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POTTSTOWN SCHOOL DISTRICT

SCHOOL FISCAL YEAR AND FISCAL AUTHORITY 8000

8000.1 ~ In this school district the fiscal year shall begin on

the first day of July and end on the thirtieth day of
June each year.

8000.2 Fiscal policies for the Board of School Directors of
the Pottstown School District shall be in conformance

with the provisions of the Public School Code of 1949,

as amended.

8000.3 The Board of School Directors of this district shall
provide the necessary grounds and suitable school
buildings to accommodate all the children in the
district, who attend public school.

8000.3a Such buildings shall be constructed,
furnished, equipped, and maintained in a
proper manner as provided by the Code.

8000.3b Suitable provisions shall be made for the
heating, ventilating, adequate lighting, and
sanitary conditions thereof, and for a safe
supply of water, so that every pupil in any
such building may have proper and healthful
accommodations.

8000.4 The location and amount of any real estate required by
any school district for school purposes shall be
determined by the Board of School Directors of such
district, by a vote of the majority of all members of
the Board.

8000.4a No new school building shall be erected
without a proper playground being provided
therefor.

8000.5 In order to establish, enlarge, equip, furnish,
operate, and maintain any schools or departments herein
provided, or to pay any school indebtedness that may at
any time hereafter be created by any school district,
or to enable it to carry out any provisions of this
act, the Board of School Directors in this school
district is hereby vested with all the necessary
authority and power annually to levy and collect, in
the manner herein provided, the necessary taxes
required, in addition to the annual state
appropriation, and shall have, and be vested with, all
necessary power and authority to comply with and carry
out any or all of the provisions of this act.




POTTSTOWN SCHOOL DISTRICT (Continued)

SCHOOL FISCAL YEAR AND FISCAL AUTHORITY 8000

8000.6 The school district shall have the power and authority
to finance such acquisition by the issuance and sale of
its general obligation bonds, or authority leases, in
the manner provided by law.

Legal Reference

.Schogl Laws of Pennsylvania
Sections 507, 671, 701, 702, 782, 3164, 3172

Adopted: August 13, 1973
Revised:

POLICIES\BOOO



m POTTSTOWN SCHOOL DISTRICT

POWER TO ENTER INTO CONTRACTS - AUTHORITY FINANCING 8010

8010.1

8010.2

8010.3

Le

The school district shall have the power and authority
with the approval of the Department of Education, to
enter into contracts with the State Public School
Building Authority, any municipality, authority, or
profit or nonprofit corporation or partnership,
association or person to lease as lessee from such a
school building or any improvement thereto, and the
furnishing and equipment thereof, constructed by the
same, for a term not exceeding forty (40) years, at
such rentals as may be determined.

There shall be included in the annual school budget an

appropriation to meet the amount of such rental or
rentals.

In cases where the Board of School Directors fails to
pay or to provide the payment of any rental or rentals
due the lessor, upon written notice from the lessor,
the State Secretary of Education, shall notify the
Board of School Directors of its obligation and shall
withhold out of its state appropriation an amount equal
to the amount of rental or rental due.

efere

School Laws of Pennsylvania
Sections 784, 785

POLICIES\B010

Adopted:
Revised:

August 13, 1973



« POTTSTOWN SCHOOL DISTRICT .

PROFESSIONAL EMPLOYEE CONTRACTS : 8050

8050.1 All regular professional employees shall be accountable
for the total number of days as stipulated by
contractual agreement.

8050.2 All twelve (12) month contracts shall commence the

first day of July and shall terminate on the thirtieth’
day of June following.

8050.3 Every professional employee shall consider his contract
to be automatically renewed unless duly notified to the
contrary by letter from the secretary of the Board of
School Directors.

Adopted: August 13, 1973

W Revised:
i

POLICIES\8050



. POTTSTOWN SCHOOL DISTRICT

DESIGNATION OF SCHOOL DEPOSITORIES 8060

8060.1 The Board of School Directors shall designate one or
more banks and trust companies as a depository, or
depositories for its school funds.

8060.2 Such action requires the affirmative vote of a majority
of the votes of the entire Board of School Directors.

8060.3 Each depository, before receiving ‘any of the school
funds, shall furnish a proper bond in the amount and
with such surety or sureties as required by the School
Code and approved by the Board of School Directors.

8060.4 The total amount of bonds and obligations deposited
shall be equal to the amount of the deposits secured
and twenty per centum in addition.

B060.4a The school district shall be informed of
obligations and securities which are shared
by other institutions.

8060.5 All such bonds and obligations shall be accompan;ed by
a proper assignment or power of attorney for their
transfer. :

8060.6 Every bank or trust company designated as depository
for school funds shall, at the end of every month, make
a report to the school treasurer, to the Board of
School Directors, stating the amount of school funds
deposited with it during the month, together with the

. balance on hand at the beginning of the month, as well

as the amount of school funds disbursed by it during
the month, any accrued interest paid, or due, and the
balance remaining on hand at the time of making the
report.

Legal Reference
School Laws of Pennsylvania
Sections 621, 622, 623, 624

Adopted: August 13, 1973
Policies:

POLICIES\BOEO



POTTSTOWN SCHOOL DISTRICT

BORROWING IN ANTICIPATION OF CURRENT REVENUE - 8100

8100.1 The school district may borrow money in anticipation of
current revenues, to an amount not exceeding such
anticipated current revenues.

8100.2 Such notes shall mature and be payable during the
current fiscal year in which such money is borrowed.

8100.3 There shall be no debt limit whenever incurred provided
the majority of the votes cast at a general or special
election is in favor of such debt as defined in Act
18S5.

8100.4 Non-electoral debt shall be limited to two hundred
fifty percent of the district's borrowing base except
for special provisions as provided in Act 18S5.

8100.5 The incurring of such indebtedness shall require not
less than the affirmative vote of two-thirds majority
of the members of the Board of School Directors of the
district.

8100.6 The anticipated current revenue shall be pledged for
the payment of such indebtedness.

8100.7 If unpaid at the close of the current fiscal year in
which incurred, it shall become an obligation of the
following year's budget and included therein and shall
be payable not later than November first of the
following year.

Legal Reference
School Laws of Pennsylvania
Sections 639, 640
Act 185 .

Adopted: August 13, 1973
Revisged:.

POLICIES\8100




POTTSTOWN SCHOOL DISTRICT

POWER TO INCUR DEBT

8110.1

8110.2

8110

The school district may, in any year, create and incur
an indebtedness against such school district and issue
bonds payable as provided by the "Municipal Borrowing

Law" for any or all of the following purposes:

8110.

8110.
8110
8110.
8110.
8110.

8110.

8110.

8110.

la

1b

.1c

1d

le

1f

ig
1h

1i

To purchase or acquire proper sites or
grounds for school buildings or lands
additional to any existing school building;

To erect, enlarge, equip or furnish any
school building;

To repair, remodel or rebuild any building of
the school district; ,

To purchase school buses;

To pay any indebtedness incurred by any
municipality for or on account of the school
district or for school purposes;

To pay any refund of taxes decreed by an
order of the court;

To refund certain bonds, as herein provided;

To fund floating indebtedness incurred for
current expenses and debt services;

To fund temporary indebtedness incurred.for
permanent improvements, or in anticipation of
proceeds from a bond issue.

Limitations regarding indebtedness shall be set by the
interpretations of Act 18S5.

