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Foxborough Regional Charter School

Monthly Board Meeting

November - Annual Meeting

Published on November 14, 2025 at 3:39 PM EST
Amended on November 14, 2025 at 3:43 PM EST

Date and Time
Tuesday November 18, 2025 at 6:00 PM EST

Meeting Format

Whether in person or online, the public is welcome to attend Board/Committee Meetings and have access to
meeting minutes. Meetings are held once a month and additionally, as determined by the Board/Committee
Chair. All meeting Agendas are posted on the school website at least 48 hours in advance of each public
meeting.

During the meeting, the Board and its committees follow the published agenda. Gallery members are not part of
the formal discussion or deliberations. Those wishing to speak at a meeting are asked to follow our Privilege of
the Floor Policy. To request to speak at a meeting, please complete the following google form before the start of

the meeting.
Agenda
Purpose Presenter Time
. Opening Items 6:00 PM
A. Record Attendance Todd Tetreault im
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https://4.files.edl.io/de6a/11/09/22/155525-33770f97-d28b-4053-b55b-31dc705fc9bd.pdf
https://4.files.edl.io/de6a/11/09/22/155525-33770f97-d28b-4053-b55b-31dc705fc9bd.pdf
https://docs.google.com/forms/d/e/1FAIpQLSfHJ5leVRhaQb36_ChuhuxH8b1W6C4bgIFQEjEyUVjS3SxjOQ/viewform

B.

C.

Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

Call the Meeting to Order

Privilege of the Floor

Leadership Report

A.

Leadership Report

* Highlights/ Accomplishments

Board Business

A.

MCAS and Accountability Update 2025
Enrollment Update
Calendar Proposal for 2026-27 School Year

Executive Director Final Goals with Actions and
Anticipated Outcomes

Updates and Reports

A.

Committee Reports ( Finance/Facilities,
Governance, DEI, Academic Excellence)

Community Groups (FEA, Foundation, ELPAC,
SEPAC)

Policy Review

First Reading

» Competency Determination Policy
» Fiscal Policy and Procedures Handbook

Second Reading:

Purpose

Discuss

Discuss
Discuss
Discuss

Vote

Discuss

FYI

Presenter

Sergio Martin

Sergio Martin

Toby Romer

Toby Romer
Heidi Berkowitz
Toby Romer

Toby Romer

Sergio Martin

Toby Romer

» Communications with News Media and News Releases Policy
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Time

Tm

6:07 PM

15 m

6:22 PM

20 m

10m

10m

10m

7:12 PM

15 m

2 st abs



V.

VL.

VILI.

Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

Annual Meeting

A.

B.

C.

Review of Terms

2025

Badawi Dweik
Todd Tetreault
Anissia Vixamar

2026
Mia Ortiz

2027
Sergio Martin
Matt Yezukevich

2028
Katie Breault
Ryan Higgins

Officer Elections

* Chair

* Vice Chair
* Secretary

* Treasurer

Board Recruitment/Development

Purpose

Vote

Vote

Discuss

 Potential Candidate Review

Meeting Summary and Items for Next Meeting

A.

Items for Next Meeting

Review Next Month

Consent Agenda

Discuss
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Presenter

Sergio Martin

Sergio Martin

Sergio Martin

Sergio Martin

Time

7:32 PM

10m

10m

10m

8:02 PM

8:07 PM
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https://docs.google.com/spreadsheets/d/1FfudEypDdUGqheFQPyGd-dzuLS1xh0BvWbinh3F7Tvk/edit?gid=1427990191#gid=1427990191

Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

Purpose Presenter Time
A. Meeting Minutes Discuss Toby Romer 5m
For Approval:
« June 10, 2025
e October 14, 2025
VIIl. Executive Session 8:12 PM
A. Adjourn to Executive Session Vote Todd Tetreault 1m

» Adjourn to Executive session , not to return to open session in accordance with
the Open Meeting Law, M.G.L. c. 30A, Section 21(a), as the Chair has
determined that an open session would have a detrimental effect.
IX. Closing Items 8:13 PM
A. Adjourn Meeting Vote Todd Tetreault 1m
The listed matters are those reasonably anticipated by the Chair to be discussed at the meeting. Not all items

listed may in fact be discussed and other items not listed may be brought up for discussion to the extent
permitted by law.
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Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

Coversheet

MCAS and Accountability Update 2025

Section: [ll. Board Business
Item: A. MCAS and Accountability Update 2025
Purpose: Discuss

Submitted by:
Related Material:
Board Report on MCAS, Academic Assessments, and Accountability Data Fall 2025.pdf
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2025 Academic
Assessments and
Accountability Data

November 2025
FRCS Board of Trustees

/"(\"ﬁ

Foxborough Regional
Charter School
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Agenda

Academic Assessment Results
a. Reading

b. Language Acquisition

c. Advanced Courses

Attendance Data

MCAS Results

a. MCAS Proficiency

b. MCAS Growth

c. MCAS Comparison with Sending Districts

Accountability Results



Overview of Results

Strong Assessment Results in Reading, Language
Acquisition, and Advanced Placement.

Solid growth scores and slow improvement 1n many
MCAS areas for first time in recent years.

61" percentile statewide among K-12 school in State
Accountability system.

. Continued need for additional growth and improvement
in overall academic achievement levels and specific
subgroup results.



Reading - mClass DIBELS



K-3 Reading - DIBELS Assessment Data

Percent At or Above
Grade Level Reading Benchmark
mClass DIBELS Assessment Composite

Assessments are completed through the Amplify
Online platform
DIBELS assessment is informative for teachers and
provides information to guide instruction, and
students are given a composite rating of

o  Above Grade Level Benchmarks

o At Grade Level Benchmarks
o Below Grade Level Benchmarks

75%

Results Summary
o  Scores increased significantly in one year, with
an 11% increase from the previous spring.

o Increases in each grade K-3 from 5% to 22% 2923

e Grades K-3



Language Acquisition - ACCESS



English Language Acquisition Data - ACCESS

English Language proficiency levels assess Proficiency Levels of FRCS ML's
students language development for multilingual 57
learners (ML's).
135 FRCS students (~9%) identified as ML's based | >
on home language survey and teacher assessment. [
ML's assessed by the Massachusetts ACCESS 2
assessment, given January-February.
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English Language Acquisition Data - ELD Level by Grade

ELD Levels by Grade
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English Language Acquisition Data - ACCESS

Highest percentage of students “making progress” on ACCESS assessment in past 5 years.

e FRCS ML's exceeding state average by 10%.

e “Making progress” means that a student is on track to attain English proficiency within six years
of entering.

Percentage ELL Students Making
Progress on Massachusetts ACCESS Assessment

2021 2022 2023
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College Course Data - AP Program



College Course Data - AP Program

FRCS students took 202 AP tests in 23 subjects.

e AP Tests are scored from 1 to 5. Scores of 3 or higher are eligible for
college credit or placement out of entry-level college courses.

e Research shows participation in AP courses improves college course
success rates for all students.

e FRCS has high AP participation and success rates compared to state
and sending district averages.

AP Participation and Success
FRCS vs State Avgerage - 2024

139
0.86
0.72
. 0.6

Tests per 11th/12th Gr Student Scores 3+ per 11th/12th Gr Student

EFRCS mMA Powered by BoardOnT

10.

1.
12
13.
14.
15.

16.
17.
18.
19.
20.

21.
22,

23.

O O O e

African American Studies
Biology

Calculus AB

Calculus BC

Calculus BC: AB Subscore
Chemistry

Computer Science A
Computer Science Principles
English Language and
Composition

English Literature and
Composition
Environmental Science
European History
Macroeconomics
Microeconomics

Physics C: Electricity and
Magnetism

Physics C: Mechanics
Precalculus

Psychology

Seminar

Spanish Language and
Culture

Statistics

United States Government
and Politics

World History: Modern




College Course Data - AP Program

e Onthe 2025 AP, FRCS students had the highest success rate on AP exams in the last 5

years. (Success rates can vary inversely with participation rates.)
e The total numbers of students receiving successful scores remained stable, and the
number receiving the highest scores of 4 or 5 increased.

AP % Passing Scores

2022 2023
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Chronic Absenteeism Data



FRCS Chronic Absenteeism Data

Chronic Absenteeism Percentage 2025 Chronic Absenteeism by Sub-Group

2020 2021 2022 2023 2024

—MA —FRCS




Grade Level Standards Proficiency
MCAS Assessment



MCAS ELA & Math Proficiency Overall

Average Profiency Over Time Proficiency Over Time by Gradespan

2021 2022 2023 2024

e FRCS ELA Average FRCS Math Average 2021 2022 2024

= = = State ELA Average State Math Average o 3-8 ELA e 3-8 Math 10 Math




MCAS Science Proficiency Overall

Science Profiency Over Time by Gradespan

2021
38 Xlence 10Sclence

o 3B clence Average 10




MCAS Proficiency by
Sub-Group Over Time

ELA MCAS Proficiency Over Time by Group

2024 2025

Lowincome eomm|EP cmmm—ML

2093 2824
ELA 3-8P+E

e Al e——Black e———lOoWIiNCOME o= |EP ——ML




Grade Level Standards Growth
MCAS Assessment



MCAS Growth
Over Time

SGP by Grade Span and Subject Over Time

Increases in Stu. Growth Percentiles in All Groups
e ELA SGP increases by 5.0% points
e Math SGP increase by 3.7% points

SGPs by Subject Over Time

2021 2022 2023 2024

e 3-8 ELA e 3-8 Math e ]0 ELA a0 Math
48.1

49.7 —
48'0\3/ 450
32.3

2021 2022 2023 2024

e Average ELASGP e Average Math SGP




MCAS Math Growth and Prof|C|ency by Group

MCAS ELA Growth and Proficiency by Group Black Lowincome

m Math Proficiency m Math Growth

MCAS Proficiency and
Growth by Sub-Group

Growth Percentiles Stable by Subgroup
e Lower SGP’s in groups with gaps

FEEE

Black LowlIncome

m ELA Proficiency mELAGrowth



MCAS Proficiency and
Growth by Grade

Wider-Ranging SGP’s by Grade Level

High Growth in 8th and 10th Math
Low Growth in 5th grade ELA

MCAS ELA Growth and Proficiency by Grade

55 o 52 55
42 38 42 39
31
25
18 19
I ' 0 I
3rd 4th 5th 6th 7th 8th 10th

m ELA Proficiency mELAGrowth m

MCAS Math Growth and Proficiency by Grade

80
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MCAS Assessment
Comparison with Sending Districts



MCAS Comparisons with Sending Districts

e Data Showing a Cross-Section of Sending Districts vs FRCS MCAS Data
e Decreasing Average Gap w Sending District Averages

o ELA gap decreases by 3.9% points overall

o  Math gap decreases by 2.0% points overall

FRCS-Brockton
MCAS % Proficient & Advanced

10thELA 10th Math 3-8ELA 3-8Math  LowInc Bl ck/Afric African  [EPELA IE P Math MLELA MLMah
ELA

Mdt.n

m FRCS mBrockton




State Accountability System Results



MA Accountability System Designations

.. . . Requiring assistance or
Not requiring assistance o Non . .
intervention

Schools of | Meeting or : Substantial Moderate Limited or no Focused/ Broad/
recognitionl] exceeding progress progress progress targeted comprehensive
targets : toward : toward : toward support support
: targets targets targets

Recognized Cumulative * Cumulative |: Cumulative :J Cumulative «Percentiles 1-10 : *Underperforming
for high criterion-referenc : criterion-referenq : criterion- i criterion- *Low graduation : schools

achievement, ed ! ed © referenced ] referenced rate ! *Chronically

high growth, target target ' target target +Low performing underperforming

or exceeding percentage : percentage ) percentage : percentage group(s) : schools
targets 75-100 : 50-74 : 25-49 : 0-24 sLow participation :




FRCS Overall Accountability Information

Reason for classification
Progress toward improvement targets Accountability percentile
- 45% - Moderate progress toward targets
e ———
OVERALL RESULTS STUDENT GROUP RESULTS DETAILED DATA FOR EACH INDICATOR SCHOOLS IN THIS DISTRICT

Overall progress toward improvement targets

Annual criterion-referenced target percentage
Weight

Cumulative Criterion-referenced target percentage
(2024 x 40%) + (2025 x 60%)

OVERALL RESULTS STUDENT GROUP RESULTS DETAILED DATA FOR EACH INDICATOR SCHOOLS IN THIS DISTRICT

School Accountability Information

School Accountability information School accountability
percentile
Foxborough Regional Charter School Not requiring assistange or interve! )

Abour u.c Nata




Complete Accountability Scorecard

I 2025 Progress toward improvement targets

Indicator

All Students

(Non-high school grades)

Lowest Performing Students
(Non-high school grades)

All Students

(High school grades)

Lowest Performing Students
(High school grades)

English language
arts achievement
Mathematics

. achievement
Achievement R
Science

achievement

Achievement
total

English language
arts growth
Mathematics
growth

Growth total

Four-year cohort
graduation rate

Extended
High school engagement rate
completion Annual dropout

rate

High school
completion total
English language
proficiency total

Progress toward
attaining English
language proficiency
Chronic
absenteeism
Advanced
coursework
completion
Additional
gicators total

Additional indicators

‘eighted total
Percentage of possible points
Percentage of possible points by gradespan

2025 Annual criterion-referenced target
percentage

9.6
43%

Total
possible
points

Points

76
58%

50%
Weight of non-high school results:76%

47%

10.3
32%

35%
Weight of high school results:24%

Powered by BoardOnTrack

Includes Goals and points for:

e Academic Achievement

e Academic Growth

e High School Completion

e  Progress towards English
proficiency for ML students
Attendance
Advanced Coursework Completion

All measures assessed to all students,
high school students, and struggling
students.



Highlights from Accountability System & Results

FRCS Strengths
e Overall Ranking of 61st Percentile Statewide among All K-12 Schools, an increase of 8%
points

e Strongest Results with our Academic Growth and English Learner proficiency

e Strong High School Extended Graduation Rates, Attendance Data, and Advanced
Coursework

e Consistent Improvement from 2023 to 2024 to 2025 on Accountability System target
scorecard. (Increase from 40% of goals to 47% of goals)

FRCS Areas for Growth

e Overall Performance in English, Math and Science still far from targets
e Decrease in Graduation Rate in 2024, small number of students decreases rate to 94%



Next Steps and Actions

. Continued implementation of FRCS
nstructional Vision
2. Focus on Teaching and Learning Goals
or 2024-25 school year

a. Align Supervision, Evaluation, Coaching, and
Mentoring

b. Strengthen Instructional Leadership, including

Walkthroughs, Observations, and Teacher Leadership

Develop processes and supports to facilitate

Data-Driven Instruction

d. Align High-Quality Professional Development to
support Teacher Learning

3. Follow through with Strategic Planning
goals and actions

FRCS Instructional Vision

Foxborough Reghonal Charter School Guiding Principles for Teaching and Leaming (First Dratt 6.10.25)

Crcshn

comariang e g e
and pians of o sndardsabgned
curiam so hat s, suderts, and

e deveiop  shared understanding
ofwhat s beng

g studerts Wi
by immersng them n
rium becaise
armer s capatie of
rextnghgnsancars

e el e and equaie
Rl
hemsehes nwhal ey are beng
augt, ganexposure 0 eher utre
and engages them as gloval ctens.

Diversity & Equiy

5 We beleve na e tat
provdes opportuntes or teamrk
whese sudents and e

Teamwork

ok owards  conmen oa

& Webisemiemg nd g
nghauaiy ased curicuum
e mnm o2t

Growth

“Hssessent & Feecbadk 7 We bellee lltuderss are capable o demonszang Ngn

Istruction

1. Webeleve i cear and conssent
communictionbetween and among

euators,sudents and mn\rs el
suctond

ot s eerst b g

2 We beleve ndesignng and deberng
nstucton that fosters egey, where
‘Sudents lead and contrue 1o our
communty, refiecing our coe vaes.

leamers by belevng ey

nreachhghsandars, by supportng

learmers vah dsaies, earmng derences

and hose for whom Engln s ot e st
1 remengleanes o

St e e wrmrn
ot allsudens are engage, el
aftmed andvalated

5 We beleve that trcton s 2 feamefor
here educator, stcents and fabes eam
and grow togeper

6 We belee evrylarmer growsaten
here are igh expecatons,suppor, e
anddoce

e
ereanig frog emum oo ar
ranbg
gty i

2We bellee In desgring assessments wih
ntegrtywbere stuerss are assassed on what
Do/t gt g e o
Edcators anayze assess
ey ey e o
wdent dat an otcomes.

3 We bl nprovong respectisteedback
hatis ey, pectic, actonadle, and
protecseaners welkeing,so thateamers
maiian a grouth mncset about hemsehes
and e safe takng st

Ve beleve I desiging and anayang
assassments I a fa, equtab, and afual
responsive way 5o that s does not nfence
merpresations o acons,

5 We belive, a5 a team, i ghing an
recelngfeecbadkas a way of contunusy
eamng

6. Ve beleve assessments povide an
opportnty for al sudents to how gro

and progres, and s feeback proices
drectonfor a eamer o gron. Netner
assessment orfeechack shou be used s 2
map or pshment.

Ve ot kg and e asessnents ven shold measae tese Nper.arcer s
P2

Leaming Endonment

1. Ve belee tat mey drect g
o

leamers t ise o high expecatons,

£Webeleenieang nformas e
Sopme s by oney

enpathy, beng honest about mstales, and
akng yﬁsmmmlrp s
negatel afect o

3 We beleve earmers wl ake acadeic sk
and acheve success when he schooland
dasstoom emironment s physcaly,socaly
and nelecualy safe - vhere everyne

csane anoiher'srights, eelngs, eas,
e o o,

4 We bt that sugents and fames v
1 come 1o schoa hen there s  wecoming,
safe leaming envrorment mat ceiebates
versy and promotes ey,

e the school and Cassroom
emeunett 1 sharcd um e e
e provid apportunte o eveyone
o e o oo ,mw;:m-.
g g seree
gt o oy e

6.V betese school and cassroon eaming
eniroamenss are places to rurse
csevatethe perseverance, groath and
actevement of every eamer.

1. Ve bl n recproca bataced
commuricaton wih studerss, faes,
s ad s ease
Srogterresogs, e s e
enyne rlomed and erabies s 10
accomplsn our shared o for studes.

2 Wi b hat sugens,famies,

educators and parners ke decsions i
Y, ghen e daa theynay

et

3 We beleve I buldng relatonshps between
ntamng st ks, paves

where al actwin s

e gt

unique perspecves

beleve ighy colaboratve enronments
leatto e st posthe eaming ctcomes,

e
vmm angsnare rswwmm -
actotainy or echg a conmon el

. We beleve dhersey s cur srengh. e
proaciely remove barers o engagenent so
{hatsgents,famfles, educators, and
panners e seen, wekumes, accated and
genunely

6 Wi b amles and studerts are e
prinary advocates n a hid's gronth and
deveopment and hod inowedge, experience
and wsciom that educators and parmers reeg
sothat ey canhep suudents G

socaly, emotonaly, and acagemicaly.

Team it author/consutantBisa & NacDonaid e 2025)




Questions and Discussion



Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

Coversheet

Calendar Proposal for 2026-27 School Year

Section:

Item:

Purpose:
Submitted by:
Related Material:

[ll. Board Business
C. Calendar Proposal for 2026-27 School Year
Discuss

Key Dates Calendar FY27 DRAFT.docx.pdf

Powered by BoardOnTrack
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Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

Foxborough Regional Charter School
Key Dates Calendar
2026-2027 School Year

June 29-July 3, 2026

August 24-27, 2026

Monday, August 31, 2026
Tuesday, September 1, 2026
Friday, September 4, 2026
Monday, September 7, 2026
Monday, October 12, 2026
Wednesday, October 21, 2026
Wednesday, November 11, 2026
November 25-27, 2026
Wednesday, December 2, 2026
Wednesday, December 23, 2026
December 24- January 4, 2027
Monday, January 4, 2027
Wednesday, January 13, 2027
Monday, January 18, 2027
February 15-19, 2027
Wednesday, March 10, 2027
Friday, March 26, 2027

April 19- 23, 2027

Wednesday, April 28, 2027
Wednesday, May 12, 2027
Monday, May 31, 2027
Wednesday, June 16, 2027
Friday, June 18, 2027

Thursday, June 24, 2027

Revised October 20, 2025

DRAFT

Independence Week Shut Down

Faculty and Staff Orientation

First Day of School for Kindergarten Students

First Day of School Grades 1-12

No School

Labor Day - No School

Indigenous People’s Day/ Columbus Day- No School
¥ Day of School, Staff Professional Development
Veterans Day- No School

Thanksgiving Break - No School

Y2 Day of School, Parent/Teacher Conferences (12pm-6pm)
Y2 Day Before Winter Vacation

Winter Vacation

Return from December Break

¥ Day of School, Staff Professional Development
Martin Luther King Day

February Vacation Week

Y% Day of School, Staff Professional Development
Good Friday- No School

April Vacation Week

Y% Day of School, Parent/Teacher Conferences (12pm-6pm)
Y Day of School, Staff Professional Development
Memorial Day - No School

Last Day of School (No Snow Days)

Juneteenth Observed

Last Day of School (5 Snow Days)
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Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

August/September 2026
Su M Tu w Th F Sa
8/16 17 18 19 20 21 22
23 24 25 26 27 28 29
O-Week [O-Week |O-Week |O-Week |goovis oo
(Work day for 12
mo staff)
8/30 8/31 9/1 2 3 4 5
1stDay K | 1*' Day 2nd Day | 3rd Day No School
Only 1-12
6 7 8 9 10 11 12
Labor Day [ 4th Day 5th Day | 6th Day 7th Day

Revised October 20, 2025
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Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

Coversheet

Executive Director Final Goals with Actions and Anticipated

Section:

Item:

Purpose:
Submitted by:
Related Material:

Outcomes

[ll. Board Business
D. Executive Director Final Goals with Actions and Anticipated Outcomes
Vote

Toby Romer - ED Goals 25-26 w Outcomes.pdf
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Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

Toby N. Romer
Executive Director Goals with
Strategic Actions and Outcomes
School Year 2025-26

FINAL WITH OUTCOMES
November 2025

Goal 1 - Complete FRCS Strategic Planning Process
e Rationale - To establish a clear plan for organizational improvement for the next 3 years
e Goal — With input from all stakeholders and facilitation from our planning partner, create
and present to the Board for approval a comprehensive strategic plan for the next
chapter of FRCS’ development that includes clear priorities and measurable benchmarks
and outcomes, by February 10", 2026.
e Strateqgic Actions -

o Partner with Insight Solutions, our strategic planning consultant, to collect
thorough input and feedback from FRCS stakeholders, including Board
members, parents and families, staff, and students.

o Convene and facilitate the strategic planning steering committee group,
consisting of representatives from key stakeholder groups, to ensure thorough
input from all groups and to distill key messages from stakeholder feedback.

o  Work with the strategic planning steering committee, the district executive team,
school leaders, and other key members of the community to develop key focus
areas, objectives and goals for the strategic plan.

o Create draft and final strategic plans in collaboration with Insight Solutions and
district leaders.

e Anticipated Outcomes -

o Presentation of an initial draft of a comprehensive strategic plan for the next
chapter of FRCS’ development to the board by December 9", 2025.

o Presentation of a final comprehensive strategic plan for the next chapter of
FRCS’ development that includes clear priorities and measurable benchmarks
and outcomes, by February 10", 2026.

Goal 2 — Support Instructional Improvements to Promote Academic Growth

e Rationale- To ensure that FRCS is faithful to our mission of providing a challenging
academic program to prepare our students for college.

e Goal — Together with instructional leaders from across our district and our three schools,
develop an implement a shared vision of high-quality instruction at FRCS that allows us
to align our supervision, evaluation, coaching, mentoring and collaboration to support
educators in growing and consistently implementing high quality instructional practices in
their practice.

e Strateqgic Actions
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Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

Develop a FRCS Instructional Vision statement, together with educators, school
leaders, and district leaders to answer the questions, “What does good teaching
at FRCS look like?”

Identify focus areas within the Instructional Vision for 2025-26 school year, and
support systems to ensure the application of these focus areas in all FRCS
classrooms.

Together with school and district leaders, align systems for supervision and
evaluation, coaching, mentoring, team meetings and professional development
with the Instructional Vision.

Support and develop strong instructional leadership practices among school
leaders to ensure high quality instructional feedback and support for educators.
Conduct instructional walkthroughs with school and district leaders to observe
the implementation of the Instructional Vision and our 25-26 focus areas in
classrooms.

