Code No. 706.1

PAYROLL PERIODS

The payroll period for the school district shall be monthly with the exception of support staff.

Employees shall be paid on the 25" day of each month. If this day is a holiday, recess, or weekend, the payroll shall be
paid on the last working day prior to the holiday, recess or weekend.

Support staff shall be paid bi-weekly.
It shall be the responsibility of the board secretary to issue payroll to employees in compliance with this policy.

The requirements stated in the Master Contract between employees in a certified collective bargaining unit and the board
regarding payroll periods of such employees shall be followed.

Legal Reference: Towa Code §§ 20.9; 91A.2(4), .3 (2005).

Cross Reference: 706.2 Payroll Deductions
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Code No. 706.2

PAYROLL DEDUCTIONS

Ease of administration shall be the primary consideration for payroll deductions, other than those required by law. Payroll
deductions shall be made for federal income tax withholdings, Iowa income tax withholdings, social security, and the
Iowa Public Employees' Retirement System (IPERS).

Employees may elect to have payments withheld for professional dues, district-related and mutually agreed upon group
insurance coverage, and/or tax sheltered annuity programs. Requests for these deductions shall be made in writing to the
superintendent. Requests for purchase or change of tax-sheltered annuities may be made January 10, April 10, July 10 or
October 10.

It shall be the responsibility of the superintendent to determine which additional payroll deductions will be allowed.

The requirements stated in the Master Contract between employees in a certified collective bargaining unit and the board
regarding payroll deductions of such employees shall be followed.

Legal Reference: Towa Code §§ 91A.2(4), .3; 294.8-.9, .15-.16; 422 (2005).

Cross Reference: 406.6 Licensed Employee Tax Shelter Programs
412.4 Support Employee Tax Shelter Programs
706.1 Payroll Periods
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Code No. 706.3

PAY DEDUCTIONS

The district provides leaves of absences to allow employees to be absent from work to attend to important matters outside
of the workplace. As public employers, school districts are expected to record and monitor the work that employees
perform and to conform to principles of public accountability in their compensation practices.

Cons

istent with principles of public accountability, it is the policy of the district that, when an employee is absent from

work for less than one work day and the employee does not use accrued leave for such absence, the employee’s pay will
be reduced or the employee will be placed on leave without pay if:

the employee has not sought permission to use paid leave for this partial-day absence,

the employee has sought permission to use paid leave for this partial-day absence and permission has been denied,
the employee’s accrued paid leave has been exhausted, or

the employee chooses to use leave without pay.

In each case in which an employee is absent from work for part of a work day, a deduction from compensation will be
made or the employee will be placed on leave without pay for a period of time which is equal to the employee’s absence

from

the employee’s regularly scheduled hours of work on that day.

Legal Reference: 29 U.S.C. Sec. 2 13(a)
29 C.F.R. Part 541

Cross References: 409.8 Licensed Employee Unpaid Leave
414.8 Support Employee Unpaid Leave
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Code No. 706.3R1

PAY DEDUCTION REGULATION

The district complies with all applicable laws with respect to payment of wages and benefits to employees including laws
such as the federal Fair Labor Standards Act and the lowa Wage Payment Collection Act. The district will not make pay
deductions that violate either the federal or state laws.

Any employee who believes that the district has made an inappropriate deduction or has failed to make proper payment
regarding wages or benefits is encouraged to immediately consult with the appropriate supervisor. Alternatively, any
employee may file a formal written complaint with the board secretary. Within 15 business days of receiving the
complaint, the board secretary will make a determination as to whether the pay deductions were appropriate and provide
the employee with a written response that may include reimbursement for any pay deductions that were not appropriately
made.

This complaint procedure is available in addition to any other complaint process that also may be available to employees.
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Code No. 707.1

SECRETARY'S REPORTS

The board secretary shall report to the board each month about the receipts, disbursements and balances of the various
funds. This report shall be in written form and sent to the board with the agenda for the board meeting.

Legal Reference: Towa Code §§ 279.8; 291.7 (2005).

Cross Reference: 206.3 Secretary-Treasurer
211.1  Annual Meeting
707 Fiscal Reports
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Code No. 707.2

TREASURER'S ANNUAL REPORT

At the annual meeting, the treasurer shall give the annual report stating the amount held over, received, paid out, and on
hand on an accrual basis in the general and schoolhouse funds. This report shall be in written form and sent to the board
with the agenda for the board meeting. The treasurer shall also furnish the board with a sworn statement from each
depository showing the balance then on deposit.

It shall be the responsibility of the treasurer to submit this report to the board annually.

Legal Reference: Towa Code §§ 279.31, .33 (2005).

Cross Reference: 206.3 Secretary-Treasurer
211.1  Annual Meeting
707 Fiscal Reports
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Code No. 707.3

PUBLICATION OF FINANCIAL REPORTS

Each month the schedule of bills allowed by the board shall be published in a newspaper designated as a newspaper for
official publication. Annually, the total salaries paid to employees regularly employed by the school district shall also be
published in a newspaper designated as a newspaper for official publication.

It shall be the responsibility of the board secretary to publish these reports in a timely manner.

Legal Reference: Towa Code §§ 279.35, .36; 618 (2005).
1952 Op. Att'y Gen. 133.

Cross Reference: 206.3 Secretary-Treasurer
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Code No. 707.4

AUDIT

To review the funds and accounts of the school district, the board shall employ an auditor to perform an annual audit of
the financial affairs of the school district. The superintendent shall use a request for proposal procedure in selecting an
auditor. The administration shall cooperate with the auditors.

Legal Reference: Towa Code § 11.6 (2005).

