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Brookhaven Innovation Academy Board of Directors
AGENDA
Meeting:
March 16, 2017 at 3159 Campus Drive, Norcross, GA
7:00pm ‘

1. Calito Order and Opening Remarks;
2. Approval of Agenda

3. Minutes Review and Approval
a. February 17, 2017 Regular Meeting

4. Head of School Report: Laurie Kimbrel

5. Committee Reports:
a. Finance Committee: Zennie Lynch
b. Facilities Committee: Andrew Hamilton

6.New Business
a. Response to State Charter School Commission of GA compliance visit findings —
discussion
Lottery/admissions update — discussion
Budget Calendar — discussion
2017-2018 staffing plan — action
2017-2018 hiring process — discussion
Financial Policies and Procedures — action

~rooyo

7. Public Participation

8. Executive Session
a. Personnel
b. Real estate negotiation




8. Personnel — Action

10. Adjourn




InnoVaidon

Brookhaven Innovation Academy Board of Dlrectors
Minutes - :

Present: Jennifer Langley, Kelly Mandy, Taryn Bowman Zennle Lynch, .MIG_ ael
Robertson, Kevin Miller (arrived 7:07 pm)

1. Call to Order at 7:03 pm

2. Approval of Agenda S
Motion to approve agenda as presented Kelly Mandy
Seconded Zennie Lynch - - i
Ayes: 5
Noes: O
Motion Passed

3. Minutes Review a:nd"EApproveﬂ
January 5, 2017 Regular Meetmg
Motion to approve mmutes as presented Michael Robertson

Seconded Zennle A

4. Head of School Report: Laurie Kimbrel
Instructional Program
e Leadership team and curriculum are previewing instructional materials for 2017-
2018 including math materials and possible replacement for Compass. A
recommendation will be made to the board Academic committee.
¢ We are obtaining pricing on instructional materials that will remain in place but
require additional licenses for additional enrollment such as Rosetta Stone and

Haiku.




17-18 Planning

second semester staff meetings will focus on development of essential standards or
what all students should know and be able to do at each grade level in
English/Language Arts. Teacher leaders will facilitate.

New music teacher starts Monday. Jarvis Williams now in PE full time.

Leadership is currently holding individual conferences with teachers to review their
classroom data and alignment of curriculum and instructional practices to student
needs.

We had mid-year evaluation meetings and are beginning second semester TKES
evaluation process.

Tours are filled, we have added more as needed.

Budget planning has begun.

Staffing plan will be presented to board in March or: April.
We plan to have 3 classrooms at each grade levei

356 Intent to Continue forms received to date. . :
Additional furniture needs will be considered as a part ‘of the budget process.

Lease signed, plans being made to ensure space for aII of our classrooms and needs.
Charter hiring fair on February 25 g

Professional Development

March 9 —final day of the year wrth Buck instltute of Educatlon national faculty
member for staff, Our planisto rewew pro;ects implemented this year and make
changes or additions. for”hext year.

Board development day on: February 25 W|th Elisa Falco.

| served on a panel at SCSC: new school charter day.

| am attending Carl Vmson Inst. Financial management on February 21-22 which will
focus on budgeting and fmancral policies.

Some. teachers are attendmg selected local conferences to enhance content skill.
Mary Miller at science conference, Michelle Westmoreland at ESOL conference.

‘. Tracy Islam GCEL (Georgla compensatory educational leaders) —how to use title 1,

"ESOL IDEA. How to create high quality programs aligned with GaDOE regulations.

5. CommltteeaReports
Finance: Zennie Lynch
Reviewed 2016-2017 Actual by Month as presented in board agenda packet.
Reviewed 2016-2017 Actual YTD v Budget (Fult Yr.) as presented in board packet.
Reviewed Working Capital Analysis by Month as presented in board packet.
Balance sheet presented and attached in minutes.
Changes in fund balance presented and in minutes.

6. New Business

a. Enrollment and admission process update — discussion only




February enrollment is 396
Total lottery enroliment as of today is 516

b. State Charter School Commission Compliance - discussion only
Compliance letter from State as presented in agenda materials was discussed.
Administration will respond to the letter within 30 days as required, The
response letter will include timelines and plans to remediate findings. This letter
will be shared with the board.

c. Revised budget and multi-year projections — discussion only -
Revised 2016-2017 budget was presented. This is only a__.dréft; a final version 11
budget will be presented to board in April after funding updates are received
from state. The first pass at the 17-18 projection was also reviewed. The
revenue projections are very low and a new 17-18 projection willlu"l_:')_ia;presented in

d. Amended contract with Prestige Charter Sgbl_u't:ignfs.__g_@ffé'ction
Amendment to letter of engagement with Prestige Charter Solutions was
presented and discussed. Highlights — reduce planmng year support total
amount owed from $145,000.to $90,000 as long as we agree to pay $7500 per
month for 12 months. The result will be to pay off in one year instead of five. In
addition, BIA wili only use Prestige on an-as needed basis to be billed on an
hourly basis to be pre-approved by the BIA Treasurer. BIA will pay Prestige at
their cost to continue to use Intacct:and bill.com software; however, we have
100% administrative control over these systems.

Motion to approve amended contract with Prestige as presented: Michael
Robertson
Second: Taryn Bowman
“Noes: 0
Motion passed-

e. Staffing: =~
'“’i.:f-;_."i.gl_\ﬁbtion to approve interim business manager position as a consultant for
“remainder of the 2016-2017 fiscal year: Michael Robertson
Second: Kelly Mandy
Ayes: 6
Noes: 0
Motion passed

ii. Major Donor/Grants Consultant: Discussion there should be a non-
compete clause in the contract so that the person does not leave mid-
stream. Also, we should not wait until the third month for non-




Greg Chevalier thank

1.

performance if necessary.

Motion to approve the position of Major Donor and Grants Consultant as
presented with change of minimum goal of $75,000 for six months. The
review committee will be the fundraising committee and the personnel
chair: Zennie Lynch

Second: Kelly Mandy

Ayes: 6

Noes: 0

Motion passed

Development Consultant: This position goes aftelj_-_'t_l_'ié smaller donations
at the community level including BIA 100. Kevin Miller expressed
concern regarding adding both positions at one time b'éféa_qse we now
have new video and marketing materials and he would like to see what
the committee can do. Jennifer Langley responded that this is'very
different work than the other position. Taryn Bowman requested that
the board wait until March meeting to.make a decision until the
fundraising committee has an opportunity to discuss. Zennie Lynch
added that he believes this is a nice to have for 16-17 and a necessity for
17-18. Michael Robertson said that if we need money for the short term
that this position is morelikely to raise money quickly but that heis
conflicted about how to proceed.”

Motion to defer this decision around the development consultant to the
to section nine of the agenda: Zennie.

Second: Kevin
Ayesi6 "
Noes:0 .
Motion passed.

_i‘cﬁl-board'for their work on behalf the BIA students and families.

8. Motidﬁ_:to recess tq_'irc':'lbsed session for matters of personnel and real estate negotiation.
2d: Kevin-Miller

Motion Passed -

Motion to move {o open session: Michael Robertson
Second: Kevin Miller

Ayes: 6
Noes: 0

Motion passed




S.

10.

Motion to approve the personnel actions as presented to hire one music teacher, one
special education paraprofessional and one interim business management consultant.
Michael Robertson
Second: Kelly Mandy
Ayes: 6
Noes: 0
Mation passed.

Development consultant is tabled until a future meeting.

Motion to adjourn at 9:38 pm: Michael Robertson
Seconded: Kevin Miller
Ayes: 6
Notes: 0
Motion passed




HOS Report — March 16, 2017

Instructional Program

Staff has made a recommendation for replacement for Compass, which will be brought
to Academic committee and then to the board.

Inquiry made to SCSC regarding charter amendment to reflect change from Compass to
new product.

Staff has made a recommendation for new math materials that will also be brought to
Academic Committee and board.

Obtaining pricing on instructional materials that will remain in place but require
additional licenses for additional enrollment such as Rosetta Stone, Haiku, Tynker.
Finishing up the TKES teacher evaluation process with final classroom walk throughs.

17-18 Planning

Budget planning Is ongoing. Collecting information about ongoing contract prices such
as Infinite Campus, PikMyKid, 8right Arrow {emergency communication system,
identaKid (visitor security).

Staffing plan will be presented to board tonight.

Estimates to add 2 classrooms have been received.

Will need estimates from movers to move offices and classrooms.

Additional furniture needs have been considered as a part of the budget process.
Furniture purchase should be handled by staff this year with recommendation brought
to facilities committee.

We will use Ed-Join teacher application software, which we obtained for free for one
year.

Planning underway for 17-18 teacher professional development program.

Leadership succession planning underway. Developing the leadership capacity of our
teachers and teacher leaders.

Professional Development

March 9 — final day of the year with BIE for staff. Focus was on project planning and
reflection of projects developed this year.

Georgia Charter School conference on March 14 and 15. We will submit a proposal to
present for next year.

Board development day postponed. 100% of board members need to meet the training
requirement every year.

Laurie and Tracy will present our hiring process at the National Charter School
convention in June.

Laurie invited to lobby with GeorgiaCan on charter school funding bill.

Carl Vinson Inst. Financial management on February 21-22 focused on budgeting and
financial policies attended by Laurie Kimbrel and Lori Parrish.

Tracy Islam attended GCEL (Georgia compensatory educational leaders) — how to use
title |, ESOL, IDEA. How to create high quality programs aligned with GaDOE regulations.




¢ Tracy Islam currently being trained on structured hiring process.




BIA — Facilities and Technology Report — 3/16/17
Facilities

* Need assessment of work required to finish out new classrooms including partitions and white
boards
» Additional furniture required for new 7' grade classrooms
o Recommendation is chair/desk combinations as these seem to be working well for 6™
grade today (possibly larger chairs, 20 inch)
* Continue to investigate new properties in the Brookhaven and Chamblee area
o Visited large retail warehouse facility. Blank canvas approach
o Visited school facility. Smaller, but could work

Technology

* New access points installed and seeing some improvements. Still slowness first thing in the
morning that is being monitored, may need consultant time to assess and resolve

¢ Additional student and teacher laptops required for new classrooms

* Need store of spare parts for fixing laptops
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3159 Campus Drive
Norcross, GA 30071

Board of Directors Meeting Agenda Item
___Consent
___Action
_X__Discussion
___Information
Board Meeting Date; March 16, 2017

Title of Agenda Item: Response to State Charter Schools Commission of Georgia regarding
December 2016 Compliance visit.