Anticipated Outcomes

O

Share a completed FRCS Instructional Vision statement and three to five focus
areas with educators and the Board of Trustees at the start of the 2025-26 school
year.

Ensure that at least 90% of instructional staff can articulate how the Instructional
Vision principles apply to their practice.

Regular collaboration with instructional leaders during Teaching and Learning
team meetings and one-on-one meetings to develop and align systems of
supervision and evaluation, coaching, mentoring, team meetings and
professional development with the Instructional Vision.

Training of all FRCS school-based leaders in best practices in observing and
analyzing instruction to improve their feedback skills with educators.

Increase FRCS’ DESE School Accountability Designation score by at least 5%,
which includes measures of academic achievement, academic growth, high
school completion, progress towards English proficiency, attendance, and
advanced coursework completion, leading to an overall rating of “Substantial
Progress Towards Goals.”

Goal 3 — Continue to Develop and Strengthen Management Structures & Supports
Rationale - To ensure a solid management foundation for ongoing work to improve
student outcomes and to continue to develop the operational infrastructure of our district.
Goal - Ensure continued and sustainable function of the district overall, including
implementation of best-practices in employee support and supervision (including
application of the FRCSTA contract), continued revision of our district-wide policies and
procedures, successful hiring and retention efforts, successful student recruitment and
enrollment processes, alignment of budgetary resources to strategic needs, and the
development of assessments to track key non-academic outcomes, such as student,
family and staff culture, belonging, and satisfaction.
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e Strategic Actions -

(@]
(@]

Align employee supervision and evaluation system with Instructional Vision.
Continue to partner with labor relations legal counsel, human resources experts,
and FRCS district and school leaders to accurately implement all aspects of the
FRCS-FRCSTA contract.

Continue to prioritize and revise our district-wide policies and procedures,
ensuring board review and approval of all board policies.

Continue to support human resource staff and school leadership teams to recruit,
hire and retain highly qualified educators in all key school roles, with a focus on
recruiting and retaining staff of color and other staff who represent the diversity of
our school community.

Supervise and monitor recruitment and enroliment of new students and families,
as well as retention of current FRCS students and families, including
identification of new target audiences, geographic and demographic areas of
focus, and new strategies for recruitment.

Support our finance team and executive team to adapt our annual budgeting
process to ensure alignment with strategic plan priorities and prioritizing
budgetary resources to strategic needs.

Building on the stakeholder feedback surveys developed in the strategic planning
process, create annual assessments and baseline data to track key non-
academic outcomes, such as student, family and staff culture, sense of
belonging, and overall satisfaction.

e Anticipated Outcomes -

O

Completed evaluations of all instructional staff, consistent with FRCSTA contract,
FRCS employee handbook, and in alignment with the FRCS Instructional Vision.
Monthly district wide meetings between district leadership and FRCSTA
leadership teams to monitor contract implementation and ensure clarity of
decision-making and any necessary dispute resolution.

Board approval and public documentation of at least 12 additional policies,
including an updated Financial Policies and Procedures handbook, following the
priority order established for policy review.

Increase in educator retention rate from 81% from fall 2024 to 2025 to 85% in
from fall 2025 to fall 2026.

Increase incoming enrollment from the towns of Norton, Norwood, Attleboro,
Taunton, Avon, and West Bridgewater by at least 5%.

Adjust 2026-27 budget plan to include financial alignment with the FRCS 2026-
2029 Strategic Plan priorities.

Develop and implement first year of annual assessment of student, family and
staff culture, sense of belonging, and overall satisfaction with the district.
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Coversheet

Policy Review

Section: IV. Updates and Reports
Item: C. Policy Review
Purpose:

Submitted by:

Related Material:
FRCS_Fiscal_Policies_and_Procedures_final_09 08 2025 w_Changes.pdf
FRCS_Fiscal Policies_and_ Procedures_final 09 08 2025.docx
Policy_Concerning_News_Media_Relations_and_News_Releases.docx.pdf
Competency Determination Policy.pdf
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100 INTRODUCTION

In 1993, the Commonwealth of Massachusetts enacted Massachusetts General Laws (MGL) Chapter 71,
Education Reform Act, Section 89, which authorized the establishment of charter schools within the
Commonwealth. Additionally, Chapter 46 of the Acts of 1997 required each charter school to keep an
accurate account of all its activities and provide for an annual independent audit of its financial statements.
The Board of Trustees, acting as public agents authorized by the Commonwealth, are responsible for
management of the school, which includes developing and adopting fiscal policies and procedures.

In an effort to achieve and ideally surpass these requirements, the Trustees of the Foxborough Regional
Charter School have developed this Policies and Procedures manual.

The Board of Trustees acknowledges the guidance provided by the Massachusetts Department of Education
durmg the development of this document For further 1nf0rmat10n please see ~44

- “.\//u.\*.\*(/('/'111.&‘()”.\' Charter

School Recommended Fiscal Policies and Procedures Guide” (November 2005) issued by the
Massachusetts Department of Education.

___101_  Scope and Organization

This manual consists of three sections: Part I contains the recommended policies; Part II contains the
recommended procedures; and the Appendices contain the Chart of Accounts and sample forms.

___102 Purpose of PolicesPolicies and Procedures Manual

A
A. The Policy and Procedures Manual is the official document for the accounting and administrative
functions conducted by the Foxborough Regional Charter School.

B. The Policy and Procedures Manual provides standards and directives for sound management and
promotes consistent, prudent financial and administrative practices. It also provides guidance to the
school in the application of various federal and Massachusetts laws and regulations and the
Department of Education’s requirements for the administration of grants and contracts awarded by
the U.S. Government and other funding sources.

C. The Policy and Procedures Manual is used in conjunction with and referenced to the Foxborough
Regional Charter School’s existing personnel policy manual, job descriptions and other policy
manuals maintained by the school.

103 Amending the Guide
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This document contains the essential fiscal policies and procedures for the Foxborough Regional Charter
School, as of the above date of promulgation. From time to time, as additional matters require changes to
this document, the management of the Foxborough Regional Charter School shall amend this essential
document.
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PART I - POLICIES

__200. INTERNAL CONTROL POLICIES

The Foxborough Regional Charter School, under the direction of the Board of Trustees, is required to
establish and maintain adequate accounting records and internal control procedures. Internal control
consists of five components: control environment, risk assessment, control activities, information and
communication, and monitoring. The objectives of internal control relate to financial reporting, operations,
and compliance.

The Foxborough Regional Charter School and all levels of management are responsible for preventing and
detecting instances of fraud and related misconduct and for establishing and maintaining proper internal
controls that provide security and accountability of the resources of the school. Management is also
responsible for recognizing risks and exposures inherent to these areas of responsibility and for being
aware of indications of fraud or related misconduct.

Any employee with a reasonable basis for believing fraudulent or related misconduct has occurred should
report such incidents to the designated authorities within the school (Executive Director, Director of
Finance) or the Office of the Inspector General as stated in M.G.L Chapter 12A, §14 ‘Complaints by public
employees; investigation.” As such, in addition to this manual, the Trustees have promulgated and
published a separate “Fraud Detection and Mitigation Policy” document. The reader is referred to this
document for further information relative to the Trustees’ specific policies and procedures pertaining to
detecting and preventing episodes of fraud.

Internal control policies provide the Foxborough Regional Charter School with the foundation to properly
safeguard its assets, implement management’s internal policies, provide compliance with state and federal
laws and regulations and produce timely and accurate financial information. The following policies
highlight the areas of internal control that the Foxborough Regional Charter School has considered:

_201_ Compliance with Laws

The Foxborough Regional Charter School will follow all the relevant laws and regulations that govern
Charter Schools within the Commonwealth of Massachusetts. Additionally, U.S. Government laws and
regulations that relate to grant funding will be adopted as the grant funding is received. The following are
specific policies of the Foxborough Regional Charter School:

A
A. Political Contributions

No funds or assets of the Foxborough Regional Charter School may be contributed to any political
party or organization or to any individual who either holds public office or is a candidate for public
office. The direct or indirect use of any funds or other assets of the Foxborough Regional Charter
School for political contributions in any form—, whether in cash or other property, services, or the
use of facilities—is strictly prohibited. The Foxborough Regional Charter School also cannot be
involved with any committee or other organization that raises funds for political purposes.
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Following are examples of prohibited activities:

1. 1 Contributions by an employee that are reimbursed through expense accounts or in

other ways.

138}

2; Purchase by the organization of tickets for political fundraising events.

o8}

3- Contributions in-kind, such as lending employees to political parties or using the
school’s assets in political campaigns.

— B

B. Record Keeping
To provide an accurate and auditable record of all financial transactions, the school’s books, records,
and accounts are maintained in conformity with generally accepted accounting principles as required
by the Commonwealth’s statutes, applicable to Charter Schools.

Further, the school specifically requires that:

1. L No funds or accounts may be established or maintained for purposes that are not

fully and accurately described within the books and records of the school.

2. 2 Receipts and disbursements must be fully and accurately described in the books and
records.

3. 3. No false entries may be made on the books or records nor any false or misleading
reports issued.

4. + Payments may be made only to the contracting party and only for the actual services|
rendered or products delivered. No false or fictitious invoices may be paid.

The Foxborough Regional Charter School may not be operated for the benefit of an affiliated or unaffiliateq
organization or an individual in his or her own private capacity or individuals related to the Foxborough
Regional Charter School or members of its management, unless the private benefit is considered merely
ineidentalincidental. The Foxborough Regional Charter School will follow M.G.L. Chapter 268A and
M.G.L. Chapter 71, §89(v) conflict of interest laws and disclosures which restrict public officials and
employees from taking advantage of their position to gain improper benefits for themselves, relatives, their|
associates, or their friends. The law also restricts board members from voting on matters affecting their
financial interest and limits the circumstances under which they can receive anything of value because of
their official position. A board member may not vote or enter into any discussion if one of the following
groups will receive financial benefit:

A. The Trustee, his/her immediate family, or his/her business partner;

B. A business organization in which the Trustee is serving as an officer, director, trustee, partner or
employee; or

Powered by BoardOnTrack 55 of 205



Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

Foxborough Regional Charter School
Polices & Procedures Manual

C.  Any person or organization with which the Trustee is negotiating or has any arrangement concerning
prospective employment (M.G.L. Chapter 268a, §6).

The private benefit preclusion will extend to:

— A
A. Sale or exchange, or leasing, of property between the school and an affiliated or unaffiliated organization or a
private or related individual.

— B
B. Lending of money or other extension of credit between the school and an affiliated organization (excluding
component units) or unaffiliated organization or a private or related individual.

C. Furnishing of goods, services or facilities between the school and an affiliated organization (excluding
component units) or unaffiliated erganizatienorganization or a private or related individual.
b-
D. Payment of compensation, unless authorized by the Board of Trustees or its governing body, by the school to

an affiliated or unaffiliated organization or a private or related individual.

E. Transfer to, use by, or for the benefit of a private or related individual of the income or assets of the school.

Thus, the Foxborough Regional Charter School will be guided by the principle of arms-length standards
with all affiliated or unaffiliated organizations or with a private or related individual(s). Annually, the
Board of Trustees will file a financial disclosure form as required by M.G.L. Chapter 71, section 89(v).

Related party transactions shall include transactions between a school and members of the board,
management, contracted management organization, employees, related individuals and affiliated
companies. Related individuals within the scope of this definition include spouses, parents, children,
spouses of children, grandchildren, siblings, father-in-law, mother-in-law, sister-in-law and brother-in-law
of a board member or school employee.

__ 203 Board of Trustees Authorities

The Board of Trustees is responsible for the operation of the Foxborough Regional Charter School in
accordance with the provisions of M.G.L. ¢.71, §89 and all other state and federal laws and regulations and
conditions as the Board or Commissioner of Education may establish from time to time. The Board of
Trustees is also responsible for operating the school in accordance with the representations made in its
charter school application submitted to and approved by the Board of Education.

Specifically, the Board of Trustees shall have the sole authority to approve and will incorporate into its own
minutes such matters as (i) change of the School’s name, with the Department of Education’s Charter
School office approval (ii) adoption of the annual operating and capital budgets, (iii) selection or
termination of key-employees-(iv)-key-employees’Executive Director(iv) Executive Director salary and

10
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salary changes, (v) incurrence of debt, mortgages or other encumbrances and their covenants and
restrictions, within the terms of the charter (vi) investment policies, (vii) depository and investment banks,
(viii) purchase or sale of property (ix) opening up or closing checking or savings accounts, and (x)
selection of the Foxborough Regional Charter School’s certified public accountants and (xi) other activitie
associated with the operations of the Foxborough Regional Charter School.

The Board of Trustees will meet regularly to ensure that its fiduciary duty is maintained. The Board will
review the following: prior meeting minutes, business items, educational items, subcommittee reports,
Executive Director report, new business and other items. For additional guidance on the regulatory and
statutory obligations of a Board of Trustees, please refer to the Commonwealth of Massachusetts
Department of Education’s publication, The Charter School Administrative and Governance Guide: An
Overview of the Laws and Regulations that Boards of Trustees and Charter Schools Need to Know, which
can be found at

ce-http://www.doe.mass.edu/charter/governance.

Signature Authorities

To properly segregate duties within the Foxborough Regional Charter School, the Executive Director, the
Dcr)ulv E\LLUII\L D11rector«—)1L Dm.ulm of l—mmcu Director of Teaching and Learning;-the Director-of

3 L s are the only individuals with signatory authority.
Ind1v1dual checks require dual signatures prior to check issuance. The Director of Finance, along with the
approval of the Treasurer of the Board, is responsible for authorizing all cash transfers between bank
accounts. Payroll is transacted thruthrough Harpers Payroll and checks are signed by a Harpers Payroll
corporate officer.

Government Access to Records

The Director of Finance will provide access to the Foxborough Regional Charter School's records if
requested to the Comptroller General of the Commonwealth of Massachusetts or his designee and provide
supporting records, as requested by government auditors, to facilitate the completion of such audits or
reviews in a timely manner.

11
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Security of Financial Data

A. The school’s accounting software should be reviewed to ensure that general and application controls
to unauthorized access to data is precluded (i.e., proper password protection and authorizations for
inquiry or browse only functions.)

B. The system's accounting data is backed up daily by cloud software AccuFund Online Services to
ensure the recoverability of financial information in case of hardware failure. Specifically,
AccuFund provides daily backup of software, which is kept for five days. Weekly Friday data is
kept for four weeks and the last day of month data is kept for twelve months.

c—
C. All other financial data, petty cash box, unused checks and unclaimed checks are secured by the
Director of Finance from unauthorized access.

Security of School Documents

Originals of the following corporate documents are maintained and their presence is verified on a periodic
basis:

Charter and all related amendments

Foxborough Regional Charter School by-laws
Minutes of the Board of Trustees and subcommittees
Banking agreements

Leases

Insurance policies

Vendor invoices

Grant and contract agreements

Fixed asset inventory list

Contracts

SrEZommDOWER

Use of School Assets

School employees should not use any of the school’s assets for personal use without prior approval of the
Board of Trustees and with proper justification.

Use Of School Credit Cards

Foxborough Regional Charter School credit cards should only be used following the formal FRCS Credit
Card Use Policy and with proper justification and approval by the Director of Finance. The cost/benefit to
the Foxborough Regional Charter School should be fully reviewed to ensure that no other method is

12
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appropriate. A credit card is assigned to the Director of Finance and should be used only for school-relate
expenditures. All charges must be supported by invoices or travel reports to be eligible for payment by thd

Foxborough Regional Charter School.

Monthly credit card statements are reconcﬂed to invoices and travel reports and are approved by the
Foxborough Regional Charter School Exeeutive 5 5 3 OV

would-be-performed by-the Director of Finance.

13
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FINANCIAL MANAGEMENT POLICIES

Charter schools are granted a charter by the Board of Education of the Commonwealth of Massachusetts
under MGL Chapter 71, §89. Charter schools are considered special purpose government entities that
engage in business type activities, and all of the financial activity of the school is recorded in an enterprise
fund within the proprietary fund group. As such, the accounting policies and financial reporting adopted
by the school should be consistent with a special purpose governmental entity that engages in business type
activities. The Board of Trustees has oversight of the management of a charter school inclusive of
establishing the governance structure and the financial management policies as set forth in the charter
school application.

Basis of Accounting

The Foxborough Regional Charter School will maintain its accounting records and related financial reports
on the accrual basis of accounting.

Accounting Policies

The accounting policies and financial reporting adopted are consistent with the special purpose
governmental entity requirements of the Governmental Accounting Standards Board (GASB), including
Statement of Governmental Accounting Standards No. 34 — Basic Financial Statements — and
Management’s Discussion and Analysis — for State and Local Governments. GASB is the recognized
standard setting body for establishing governmental accounting and financial reporting principles. Pursuant
to GASB Statement No. 20, Accounting and Financial Reporting for Proprietary Funds and Other
Governmental Entities That Use Proprietary Fund Accounting, the school has elected to apply the
provisions of all relevant pronouncements of Financial Accounting Standards Board (FASB) that do not
conflict with or contradict GASB pronouncements.

Basis of Presentation

The accounts of the Foxborough Regional Charter School are organized as a special purpose governmental
entity that engages in Business-type Activity, which is considered to be a separate accounting entity. The
operations are accounted for by providing a separate set of self-balancing accounts, which comprise its
assets, liabilities, net assets, revenues and expenditures. The Foxborough Regional Charter School uses the
following fund:

Enterprise Fund - This fund of the Foxborough Regional Charter School is used to account for all financial
resources associated with the operation of the school.

Note on Component Units: All non-profit agencies associated with the Foxborough Regional Charter
School should be evaluated during the planning stage of the audit to determine if they should be included
as a component unit of the school. If they are considered a component unit, then all of their financial

14
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information should be reported in conjunction with the Foxborough Regional Charter School's financial
statements and accounted for in accordance with GASB No.’s 14 and 39. 1f they do not meet the criteria off
a component unit, then all the transactions incurred between the non-profit and the School should be
evaluated as related party transactions and disclosed in accordance with GAAP and the Guide. DOE |
requires that all related party transactions, whether material or immaterial, be disclosed in the notes to the
financial statements.

Revenues

Under the accrual basis of accounting, revenues are recognized when earned, consistent with generally
accepted accounting principles applicable to special purpose governmental units.

Expenditures

Under the accrual basis of accounting, expenses are recognized when services are incurred or goods are
received.

In-Kind Expenses

The school recognizes services that are donated, if these services would have been purchased by the schoo
if not donated (e.g., transportation). These expenses are recorded when incurred.

Incurred Costs

For the purpose of invoicing funding sources for allowable costs under cost reimbursement grants

Cash Management

A. _ The school maintains cash accounts at the following banks:

1. Operating — Eastern Bank
3.2, Investment — Eastern Bank
43 Depository — Fes

Y
=

Money Market — Rockland

15

Powered by BoardOnTrack

61 of 205



Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

Foxborough Regional Charter School
Polices & Procedures Manual

B. A schedule of aged accounts and grants receivable is prepared monthly and reviewed by the Director
of Finance for collection. Appropriate collection procedures are initiated, if necessary.

_ 309  Accounts Receivable Aging Criteria

Accounts receivable outstanding are aged on a thirty, sixty, ninety, and over-ninety day basis.

_ 310 Grant/Contract Invoicing

In accordance with state finance regulation 815 CMR 2:00, section 2.05 (4)(b), Grant Effective Start Date,
grant recipients may expend state, federal, and other grant funds only as of the date their grant (the
Standard Contract Form) was executed by the authorized signatory of the Department of Education. In the
case of the Department of Education, this means the date that the grant is entered as approved into the
Department of Education's grants management system- (GEMS).

—A——

A. All invoices are submitted to the funding sources by dates specified in the grant or contract agreement.
B:

B. The invoicing format is that specified by the funding source.

_ 311 Investments

The Foxborough Regional Charter School shall follow, to the extent possible, M.G.L. Chapter 44
Municipal Finance in regards to purchasing investments.

16
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Budgets

A. The Foxborough Regional Charter School shall prepare an annual operating budget of revenues and|
expenses, a cash flow projection, and a capital budget. These budgets and projections shall be
reviewed and approved by the Board of Trustees at the annual meeting and modified, as necessary.

B. In the event that budgets need to be adjusted, the Director of Finance will initiate a request for a
budget transfer with the appropriate Director following Foxborough Regional Charter School’s
Budget Transfer Request Policy and using the Budget Transfer Request Form.

C. Financial statements displaying budget vs. actual results shall be prepared by the Director of
Finance and reviewed by the Treasurer and presented to the Board of Trustees at each monthly
board meeting.

Insurance and Bonding

—A—

A. The school maintains minimum levels of coverage, as deemed appropriate by the Board of Trustees

for the follow policies:

1. 1 General liability—

2. 2 Business & personal property (including auto/bus)——
3. 3. Computer equipment

4. 4. Workers' compensation

5 Personal injury liability

6. Unemployment

7 Fidelity bond

8 Board Insurance-

B. The school requires proof of adequate insurance coverage from all prospective contractors, as
deemed applicable by the Board of Trustees.

Massachusetts Teacher Retirement System

The Massachusetts Teacher Retirement System (MTRS) is a contributory retirement system designed to

provide benefits to Massachusetts teachers and administrators per MGL Chapter 32. Staff members

emp]oyed by the school who are eligible for membership are required to join the system. See
cb/-http://www.mass.gov/mtrb/ for full details about eligibility, required payroll
deductlons and reportmg s deadlines.

Record Retention and Disposal

_ 315,

17
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—A—
A. Records are maintained for the following minimum periods:

1. Books, records, documents, and other supporting evidence including paid, cancelled, or
voided checks, accounts payable records, vendors' invoices, payroll sheets and registers of
salaries and wages, tax withholding statements, employee timesheets and other public
documents are retained for seven years after the original entry date.

B. ——B———The following records supporting federal contracts, as required by U.S. Office of
Management and Budget, are retained for the indicated minimum periods:

1. For three years after submission of the final report of expenditures: general ledger, trial
balance, accounts payable and accounts receivable ledger, payroll register, and petty cash
book, check register and checks, invoices. Except for:

a) a)—If any litigation, claim, or audit is started before the expiration of the 3-year
period, the records shall be retained until all litigation, claims or audit findings
involving the records have been resolved and final action taken.

b) by—Records for real property and equipment acquired with Federal funds shall
be retained for 3 years after final disposition.

4

2. Permanently:- Audit reports, annual corporate reports, charter,
board minutes, tax and legal correspondence, labor contracts, insurance claims and
policies, and retirement and pension records.

C. The disposal date determined under this policy is the end of the fiscal year, or the date of final
payment of government grants.

D. All records not supporting government grants or otherwise covered by rules of the Internal Revenue
Service are retained for three years from the end of the fiscal year in which the records were
originally prepared.

E. All financial records are maintained in chronological order, organized by fiscal year.
F. In connection with the disposal of any records, a memorandum of record disposal shall be prepared

by the Director of Finance or designee listing the record or the class of records disposed of. The
Board of Trustees shall certify this memorandum of records disposal.

___316_ Financial Reporting

The Director of Finance maintains supporting records in sufficient detail to prepare the School's financial
reports, including:

‘,_\7/ 8
A. ___ Annually:
1. = Financial statements for audit
2. 2; Annual budget
18
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_ B
B. Monthly:
1. Trial balance
2. Internally generated budget vs. actual financial statements with explanations for significant
variances
3. Billing invoices to funding sources

54, Accounts receivable agihg report

6:5.__Accounts payable listing

e
C. Quarterly:
L. s IRS Form 941 and payroll tax returns and comparable state taxing

authority returns

2. 2- Other reports upon request

19
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Audit

The Board of Trustees shall contract annually with a qualified independent certified public accounting firm
to conduct an audit of the Foxborough Regional Charter School’s financial statements in accordance with
auditing standards generally accepted in the United States of America, Government Auditing Standards
issued by the Comptroller General of the United States, 2003 Revision (GAS) and, if applicable, the U.S
Office of Management and Budget’s Circular A-133. The selected audit firm must be familiar with these
standards, related Commonwealth of Massachusetts and Charter School regulations, and the Massachusetts
Charter School Audit Guide (which can be found at

Sinanee c-ass-edureh shttp://financel.doe.mass.edu/charter), in order to properly conduct

the audit engagement.

