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OVERVIEW 

The Blue Oak Charter Council (BOCC) as the Governing Board of BLUE OAK CHARTER SCHOOL has 
reviewed and adopted the following policies and procedures to ensure the most effective use of 
the funds of BLUE OAK CHARTER SCHOOL to support the mission and to ensure that the funds are 
budgeted, accounted for, expended, and maintained appropriately. 

The BOCC formulates financial policies and procedures, delegates administration of the policies 
and procedures to the Executive Director and reviews operations and activities on a regular basis. 

The Executive Director has responsibility for all operations and activities related to financial 
management. 

Financial duties and responsibilities must be separat~d so that no one employee has sole control 
over cash receipts, disbursements, payrolls, and rec:orf<:Hiation of bari~ ~ccounts. 

All administrative employees are required to take ~nnual vacations of at least five (S) consecutive 
days. 

The BOCC may appoint someone elsetg, perform the Ex~c::utive Director's respohsibilities in the 
case of absence. 

The BOCC will commission an annual fina~tial auditbyan independent third party auditor who 
will report directly to th~i:ri-The BOCC wiUapprove theqirn:11.~udit report, and a copy will be 
provided to the chart,ei-gr~nting'agency. Any ~u~itexc:~ptions am:l/or deficiencies will be resolved 
to the satisfaction of tt,eBOCC andl:lie charter:.gt~oting agenc\h·. 

-~ ·. v---• --, ,_.-=" 
. ,. -. --; 

Since Blue Oakj~anon-profit orgaoiz~JJgn.~nd ex·cee~s $2 million revenue threshold, the 
compensatic,'i1.~hd Q~nefits of its Chl~f E~ecgtJve Offic~r and Chief Financial Officer will be 
reviewedaric:I approvedbythe Boctupon hlriritconfract extension or modification. 

·,.-_._,. . /:' -s_-- ,__ . ·_ -- ----~ 

Blue Oak Ch~,rteJ does not iomJ;t~~satei1:s9fficers or BOCC members. 

Blue Oak Chartef wilJfollow and,aclhere to both generally accepted accounting principles (GAAP) 
and Nonprofit Repgrtir,g Standardsestablished by the Financial Accounting Standards Board 

V ,••~ ••,•-•• ~-; 

(FASB). 
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BP 3010 - Budget Development 

Policy 
The Blue Oak Charter School BOCC recognizes the importance of having a timely and accurate 

budget, which supports and defines the educational goals of the School. The purpose of this policy 

is to ensure stakeholder participation in the development and revision of both a current year 

budget and a multi-year projection budget. 

Oversight Calendar and Responsibilities 
January - February 

1. The Business Manager (CSMC) works with the ExeclJtive Director to review the Governor's 
proposed state budget for the upcoming fiscal year, and identify the likely range of 
revenues for the school's upcoming fiscal year (July 1-Juri~ 30). 

2. The Business Manager and Executive Directcfr review/prepare a set of proposed budget 
development principles for BOCC reviewanq approval. , 

3. Develop rough planning budget for upcqniirig fiscal year, including projected enrollment 
and any proposed staffing changes. 

4. Develop three-year budget pr9jection in accord ~ittl the school's established strategic and 
growth plans. 

5. Continue ongoing monitoring ar'ictreyision of current year budget. 
6. The Business Manager and Exec1.rtiv_e fiirectotreview ttre P-1 attendance report, adjusting 

the budget as neecieci if P-1 materially varies fr9m census qay counts. 

March - April 
1. The Business Mar,iilger and EXl;:!CUtive Directc)r develop a formal budget plan for the 

upcoming fiscal year\ . . .. 
2. No latertH~ryApril 151:h,tJr~s'etoncflpterirh Budget Report will be prepared by the 

Bgsih~srMat'i~ger and theJ;><ecuti~e Dir~ctora~d presented for Finance Committee and 
sgtt approval. Thfsil:!POrt:'\Ati!l.~ontain cur~ent year actuals through January 31st 
comp~fE;!d to both lniti~J:BudgJtarJQ Current Proposed Budget. 