Legal Reference

School Laws of Pennsylvania
Section 631

Act 185

Adopted:
Revised:

FOLICIES\8110

August 13,

1973



POTTSTOWN

TEMPORARY

8112.1

8112.2

8112.3

8112.4

8112.5

SCHOOL DISTRICT

DEBT AND SHORT TERM LOANS 8112

The school district having no indebtedness less than
five (5) percentum of the total assessed valuation of
property taxable for school purposes may at any time
incur indebtedness for the purpose of providing funds
in any fiscal year for current expenses and debt
services, for permanent improvements, the acquiring of
school buses, or in anticipation of proceeds from bond
issue already officially authorized and approved by the
Department of Community Affairs with such limitations
and for such length of term as herein provided or as
amended by the provisions of Act 18S5.

The incurring of such temporary debt or borrowing money
upon such obligations, shall receive the affirmative
vote of not less than two-thirds of the members of the
Board of School Directors.

Such transaction shall be properly executed by the
president, under the seal of the district and attested
by the secretary.

Bids or quotations shall be solicited for all short
term loans which the Board of School Directors has
authorized and funds shall be borrowed from the
responsible organization offering the most favorable
terms.

Additional funds may be obtained by the negotiated sale
of bonds, at the discretion of the Board.

Le ference
School Laws of Pennsylvania
Sections 634, 635, 637

Act 185

Adopted:
Revised:

POUCIES\8112

August 13, 1973



W POTTSTOWN SCHOOL DISTRICT

INVESTMENT OF DISTRICT FUNDS 8115

8115.1 It shall be the policy of the Board of School Directors
to optimize its return through investment of cash
balances in such a way as to minimize non-invested
balances and to maximize return on investments.

8115.2 The primary objectives of investment activities in
priority order shall be:

8115.2a Legality - All investments shall be made in

accordance with applicable laws of the
Commonwealth of Pennsylvania.

8115.2b Ssafety - Safety of principal shall be of
highest priority. Preservation of capital in
the portfolio of investments shall be ensured

through the mitigation of credit risk and
interest rate risk.

8115.2¢ Liquidity - Investments shall remain

sufficiently liquid to meet all operating
requirements that are reasonably anticipated.
A fiscal year operations anticipated cash
flow shall be developed so that investments
can be made as early as possible with
maturities concurrent with anticipated cash
demands. ’

8115.2d Yield - Investments shall be made with the

objective of attaining a market-average rate
of return throughout the budgetary and
economic cycles, taking into account the
investment risk constraints and liquidity
needs.

8115.3 All investments of the district made by the Secretary,
Treasurer, and/or designated employee of the district
shall be made in accordance with this policy.

8115.4 Investment program definitions:

8115.4a Short-Term Investments - Any period 12 months
or less.

8115.4b Long-Term Investments - Any period exceeding

w» 48 months duration.



INVESTMENT OF DISTRICT FUNDS (Continued) 8115

8115.5

8115.6

8115.7

8115.8

8115.4c Mid-Range Investments - Any period between
short-term and long-term.

8115.4d Credit Risk - The risk of loss of principal

due to the failure of the security issue or
backer of the issue.

8115.4e Interest Rate Risk - The risk that the market

value of securities will fall due to changes
in general interest rates.

8115.4f Investment Program - The specifically

enumerated and Board approved investment
strategy. '

The Board of School Directors shall delegate to a
designated individual (s) the responsibility to manage
the district's investment program in accordance Board
approved procedures for operation of the investment

program.

An annual investment plan shall be prepared by the
designated individual(s), based upon the anticipated
cash flow of all district funds.

The designated individual(s) responsible for
investments shall report monthly to the Board of School
Directors the following:

8115.7a Amount of funds invested.

8115.7b Interest earned and received to date.

8115.7c Types and amount of each investment and the
interest rate on each.

8115.7d Names of the institutions where investments
are placed.

8115.7e Current market value or the funds invested.

The Board of School Directors directs the

Superintendent of Schools to have developed written
procedures that will insure compliance with this
policy. '

8115.8a Procedures shall includes a disclosure form
for designated individuals involved in the
investment process and/or required written
statements for advisors and bidders.



INVESTMENT OF DISTRICT FUNDS (Continued) 8115

8115.9

8115.10

8115.11

8115.12

8115.13

8115.14

Investments permitted by this policy are those defined
in Section 440.1 PA School Code, as amended, which are
collateralized in accordance with applicable laws.

All securities shall be purchased in the name of the
school district and custody of the securities shall be
specified within the district's investment program.

All investment advisors or bidders shall verify in
writing that they have received a copy of this policy.
Such written statements shall indicate that they have
read and understand this policy and all applicable
statutes related to the school district investments,
along with their intent to comply fully with these
requirements.

The school district shall require all investment
advisors and bidders to submit annually any or all of
the following as appropriate:

8115.12a Audited financial statements.

8115.12b Proof of National Association of Security
Dealers (NASD) certification.

8115.12c Proof of state registration.

Designated officers and employees involved in the
district's investment process shall disclose any
personal business activity that could conflict with the
proper execution and management of the investment
program or could impair their ability to make impartial
decisions.

The Board of School Directors directs that all
investment records be subject to annual audit by the
district's independent auditors.

8115.14a The audit shall include, but not be limited
to, independent verification of amounts and
records of all transactions as deemed
necessary by the independent auditors.

8115.14b It shall be the responsibility of the
investment advisor and/or bidder to maintain
necessary documents to permit independent
audit of the district's investments.



INVESTMENT OF DISTRICT FUNDS (Continued) 8115

8115.15 Bond proceeds shall be invested in accordance with the
Local Government Unit Debt Act and applicable federal
and state laws, subject to approval by the Solicitor
and/or bond counsel and the Board of School Directors.

8115.15a Investment transactions arising from bond
proceeds shall be reported monthly to the
Board in accordance with this policy.

Legal References
School Laws of Pennsylvania
Sections 440.1, 621, 622, 623
53 PA CSA Section 8001
ET SEQ Section 8224

Adopted: June 21, 2000

POLICIES\B115




POTTSTOWN SCHOOL DISTRICT

ANNUAL BUDGET ’ 8200

8200.1

8200.2

8200.3

8200.4

8200.5

8200.6

8200.7

The Board of School Directors of this school. district
shall annually, at least thirty (30) days prior to the
adoption of the annual budget, prepare a proposed
budget of the amount of funds that will be required by
the school district in its several departments for the
following fiscal year.

Such budget shall be prepared on a uniform form,
prepared and furnished by the Department of Education,
and shall be appointed to the several classes of
expenditure of the district as the Board of School
Directors may determine. . ‘

Final action shall not be taken on any proposed budget
until after ten (10) days' public notice.

The "budget shall be considered as a controlled spending
plan for the ensuing year in relation to anticipated
receipts.

8200.4a The superintendent of schools is hereby
authorized to make expenditures and
commitments in accordance with and in harmony
with the specific regulations of the Board of
School Directors and administrative plans
approved by the Board of School Directors.

8200.4b This same procedure shall be followed with
respect to expenditures provided for by
special action of the Board of School ,
Directors.

Proposed expenditures shall be budgeted under and
actual expenditures shall be charged against those
categories which most accurately describe the purposes
for which such monies are to be or have been spent.

Wherever appropriate and practicable, salaries of
individual employees, expenditures for single pieces of
equipment, and the like, shall be prorated under the
several categories which most accurately describe the
purpose for which such monies are to be or have been
spent.

The proposed budget shall be printed or otherwise made
available for public inspection to all persons who may
interest themselves, at least twenty (20) days prior to
the date set for the adoption of the budget.



POTTSTOWN SCHOOL DISTRICT

ANNUAL BUDGET (Continued) ' 8200

8200.7a A copy of the budget shall be filed with the
Department of Education and Intermediate
Unit #23.