Audit/Finance Committee

The Board of Trustees shall appoint an audit/finance subcommittee. This subcommittee will nominate the
independent auditor and review the scope and results of the audit. The audit/finance subcommittee also
receives notice of any consequential irregularities and management letter comments that the auditor noted
during the engagement. Additionally, the subcommittee will develop a corrective action plan to address all
relevant weaknesses noted by the auditor. The audit/finance subcommittee will also review all financial
information of the Foxborough Regional Charter School and provide recommendations to the Board of
Trustees.

Chart Of Accounts

The chart of accounts of the Foxborough Regional Charter School are noted in Appendix A. The chart of
accounts will assist schools in managing their operations, preparing financial statements and also
facilitating their preparation of the End of Year Financial Report as required by the Massachusetts Charter
School Audit Guide.

20
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POLICIES RELATED TO ASSETS, LIABILITIES, AND NET ASSETS

Assets

Economic resources that are recognized and measured in conformity with generally accepted accountin]
principles. Assets also include certain deferred charges that are not resources; but are recognized an
measured in conformity with generally accepted accounting principles. The following sections describ
policies related to the recognition of assets.

Bank Accounts

Bank accounts for the indicated purpose(s) and limitation(s) have been authorized by the Board of Trustees
of the School at the indicated Federal Deposit Insurance Corporation (FDIC) or Depository Insurance Fund
of Massachusetts (DIFM) insured banks:

Name of Bank——————  Purpose/Limitation of Account

e Eastern Bank Savings and Checking

Accounts/Unlimited (FDIC/DIFM)
Foxboro Federal One Local Savings/$250,000
(FDIC)

—_— Rockland Money Market (Parent Payment)

403_  Petty Cash Payments

—A——

A. Currently, no Pretty Cash aceount-exists:accounts exist. However, in the event that a Petty Cash account is
ever put into place,-the-following procedures shall be instituted. Petty Cash payments shall be made from a
fund not to exceed $150, and should be for cash advances, local expense reimbursementreimbursement, and
small-dollar vendor purchases, provided proper documentation is furnished with each request. No individua
payment shall be greater than $75.

B- ThePetty-Cash-aceount-shall-be-balanced-on-a-monthly-basis-by-the Petty-Cash-eustodian—The
o anic = ~han 1% o =y SO 1 e na o D s Cac a ; 'l
404_  Criteria for Capitalizing and Depreciating for Property and Equipment

All tangible personal property with a useful life equal to or more than three years and a unit acquisition cost
of $58,000 or more is capitalized and recorded in the statement of net assets. Depreciation associated with
the fixed asset will be calculated based on its useful life and straight-line depreciation method. The

o ™UT

depreciation expense will be recorded in the statement of revenues, expenses, and changes in net assets.

21

Powered by BoardOnTrack

67 of 205



Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

Foxborough Regional Charter School
Polices & Procedures Manual

__ 405 Impairment of Assets

A recognized impairment of an asset is reflected when circumstances warrant. The appropriate adjustment
is made for any impaired assets, accompanied by a description of the impaired asset and the measurement
assumptions used in determining the impairment. All impairments shall be reported to the Board of
Trustees for approval of the adjustment to the fixed asset subsidiary ledger.

406 Betterments

Expenditures for significant betterments of existing leased/owned properties are recorded in fixed assets at
cost. Maintenance and repairs are expensed as incurred. Depreciation associated with the betterment will
be calculated based on its useful life and straight-line depreciation method. The depreciation expense will
be recorded in the statement of revenues, expenses, and changes in net assets.

22
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Liabilities
Economic obligations that are recognized and measured in conformity with generally accepted accountin
principles. Liabilities also include certain deferred amounts that are not obligated; but are recognized an|
measured in conformity with generally accepted accounting principles. The following sections describ
policies related to the recognition of liabilities.
Accounts Payable

B Only valid accounts payable transactions based on documented vendor invoices, receiving reports, or other|
approved documentation are recorded as accounts payable.
Accounts Payable Payment Policy

B Vendors and suppliers are paid after goods and/or services are delivered. If cash flow problems exist,
payments are made on a greatest dependency/greatest need basis.
Accrued Liabilities

- Salaries, wages earned, and payroll taxes, together with professional fees, rent, and insurance costs
incurred, but unpaid, are reflected as a liability when entitlement to payment occurs.
Liability for Compensated Absences

- A

A. Compensated absences arise from employees' absences from employment due to vacation leave or other

school-designated circumstances. When the Foxborough Regional Charter School expects to pay an
employee for such compensated absences, a liability for the estimated probable future payments is accrued if|
all of the following conditions are met:

i ———————————+———The employee's right to receive compensation for the future

absences is attributable to services already performed by the employee.

ii 2. The employee's right to receive the compensation for the future
absences is vested or accumulates.

iii 3 It is probable that the compensation will be paid.
iv 4. The amount of compensation is reasonably estimable.
23
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- B

B. Compensated absences not required to be paid upon employee termination are only recorded when paid.

412 Accrued Teachers’ Salary

The-Teachers who are compensated over a 12-month period but earn their salary and benefits based on th
school year (August XX to June XX) will have their earned compensation accrued for at the end of the
fiscal year. Specifically, any portion of any-teachers™salaries and benefits attributable to services rendered
in the current fiscal year but paid fora-schoelyearthatextends-inte-the-nextin the subsequent fiscal year
(e.g., a twelve-month salary schedule from August %"‘l 6to August 15"15 of the following year) shall be

accrued at-the-end-of the-fiseal-year for which-services-wererendered—at fiscal year-end.

24
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—A——

A When applicable, short-term debt consists of financing expected to be paid within one year of the date of the
annual audited financial statements. Long-term debt consists of financing that is not expected to be repaid
within one year.

B
B. All short-term and long-term debt is approved by the Board of Trustees and may not exceed the duration of
the charter without the consent of the Board of Education.

C. Loan agreements approved by the Board of Trustees should be in writing and should specify all applicable
terms, including the purpose of the loan, the interest rate, and the repayment schedule.

Net assets are recorded in accordance with generally accepted accounting principles applicable to special

A. Unrestricted

B. Restricted

C. Investment in Capital Assets, net of related debt

25
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_COST ACCOUNTING POLICIES

Consistency in Cost Accounting

Practices used by the Foxborough Regional Charter School in estimating costs in grant/contract proposals
shall be consistent with its accounting practices used in accumulating and reporting costs. Accounting
practices used by the Foxborough Regional Charter School in accumulating and reporting actual costs shal
be consistent with its practices used in estimating costs in its grant and contract proposals.

Unallowable Costs

Costs expressly unallowable or mutually agreed to be unallowable; shall be identified in separate general
ledger accounts and excluded from billings to a grant or contract with the respective funding source.
Available guidance includes, but is not limited to, OMB Circular A-87 - Cost Principles for State, Local
and Indian Tribunal Governments, OMB Circular A-102 - Grant and Cooperative Agreements with State
and Local Governments, OMB Circular A-133 - Audits of State and Local Governments and Nonprofit
Organizations.

Separate Records of Unallowable Costs

The Foxborough Regional Charter School shall maintain separate records of all expressly and mutually
agreed upon unallowable costs.

Cost Accounting Period

The fiscal year of the Foxborough Regional Charter School shall be July 1st through June 30th. The same
accounting period is used for all adjusting entries and accruals.

Gain or Loss on Disposition of Assets

Gains and losses from the sale or other dispesitiondisposition of property shall be recorded as revenue in th¢

year in which they occur; and shall be reflected as such on the Statement of Revenue, Expenditures, and
Changes in Net Assets.

27
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___ 600 PROPERTY MANAGEMENT POLICIES

601  Property and Equipment
The Foxborough Regional Charter School shall maintain detailed records of all government-furnished

property and equipment, with an identification and segregation of property and equipment acquired through
government contracts.

___602_  Identification of Property

The Foxborough Regional Charter School shall tag-all property upon receipt and shall assign an
identification number to the property and all applicable documents.

___603_  Recording and Reporting of Property

A. The Foxborough Regional Charter School shall maintain a log identifying all prepertyfixed assets in its
possession, as follows:

1. = Name and description

2. 2 Serial number, model number, or other identification when possible

3. 4. Vendor name, acquisition date, and cost
j. oca ( & d €O d‘( ()‘ eeq“ €1 F
4. 6: Ultimate disposition data, including date of disposal and sales price or method of
disposal

605 Disposal of Property and Equipment

28
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A. No item of property or equipment shall be removed from the premises without prior approval from
the Executive Director, Director of Finance and/or the Board of Trustees.

B—

B. The Foxborough Regional Charter School has adopted standard disposition procedures for the
school staff to follow, which include an Asset Disposal Form, which identifies the asset, the reason
for disposition, and signature of the requester. The form also allows for an identification of the
asset’s book value, condition of the asset, and supervisory approval or denial.

e

C. When propertythe fixed asset is retired, the appropriate asset in the fixed asset subsidiary shall be
adjusted and properly reflected in the general ledger.

29
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700 PROCUREMENT POLICIES

701  _Procurement — Goods and Services ——

The Foxborough Regional Charter School shall procure only those items and services that are required in
order to perform the mission and/or fill a bona fide need. The Foxborough Regional Charter School is
required to designate a procurement officer who must participate in the public purchasing official
certification program conducted by the Office of the Inspector General.

Procurements shall be made using best value contracting which includes assessing the best value
considering quality, performance and price. MGL, Chapter 30B is not required to be followed by
Commonwealth Charter Schools, based on DOE Technical Advisory 98-1: Procurement Guidelines for
Commonwealth Charter Schools. However, the school shall use a competitive procurement process, which
requires sound business practices for purchases of less than $510,000. The school will also select the best
value by obtaining three written quotes for items greater than $510,000 and less than $2550,000. Finally, a
formal bid process will be used for items greater than $2550,000;+, in which bids will be received and
evaluated using a formal evaluation process. The School shall adhere to the following objectives:

A Tha Saly 1l cohall 1N to tha £all M hiaats
\. o
1. Procurements will be completely impartial based strictly on the merits of supplier and

contractor proposals and applicable related considerations such as delivery, quantity, etc.
Make all purchases in the best interests of the school and its funding sources.

Obtain quality supplies/services needed for delivery at the time and place required.

Buy from responsible and dependable sources of supply.

Obtain maximum value for all expenditures.

Deal fairly and impartially with all vendors.

NS v kR wDd

Be above suspicion of unethical behavior at all times; avoid any conflict of interest, related
parties or even the appearance of a conflict of interest in the Foxborough Regional Charter
School supplier relationships.

A. B-—The Foxborough Regional Charter School shall execute a Purchase Order for all purchases-and-it.
Purchases over $5.000 shall be approved by the Division Director, the Executive Director-er Division
Direetor, and the Director of Finance.

B. €©—All lease agreements shall be evidenced by a lease or sublease agreement approved-by-the Board
of Frustees and signed by the Executive Director. The agreement will identify all the terms and conditions
of the lease. Any real estate agreement to rent or sell will require a beneficial interest disclosure as
required in MGL Chapter 7, §40J] and Board approval.
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702 Emergency Purchases

An “emergency purchase” is the purchase of goods or services that are so badly needed that the school
will suffer financial or operational damage if they are not secured immediately. A decision to purchase
may be declared in an emergency at the school’s discretion and “best value” procurement guidelines must
be followed. In addition, the purchase must be authorized by the Treasurer or the Chairperson of the
Board of Trustees.

703 Procurement — Construction

The School is required to comply with certain laws while constructing a new facility or performing
construction on its current facility. These laws include numerous federal and state laws inclusive of the
Commonwealth’s public bidding and prevailing wage laws. When undertaking construction or renovation
projects, the school shall seek advice from the Commonwealth of Massachusetts Office of the Attorney
General and the Commonwealth of Massachusetts Division of Occupational Safety regarding the
applicability of these laws and also the advice of legal counsel regarding the specific construction project,

Public Bidding Laws - This law applies to the “construction, reconstruction, installation,
demolition, maintenance or repair of any building by a public agency estimated to cost more than

$25,000” (M.G.L. c. 149, § 44A(2)). Charter Schools are considered public agencies under the
statutes of the Commonwealth.

Prevailing Wage Statute - This law requires payment of a minimum hourly wage rate for certain
classifications of labor performed on state and local construction projects. (M.G.L. c. 149, §§ 26-
27D2627D). The Division of Occupational Safety issues prevailing wage schedules for
construction prejeetspro/kyjects covered by the prevailing wage statute and determines whether
the prevailing wage statute applies to certain construction projects.

704 Procurement — Educational Services

The Commonwealth of Massachusetts Board of Education must approve the terms of the contracts with
individuals or organizations that provide “substantially all educational services” (M.G.L. 71, §89()(5).
These contracts are not valid or in effect prior to receiving final approval from the Board of Education.
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A. Employee Types/Schedules:
1. Year-Round Employees are paid on a 12-month, semi-monthly schedule from July 1% to the
following June 30,
2. School Year Instructional Employees are paid on a 12-month, semi-monthly schedule from
2: August 16" to the following August 15", (Also see Section 412: Accrued Teachers’ Salary.)
3. School Year Non-Instructional Employees are paid on a 10-month semi-monthly schedule
from late August to late June.

B. Employee’s time is properly approved by both the individual and the supervisor and reported to the
Business Office.

C. All employee payroll amounts are calculated based upon approved rates included in the
ndividual’sindividual personnel file.

D. Any changes to the pay rates or benefits are properly authorized.

E. All payroll taxes—including MTRS deductions—and benefits, are properly calculated and any
deposits made in a timely manner.

F. Payroll liabilities and expenses are recorded in the general ledger by the Director of Finance after
review and approval of the payroll register.

G. All payroll tax reports are prepared by Harpers Payroll and reviewed by a designated individual.

Y

A. All employees are reimbursed at -45state rate per mile, as established annually by the Board of Trustees
during the annual budget process for use of their own vehicle for business--related travel. In addition,
parking fees and tolls paid are reimbursable if properly supported.

— B

B. All employees requesting such mileage reimbursement are required to furnish a Travel Report containing the|
destination of each trip, its purpose and the miles driven, parking fees and tolls, within one month after the
travel date. Each employee is responsible for detailing the travel and related expenses and including the
required supporting documentation.

e
C. The travel report must be signed by the employee and approved by their direct supervisor.
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900 CONSULTANTS AND CONTRACTORSCONTRACTORS’ POLICIES

__ 901 Consultant Utilization

The utilization of all consultants and contract personnel shall be sufficiently evidenced by:

- A
A Details of all agreements (e.g., work requirements, rate of compensation, and nature and amount of
other expenses, if any) with the individuals or organizations providing the services and details of
actual services performed.

B. Invoices or billings submitted by consultants, including sufficient detail as to the time expended and
nature of the actual services performed.

C. The use of a management contract for educational and administrative services will clearly identify
the contractor’s performance requirements, including students’ academic achievement, contractor’s
compensation and the Foxborough Regional Charter School’s rights to educational curricula and
intellectual property developed. If the contract provides substantially all educational services, then
the contract will be approved by the Commonwealth of Massachusetts Board of Education prior to
signature by the Foxborough Regional Charter School. (Also see Section 704 Procurement —
Educational Services.)

_ 902 Independent Contractors

The use of consultants shall be closely monitored so as not to vary from the rules of the Internal Revenue
Code and M.G.L Chapter 193. In particular, consultants will:

- A
A. Be free from the employer’s control and direction in performing the service, both under a contract and in fact.
— B
B. Provide a service that is outside the employer’s usual course of business.
_c
C. Must be engaged in an independent trade, occupation, profession, or business of the same type.
b-
D. Not receive any fringe benefits as such, although their fee may include provision for fringe benefits.
E-
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E. Not be assigned a permanent workstation.

- F
E. Use his or her own stationery or time sheet in billing for services.
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PART II - PROCEDURES

The following section provides the procedures which will support the policies contained in Part I of this document.

1100 _GENERAL ACCOUNTING PROCEDURES

In this section, procedures are described for the overall accounting system design, General Ledger activity and
General Ledger closeout for the Foxborough Regional Charter School.

1101 _Overall Accounting System Design

Control Objective

To establish a coding structure that supports financial reporting and management’smanagement decision-making.
Major Controls

A. ———A——Director of Finance Involved in Designing the Chart of Accounts/Coding Structure

_To support decision-making, the Director of Finance, along with assistance from additional resources,
including the Board of Trustees, management, and outside consultants, shall be involved from the outset
in setting the chart of accounts/coding strueturestructure. The coding generally follows a thirteen-digit
general ledger account number with funding, division, object and grant/program designations. An
example of the chart of accounts structure is included in Appendix A.
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B. ————B-————Establishment of Control Accounts

Control accounts for fixed assets, accounts receivable and accounts payable shall be
established with subsidiary detail listings and will be reconciled monthly to these control accounts.

C. ————&———Use of Contra Accounts

If necessary, the accounting structure shall provide for offsetting contra accounts (e.g. an
allowance for doubtful accounts, accumulated depreciation) to adjust historical cost to current levels fo
financial reporting purposes.

D. ———DB———Segregation of Unallowable Costs

Accounts shall be established to capture and segregate unallowable costs.
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1102—— General Ledger Activity

Control Objective

— To ensure that all General Ledger entries are current,
accurate, and complete.

Major Controls

A. ———A~————Timeliness of Entries

—————— All entries shall be made soon after the underlying accounting event to ensure the financial records and
reporting isare current.

B. ———B———Support Documentation

_ All entries shall be supported by adequate documentation that clearly indicates the justification and
authorization for the transaction.

C. C- Audit Trail

———————— A complete audit trail shall be maintained by the use of reference codes, from source documentation

through the books of original entry and general ledger, to periodic reporting statements.

Procedures

1. Financial data on source documentation shall be verified against original documents (e.g., invoice,
purchase order, etc.) by the Business Office before entering intein the accounting system.

2. Each entry in the accounting system shall be reviewed and approved by the Director of Finance- or
designee.

3. Provisions shall be made for using recurring General Journal entries for certain transactions, such as
recording the monthly portion of prepaid insurance.

4, —————Non-recurring entries, such as for correcting entries, recording accruals, and recording non-
cash transactions, shall be prepared as circumstances warrant and on an as needed basis.

5. ————All entries in the books of original entry (e.g., cash receipts journal and disbursements) shall
be made soon after the accounting event from authorized forms; and are prepared and reviewed by
qualified accounting personnel.

6. All General Journal entries shall be supported by General Journal Vouchers that have supporting
documentation attached; and are approved by the Director of Finance.
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1103———— _General Ledger Close-Out

Control Objective

To ensure the accuracy of financial records and reports.
Major Controls

A. ———A~————Trial Balance

Monthly, a trial balance shall be prepared to ensure the accuracy of the general ledger account balances.

B. Reconciliation of General Ledger Control Accounts with Subsidiary Ledgers

B. Reconciliations shall be prepared on a monthly basis.

Procedures

1. Atthe end of each month, a trial balance of all general ledger accounts shall be prepared by the Directo
of Finance.

2. Reconciliation between the general ledger control accounts and the subsidiary ledgers shall be
completed by the Director of Finance- or designee.

3. At fiscal year- end and after the annual audit, all income and expense accounts shall be closed out, and
the general ledger balances shall agree with the audited financial statements.
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_1200. CASH MANAGEMENT PROCEDURES

In this section, procedures are described for cash receipts, cash disbursements, and petty cash funds and prepaid

items.
1201—— _Cash Receipts
Control Objective

To record cash receipts completely and accurately and to prevent the diversion of cash assets.

Major Controls

A. ——A———Cash Flow Projection

_ The Foxborough Regional Charter School shall annually prepare and update monthly a cash flow
projection for operations and capital cash needs in order to monitor and ensure adequate cash flow.

B. ———B-———Cash Receipts Policies

_ The Foxborough Regional Charter School shall have internal control systems in place to monitor cash
receipts, and to ensure that deposits are made in a timely manner. The school shall also use electronic
fund transfers to accelerate deposits.

C. C. Internal Accounting Controls

(i) (i) Distribution of mail shall be assigned to an employee with responsibilities independent of
access to files or documents pertaining to accounts receivable or cash accounts. Any mail not
addressed to an individual or department shall be forwarded to the Business Office to be opened
thereby the Director of Finance and redirected as necessary.

(i) Listed receipts and credits shall be compared to the accounts receivable and bank deposits.
(iii) General Ledger control accounts shall be reconciled with the Accounts Receivable Subsidiary
Ledger.

Procedures

1. All mail not addressed to a specific department or individual shall be opened only by the Director
of Finance, Business Office swhe-sorts the mail, invoices, checks, etc. and forwards them where
applicable.

2. All checks shall be restrictively endorsed immediately by the Business Office, or applicable
division.

3. The Director of Finance shall prepare all journal entries. The Statf-AceeuntantBusiness Office
shall prepare deposit slips.

4. A copy of each check to be deposited shall be made and attached to a copy of the deposit slip and
filed to provide support for all deposits.

5. The Director of Finance shall review and sign off on all journal entries.

6.  The Director-of Finaneeaccountant or designee shall input all journal entries.
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7. -eThe Business Office shall make
deposnsma daily or no later than on a weekly basis. If deposits are made other than daily, the
deposits shall be maintained in a secure area with limited access.

8. The Directorof Finaneeaccountant shall perform reconciliation of cash receipts to deposit slips
and bank statements on a monthly basis.

1202—— _Cash Disbursements
Control Objective

Major Controls

A. —————-A-————Cash Disbursement Policies

Check preparation and signatures shall be delayed until the due date, consistent with discounts, if availablg.

B. ———B-——Internal Accounting Controls

Procedures

To disburse cash for authorized purposes and record cash disbursements completely and accurately.

1.
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@) Checks shall be pre-numbered and printed on special check protective paper.

(ii) The eBusiness Office shall match
disbursement records agnnst accounts payable/open invoice files on a monthly basis.

(iii) Bank statements shall be reconciled to cash accounts and any outstanding checks verified by
either the Directorof Finance-or-the-Staff- Accountant or designee, if applicable on a monthly
basis.

>iv) Supporting documentation shall be provided by te-the Director of Finance for all canceled

invoices to prevent resubmission for payment.

) The Director of Finance shall perform a detailed comparison of actual vs. budget
disbursements on a periodic basis.

(vi) Separation of duties shall be accomplished to the extent possible for an organization the size
of the school.

All invoices submitted for signature will include approvals for payment, expense account(s) charged.
grant account(s) charged, if applicable, check number and date of payment.

+:2. _When the transaction is complete and payment is due, a pre-numbered check is prepared by the Directo|
of Finance-whe, the business office attaches all suppomng documentation: (e. g vendor invoice,
purchase order, purchase requisition, etc.)- :
Freasurerforapproval:
o) All . M al N 1 £, i 1+ il laadd 1o £ 4 $(c\ al 1 4
= PP Py ER o 7 >
(o) ol d if Lioall ool 1 /1 ,l £ £ s
A i) P P
3. The Exeeutive Director of Finance and one of the designated Directors signs checks, after examining the

supporting documentation- has been examined.
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After having been signed, the checks shall be mailed directly to the payee by the business office

All supporting documents shall be attached to a section of the issued check.

On a monthly basis, cash disbursement records shall be matched against accounts payable/open invoice
files for any discrepancies.

Bank statements shall be reconciled soon after receiving receipt by the Birectorof Finanee-Accountant.
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_ 1203 Prepaid Items

Control Objective

To ensure proper accounting for prepaid expenses.
Major Controls

Internal Accounting Controls

i) ——————(i)———Preparation and updating of an amortization schedule to reflect the
incurring of expenses for prepaid items (e.g., prepaid insurance).

(ii) Detailed prepaid expenses reconciled with the general ledger control account.

Procedures
1. Vendor invoices shall be reviewed by the Director of Finance or designee to identify all required
prepayments.
2. For payment of prepaid items, the transaction shall be coded to reflect the appropriate portion of thg

payment representing the prepaid portion.
3. ——An amortization schedule shall be prepared to reflect the incurring-of an-expense forof prepaid items.

4. A standard journal entry shall be prepared by the Directoref Financeaccountant, if applicable to record
the monthly expense. Approved by the Director of Finance or designee.

5. A reconciliation shall be performed es-a-monthly-basis between the subsidiary ledger and the prepaid
expense General Ledger control account.
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_1300. GRANTS MANAGEMENT PROCEDURES

In this section, the procedures are described that cover revenue recognition and invoicing, billing, accounts and
contributions receivable.

1301——— Revenue Recognition andInveicing

Control Objective
To ensure that grant and contract billings are adequately supported, recorded on a timely basis, and reflect the
terms and conditions of the grant or contract.

Major Controls
A.Jnveieing Draw Down Policy
—— Inveiees Grant Draw Downs shall be prepared

based on contract agreement dates.