Submitted by: Laurie Kimbrel

Background and Summary: In December 2017 $CSC conducted an unannounced monitoring
site visit at Brookhaven Innovation Academy. The purpose of this monitoring was to broadly
review BIA's compliance with applicable state law and the financial and operational goals of the
charter contract. While the SCSC monitoring visit was positive, there were three aspects of the
school’s operations that needed further development. These aspects were outlined in a letter
from SCSC dated January 18, 2017. This letter was reviewed by the Board of Directors at their
February meeting.

This agenda item includes the response from BiA to SCSC regarding corrective action taken to
ensure compliance with SCSC expectations, the law and our charter contract.

Fiscal impact: None

Recommendation: None, discussion only.
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Laurie Kimbret, EA.D
Head of School
Ikimbret@biascheol.org

February 15, 2017

Gregg Stevens

" Deputy Director, General Counsel

State Charter Schools Commission of Georgia
14708 Twin Towers East

205 Jesse Hill Jr. Drive

Allanta, GA 30334

Dear Mr. Stevehs,

Thank you for your recent feedback regarding the ‘compliance visit at Brookhaven Innovation Academy. We very much
appreciate the time that it took for the visit as well as the constructive feedback. Both school leadership and the Board of
Directors believe that BIA has had a solid start but that ongoing improverment is an essential component to cur continued
sucCess. : :

We have taken the findings listed in the letter from SCSC very seriously and have begun work to correct the deficiencies
as detailed in the plan outlined below. ' .

1. Information provided by BIA indicates that it does not provide parents legal notices required by federal
law. BIA used the National School Boards Association/Council of School Attorneys Policies Regquired by Federal
L_aw chart to remediate this finding. Please see attached chart for complete details. In summary, all legally
required notices have now been posted on the BIA website on newly created pages titled, “parent notices” and
“staff notices”. Also, the following policies are needed and will be reviewed and adopted during the March and
April BIA Board of Directors meetings:

a. Grievance Policy

b. Internet Safety Policy

c. HIPPAPolicy

d.' Title | Policies — Parent l.nvolvement and Comparable Services

&. Parental Access to instructional Materials

2. BIA’s Fiscal Policy is not consistent with the requirements of the Georgia Depariment of Education’s '
Financial Management for Georgia Local Units of Administration Manual (LUA Manual). In consultation
with our attorney, we have been advised that this requirement can be met by creating a Brookhaven Innovation
Academy Financial Policies and Procedures manual. A draft manual has been created and is currently being
reviewed by the Head of School and our Business Manager that began work at BIA on February 1, 2017. The
table of contents of the manual is attached so that you can be assured that we are creating a comprehensive
manual that addresses internal controls and segregation of duties, utilization of school resources including
competitive procurement and purchasing and procedures for the receipt and management of school resources
such as bookkeeping, cash and check receipt and disbursement, We anticipate that the Financial Policy and

3159 Campus Drive Norcross, GA 30071 (770) 538-1550




Procedure Manual will be approved at the April 13, 2017 Board of Directors Meetihg. A copy will
be posted on the BIA website immediately after approval. .

Evidence provided by BIA during the on-site visit by SCSC staff revealed that the school
was not following its fiscal policy. As of February 1, 2017, Brookhaven Innovation Academy is
working under a significantly amended contract with Prestige Charter School Solutions that takes
them out of alt day to day management including financial procedures. As previously mentioned,
BIA has hired a Business Manager who will work directly with the Head of School to create and

..implement appropriate tinance procedures, We have_é already set up a system for the creation of

purchase orders that each include a budget account number so that we can encumber and track
expenses. Purchase orders are created in the school, approved by the Head of School and then
sent to the Business Manager for accounting purposes. This process will be commemorated in
the Brookhaven innovation Academy Financial Policies and Procedures Manual,

In addition to the findings that require corrective action, we have also seriously considered the
recommendations cited by SCSC to improve programs and mitigate future risk.

1.

Increase school oversight of service providers as well as access to records and
information in the custody of school service providers. As previously mentioned, Prestige
Charter Solutions now has a very limited contract with BiA. They will be used for consultation
only and their services must be arranged in advance. All day to day functions of school
management including finance are now handled by school staff. This has already made a big’
difference in the efficiency of our practices. As the Head of School, it is reassuring to have
accesstoa Business Manager who is qualified and able to answer questions.

Engage the Georgia Department of Education to conduct a School Safety Assessment.
This assessment has been scheduled for March 10, 2017. In addition, we have made a number
of changes in practice based on results of an inspection from the Gwinnett County Fire
Department that occurred after our SCSC compliance visit. Finally, doors 10 electric closets have
been re-keyed so that they can be locked at all times and signs have been added to external
doors to remind staff and students that they must remain locked. ‘

. Align governing board capacity and practice to SCSC expectations. The importance of

SCSC training has been discussed at a meeting of the BIA Board of Directars. The board agreed
that they will attend this training as a team during the 2017-2018 school year. -

Again, thank you so much for the feedback and the ongoing support. We appreciate our good
relationship with your staff and your willingness 1o assist us with our questions and concerns. We tock
forward to a long and productive relationship.

Si

erely,

¢

L

Laurie Kimbrel, EA.D




Polsmes Required by Federal Law
Brookhaven Innovation Academy Status as of February 2017

Act (HIPPA)

Statute Regulation Status

Age Grievance Notice of non-discrimination published on website

Discrimination procedures Grievance policy to be developed and approved by

"Act board in March or April 2017.

Ashestos Hazard | Asbestos Asbestos management plan in binder in admlnlstratwe

Emergency management office. Notice published on website.

Response Act plan - .

Americans with * | Designation of | Notice of non-discrimination published on website.

Disability Act coordinator,

grievance
procedures

Healthy Hunger BIA does not participate in federal food program;

Free Kids Act of however, we recognize the value of a weliness policy

2010/Chiid and one will be developed prior to the 17-18 school

Nutrition Act year.

Children’s internet Safety | internet safety policy to be developed and approved

Internet Policy by board in March or April 2017.

Protection Act ‘

Copyright-Act Circular 21, Reproduction of Copyrighted Works by
Educators and Librarians dlstnbuted to staff and
posted in copy room.

Drug Free Drug free Drug free workplace statement is included in BIA

‘Workplace Act workplace Employee Handbook that is distributed to all staff

statement members who sign a statement of receipt and
understanding. Notice posted on BIA website,

Fair Labor - Minimum Wage | FLSA poster on display in mai! room.

Standards Employer ' '

notice

Family and. Employer FMLA poster on display in mail room.

Medical Leave notice

Act " | requirements

Health Insurance | Policies and Policy to be developed and approved by board in

Portability and procedures and | March or April 2017. ‘

Accountability documentation

Public Health
Service Act (as
amended in the

requirements

Notices of adverse benefit determination, notice of
final inte_rnal adverse benefit determination and
notice of final external review decision have been sent

Affordable Care to staff via e-mail. Hard copies available in office.

Act) : ' _

Individuals with | Procedural Procedural safeguards are given to parents at all 1EP

Disabilities safeguards meetings {including annual reviews), MDC meetings,
] notice changes of placement and upon parent request. ifa




Policies Required by Federal Law
Brookhaven Innovation Academv Status as of February 2017

Assistance Act

Education Act parent were to file for due process, the notice would
(IDEA) ] also be sent.

McKinney Vento Policy adopted by board and is posted on website.
Homeless

Unsafe School

BIA is a one school LEA so no transfer options are

Option of ESSA available.
(formerly NCLB) : _
Parental Schoolwide Policy to be developed and will be approved by board
Involvement in | program in March or April 2017.
Title | Program components
Comparable Policy to be developed and will be approved by board
Servicesin Title | in March or April 2017.
Programs —
Equivalence in
Instructional
Staff and
‘Materials
Moving Ahead Employer policy | BIA does not have a transportation program ot bus
for Progress in on misuse of drivers and so testing of bus drivers is not applicable.
the 21 Century | alcohol and : ' ' :
Act (MAP-21} controlled
substances

Protection of

Parental access

Policy to be developed and will be approved by board

AEmponment and
Reemployment
Act of 1994 -

Reguirements

Pupil Rights to instructional | in March or April 2017. Notice has been published on

Amendment material website.

(PPRA) :

Section 504 of Grievance Grievance policy to be developed and will be approved
! the procedures by board in March or April 2017. Notice has been

Rehabilitation posted on the website. )

Act

Safe and Drug Schoo! dlsc;phne policy has been adopted and is

Free Schools & posted on website and is published in parent/student

Communities Act handbook.

Title IX of the Grievance Grievance policy to be developed and will be approved

Education procedures by board in March or April 2017. Notice has been

Amendments of posted on the website.

1972

Uniformed Employer USERRA Poster on display in mail room.

Services and Notice




Policies Required by Federal Law
Brookhaven Innovation Academy Status as of February 2017
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FINANCIAL POLICIES &
PROCEDURES

B-rookhaven' Innovation
Academy

DRAFT
 (February 2017)
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3159 Campus Drive
Norcross, GA 30071

Board of Directors Meeting Agenda item

__ Consent
___Action
_X__Discussion
___Information

Board Meeting Date: March 16,2017

Titie of Agenda item: Lottery/Admissions Update

Submitted by: Laurie Kimbrel

Background and Summary:

Lottery was run on March 8, 2017 at 5:00 pm

Return rate of existing students —97% {3 moving out of area, 3 did not fill out intent to re-enroll
form)

Total openings by grade level:

Kindergarten - 60

First Grade - 0 {currently overenrolled by 9)
Second Grade - 0 {currently overenrolled by 2)
Third Grade - 4

Fourth Grade - 2

Fifth Grade - 3

Sixth Grade - 22

Seventh Grade — 16

Totals in lottery:




Kindergarten - 223
First Grade - 66
Second Grade - 78
Third Grade - 68
Fourth Grade - 80
Fifth Grade - 70
Sixth Grade - 111
Seventh Grade - 54

Fiscal Impact: full enroliment will result in fuil funding for BIA. Per our charter contract, we will
be funded for 60 additional students in 7" grade beginning in July 2017,

Recommendation: None, discussion only.
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3159 Campus Drive
Norcross, GA 30071

Board of Directors Meeting Agenda item

__ Consent
___Action
_X__Discussion
___Information

Board Meeting Date: March 16, 2017

Title of Agenda Item: Budget Calendar

Submitted by: Lori Parrish

Background and Summary:

In order to plan ahead, a budget calendar has been created so that the board and staff are clear
on what will happen and when as we amend the 2016- 2017 amended budget and 2017-2018

adopted budget.