Legal Reference
School Laws of Pennsylvania
Section 687

Adopted: August 13, 1973 :
Revised: '

POLICIES\B200



. POTTSTOWN SCHOOL DISTRICT

BUDGET STATEMENT : 8210

8210.1

8210.2

8210.3

A descriptive analysis of the proposed budget for the
following school year shall be prepared. This shall be
considered the Board's working copy.

The descriptive analysis may contain:

8210.2a A summary of the proposed expenditures in the
standard accounting classifications
established by the Pennsylvania Department of
Education. .

8210.2b A summary of proposed expenditures by major
budget categories and a summary of receipts.

8210.2¢ A summary of the budget by major services or
functions. '

(1) It shall indicate the approximate
proportion of the budget allotted to
various services or functions.

8210.2d Information about the current status and the
trends of school district characteristics,
such as pupil enrollment, assessed valuation,
and such other matters as relate to an
understanding of the budget.

8210.2e Information which may be used in comparing
budget provisions in this school district
with those in comparable suburban
communities.

8210.2f A letter of transmittal from the
superintendent to the Board of School
Directors commenting upon the recommended
budget.

8210.2g An attractive arrangement of textual,
comparative, and/or illustrative material.

8210.2h Explanation of the current and proposed
educational plan.

All budget information which is required on the
official form of the budget as prepared by the
Commonwealth shall be available for inspection by
interested residents of the district.



POTTSTOWN SCHOOL DISTRICT ' ' @

BUDGET STATEMENT (Continued) 8210

8210.3a The working copy of the budget may' be open
for public inspection at the discretion of

the Board.
Adopted: August 13, 1973
Revised:
POLICIES\8210



'POTTSTOWN SCHOOL DISTRICT

FEDERAL PROGRAM BUDGETS 8220

The responsibility for approving expenditures from federal
program budgets and the audit of the budget shall be consistent
with the requirements of the annual budget of the Pottstown
School District unless exceptions are recommended by the
superintendent and approved by the Board of School Directors.

Adopted: August 13, 1973
Revised:

POLICIES\8220



POTTSTOWN SCHOOL DISTRICT

PURPOSE OF BUDGET FUNDS AND TRANSFERS : 8230

8230.1 The amount of funds in any annual estimate by any
school district, appropriated to any particular item of
expenditure, shall not be used. for any other purpose or
transferred, except by resolution of the Board of
School Directors by an affirmative vote of two-thirds
of its members.

8230.2 No work shall be hired to be done, no materials
purchased, and no contracts made by any Board of School
Directors which will cause the sums appropriated to
specific purposes in the budget to be exceeded.

8230.3 The Board of School Directors shall have the power to
authorize the transfer of unencumbered balance or
portion thereof from one class of expenditure or item,
to another, but such action shall be taken only during
the last nine (9) months of the fiscal year.

8230.4 During the final quarter of the fiscal year, budget
categories shall be examined and the year end status of
each shall be estimated.

8230.5 Well before the close of the.fiscal year, appropriate
: amounts shall be transferred from those categories in
which surplus is anticipated into those in which a
deficit is anticipated as permitted by law.

8230.6 The Board of School Directors may, during any fiscal
year, make additional appropriation or increase
existing appropriations to meet emergencies, such.as
epidemics, floods, fires, or other catastrophes, or to
provide for the payment for rental under lease from the

" State Public School Building Authority or any
municipality authority, entered into subsequent to the
date of the adoption of the budget.

8230.7 - The funds shall be provided from unexpended balances in
existing appropriations, from unappropriated revenue,
if any, or from temporary loans.

8230.8 Such temporary loans or budget transfers, when made,
' shall be approved by a two-thirds vote of the Board of
School Directors.

Legal Reference
School Laws of Pennsylvania
Sections 609 and 687

Adopted: August 13, 1973
Revised:

POLICIES\B230



POTTSTOWN SCHOOL DISTRICT

COMMERCIAL ENDORSEMENTS ON CURRICULUM MATERIALS;
EDUCATIONAL FACILITIES, OR PROPERTY. 8235

8235.1

8235.2

8235.3

Adopted:
Revised:

POLICIES\8235

All requests for commercial or business endorsements
shall have the approval of the building principal and
the superintendent of schools.

All athletic materials which include a commercial
endorsement including programs shall have the approval
of the building principal and the superintendent of
schools.

The educational merits of a commercial endorsement
and/or the financial benefits to the Pottstown School
District shall be discussed with the board of school
directors by the superintendent of schools in all cases
of initial endorsements which exceed $500 in value to
the district.

June 10, 1996



POTTSTOWN SCHOOL DISTRICT

ACTIVITIES FUND : 8240

8240.1

8240.2

8240.3

8240.4

8240.5

8240.6

The Business Administrator shall prepare annual
financial reports for submission to the Department of
Education and have records and. reports available for

“audit.

The report shall indicate opening balances, receipts by
source, expenditures by type and closing balances, and
shall be made prior to July 15 of each year for the
school year just ended. )

All funds collected for school purposes from whatever
source are public monies and are controlled by the :
policies and directives of the Board.

8240.3a This includes, but is not restricted to,
class or school fees, athletic gate receipts,
school lunch proceeds, ticket sales,
donations, and student organization funds.

Receipts shall be used by all persons receiving funds
on behalf of the school system, an individual school,
or a school organization.

8240.4a All duplicate copies of receipts shall be
accounted for.

8240.4b The person signing receipts shall insure that
his signature is legible.

8240.4c The receipt and its duplicate shall clearly

indicacte the amount, source, and the purpose
of the funds received.

Receiéts in the form of checks should be written in
favor of the school district or the name of the
internal fund of the particular school, as may be

. proper.

All organizations shall submit a financial report

within a reasonable time to the principal for all money
making activities.

8240.6a Copies of this report shall also be submitted
to the Superintendent and Business
Administrator.



POTTSTOWN SCHOOL DISTRICT

ACTIVITIES FUND (Continued) N 8240

8240.7 Each expenditure from school internal accounts shall be
made by check only, signed by the employee or employees
authorized by the Board of School Directors.

8140.7a  Such checks may be signed by authorized
personnel upon receipt of a "check request"
prepared and signed by the individual
responsible for the financial affairs of a
particular organization or activity.

8240.8 The check blanks are to be pre-numbered, and the person
in charge shall account for each blank. .

8240.9 All schools who maintain activity accounts shall submit
to the Business Administrator a list of bills and
financial statements regarding the account within five
days after the end of each month.

8240.10 Any check made out to a specific account shall not be
cashed nor should cash pay-outs be made from funds
received.

Le Reference
School lLaws of Pennsylvania
Section 511

Adopted: August 13, 1973
Revised:

POLICIES\8240




POTTSTOWN SCHOOL DISTRICT

STUDENT ACTIVITY FUND 8241

8241.1

8241.2

8241.3
8241.4

8241.5

8241.6

8241.7

8241.8

The purpose of this policy is to set reasonable rules
and regulations regarding the use of a Student Activity
Fund.

The Student Activity Fund, as a Fiduciary Fund,
accounts for assets held by a school as an agent for
students and student organizations of the school.

8241.2a These funds are used to promote the
educational development of all the students.

The Superintendent and Business Administrator shall
prepare an accounting manual, establish internal
controls, and guidelines for the Student Activity Fund.

The Building Principal is responsible for the
administration of student financial activities in
accordance with the guidelines.

The Senior High School and Middle School principals
shall recommend for Board approval a Fund Custodian who
shall perform the appropriate accounting procedures and
prepare the monthly reports.

8241.5a The Elementary accounting records will be
maintained in the Business Office. The Fund
Custodians shall be properly bonded.

The Senior High and Middle School principals shall
recommend to the Superintendent for Board approval, '
Faculty Advisors who will be responsible for working
with students in specific activities and for carrying

" out administrative regulations.