B.—Inveieeliormat

————€.———_Segregation of Unallowable Costs
Accounts shall be maintained for explicitly unallowable costs.

C. —————D+———Internal Accounting Controls

i) (1) Verification of services shaliwill be performed before inveicedraw
down processing.

ii (i) A reconciliation of expenditures incurred orunits-billed-to-invoices
shall be prepared.

iii (iit) Control of revenue shall be achieved with the use of General

Ledger control accounts.

(iv) Separation of duties between the preparation of the inveicedraw down and its review and
approval shall be to the extent possible for an organization the size of the school.

Procedures

1. —+———0On a monthly basis, program costs, or an electronic spreadsheet noting total units served,

shall be reviewed by the Director of Finance or designee and recorded on an-inveice-format prescribed
by the funding source. Unallowable or unbillable costs shall be excluded from the costs claimed-eosts..

The invoice/draw down is entered in

3. Arithmetic extensions are verified, and inveicesdrawdowns shall be reviewed for accuracy and
completeness by the Director of Finance Si . ive-Dire

5.4. _ Copies of inveicesdrawdowns and supporting documents shall be filed by funding source.
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1302—— Grants Receivable

Control Objective

To ensure the accuracy, completeness, and timeliness of accounts receivable balances and collection.
Major Controls

A. ———A———Separation of Duties

_To the extent possible, the responsibility for posting invoices shall be kept separate from those with
responsibilities for cash funetions-functions.

B. ————B-———Use of Control Accounts

————— A General Ledger control account shall be reconciled to individual receivable balances within the
Grants Receivable subsidiary ledger.
Procedures
1. Payments and other adjustments shall be posted to the Grants Receivable subsidiary ledger.

2. The Grants Receivable subsidiary ledger shall be reconciled to the General Ledger control account on
monthly basis.

3. Any Grants Receivable balance greater than 90 days old shall be followed up and investigated.
4. A final report shall be submitted to the respective funding source after the end of the project period.
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__1400. PAYROLL PROCEDURES

Payroll procedures shall be organized under six categories: personnel reguirermnentsrequirements, personnel data,
timekeeping, and preparation of payroll, payroll payment, and payroll withholdings.

1401—— Personnel Requirements

Control Objective

To ensure that the School hires only those employees—full or part-time—that it absolutely needs and exerts
tight control over hiring new employees.

Major Controls

Payroll Policies

The School shall adopt payroll policies for installing new employees on the payroll system and removing
terminated employees from the system, as well as monitoring vacation, personal and sick pay.

Procedures

New Employees
1. ————+———Requests for new employees shall be initiated by the Executive Director and compared with

the approved annual personnel budget.

2. 2. An Employee Information Form shall be initiated when hiring a new employee. Included on
this form shall be the job description, approved pay rate, and grant funding, if any. Information on this form
shall be reviewed by the Director of Human Resources Manager and Director of Finance and communicated

to the outside payroll service provider.

3. ——3———New employees shall submit a copy of their resume to the Human Resources Department in
person or via the website-www-seheelspring-eom-website www.schoolspring.com.

4. ——4———New employees shall complete an /RS W-4 Form and other required new hire documentation.

5. ————5————A CORI (Criminal Offender Record Information) background check shall be conducted on all
new employees and their CORI reports shall be placed in their employment files.

Vacation and Sick Pay

1. —+————Employees shall accrue vacation time based on the personnel policy of the Foxborough
Regional Charter School.

2. -2———Employees shall be required to provide at least two weeks advanced notice to supervisors for
a vacation request.

3. —3———Regular part-time employees shall earn vacation time on a pro-rata bases based upon the
personnel policy of the Foxborough Regional Charter School.

4. 4- Employees' earned vacation balances shall-be-adjustedare accrued monthly to reflect vacation
time earned and taken and these records shall be reviewed by the Foxborough Regional Charter School
Sxeeutive DirectorPayroll Manager on a monthly basis.
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5. Sick leave taken shall be monitored against each employee's available s1ck tlme on an electronic
spreadsheet and these records shall be reviewed by the ¢ ‘ :
DireetorPayroll Manager on a monthly basis.

7.6.  The StaffAeceountantPayroll Manauel or Dlrector of Flnance or Human Resources Manager shall
monitor vacation and sick time by : Aduakreviewing the attendance system)

&.7. A General Journal entry shall be prepared at year-end to record the accrued vacation liability.

9.8.  Unused vacation time shall be based on the personnel policy of the Foxborough Regional Charter
School.

Terminations

1. ————+———For each terminated employee, an Employee Information Form documenting the termination

shall be completed and routed to the Business Office for benefits and payroll processing.

2. ————2———The approved Employee Information Form shall be communicated to the payroll service
provider for updating of payroll data, including the effects on the fringe benefits including health, dental,
pension, COBRA, etc.

3. ————3———The approved Employee Information Form shall be maintained in the terminatedterminated
employee's personnel file.

1402—— Personnel Data

Control Objective

To calculate and record payroll data accurately and completely for all employees.

Major Controls
Internal Accounting Controls
(i) ———i)———A precise paper trail covering all transactions shall be kept.
(ii) ———@)———Changes in personnel data shall be approved by responsible officials.
(iii) ————ii)——Separate payroll and personnel files shall be periodically reviewed and reconciled.

Procedures
1. Changes to personnel data shall be initiated with an Employee Information Form when making changes
in new hires, terminations, pay rate changes, or payroll deductions.
2. The Director of Finance or the Executive Director shall authorize any change to payroll data.
3. Authorized changes shall be communicated to the payroll service provider and other relevant benefits

providers where there is an effect on the fringe benefits.

4——A copy of the Employee Information Form shall be retained in the employee's personnel file.
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1403 Timekeeping

Control Objective

To ensure that payment for salaries and wages is made in accordance with documented time records.

Major Controls

A. A Timek

ping Policies
3 Employees shall be instructed on the proper charging of time to assure the accuracy of recorded

time to cost objectives.

B. —B-————Time Sheet

3 Labor hours shall be accurately recorded clectronically and any corrections to timekeeping
records, including the appropriate autherizatiensauthorizations and approvals, shall be documented.

C. —C——Internal Reviews

The Sehool’sschool’s supervisory
personnel shall monitor the overall integrity of timekeeping.

D. —DB.-——Internal Accounting Controls

_A A reconciliation of the hours charged on time sheets to attendance records shall be
completed by the Directoref Finance Payroll Manager on a monthly basis.
Procedures

Time Sheet Preparation

All timesheets are electronic and hourly staff clock in and out daily. Time off is documented in Frontline by
requesting time off and approved by their manager. Time off is imported into time and attendance and becomes a
permanent record in their timesheet.

Electronic timesheets are approved by the manager of the department and processed by Payroll.

Reconciliation of Payroll to Time Sheets

1.—— The hours shown on time sheets shall be reconciled to the hours recorded on the Payroll Register
by the Director of Finance for each time sheet period.
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1404  Preparation of Payroll

Control Objective

To ensure that payment of salaries and wages is accurately calculated.
Major Controls

Internal Accounting Controls
i) ———)——Time records or contracts shall be periodically reconciled with payroll records.

ii) —————i)——The responsibility for checking the accuracy of payroll calculations shall be separated
from the responsibility for payroll preparation to the extent possible for the size of the Seheokschool.

Procedures
1. All timesheets are electronic and approved by managers.

1+.2.  The total time recorded on time through-Time & Attendance-sheets and the number of employees

shall be calculated by the Director-ef Finanee-payroll manager.

2:3._Recorded hours from the semi-monthly time sheets shall be aceumutated-by-the Directorof Finance
and-communieatedimported to the-payroll serviee-provider-and processed.

3.4, The payroll reports received from the payroll service provider (e.g., calculations, payrolls and
payroll summaries) shall be compared with time sheets, pay rates, payroll deductions, compensated
absences etc., by the payroll manager and by Director of Finance.

S. The total hours and number of employees shall be compared with the totals in the Payroll Register
by the Director of Finance.
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1405 Payroll Payment

Control Objective
To ensure payment for salaries and wages by check, direct deposit, cash or other means shall be made only to
employees entitled to receive payment.

Major Controls

Internal Accounting Controls
(i) ————Pre-numbered checks shall be used and all check numbers shall be accounted for.
i) —##)——A complete audit trail on all payroll checks and direct deposit with authorizing signatures at each

juncture shall be maintained.

Procedures

£15

2:1._ Payrel-All payroll payments-by-cheek, direct deposit er-eash-shall be distributed by the Sehool-for

forwarding to-employees and the payroll regis ed-company.
Fespee i Ve y
4-2. ThewmileaThe bank account shall be reconciled monthly by Directorof Finance:the accountant.

5:3.  The Exeeutive Director of Finance reviews the semimenthlysemi-monthly payroll register.
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1406  Payroll Withholdings

Control Objective

To ensure that payment withholdings are correctly reflected and paid to the appropriate third parties.
Major Controls

A. —A———Reconciliation of Payment and Payroll Withholdings

3 Payroll withholdings shall be recorded in the appropriate General Ledger control accounts and
reconciled with payments made to third parties: by the payroll manager.

B. B. Internal Accounting Controls
3 The payroll service provider calculates payroll withholdings, which shall be reviewed and verifie
by the Direetor-of Finanee-payroll manager.
Procedures

1. 1. The payroll service provider calculates payroll withholdings—including MTRS deductions—for

each employee. These shall be summarized by pay period and recorded in General Ledger.

2. —2.———Payments for payroll withholdings shall be reconciled with the amounts recorded in the General

Ledger control accounts by the Director of Finance.

3. —3———The Director of Finance shall review the accuracy and timeliness of payments made to third
parties— including MTRS—for payroll withholdings.

4. Original withholding and benefit election forms, maintained in the employee file, shall be prepared by
employees and reviewed and approved on a periodic basis by the Director of Finanee:Human Resources.

5. The Directorof FinaneePayroll Manager shall prepare and file the required MTRS reports-anéd. Payroll
company files with the Internal Revenue Service and Commonwealth of Massachusetts payroll tax forms.
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0
1500 PROPERTY AND EQUIPMENT (P&E) PROCEDURES

This section is organized into six parts:- P&E acquisitions, record keeping over P&E, depreciation of P&E,
inventory of P&E, disposal of P&E, and Government-furnished and School-acquired property and equipment.

1501— Property & Equipment Acquisitions

Control Objective

To control the acquisition of P&E and completely and accurately record fixed asset acquisitions in-erderto
safeguard fixed assets from loss.

Major Controls

A. —A———P&E Acquisitions Tied to Budget

All acquisitions of property and capital equipment shall either be designated in the
approved budget; or subsequently approved by the Board of Trustees.

B. —B———P&E Acquisitions Based on Approved Requests

Official approval shall be obtained before a P & E purchase is made. This is performed
by reviewing the Purchase Requisition Form prepared for the item.

C. —C———Internal Accounting Controls

Fixed asset acquisitions shall be reconciled with capital expenditure
antherizatiensauthorization by the Director _of Finance-en-a-quarterhy-basis-.

Procedures

1. —+——Capital budget requests shall be submitted annually for review and approval by the Board of
Trustees.

2. —2———Authorization requests for the acquisition of fixed assets shall be reviewed against the capital

budget and approved by the Director of Finance, Treasurer, or Executive Director.
3. Each item of property and equipment received shall be identified and tagged in a visible area on the asset.

4. A copy of the Purchase Order for capital expenditures shall be entered into the fixed assets subsidiary or
comparable worksheet for proper identification of all fixed assets.

5. Information on each tagged asset shall be entered ininto the fixed assets subsidiary or comparable worksheet
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1502 Recordkeeping Over Property & Equipment

Control Objective

To completely and accurately record fixed asset acquisitions, transfers, and dispositions on a current basis.
Major Controls

A. —A-———Capitalization Policies

a The Schoolschool follows generally accepted accounting principles as applicable to special
purpose business-type activity government entities. All fixed assets purchased shall be capitalized in
the year of purchase, and recorded in the general ledger. The Sehoelschool follows the policy of
capitalizing all fixed assets purchased greater than $58,000 per unit.

B. —B-———Fixed Asset Classification

Fixed assets shall be accounted for by the following classifications: land, building, equipment,
s:site improvement, classroom equipment, furniture, and computer

hardware and software.

C. —€———Complete Record of P&E Acquisition Costs
The fixed assets subsidiary ledger contains the full history of each capital asset acquired: original
acquisition cost, and any costs incurred to prepare the asset for use.
Procedures

1. Asset acquisitions, transfers, and dispositions shall be entered in the fixed assets subsidiary ledger on a
periodic basis.

2. The fixed assets subsidiary ledger shall be reconciled with the control account in the general ledger on a
monthlyannual basis. Any differences shall be analyzed and resolved by the Director of Finance.

54 54

Powered by BoardOnTrack

100 of 205



Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

Foxborough Regional Charter School
Polices & Procedures Manual
January 2016

1503 Depreciation

Procedures

The School capitalizes all fixed assets when acquired; and records the historical cost of these items in the general
ledger. In accordance with generally accepted accounting principles as they relate to special purpose business-type
activity, government entities, under GASB 34, depreciation expense must be recorded in the general ledger. The
Foxborough Regional Charter School will use the straight-line method of depreciation over the assets useful life as
determined as follow:

Computers 5 years

Office Equipment 5 years

Vehicles S years

Office Furniture 4 years

Leasehold Improvements 10 years or Useful life or life of lease, whichever is legs
Building Improvements 30 years

Building 40 years

HVAC 20 years

Software 3-4 years

1504— Inventory of Property & Equipment
Control Objective

To ensure that all recorded assets exist and are in use.
Major Controls

Internal Accounting Controls

(1) —)———All property and equipment assets shall be tagged when received.

and reconciled monthly.

Procedures
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+——The Director of Finance shall prepare a printout of recorded fixed assets by asset classification.

2——An inventory of fixed assets shall be taken bi-annually.

2——The inventory of fixed assets shall be compared to the amounts recorded in the general ledger
control account. Differences shall be investigated and resolved by the Director of Finance monthly.
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Disposal of Property & Equipment

Control Objective

To ensure that assets no longer in use are disposed of in accordance with existing policies.

Major Controls

A.

—A-———Disposal Policies

The Sehoeolschool has adopted policies on the disposition of

property and equipment.

B.

—B———1Internal Accounting Controls
(i) Use of fixed asset disposal authorization form is required.
(ii) Disposal or transfer of fixed assets shall occur only with proper authorization.

(iii)  Periodic counts of fixed assets that is reconciled with the fixed assets recorded in the

control account within the general ledger. Procedures
Procednres

—+———A determination shall be made by the school personnel as to the usefulness of a fixed asset.

—2————An A4sset Disposal Form, including a description of the asset, purpose for disposal and
methodology of disposal shall be prepared with proper written authorization from the Director of Finance.

—3———The Asset Disposal Form shall be reviewed and signed by the Executive Director.

4 4-A copy of the final approved Asset Disposal Form shall be routed to the Dlrector of Flnance who
bﬁ{tﬁupd’llcﬂ the deﬂaﬁameuﬂkeﬂhedﬁpe%érﬁxed asset as-a-

3 ~module. The treatment of any proceeds from the
dlsposmon and the recognition of any gain or loss on sale of the disposed asset, shall be recorded in the
general ledger.

Technology-Specific Disposals:

For all technology-related fixed assets (e.g., laptops, desktops, tablets, servers, and similar equipment), the
Tech Department is responsible for the physical disposal process. This includes ensuring that all data is
securely wiped, licenses are addressed, and the device is properly disposed of in accordance with school
policy and applicable data privacy regulations.

The Asset Disposal Form must still be completed, and disposal must be authorized by the Director of Financ

and reviewed by the Executive Director as outlined above.

1506—_ Property & Equipment Acquired Through Government Grants/Contracts
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+
Control Objective

To assure that property and equipment are properly obtained, used, and managed during the performance of
government grants or contracts.

Major Controls

A. A——Record keeping

E— The Sehoeolschool shall maintain detailed records on all
property and equipment.

B. —B-————Custody

E— All property and equipment, when not in use, shall be stored
in a secure area.

C. —C———Inventory

e All property and equipment shall be inventoried.

Procedures

1. —+————All property and equipment acquired through government grants or contracts shall be assigned tag
numbers and properly identified with this number in the fixed asset subsidiary ledger.

2. —2———0On a semi-annual basis, the Director of Finance shall take inventory of all property and equipment
and shall ensure that fixed assets are being used for the purpose intended.

3. —3.——If necessary, the Sehoelschool shall obtain approval from the appropriate government agency for
the disposition of property and equipment acquired through a government grant or contract, and the Director
of Finance authorizes the disposition as described in the previous section.
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Disposals of technology-related assets acquired through government grants or contracts must follow the samg

procedure described in Section 1505, including review by the Tech Department for secure disposal. The
Director of Finance remains responsible for authorizing the disposal and ensuring financial records are

updated accordingly.
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1600 ACCOUNTS PAYABLE PROCEDURES

This section is organized into three major parts: accounts payable, purchasing, and expense reimbursement.

1601— _Accounts Payable

Control Objective

To ensure that invoices are accurately recorded on a timely basis for authorized purchases.
Major Control

A. A Reconciliation of Accounts Payable Records
3 Reconciliation of source data, subsidiary ledger totals, and general ledger control accounts shall
be performed periodically to ascertain the accuracy of accounts payable entries.

B. —B———Internal Reviews

E— Internal reviews shall be conducted to determine if
duplicate payments or overpayments exist.

Procedures

Voucher Preparation and Review of Voucher

1. Invoices shall be received by the Business Office.
2. Invoices shall be compared to the Purchase Order and the packing list.
3. Invoices shall be reviewed for:

(i)  The nature, quality, and quantity of goods ordered and the related price
(ii) Accuracy of all arithmetic calculations and extensiensextensions
(iii) Allowability of expenditure

(iv) Proper general ledger account and department coding

4. Invoices are then forwarded to the Exeeutive Director of Finance or designee for approval.
S. Once approved, invoices shall be input into the general ledger through the accounts payable subsidiary

ledger after it is reviewed-by

6. Checks shall be printed on a weekly basis, and vendors shall be paid inet 30 days of their invoices, as
recorded within the system. See Cash Disbursement section for issuing efchecks.
Purchase Discounts

1. +——The Business Office shall establish all vendor accounts within the accounting system upon initial
use of the vendor.

2. 2——The Business Office shall review the invoice for any purchase discount date and ensures that the
vendor file is established and properly eapturingcaptures any discounts allowed.
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Reconciliation of Accounts Payable Records

1. +——The total balance in the accounts payable subsidiary ledger shall be reconciled with the general
ledger control account monthly.

2. 2——Debit balances in the accounts payable subsidiary ledger shall be resolved appropriately (e.g., an
offset against other amounts due the vendor, requesting payment from the vendor, etc.)

1602— Purchasing

Control Objective
To ensure that goods and services shall be acquired at fair and reasonable prices and the highest ethical

standards of conduct shall be maintained in all relationships with vendors, suppliers, and subcontractors. Major

Controls

A. Al Purchase Requirements
3 The Sehoolschool shall develop cost-effective and efficient purchase requirements in order to
achieve full and open competition, meet delivery schedules, control inventory and materialmaterial, and
expedite purchases.

B. B- Required Competition

The Sehoolschool shall utilize the following procurement guidelines:

Contracts under $+10,000 - The school shall use sound business practices when
procuring goods and services for amounts less that $+10,000.

Contracts from $410,000 to $550,000 - The school shall seek price quotes from at least
three vendors and shall award the contract to the responsible vendor offering the supply or service
needed for the lowest price.

Contracts greater $550,000 - The school shall conduct a formal advertised competition
using sealed bids or proposals. An award shall be offered to the qualified bidder who meets the
School's specifications and offers the lowest price.

Construction contracts — The school follows all state and federal guidelines inclusive of
the Commonwealth’s public bidding laws.

C. E————Selecting the Vendor

The school shall select the most responsive and respensibleresponsible vendor to provide the
required materials and services, and shall promote competition in order to obtain fair and reasen-
ablercasonable prices.

D. —B-———Internal Accounting Controls

i) ——————Approval by the Board of Trustees of purchases equal to or exceeding $25,000 shall
occur prior to contract/purchase order finalization.
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1
(i) ————————)——All unethiealunethical purchasing conduct shall be reported to management as required
under the Foxborough
Regional Charter School’s Fraud Detection and Mitigation Policy. Upon completion of an
investigation, management shall recover restitutionrestitution for any gain resulting from such
conduct.
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Procedures

1.

4.

2

Purchase Requirements

1.—— After approval of the annual budget, the Director of Finance shall review the school’s needs to
uncover patterns of orders and opportunities for clustering orders. This shall be done to achieve
volume discounts.

Processing Purchase Orders

—+————Purchase Requisitions shall be forwarded to the appropriate department’s Administrative
Assistant for processing.

—2—————The Purchase Requisitions shall include the following minimum requirements:

(i) A description of items ordered

(ii) A cost estimate including shipping & handling charges

(iii) The required delivery information

(iv) A statement of the nature and purpose of the procurement
—3.———The Purchase Requisition shall be used by the Administrative Assistant to generate a Purchase
Order in 3 ales ¢ “tronic notification requiring a Pircctor™s «

AccuFund. —4———Once entered, Accufund generates an electronic notification requiring a
director’s approval and/or the approval of the Director of Finance and Executive Director.

Upon approval, Purchase Orders are then viewable in Accufund and may be printed/emailed to the vendor
with a copy kept on file by the Administrative Assistant.

Obtaining Bids and Quotations

—+———The Director of Finance shall request bids or quotations verbally on transactions not expected to
exceed $510,000, and in writing for transactions between $510,000 and $2550,000. Items greater than
$2550,000 shall require formal bid requests and evaluation before a Purchase Order is issued.

—2———In evaluating bids received, the Procurement Officer shall perform and document in writing a cos
or price analysis.

Negotiation and Award

1. ———+————Consistent with the school’s goal of expanding opportunities for minority business

enterprises, companies which are minority or women owned, to the extent they are available locally an
qualified, shall be given an opportunity to bid on a procurement in the school’s selection process.

2. Awards may be made to other than the low bidder in eireumstaneescircumstances where the higher bid
demonstrates best value contracting procedures to the school (can use MGL ¢.30B as a guide). In such
situations, the Procurement Officer shall prepare a justification statementstatement for such awards,
furnishing a brief explanation of the factors leading to such a decision.
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1603 Expense Reimbursement

Control Objective

_To ensure the Foxborough Regional Charter School shall pay only for properly authorized business expenses.

Major Controls

A. —A————Travel Policies

_ The Sehoolschool shall adopt policies on travel reimbursement.

B. —B-———Employee Expense Reimbursement Documentation

Employees shall obtain and furnish documentation

for individual expenses.

C. _ Internal Accounting Controls

i) ———————————Justification for travel shall only be approved by the Director of Finance and the
Executive Director.

i) —————fi)———Documentation shall be provided for incurred reimbursable employee expenses.
iii) ————————#)——Documentation and approval shall be required for all school credit card purchases.

Procedures

Expense Reimbursement

1. —}—————Soon after traveling, but not exceeding 30 days, an employee who seeks reimbursement for

authorized expenses shall complete a Travel Report detailing the expenses incurred and also attached
supporting documentation.

2. —2———All credit card purchases shall be supported by previously approved invoices in order to be

reimbursed.

3. —3———All employees’ Travel Reports and associated invoices shall be directly reviewed and approved
for payment by the Division Director, the Director of Finance and the Executive Director.
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1700 OTHER LIABILITIES PROCEDURES

This section describes procedures for recognizing and recording accrued liabilities and deferred revenue.

1701— Accrued Liabilities

Control Objective

To accurately control and record accrued liabilities.
Major Controls

A. —A~————Maintaining an Accrual Register
The Foxborough Regional Charter School shall properly set up and monitor accrued liabilities an

accrual accounts related to salaries and wages, vacation pay, and payroll taxes.

B. —B-———Reconciliation of the Subsidiary Schedules with the General Ledger Control Account

: On a periodic basis, the Director of Finance shall perform a reconciliation between the subsidiary
schedule and the general ledger control account.

Procedures

each type of accrual.

1. —+————An accrual subsidiary schedule shall be established and maintained by the Director of Finance for

[N}

—2————The school shall record all accruals at fiscal year—-end, or when determined necessary by the
Business-Manger-Director of Finance.