3. If ne2e~~~ry, the Financ~ :C9mmift~e of the BOCC solicits bids for the annual audit and 
elects an'~uditor. ..... . 

May-June ·· · ·.•.· 

1. The Business M~~ag~(~rid Executive Director review revenue projections subsequent to 
the Governor's ann~1ir11May Revise" budget figures and fine-tunes the upcoming fiscal 
year budget to accommodate any changes. This budget will include monthly cash flow 
projections. 

2. The Business Manager and Executive Director verify the budget ties in with LCAP spending. 
3. The Finance Committee and BOCC reviews and formally adopts a budget and the Local 

Control Accountability Plan (LCAP) for upcoming fiscal year before June 15. A copy of the 
final budget is provided to the charter-granting agency. 

4. Continue ongoing monitoring and revision of current year budget. 

Blue Oak Charter School Fiscal Policies & Procedures March 2018 4 



July - August 
1. Books for prior fiscal year are closed, all transactions are posted, and records assembled 

for audit. 
2. The budget is updated with actual enrollment information and is ensured to be aligned 

with the actual adopted governor's budget via the FCMAT calculator. 
3. Independent auditor performs audit of the just-closed fiscal year and prepares audit report 

for submission to the Finance Committee and BOCC. 

September - December 

1. At the end of the first full week of school on census day and again after the P-1 attendance 
report is available, the Executive Director reviews thE:!Charter School's actual attendance 
figures and notifies the BOCC if actual attendanceis bE!low budget projections. If needed, 
the school's budget is again revised to match likeiy reventJes. 

2. The BOCC reviews a copy of the audit. The ~lJsiness Manager~nd the Executive Director 
address any audit exceptions or adverse fificlirigs. Audit repori:an~ any follow-up plans are 
submitted to charter-granting agency. 

3. No later than December 15th, a First Interim Budget Report will be prepared by the 
Business Manager and the Executive Direct bf and pre~ented for BOCCai:,proval. This 
report will contain current yec1r'.actuals through OctJ>l;ler 31 as compared to both Initial 
Budget and Current Budget. 

4. Ongoing monitoring and revisiol1ofcurrE!nt year budget; 
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BP 3020 - Fiscal Control 

Policy 

The Blue Oak Charter School BOCC is committed to fiscal responsibility and conservative fiscal 

management. This policy is adopted to ensure that, (1) expenditures are authorized by and in 

accord with amounts specified in the BOCC-adopted budget, (2) the school's funds are managed 

and held in a manner that provides a high degree of protection of the school's assets, (3) internal 

controls and segregation of duties are maintained and (4) all transactions are recorded and 

documented in an appropriate manner. 

Procedures 

1. Segregation of Duties, Accounts Payable~ Oversight 

1.1. All proposed expenditures shall be approved by the Executive Director. 

1.2. Purchases shall be reviewed by the ExecuHveDirectorfor consistency.with the BOCC­

adopted budget prior to sig11ing a Purchase R;quis1tibnform or Purchase Order. 
-~ . . . 

1.3. The Executive Director must sigitJIJreqµests for c:hecks. Executive Director will review 

and authorize all invoices prior tqpayrrient c1nd recor'd.~d as payables. Ongoing, regular 

invoices, such asutilities, can be pre:.approved Oil cln anhual basis by the Executive 
Director as sancHonecf bythe BOCC .. . ... 

1.4. All transactio'ris wjll be postkct in an elecfrooiC general ledger. Transactions will be posted 

to the general l~:dger:by sta,fffr<:>m the ba!=koffice provider. To ensure segregation of 

rec9r~ir1gpnc:tauth6hzati6fi, c1~c9µ_nt~ payal;.>le personnel may not sign purchase requests, 

che~l<f<:>/1:rurchaseordefrs .• ,... . :°.· . ' 
1.5. All expenditur;; willJ~e r~~i~wed monthly by both the Finance Committee and the BOCC 

Sc -· • • ·s.-. ,._ 

ofotrectors in the forrrfqf a chec~ ~egister/Warrant Report. 