Fiscal Impact: None

Recommendation: None, discussion only.




BROOKHAVEN INNOVATION ACADEMY
BUDGET CALENDAR
2016-2017 AMEMDED BUDGET
2017-18 ADOPTED BUDGET

March 16, 2017
Board to review and approve 2017-18 Staffing Plan

April 13, 2017
Board to review revised 2016-17 Budget and Multi Year Projection 2017-18, 2018-19 and 2019-20

May 4, 2017
Board to review 2016-17 Amended Budget and conduct a public hearing

Board to review 2017-18 Tentative Budget and conduct a public hearing

June 1, 2017
Board to approve 2016-17 Amended Budget and conduct public hearing
Board to approve 2017-18 Adopted Budget and conduct pubiic heating

August 3, 2017

Board to review and approve DE46 (2016-17 Unaudited Actual Financial Report) due September 30,
2017

September 2017

Board to review and approve 2016-17 Annual Audit due November 1, 2017 (couid move to October if
necessary)

October 2017

Board to review and approve Charter School Annual Report due November 1, 2017

November 2017

Board fo review any changes in funding as provided by Georgia Department of Education and SCSC

December 2017

Board to review and approve 2017-18 Amended Budget and conduct public hearing
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3159 Campus Drive
Norcross, GA 30071

Board of Directors Meeting Agenda ltem
___ Consent
_X__Action
___Discussion
___Information
Board Meeting Date: March 16, 2017
Title of Agenda ltem: Staffing Plan
Submitted by: Laurie Kimbrel
Background and Summary: The purpose of the staffing plan is to bring recommended staffing
increases to the Board of Directors with rationale for the change and financial impact, The
staffing plan is brought to the board one time per year and unless there is an unforeseen
emergency, no additional requests will be made for increased staff. personnel costs make up
the majority of school budgets’ therefore, careful planning and position control must be
maintained.
The staffing plan was reviewed by the Personnel Committee and the Finance Committee.

Fiscal Impact: See attachment

Recommendation: Approval of the 2017-2018 staffing plan to accommodate student growth.
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March 2017
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Overview of Increases

Administrative Staff 0.5
Regular Ed Teaching 5.0
Sp. Ed & ESOL Teaching 0.0
Specials Teaching ‘ 0.0
Support Staff 5

Total 8.0



Staffing Plan Purpose and Goals

Purpose: ’

The purpose of the staffing plan is to bring recommended staffing
increases to the Board of Directors with rationale for the change and
financial impact. The staffing plan is brought to the board one time
per year and unless there is an unforeseen emergency, no additional
requests will be made for increased staff. Personnel costs make up
the majority of school budgets; therefore, careful planning and
position control must be maintained.

Goals of the 2017-2018 Staffing Plan:
'« Ensure K-7 class sizes of 20:1

« Ensure adequate and appropriate staff to deliver core
instructional program in a manner that meets the requirement of
the charter: '

o Blended learning
o Project based learning
o Coding

o Ensure special oducation and ESOL students are served
according to state and federal law

« Meet expectations of community to the extent possible within
the budget

Ensure compliance with budget constraints




Section 1
Administrative Staff

Recommendation: .5 Business Manager

Rationale:

Business Manager will work with the Head of School and finance
committes to ensure financial oversight and effective short and long
term financial planning. Duties include:

Development of budget calendar and process

Develop budget and muiti-year projections

Create fiscal policy and procedures compliant with GaDOE
requirements including proper internal controls, procedures for
purchasing, as well as bookkeeping, cash receipts and
disbursements

Payroll administration

Donation tracking and accounting

Accounts payable oversight

Cash flow management

Asset tracking and management

Qversight of claims {(workers’ compensation, claims filed
against school)

Oversight of purchasing program and development of RFPs




Section 2
Teaching Staff — Regular Education

Recommendation: Increase teaching staff by 5 full time positions.

increase teaching staff by 4 full time positions to accommodate
student enrollment growth and addition of middle school.
1.0 Fifth grade teacher
o 1.0 Sixth grade math teacher
« 1.0 middle school math teacher with ability to teach algebra and
geometry
« 1.0 middle school science teacher

Add 1 full time instructional technology coordinator to assist teachers
and students with the effective implementation of educational
technology to deepen and enhance learning. (Job Description in
Appendix)

Add $10,000 to budget for stipends for teacher sponsored clubs and
activities. ,

Rationale:

« Allows addition of the 5th and 6" grade classes that were
collapsed for 2016-2017

. Allows creation of a middle school environment for 6" — gh
grades

o Maintains class sizes of 20

« Teachers with specialization in middie school grades allows for
student exposure to multiple teachers and instruction from
content specialists :

« Increases efficiency of technology use to deepen learning and
mote effectively use software systems currently in place




Section 3
Teaching Staff — ESOL and Special Education

Note: Number of teachers needed in these two categories will
fluctuate with the numbers of students enrolled with identified needs.
It is also important to leave room for growth in these populations as
students with needs are identified throughout the year. Federal
special education laws mandate that we engage in “child find”
activities to ensure that we have identified special education students
who have previously not been labeled as such.

Recommendation:
No Increase unless number of students in these programs change
drastically with new enroliments.

Section 4
Teaching Staff — Specials (PE and Music)

Recommendation:
No Increase




Section 5
Support Staff

Recommendation:
Restructure office (clerical positions) from full time Office Manager
and part time office assistant to:

o Reaceptionist — full time, 190 days

¢ Business Clerk — full time, 225 days

Rationale:

Current structure (positions and pay) was recommended by an
outside consultant and does not support the work that must be
completed to run a school. In addition, having both clerks work in the
front office where parents, students and staff come and go all day
long does not support effective practices or accuracy.

Receptionist: The job of Receptionist/Secretary is established for the
purpose of greeting and directing visitors, responding to inquiries '
from staff, the public, parents, students, etc. by providing requested
information and/or referral to other parties; and, when time permits,
providing general clerical support. Draft job description attached.
This person sits at the front desk.

Business Clerk: Assist Business Manager and Head of School with
aspects of accounts payable and accounts receivable in order to
maintain the financial records of the school in appropriate, balanced
condition and to ensure the business office functions on an efficient
and effective basis. Draft job description attached.




Brookhaven Innovation Academy
instructional Technology Coordinator
Job Description

Purpose; ' .

The Instructional Technology Coordinator provides leadership, training and suppott to teachers
in the integration of technology devices and software with the purpose of enhancmg and
deepening student learning. The coordinator uses a coaching model in wor{_gmg with staff and
at times will team teach and provide model lessons in order to promotethe effective
integration of technology. The coordinator will also evaluate and pro\ ide’recommendations
regarding software and hardware applications and wili assist the leadership with
professional development and parent education. The instructional Technology ordinator will

coach and mentor in the area of information literacy as wo d'be typical of a medlagspecuallst

Essentlal Tasks:
e Provide assistance, support and coaching to teachers

der to promote and facilitate
the use of techno[ogy and information hteracy i instructiof

s with classroom teachers to effectively

\A“‘ $

m instructional integration actlvities.
ert In the field of instructional technology, information

Getional technolggy program.
reguested by leadership team and provide feedback on appropriate

Evaluate instructional software, equipment, and services for possible purchase.

¢ Conduct research into new techniques aimed at improving learning through technology
Integration.

s Assist Head of School with community engagement using technology.

¢ Assist Head of School with parent information meetings and parent education in the
evenings.

¢ Other duties as assigned.




Knowledge, Skilis and Abllities:

Substantial knowledge of hardware and instructional software, BIA instructional
methods and strategies including Project Based Learning, blended learning, and coding.
Ability to establish and maintain effective working relationships with colleagues and
parents,

Abllity to prepare reports and communicate effectively both orally and in writing.

Education and Experience:

Minimum three years of successful teaching experlence.
GA teaching and/or leadership certificate.




Brookhaven Innovation Academy
Business Clerk
Job Description

Purpose: Maintain the financlal records of the school in appropriate, balanced condition,
process purchase orders on a timely basis, keeping the business office functions
operating on an efflcient and effective basis.

Essential Tasks:

s Accounts payable
o enter invoices into bill.com
o reconcile vendor statements
o maintains purchase order spreadsheet ensuyring that expe

exceed purchase order amount

o prepare monthly cash disbursement rep

» Accounts Recelvable
o Prepare invoices
o Reconcile cash receipts
o Prepare monthly cash dishurse
O

E‘trgs do not

ursement report
Collects funds from all studept everits
purchases, etc.) for the purpg

ned NSF checks within the district,

. completion of transactions,
¢ Issue letters and do foll
0 Shapter | & II, IDEA, Carl Perkins, etc.

+ Assistin filing claimgfor'gra
*» Assist the Businegs:Manager in the compilation of data and submission of
reports to the Gab! ;L:other agencies to which reports shall be

submitted.

* Assist the Business Manager to provide the Board and Administration with
monthlyfiscal’
Recgptionist d

» Main dards of confidentiality, attendance, and flexibllity, while
wWor ly with Supervisors and other employees,

- Qualifications: “Assogigte’s Degree preferred. Knowledge of bookkeeping/office
procedures including; but not limited to, bank account reconciliation, journal entries,
ordler processing, invoicing, and recelpts. Experience with computerized bookkeeping
system helpful. Other qualifications as may be determined by the Business Manager.

225 day work year
Reports to Head of School




Brookhaven Innovation Academy
Receptionist/Secretary
Job Description

Purpose: The job of Recaptionist/Secretary Is established for the purpose of gresting
and directing visitors, responding fo inquiries from staff, the public, parents, students,
etc. by providing requested information and/or referral to other parties; and, when time
permits, providing general clerical support.

Essential Tasks:

Answers telephone for the purpose of screening calls, transferri
responding to inquiries and/or taking messages. -
Distributes items within the school (overnight mail/packages, mes

‘‘‘‘‘

] calls,

L,

gos,
application packets, etc.) for the purpose of ens ipt to addressee and/or
providing materialfs. : -
Greets individuals entering the building (visitors;:parents, students, vendors, etc.)
for the purpose of responding to inquiries; and/or-directing individuals to
appropriate location in accordance with establishe jlggjng security procedures.
Maintains ns building information (schédules, staff dirsttories, emergency
contacts, etc.} for the purpose of proyiding reféi

roviding ¥ ce information.