3. A general journal entry shall be prepared at year-end to record all accruals only after they have been reviewe
and approved by the Director of Finance.

i
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1702 Deferred Revenue

Control Objective

To accurately control and record deferred revenue.
Major Controls

A.  —A————Maintaining a subsidiary schedule of revenue deferred

2 The Foxborough Regional Charter School shall properly set up and monitor deferred revenue and
properly record revenue in accordance with generally accepted accounting principles.

B. —B———Reconciliation of the Subsidiary Schedule with the General Ledger Control Account

3 On a periodic basis, the Director of Finance shall perform a reconciliation between the subsidiary
schedule and the general ledger control account.

Procedures

1. A deferred revenue subsidiary schedule shall be established and maintained by the Director of Finance for
each type or source of revenue for which the school receives advanced funding.

2. The Director of Finance shall determine the extent of revenue recognized and consequently the revenue
deferred for all revenue sources for which the school receives advanced funding.

3. A general journal entry shall be prepared at year-end to record all deferred revenue only after the records
have been reviewed and approved by the Director of Finance.
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1800. MANAGEMENT REPORTING PROCEDURES

In this section, procedures are covered for supporting the annual budget, financial reporting, and tax compliance.

1801— Annual Budget

Control Objective

The Foxborough Regional Charter School shall develop systems to effectively support the preparation of the
annual budget and its periodic review.

Major Controls

A. —A———Budget Process

The Finance Committee shall work with the Executive Director and Director of Finance to prepar
the annual operating and capital budgets and the annual cash flow projection. The budgets and
projections shall be submitted to the Board of Trustees for approval.

B. —B-———Internal Accounting Controls

E— Accuracy and completeness of the budgets and projection

Procedures

1. —+————In preparation of the annual operating and capital budgets and cash flow projection, the Director
of Finance shall prepare preliminary budgets and the projection for review by the Executive Director in
consultation with the Finance Committee.

2. —2————To support the budgets and projection estimates, the Director of Finance shall prepare current
year-to-date financial data with projections of year-end totals.

3. —3———The Executive Director and the Finance Committee shall review the budgets and
projeetionprojections submitted by the Director of Finance for completeness and reasonableness.

4. —4————The Board of Trustees shall approve and adopt the final budgets and projections.

5. 5—————The adopted budget totals shall be entered ininto the general-ledgeraccounting system by the
Director of Finance for the new fiscal year, in order to prepare budget to actual reports.
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1802 Financial Reporting

Control Objective
The Foxborough Regional Charter School shall develop systems to ensure the accuracy, completeness, and
timeliness of financial reporting to support decision-making.

Major Controls

A.  —A———Schedule

E— Monthly managerial reports shall be prepared based on a pre-
determined schedule.

B. —B-———Review and Approval

E— Financial reports shall be reviewed for accuracy and
completeness.

C.  —Cc——Audit

— The annual financial statements of the school shall be
audited by a certified public accounting firm.

Procedures

1. —+————The Director of Finance shall prepare monthly budget vs. actual financial reports and a-cash-flew

projeetionbalance sheet report for all regular monthly Board of Trustees meetings.

2. —2————The school shall submit to an annual audit of its financial statements by a qualified certified public
accounting firm, in accordance with Governmental Auditing Standards and the Massachusetts Charter School
Audit Guide.

3. —3———The school shall submit the audited financial statements to the Office of the State Auditor and the
Commonwealth of Massachusetts Department of Education Charter School Office by the January 1 statutory
deadline.
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1803— Payroll Tax Compliance

Control Objective

——— The Foxborough Regional Charter School shall develop systems to accurately prepare, and file required tax
documents on a timely basis.

Major Controls

A. —A———Preparation

- The school shall obtain either a payroll service provider or in-house payroll software to assist in
the preparation of periodic payroll tax filings.

B. B- Approval of Tax Returns

Payroll tax documents shall be reviewed and
approved by the Director of Finance.
Procedures

1. —+————The Sehoolschool shall maintain a schedule of required filing due dates for at a minimum the
following documents:

(1) ———IRS Form W-2 - Wage and Tax Statement.
i) (#)———IRS Form W-3 - Transmittal of Income and Tax Statements.

(iii) G#y——IRS Form 941 - Employer's Quarterly Federal Tax Return for Federal Income Tax
Withheld from Wages and FICA Taxes.

(iv) Gv——IRS Form 1099 MISC (also 1099-DIV, 1099-INT, 1099-OID) - U.S. Annual Information
Return for Recipients of Miscellaneous Income.

(v) Quarterly and annual state(s) unemployment tax return(s).
(Note: Charter schools are not required to pay Federal unemployment (FUTA},) but are
required to pay State Unemployment either by the contributory method or reimbursement method).
(vi) MTRS retirement deduction reporting
i) MTRS reti edueti
2. —2.———Before submission, all payroll tax documents, and the supporting schedules shall be reviewed and|
approved by the Director of Finance for accuracy and completeness.
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APPENDIX A: RECOMMENDED CHART OF ACCOUNTS

1% 2 Digits Fund
10 General/Operating
20 VPSC Federal Grant
25 Grants & Gifts
30 CapitelCapital Projects

315" Digits Dept
100s Administration & Finance
200s Teaching & Learning
300s Student & Families Activities
400s Outreach-& DevelopmentOperationp
500s Employee BenefitsOperations
600s Grants EmployeeBenefits
700s GrantsCapital Outlay & Debt

Service

800s e
900s e

61-9" Digits Object Code
1010-1090 Cash & Investments
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1100-1190 Other Current Investments
1300-1399 Prepaid
1800-1850 Capital Assets
1870-1879 Accum. Depreciation
2000-2090 Accounts Payable
2100-2199 Accrued Expenses
2600-2699 Deferred Revenue
2700-2799 Bonds/Loans Payable
3100-3999 Equity Restricted
4100-4799 State Tuition
4210-4299 Federal Grants
4310 Student Lunch Fees Not State
4320-4399 Student Lunch Fees
4400 State Grants
4800-4999 Other Revenue
5100-5199 Salary Expenses
5200-5799 Expenses
5800-5899 Capital Expenses
5900-5999 Debt Expenses
10" — 12 Digits Program Code*
General Education
Special Education
State Grants & Funding
Federal Grants & Funding
Private Grants & Contributions

*Program Codes are set up to identify a specific grant, program, or other account identifier.—
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APPENDIX B: Sample FormsSAMPLE FORMS
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D L anrar Tch PURCHASE ORDER
Fexberough, Massachusstis 02035 2682
Phene: 508-543-2508

IMFORTANT HO'I'IC!‘I‘O VENDORS: YOU ARE RESPORSIBLE FUR THE FOLLOWING
HEm=ET raa 3 i Crine numbaT aBzus MUkt Spar an A1l TG TAE, ERERNG PP, CRIger rd G0mEponatnen 3. Mt eein
P\nhazﬂdurupumm -LSllnihn:rn dunn!l. and prices olhar ihan scecfied bsiow mast ba cuthorized k-ru'?hrlm Enrmﬂ\.enhmr §. Oo naf Include selsa
e, e e 8. Co not ship fraigit colect 7. .-amala]lbumordnﬂmlm:ped'r}unwduwaﬂu oy d=rms nek 20,
|sgUED TO: MW usicFolders com [aHip T Faxborough Reqlunal Charter Sthoal
400 W, Eraacvay, Suite 1 M Dusisg-Integrated Ars
PME #1568 131 Gerdral Sireet, Business Office
Miascula, MT 59802 Faxborough, Massachussde 02035

VENDOR PHONE: (B8A) 256-0731 | [REQ. NO: 2618 I|EPT= Teaching & Learning |
[VENDORFAX:  (4D8) 2051045 | [OATE: inizaiz014 | [REGEV: M Duskantsgrated Ars
ITE'A Descriptiaon Stock Mumbear Quantity | Unit Prica Ampunt
1 Classroom Cheir Fokiar WMF Clags Choir Faldar 2000 10.52 210,40
2 | Shipping 100 24 24.91

Hote: Order Total $235.31

Account Codes Amounts PURCHASE AUTHORIZED BY:

10 280 G615 0202 INGTRUSTIOHAL MATERIALE MUSIC = T —y Ron Griffin
i f L_HQR' %; Dotobor 26, 014

» ;. - Karen Calvert
e T R Ociobar 28, 2014

Tax Exempt #: 04-3427T863 MCT WALID WITHIUT TIWO SIONATURES Fage: 1
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t 1
i
t
¥
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Foxborough ional Charter School
“31 Cantral usiness Office
Foxberough, Massachusm 02035

Phone: 508-543-2508

PURCHASE ORDER
2682

IMPORTANT NOTICE TO VENDORS: YOU ARE RESPONSIBLE FOR THE FOLLOWING

e, ae are lax exempl 4. Co net sl Ilublluled7 Cancel all buck orders if mot

400 W, Bmama/ Sulte 1
PME #158
Miseouls, MT 59802

TTizaE 5 PGS adiress $bavs 2. Thi purshase cdee numbir ab2us mutt Sppas on 31l FVDTAE, ERpRng PGS, FckIger 3d Domatpondons 3. IMlce cosh
Mhanouuumm’/ 4. Subsritubons, changss, and pricas oihar ihan szecfed balow muast ba zuthorized - wriing by the Executive Ceor 5. Do nal In2lyde saka
shizped wrhin 60 daye afier nkial shemast. & Paymen f2oms net 20.

[sHIP TO: Foxborough Reglonal Charter S¢hool

M Dusika-Integrated Arts
131 Ceriral Sireet, Business Office
Foxborough, Massachusede 02035

[ENDOR PHONE: (¢88) 2560731 ] [REQ.NO: 2618 ||EPT:  Teaching & Learning
NDORFAX: __ (4D6) 2031045 ] [DRTE: 107287014 |[REGEV: W Duska-ntegrated Aris
ITE“ iptian Stock Quantity | Unit Price o) t
1 | Classroom Choir Fodar MMF Class Choir Foldar 2000 1052 210.40
2 | Shipping 100 2491 24.91
Note: QOrdor Total $235.31

Account Codes Amounts

PURCHASE AUTHQRIZED BY:

10 250 G645 0202 INGTRUSTIONAL MATURIALE MUSIC 23531 —'Tz_u&\\, e "gé 23 oazxrm';u
- — Karen Calvert
eArns (BN Octobsr 26, 2014
Tax Exempt #: 04-3427863 NCT VALID WITHOUT TWOC SIONATURES Page: 1
PO No.:
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FRCS REQUEST FOR BUDGET TRANSFER

P_
z

Date:
To: Director of Finance
Eror
From:
At this time, I am requesting that § in funds
be transferred from Account Number: which is under budget
and moved into Account Number: which is over budget.

The justification for this transfer is

Thank you in advance for your assistance in this matter.
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Admin/Finance Office Use Only

Approved By:

(Executive Director or Director of Finance)

Date Approved:

Transfer Made On:

Transfer Made By:

Note: No transfers will be made after March 1st

81
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Check Request
PREAPPROVAL:

(Signature and date of director required)

Date Signed:
Detailed Description/Reason as to why the normal procurement process is not being used:

‘What is the item(s) to be purchased and what is the purchase for?

Please complete, and have your Administrator

sigh before making a purchase.
Attach receipts prior to submitting to the Business Office. Thank you.
Date: Amount: $

Payable to:

Address:

Requested by:

82 &2
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Date needed by:
Receipts attached: yes no
If no, reason:
Authorized by: Date:
Account to be billed:
83
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FRCS CASHRECEIPTASSET DISPOSAL FORM

Tag # Date Asset Description Book | Condition Fair Disposal or
Value Market Sale
Value

1
2
3
4
5
6
7
8
9
10

Recei

Address

Dolars$
For
HOW-PAID
CASH
63
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FRCS ASSET-DISPOSALFORM

groowm
:ug.i@
TEEEE

Asse
$

1 Dese
ripti
on

® £ = ®

AR

Director of Finance:

Date of Request:

Charter School Executive Director Approval:

Date of Approval:

Business Office Use Only

Account Number:

63
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NOTE: - If the fixed assets above were originally purchased by grant funding, ensure that grant disposal
policies are followed.

64 &4
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/(-‘—'ﬁ
Foxborough Regional
Charter School

Foxborough Regional Charter School Polices & Procedures Manual
March 2015

i
Foxborough Regional

Charter School

131 Central Street
Foxborough, MA 02035

FACULTY/STAFF TIME SHEET

Name:

Position:

Payroll Information

sestociencencent Time Started Lunch Time Finished Hours/Sybbed for

65
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3

Total Hoursl
Submitted:

Please fill out time sheet completely and have appropriate Administrator sign before
returning to Human Resources. Thank you.

Signature:

Date:

Approved by:

66 £6

Powered by BoardOnTrack 136 of 205



Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

Powered by BoardOnTrack 137 of 205



Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

Note — with the adoption of the electronic Time and Attendance System, hard copy leave
request forms should be phased out.
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Name of Traveler:
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January 2016

Dates of Travel:

Grant to be charged, if applicable:

Auto Mileage:——

Total Miles Driven
Less Round Trip to Schoo

Reimbursable Miles:

B =$

Meals and Incidentals Per Diem:
$XX =$

Air-fare

Train, bus, MBTA, Taxi

Hotel

Tolls/Parking

Other (specify)

Total Expenses =$

Less Advance Check # ___, ifany———=3§
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4

A t Due Traveler =$
=3

Note:  If a balance is due back to the Charter School, please attach a check to this Travel Report.

Date:

Traveler’s Signature:

Approved by:

Date:

Note: — If a above travel is incurred under a grant agreement, please indicate the grant name and amount to be
charged as allowable grant expenditures.
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EMPLOYEEINFORMATION-EORM Millenni EE

A ddresse Ph Number:

Xaeess: rHoRes

tHnpe

[p]
R

t
3
A
o
P

Marital Stat

..........................

Statement of Hire: —Offer Letter:
J-0- CORI- Ei Y
1-9: RI: Fingerprints:
EthiesS - Ethies Certification:
Resi ionE.
D B it Routi
Millenni
&7
55
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APPENDIX A: RECOMMENDED CHART OF ACCOUNTS APPENDIX B: SAMPLE
FORMS

FRCS PURCHASE ORDER

FRCS PURCHASE REQUISITION FORM

FRCS REQUEST FOR BUDGET TRANSFER FORM

FRCS CHECK REQUEST FORM

FRCS CASH RECEIPT FORM

FRCS ASSET DISPOSAL FORM

FRCS FACULTY/STAFF TIME SHEET

FRCS LEAVE REQUEST FORM FRCS

TRAVEL REPORT FORM

FRCS EMPLOYEE INFORMATION FORM
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INTRODUCTION

In 1993, the Commonwealth of Massachusetts enacted Massachusetts General Laws (MGL) Chapter 71,
Education Reform Act, Section 89, which authorized the establishment of charter schools within the
Commonwealth. Additionally, Chapter 46 of the Acts of 1997 required each charter school to keep an
accurate account of all its activities and provide for an annual independent audit of its financial statements.
The Board of Trustees, acting as public agents authorized by the Commonwealth, are responsible for
management of the school, which includes developing and adopting fiscal policies and procedures.

In an effort to achieve and ideally surpass these requirements, the Trustees of the Foxborough Regional
Charter School have developed this Policies and Procedures manual.

The Board of Trustees acknowledges the guidance provided by the Massachusetts Department of Education
during the development of this document. For further information please see “Massachusetts Charter
School Recommended Fiscal Policies and Procedures Guide” (November 2005) issued by the
Massachusetts Department of Education.

Scope and Organization

This manual consists of three sections: Part I contains the recommended policies; Part II contains the
recommended procedures; and the Appendices contain the Chart of Accounts and sample forms.

Purpose of Policies and Procedures Manual

A. The Policy and Procedures Manual is the official document for the accounting and administrative
functions conducted by the Foxborough Regional Charter School.

B. The Policy and Procedures Manual provides standards and directives for sound management and
promotes consistent, prudent financial and administrative practices. It also provides guidance to the
school in the application of various federal and Massachusetts laws and regulations and the
Department of Education’s requirements for the administration of grants and contracts awarded by
the U.S. Government and other funding sources.

C. The Policy and Procedures Manual is used in conjunction with and referenced to the Foxborough
Regional Charter School’s existing personnel policy manual, job descriptions and other policy
manuals maintained by the school.

Amending the Guide

This document contains the essential fiscal policies and procedures for the Foxborough Regional Charter
School, as of the above date of promulgation. From time to time, as additional matters require changes to
this document, the management of the Foxborough Regional Charter School shall amend this essential
document.
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PART I - POLICIES

200 INTERNAL CONTROL POLICIES

The Foxborough Regional Charter School, under the direction of the Board of Trustees, is required to
establish and maintain adequate accounting records and internal control procedures. Internal control
consists of five components: control environment, risk assessment, control activities, information and
communication, and monitoring. The objectives of internal control relate to financial reporting, operations,
and compliance.

The Foxborough Regional Charter School and all levels of management are responsible for preventing and
detecting instances of fraud and related misconduct and for establishing and maintaining proper internal
controls that provide security and accountability of the resources of the school. Management is also
responsible for recognizing risks and exposures inherent to these areas of responsibility and for being
aware of indications of fraud or related misconduct.

Any employee with a reasonable basis for believing fraudulent or related misconduct has occurred should
report such incidents to the designated authorities within the school (Executive Director, Director of
Finance) or the Office of the Inspector General as stated in M.G.L Chapter 12A, §14 ‘Complaints by public
employees; investigation.” As such, in addition to this manual, the Trustees have promulgated and
published a separate “Fraud Detection and Mitigation Policy” document. The reader is referred to this
document for further information relative to the Trustees’ specific policies and procedures pertaining to
detecting and preventing episodes of fraud.

Internal control policies provide the Foxborough Regional Charter School with the foundation to properly
safeguard its assets, implement management’s internal policies, provide compliance with state and federal
laws and regulations and produce timely and accurate financial information. The following policies
highlight the areas of internal control that the Foxborough Regional Charter School has considered:

201  Compliance with Laws

The Foxborough Regional Charter School will follow all the relevant laws and regulations that govern
Charter Schools within the Commonwealth of Massachusetts. Additionally, U.S. Government laws and
regulations that relate to grant funding will be adopted as the grant funding is received. The following are
specific policies of the Foxborough Regional Charter School:

A. Political Contributions

No funds or assets of the Foxborough Regional Charter School may be contributed to any political
party or organization or to any individual who either holds public office or is a candidate for public
office. The direct or indirect use of any funds or other assets of the Foxborough Regional Charter
School for political contributions in any form, whether in cash or other property, services, or the use
of facilities—is strictly prohibited. The Foxborough Regional Charter School also cannot be
involved with any committee or other organization that raises funds for political purposes.

Following are examples of prohibited activities:

1. Contributions by an employee that are reimbursed through expense accounts or in other ways.
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Purchase by the organization of tickets for political fundraising events.

Contributions in-kind, such as lending employees to political parties or using the school’s assets in political
campaigns.

Record Keeping

To provide an accurate and auditable record of all financial transactions, the school’s books, records,
and accounts are maintained in conformity with generally accepted accounting principles as required
by the Commonwealth’s statutes, applicable to Charter Schools.

Further, the school specifically requires that:

No funds or accounts may be established or maintained for purposes that are not fully and accurately
described within the books and records of the school.

Receipts and disbursements must be fully and accurately described in the books and records.
No false entries may be made on the books or records nor any false or misleading reports issued.

Payments may be made only to the contracting party and only for the actual services rendered or products
delivered. No false or fictitious invoices may be paid.

Organizational Conflict of Interest or Self-Dealing (Related Parties)

The Foxborough Regional Charter School may not be operated for the benefit of an affiliated or unaffiliated
organization or an individual in his or her own private capacity or individuals related to the Foxborough
Regional Charter School or members of its management, unless the private benefit is considered merely
incidental. The Foxborough Regional Charter School will follow M.G.L. Chapter 268A and M.G.L.
Chapter 71, §89(v) conflict of interest laws and disclosures which restrict public officials and employees
from taking advantage of their position to gain improper benefits for themselves, relatives, their associates,
or their friends. The law also restricts board members from voting on matters affecting their financial
interest and limits the circumstances under which they can receive anything of value because of their
official position. A board member may not vote or enter into any discussion if one of the following groups
will receive financial benefit:

A. The Trustee, his/her immediate family, or his/her business partner;

B. A business organization in which the Trustee is serving as an officer, director, trustee, partner or
employee; or

C. Any person or organization with which the Trustee is negotiating or has any arrangement concerning
prospective employment (M.G.L. Chapter 268a, §6).

The private benefit preclusion will extend to:

Sale or exchange, or leasing, of property between the school and an affiliated or unaffiliated organization or a
private or related individual.

Lending of money or other extension of credit between the school and an affiliated organization (excluding
component units) or unaffiliated organization or a private or related individual.

Furnishing of goods, services or facilities between the school and an affiliated organization (excluding
component units) or unaffiliated organization or a private or related individual.

-
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D. Payment of compensation, unless authorized by the Board of Trustees or its governing body, by the school to
an affiliated or unaffiliated organization or a private or related individual.

E. Transfer to, use by, or for the benefit of a private or related individual of the income or assets of the school.

Thus, the Foxborough Regional Charter School will be guided by the principle of arms-length standards
with all affiliated or unaffiliated organizations or with a private or related individual(s). Annually, the
Board of Trustees will file a financial disclosure form as required by M.G.L. Chapter 71, section 89(v).

Related party transactions shall include transactions between a school and members of the board,
management, contracted management organization, employees, related individuals and affiliated
companies. Related individuals within the scope of this definition include spouses, parents, children,
spouses of children, grandchildren, siblings, father-in-law, mother-in-law, sister-in-law and brother-in-law
of a board member or school employee.

203  Board of Trustees Authorities

The Board of Trustees is responsible for the operation of the Foxborough Regional Charter School in
accordance with the provisions of M.G.L. ¢.71, §89 and all other state and federal laws and regulations and
conditions as the Board or Commissioner of Education may establish from time to time. The Board of
Trustees is also responsible for operating the school in accordance with the representations made in its
charter school application submitted to and approved by the Board of Education.

Specifically, the Board of Trustees shall have the sole authority to approve and will incorporate into its own
minutes such matters as (i) change of the School’s name, with the Department of Education’s Charter
School office approval (ii) adoption of the annual operating and capital budgets, (iii) selection or
termination of Executive Director(iv) Executive Director salary and salary changes, (v) incurrence of debt,
mortgages or other encumbrances and their covenants and restrictions, within the terms of the charter (vi)
investment policies, (vii) depository and investment banks, (viii) purchase or sale of property (ix) opening
up or closing checking or savings accounts, and (x) selection of the Foxborough Regional Charter School’s
certified public accountants and (xi) other activities associated with the operations of the Foxborough
Regional Charter School.

The Board of Trustees will meet regularly to ensure that its fiduciary duty is maintained. The Board will
review the following: prior meeting minutes, business items, educational items, subcommittee reports,
Executive Director report, new business and other items. For additional guidance on the regulatory and
statutory obligations of a Board of Trustees, please refer to the Commonwealth of Massachusetts
Department of Education’s publication, The Charter School Administrative and Governance Guide: An
Overview of the Laws and Regulations that Boards of Trustees and Charter Schools Need to Know, which
can be found at http://www.doe.mass.edu/charter/governance.

204  Signature Authorities

To properly segregate duties within the Foxborough Regional Charter School, the Executive Director, the
Deputy Executive Director, Director of Finance, Director of Teaching and Learning are the only individuals
with signatory authority. Individual checks require dual signatures prior to check issuance. The Director of
Finance, along with the approval of the Treasurer of the Board, is responsible for authorizing all cash
transfers between bank accounts. Payroll is transacted through Harpers Payroll and checks are signed by a
Harpers Payroll corporate officer.
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Government Access to Records

The Director of Finance will provide access to the Foxborough Regional Charter School's records if
requested to the Comptroller General of the Commonwealth of Massachusetts or his designee and provide
supporting records, as requested by government auditors, to facilitate the completion of such audits or
reviews in a timely manner.

Security of Financial Data

A. The school’s accounting software should be reviewed to ensure that general and application controls
to unauthorized access to data is precluded (i.e., proper password protection and authorizations for
inquiry or browse only functions.)

B. The system's accounting data is backed up daily by cloud software AccuFund Online Services to
ensure the recoverability of financial information in case of hardware failure. Specifically,
AccuFund provides daily backup of software, which is kept for five days. Weekly Friday data is
kept for four weeks and the last day of month data is kept for twelve months.

C. All other financial data, petty cash box, unused checks and unclaimed checks are secured by the
Director of Finance from unauthorized access.