Each specific activity in the secondary schools shall
have Student Representative(s) who shall work with the
Faculty Advisor in carrying out the guidelines for
student activities adopted by the Board.

8241.7a Student Representatives shall have an active
roll in the decision-making process for their
specific activity which shall be documented.

Each Elementary principal shall have a committee
consisting of faculty members and student
representatives who shall work with the building
principal in carrying out the student activities
guidelines.



POTTSTOWN SCHOOL DISTRICT ‘ ' 6(:3

STUDENT ACTIVITY FUND (Continued) 8241

8241.9

8241.10

8241.11

8241.12

8241.13

8241.14

Building principals may approve student organizations'
affiliation with local, district, regional, state or
national organizations whose purposes and activities
are appropriate to the educational purposes of the
school district. :

Student organizations may raise, expend, or hold funds
in their own name and under their own management
through the Student Activity Fund, under the
supervision of the Faculty Advisor, Fund Custodian and
Building Principal within the guidelines approved by
the Board. )

Upon the dissolution of any organization in which the
Student Activity Fund is acting as agent, the building
principal shall insure that any liabilities of the
organization are liquidated, and the remaining assets
of the organization promptly transferred to the account
entitled "Student Body Activities Account" within the
Student Activity Fund to be used for any school-related
purposes.

The graduating class must use for, or commit to, a
proper school-related purpose the unexpended balance of
its account prior to graduation, or as soon as
reasonably possible thereafter, but in no case longer
than one year after graduation.

8241.12a Any unexpended balances left unused or
uncommitted for one year or more after
graduation of the class shall be transferred
to the "Student Body Activities Account" for
any proper school-related purpose.

The account entitled "Student Body Activities Account"
within the Student Activity Fund shall be administered
by the Principal and Student Council or Student

Government, the elected representatives of the student
body.

Interest and income will be used to help offset the
cost of materials, supplies, and equipment used in
administering the Student Activity Fund.

8241.14a If the interest income is more than adequate
to cover administrative expenses, the excess
interest income may remain in the Student
‘Body Activities Account, within the Student

Activity Fund, to be used for the good of the
entire student body.



POTTSTOWN SCHOOL DISTRICT

STUDENT ACTIVITY FUND (Continued) : 8241

8241.15

8241.16

8241.17

8241.18

8241.19

8241.20

Adopted:
Revised:
Revised:

POLICIES\8241

8241.14b The building Principal and Fund Custodian
should obtain from each organization's
Faculty Advisor and Student Representative a
waiver or assignment of interest properly
documented for the interest to remain in this
account.

8241.14c If waivers cannot be obtained from all
: organizations, then the excess interest
income must be prorated in accordance with
the formula described in the Student Activity
Fund Accounting Manual and Guidelines.

The Student Activity Fund shall maintain accounts in
depositories approved by the Board.

Within five (S5) days after the end of each month, all
Student Activity Fund Custodians shall prepare a list
of bills and financial statements and submit them to
the Business Administrator who shall include the
financial information submitted as a part of the
monthly Treasurer's Report to the Board.

All assets pﬁrchased through the Student Activity Fund
are considered property of the school district.

Purchases of materials or supplies costing in excess of
$1,000 require solicitation of quotations or bids from
three or more responsible suppliers.

8241.18a Quotations or bids shall be properly
documented.

8241.18b Quotations or bids are not required for items
purchased for resale in excess of $1,000;
however, it is suggested that quotations be
secured whenever possible.

The Student Activity Fund shall not duplicate the
purpose of the General Fund. :

The records of the Student Activity Funds shall be

audited annually by the firm engaged to do the school
district audit.

September 10, 1986
November 9, 1988



POTTSTOWN SCHOOL DISTRICT

DEPOSITORY FOR INTERNAL FUNDS 8250

8250.1

8250.2

8250.3

8250.4

8250.5

8250.6

Adopted:
Revised:

POLICIES\8250

The Business Administrator shall maintain an. internal
account for each school in a bank approved by the board
of School Directors as a depository for school funds.

Such bank account shall honor checks written on the
internal fund and signed by the business manager and
any other employee authorized by the Board of School
Directors. e

Each employee authorized to handle funds or to sign
checks shall be bonded.

No separate bank accounts shall be maintained by any
school related organization except for organizations
composed of parents and/or teachers.

Cash and other receipts shall be deposited in the
principal's office, in the business office, or in the
bank so that no funds will be taken home by an
individual overnight, within limits as established by
the superintendent.

Custodians of funds are authorized and directed to make
use of night depository services offered by banks to
take care of funds received after banking hours.

August 13, 1973
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POTTSTOWN SCHOOL DISTRICT

CHECKS RETURNED TO FOOD SERVICES FOR INSUFFICIENT FUNDS 8251

8251.1 Upon receipt of a check returned for insufficient funds, the Food Service Director

will notify the signer via registered or certified mail with a copy sent standard
mail of their responsibility to make restitution. The signer of the returned check
will be given fifteen (15) days from the date of the registered or certified letter to
make good the amount of the check plus a $20.00 insufficient fund fee in cash,
money order, or a cashier’s check to the Food Service Department. Failure to
make restitution to the Food Service Department in the allotted fifteen (15) day
time period will result in the filing of a private criminal complaint with the
District Justice.

8251.2 Persons having more than one check returned for insufficient funds and those
convicted of a bad check offense by the District Justice will no longer be
permitted to submit checks for their children’s lunches for one full school year.

8251.3 Written documentation of bank error will constitute an exception to this policy,
W@ provided a criminal complaint was not filed with the District Justice.

Adopted: January 4, 2007

POLICIES\8251



POTTSTOWN SCHOOL DISTRICT
TAX LEVY 8300

8300.1 All school taxes shall be levied and assessed by the
Board of School Directors, therein, during the month of

February, March, April, May or June each year, for the
ensuing fiscal year.

8300.2 Board of School Directors of this district authorized
and directed to levy annually, a tax on each dollar of
the total assessment of all property assessed and
certified for taxation therein.

8300.3 Real property tax shall include:

8300.3a Tax for general purposes not to exceed 25
mills.

8300.3b An additional tax, unlimited in amount for
the following purposes:

8300.3b1 To pay the salary and increments of
teaching and supervisory staff.

8300.3b2 To pay rentals due any municipal
authority of the State Public
Schoel Building Authority.

8300.3b3 To pay sinking fund charges in
connection with school building
projects approved by the Department
of Education.

]
8300.3b4 To pay for amortization of a bond
issue which provided a school
building prior to the first Monday
of July, 1959.

8300.4 Whenever the Board of Directors of any school district
of the second, third, or fourth class shall, by
resolution, fix the tax rate for any year at a mill
rate, such resolution shall also include a statement
expressing the rate of taxation in dollars and cents on
each one hundred ($100) dollars of assessed valuatlon
of taxable property.

Legal Reference

School Laws of Pennsylvania

« Sections 672, 673

Adopted: August 13, 1973
Revised:

POLICIES\8300



POTTSTOWN SCHOOL DISTRICT

SPECIFIC TAXES, ACT 511 of 1965 : 8310

8310.1 The school district may, in their discretion, by
ordinance or resolution, levy, assess and collect or
provide for levying assessment and collection of such
taxes as they shall determine on persons, transactions,
occupations, privileges subjects and personal property
within the limits of the political subdivision, and ’
upon the transfer of real property, or of any interest
in real property, situated within the political
subdivision, regardless of where the instruments making
the transfers are made, executed or delivered or where
the actual ‘settlements on such transfer take place.

