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ll. Freshwater Education District Positions and Employees

Superintendent — Eric Weber

Special Education (SPED) Director — Jamie Wothe

Business Manager — Jordan Anderson

Special Education (SPED) Finance Specialist — Dawn Wegscheid

Payroll Clerk — Jesse Ashbaugh

Administrative Assistant — Sharon Thiel

Accounts Payable (A/P) and Accounts Receivable (A/R) Clerk — Stacy DeMars
IEP Billing Specialist — Jenna Story



Ill. Preface

It is the intention of the Freshwater Education District and its member districts to comply
with all federal, state, and local fiscal laws. It is also the intention of the Freshwater
Education District and its member districts to ensure that all education expenses education
expenditures are necessary, reasonable, and allowable. The procedures and practices used to
accomplish these tasks are outlined in this manual. It is the goal of the management of the
Education District and its member districts to ensure these practices and procedures are
followed.

IV. Code of Conduct

Each staff member, through words and actions, will conduct oneself in the following manner:

1. Comply with all policies and procedures pertinent to one’s job duties, and all
state/federal laws, rules, and regulations.

2. Professionally carry out one’s employment duties and responsibilities.

3. Cooperate fully with internal and external auditors in all areas of their examinations;

4. Report suspected code of conduct and ethics violations, significant internal control
weaknesses, evidence of theft, embezzlement, unlawful use of public funds or
property or other irregularities/wrongdoings to the District’s Superintendent or
Director of Special Education.

In order to assure accountability, Freshwater Education District, and each of its staff
members will account for all activities, accept responsibility for those activities, and disclose
information/results in a transparent manner.

All new staff members will certify knowledge of, and agreement to abide by the code of
conduct within 60 days of initial contracted employment and once annually thereafter. By
signing the code of conduct, the employee acknowledges that they will follow this code of
conduct and are aware if they do not abide by this code of conduct, disciplinary action may
take place as outlined in District Policy 403 — Discipline, Suspension and Dismissal of E.D.
Employees.

V. Financial Management System and Internal Controls

The Superintendent and Business Manager of the Freshwater Education District are
responsible for preparing a budget. The Director of Special Education and other designated
program representatives will assist in this process. Quarterly and year-end financial reports
are provided to the Superintendent by the Business Manager. Individual budgets by federal
award are also submitted by finance codes to MDE for approval via the MN Special
Education Data Reporting System (SEDRA) and Minnesota Education Grants System
(MEGS).

District wide actual and revised budgets are board approved. The assessment manual is
generated based on the board approved budgets and annual menu option selections of each
district. The assessment manual is provided to each district.




VI. Cash Management

Requests of federal funds made by the Education District to the Minnesota Department of
Education using the SERVS financial system are made after the District obligation has been
met. Funds are requested on SERVS after the expenses are recognized and the SERVS draws
are supported by reports from the financial accounting system. Requests for payments will be
made on a monthly basis by the Business Manager and approved by the Superintendent.

VIl. Cash Receipts

The Administrative Assistant or AP/AR Clerk will record all receipts on a deposit slip. Each
receipt is recorded on a receipt slip and matched with any corresponding invoices and
supporting documentation. The Administrative Assistant or AP/AR clerk will run the
deposits to the bank once or twice per week or as needed. All wire receipts are recorded on a
receipt slip by the Business Manager and matched with corresponding invoices and/or
supporting documentation. The Business Manager records receipts in SMART. At the end of
the month the bank accounts are reconciled in a timely manner (within 30 days of month end)
and reviewed by the Superintendent.

Vill. Conflict of Interest

(UGGC CFR 200.318)

No Freshwater Education District employee, officer, or agent shall participate in the
selection, award, or administration of a contract supported by a Federal award if he or she has
a real or conflict of interest. Such a conflict of interest would arise when the employee,
officer, or agent, any member of his or her immediate family, his or her partner, or an
organization which employs or is about to employ any of the parties, indicated here in, has a
financial or other interest in or tangible personal benefit from a firm considered for a
contract. The officers, employees, and agents of the non-Federal entity must neither solicit
nor accept gratuities, favors, or anything of monetary value from contractors or parties to sub
contracts. Violation of the above standard for a conflict of interest will result in a letter of
deficiency and reprimand for the employee, officer, or agent of Freshwater Education
District. Communication of violations to MDE will be reported as required. Employees will
be notified through the Freshwater Employee handbook.

IX. Financial Record Retention

(UGGC CFR §200.333-337)
All records are maintained following the MN Records Retention Schedule.


















A record of the date, reason, and method of disposal or sale must be maintained with the
equipment inventory.

Staff Travel

Refer to Freshwater Education District Policy #412 for Authorization and Reimbursement
policies.

Mileage and expense forms must be turned in monthly to claim appropriate expenses.

- Employee’s shall submit the prior month’s claims by the first Friday of the month. Assigned
Personnel shall approve mileage by the second Friday of the month. Approved mileage and
expense reimbursements shall be paid on the second payroll of the month. Employee expense
claims submitted for reimbursement more than 60 days after the expense is incurred may be
taxable and appropriate withholdings will be made. Claims older than 60 days require written
approval of the Superintendent or Special Education Director as attached documentation. The
Freshwater Education District has the right to deny mileage/expense claims that are older
than 120 calendar days as well as any claims submitted later than 10 days into the new fiscal
year.