Security of School Documents

Originals of the following corporate documents are maintained and their presence is verified on a periodic
basis:

Charter and all related amendments

Foxborough Regional Charter School by-laws
Minutes of the Board of Trustees and subcommittees
Banking agreements

Leases

Insurance policies

Vendor invoices

Grant and contract agreements

Fixed asset inventory list

Contracts

—rmomEOOwp

Use of School Assets

School employees should not use any of the school’s assets for personal use without prior approval of the
Board of Trustees and with proper justification.

Use Of School Credit Cards

Foxborough Regional Charter School credit cards should only be used following the formal FRCS Credit
Card Use Policy and with proper justification and approval by the Director of Finance. The cost/benefit to
the Foxborough Regional Charter School should be fully reviewed to ensure that no other method is
appropriate. A credit card is assigned to the Director of Finance and should be used only for school-related
expenditures. All charges must be supported by invoices or travel reports to be eligible for payment by the
Foxborough Regional Charter School.

9
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Monthly credit card statements are reconciled to invoices and travel reports and are approved by the
Foxborough Regional Charter School Director of Finance.

FINANCIAL MANAGEMENT POLICIES

Charter schools are granted a charter by the Board of Education of the Commonwealth of Massachusetts
under MGL Chapter 71, §89. Charter schools are considered special purpose government entities that
engage in business type activities, and all of the financial activity of the school is recorded in an enterprise
fund within the proprietary fund group. As such, the accounting policies and financial reporting adopted
by the school should be consistent with a special purpose governmental entity that engages in business type
activities. The Board of Trustees has oversight of the management of a charter school inclusive of
establishing the governance structure and the financial management policies as set forth in the charter
school application.

Basis of Accounting

The Foxborough Regional Charter School will maintain its accounting records and related financial reports
on the accrual basis of accounting.

Accounting Policies

The accounting policies and financial reporting adopted are consistent with the special purpose
governmental entity requirements of the Governmental Accounting Standards Board (GASB), including
Statement of Governmental Accounting Standards No. 34 — Basic Financial Statements — and
Management’s Discussion and Analysis — for State and Local Governments. GASB is the recognized
standard setting body for establishing governmental accounting and financial reporting principles. Pursuant
to GASB Statement No. 20, Accounting and Financial Reporting for Proprietary Funds and Other
Governmental Entities That Use Proprietary Fund Accounting, the school has elected to apply the
provisions of all relevant pronouncements of Financial Accounting Standards Board (FASB) that do not
conflict with or contradict GASB pronouncements.

Basis of Presentation

The accounts of the Foxborough Regional Charter School are organized as a special purpose governmental
entity that engages in Business-type Activity, which is considered to be a separate accounting entity. The
operations are accounted for by providing a separate set of self-balancing accounts, which comprise its
assets, liabilities, net assets, revenues and expenditures. The Foxborough Regional Charter School uses the
following fund:

Enterprise Fund - This fund of the Foxborough Regional Charter School is used to account for all financial
resources associated with the operation of the school.

Note on Component Units: All non-profit agencies associated with the Foxborough Regional Charter
School should be evaluated during the planning stage of the audit to determine if they should be included
as a component unit of the school. If they are considered a component unit, then all of their financial
information should be reported in conjunction with the Foxborough Regional Charter School's financial
statements and accounted for in accordance with GASB No.’s 14 and 39. If they do not meet the criteria of
a component unit, then all the transactions incurred between the non-profit and the School should be
evaluated as related party transactions and disclosed in accordance with GAAP and the Guide. DOE

10
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requires that all related party transactions, whether material or immaterial, be disclosed in the notes to the
financial statements.

304  Revenues

Under the accrual basis of accounting, revenues are recognized when earned, consistent with generally
accepted accounting principles applicable to special purpose governmental units.

305  Expenditures

Under the accrual basis of accounting, expenses are recognized when services are incurred or goods are
received.

306  In-Kind Expenses

The school recognizes services that are donated, if these services would have been purchased by the school

if not donated (e.g., transportation). These expenses are recorded when incurred.

307  Incurred Costs

For the purpose of invoicing funding sources for allowable costs under cost reimbursement grants or
contracts the term "costs incurred" is defined as follows: costs related to items or services incurred directly for the
grant or contract and received at the time of the request for reimbursement and not specifically disallowed by the
funding source.

308  Cash Management

A.  The school maintains cash accounts at the following banks:
1. Operating — Eastern Bank
2. Investment — Eastern Bank
3. Depository — One Local
4. Money Market — Rockland

B. A schedule of aged accounts and grants receivable is prepared monthly and reviewed by the Director

of Finance for collection. Appropriate collection procedures are initiated, if necessary.

309  Accounts Receivable Aging Criteria

Accounts receivable outstanding are aged on a thirty, sixty, ninety, and over-ninety day basis.

310  Grant/Contract Invoicing

In accordance with state finance regulation 815 CMR 2:00, section 2.05 (4)(b), Grant Effective Start Date,
grant recipients may expend state, federal, and other grant funds only as of the date their grant (the
Standard Contract Form) was executed by the authorized signatory of the Department of Education. In the
case of the Department of Education, this means the date that the grant is entered as approved into the
Department of Education's grants management system (GEM$).

11
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A. All invoices are submitted to the funding sources by dates specified in the grant or contract agreement.

B. The invoicing format is that specified by the funding source.

311 Investments

The Foxborough Regional Charter School shall follow, to the extent possible, M.G.L. Chapter 44
Municipal Finance in regards to purchasing investments.

312  Budgets

A. The Foxborough Regional Charter School shall prepare an annual operating budget of revenues and
expenses, a cash flow projection, and a capital budget. These budgets and projections shall be
reviewed and approved by the Board of Trustees at the annual meeting and modified, as necessary.

B. In the event that budgets need to be adjusted, the Director of Finance will initiate a request for a
budget transfer with the appropriate Director following Foxborough Regional Charter School’s
Budget Transfer Request Policy and using the Budget Transfer Request Form.

C. Financial statements displaying budget vs. actual results shall be prepared by the Director of
Finance and reviewed by the Treasurer and presented to the Board of Trustees at each monthly
board meeting.

313  Insurance and Bonding

A. The school maintains minimum levels of coverage, as deemed appropriate by the Board of Trustees,
for the follow policies:

1. General liability

2. Business & personal property (including auto/bus)
3. Computer equipment
4. Workers' compensation
5. Personal injury liability
6. Unemployment
7. Fidelity bond
8. Board Insurance
B. The school requires proof of adequate insurance coverage from all prospective contractors, as

deemed applicable by the Board of Trustees.

314  Massachusetts Teacher Retirement System

The Massachusetts Teacher Retirement System (MTRS) is a contributory retirement system designed to
provide benefits to Massachusetts teachers and administrators per MGL Chapter 32. Staff members
employed by the school who are eligible for membership are required to join the system. See
http://www.mass.gov/mtrb/ for full details about eligibility, required payroll deductions and reporting
deadlines.

12
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315  Record Retention and Disposal

A. Records are maintained for the following minimum periods:

1. Books, records, documents, and other supporting evidence including paid, cancelled, or
voided checks, accounts payable records, vendors' invoices, payroll sheets and registers of
salaries and wages, tax withholding statements, employee timesheets and other public
documents are retained for seven years after the original entry date.

B. The following records supporting federal contracts, as required by U.S. Office of Management and
Budget, are retained for the indicated minimum periods:

1. For three years after submission of the final report of expenditures: general ledger, trial
balance, accounts payable and accounts receivable ledger, payroll register, and petty cash
book, check register and checks, invoices. Except for:

a) Ifany litigation, claim, or audit is started before the expiration of the 3-year
period, the records shall be retained until all litigation, claims or audit findings
involving the records have been resolved and final action taken.

b) Records for real property and equipment acquired with Federal funds shall be
retained for 3 years after final disposition.

2. Permanently: Audit reports, annual corporate reports, charter, board minutes, tax and legal
correspondence, labor contracts, insurance claims and policies, and retirement and pension
records.

C. The disposal date determined under this policy is the end of the fiscal year, or the date of final
payment of government grants.

D. All records not supporting government grants or otherwise covered by rules of the Internal Revenue
Service are retained for three years from the end of the fiscal year in which the records were
originally prepared.

E. All financial records are maintained in chronological order, organized by fiscal year.

F. In connection with the disposal of any records, a memorandum of record disposal shall be prepared

by the Director of Finance or designee listing the record or the class of records disposed of. The
Board of Trustees shall certify this memorandum of records disposal.

316  Financial Reporting

The Director of Finance maintains supporting records in sufficient detail to prepare the School's financial
reports, including:

A. Annually:
1. Financial statements for audit

2. Annual budget

B. Monthly:

1. Trial balance

13
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2. Internally generated budget vs. actual financial statements with explanations for significant
variances
3. Billing invoices to funding sources
4. Accounts receivable aging report
5. Accounts payable listing
Quarterly:
1. IRS Form 941 and payroll tax returns and comparable state taxing authority returns
2. Other reports upon request
Audit

The Board of Trustees shall contract annually with a qualified independent certified public accounting firm
to conduct an audit of the Foxborough Regional Charter School’s financial statements in accordance with
auditing standards generally accepted in the United States of America, Government Auditing Standards
issued by the Comptroller General of the United States, 2003 Revision (GAS) and, if applicable, the U.S
Office of Management and Budget’s Circular A-133. The selected audit firm must be familiar with these
standards, related Commonwealth of Massachusetts and Charter School regulations, and the Massachusetts
Charter School Audit Guide (which can be found at http://financel.doe.mass.edu/charter), in order to
properly conduct the audit engagement.

Audit/Finance Committee

The Board of Trustees shall appoint an audit/finance subcommittee. This subcommittee will nominate the
independent auditor and review the scope and results of the audit. The audit/finance subcommittee also
receives notice of any consequential irregularities and management letter comments that the auditor noted
during the engagement. Additionally, the subcommittee will develop a corrective action plan to address all
relevant weaknesses noted by the auditor. The audit/finance subcommittee will also review all financial
information of the Foxborough Regional Charter School and provide recommendations to the Board of
Trustees.

Chart Of Accounts

The chart of accounts of the Foxborough Regional Charter School are noted in Appendix A. The chart of
accounts will assist schools in managing their operations, preparing financial statements and also
facilitating their preparation of the End of Year Financial Report as required by the Massachusetts Charter
School Audit Guide.

POLICIES RELATED TO ASSETS, LIABILITIES, AND NET ASSETS
Assets

Economic resources that are recognized and measured in conformity with generally accepted accounting
principles. Assets also include certain deferred charges that are not resources but are recognized and
measured in conformity with generally accepted accounting principles. The following sections describe
policies related to the recognition of assets.

14
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402 Bank Accounts

Bank accounts for the indicated purpose(s) and limitation(s) have been authorized by the Board of Trustees
of the School at the indicated Federal Deposit Insurance Corporation (FDIC) or Depository Insurance Fund
of Massachusetts (DIFM) insured banks:

Name of Bank  Purpose/Limitation of Account

Eastern Bank Savings and Checking Accounts/Unlimited (FDIC/DIFM)
One Local Savings/$250,000 (FDIC)
Rockland Money Market (Parent Payment)

403  Petty Cash Payments

A. Currently, no Pretty Cash accounts exist. However, in the event that a Petty Cash account is ever put into
place, procedures shall be instituted. Petty Cash payments shall be made from a fund not to exceed $150, and
should be for cash advances, local expense reimbursement, and small-dollar vendor purchases, provided
proper documentation is furnished with each request. No individual payment shall be greater than $75.

404  Criteria for Capitalizing and Depreciating for Property and Equipment

All tangible personal property with a useful life equal to or more than three years and a unit acquisition cost
of $8,000 or more is capitalized and recorded in the statement of net assets. Depreciation associated with
the fixed asset will be calculated based on its useful life and straight-line depreciation method. The
depreciation expense will be recorded in the statement of revenues, expenses, and changes in net assets.

405  Impairment of Assets

A recognized impairment of an asset is reflected when circumstances warrant. The appropriate adjustment
is made for any impaired assets, accompanied by a description of the impaired asset and the measurement
assumptions used in determining the impairment. All impairments shall be reported to the Board of
Trustees for approval of the adjustment to the fixed asset subsidiary ledger.

406  Betterments
Expenditures for significant betterments of existing leased/owned properties are recorded in fixed assets at
cost. Maintenance and repairs are expensed as incurred. Depreciation associated with the betterment will

be calculated based on its useful life and straight-line depreciation method. The depreciation expense will
be recorded in the statement of revenues, expenses, and changes in net assets.

407  Liabilities

Economic obligations that are recognized and measured in conformity with generally accepted accounting
principles. Liabilities also include certain deferred amounts that are not obligated but are recognized and
measured in conformity with generally accepted accounting principles. The following sections describe
policies related to the recognition of liabilities.

408  Accounts Payable

15
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Only valid accounts payable transactions based on documented vendor invoices, receiving reports, or other
approved documentation are recorded as accounts payable.

409  Accounts Payable Payment Policy

Vendors and suppliers are paid after goods and/or services are delivered. If cash flow problems exist,
payments are made on a greatest dependency/greatest need basis.

410 Accrued Liabilities

Salaries, wages earned, and payroll taxes, together with professional fees, rent, and insurance costs
incurred, but unpaid, are reflected as a liability when entitlement to payment occurs.

411  Liability for Compensated Absences

A. Compensated absences arise from employees' absences from employment due to vacation leave or other
school-designated circumstances. When the Foxborough Regional Charter School expects to pay an
employee for such compensated absences, a liability for the estimated probable future payments is accrued if
all of the following conditions are met:

i The employee's right to receive compensation for the future absences is attributable to
services already performed by the employee.

ii The employee's right to receive the compensation for the future absences is vested or
accumulates.
il It is probable that the compensation will be paid.
v The amount of compensation is reasonably estimable.
B. Compensated absences not required to be paid upon employee termination are only recorded when paid.

412  Accrued Teachers’ Salary

Teachers who are compensated over a 12-month period but earn their salary and benefits based on the
school year (August XX to June XX) will have their earned compensation accrued for at the end of the
fiscal year. Specifically, any portion of salaries and benefits attributable to services rendered in the current
fiscal year but paid in the subsequent fiscal year (e.g., a twelve-month salary schedule from August 16 to
August 15 of the following year) shall be accrued for at fiscal year-end.

413  Debt

A.  When applicable, short-term debt consists of financing expected to be paid within one year of the date of the
annual audited financial statements. Long-term debt consists of financing that is not expected to be repaid
within one year.
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All short-term and long-term debt is approved by the Board of Trustees and may not exceed the duration of
the charter without the consent of the Board of Education.

Loan agreements approved by the Board of Trustees should be in writing and should specify all applicable
terms, including the purpose of the loan, the interest rate, and the repayment schedule.

Net Assets

Net assets are recorded in accordance with generally accepted accounting principles applicable to special
purpose governmental units. Net assets include the following:

A. Unrestricted
B. Restricted

C. Investment in Capital Assets, net of related debt

17
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COST ACCOUNTING POLICIES

Consistency in Cost Accounting
Practices used by the Foxborough Regional Charter School in estimating costs in grant/contract proposals
shall be consistent with its accounting practices used in accumulating and reporting costs. Accounting

practices used by the Foxborough Regional Charter School in accumulating and reporting actual costs shall
be consistent with its practices used in estimating costs in its grant and contract proposals.

Unallowable Costs

Costs expressly unallowable or mutually agreed to be unallowable shall be identified in separate general
ledger accounts and excluded from billings to a grant or contract with the respective funding source.
Available guidance includes, but is not limited to, OMB Circular A-87 - Cost Principles for State, Local
and Indian Tribunal Governments, OMB Circular A-102 - Grant and Cooperative Agreements with State

and Local Governments, OMB Circular A-133 - Audits of State and Local Governments and Nonprofit
Organizations.

Separate Records of Unallowable Costs

The Foxborough Regional Charter School shall maintain separate records of all expressly and mutually
agreed upon unallowable costs.

Cost Accounting Period

The fiscal year of the Foxborough Regional Charter School shall be July 1st through June 30th. The same
accounting period is used for all adjusting entries and accruals.

Gain or Loss on Disposition of Assets
Gains and losses from the sale or other disposition of property shall be recorded as revenue in the year in

which they occur and shall be reflected as such on the Statement of Revenue, Expenditures, and Changes in
Net Assets.

PROPERTY MANAGEMENT POLICIES

Property and Equipment
The Foxborough Regional Charter School shall maintain detailed records of all government-furnished

property and equipment, with an identification and segregation of property and equipment acquired through
government contracts.

Identification of Property

The Foxborough Regional Charter School shall tag property upon receipt and shall assign an identification
number to the property and all applicable documents.

18
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Recording and Reporting of Property

A. The Foxborough Regional Charter School shall maintain a log identifying all fixed assets in its
possession, as follows:

Name and description
Serial number, model number, or other identification when possible
Vendor name, acquisition date, and cost

Ultimate disposition data, including date of disposal and sales price or method of disposal

Disposal of Property and Equipment

A. No item of property or equipment shall be removed from the premises without prior approval from
the Executive Director, Director of Finance and/or the Board of Trustees.

B. The Foxborough Regional Charter School has adopted standard disposition procedures for the
school staff to follow, which include an Asset Disposal Form, which identifies the asset, the reason
for disposition, and signature of the requester. The form also allows for an identification of the
asset’s book value, condition of the asset, and supervisory approval or denial.

C. When the fixed asset is retired, the appropriate asset in the fixed asset subsidiary shall be adjusted
and properly reflected in the general ledger.

PROCUREMENT POLICIES

Procurement — Goods and Services

The Foxborough Regional Charter School shall procure only those items and services that are required in
order to perform the mission and/or fill a bona fide need. The Foxborough Regional Charter School is
required to designate a procurement officer who must participate in the public purchasing official
certification program conducted by the Office of the Inspector General.

Procurements shall be made using best value contracting which includes assessing the best value
considering quality, performance and price. MGL, Chapter 30B is not required to be followed by
Commonwealth Charter Schools, based on DOE Technical Advisory 98-1: Procurement Guidelines for
Commonwealth Charter Schools. However, the school shall use a competitive procurement process, which
requires sound business practices for purchases of less than $10,000. The school will also select the best
value by obtaining three written quotes for items greater than $10,000 and less than $50,000. Finally, a
formal bid process will be used for items greater than $50,000+, in which bids will be received and
evaluated using a formal evaluation process. The School shall adhere to the following objectives:

1. Procurements will be completely impartial based strictly on the merits of supplier and
contractor proposals and applicable related considerations such as delivery, quantity, etc.

Make all purchases in the best interests of the school and its funding sources.
Obtain quality supplies/services needed for delivery at the time and place required.

Buy from responsible and dependable sources of supply.

A

Obtain maximum value for all expenditures.
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6. Deal fairly and impartially with all vendors.

7. Be above suspicion of unethical behavior at all times; avoid any conflict of interest, related

parties or even the appearance of a conflict of interest in the Foxborough Regional Charter
School supplier relationships.

A. The Foxborough Regional Charter School shall execute a Purchase Order for all purchases. Purchases

over $5,000 shall be approved by the Division Director, the Executive Director, and the Director of
Finance.

B. All lease agreements shall be evidenced by a lease or sublease agreement approved and signed by the
Executive Director. The agreement will identify all the terms and conditions of the lease. Any real estate

agreement to rent or sell will require a beneficial interest disclosure as required in MGL Chapter 7, §40J]
and Board approval.

702 Emergency Purchases

An “emergency purchase” is the purchase of goods or services that are so badly needed that the school
will suffer financial or operational damage if they are not secured immediately. A decision to purchase
may be declared in an emergency at the school’s discretion and “best value” procurement guidelines must

be followed. In addition, the purchase must be authorized by the Treasurer or the Chairperson of the
Board of Trustees.

703 Procurement — Construction

The School is required to comply with certain laws while constructing a new facility or performing
construction on its current facility. These laws include numerous federal and state laws inclusive of the
Commonwealth’s public bidding and prevailing wage laws. When undertaking construction or renovation
projects, the school shall seek advice from the Commonwealth of Massachusetts Office of the Attorney
General and the Commonwealth of Massachusetts Division of Occupational Safety regarding the
applicability of these laws and also the advice of legal counsel regarding the specific construction project.

Public Bidding Laws - This law applies to the “construction, reconstruction, installation,
demolition, maintenance or repair of any building by a public agency estimated to cost more than

$25,000” (M.G.L. c. 149, § 44A(2)). Charter Schools are considered public agencies under the
statutes of the Commonwealth.

Prevailing Wage Statute - This law requires payment of a minimum hourly wage rate for certain
classifications of labor performed on state and local construction projects. (M.G.L. c. 149, §§
2627D). The Division of Occupational Safety issues prevailing wage schedules for construction
pro/kyjects covered by the prevailing wage statute and determines whether the prevailing wage
statute applies to certain construction projects.

704  Procurement — Educational Services

The Commonwealth of Massachusetts Board of Education must approve the terms of the contracts with
individuals or organizations that provide “substantially all educational services” (M.G.L. 71, §89()(5).
These contracts are not valid or in effect prior to receiving final approval from the Board of Education.
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800 PAYROLL AND TRAVEL POLICIES

801  Payroll Policies

A. Employee Types/Schedules:
1. Year-Round Employees are paid on a 12-month, semi-monthly schedule from July 1% to the
following June 30,
2. School Year Instructional Employees are paid on a 12-month, semi-monthly schedule from
August 16" to the following August 15™. (Also see Section 412: Accrued Teachers’ Salary.)
3. School Year Non-Instructional Employees are paid on a 10-month semi-monthly schedule
from late August to late June.

B. Employee’s time is properly approved by both the individual and the supervisor and reported to the
Business Office.

C. All employee payroll amounts are calculated based upon approved rates included in the individual
personnel file.

D. Any changes to the pay rates or benefits are properly authorized.

E. All payroll taxes—including MTRS deductions—and benefits, are properly calculated and any
deposits made in a timely manner.

F. Payroll liabilities and expenses are recorded in the general ledger by the Director of Finance after
review and approval of the payroll register.

G. All payroll tax reports are prepared by Harpers Payroll and reviewed by a designated individual.

802  Employee Mileage Reimbursement

A. All employees are reimbursed at state rate per mile, as established annually by the Board of Trustees during
the annual budget process for use of their own vehicle for business-related travel. In addition, parking fees
and tolls paid are reimbursable if properly supported.

B. All employees requesting such mileage reimbursement are required to furnish a Travel Report containing the
destination of each trip, its purpose and the miles driven, parking fees and tolls, within one month after the
travel date. Each employee is responsible for detailing the travel and related expenses and including the

required supporting documentation.

C. The travel report must be signed by the employee and approved by their direct supervisor.

900 CONSULTANTS AND CONTRACTORS’ POLICIES

901  Consultant Utilization
The utilization of all consultants and contract personnel shall be sufficiently evidenced by:
A. Details of all agreements (e.g., work requirements, rate of compensation, and nature and amount of
other expenses, if any) with the individuals or organizations providing the services and details of

actual services performed.
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B. Invoices or billings submitted by consultants, including sufficient detail as to the time expended and
nature of the actual services performed.

C. The use of a management contract for educational and administrative services will clearly identify
the contractor’s performance requirements, including students’ academic achievement, contractor’s
compensation and the Foxborough Regional Charter School’s rights to educational curricula and
intellectual property developed. If the contract provides substantially all educational services, then
the contract will be approved by the Commonwealth of Massachusetts Board of Education prior to
signature by the Foxborough Regional Charter School. (Also see Section 704: Procurement —
Educational Services.)

Independent Contractors

The use of consultants shall be closely monitored so as not to vary from the rules of the Internal Revenue
Code and M.G.L Chapter 193. In particular, consultants will:

Be free from the employer’s control and direction in performing the service, both under a contract and in fact.

Provide a service that is outside the employer’s usual course of business.

Must be engaged in an independent trade, occupation, profession, or business of the same type.

Not receive any fringe benefits as such, although their fee may include provision for fringe benefits.
Not be assigned a permanent workstation.

Use his or her own stationery or time sheet in billing for services.

22

Powered by BoardOnTrack

168 of 205



Foxborough Regional Charter School - Monthly Board Meeting - Agenda - Tuesday November 18, 2025 at 6:00 PM

Foxborough Regional Charter School
Polices & Procedures Manual

PART II - PROCEDURES

The following section provides the procedures which will support the policies contained in Part I of this document.

1100 GENERAL ACCOUNTING PROCEDURES

In this section, procedures are described for the overall accounting system design, General Ledger activity and
General Ledger closeout for the Foxborough Regional Charter School.