Maintains reception area materials for, the purpose’of providing information to
visitors, A ]

Performs general secrefarial.and cler
faxing, data entry, filin
Maintains studentiecords
Provides items asheeded
etc.) :
Maintains, and distributes mail for school

al functions (e.g. scheduling, copying,
for the purpose of supporting office operations.
dent Information System and files.

denthealth and injuries (band aids, ice packs,

Operq?t_gg’fbostag; Jmachine;and orders postage when needed
ASSfStS personnel:with the mailing and distribution of varlous documents and

Qualificatlons: Associate’s Degree preferred, Graduation from high school and any
equivalent combination of training and experience which provides the required
knowledge, skills and abilities.

190 day work year
Reports to Head of School




BIA STAFFING PLAN

2017-18v3
Teachers _ 400 | $ 46,000|8
Instructional Tech Coord 1.00 52,000
Student Activities Stipends 10,000
Support Staff
Office Manager {1.00) [$ (28,000)
Office Assistant {050) |S  (28,000)
Receptionist $15/hour 190 Days 1.00 22,800
Business Office Clerk  |$20/hour 225 Days 1.00 36,000
Business Mgr |$50/hour 1040 Hours I 52,000 |
Teachers $ 319,719
Support Staff 37,158
Administrative 61,747
Total Additional Staff S 418,624

T —————

s

TRS

184,000 $
52,000
10,000

(28,000)
{14,000)
22,800
36,000

52,000
314,300 $

16.80%

30,912
8,736
1,680

(4,704)
{2,352)
3,830
m.-Oh.W

8,736
52,886

145% $ 257.00 $ 5508

MEDICARE

$ 2668
754
145

{406)
{203)
331
522

754
S 4,565

Health TOTAL

GAUNEMPL Benefits BENEFITS TOTAL COST

$

$

1,028
257

255
256
257

257
2,310

$ 22031 $ 55639 $ 240630

5,508 15,255 67,255
1,825 11,825
5,508 653 (27,347)
- (2,299) (16,299)
5,508 9,926 32,726
5,508 12,078 48,078
- 9,747 61,747

$ 44063 $ 103,824 $ 418624
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Board of Directors Meeting Agenda Item

___Consent
__Action
_X__ Discussion
___Information

Board Meeting Date: March 16, 2017

Title of Agenda ltem: Hiring Process

Submitted by: Laurie Kimbrel

Background and Summary:

The hiring process for 2017-2018 is attached. BIA will continue to use a research based process
to identify teachers with the highest predictability of success. Our process relies on a
structured interview system. The qualities of effective teachers on which our hiring process is
based is also attached.

- Employment interviews can be either structured or unstructured. Generally speaking,
structured interviews ensure candidates have equal opportunities to provide information and
are assessed accurately and consistently.

Structured interview _

« All candidates are asked the same guestions in the same order.
s All candidates are evaluated using a common rating scale.

e interviewers are in agreement on acceptable answers.
Unstructured Interview

o Candidates may be asked different questions.

e A standardized rating scale is not required.

« Interviewers do not need to agree on acceptable answers.




At first glance, the unstructured interview appears attractive due to its loose
framework, discretionary content, and conversational flow. Yet, these same features make this
type of interview very subjective, which reduces its accuracy and invites legal challenges.

Research consistently indicates unstructured interviews have little value in predicting job
performance.

Unstructured interviews typically demonstrate:

e Low levels of reliability (rating consistency among interviewers).

* Low to moderate levels of validity {the extent to which the assessment method measures
what it is intended to measure, e.g., job performance).

Recommendation: None, discussion only.




Brookhaven Innovation Academy
Hiring Process
2017-2018

1. New positions will be established via the Staffing Plan, which will be reviewed by the
Personnel Committee and approved by the board in March.

2. Vacancies created by non-renewals will be finalized by March 31.

3. Head of School will post positions as “anticipated” until staffing plan is approved and
new-renewal teachers have been notified.

4. Positions will be posted on the BIA website, GA Charter School Association website,
GaDOE website and university job boards.

5. Staff will attend the Georgia Charter School Association job fair on February 25. Other
job fairs will be researched and considered.

6. Candidates will apply via the Ed-Join application system. All applicants must take the
sketch screener in order to be considered for an interview. Applications are not
complete unless candidates include three letters of recommendation, transcripts and a
copy of a valid teaching certificate.

7. Paper screen will be completed by Head of School and Assistant Principal. Only
complete applications will be considered.

8. Head of School and Assistant Principal will schedule and conduct first round interviews.
A research based, structured interview will be used in order to determine which
teachers have values and behaviors that match “Attributes of Highly Effective Teachers”
(attached). All first interviews are conducted via telephone to control for hias.
Significant training is required to conduct and score these interviews.

9. Head of School and Assistant Principal will select candidates to proceed to second
interviews,

10. Second interviews will be in person at the school and conducted by an interview panel
of staff facilitated by the Head of School. Second interview determines fit with school.

11. Interview panel will provide feedback to the Head of School in terms of strengths,
weaknesses and wonders. Head of School makes ultimate determination of which
candidate is the best fit.

12. Head of School makes offers to candidates using contract created by attorney.

13. Fingerprint background checks will be conducted. Head of School will contact
references and verify past employment.

14. Head of School will provide resume to personnel committee to review prior to board
approval.

15. Board discusses candidates in closed session and approves personnel slate in open
session.

16. Employment paperwork gathered and checked by Head of School using new hire
checklist (attached).

Revised February 2017




TargetSuccess.
"4 ATTRIBUTES OF A SUCCESSFUL STUDENT CENTERED TEACHER

WHAT IS THE FOCUS OF THIS TEACHER?

Successful teachers are drawn to teaching primarily by the excitement and satisfaction of s'eeing students learn and are
intensely focused on maximizing the growth and achievement of each student. They have a compelling vision that
includes learning for all students. They are optimistic, even in the face of challenges, about what students can become
and achieve. They see themselves unequivocally accountable for the growth and achievement of their students and they
continuously monitor the progress of each student.

Growth and Learning:

The successful teacher is strongly committed to having all students learn appropriate grade level skills and progress in
cognitive and affective development,

Optimizing:

The successful teacher believes that all students regardiess of their life situation will learn. This teacher views obstacles
in student learning as surmountable and has effective strategies to facilitate learning for all students.

Accountabtlity:

The successful teacher has extremely high expectations for each student and s accountable for measureable student
learning and development and has on-going ways to monitor student progress toward specific learning goals. This
teacher takes whatever time is necessary to assist students in their learning,

Intensity: (On Sketch Only)

The successful teacher demonstrates a passion for teaching. These teachers approach their work with high energy and
may spend many hours in preparation. They are continuously striving to improve.

HOW DOES THIS TEACHER AFFILIATE WITH OTHERS?

Successful teachers build positive, caring relationships with students and other stakeholders within the learning
community. They demonstrate caring and empathy. These teachers communicate openly and seek input that might
improve what they can do for students. They listen to others and are especially open to what students have to say.

Openness:

The successful teacher communicates openly and clearly while listening to and seeking input from others, especially
students. This teacher is able to examine his/her own behavior and will work with others toward mutual resolution of
problems and disagreements.

Relationships:

The successful teacher endeavors to build positive, caring relationships with students and others. This teacher makes
personal connections with students and demonstrates interest in each student. This teacher understands that students
learn best in a caring environment.,

Empathy:

The successful teacher seeks to understand how students are feeling and demonstrates empathy and concern for the
students’ emotional and physical well being. This teacher seeks to understand the perspectives of others.




HOW DOES THIS TEACHER CREATE AND MAINTAIN AN ENVIRONMENT FOR LEARNING?

Successful teachers get students motivated to learn by using intrinsic strategies that help students develop a positive self-
concept through self-affirming. They are flexible, able to change course if it will enhance learning, and can see multiple
options to solving problems. They effectively design, organize and manage the classroom while maintaining an
expectant and positive climate for learning and growth.

Motivation: .

The successful teacher views motivation of students as critical to success and uses intrinsic and seif-affirming strategies
to get students excited about learning. This teacher understands the importance of a positive-self concept for children
and that children learn best when the learning is active and connected to their interests.

Flexibility:

The successful teacher is able to consider multiple aspects and options of an issue and can make critical adjustments to
meet the unigue needs of students,

Classroom Management:

The successful teacher establishes norms and procedures that set a positive tone and climate for learning and teaches
students self-discipline. The classroom of this teacher is active and focused on learning.

Designing and Planning:

The successful teacher is personally well organized, understands the components of an effective lesson and organizes
the environment to maximize learning.

HOW DOES THIS TEACHER EXTEND LEARNING?

Successful teachers work positively with parents as partners in the child’s learning and growth. These teachers are
constantly self-initiating ways to personally grow as a teacher and apply what they learn about effective teaching in the
classroom. They help students apply learning in and outside the classroom and actively discover how what they are
learning is relevant to their lives. These teachers are comfortable with diversity and help students learn to work
cooperatively within a multicultural society.

Professionalism:
The successful teacher works cooperatively with staff and parents and views them as partners. This teacher self-initiates
ways to continuously iearn and grow as a teacher.
Application:
The successful teacher has specific ways to actively engage students in connecting what they are learning in the
classroom to real life situations.
Diversity:
The successful teacher gets students engaged in understanding and experiencing facets of our muiticultural society.

@rge!&“umess
©TargetSuccess, Inc. all rights reserved 2011 Revised 9-16-2013




Brookhaven Innovation Academy
Personnel File/New Hire Check List

Name of Employee

Position

Starf Date

Date of Board Approval

____Appiication

____ Resume

____letters of Recommendation

__ Prior Employer Verification

__ 3 Reference Checks

____College Transcripts

__ Fingerprint Background Check

__ GA Certificate — MUST have minimum of a clearance certificate

BIA Employment Agreement signed

____Paycor Enrollment Information

___Employee Acknowledgement of Understanding and Receipt
____Insurance Enroliment Forms

____E-verify compliance

_____Georgia New Hire Reporting Form

__ Emergency Contact Form

Mandated Reporter Training
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3159 Campus Drive
Norcross, GA 30071

Board of Directors Meeting Agenda ltem
___Consent
_X__Action
___Discussion
___Information
Board Meeting Date: March 16, 2017
Title of Agenda Item: Financial Policies and Procedures
Submitted by: Laurie Kimbrel
Background and Summary:
It was noted in our SCSC compliance visit that BIA needs to adopt GaDOE compliant financial
policies and procedures. The following policies and procedures have been reviewed our
attorney as well as the Finance Committee. Adoption of this comprehensive set of policies and
procedures will bring us into required compliance.
Policies
Principles adopted by the board to chart a course of action. They tell what is wanted and may
include why and how much. They are broad enough to indicate a line of action to be taken by
the administration in meeting a number of day-after-day problems; they are to be narrow
enough to give the administration clear guidance.
Procedures

Detailed directions usually developed by the administration to put policy into practice. They tell
how, by whom, where, and when things are to be done.