8310.2 The transferee shall remain liable for any unpaid
realty transfer taxes imposed by "The Local Tax
Enabling Act," Act 511 of 1965. '

8310.3 The -school district may levy any of the following, but
such taxes levied under the provisions of Act 511 shall
not exceed the rates specified as listed below:

8310.3a Per capita, poll or other similar head taxes,
ten ($10) dollars.

8310.3b One (1) mill on each dollar of whole volume
of business transacted by wholesale dealers
in goods, wares, and merchandise.

(1) One and on-half (1-1/2) mills on retail
dealers in goods, wares and merchandise
and by proprietors of restaurants or A
other places where food, drink and
refreshments are served.

(2) No such tax shall be levied on goods,
wares and merchandise, on business
transacted by dealers taken as a trade-
in or as part payment for other goods,
wares or merchandise.

8310.3c One (1%) percent on wages, salaries,
commissions and other earned income of
individuals.

8310.3d Two (2%) percent on retail sales involving
the transfer of title or possession of
tangible personal property.




POTTSTOWN SCHOOL DISTRICT

SPECIFIC TAXES, ACT 511 of 1965 (Continued) ) 8310

8310.3e One (1%) percent on the transfer of real
property.

8310.3f Ten (10%) percent on admissions to places of
amusement, athletic events and the like.

8310.3g Ten ($10) dollars flat rate occupation taxes
not using a millage percentage as a basis.

8310.3h Ten ($10) dollars occupational privilege
taxes. :
8310.4 At any time a school district and a political
subdivision shall impose any one of the above taxes at
the same time the rate levied shall be one-half (1/2)
of the rate, as above limited from the day such
duplication becomes effective.

Legal Reference
Bureau of Municipal Affairs Information Bulletin:
"Local Tax Enabling Act of 1965," Commonwealth of Pennsylvania

Department of Internal Affairs, Harrisburg, Pennsylvania,
PP. 1-20

Adopted: August 13, 1973
Revised:

POLICIES\8310




POTTSTOWN SCHOOL DISTRICT

APPOINTMENT OF TAX COLLECTOR 8330

8330.1 Where a tax collector is not elected to collect school
taxes, or where there is a vacancy, or where any tax
collector elected refuses to qualify or furnish a bond
as provided, the Board of School Directors shall
annually, on or before the first day of June in each
year, appoint one or more suitable persons to collect
taxes in said school district.

8330.2 The Board of School Directors appointing any tax
collector or tax collectors, may authorize and direct
any one tax collector to collect the school taxes in
any one or more wards or other proper divisions in such
school district.

8330.3 Every person appointed collector of school taxes in a
school district of the second, third, or fourth class,
before receiving his tax duplicates, shall furnish to
the school district a proper bond, in an amount to be
fixed by the Board of Directors, with such surety or
sureties as it may approve, conditioned upon the
faithful performance of his duties as such tax
collector. :

8330.4. Such bond shall be furnished by the tax collector
within fifteen (15) days after his appointment.

Legal Reference

School Laws of Pennsylvania
Sections 683, 684

Adopted: August 13, 1973
Revised:

POLICIES\8330



POTTSTOWN SCHOOL DISTRICT

DELINQUENT ' TAXES 8340

8340.1

8340.2

8340.3

8340.4

8340.5

All unpaid school taxes assessed and levied upon real
property upon which there is no personal property out
of which the same can be collected, shall be certified
by the tax collector to the Secretary of the Board of
School Directors, together with a proper description of
the property upon which the same is levied, on or
before the first day of June in each year.

All delinquent school taxes so certified to the Board
of School Directors in any school district of the third

class by any school tax collector shall be collected by
said Board as provided by law.

- The Board of School Directors may annually, on or

before the first day of July in each year, appoint one
or more suitable persons, as delinquent tax collectors,
to collect any and all school taxes from the collection
of which the original tax collector has been exonerated
in accordance with the laws of this Commonwealth and
which taxes still remain unpaid upon any of the school
tax duplicates, other than such unpaid school taxes as
shall have been filed as liens in the office of the
prothonotary, or have been returned to the county
commissioners for sale.

Collectors of delinquent school taxes, so appointed,
shall give bond in the same manner as required of the
original tax collector, and shall be paid such
compensation as established by the Board of School
Directors.

Every such collector of delinquent taxes shall be
responsible and account to the Assistant Superintendent
for Business and eventually to the Board of School
Directors for all such taxes collected by him in like
manner and in accordance with existing laws pertaining
to school tax collection.

Lega eference
School Laws of Pennsylvania
Section 686

Adopted:

August 13, 1973



w POTTSTOWN SCHOOL DISTRICT
DELINQUENT TAX COLLECTION PROCEDURE . 8350

8350.1 Liens - The tax collector shall file with the
appropriate county officer the real estate tax
duplicate for all taxes outstanding no later than
January 15 of each year. A copy of this list shall be
filed with the Secretary of the Board of School
Directors. The list of delinquent real estate taxes
shall be submitted in proper form as required by the
county.

8350.2 The tax collector shall file with the Secretary of the
Board of School Directors a list of unpaid per capita
and occupation millage taxables no later than June 15
of each year. '

8350.3 Final settlement shall be made by the tax collector
with the Secretary of the Board of School Directors on
or before the deadlines established in the previous
paragraphs. Formal approval of final settlement with
the tax collector shall be made by the Board of School
Directors at a regular or special meeting during the
month of May or June.

w Adopted:

August 13, 1973



POTTSTOWN SCHOOL DISTRICT

SIGNING OF CHECKS 8400

8400.1 Payment of bills shall be made by the treasurer on the
drawing of voucher checks signed by the treasurer, the
secretary, and the president or the vice-president.

8400.2 Two of the correct signatures may be applied by
machine. ,

8400.2a However, one of the signatures must be by
handwriting except for signatures on the
payroll account which require only the
signature of the secretary and treasurer and
may be made by machine. '

& Adopted: August 13, 1973



POTTSTOWN SCHOOL DISTRICT

DEDUCTIONS FROM PAY ) 8510

8510.1

8510.2

8510.3

8510.4

8510.5

8510.6

8510.7

8510.8

Adopted:
Revised:

In compliance with the State Retirement Law, deductions
shall be made from gross pay of each employee who is a
member of the Public School Employees Retirement
System, in an amount prescribed by law.

8510.1a Membership in the Public School Employees
Retirement System is mandatory for those
employees working 80 days or 500 hours during
the fiscal year.

In compliance with federal income tax laws, deductions

shall be made from each employee's salary in an amount

prescribed by each employee on the Form W-4, Employee's
Withholding Tax Exemption Certificate.

All employees, except those with joint retirement,
shall have the prescribed deductions made for social
security payments.

Deductions shall be made for state income tax as
required by law.

Deductions shall be made for the local Earned Income
Tax which may be levied by a school district or by a
municipality.

Deductions shall be made for the Occupational Privilege
Tax as required by law.

Deductions shall be made for unemployment compensation
as required by law.

Other deductions shall be made as authorized by the
employee and approved by the Board of School Directors.

August 13, 1973
Januatry 11, 1984



POTTSTOWN SCHOOL DISTRICT

APPROVAL OF OVERNIGHT CONFERENCES AND CONVENTIONS - 8520
REIMBURSEMENT FOR AUTHORIZED EMPLOYEE EXPENDITURES

8520.1

8520.2

8520.3

Approval by the Board of School Directors for overnight

conferences and conventions should be secured prior to
the employee's departure.

In the event an overnight meeting, conference or
convention is scheduled for an employee who does not
provide adequate time for formal approval by the Board
of School Directors prior to departure, the
Superintendent may grant approval to attend.

8520.2a The Superintendent's action must be ratified

at the next regular meeting of the Board of
School Directors.