1101 Overall Accounting System Design

Control Objective

To establish a coding structure that supports financial reporting and management decision-making.
Major Controls

A.  Director of Finance Involved in Designing the Chart of Accounts/Coding Structure

To support decision-making, the Director of Finance, along with assistance from additional resources,
including the Board of Trustees, management, and outside consultants, shall be involved from the outset
in setting the chart of accounts/coding structure. The coding generally follows a thirteen-digit general
ledger account number with funding, division, object and grant/program designations. An example of
the chart of accounts structure is included in Appendix A.

B. Establishment of Control Accounts

Control accounts for fixed assets, accounts receivable and accounts payable shall be established with
subsidiary detail listings and will be reconciled monthly to these control accounts.

C. Use of Contra Accounts

If necessary, the accounting structure shall provide for offsetting contra accounts (e.g. an allowance for
doubtful accounts, accumulated depreciation) to adjust historical cost to current levels for financial
reporting purposes.

D.  Segregation of Unallowable Costs

Accounts shall be established to capture and segregate unallowable costs.

1102 General Ledger Activity
Control Objective

To ensure that all General Ledger entries are current, accurate, and complete.
Major Controls

A. Timeliness of Entries
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All entries shall be made soon after the underlying accounting event to ensure the financial records and
reporting are current.

B. Support Documentation

All entries shall be supported by adequate documentation that clearly indicates the justification and
authorization for the transaction.

C. Audit Trail

A complete audit trail shall be maintained by the use of reference codes, from source documentation
through the books of original entry and general ledger, to periodic reporting statements.

Procedures

1. Financial data on source documentation shall be verified against original documents (e.g., invoice,
purchase order, etc.) by the Business Office before entering in the accounting system.

2. Each entry in the accounting system shall be reviewed and approved by the Director of Finance or
designee.
3. Provisions shall be made for using recurring General Journal entries for certain transactions, such as

recording the monthly portion of prepaid insurance.

4. Non-recurring entries, such as for correcting entries, recording accruals, and recording non-cash
transactions, shall be prepared as circumstances warrant and on an as needed basis.

5. All entries in the books of original entry (e.g., cash receipts journal and disbursements) shall be made
soon after the accounting event from authorized forms and are prepared and reviewed by qualified
accounting personnel.

6. All General Journal entries shall be supported by General Journal Vouchers that have supporting
documentation attached and are approved by the Director of Finance.

1103 General Ledger Close-Out

Control Objective

To ensure the accuracy of financial records and reports.
Major Controls

A. Trial Balance

Monthly, a trial balance shall be prepared to ensure the accuracy of the general ledger account balances.

B. Reconciliation of General Ledger Control Accounts with Subsidiary Ledgers

Reconciliations shall be prepared on a monthly basis.

Procedures

1. At the end of each month, a trial balance of all general ledger accounts shall be prepared by the Director
of Finance.

2. Reconciliation between the general ledger control accounts and the subsidiary ledgers shall be
completed by the Director of Finance or designee.
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3. At fiscal year end and after the annual audit, all income and expense accounts shall be closed out, and
the general ledger balances shall agree with the audited financial statements.

1200 CASH MANAGEMENT PROCEDURES

In this section, procedures are described for cash receipts, cash disbursements, and petty cash funds and prepaid
items.

1201 Cash Receipts

Control Objective

To record cash receipts completely and accurately and to prevent the diversion of cash assets.
Major Controls

A.  Cash Flow Projection
The Foxborough Regional Charter School shall annually prepare and update monthly a cash flow
projection for operations and capital cash needs in order to monitor and ensure adequate cash flow.
B.  Cash Receipts Policies

The Foxborough Regional Charter School shall have internal control systems in place to monitor cash
receipts, and to ensure that deposits are made in a timely manner. The school shall also use electronic
fund transfers to accelerate deposits.

C.  Internal Accounting Controls

(i) Distribution of mail shall be assigned to an employee with responsibilities independent of access
to files or documents pertaining to accounts receivable or cash accounts. Any mail not addressed
to an individual or department shall be forwarded to the Business Office to be opened by the
Director of Finance and redirected as necessary.

(i1)) Listed receipts and credits shall be compared to the accounts receivable and bank deposits.

(iii) General Ledger control accounts shall be reconciled with the Accounts Receivable Subsidiary
Ledger.

Procedures

1. All mail not addressed to a specific department or individual shall be opened only by the Director
of Finance, Business Office sorts the mail, invoices, checks, etc. and forwards them where
applicable.

2. All checks shall be restrictively endorsed immediately by the Business Office, or applicable
division.
3. The Director of Finance shall prepare all journal entries. The Business Office shall prepare deposit

slips.

4. A copy of each check to be deposited shall be made and attached to a copy of the deposit slip and
filed to provide support for all deposits.

5. The Director of Finance shall review and sign off on all journal entries.

6.  The accountant or designee shall input all journal entries.
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7. The Business Office shall make deposits daily or no later than on a weekly basis. If deposits are
made other than daily, the deposits shall be maintained in a secure area with limited access.

8.  The accountant shall perform reconciliation of cash receipts to deposit slips and bank statements
on a monthly basis.

1202 Cash Disbursements

Control Objective

To disburse cash for authorized purposes and record cash disbursements completely and accurately.
Major Controls

A. Cash Disbursement Policies

Check preparation and signatures shall be delayed until the due date, consistent with discounts, if available.

B.  Internal Accounting Controls

(1) Checks shall be pre-numbered and printed on special check protective paper.

(i1) The Business Office shall match disbursement records against accounts payable/open invoice
files on a monthly basis.

(ii1) Bank statements shall be reconciled to cash accounts and any outstanding checks verified by
either Accountant or designee, if applicable on a monthly basis.

(iv) Supporting documentation shall be provided by the Director of Finance for all canceled
invoices to prevent resubmission for payment.

(v) The Director of Finance shall perform a detailed comparison of actual vs. budget
disbursements on a periodic basis.

(vi) Separation of duties shall be accomplished to the extent possible for an organization the size
of the school.

Procedures

L. All invoices submitted for signature will include approvals for payment, expense account(s) charged,
grant account(s) charged, if applicable, check number and date of payment.

2. When the transaction is complete and payment is due, a pre-numbered check is prepared by the Director
of Finance, the business office attaches all supporting documentation: (e.g. vendor invoice, purchase
order, purchase requisition, etc.)

3. The Director of Finance and one of the designated Directors signs checks, after supporting

documentation has been examined.
4. After having been signed, the checks shall be mailed directly to the payee by the business office.
5. All supporting documents shall be attached to a section of the issued check.

6. On a monthly basis, cash disbursement records shall be matched against accounts payable/open invoice
files for any discrepancies.

7. Bank statements shall be reconciled soon after receiving receipt by the Accountant.
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1203 Prepaid Items

Control Objective

To ensure proper accounting for prepaid expenses.
Major Controls

Internal Accounting Controls

(i) Preparation and updating of an amortization schedule to reflect the incurring of expenses for
prepaid items (e.g., prepaid insurance).

(i) Detailed prepaid expenses reconciled with the general ledger control account.

Procedures
L. Vendor invoices shall be reviewed by the Director of Finance or designee to identify all required
prepayments.
2. For payment of prepaid items, the transaction shall be coded to reflect the appropriate portion of the

payment representing the prepaid portion.
3. An amortization schedule shall be prepared to reflect the expense of prepaid items.

4. A standard journal entry shall be prepared by the accountant, if applicable to record the monthly
expense. Approved by the Director of Finance or designee.

5. A reconciliation shall be performed monthly between the subsidiary ledger and the prepaid expense
General Ledger control account.

1300 GRANTS MANAGEMENT PROCEDURES

In this section, the procedures are described that cover revenue recognition and invoicing, billing, accounts and
contributions receivable.

1301 Revenue Recognition

Control Objective

To ensure that grant and contract billings are adequately supported, recorded on a timely basis, and reflect the
terms and conditions of the grant or contract.

Major Controls

A. Draw Down Policy
Grant Draw Downs shall be prepared based on contract
agreement dates.
B. Segregation of Unallowable Costs

Accounts shall be maintained for explicitly unallowable costs.
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C. Internal Accounting Controls
(i) Verification of services will be performed before draw down processing.
(i1) A reconciliation of expenditures incurred shall be prepared.
(iii) Control of revenue shall be achieved with the use of General Ledger control accounts.

(iv) Separation of duties between the preparation of the draw down and its review and approval
shall be to the extent possible for an organization the size of the school.

Procedures

1. On a monthly basis, program costs, or an electronic spreadsheet noting total units served, shall be
reviewed by the Director of Finance or designee and recorded on format prescribed by the funding
source. Unallowable or unbillable costs shall be excluded from the costs claimed.

2. The invoice/draw down is entered in GEMS.

3. Arithmetic extensions are verified, and drawdowns shall be reviewed for accuracy and completeness by
the Director of Finance.

4. Copies of drawdowns and supporting documents shall be filed by funding source.

1302 Grants Receivable

Control Objective

To ensure the accuracy, completeness, and timeliness of accounts receivable balances and collection.
Major Controls

A.  Separation of Duties
To the extent possible, the responsibility for posting invoices shall be kept separate from those with
responsibilities for cash functions.

B. Use of Control Accounts

A General Ledger control account shall be reconciled to individual receivable balances within the
Grants Receivable subsidiary ledger.
Procedures
1. Payments and other adjustments shall be posted to the Grants Receivable subsidiary ledger.

2. The Grants Receivable subsidiary ledger shall be reconciled to the General Ledger control account on a
monthly basis.

W

Any Grants Receivable balance greater than 90 days old shall be followed up and investigated.

he

A final report shall be submitted to the respective funding source after the end of the project period.
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1400 PAYROLL PROCEDURES

Payroll procedures shall be organized under six categories: personnel requirements, personnel data, timekeeping,
and preparation of payroll, payroll payment, and payroll withholdings.

1401 Personnel Requirements

Control Objective
To ensure that the School hires only those employees—full or part-time—that it absolutely needs and exerts
tight control over hiring new employees.

Major Controls

Payroll Policies

The School shall adopt payroll policies for installing new employees on the payroll system and removing
terminated employees from the system, as well as monitoring vacation, personal and sick pay.

Procedures
New Employees
1. Requests for new employees shall be initiated by the Executive Director and compared with the approved

annual personnel budget.

2. An Employee Information Form shall be initiated when hiring a new employee. Included on this form shall
be the job description, approved pay rate, and grant funding, if any. Information on this form shall be
reviewed by the Director of Human Resources Manager and Director of Finance and communicated to the
outside payroll service provider.

3. New employees shall submit a copy of their resume to the Human Resources Department in person or via the
website www.schoolspring.com.

4. New employees shall complete an /RS W-4 Form and other required new hire documentation.

5. A CORI (Criminal Offender Record Information) background check shall be conducted on all new employees
and their CORI reports shall be placed in their employment files.

Vacation and Sick Pay

L. Employees shall accrue vacation time based on the personnel policy of the Foxborough Regional
Charter School.

2. Employees shall be required to provide at least two weeks advanced notice to supervisors for a vacation
request.

3. Regular part-time employees shall earn vacation time on a pro-rata bases based upon the personnel

policy of the Foxborough Regional Charter School.

4. Employees' earned vacation balances are accrued monthly to reflect vacation time earned and taken and
these records shall be reviewed by the Foxborough Regional Charter School Payroll Manager on a
monthly basis.

5. Sick leave taken shall be monitored against each employee's available sick time on an electronic
spreadsheet and these records shall be reviewed by the Payroll Manager on a monthly basis.
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6. The Payroll Manager or Director of Finance or Human Resources Manager shall monitor vacation and
sick time by reviewing the attendance system.

7. A General Journal entry shall be prepared at year-end to record the accrued vacation liability.

8. Unused vacation time shall be based on the personnel policy of the Foxborough Regional Charter
School.

Terminations

1. For each terminated employee, an Employee Information Form documenting the termination shall be
completed and routed to the Business Office for benefits and payroll processing.

2. The approved Employee Information Form shall be communicated to the payroll service provider for updating
of payroll data, including the effects on the fringe benefits including health, dental, pension, COBRA, etc.

3. The approved Employee Information Form shall be maintained in the terminated employee's personnel file.

1402 Personnel Data

Control Objective

To calculate and record payroll data accurately and completely for all employees.

Major Controls
Internal Accounting Controls
(i) A precise paper trail covering all transactions shall be kept.
(i)  Changes in personnel data shall be approved by responsible officials.

(iii) Separate payroll and personnel files shall be periodically reviewed and reconciled.

Procedures

1. Changes to personnel data shall be initiated with an Employee Information Form when making changes
in new hires, terminations, pay rate changes, or payroll deductions.

2. The Director of Finance or the Executive Director shall authorize any change to payroll data.

3. Authorized changes shall be communicated to the payroll service provider and other relevant benefits
providers where there is an effect on the fringe benefits.

4. A copy of the Employee Information Form shall be retained in the employee's personnel file.
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1403 Timekeeping

Control Objective

To ensure that payment for salaries and wages is made in accordance with documented time records.
Major Controls

A.  Timekeeping Policies

Employees shall be instructed on the proper charging of time to assure the accuracy of recorded time to
cost objectives.

B. Time Sheet

Labor hours shall be accurately recorded electronically and any corrections to timekeeping records,
including the appropriate authorizations and approvals, shall be documented.

C. Internal Reviews

The school’s supervisory personnel shall monitor the overall integrity of timekeeping.

D.  Internal Accounting Controls

A reconciliation of the hours charged on time sheets to attendance records shall be completed by the
Payroll Manager on a monthly basis.

Procedures

Time Sheet Preparation

All timesheets are electronic and hourly staff clock in and out daily. Time off is documented in Frontline by
requesting time off and approved by their manager. Time off is imported into time and attendance and becomes a
permanent record in their timesheet.

Electronic timesheets are approved by the manager of the department and processed by Payroll.

Reconciliation of Payroll to Time Sheets

1. The hours shown on time sheets shall be reconciled to the hours recorded on the Payroll Register by
the Director of Finance for each time sheet period.

1404 Preparation of Payroll

Control Objective

To ensure that payment of salaries and wages is accurately calculated.
Major Controls

Internal Accounting Controls
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(i) Time records or contracts shall be periodically reconciled with payroll records.

(i) The responsibility for checking the accuracy of payroll calculations shall be separated from the responsibility
for payroll preparation to the extent possible for the size of the school.

Procedures
1. All timesheets are electronic and approved by managers.
2. The total time recorded on time sheets and the number of employees shall be calculated by the

payroll manager.
3. Recorded hours from the semi-monthly time sheets shall be imported to payroll and processed.

4. The payroll reports received from the payroll service provider (e.g., calculations, payrolls and
payroll summaries) shall be compared with time sheets, pay rates, payroll deductions, compensated
absences etc., by the payroll manager and by Director of Finance.

5. The total hours and number of employees shall be compared with the totals in the Payroll Register
by the Director of Finance.

1405 Payroll Payment

Control Objective

To ensure payment for salaries and wages by check, direct deposit, cash or other means shall be made only to
employees entitled to receive payment.

Major Controls

Internal Accounting Controls
(1)  Pre-numbered checks shall be used and all check numbers shall be accounted for.

(1) A complete audit trail on all payroll checks and direct deposit with authorizing signatures at each juncture
shall be maintained.

Procedures
1. All payroll payments, direct deposit shall be distributed by the payroll company.

2. The bank account shall be reconciled monthly by the accountant.

3. The Director of Finance reviews the semi-monthly payroll register.

1406 Payroll Withholdings

Control Objective

To ensure that payment withholdings are correctly reflected and paid to the appropriate third parties.
Major Controls

A.  Reconciliation of Payment and Payroll Withholdings
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Payroll withholdings shall be recorded in the appropriate General Ledger control accounts and
reconciled with payments made to third parties by the payroll manager.
Internal Accounting Controls

The payroll service provider calculates payroll withholdings, which shall be reviewed and verified by
the payroll manager.

Procedures

The payroll service provider calculates payroll withholdings—including MTRS deductions—for each
employee. These shall be summarized by pay period and recorded in General Ledger.

Payments for payroll withholdings shall be reconciled with the amounts recorded in the General Ledger
control accounts by the Director of Finance.

The Director of Finance shall review the accuracy and timeliness of payments made to third parties—
including MTRS—for payroll withholdings.

Original withholding and benefit election forms, maintained in the employee file, shall be prepared by
employees and reviewed and approved on a periodic basis by the Director of Human Resources.

The Payroll Manager shall prepare and file the required MTRS reports. Payroll company files with the
Internal Revenue Service and Commonwealth of Massachusetts payroll tax forms.
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1500 PROPERTY AND EQUIPMENT (P&E) PROCEDURES

This section is organized into six parts: P&E acquisitions, record keeping over P&E, depreciation of P&E, inventory
of P&E, disposal of P&E, and Government-furnished and School-acquired property and equipment.

1501 Property & Equipment Acquisitions

Control Objective
To control the acquisition of P&E and completely and accurately record fixed asset acquisitions to safeguard
fixed assets from loss.

Major Controls

A. P&E Acquisitions Tied to Budget
All acquisitions of property and capital equipment shall either be designated in the approved
budget or subsequently approved by the Board of Trustees.
B. P&E Acquisitions Based on Approved Requests
Official approval shall be obtained before a P & E purchase is made. This is performed by
reviewing the Purchase Requisition Form prepared for the item.
C.  Internal Accounting Controls

Fixed asset acquisitions shall be reconciled with capital expenditure authorization by the Director

of Finance.
Procedures
1. Capital budget requests shall be submitted annually for review and approval by the Board of Trustees.
2. Authorization requests for the acquisition of fixed assets shall be reviewed against the capital budget and

approved by the Director of Finance, Treasurer, or Executive Director.
3. Each item of property and equipment received shall be identified and tagged in a visible area on the asset.

4. A copy of the Purchase Order for capital expenditures shall be entered into the fixed assets subsidiary or
comparable worksheet for proper identification of all fixed assets.

5. Information on each tagged asset shall be entered into the fixed assets subsidiary or comparable worksheet.

1502 Recordkeeping Over Property & Equipment

Control Objective

To completely and accurately record fixed asset acquisitions, transfers, and dispositions on a current basis.
Major Controls

A.  Capitalization Policies
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The school follows generally accepted accounting principles as applicable to special purpose business-
type activity government entities. All fixed assets purchased shall be capitalized in the year of
purchase, and recorded in the general ledger. The school follows the policy of capitalizing all fixed
assets purchased greater than $8,000 per unit.

B.  Fixed Asset Classification
Fixed assets shall be accounted for by the following classifications: land, building, equipment, site
improvement, classroom equipment, furniture, and computer hardware and software.

C.  Complete Record of P&E Acquisition Costs
The fixed assets subsidiary ledger contains the full history of each capital asset acquired: original
acquisition cost, and any costs incurred to prepare the asset for use.

Procedures

1. Asset acquisitions, transfers, and dispositions shall be entered in the fixed assets subsidiary ledger on a
periodic basis.

2. The fixed assets subsidiary ledger shall be reconciled with the control account in the general ledger on a
annual basis. Any differences shall be analyzed and resolved by the Director of Finance.

1503 Depreciation

Procedures

The School capitalizes all fixed assets when acquired and records the historical cost of these items in the general
ledger. In accordance with generally accepted accounting principles as they relate to special purpose business-type
activity, government entities, under GASB 34, depreciation expense must be recorded in the general ledger. The
Foxborough Regional Charter School will use the straight-line method of depreciation over the assets useful life as
determined as follow:

Computers 5 years

Office Equipment 5 years

Vehicles S years

Office Furniture 4 years

Leasehold Improvements 10 years or Useful life or life of lease, whichever is less
Building Improvements 30 years

Building 40 years

HVAC 20 years

Software 3-4 years

1504 Inventory of Property & Equipment

Control Objective

To ensure that all recorded assets exist and are in use.
Major Controls

Internal Accounting Controls

(1)  All property and equipment assets shall be tagged when received.
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Procedures
1.  The Director of Finance shall prepare a printout of recorded fixed assets by asset classification.
2. Aninventory of fixed assets shall be taken annually.

3. The inventory of fixed assets shall be compared to the amounts recorded in the general ledger control
account. Differences shall be investigated and resolved by the Director of Finance monthly.

1505 Disposal of Property & Equipment

Control Objective

To ensure that assets no longer in use are disposed of in accordance with existing policies.
Major Controls

A.  Disposal Policies

The school has adopted policies on the disposition of property and equipment.

B.  Internal Accounting Controls
1) Use of fixed asset disposal authorization form is required.
(i1) Disposal or transfer of fixed assets shall occur only with proper authorization.

(iii)  Periodic counts of fixed assets that is reconciled with the fixed assets recorded in the

control account within the general ledger. Procedures
1 A determination shall be made by the school personnel as to the usefulness of a fixed asset.

2 An Asset Disposal Form, including a description of the asset, purpose for disposal and methodology of
disposal shall be prepared with proper written authorization from the Director of Finance.

3 The Asset Disposal Form shall be reviewed and signed by the Executive Director.

4 A copy of the final approved Asset Disposal Form shall be routed to the Director of Finance, who updates the
fixed asset module. The treatment of any proceeds from the disposition, and the recognition of any gain or
loss on sale of the disposed asset, shall be recorded in the general ledger.

5 Technology-Specific Disposals:

For all technology-related fixed assets (e.g., laptops, desktops, tablets, servers, and similar equipment), the
Tech Department is responsible for the physical disposal process. This includes ensuring that all data is
securely wiped, licenses are addressed, and the device is properly disposed of in accordance with school
policy and applicable data privacy regulations.

The Asset Disposal Form must still be completed, and disposal must be authorized by the Director of Finance
and reviewed by the Executive Director as outlined above.
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1506 Property & Equipment Acquired Through Government Grants/Contracts

Control Objective
To assure that property and equipment are properly obtained, used, and managed during the performance of
government grants or contracts.

Major Controls

A. Record keeping

The school shall maintain detailed records on all property and equipment.

B. Custody

All property and equipment, when not in use, shall be stored in a secure area.

C. Inventory
All property and equipment shall be inventoried.
Procedures

1. All property and equipment acquired through government grants or contracts shall be assigned tag numbers
and properly identified with this number in the fixed asset subsidiary ledger.

2. On a semi-annual basis, the Director of Finance shall take inventory of all property and equipment and shall
ensure that fixed assets are being used for the purpose intended.

3. If necessary, the school shall obtain approval from the appropriate government agency for the disposition of
property and equipment acquired through a government grant or contract, and the Director of Finance
authorizes the disposition as described in the previous section.

4. Disposals of technology-related assets acquired through government grants or contracts must follow the same
procedure described in Section 1505, including review by the Tech Department for secure disposal. The
Director of Finance remains responsible for authorizing the disposal and ensuring financial records are
updated accordingly.
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1600 ACCOUNTS PAYABLE PROCEDURES

This section is organized into three major parts: accounts payable, purchasing, and expense reimbursement.

1601 Accounts Payable

Control Objective

To ensure that invoices are accurately recorded on a timely basis for authorized purchases.
Major Control

A.  Reconciliation of Accounts Payable Records

Reconciliation of source data, subsidiary ledger totals, and general ledger control accounts shall be
performed periodically to ascertain the accuracy of accounts payable entries.

B. Internal Reviews

Internal reviews shall be conducted to determine if duplicate payments or overpayments exist.
Procedures

Voucher Preparation and Review of Voucher

1. Invoices shall be received by the Business Office.
2. Invoices shall be compared to the Purchase Order and the packing list.
3. Invoices shall be reviewed for:

(i)  The nature, quality, and quantity of goods ordered and the related price
(il) Accuracy of all arithmetic calculations and extensions
(iii) Allowability of expenditure
(iv) Proper general ledger account and department coding
4. Invoices are then forwarded to the Director of Finance or designee for approval.

5. Once approved, invoices shall be input into the general ledger through the accounts payable subsidiary
ledger after it is reviewed.

6. Checks shall be printed on a weekly basis, and vendors shall be paid net 30 days of their invoices, as
recorded within the system. See Cash Disbursement section for issuing checks.

Purchase Discounts

1. The Business Office shall establish all vendor accounts within the accounting system upon initial use of
the vendor.
2. The Business Office shall review the invoice for any purchase discount date and ensures that the vendor

file is established and properly captures any discounts allowed.

Reconciliation of Accounts Payable Records
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l. The total balance in the accounts payable subsidiary ledger shall be reconciled with the general ledger
control account monthly.