By definition, policies are actions of the board, while procedures are actions of the
administration, undertaken to implement actions of the board. A policy may provide sufficient
direction by itself, and, as a consequence, it may not be accompanied by regulation.
Procedures, however, do not exist in the absence of policies. Therefore, every regulation is
written to implement a policy adopted by the board.

Recommendation: Approve BIA financial policies and procedures as required by SCSC and
GaDOE.




Brookhaven Innovat_ion Academy
Policy - Budget

Budget Process

The budget process provides the primary mechanism by which key decisions are made
regarding the levels and types of services to be provided given the anticipated level of available
resources.

Brookhaven Innovation Academy will follow a budget process that is consistent with the
requirements of federal and state statutes, and State Board of Education Rules and Regulations.

Balanced Budget

Brookhaven Innovation Academy will adopt a balanced budget for each and every budgeted
fund. Total anticipated revenues plus that portion of the fund balance that is designated as a
budget funding source shall equal total estimated expenditures for each fund.

Budgetary Basis

All budgets will be adopted on a basis of accounting consistent with generally accepted
accounting principles except for encumbrances or where prohibited by Georgia law. Revenues
are budgeted when they become measurable and available and expenditures are budgeted
when they become measurable and a liability has been incurred which will be liquidated with
current resources. All outstanding encumbrances are charged to the hudget appropriation in
the year initially encumbered.

Level of Budget Adoption

The budget shall be adopted at the legal level of budgetary control which is the fund level {i.e.
expenditures may not exceed the total appropriation for any department within a fund without
the board’s approval).

Expenditures

Current expenditures shall be financed with current revenues which shall include that portion
of fund balance available for expenditure. Brookhaven Innovation Academy shall avoid
budgetary procedures that balance current expenditures through the incurrence of debt, or
which finance on going expenditures with one time revenues.

Brookhaven Innovation Academy will budget expenditures at a level sufficient to maintain
operations of the school.

All expenditures of school funds, including cash expenditures, shall be documented and
accounted for by daily receipts.

Brookhaven Innovation Academy will budget for the timely renewal and replacement of capital
assets.




Budget Objective by Type of Fund
The following budget objectives are established for the different types of funds utilized by
Brookhaven Innovation Academy:

e General Fund {100): The budget for the General Fund shall provide for the general
operations of the school funded by intergovernmental revenue and user charges for
services and maintain fund balance necessary for financial health and stability.

e Debt Service Fund (200}: the budget for the Debt Service Fund shall provide for the
accumulation of resources for, and the payment of, general long-term debt principal,
interest and paying agents fees.

+ Capital Projects Fund (300): The budget for the Capital Projects Fund shall provide for
financial resources to be used for the acquisition or construction of major capital
facilities {other than those of proprietary funds and fiduciary funds).

Budget Preparation

For each department, budgets shall be prepared for current service level. A current services
budget is defined as that level of funding which is necessary to provide the same level of service
for the upcoming year that is currently being provided. An expanded services budget includes
funding request associated with new service and/or additional personnel.

Budgetary Control/Reports

A system of budgetary controls shall be maintained to assure adherence to the budget. Timely
monthly financial reports shall be prepared comparing actual revenues, expenditures and
encumbrances with budgeted amounts.

Budget Amendment Process
The Board shall authorize funding sources increases or decreases as well as associated changes
in the expenditure budget at the legal level of authority.

Authorization of Budget Adjustments

The budget is a dynamic rather than static revenue and spending plan which requires
adjustment from time to time as circumstances change. Approval of the Board is required for
increases in total department or fund budgets, increase or decreases in the personal services
budget total of a department or fund, increases in the level of authorized positions, of changes
to capital outlay.

Budget Lapses at Year End

Unencumbered appropriations, appropriations for which no expenditures or encumbrances
have been charged, lapse at year end. However, the appropriation authority for encumbrances
carries forward to the next year. '




Utilization of Prior Year’s Fund Balance in Budget
Unrestricted fund balance may be used as a funding (revenue) source for that fund’s budget.
The amount of unrestricted fund balance shall be estimated very conservatively.

Contingency Budget

Brookhaven Innovation Academy shall inciude a contingency amount in the General Fund
budget for emergency type expenditures which cannot be foreseen when the budget is
adopted. The goal of the contingency shall be 5% of the total General Fund budget, and this
shall be subject to annual appropriation.

Maintenance and Replacement of Capital Equipment
Priority shall be given in budget preparation and enactment for adequate maintenance of
capital equipment and facilities, and for their orderly replacement.

Federal and State Grants

The Board shall approve ali grants and grant applications through board action. Ali Federaiand
State grants shall be subject to the school’s accounting and budgetary policies. All key financial
provisions, including required locai match, shall be included in the board actions. Accounting
and budgeting information shall be inclusive of the Federal/State participation as well as local
participation. Provisions shall be made in the school’s annual budget for anticipated grants.




Brookhaven Innovation Academy

Policy — Accounting and Financial Reporting

Audit and Annual Report Preparation

in accordance with 0.C.G.A. 20-2-2065 (b)(7), Brookhaven Innovation Academy will have
an annual financial audit conducted each fiscal year by an independent Georgia licensed
certified public accountant. This audit will be filed with SCSC in a timely fashion.

Brookhaven Innovation Academy will prepare an annual financial statement for each
individual fund (itemized by source of revenue), the total disbursements of the fund
(itemized by the nature of the expenditure), and the balance in the fund at the close of the
fiscal year.

Reporting and Recordkeeping :
Brookhaven Innovation Academy will develop an ohgoing system of financial reporting to
meet the needs of the board, school leaders, and contributing ltocal governments. The
reporting systems will promote budgetary control and comparative analysis.

Brookhaven Innovation Academy will use the uniform chart of accounts administered by
Georgia Department of Education.

Brookhaven Innovation Academy will establish and maintain a high degree of accounting
practice. Accounting systems will conform to Generaily Accepted Accounting Principles
(GAAP).

Brookhaven Innovation Academy will maintain accurate records of all capital assets to
ensure a high degree of stewardship of public property.




Brookhaven Innovation Academy

Policy — Revenue

Revenue Estimation
Brookhaven Innovation Academy will estimate its revenues by an objective analytical
process in a prudent manner. Revenues will always be estimated conservatively,

Brookhaven Innovation Academy will work closely with the Georgia Department of
Education and SCSC to estimate state and/or local formula funds expected during the fiscal
year. These estimates will include where applicable, funds for Quality Basic Education
(QBE), nutrition, school nurses, transportation and any other state funds.

Additional Revenue
Brookhaven Innovation Academy will seek public and private grants, contracts and other
outside sources of revenues for funding projects where appropriate.

User Fees
Brookhaven Innovation will establish the levels of ail user charges based on an analysis of
the cost of providing the services. User charges will be evaluated annually.

Contingency Funds
Brookhaven Innovation Academy will establish an annual contingency fund to make up any
potential revenue shortfalis throughout the year.




Brookhaven Innovation Academy

Policy — Capital Assets

Recording and Useful Lives

Brookhaven Innovation Academy will record capital assets for those expenditures exceeding
$1,000 with a useful life of at least two years. The useful lives of capital assets will be as
follows:

Computers: 3 years

Vehicles: 7 years

Buildings: 30 years

Office Equipment and Furniture: 10 years

. & & &

The annual financial audit required by 0.C.G.A 20-2-2065 (b)(7), shali include an exhibit in
the audit report identifying all capital assets and the ownership interest of local, state, and
federal parties,

Depreciation
For purposes of audited financial statements, depreciation will be calculated annuaily using
the straight line method.

Inventory
At least bi-annually, a physical inventory wiil be taken of ali capital assets.

Disposal
Board approval must be obtained before disposal of capital assets.




Brookhaven Innovation Academy

Policy - Purchasing

Rules and Reguiations

Brookhaven Innovation Academy will estabiish procedures to provide for an efficient and fiscally
responsible system for the purchase of materials and services necessary for the effective operations of
the school.

The purchasing department will maintain purchasing rutes regulations for internal use and will maintain
and distribute to all eligible vendors purchasing rules and regulations written specifically for these
vendors.

Competitive Bidding
Competitive bidding thresholds will be as follows:

a) Category purchases over $10,000. For purchases in excess of $10,000 but not exceeding
$25,000 no less than three vendors shall be solicited to submit price quotations, which may be
obtained orally, by telephone, or in writing. Awards shall be made to the supplier whose bid or

offer is responsive to the solicitation and is most advantageous to BIA, when price, quality
and other factors are considered.

b) If factors other than price are used (for example, technical qualifications), they shali be disclosed
to all potential vendors. The names, addresses, and/or telephone numbers of the vendors
and persons contacted, and the date and amount of each quotation shail be recorded and
maintained as a public record. -

¢) Purchases, Contracis_or Leases over $25,000. For purchases in excess of $25,000, the Head of
School must present the case for the purchase to the Finance Committee in a regutar monthly Finance
Commiltee meeting. The solicitation and other notification requirements of b) above apply and shall be
part of the case presentation to the Finance Committee. The Finance Committee will present the case
{o the Board for approval at the next regularly scheduled Board meeting. Board approval is required
prior to issuing a Purchase Order or binding BIA with a Contract or Lease.

d) Purchases, Contracts or Leases over $100,000. The Finance Committee and Board approval
requirements of paragraph d) above apply to initiate the process for such. In addition, the
following additional requirements apply.

i) Conditions for Use. purchases, Contracts or Leases that exceed $100,000 shall be awarded
based on competitive sealed bidding if the following conditions are present:

(1) Acomplete, adequate, and realistic specification or purchase description is available;

{2) Two or more responsible bidders are willing and able to compete effectively for the
work;
(3) The procurement lends itsalf to a firm fixed price contract;

(4) The selection of the successful bidder can be made principally on the basis of cost.
(5) For professional service contracts, sealed bidding should not be used.