Authorized expenditures for all employees of the
Pottstown School District shall be reimbursed to the
employee as follows:

8520.3a Employees shall be reimbursed for travel

outside the school district at the following
rates:

1. Travel by automobile shall be reimbursed
at the prevailing rate approved by the
Board (see Expense Voucher).

2. Travel by air shall be reimbursed for
the actual cost, not to exceed the Air-
Tourist class rate.

3. Travel by bus or train shall be
reimbursed at the standard rate.

8520.3b Employees shall be reimbursed for the actual
cost of meals, not to exceed the rates
approved by the Board.

1. The maximum reimbursement for meals for
less than a full day shall be actual
cost, not to exceed the dollar amount
established by the Board (see Expense
Voucher) .

8520.3cC The cost of breakfast, luncheon or dinner

meetings and banquets shall be reimbursed for
the full reasonable cost.

8520.3d Employees who are traveling_on.approved
school business shall be reimbursed for the
‘actual reasonable cost paid for lodging.



APPROVAIL OF OVERNIGHT CONFERENCES AND CONVENTIONS - 8520
REIMBURSEMENT FOR AUTHORIZED EMPLOYEE EXPENDITURES
(Continued)

8520.4 Expenses shall be recorded on an expense voucher and
substantiated by receipts for meals, tolls, lodging,
registration fees, etc.

Adopted: August 13, 1973 .
Rev;sed: August 12, 1974 (effective July 1 1974)
Revised: January 11, 1984



POTTSTOWN SCHOOL DISTRICT

GENERAL PURCHASING POLICY AND ADMINISTRATIVE GUIDE 8600

8600.1

8600.2

The Board of School Directors recognizes that the
prudent expenditures of public funds for supplies and
equipment is one of its major business responsibilities
and retains the sole authority and responsibility for
all purchase contracts of the district. To secure the
items necessary to the operation and maintenance of the
school as quickly as possible, the procurement function
is delegated to the administration within the framework
of the following basic policies.

Administrative Guide

8600.2a  All purchasing shall be effected in
accordance with the regulations as
established in the School Code.

8600.2b  All purchase orders shall be signed by the
Superintendent or his designee.

8600.2¢c The Assistant Superintendent for Business
shall be the purchasing agent for the
district.

8600.2d All purchasing transactions, with limited
exceptions, shall be officially authorized by
a written purchase order, supported by a
signed and properly approved requisition from
the requistioner.

8600.2e Assistant Superintendent for Business shall
be responsible for establishing and
periodically reviewing Administrative
Purchasing Procedures as guides for budgetary
control, the handling of requisitions, and
the processing of invoices.

8600.2f Coordination and cooperation between the
purchasing agent, faculty, and staff shall be
maintained in order to operate efficiently
and economically in procurement without
detriment to the educational program.

8600.2g Programs should be developed for a systematic
replacement of obsolete or old equipment.
Disposal of obsolete and old equipment shall
be the responsibility of the Assistant
Superintendent for Business.



GENERAL PURCHASING POLICY AND ADMINISTRATIVE GUIDE 8600

Adopted:

8600.2h

8600.21i

8600.27

8600.2k

Purchasing and accounting facilities shall be
coordinated so as to maintain budgetary
controls. . -

8600.2h(1) Payments are to be made only
after satisfactory goods and
services are received.

Vendor sales representatives shall be
discouraged from direct contacts in the
school without prior arrangements with the
appropriate principal or the Assistant
Superintendent for Business.

Physical and inventory controls shall be
established and maintained as part of the
purchasing function.

Through constant cooperation and study by the
professional or technical personnel and the
Assistant Superintendent for Business, a
continuing program of standardization of
equipment and supplies shall be established
in order to promote efficiencies in the

purchase, storage, supply, and maintenance
programs.

August 13, 1973

O



POTTSTOWN SCHOOL DISTRICT

PURCHASING - 8610

8610.1

8610.2

The Board of School Directors shall purchase all
necessary furniture, equipment, textbooks, school
supplies, and other materials for use in the school
district, for any department thereof, and furnish the
same free of cost for use in the schools of the
district subject to the provisions of this policy, and
in accordance with the Public School Code of 1949, all
applicable Federal and Local statutes and regulations.

The Superintendent or his designee shall be empowered
to authorize purchases of furniture, equipment,
textbooks, school supplies, and other materials for use
in the Pottstown School District costing less than Ten
Thousand Dollars ($10,000), providing money for the
same is in the approved budget.

8610.2a All materials costing Four Thousand Dollars
($4,000) or more but less than Ten Thousand
Dollars ($10,000) may be purchased by the
Superintendent or his designee after the
solicitation of quotations from three or more
firms, manufacturers, or dealers in such
supplies.

8610.2b Quotations may be received by letter, written
form or telephone with written follow up from
at least three qualified and responsible
vendors for all purchases of supplies that
exceed Four Thousand Dollars ($4,000) but are
less than the amount requiring advercisement
and competitive bidding, or in lieu of price
guotations, a memorandum shall be kept on
file showing that fewer than three qualified
vendors exist in the market area within which
it is practical to obtain quotations.

(1) Written record of telephonic price
quotations shall be made and contain at
least the date of the quotation, the
name of the vendor, and the vendor's
representative, the supplies which were
the subject of the quotation and the
price of the supplies.

(2) Written price quotations, written
records of telephonic price quotations,
and memoranda shall be retained for a
period of three years.



POTTSTOWN SCHOOL DISTRICT

PURCHASING (Continued) 8610

8610.3 It is the policy of the Board of School Directors to
obtain competitive bids for products and services where
such bids are required by law or where such bids may be
believed to bring about a cost savings to the school
district.

8610.3a Materials or supplies to be furnished, sold,
or leased to the District, unless exempt by
statute, having the aggregate value of more
than Ten Thousand Dollars ($10,000) shall be
purchased following Board approval only after
public notice has been given by advertisement '
once a week for three (3) weeks in not less
than two (2) newspapers of general
circulation.

8610.3b Bids shall be opened publicly before one or

more witnesses at a previously designated
time and place.

(1) Public notices of such bidding shall
specifically identify the time and place
of such bid openings.

8610.3c The Board of School Directors shall accept
the bid of the lowest responsible bidder,
kind, quality, and material being equal, but
shall have the right to reject any and all
bids or select a single item from any bid.

8610.3d In the event the School District advertises
for bids on an item and no bids are received,
the School District may rebid the. item.

(1) If again no bids are received, the
Schocl District may purchase the item by
solicitation of quotations from
responsible suppliers.

8610.3e As an alternative to or in addition to the
bidding procedure, the School District may
use the state contract services, coordinated
through the Commonwealth of Pennsylvania,
General Services Administration.

8610.3fF The Board of School Directors, when it is
: deemed to be in the best interest of the
School District, may authorize entering into
agreements with other political subdivisions,
in accordance with existing laws, in making
joint purchases of materials, supplies,
equipment or services.




POTTSTOWN SCHOOL DISTRICT

PURCHASING (Continued) 8610

8610.4 All purchases of any nature which obligates the Board
of School Directors for payment shall be made by
purchase order signed by the Superintendent or Business
Administrator and, when appropriate, must be approved
by the building principal or supervisor, before being
forwarded to the Superintendent or Business
Administrator.

8610.4a No items shall be purchased except by use of
an approved purchase order. '

(1} Any person who purchases without an
approved purchase order form may be held
personally liable for such purchase.

8610.5 The Board of School Directors strictly prohibits any
purchases for employees.

8610.6 The School District will not purchase materials from
any vendor for which a school district employee acts as
an agent.