2. Debit balances in the accounts payable subsidiary ledger shall be resolved appropriately (e.g., an offset
against other amounts due the vendor, requesting payment from the vendor, etc.)

1602 Purchasing

Control Objective

To ensure that goods and services shall be acquired at fair and reasonable prices and the highest ethical

standards of conduct shall be maintained in all relationships with vendors, suppliers, and subcontractors. Major

Controls

A.

(1)

(i)

Purchase Requirements
The school shall develop cost-effective and efficient purchase requirements in order to achieve full and
open competition, meet delivery schedules, control inventory and material, and expedite purchases.
Required Competition
The school shall utilize the following procurement guidelines:

Contracts under $10,000 - The school shall use sound business practices when procuring goods
and services for amounts less that $10,000.

Contracts from $10,000 to $50,000 - The school shall seek price quotes from at least three
vendors and shall award the contract to the responsible vendor offering the supply or service needed for
the lowest price.

Contracts greater $50,000 - The school shall conduct a formal advertised competition using
sealed bids or proposals. An award shall be offered to the qualified bidder who meets the School's
specifications and offers the lowest price.

Construction contracts — The school follows all state and federal guidelines inclusive of the
Commonwealth’s public bidding laws.
Selecting the Vendor
The school shall select the most responsive and responsible vendor to provide the required materials
and services, and shall promote competition in order to obtain fair and reasonable prices.
Internal Accounting Controls

Approval by the Board of Trustees of purchases equal to or exceeding $25,000 shall occur prior to
contract/purchase order finalization.

All unethical purchasing conduct shall be reported to management as required under the Foxborough
Regional Charter School’s Fraud Detection and Mitigation Policy. Upon completion of an
investigation, management shall recover restitution for any gain resulting from such conduct.

Procedures

Purchase Requirements
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1. After approval of the annual budget, the Director of Finance shall review the school’s needs to
uncover patterns of orders and opportunities for clustering orders. This shall be done to achieve
volume discounts.

Processing Purchase Orders

1. Purchase Requisitions shall be forwarded to the appropriate department’s Administrative Assistant for
processing.
2. The Purchase Requisitions shall include the following minimum requirements:

(1) A description of items ordered

(i) A cost estimate including shipping & handling charges
(iii) The required delivery information

(iv) A statement of the nature and purpose of the procurement

3. The Purchase Requisition shall be used by the Administrative Assistant to generate a Purchase Order in
AccuFund. Once entered, Accufund generates an electronic notification requiring a director’s approval
and/or the approval of the Director of Finance and Executive Director.

4. Upon approval, Purchase Orders are then viewable in Accufund and may be printed/emailed to the vendor
with a copy kept on file by the Administrative Assistant.
Obtaining Bids and Quotations

1. The Director of Finance shall request bids or quotations verbally on transactions not expected to exceed
$10,000, and in writing for transactions between $10,000 and $50,000. Items greater than $50,000 shall
require formal bid requests and evaluation before a Purchase Order is issued.

2. In evaluating bids received, the Procurement Officer shall perform and document in writing a cost or price
analysis.
Negotiation and Award

1. Consistent with the school’s goal of expanding opportunities for minority business enterprises,
companies which are minority or women owned, to the extent they are available locally and qualified,
shall be given an opportunity to bid on a procurement in the school’s selection process.

2. Awards may be made to other than the low bidder in circumstances where the higher bid demonstrates
best value contracting procedures to the school (can use MGL ¢.30B as a guide). In such situations, the
Procurement Officer shall prepare a justification statement for such awards, furnishing a brief
explanation of the factors leading to such a decision.

1603 Expense Reimbursement

Control Objective

To ensure the Foxborough Regional Charter School shall pay only for properly authorized business expenses.
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Major Controls

A. Travel Policies

The school shall adopt policies on travel reimbursement.

B. Employee Expense Reimbursement Documentation

Employees shall obtain and furnish documentation for individual expenses.

C. Internal Accounting Controls
(1)  Justification for travel shall only be approved by the Director of Finance and the Executive Director.
(i) Documentation shall be provided for incurred reimbursable employee expenses.

(iii)) Documentation and approval shall be required for all school credit card purchases.
Procedures

Expense Reimbursement

1. Soon after traveling, but not exceeding 30 days, an employee who seeks reimbursement for authorized
expenses shall complete a Travel Report detailing the expenses incurred and also attached supporting
documentation.

2. All credit card purchases shall be supported by previously approved invoices in order to be reimbursed.

3. All employees’ Travel Reports and associated invoices shall be directly reviewed and approved for payment

by the Division Director, the Director of Finance and the Executive Director.

1700 OTHER LIABILITIES PROCEDURES

This section describes procedures for recognizing and recording accrued liabilities and deferred revenue.

1701 Accrued Liabilities

Control Objective

To accurately control and record accrued liabilities.
Major Controls

A.  Maintaining an Accrual Register

The Foxborough Regional Charter School shall properly set up and monitor accrued liabilities and
accrual accounts related to salaries and wages, vacation pay, and payroll taxes.

B.  Reconciliation of the Subsidiary Schedules with the General Ledger Control Account

On a periodic basis, the Director of Finance shall perform a reconciliation between the subsidiary
schedule and the general ledger control account.
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Procedures

1. An accrual subsidiary schedule shall be established and maintained by the Director of Finance for each type
of accrual.

2. The school shall record all accruals at fiscal year-end, or when determined necessary by the -Director of
Finance.

3. A general journal entry shall be prepared at year-end to record all accruals only after they have been reviewed

and approved by the Director of Finance.

1702 Deferred Revenue

Control Objective

To accurately control and record deferred revenue.
Major Controls

A.  Maintaining a subsidiary schedule of revenue deferred
The Foxborough Regional Charter School shall properly set up and monitor deferred revenue and
properly record revenue in accordance with generally accepted accounting principles.

B. Reconciliation of the Subsidiary Schedule with the General Ledger Control Account
On a periodic basis, the Director of Finance shall perform a reconciliation between the subsidiary

schedule and the general ledger control account.

Procedures

1. A deferred revenue subsidiary schedule shall be established and maintained by the Director of Finance for
each type or source of revenue for which the school receives advanced funding.

2. The Director of Finance shall determine the extent of revenue recognized and consequently the revenue
deferred for all revenue sources for which the school receives advanced funding.

3. A general journal entry shall be prepared at year-end to record all deferred revenue only after the records
have been reviewed and approved by the Director of Finance.

1800 MANAGEMENT REPORTING PROCEDURES

In this section, procedures are covered for supporting the annual budget, financial reporting, and tax compliance.

1801 Annual Budget
Control Objective

The Foxborough Regional Charter School shall develop systems to effectively support the preparation of the
annual budget and its periodic review.
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Major Controls

A.  Budget Process

The Finance Committee shall work with the Executive Director and Director of Finance to prepare the
annual operating and capital budgets and the annual cash flow projection. The budgets and projections
shall be submitted to the Board of Trustees for approval.

B.  Internal Accounting Controls

Accuracy and completeness of the budgets and projection

Procedures

1. In preparation of the annual operating and capital budgets and cash flow projection, the Director of Finance
shall prepare preliminary budgets and the projection for review by the Executive Director in consultation
with the Finance Committee.

2. To support the budgets and projection estimates, the Director of Finance shall prepare current year-to-date
financial data with projections of year-end totals.

3. The Executive Director and the Finance Committee shall review the budgets and projections submitted by the
Director of Finance for completeness and reasonableness.

4. The Board of Trustees shall approve and adopt the final budgets and projections.

5. The adopted budget totals shall be entered into the accounting system by the Director of Finance for the new
fiscal year, in order to prepare budget to actual reports.

1802 Financial Reporting

Control Objective

The Foxborough Regional Charter School shall develop systems to ensure the accuracy, completeness, and
timeliness of financial reporting to support decision-making.

Major Controls
A.  Schedule

Monthly managerial reports shall be prepared based on a pre-determined schedule.

B.  Review and Approval

Financial reports shall be reviewed for accuracy and completeness.

C.  Audit

The annual financial statements of the school shall be audited by a certified public accounting firm.

Procedures

1. The Director of Finance shall prepare monthly budget vs. actual financial reports and balance sheet report for
all regular monthly Board of Trustees meetings.
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2. The school shall submit to an annual audit of its financial statements by a qualified certified public
accounting firm, in accordance with Governmental Auditing Standards and the Massachusetts Charter School
Audit Guide.

3. The school shall submit the audited financial statements to the Office of the State Auditor and the
Commonwealth of Massachusetts Department of Education Charter School Office by the January 1 statutory
deadline.

1803 Payroll Tax Compliance

Control Objective
The Foxborough Regional Charter School shall develop systems to accurately prepare, and file required tax
documents on a timely basis.

Major Controls

A.  Preparation
The school shall obtain either a payroll service provider or in-house payroll software to assist in the
preparation of periodic payroll tax filings.

B.  Approval of Tax Returns

Payroll tax documents shall be reviewed and approved by the Director of Finance.

Procedures

1. The school shall maintain a schedule of required filing due dates for at a minimum the following documents:
(1) IRS Form W-2 - Wage and Tax Statement.
(i1) IRS Form W-3 - Transmittal of Income and Tax Statements.

(iii) IRS Form 941 - Employer's Quarterly Federal Tax Return for Federal Income Tax Withheld from
Wages and FICA Taxes.

(iv) IRS Form 1099 MISC (also 1099-DIV, 1099-INT, 1099-OID) - U.S. Annual Information Return
for Recipients of Miscellaneous Income.

(v) Quarterly and annual state(s) unemployment tax return(s).

(Note: Charter schools are not required to pay Federal unemployment (FUTA) but are required
to pay State Unemployment either by the contributory method or reimbursement method). (vi)
MTRS retirement deduction reporting

2. Before submission, all payroll tax documents, and the supporting schedules shall be reviewed and approved
by the Director of Finance for accuracy and completeness.
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APPENDIX A: RECOMMENDED CHART OF ACCOUNTS
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Account Structure

15t 2 Digits Fund
10 General/Operating
20 VPSC Federal Grant
25 Grants & Gifts
30 Capital Projects

31d-5t Digits Dept
100s Administration & Finance
200s Teaching & Learning
300s Student & Families Activities
400s Operations
500s Employee Benefits
600s Grants
700s Capital Outlay & Debt Service
800s
900s

6"-9% Digits Object Code
1010-1090 Cash & Investments
1100-1190 Other Current Investments
1300-1399 Prepaid
1800-1850 Capital Assets
1870-1879 Accum. Depreciation
2000-2090 Accounts Payable
2100-2199 Accrued Expenses
2600-2699 Deferred Revenue
2700-2799 Bonds/Loans Payable
3100-3999 Equity Restricted
4100-4799 State Tuition
4210-4299 Federal Grants
4310 Student Lunch Fees Not State
4320-4399 Student Lunch Fees
4400 State Grants
4800-4999 Other Revenue
5100-5199 Salary Expenses
5200-5799 Expenses
5800-5899 Capital Expenses
5900-5999 Debt Expenses

10t — 12t Digits Program Code*

General Education
Special Education
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State Grants & Funding

Federal Grants & Funding

Private Grants & Contributions

*Program Codes are set up to identify a specific grant, program, or other account identifier.

Foxborough Regional Charter School Polices & Procedures Manual

APPENDIX B: SAMPLE FORMS
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f;xg:nﬁrgmeﬁ::ﬂ;ch&ﬂar School PURCHASE ORDER
Fesberough, Massachusstts 02036 2682
Phone: 508-543-2508

IMPORTAKT HOTICE TO VENDORS: YOU ARE RESPONSIBLE FOR THE FOLLOWING
(. Wil irizas b PGS sk eam. fibsenem 2. Thlrrhtllnl'\ﬂ-'m'nh abzun muek appaar an all Fuocar, Ehpnng paEeT, o and Gormep 3. Imeol e coeh
Purthase Ordorsepambsiy d. Suplhitons, changss, and prices olhar b speciied baiow mast ba zuthorizod i wr Irrl1: Em:mﬂwm:l:r §. Do rok Includa saisa
foo, e are lax meempl &, Co nﬁuh}ﬁ'ﬂhltuﬂmﬂ' Cancel all back orders if mot =hisped wihin 80 days afler nial shipmeet. & Paymem f=mms n=t 30

ISSUED To:  WylusicRalders com [sHIP TO: Foxborough Reglonal Charter Sehogl
400 W, Brofdvay, Sulte 1 M Duskg-Integrated Ars
PME #1568 131 Cerdral Sirest, Business Office
Migecula, MT 59802 Faxborough, Mesaachuaede 02035
[VEMDOR FHONE: (£8H) 255-0731 | [REG.HO; 2618  ||MEFT:  Taaching & Leaming |
Il'__'Em-OR FAX: {408) 2131045 | [DATE:  dn/FaEndd | [REGEY: M. Dusks-Integrated Arts =
ITEII‘ Dascription |5tm:l-r. Mumbar Quantity | Unit Price Ampunt
1 Clasaroom Cheir Fodar MMF Clzss Choir Foldar 2000 10.52 210.40
2 Shipping 1.00 2491 24 91
Mote: Crdar Total f235.3

Account Codes Amounts PURCHASE AUTHORIZED BY:

10 280 GGAG 0202 INFTRUSTIOHAL MATTTRIALS MUSIS 23531 - ‘_? Ran Griffin
,::\} Dedobar 28, 2014
Keren Galvert
- ;:.J:- ORI ;;....q...._\_ i October 28, 2018
T&x Exampt #_- 04_3421363 AET VALID WITHILUT TG SFMNATURES Page: 1

PO No.:
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FRCS REQUEST FOR BUDGET TRANSFER

Date:
To: Director of Finance
From:
At this time, I am requesting that $ in funds
be transferred from Account Number: which is under budget
and moved into Account Number: which is over budget.

The justification for this transfer is

Thank you in advance for your assistance in this matter.

Admin/Finance Office Use Only

Approved By:

(Executive Director or Director of Finance)

Date Approved:

Transfer Made On:

Transfer Made By:

Note: No transfers will be made after March 1st
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Check Request
PREAPPROVAL:

(Signature and date of director required)

Date Signed:
Detailed Description/Reason as to why the normal procurement process is not being used:

_What is the item(s) to be purchased and what is the purchase for?

Please complete, and have your Administrator sign before making a
purchase.
Attach receipts prior to submitting to the Business Office. Thank you.

Date: Amount: $

Payable to:

Address:

Requested by:

Date needed by:

Receipts attached: yes no

If no, reason:

Authorized by: Date:

Account to be billed:
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FRCS ASSET DISPOSAL FORM
Tag # Asset Description Book | Condition Fair Market Disposal or Sale
Value Value

1

2

3

4

5

6

7

8

9

10

Director of Finance:

Date of Request:

Charter School Executive Director Approval:

Date of Approval:

Business Office Use Only

Account Number:

Amount:

NOTE: If the fixed assets above were originally purchased by grant funding, ensure that grant disposal policies are
followed.

Foxborough Regional Charter School Polices & Procedures Manual March 2015

A

Foxborough Regional C
Charter School

131 Central Street
Foxborough, MA 02035
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FACULTY/STAFF TIME SHEET

Name; Position:

Payroll Information

Date Time Started Lunch Time Finished Hours/Subbed for

ateat

Total Hours Submitted:

Please fill out time sheet completely and have appropriate Administrator sign before

Signature:

Date:

returning to Human Resources. Thank you.

Approved by:

Note — with the adoption of the electronic Time and Attendance System, hard copy leave
request forms should be phased out.
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FRCS TRAVEL REPORT

Name of Traveler:

Dates of Travel:

Grant to be charged, if applicable:

Auto Mileage: Total Miles Driven
Less Round Trip to School

Reimbursable Miles: _ @%0.xXX

Meals and Incidentals Per Diem: _ days @ $XX =$
Air-fare =3
Train, bus, MBTA, Taxi =
Hotel =3
Tolls/Parking =3
Other (specify) =3

Total Expenses =$

Less Advance Check# __ ,ifany=§

Amount

Due Traveler =$

Il
©»

Note: If a balance is due back to the Charter School, please attach a check to this Travel Report.

Traveler’s Signature:

Date:

Approved by:

Date:

Note: If a above travel is incurred under a grant agreement, please indicate the grant name and amount to be

charged as allowable grant expenditures.
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Communications with News Media and News Releases Policy

Policy Concerning Communications with News Media and News Releases

Foxborough Regional Charter School (FRCS) values open, accurate, and timely communication with the
public and recognizes the essential role of the news media in keeping the community informed. FRCS will
make every reasonable effort to assist the media in obtaining complete and accurate coverage of public
information regarding the school’s programs, challenges, planning, and activities.

In general, and except where confidentiality, safety, or legal obligations dictate otherwise, all
representatives of the media will be afforded equal access to information about the School. General
media releases intended for public interest will be distributed to all media outlets simultaneously to
ensure fairness and transparency.

Procedures for Providing Official Information to the Media

Official Spokesperson for the Board of Trustees

The Chair of the Board of Trustees, or their designated representative, shall serve as the official
spokesperson for matters pertaining to the Board of Trustees. This provision does not restrict
individual Board members from expressing their personal views; however, such statements must
be clearly identified as personal opinions and not official positions of the Board.

Official Spokesperson for the School

The Executive Director, or an authorized designee, shall serve as the primary spokesperson for
the school on matters related to school operations, programs, and activities.

Media Inquiries

When contacted by the media, any FRCS employee or representative should promptly and
courteously direct the inquiry to the appropriate official spokesperson as outlined above.
Confidentiality of Student Information

In accordance with applicable laws, no member of the Board of Trustees, employee, or
representative of the School shall release personally identifiable information about a student
without prior written consent from the student’s parent/guardian or from the student if they
have reached the age of majority.

FRCS is committed to fostering a positive, cooperative relationship with the media while protecting
student privacy, maintaining legal compliance, and ensuring that information released to the public
accurately reflects the mission, values, and priorities of the School.

Foxborough Regional Charter School

Policy Concerning Subcommittees of the Board of Trustees
First Reading October 14, 2025

Second Reading
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Foxborough Regional Charter High School
Competency Determination and Graduation Requirement Policy
Proposed, Fall 2025

1. Purpose - To earn a diploma in Massachusetts, MA Education Reform Law of

1993 requires that a student must (1) meet a Competency Determination (CD)
standard that shows mastery of skills and completion of standards aligned
coursework, and (2) meet their school district’s graduation requirements. This
policy establishes both standards: the Foxborough Regional Charter School
(FRCS) requirements for demonstrating competency in English Language Arts,
Mathematics, Science, and U.S. History in accordance with Massachusetts state
guidance, and also outlines the FRCS graduation requirements. This policy
further ensures that all students, including students with disabilities, English
learners have equitable access to pathways for meeting CD requirements and
earning an FRCS diploma, and establishes an appeals process.

. FRCS Competency Determination Requirements - As described in
Massachusetts regulations, the Competency Determination (CD) represents two
accomplishments: (a) showing a mastery of skills in English language arts,
mathematics, and science; and (b) the satisfactory completion of relevant
coursework aligned to the standards measured by the high school English
language arts, mathematics, and science MCAS assessments administered in
2023. This is separate and distinct from the FRCS Graduation and Credit
requirements listed in Section 3. Both the FRCS CD requirements and the FRCS
graduation requirements must be met to earn a FRCS diploma.

a. Mastery of Skills - Showing mastery shall mean that a student has
passed a standards aligned course in the required areas by achieving a
final course grade of 70% or higher in accordance with the FRCS grading
policy in English Language Arts, Mathematics, Science and US History as
stated below:

i. English Language Arts (ELA) - The student will receive an
average final grade of 70% or higher in 10th grade English or
higher, which can include any of the following courses: ELA 10,
ELA 11, ELA 12, Foundations of Literacy, AP Language, AP
Literature .

ii. Mathematics - The student will receive an average final grade of
70% or higher in 10th grade math or higher, which can include any
of the following courses: Geometry, Algebra I, Precalculus and
Trigonometry, AP Precalculus, AP Statistics, AP Calculus.

iii. Science - The student will receive an average final grade of 70% or
higher in a 9th or 10th grade lab science or higher, which can
include any of the following courses: Physics (AP Option), Biology
(AP Option), Chemistry (AP Option).

iv.  U.S. History - Beginning with the graduating class of 2027, the
student will receive an average final grade of 70% or higher in a
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U.S. History class, which can include any of the following courses:
US History I, US History II, AP US History.

b. Completion of Relevant Coursework - This expectation requires
students to complete relevant coursework aligned to the standards
measured by the high school English language arts, mathematics, and
science MCAS assessments administered in 2023. At FRCS, this is
completed in the following way:

i. English Language Arts - The student must take and pass 9th
grade English and 10th grade English, or courses assessing similar
or more rigorous standards. This includes the courses list above in
the Mastery of Skills section.

ii. Mathematics - The student must take and pass 9th grade math
and 10th grade math, or courses assessing similar or more rigorous
standards. This includes the courses list above in the Mastery of
Skills section, as well as Algebra 1, Probability and Statistics,
Financial Management, Business Management, and History of
Mathematics.

iii. Science - The student must take and pass one 9th grade or 10th
grade lab science, or courses assessing similar or more rigorous
standards. This includes the courses list above in the Mastery of
Skills section, as well as Earth Science, Botany, Oceanography,
Marine Biology, Astronomy, Forensics, Epidemiology, and AP
Psychology

iv.  History - Beginning with the Class of 2027, the student must take
and pass one US History course, or courses assessing similar or
more rigorous standards. This includes the courses list above in the
Mastery of Skills section.

3. FRCS Graduation and Credit Requirements - Students must successfully
complete the course requirements outlined below as well as obtain a minimum
number of credits (67.2). Graduation requirements can only be fulfilled through
the completion of courses taken in-person at FRCS, unless administrative
approval is given.

Subject Grade | Grade | Grade | Grade Graduation
9 10 1" 12 Requirement
Math 3.0 3.0 3.0 3.0 12.0
English 3.0 3.0 3.0 3.0 12.0
Spanish 3.0 3.0 3.0 3.0 12.0
History 3.0 3.0 3.0 — 9.0
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Science 3.0 3.0 3.0 - 9.0
Electives 4.5 4.5 4.5 — 8.4 (minimum)
Physical Education 0.6 0.6 0.6 0.6 24
Computer/ Health/ 0.6 0.6 0.6 0.6 24
Advising

Credits Needed for 16.0 32.0 48.0 Total Credits
Promotion/Graduation Required: 67.2
Total Possible Credits 20.7 20.7 20.7 20.7 82.8

4. Additional Considerations
a. Students with Disabilities - FRCS provides students with disabilities
equal opportunity to meet the CD requirements, through the following
measures, when appropriate and indicated by the students individualized
educatlon plan:

Coursework Accommodations such as extended time, assistive
technology, alternative formats (audio, large print).

Curriculum Modifications such as differentiated instruction, adjusted
assignments, scaffolding, co-teaching, and the use of Universal
Design for Learning.

Alternate Demonstrations of Mastery such as portfolio review,
capstone projects, and performance assessments that document
mastery of standards.

b. English Learners - FRCS provides English learners equal opportunity to
meet the CD requirements, including the following specialized supports
where appropriate based on language acquisition level and needs:

Coursework Accommodations such as extended time, assistive
technology, and alternative formats (audio, large print).

Modified Instruction such as sheltered courses (including the
Foundations of Literacy course approved to meet ELA CD
requirements in alignment with grade-level standards),
differentiated assignments, additional scaffolding, and co-teaching.
Alternate Demonstrations of Mastery where appropriate, such as
portfolio review, capstone projects, and performance assessments
that document mastery of standards.

5. Appeals Process - Students are eligible to file an appeal if it is determined that
have not yet met the CD requirements by the principal. Students and their
families may submit an appeal of this determination to the Executive Director or
their designee.
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The student and/or family should submit relevant transcripts, report cards,
measures of mastery and/or additional documentation necessary to document
the grounds for their appeal. The appeal should be submitted electronically to
the Executive Director via email, and they or their designee will review the appeal
provide a determination in writing within 10 business days.

. Diploma Requests for Former Students - Former students from the Classes of
2024 and earlier who met all local FRCS graduation requirements but did not
receive a diploma solely due to prior MCAS CD requirements may request a
review.

Former student submits a written request to the High School Principal via email.
The School Guidance office will confirm their achievement of the current CD
determination standard based on their academic record, as well as meeting
FRCS graduation requirements. The Principal will then review eligibility and
issue a decision. If eligible, FRCS will issue a diploma and updated transcript
reflecting the original year of completion.
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