1.6. Orde~swiltbe placed b{tJ\e Busir{es~ Office Assistant to be delivered to the school site. 
'-, -·_ '(··. -

When recei_y~g, the req4esling teacher or other staff will verify receipt of goods to the 
• .. ·· "fa ; ·-"-

invoice before?.c;Jlsbursement. 

2. Annual Financial Au~ir ••• 

2.1. The BOCC will annually contract for the services of an independent certified public 

accountant to perform an annual fiscal audit for the prior year ending June 30. 

2.2. The BOCC may elect to enter into a contract with a multi-year contract with an audit firm 

but must change site auditors at least every three years. 

2.3. The audit shall include, but not be limited to: 

2.4. An audit of the accuracy of the financial statements 

2.5. An audit of the attendance accounting and revenue claims practices 

2.6. An audit of the school's internal control practices 
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2.7. Fraud interviews with at least one BOCC member and 3 staff selected by auditor 

2.8. If the Federal funding threshold is exceeded, the audit shall be prepared in accordance 

with any relevant Office of Management and Budget audit circulars 

2.9. The Audit shall be completed,· reviewed by the BOCC, and submitted to the charter 

granting agency, the County Office of Education, the Office of the State Controller and 

California Department of Education prior to December 15th of each year. 

3. Budget Transfers 

3.1. The Executive Director has the authority to transfer up to $3,000 between unrestricted 

budget line items in order to facilitate continued operations. All such transfers will be 

reviewed by the Finance Committee and the BOCCatthe next regularly scheduled 

meeting. 

4. Banking Arrangements 

4.1. The School will maintain its accounts ~ittler fr1 the County Treasury or at a federally 

insured commercial bank or credit unioni Funds will be_ deposited in n9n-speculative 

accounts including federally-insured savings_e>r checklngaccounts orinve~ted in non­

speculative federally-backediA~truments or in trf Ce>unty's Pooled Me>neY Investment 

Fund. 

4.2. If funds are held in accounts out~ic:1~ of the County Treasury, the BOCC must appoint and 

approve all individuals authorized tpsign che'.t~~ orwarra~_ts in accord with these policies. 

4.3. The BOCC will approve, in agvance, the lisJofauthori?ed signers on the school account. At 

least two indl\,.i~~als but nb more thanthr~e will be authorized to sign checks. These 

signers will con;istofthe CEO>C:FO and the ~xecutive Director of Blue Oak Charter School. 

4.4. Th~ f30C:tw.ill authci~ii.g alttfan;:~e{iC>IJS tob~¢n and close bank accounts. 
,,_-t - ,_ . . - - \7 ·,;- ;" - •.. - •• • • '..::.· .'. .. .-,,, " 

4.5. Ttl~(:ii.:lsinessotfice. and toe ExecutiveDifector\,vill be responsible for all blank checks and 
i:.· "•-~,>-,/ ,,_ .; . : ··,,·:-c::--::)·: ·' 

wiil keep them setui_e<;J. 

4.6. Th~~thool's back offic;;:providerwjll reconcile the school's ledger(s) with its bank 

acco~~t{'qr,.accounts irt;ii~ count\tti-easury on a monthly basis and prepare (1) a balance 

sheet, (2)aco01parison ~f§udgeted to actual revenues and expenditures to date, and (3) 

a cash flow ;t'atJJ:x1ent~:-:fh.~Finance Committee including the Treasurer and Executive 
~ C ', < >~, /: • • "•' • C • 

Director and the BQfyWill review these statements each month. 

4.7. The School will depJMf all funds received as soon as practical upon receipt and in no 

event later than seven days after receipt. Funds will be in a locked cabinet or safe while 

awaiting deposit. 

5. Purchasing 

5.1. A good faith effort will be made to obtain the lowest possible purchase price for goods 

and services of equivalent quality. 