Legal Reference: School Laws of Pennsylvania, Sections 106, 511,
521, 801, 807.1, 808, 751, and 731

Adopted: August 13, 1973
Revised: March 14, 1990
Revised: September 12, 1990
Revised:

POLICIES\8610



POTTSTOWN SCHOOL DISTRICT

LOCAL TAXPAYER BILL OF RIGHTS 8621

8621.1

8621.2

8621.3

8621.4

8621.5

The Board of School Directors, as a local taxing
authority, recognizes the school district's

responsibility to comply with the requirements of the
Tax Reform Act of 1998.

Eligible taxes shall be defined as all non-real estate
taxes, including per capita, occupation, occupation
assessment, and occupation privilege, income and net
profits, business gross receipts, privilege, amusements
or admissions, and any other tax authorized by a local
tax enabling law.

The Board of School Directors shall adopt a Local

Taxpayer Bill of Rights that includes the following
components:

8621.3a Taxpayer rights and the district's obligation
during an audit or administrative review of
the taxpayer's books or records.

8621.3b Administrative and judicial procedure for a
taxpayer to appeal or seek review of a tax
decision.

8621.3c Procedure for filing and processing refund
claims and taxpayer complaints.

8621.3d Enforcement procedures.

The Board of School Directors shall ensure that the
taxpayers are notified about the district's Local
Taxpayer Bill of Rights anytime they are contacted
regarding assessment, audit, determination, review, and
collection of any tax other than property tax.

It shall be the responsibility of the superintendent,
business administrator, and/or other designated school
district employee to develop procedures to implement
this policy and shall include:

8621.5a Preparation and dissemination of the.required
notice of availability of the Local Taxpayer
Bill of Rights.

8621.5b Preparation of Local Taxpayer Bill of Rights.

8621.5¢c  Preparation of a procedure for the district
to request information from a taxpayer.



POTTSTOWN SCHOOL DISTRICT ’ 0

LOCAL TAXPAYER BILL OF RIGHTS (Continued) 8621

8621.6

8621.7

8621.8

Adopted:
Revised:

POLICIES\8621

8621.5d4 Establishment of an administrative appeals
process.

8621.5e Development of the form, content, process,
and deadlines for taxpayers to file a tax
appeal petition.

8621.5f Formulation of rules of practice and
procedures for hearings.

The school district shall respond to taxpayer requests
for the Local Taxpayer Bill of Rights by making copies
available at the tax collector's office or mailing at
district expense.

Information obtained by the tax collector and/or school
district as a result of an audit, return, report,
investigation, hearing or verification shall be
confidential.

8621.7a If a violation of confidentiality is ‘:»
committed by an officer or employee of the
board, he/she shall .be subject to fines and
dismissal from office or discharge from
employment.

The district establishes the following administrative
process to receive and make determinations on petitions

from taxpayers relating to assessment, determination or
refund of an eligible tax. '

8621.8a An administrative review by the tax collector

in consultation with the superintendent

and/or business administrator and borough
manager of an appeal as long as the process
meets the requirements of the applicable law. -

8621.8b A taxpayer may appeal the decision of the
administrative review to a joint local tax
appeals board consisting of at least three
but not more than seven School Board and
Borough Council members.

January 13, 1999 0



-

POTTSTOWN SCHOOL DISTRICT

@ WORK DONE UNDER CONTRACT BIDS ‘ 8630

8630.1 All construction, reconstruction, repairs, or work of

any nature, including plumbing, heating and
- ventilating, or lighting systems, upon any school

property, made by the school district, where the entire
cost, value, or amount of such work as noted’
previously, including labor and materials, shall exceed
one thousand five hundred ($1,500) dollars, shall be
done under separate contracts.

8630.2 Such contracts are to be entered into by the district
with the lowest responsible bidder, after due notice
has been given asking for competitive bids solicited
from at least three (3) responsible bidders.

8630.3 The school district shall require any person, co-
partnership, association, or corporation, entering into
a contract with the district for the construction
erection, installation, completion, alteration, repair
of or addition to any public work or improvement of any
kind whatsoever, where the amount of the contract is in
excess of five hundred ($500) dollars, before.
commencing work, to execute and deliver to the school
district, an additional bond for the use of an every
person, co-partnership, association, or corporation
interested, in a sum not less than fifty (50%) percent
and not more than one hundred (100%) percent of the
contract price. .

8630.4 The Board of School Directors may authorized the
purchasing agent or other executives to award contracts
for aforementioned work, where the entire cost,
including materials and labor, is one thousand five
hundred ($1,500) dollars or less, without soliciting
competitive bids.

8630.5 The Board of School Directors may perform any such work
aforementioned, where the entire cost, including labor
and materials, is less than five thousand ($5,000)
dollars, by its own maintenance personnel, or may have
any such work performed by contract after soliciting
bids from at least three (3) responsible bidders.

8630.6 Such work, including labor and materials, costing in
excess of five thousand ($5,000) dollars, shall be
awarded to the lowest responsible bidder after
advertising in two (2) newspapers for three (3) weeks.
Such bids shall be opened at the regular Board meeting
or at a specially called meeting. ‘

Legal Reference
: School Laws of -Pennsylvania
Sections 751, 756, 807.1

Adopted: August 13, 1973



@‘\ POTTSTOWN SCHOOL DISTRICT
POLITICAL ACTIVITY 8635

8635.1 Federal funds cannot be used for any partisan political
activity of any kind by any person or organization
involved in the administration.of federally assisted
programs as required by the Single Audit Act of 1984.

8635.2 Staff members administering federally assisted programs
shall receive written notification of this policy and a
copy shall be filed in the employee's personnel file.

Legal Reference: Single Audit Act of 1984.
Adopted: December 12, 1990

Revised:

POLICIES\863S



POTTSTOWN SCHOOL DISTRICT

EMERGENCY CONSTRUCTION OR REPAIRS 8640

8640.1

8640.2

8640.3

8640.4

8640.5

If due to an emergency, a school plant or any part
thereof becomes unusable, competitive bids for repairs

or replacement may be solicited from at least three (3)
responsible bidders.

. Upon approval of any of these bids by the State

Secretary of Education, the Board of School Directors
may proceed at once to make the necessary repairs or
replacement in accordance with the terms of said
approved bid or bids.

In such cases where bids are required by law, purchase
may be made only after public notice has been given by
advertisement once a week for three (3) weeks in not
less than two (2) newspapers of general circulation.

Such advertisement or notice shall give all necessary

information, or give notice of convenient access
thereof, in such manner that bidders can intelligently
make bids for such contracts.

The Board of School Directors shall accept the lowest
responsible bidder, when the kind and quality of
equipment, supplies, and materials offered are equal,
but shall have the right to reject any and all bids or
select a single item from any bid.

Legal Reference

School Laws of Pennsylvania
Sections 751, 806, 807

Adopted:

August 13, 1973



POTTSTOWN SCHOOL DISTRICT. -

ADVERTISEMENT FOR BIDS . 8650

8650.1

8650.2

8650.3

In such cases where bids are required by law, purchase
may be made only after public notice has been given by
advertisement once a week for three (3) weeks in not
less than two (2) newspapers of general circulation.

Such advertisement or notices shall give all necessary
information, or give notice of convenient access :
thereof, in such manner that bidders can intelligently
make bids for such contracts.

' The Board of School Directors shall accept the lowest

responsible bidder, when the kind and quality of
equipment, supplies, and materials. of fered are equal,
but shall have the right to reject any and all bids or
select a single item from any bid.

Le erexence
School Laws of Pennsylvania
Section 807.1

Adopted:

August 13, 1973



POTTSTOWN SCHOOL DISTRICT

PUBLICATION OF NOTICES 8660

8660.1

8660.2

8660.3

8660.4

8660.5

8660.6

8660.7

Whenever notice is required to be published in one
newspaper, such publication shall be made in a
newspaper of general circulation as defined by the
"Newspaper Advertising Act."