(6) Procurements that exceed $100,000 will be advertised in the Georgla Procurement Registry

and/or the county legal organ, as well as on the school’s website and any other publication
deemed appropriate by BIA. Procurements for public works construction shall also comply with
the requirements of the Georgia Local Government Public Works Construction Law, 0.C.G.A. 36-
g91-1.




If all other relevant factors are met, the purchasing department is authorized to negotiate with a local
bidder to reduce its bid to that of the lowest bid received from an out of county bidder if the local bid is
within 3% of the lowest bid. Negotiation is limited to purchases up to $25,000.

Vendor Selection
Bids will be awarded on a non-discriminatory basis with appropriate efforts to include local and minority
businesses.

When applicable, Brookhaven Innovation Academy will attempt to use Georgia State Contracts issued by
the Department of Administrative Services (D.0.A.S.) or the Georgia technology Authority (G.T.A.),
United States General Services Administration {G.S.A.), Western States Contracting Alliance (W.S.C.A),
and U.S. Communities.

The Business Manager is delegated the responsibility to award all formal “invitations to bid” totaling less
than $50,000. In these instances, subsequent notification to the Board Is required. Only the board shall
award all formal “invitations to hid” that total $50,000 or more.

Other than advertising novelties, acceptance of gifts at any time shall be prohibited. No Brookhaven
Innovation Academy employee shall become obligated to any vendor and shall not conclude any
fransaction from which they may personally beneflt directly or indirecily,

All qualified bidders shall be given equal opportunities and terms to quote on a specified item. The
following purchases will be exempt from this policy:
s Travel
Utilities
Library Materials
Attorneys
Professional Development
Instructional Materials

Purchasing Cards
Purchasing cards will be used when efficient. Unauthorized or ineligible purchases become the
responsibility of the employee making the purchase.




Brookhaven Innovation Academy

Policy — Cash and Investment

Roles and Scope
Brookhaven Innovation Academy will maintain a program of investing all government funds
under the direction of the Board and Board Treasurer.

The financial assets of all funds maintained shall be invested unless legally prohibited;
provided, however, that cash needs shall not be impaired.

Objectives

Safety of principal is the foremost investment objective of the investment portfolio. Each
Jnvestment transaction shall first seek to ensure that capital losses are avoided, whether
they be from securities defaults or erosion of market value. Investment of state funds shall
be governed by the following objectives, in order of priority (1) preservation of safety of
principal; (2) liquidity; and (3) vields.

The investment portfolio shall be designed to attain a market-average rate of return
throughout budgetary and economic cycles, taking into account the investment risk and
cash flow requirements.

Assets held in the pooled funds and other investment funds shall be diversified to eliminate
the risk of loss resuiting from concentration of assets in a specific maturity, a specific issuer
or a specific class of securities.

All deposit accounts shall be fully collateralized as required by Georgia law in OCGA 50-17-
59.

Reporting

The Head of School shall prepare a quarterly investment report which summarizes recent
market conditions, economic developments and anticipated investment conditions. The
Head of School shall present a comprehensive annual report on the investment program and
investment activity. The report shall include average rates of return, comparison with
applicabie indices and average percentage of cash invested.

Investment Selection ,
The investment program shail comply with all Georgia laws and federai/state regulations for
investing public funds and safekeeping/security requirements. Investment instruments will
conform to the regulations specified by Georgia law in OCGA 36-83-4.

The investment program should use a competitive selection process for investments In
excess of 30 days. Investments should only be placed with qualified financial institutions.
The Head of School will utilize Georgia Fund 1 anytime the rate of return is higher than the
rate determined through requests from banks.

Controls

The investment program should provide for a system of internal contro! over investments
and timely financial reporting over investing activities. The controls shall be designed to
prevent losses of funds arising from fraud, empioyee error misrepresentations by third
parties, unanticipated changes in financial markets, or imprudent actions by employees.




Banking Services
Biennially, the Head of School will issue a request for banking services to all qualified

financial institutions located within a reasonable distance from the district’s facilities. The
award of banking services will be made solely on the response to the request for proposal.
After a depository is chosen, a banking services contract will be negotiated and approved by

the board.
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Section A - Background Information

1) Tax Status and Purpose

Section B - Accounting Principles and Procedures

1) General Accounting Policies

2)

3)

4

a)

b)

a)

Revenue Recognition

a)
b)

Brookhaven Innovation Academy (“BIA”) is a nonprofit organization incorporated as a 501(c)(3)
organization. BIA is registered with the Secretary of State in Georgia and is organized pursuant to the
provisions of the Georgia Non Profit Corporation Code.

In accordance with IRS Code Section 501(c)(3), BIA is organized and operates exclusivety for the
exempt purpose as described in Form 1023, the application for exemption. In compliance with the

restrictions on organizations qualifying under the 501(c) (3} code, no palt of:. the net earnings of the

Corporation shall inure to the benefit of or be distributed to its members,: 1stees, officers or other

private persons.

The accounting principles of BIA will be consistent with pliéébléﬁ laws and regulations. These

include: Generally Accepted Accounting Principles (GAAP), Sfatements of Financial Accounting
Standards from the Financial Accounting Standards Board (FAS) as appropl fate including numbers 116

and 17, Standard Operating Procedures (SO,P) és hppropuate mciudmg 87-2 on Joint Costs, 94-2 on

applicability of the accounting rules fo non- proﬁts and 98 2 on accountmg for federal awards,

Public funds ﬁom fe ”ral state and local entmes wdl be recognized as revenue in the period received.

corded as: tevenue in the petiod received. Fundraising pledges are

Publlc"ﬁl ds from glants|w111 be recognized as revenue when the grant money is received. Each
restricted grantwill be set up as a separate class to allow for accurate accounting of income and

CXPCNSES.

Matching of Revenues and Expenses

a)

b)

In order to present accurate and consistent financial statements, the revenues and expenses attributable
to each period will be reflected in that period,

BIA records transactions on the accrual basis of accounting.

Fixed Assets and Depreciation

a)

The general capitalization policy is that all equipment and other fixed assets costing $1,000 or

more will be recorded as an asset. Repairs or improvements will be capitalized if the expendlture
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5) Donated Goods and Services

6) Managementand Oversight

D

b)

a)

b)

a)

b)

extends the useful life of the item. All equipment and other fixed assets purchased using federal

grant funds will be recorded as an asset.

All capital assets will be depreciated over their estimated useful lives on a straight-line basis. The
half-year convention will be followed in the year the item is purchased or retired. That means '
that no matter when an item is purchased during the year, ' year depreciation will be taken for
the first year.
Computers & Equipment 3 years
Furniture 7 years
Building 30 years

Leasehold improvements Term of lcase

Property or services donated to BIA will be record;dfﬁs in-kind donations if th r fair market

values at the time of receipt are over $5,000.

In accordance with FAS 116, certain services may be recorded as revenues and expenses. Such

services would be those professional ser ices for which BIA 'i_.(_m'i‘ld have ordinarily paid;

for example, legal or accounting services

The Business Manag._e_y;fpéi;form‘_; the day-to—'dgy financial operations with oversight from the

Head of School, a;__;d‘ vith consu_l.féitive support from the Board Treasurer

The Finance Committee is 'pc'iﬁé;iﬁl:é"f‘oi:‘:s"'é'éi11g that appropriate financial procedures are being

foll()\veq,?ggidéihﬁ?':" ) jecords':;iie..accug'ate. The Board Treasurer serves as the Chairperson of the

Finan¢é Committee.’

Section C — Receipts and Pledges

Deposits — Check &:Cash

b)

c)

All checks and’cash received are given to and endorsed “For Deposit Only” by the Business
Manager, Head of School or Treasurer before being deposited into the bank account. Copies

of checks and cash receipts are made and kept on file.
All donations are acknowledged in writing by the Head of School or designee.

All donations are recorded in a donor database and all revenue, including donations, is recorded
in a financial accounting system. The donor database and accounting systems are reconciled

monthly.
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2)

3)

1)

2)

3)

4

Stock Gifts

a) Donors desiring to donate stock are referred to BIA’s broker. BIA provides the donor
with BIA’s account number and the DTC code in a template that can be emailed or faxed to the
donor to facilitate the transfer. The broker selis the stock and transfers the net proceeds to

the BIA operating account. BIA records the donation at the net amount value,
Pledges
a) The Business Manager records pledges in the donor database.

b) Outstanding pledges are reviewed periodically by the Board’s Treasu,ret":"énd Business Manager

to determine if they are collectable.

Section D - Obligations /_____D'_i_'s;bursg:;pents

Recording of Contracts

a) The Business Manager will maintain hard copies and/or elec'tron_l':(_;_.(_;_o_pjes ofall BIA coniracis.

b} The Business Manager will maintain a sclifegiule (:if:pay___mpnt amounts and dates for all contracts.
The Business Manager will use appropriate gstimates f01"‘v§__i{iéiﬁle cost contracts.

¢) The Business Manager will ree

>ord the current 'égpount due for all contracts in the BIA

accounting system on:a month-by-month basis, . "

Recording of Purchase Orders.

a) The Bus_.i_néégsffMé_aj ::"""‘ger will"maintain an electronic database/spreadsheet of all completéd and

open:I,’f&'chase Orders,

b) The database will document the Purchase Order amount, the expected payment due date, and the

account to-which the il}_féice will be posted.

¢) The database w'i!__:_ﬁ,ﬁ'é updated within 2 business days of the issuance of any new Purchase Order

or receipt of invoices against Purchase Orders.
Recording of Accounts Payable

a) The Business Manager will record a valid vendor invoice in the BIA accounting

system within 2 business days of receipt of invoice.

Payment Processing — General

a) The Business Manager will prepare check runs on a weekly basis.
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3)

6)

7

b) Invoices will be paid within the week they are due whenever possible.

¢) The Business Manager will present the following information/documentation to the Head of School

for each check run:
i) Current available cash balance in the BIA operating account.

ii) Checks to be signed by the Head of School in the check run with appropriate

back up documentation.

iii) All checks over $10,000 require approval of either the Board Chair.u;éi'ﬁ' or Board Treasurer.

Email is an acceptable means of approval.