Mileage Calculation for Reimbursement

Staff are annually assigned a home-base school/location. All mileage is based from that
location to the destination and back or your starting/ending location whichever is the lesser.”

Beyond Freshwater:

Business travel reimbursement for mileage to and from events/meetings outside of the
Freshwater membership area will be paid, upon Supervisor review and approval, with
the current mileage reimbursement rate being paid per mile for the lesser of the
distance from the employees’ home or “Assigned Office” work site.

Within Freshwater from Assigned Office:

Business travel reimbursement is based from that assigned office location to the
destination and back.

Within Freshwater from Home:

Business travel reimbursement will occur between Freshwater sites following the first
stop of the day. The first stop is deemed a personal commute. Mileage will be
allowed if the second and additional stops of the day are to Freshwater sites for
business purposes. In cases where an employee’s “first stop” causes mileage beyond
their normal morning commute to their assigned office, the excess mileage may be
claimed.

When Working Remotely:

Employees designated home base for mileage remains the same as when working on
site. Employees do not receive mileage from their remote site to their home base.
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Private Insurers:
Private insurers do not cover the following services:

e ]EP Personal Care Assistance
e JEP Special Transportation
e All other IEP health-related services could be covered by private insurance.

Billing Procedures:
All MHCP claims will be submitted on a regular basis, but no later than 12 months
from the date of the service.

Use of Funds:
Freshwater Education District and its member districts will use third-party revenue to:
e Pay for the cost of obtaining the revenue;
e Secure or provide training and technical assistance to obtain third-party revenue or
increase the amount of their third-party revenue; and/or
e For purchases or costs that benefit students with special needs.

The revenue received from third-party sources will be tracked through the Uniform Financial
Accounting and Reporting Standards (UFARS).
e UFARS Finance Code 372: Used to report expenditure using third-party revenue.
e UFARS Source Code 071: Used to report revenue received from MHCP (MA and
MNCare).

XVIl. Sub recipient Monitoring

Freshwater provides funds as a pass-through entity for eligible federal/state expenses to their
member districts. Freshwater provides oversight of risk of non-compliance through the
following procedures:

The Freshwater Special Education Finance Manager is the person who will enter the
expenditures into the SEDRA system which will require verification of use of funds. Any
questions will be reviewed by the Special Education Finance Manager and the Special
Education Director.

The Special Education Director, Business Manager, and Special Education Finance Manger
shall review the annual audit reports of all entities receiving pass-through federal funds. The
audit reports of the pass-through entities shall be reviewed for audit opinions, single audit
requirements, compliance findings, internal control deficiencies, verification of funds, and
any other information relating to the funds passed through. Any concerns or missed
requirements shall be communicated to the pass-through entities’ Superintendent and
Business Manager.

Pass-through entities shall provide detailed information including expense reports on the use
of the pass-through funding. The Freshwater Education District shall not pass through funds
without proper supporting documentation. Supporting documentation shall be reviewed and

approved by the Special Education Finance Manager for payment.

16



XVIIl. Proportionate Share for Parentally Placed Students
Enrolled in Private Schools

The Freshwater Education District will control and administer federal special education
funds used to provide equitable participation services to parentally-placed private school
children with disabilities.

A timely and meaningful consultation will occur in August-September with representatives
of private schools located in the member districts that will include discussion of the child
find process, the calculation of proportionate amount, and how the services will be provided.

The member district will maintain control over the property and program decisions and the
Freshwater Education District will maintain control over the funds. The Education District
will ensure that proportionate share funds are used to meet the special education and related
services needs of eligible students with disabilities and are not used for the general needs of
the private school. The Education District will track the required expenditures by fiscal year.
Any unused funds at the end of the fiscal year will be spent during the following one-year
carryover period.

A report will be run once a year by the designated staff person to verify the nonpublic school
students receiving special education services. This is given to the Special Education Finance
Manager. Upon receipt of the report the Special Education Finance Manager will:

e Verify that a Time and Effort is completed

e The business office of the staff’s employing district will maintain the record

e Track expenditures by Fiscal Year to demonstrate how the LEA spent the
proportionate share of Federal Flow Through funds on providing special
education and related services to parentally-placed private school children
with disabilities.

e Special Education Finance Manager will contact member district Business
Managers to relay coding of expenditures for any non-public special education
students.

e The member district will maintain documentation of supplies and equipment
purchased for the shared-time student.

XIX. Transporting Students with Disabilities

Regulatory Citations:
A. IDEA 34 CFR §300.34 (a) and (c)(16)
B. IDEA 34 CFR §300.202(a) — Use of Amounts
C. EDGAR 34 CFR §80.20 (a)(6) — Standard for Financial Management Systems

Freshwater Education District transports students that are served in the Leaf River/White
Pine Academies. Freshwater member districts transport students that are served in the Elm
Tree Academy. The administration and team will determine if Freshwater will transport
additional students needing this service.
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