If a notice is required to be published in more than
one newspaper, it shall be published in at least one
(1) paper of general circulation published in the
district or circulating generally .in such school
district.

When such notice relates to any proceedings or matter
in court or holding an election for the increase of
indebtedness, or the sale of bonds, to be paid by
taxation, such notice shall also be published in the
legal newspaper designated. by rules of the court of the
county for the publication of legal notices and
advertisement. ’

Auditor's statements, advertisements for public
contracts and for bids for materials and supplies, or
lists of delinquent taxpayers, shall be published only
in newspapers of general circulation.

Proof of publication of any notice required to be given
by the posting of handbills or statements shall be made
by attaching an original copy of such handbill or
statement actually printed and posted to an affidavit
made by the person posting such notice.

8660.5a Such affiant shall not be an interested party
or an employee of any person or persons
interested in the subject matter of said
_notice. ~

The affidavit shall state where and when the notices
were posted and where the notice was published in
newspapers.

A printed copy, exactly as published in said
newspapers, shall be securely attached to an affidavit
of the publisher or his designated agent.

Legal Reference
School Laws of Pennsylvania
Section 106

Adopted:

August 13,- 1973



POTTSTOWN SCHOOL DISTRICT

MAINTENANCE AND REPAIR OF BUILDINGS AND EQUIPMENT 8700

8700.1

8700.2

& Adopted:

All maintenance and repair of buildings and equipment
shall be done through the regular channels of the
school system according to the procedure to be outlined
by the Superintendent.

In cases of emergency, prompt repair shall be made to
prevent serious and immediate danger to life, health,
safety, or property. In such cases, the person in
charge of the building or property involved shall
provide for the needed repair service.

August 13,. 1973
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POTTSTOWN SCHOOL DISTRICT

CAPITAL RESERVE FUND : 8710

8710.1

8710.2

8710.3

8710.4

8710.5

8710.6

The Board of School Directors shall create a Capital
Reserve Fund as authorized by P.L. 145, Act of

April 30, 1943, also known as Section 2932 School Laws
of Pennsylvania.

The Board may authorize the transfer of funds from the
General Fund during any fiscal Year from appropriations
made for any particular purpose which may not be needed

or from surplus monies in the General Fund at the end
of the fiscal year.

The funds in the Capital Reserve Fund shall be kept
separate and apart from any other fund.

The funds in the Capital Reserve accounts shall be
maintained in depositories approved by the Board and be
deposited in interest bearing accounts or invested in
interest earning investments permitted by the school.
(Interest income from these investments shall be paid
into the Capital Reserve Fund.) **

The Board shall identify specific projects to be funded
through the Capital Reserve Fund. (e.g., These monies
can be for capital improvements and for replacement of
and additions to public works and improvements, and for
deferred maintenance thereof, and for the purchase or
the replacement of school buses.)***

The Capital Reserve Fund shall be audited annually as
part of the audit conducted by the firm engaged by the
Board. .

Legal Reference:

Act 145 of 1943

Section 2932 - School Laws of Pennsylvania
Section 2933*%*

Section 2934%**

Adopted:

September 10, 1986



POTTSTOWN SCHOOL DISTRICT

RENTAL RULES AND REGULATIONS OF SCHOOL FACILITIES - 8800

8800.1

8800.2

8800.3

The Board of School Directors may make school buildings
and facilities available to community based
organizations for functions that are public, civic,
non-profit in nature and that are cultural,
educational, recreational for the civic good of the
community because they desire that maximum use be made
of the facilities under their jurisdiction.

The Board will approve rental fees and charges
applicable for the use of district facilities.

The use of all buildings, grounds, and equipment owned
by the Pottstown School District shall be governed by
the following rules and regulations.

8800.3a The use of district facilities shall be
limited solely to those facilities listed on
the rental agreement unless an exception is
approved by the Board of School Directors.

8800.3b Request for use of district facilities by
school groups shall be made on the form
entitled, "Request for Use of School
Facilities After School Hours."

' 8800.3c Request for the use of district facilities by

non-school groups shall be made in writing on
a "Request for Facility Use" and specify the
date(s), duration of activity, exactly what
facility to be used, and what support
equipment and/or services are required from
the district and each request must show the
name of a person who will be present during
the activity and responsible for compliance
with the rules of the district.

8800.3d District facilities shall not be used for any
purpose which is in conflict with the aims
and objectives of the school district.

8800.3e The rental availability of district
facilities shall at all times be subject to
convenience requirements and activities of
the school.



RENTAL RULES AND REGULATIONS OF SCHOOL FACILITIES 8800

(Continued)

8800.3f

8800.3g
8800.3h
8800.31

8800.37

8800.3k

8800.31

Every organization requesting the use of
district facilities shall sign a contract and
agreement required by the Board of School
Directors and pay the specified rental

charges and fees at least one week prior to
the event.

The Board reserves the right to determine the

length of rental, rental fees, and terms of
any long-term rental.

No organization or person shall assign their
rights under said contract to another group
or person.

Organizations shall be financially liable for

damage to the facilities and for proper
supervision.

When district facilities are used by non-
school groups pursuant to this policy, the
Board assumes no responsibility for injury to
persons, property or loss of property,
further any non-school group utilizing
district facilities will be required to
execute in favor of the Board a "Liability
Release" form releasing the Board from any
liability whatsoever and this release will be
executed in consideration of the Board's
grant of permission to use its facilities.

The Board does not provide any form of
insurance coverage to non-school groups
utilizing district facilities.

Any organization or individual requesting use

of a district facility is required to have
insurance. :

(1) A certificate of insurance must be
completed and sent to the Business
Administrator-at least seven days prior
to the event.

(2) The certificate of insurance is subject
to the following guideiines:

(3) Minimum commercial general liability

limits are: $1,000,000 combined single
limit each occurrence.

O



RENTAL RULES AND REGULATIONS OF SCHOOL FACILITIES 8800

(Continued)

(4)

(5)

(6)
(7)
(8)
(9)

(10)

(11)

Product liability: $1,000,000
Products/Completed Operations/Aggregate
(only required if food will be sold
and/or served).

Automobile liability: $1,000,000
combined single limit on all owned,
hired, and non-owned vehicles (only
required if vehicles of organization or
individual renting facilities will be on
school district property)

Workers' Compensation: only required if
organization or individual renting
facilities has employees.

If an organization renting a school
district facility has amusements or
outside concessions, the minimum
liability limit shall be $1,000,000
combined single limit.

If applicable, Professional Liability
Coverage will be required.

All certificates shall contain 30 day
notice of cancellation.

All coverage shall be written with
insurance companies licensed to do
business in the Commonwealth.of
Pennsylvania and subject to the approval
of the Pottstown School District.

The certificate of insurance shall
include the following clause:

THE LESSEE SHALL INDEMNIFY AND SAVE
HARMLESS THE POTTSTOWN SCHOOL DISTRICT
AND THE BOARD OF SCHOOL DIRECTORS, ITS

- MEMBERS, THE SECRETARY, ASSISTANTS, AND

ALL OTHERS WHO MAY ACT FOR THE BOARD OF
THE SCHOOL DISTRICT FROM ALL SUITS AND
ACTIONS OF EVERY NATURE AND DESCRIPTION
BROUGHT BY THE USE AND/OR RENTAL OF
SCHOOL FACILITIES AGREEMENT HERE
PROPOSED.

THE POTTSTOWN SCHOOL DISTRICT IS AN
ADDITIONAL INSURED ON THIS POLICY.