Cross Reference: 701 Financial Accounting System
707 Fiscal Reports
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Code No. 707.5

INTERNAL CONTROLS

The Board expects all board members, employees, volunteers, consultants, vendors, contractors, students and other parties
maintaining any relationship with the school district to act with integrity, due diligence, and in accordance with all laws in
their duties involving the school district’s resources. The board is entrusted with public dollars and no one connected with
the school district should do anything to erode that trust.

Internal control is the responsibility of all employees of the school district. The superintendent, business manager and
board secretary shall be responsible for developing internal controls designed to prevent and detect fraud, financial
impropriety, or fiscal irregularities within the school district subject to review and approval by the board. Administrators
shall be alert for any indication of fraud, financial impropriety, or irregularity within the administrator’s area of
responsibility.

Any employee who suspects fraud, impropriety, or irregularity shall report their suspicions immediately to his/her
immediate supervisor, or the superintendent, or an audit committee member. The superintendent and audit committee
member shall have primary responsibility for any necessary investigations and shall coordinate investigative efforts with
the board’s legal counsel, auditing firm, and other internal or external departments and agencies, including law
enforcement officials, as the superintendent and audit committee member may deem appropriate.

Employees bringing forth a legitimate concern about a potential impropriety will not be retaliated against and those who
do retaliate against such an employee will be subject to disciplinary action up to, and including, discharge.

In the event the concern or complaint involves the superintendent, the concern shall be brought to the attention of the
board vice-president, and audit committee member who shall be empowered to contact the board’s legal counsel,
insurance agent, auditing firm, and any other agency to investigate the concern or complaint.

Upon approval of the board, the superintendent, or audit committee member may contact the State Auditor or elect to
employ the school district’s auditing firm or State Auditor to conduct a complete or partial forensic/internal
control/SAS99 audit annually or otherwise as often as deemed necessary. The superintendent is authorized to order a
complete forensic audit if, in the superintendent’s judgment, such an audit would be useful and beneficial to the school
district. The superintendent, and audit committee member shall ensure the State Auditor is notified of any suspected
embezzlement or theft pursuant to lowa law. In the event, there is an investigation, records will be maintained for use in
the investigation. Individuals found to have altered or destroyed records will be subject to disciplinary action, up to, and
including termination.

NOTE: For more detailed discussion of this issue, see IASB's Policy Primer, Vol. 19 #4- May 24, 2006.

Legal References: American Competitiveness and Corporate Accountability Act of 2002,
Pub. L. No. 107-204.
Towa Code ch. 11, 279.8 (2009).

Cross References: 707.6 Audit Committee
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INTERNAL CONTROLS PROCEDURES

Fraud, financial improprieties, or irregularities include, but are not limited to:

* Forgery or unauthorized alteration of any document or account belonging to the district.

* Forgery or unauthorized alteration of a check, bank draft, or any other financial document.

* Misappropriation of funds, securities, supplies, or other assets.

* Impropriety in the handling of money or reporting of financial transactions.

* Profiteering because of “insider” information of district information or activities.

* Disclosing confidential and/or proprietary information to outside parties.

* Accepting or seeking anything of material value, other than items used in the normal course of advertising, from
contractors, vendors, or persons providing services to the district.

* Destroying, removing, or inappropriately using district records, furniture, fixtures, or equipment.

* Failing to provide financial records to authorized state or local entities.

* Failure to cooperate fully with any financial auditors, investigators or law enforcement.

* Any other dishonest or fraudulent act involving district monies or resources.

The superintendent, and audit committee member shall investigate reports of fraudulent activity in a manner that protects
the confidentiality of the parties and the facts. All employees involved in the investigation shall be advised to keep
information about the investigation confidential.

If an investigation substantiates the occurrence of a fraudulent activity, the superintendent, and audit committee member,
or board vice-president if the investigation centers on the superintendent, shall issue a report to the board and appropriate
personnel. The final disposition of the matter and any decision to file or not file a criminal complaint or to refer the
matter to the appropriate law enforcement and/or regulatory agency for independent investigation shall be made in
consultation with district legal counsel. The results of the investigation shall not be disclosed to or discussed with anyone
other than those individuals with a legitimate right to know until the results are made public.

Legal References: American Competitiveness and Corporate Accountability Act of 2002,
Pub. L. No. 107-204.
Towa Code ch. 11, 279.8 (2009).

Cross References: 707.6 Audit Committee
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Code No. 707.6

AUDIT COMMITTEE

The board recognizes that it is charged with raising tax revenues and related expenditures to maintain the educational
program for the school district. Public funds are held in trust by the board to be spent appropriately on the educational
program. To further ensure funds are spent appropriately, the board establishes an audit committee to assist the board on
internal financial matters and with the annual audit.

The audit committee is comprised of:

[List members that may include board members, administrators and public members. It’s recommended that there be a
balance between internal and external members.]

The audit committee chair is selected by [either the board or the audit committee — insert appropriate process.]
The major responsibilities of the audit committee are to:

* Recommend an auditor to the board [insert frequency, every three years, annually, etc.].

* Oversee the selection of the independent auditor and the resolution of audit findings including compliance with
the mandatory request for proposal process.

* Actas a liaison between the board and the auditor during the audit process.

* Annually report to the board about the annual audit.

* Recommend internal changes that may need to be made to ensure appropriate internal controls are being
implemented.

The audit committee will meet as directed by its chair. The audit committee is subject to the open meetings law.

Legal References: American Competitiveness and Corporate Accountability Act of 2002, Pub. L. No. 107-204.
Towa Code ch. 11, 279.8 (2009).

Cross References: 208 Ad Hoc Committees
707.5 Internal Controls
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