manual ?

Revenue raised for specific purposes must be expended for that purpose, unless otherwise authorized in
writing by both the activity group sponsor and the principal.3

An annual audit of the account and records of all student activity funds shall be conducted as a part of
the audit of all other district funds.#

Any unencumbered class or activity funds automatically revert to the general activity fund of the school
when a class graduates or an activity is discontinued.

Funds derived from activities sponsored by parent-teacher associations, parent-teacher organizations or
other support organizations are not subject to this policy, unless such funds are in sole custody of the
school.’

Legal References: Cross References:
L. Tennessee Internal School Uniform Accounting Parent Organizations/Booster Clubs 4.503
Policy Manual,; Section 4-26 Student Solicitations/Fund-Raising 6.701

(o]

. TCA 49-2-110(c)(d)

3. Tennessee Internal School Uniform Accounting
Policy Manual; Section 5-25

4. TCA 49-2-112(a)

5. TCA 49-2-110(e)