Wire Transfers and Electronic Payments

a) The following circumstances are established as pre-approved for wire trans__"’ r'electronic

payment:

i) Monthly rent payments via wire transfer as required 'by'_:ft lease agreement,

ii) Payroll, payroll taxes, Teacher Retirement System and payr li-processing fees via electronic
payment. :

iii) Other taxing authority payments via ele'i’i_taroni_(;__‘p"ziy;hﬁﬁf.:j;..»":

iv) Utilities and communication services.

b) Payments via wire ti'aﬁsfel‘ or electronic payment for circumstance other than those listed in

paragraph 5 a abo‘i;é re Pi_!l.;;Y_"-‘:lz_.‘.’_f. the Hca(i of School.

b) The School Credit or Deblt Card should be used on a strict as needed basis.

Reimbursement Procedures & Forms

a) Reimbursements are authorized only when an Approver (see Section J — Procurement) approves a
purchase that cannot be purchased from a BIA vendor on terms or using the BIA School Credit Card.

Reimbursements should be limited to emergency circumstances or time- urgent requests.

b) After following the appropriate procurement procedures in Section J below, the Requester is
authorized to make the purchase using a personal means (credit card, debit card, check or
cash). Upon receipt of a completed reimbursement form (Exhibit 1), the original signed Purchase

Order and the receipt(s), the Business Manager will process the reimbursement request
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similar to all other invoices received from vendors. Reimbursement to the individual will be

made in the next BIA check run.

Section E - Banking

1) Account Management

a)

b}

2) BankStatement Reconciliation

a)
b)
¢)
d)

1) BudgetProcess

a)

d)

New bank accounts may be opened with the approval of the Finance Committee.

Check signing and bank wire authority is granted to the Head of School, Board Treasurer and

Board Chairman.

Other BIA employees may be granted limited check signing authority wit!}{thé :éii)pl‘oval of the

Finance Committee.

Bank statements are opened and reviewed by the Busingss Maneiger.

Bank accounts are reconciled monthly,

The individual who reconciles the bank statements cannot'ba uthorized to sign checks,

The reconciliation is performed by the i(j‘h day of the month. A:i_liiir('f/copy of the reconciliation

report is filed with the bank statement.

The budget is prepared annually. The fiscal Sreai' ends on June 30th.

The

The He d of School is ig__s_ponsiij”‘le for preparing an annual budget during the spring of each year
in col'lab;_:)_'"" tion with dg'::'s'ignatcd providers/third-parties. The Head of School will submit the

draft budget ‘";t__(;_"_the __iﬁ}énce Committee for review.

The Board Treasurer will submit the budget to the Board for review, and the final annual

budget will be approved at or before the June Board meeting each year.

2) TFinancialStatements Process

a)

b)

The Business Manager produces monthly financial statements and presents the statements to the

Board Treasuret.

The Business Manager produces end-of-year statements within the first quarter of the following
year-end.
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3

1)

2)

3)

4

Y

Finance Committee Reviews

a) The Finance Committee will meet with the Head of School and Business Manager on at least a

quarterly basis at least 5 business days prior to the monthly Board meeting.
b) The Business Manager will present summary financial statements to the Finance Committee.

¢) Any special requests for information from the Finance Committee will be sent to the Business

Manager at least 5 business days prior to the Finance Committee meeting.

Section G - Audit

Contracting with Auditing Firm

a) The Finance Committee is responsible for contracting with the auditing firm.

b) Requesis for Proposal for selecting the auditing ﬁ1'1n>:"§110111c§_ go out evetry thl_j_e_g*iréars at a

minimum.

The Annual Audit

a) Anindependent accounting firm will cohﬂuct an annual financial;iiijdif.

b) The independent accounting firm also plepales IRS 990 and 1099 F01ms

Finance Committee Review & Bcan d Appr oval .

a) The Business Manager: w111 plesent the deaft aud:ted financia! statements to the Finance
Commiftee prior to ﬁnahzmg wnth the audltm S

b) The Finance Committee: W 1ll_ piesent the dlaft audited financial statements to the Board for
approval at the fi Oald meet1 g followmg completion of the annual audit.

b) The Business Ménager provides copies of the audit and IRS 990 to appropriate entities, A pdf

file of the annual audit and TRS 990 is posted on BIA’s website.

¢) The auditing firm submits all tax forms to the IRS.

Section H - Insurance
Policy

a) BIA shall procure and keep in force appropriate insurance coverage.
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2)

3)

1)

2)

b) Insurance coverage should include, ata minimum:
iy Medical
ii) Shortand Long Term Disability
iify Life
iv) Generalliability
v) Property
vi) Umbrelia
vii) Director’s and Officers’ coverage
viii) Worker’s compensation

Sourcing Annual Insurance

a) Insurance brokerage firms will be used to source annual insurance policies to

BIA.

neet the needs of

b) The Business Manager is responsible for setting the tim ble_ft'b review of insurance needs and

recommend any changes to specific policies, carriers and bro :

¢) Requests for Proposal for selecting thebl erage firms should @6 out every three years as a

minimum.

Finance Committee Review and Approval

a) Finance Committee applo{i'a"l."””“ quired fo biﬁa any insurance policy for BIA.

b) The Business Managel Wlil pro de updates to the Finance Committee for all insurance

policies: e:-.pnatlon date 'mcess to, ensule contmulty of insurance, etc.

~Section 1 Payroll
Coniract rayroll Pl'ncesgillg Firm

a) A payroll ven_"dér,hangllés payroll processing, including the filing and payment ofall taxes.

Processing Procedureés

a) Employee payroll is processed on a monthly basis. Each pay period begins on the 1¥ day of the

month,
b) Hourly employees are required to record their attendance on timesheets.
¢} Timesheets are reviewed and approved by the employee’s supervisor.

d) The Business Manager prepares and the Head of School reviews and signature approves each

payroll. If the Assistant Principal is not available to approve a payroll, the Principal or Board
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Treasurer may approve the payroll.

3) PayroliTaxes

1) Procurement General Policies & Guidelines

2)

a)

b)

The payroll vendor files W-2s, state and federal payroll taxes. Copies of the reports are given to the

Business Manager.
Independent Contractors

i) If cumulative payments to an independent contractor exceed $599 during a calendar year, an
IRS Form 1099 filing may be required. The filing is required when the contractor is other

than a corporation, The one exception is that payments to an attomey, no mattel the business

type, must be issued a Form 1099 if payments exceed $599. .

ii) If there is a question as to business type, the Busmess Mauagel will: ask the contractor to

complete a Form W-9, If the contractor is an ;nd1v1dual as opposed to a corpc 1'_a'_ljcion, and the
cumulative payment criterion of $599 has bo_e_n.f_met, a IOQQ_ will need to .be issued to the

coniractor.

Section J - Procuremén’l;

All procurement transactions shall be oonducted inan

a) ﬁor to provide open and fiee
competition and secure the ltems at the lowest and best pucc

b) Awards shall be ma ¢.to the suppllet whose bld-OI offer is responsive to the solicitation and is
most advantageous to?BIA when prlce quallty and other factors are considered.

c) A should avond _purchasing unnecessary items. Where appropriate, an
ana1y31s is to be made of lease_r'nd purchase alternatives to determine which would be the

conomical and practical. -

d) This policy applies to all general purchases made by BIA,- including contracts for services,
Purchases mal smg federal funds must be made according to the procurementpolicy as
proscribed by the federal government.

Code of Conduct

a) General. BIA shall adhere to the following code of conduct. Any employee, officer or agent
of BIA found fo be in violation of the following code of conduct shall be subject to
dismissal as outlined in BIA’s personnel policies.

b) Conflict Of Interest. BIA shall not knowingly permit any employee, officer or agent to participate

directly or indirectly in the sefection or in the award or administration of any contract if a conflict, real
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or apparent, would be involved. When BIA has knowledge of a potential or actual conflict, BIA will
iake such steps as to isolate, remove, or otherwise neutralize the contact and influence of any
particular employee, officer, or agent, when they have such potential conflict from participating in the
selection, award, or administration of such procurement. Such conflict would arise when a financial or

other interest in a firm selected for award is held by:
i) Anemployee, officer or agent involved in making the award.
ii} An employee, officer or agent’s relative (including but not limited to father, mother, son,

daughter, brother, sister, uncle, aunt, first cousin, nephew, niece, hu‘sband, wife, father-in-

law, mother-in-law, son-in- law, daughter-in-law, brother-in-la\j_r; sister-in-law, stepfather,

stepmother, stepson, stepdaughter, stepbrother, stepsister, half—hl‘d&ﬁél‘ 01‘half-sister);

iii) An employee, officer or agent’s partner; a major busmess chent/custom' reater than

$10,000 per year); stockholder/other business ownershlp mterests (greater than 0%), or,

iv) An organization which employs, is negotlatmg to em oYy ol'has an anangement concerning

prospective employment of any of the above,

c) Gratuities, Kickbacks, and Use of Confi dent:al lnfmmation BIA employees shall not

personally solicit or accept gratuities, favms 0"" nyth'

of monetaly value from

confractors, potential contractors, or pames to subconttacts and shall not knowingly use

confidential mformatmn for actual or antlcxpated pe1sona1 gain.

3) Procurement Genera'l_cR: '93 & Resﬁbnsibilities '

iibilities. The Business Manager will ensure that:

a) Business Manager’s R'esp:'

i) Procurcment requirements are efficient and economical.

iii) Work is msp cted before payment, and payment is made in accordance with terms for

contract work performed and accepied.

b) Contractor Responsibility. Procurement shall be conducted only with responsible contractors and
BIA shall make inquiry and will not knowingly contract with those who do not have technical and

financial competence and who do not have a satisfactory record of integrity and performance.
4) VendorAccounts

a) BIA will endeavor to establish and maintain accounts with key vendors (e.g. Staples
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5)

b)

d)

Purchase Order Procedures

a)

b)

d)

Advantage, Ace Hardware, etc.) to streamline the ordering process.

The Business Manager will maintain a list of active vendor accounts and will circulate the list to
those persons involved in initiating Purchase Orders - “Requesters.”

The Business Manager, in conjunction with Requesters, will establish the most favorable terms

for BIA (e.g., Net 60 days).

All vendor accounts will be set up such that BIA does not pay sales tax. The Business

Manager maintains current documentation from the taxing authorities.

BIA putchases according to the following categories: Classroom, Extracun /Athletics, Front

Office, Information Technology, and Facility. Each category has a flequester and"' n Approver. The

role of the Requester is to take requests from faculty or staff be the first level of 1ev1ew' aind

accountability, initiate the Purchase Order and manage. the vendon and mdeung process for goods or

services in the category. The role of the Approver is to bet e ond level of review and

accountability and issue the spending approval.

In categories for which the Head of Schos :':the Approver, the followmg rules apply. The Head of
School has the authority to approve Pulchase Otders up._to 37 500 in value,

Purchase Orders with values gleatel than S’? 500 fo1 any category below require approval of the

Finance Committee. If the Fma’ ‘ce Comm1ttee cannot meet in a timely fashion to respond to such

Purchase Order 1eque": s, the Boald Chairman 01 Boald Treasurer has the authority to approve

such Purchase Orders

Requester obtains quotes, initiates a Purchase Order by completing the Purchase Order form

and presénts the R_ﬁ{:chase Order to the Approver.

iii) Approver vg: the request with a comparison to budget and mission, and either approves or

denies.

iv) Ifapproved, the Requester gives the Purchase Order to the Business Manager to assign the

Purchase Order number and document such on the Purchase Order form.,

v) Business Manager works with Requester to ensure the most favorable terms are established

and, as needed, establish a BIA account with the vendor.

vi) Requester places the order and facilitates the ordering process.
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6)

8)

9)

10) Facility Purchasing

vii) Upon receipt, Requester provides receipt inspection of the purchased items or services,

facilitates returns as needed and provides receipt documentation to Business Manager.

viii) Business Manager processes the invoice and categorizes/logs the expense. If vendor invoice
is provided to the Requester as opposed to being sent via mail, then the Requester will

promptly deliver the invoice to the Business Manager.
Classroom Purchasing Procedures

a) Purchases used to support the teaching faculty for classrooms needs,_,_gﬁrrfé‘u1um items and all

purchases that are directly related to Academics and teacher support.

b) Requestet: Teachers/Other Approver: Head of School
Extracurricular/Athletics Purchasing Procedures

a) Purchases of items that may be generally required by é]a_s_ses or_pfr"bg.rams overseen by the

Extracurricular Committee.

b) Requester: Assistant Principal; Approver:-Head of School

Front Office Purchasing Procedures

a) Purchases used to acquire any items that maybe generallj?:required by the school administrative
staff for school operatignéif or ofﬁcc support, iﬁglltdialg expenses related to special or non-routine

;11if01'1n'§t01'e items.

events, and uniforms of

b) Requester: Office Manaé.ér pipr'é:vél.AQ%%%tahtPrincipai

Info l'matign Technology Purchasing Procedures

ised o acquire any items related to information technology requirements.

Director ozf;?f‘;clltloiogy; Approver: Head of School

a) Purchases used to acquire any items related to building and facilities maintenance or other routine

school grounds requirements, including food service and the cafeteria.

b) Requester: Assistant Principal; Approver: Head of School

For urgent maintenance and repair needs, the Assistant Principal has the authority to make
purchases up to $100 at preferred vendors without a Purchase Order. Receipts must be filed with

the Business Manager within 1 business day upon completion of such a purchase.
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11) Higher Value Purchases, Contracts and Leases

2)

b)

d)

Any Purchase Order, Contract or Lease with an annualized value not exceeding $25,000 may be
made in accordance with the category procedures above, Purchase Orders, Contract requirements

or Leases shall not be artificialty divided so as to constitute purchases under the categories above.

Category purchases over $10,000. For purchases in excess of $10,000 but not exceeding

$25,000 no less than three vendors shall be solicited to submit price quotations, which may be
obtained orally, by telephone, or in writing. Awards shall be made to the supplier whose bid
or offer is responsive to the solicitation and is most advantageous tq,_:Biﬁ';-:_\vhen price,

quality and other factors are considered.

If factors other than price are used (for example, technical qualifjbations),_ifhgy shall be disclosed

to all potential vendors, The names, addresses, and/or _;elé'bhoiie numbers : jf:}.the vendors and

persons contacted, and the date and amount of each quotation shall be recorded and. maintained as

a public record.

Purchases, Contracts or Leases over $25,000. For purciia -n excess of $25,000, the Head of

School must present the case for the purchase to the Finance Commlttee in a regular monthly Finance

Committee meeting. The solicitation and othel notlﬁcatlon 1equnements of b) above apply and shali

be part of the case ptesentatlon to the Finance Commlttee 'I‘he Fmance Committee will present the

case to the Board for app1 oval at the next 1egularIy scheduled Board meeting, Board approval is

required prior to issui

Purchases, Contlﬁéts

ove appl:»r to initiate the process for such. In addition, the

1equuements of palagraph d

following” addmoﬂalrequnements apply

1),;- 'Cond1t10ns for Use. _urchases Contracts or Leases that exceed $100,000 shalt be awarded

on c01npet1t1ve sealed bidding if the following conditions are present:

(1) A complete, 'adequate, and realistic specification or purchase description is available;

{2) Tsvo ot’more responsible bidders are willing and able to compete effectively for the

work;
(3) The procurement lends itselfto a firm fixed price contract;

(4) The selection of the successful bidder can be made principally on the basis of cost.
(5) For professional service contracts, sealed bidding should not be used.

(6) Procurements that exceed $100,000 will be advertised in the Georgia Procurement Registry

and/or the county legal organ, as well as on the school’s website and any other publication
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1)

2)

deemed appropriate by BIA. Procurements for public works construction shall also comply
with the requirements of the Georgia Local Government Public Works Construction Law,

0.C.G.A. 36-91-1.

if) Solicitation and Receipt of Bids. An invitation for bids shall be issued including

specifications and all contractual terms and conditions applicable to the procurement, including a
statement that the award will be made to the lowest and best responsible and responsive bidder
whose bid meets the requirements of the invitation for bids. The invitation for bids shall state the
time and place for both the receipt of bids and the public bid opening. All piic__l_s__gg_jgceived shalt be
time-stamped but not opened and shall be stored in a secure place until bld u;)pening. A bid may be

withdrawn at any time prior to bid opening.

iif) Bid Opening and Award. Bids shall be opened pubhcly, w;th an abstrac‘ 'of blds recorded.

All bids shall be available for public inspection. If equal Tow bldS are receive O

responsible bidders, the award shall be made by 1equestmg the low b1dde1s to lower then bids and

then selecting the lowest and best, or by BIA drawing lots or snmllai random method, unless

otherwise provided in State or local law and stated in the 1nv1tatlon for bldS If only one responsive

bid is received from a bidder, an award shall not be

de unless a cost o_rrpl ice analysis verifies the

reasonableness of the price.

iv) Mistakes in Bids. Where appropriate, thé‘i’(_::ofrection of withdrawal of inadvertently erroneous

bids may be permitted b_bei‘é:.=.b1 opening by ifl;_ittqn or electronic notice to the office

designated in the invitatiéﬁ or bids'prior to the tinj_ijé:"é'et for bid opening. After bid opening,

corrections to bids may be o _‘m;;_itfe' onlylf :'t_l'hé“bidder can show by clear and convincing

evidence thatﬁg-;mi_s_ftg!{c‘ of a nOhjﬁHgmen}tal character was made, the nature of the mistake, and the

‘Section K - Record Retention

:érral Policies & Guidelines

Record Retention G
a) BIA will 1'etain-£1"ec01'ds and documents according to the schedule outlined in  this policy.
b) This policy applies to all such documents in both written and electronic formats.

¢} Electronic documents covered under this policy include those received via e-mail,
Record Retention Procedures

a) Written records maintained in file cabinets are secured as mandated by confidentiality

requirements (i.e., employee and financial records).
Page 16




b} All electronic documents that are covered under this policy must be saved and backed up on a

daily basis.

¢} Archived records are maintained according to the schedule below; with the retention period
usually beginning at the end of the relevant period (i.e., termination of contract, end of fiscal year,

the settlement of claims, disposal of assets, stc.)

d) Records past their retention date are destroyed in a secure manner. Specifically, employee and

financial records are shredded.

3} Record Retention Schedule’

Document Retention Perioc
Accident/Incident Report & Claims 5 yeats

Annual Reporls Permanent
Articles of Incorporation Permanent-
Bank Statements 5 years:

Bids, Competitive Selection Records, Non-Capital 7 years

Bids, Competitive Selection Records, Capital Projects 11 years

Board Minutes

Budget, Final Permanent
Budget, Maintenance Records and Repotts 6 years

By Laws S'Peunanent
Checks, Cancelled :

Contracts, Leases, & Agreements
Cortespondence, Routine
Correspondence, Other
Deeds

Permanent:

Deposit Slips 5 yeals
Employee Records .
Contracts 7 years, after expiration

Direct Deposit Reqoxds

Withholding (W-2; W.

Workers’ Compensati

Financial Reports
Annual Payroll Eatnmgs Reports
Audited Financial Statements

4)

1 year

60 years

2 years

3 years

7 years, after separation

4 years

5 years, after transaction fiscal year
4 years

4 years

50 years, after tax year of creation
Permanent

Used in Preparation of Tax Returns 7 years
Insurance Policies & Records 10 years
Invoices 5 years
Ledgers & Journals
General Ledger, Journal Entries 7 years
Payroll Journal 4 years, after fiscal year
Purchases and Sales 7 years
Subsidiary Ledgers 7T years

‘Retain based on subject of correspondence
A1 years after sale or transaction

1 : : .
In compliance with the Local Government Record Retention Schedules,
hitpfwww.georgiaarchives.oro/records/tocal sovernment/
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Legal
Correspondence, Legal Opinions and Other
Aftorney, Specific Counsel and Advice
Mortgages
Open Records, Requests & Correspondence
Propeity Records
Retirement
Employee Retirement Plans
Employee Contribution Reports
Employee Retirement Records
Taxes
Collections
Exemption Application
Payroll
Pericdic Tax Reports
Receipts, Taxes Paid
Volunteer Records

Permanent

6 years, after settlement of case
11 years, after sale or transfer
3 years

Permanent

60 years
6 years
7 years, after benefits cease payment

7 years
| year, after expiration
4 years, after fiscal year

4 years
7 years L
3 years, after separation

Section L - Grant Managéinenf&.Aié‘éﬁ'unting

BIA will follow the rules and guidelines of any grant awarded to BIA'.:'Eébh grant will be accounted for as

separate from other grants and non-grant operation;
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