5.2. All purchases in excess of $5,000 must be bid by a BOCC-approved process. 

Documentation of this effort will be maintained along with purchasing documentation. 
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The bid process may be suspended in emergency circumstances. The BOCC will then be 

notified of the expenditure at the next regular meeting. 

5.3. The Executive Director may authorize expenditures within the approved budget. The 

Finance Committee and the BOCC will review and accept all expenditures via review of a 

check register which lists all checks written during a set period of time and includes check 

#, payee, date, and amount. 

5.4. Individuals other than the Executive Director are not authorized to make purchases 

without written pre approval. A Purchase Requisition must be prepared and approved in 

advance of any purchase requested on behalf of the school. The Executive Director must 

authorize and sign the purchase requisition prior to purchase. No other individual may 

authorize purchases. This includes members of theBOCC and subcommittees of the 

BOCC. 

S.S. When approving purchases, the Executiv~ Director must: 

5.5.1. Determine if the expenditure is.budgeted 

5.5.2. Determine iffunds are currentlyayailable for expenditures (Le. cash flow) 

5.5.3. Determine if the expenditure is allowable under the appropriate revenue source 

5.5.4. Determine if the exp~nditure is appropriatea~d consistent withth~vision, 

approved charter, school p9!,ict~,s ;:i,,nd procedures, and any related laws or applicable 

regulations. 

5.5.5. Determine if. the price is comp~titive. 

5.6. Any individual ril~kJr,g a~ allthorizecfpgrchase On b_ehalf oft:he school must provide the 

business office \A/ith appr6priqte docurn~btation of the purchase. 

5.7. Individuals who us~ Rerson,klf.1mds to m~k~ unauthorized purchases will not be 

reirp.~ur!i~c;l.,Authorizeq .• pyftt:i-~{e~y.,iH be'r'eimbursed by a bank check upon receipt of 

approf,riJt~cfqc£vrpent~tidll.Of th~··pu'r(hasE:?. 

6. Cash <>ti H@nd 
Other than th~\r;1Lnimal cash n~ed~d t~·s4pport fundraising, no cash will be kept on site. 

"~ '_, ; ,' 

7. Cash Receipts ·and Deposits ,• • 
·,-<- _.:.::~;;;_ /,~ : : ... ;~ 

7.1. Segregation ofPuJies 7 . o·~Jies are to be separated when handling cash. A system of 

checks and balarit~iJn·0fiich tasks are performed by different individuals for adequate 

control will be implerris~nted. For example, the same person is not to collect money from 

students or other payees, post receivables and other accounting records, and prepare and 

make the deposit. 

7.2. It is the Executive Director's responsibility to scrutinize all documents to ensure that the 

amount being deposited includes everything that was collected. 

7.3. Mail containing payments is to be opened and recorded in one central location by 

someone who will have no further involvement with the deposit or accounting for cash 

receipts. The person opening the mail will record all funds received in a pre-numbered, 

multi copy receipt book and place it in the business office lock box by the end of that 
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business day. The business office staff will verify that the deposit reconciles with the 

receipt. 

7.4. Necessary initial control for in-person or over the counter receipts requires the person 

who receives the money to immediately prepare a record of the amount to establish 

accountability and a basis for proving that subsequent deposits include everything that 

was received. Pre- numbered, multi copy receipt books are acceptable methods of initial 

control. 

· 7 .5. All funds received will be kept in a locked box or safe until ready for deposit. Deposits will 

be made as soon as practical but at least once per week. 

8. Returned (NSF) Check Policy 

8.1. A returned-check processing fee will be charg~dJor any checks returned as non-sufficient 

funds (NSF). Unless otherwise pre-approved by·tt,e business office or the Executive 

Director, payment of the NSF check anc:! proc:essing fee must be ryiade by cash, money 

order or certified check. 

8.2. In the event that a second NSF check is receiv~d for any individual, in addition to the 

processing fee, the individual will lose checf<.:ii"iti11g privileges. Paym~nt of the NSF check, 

the processing fee and any sub;equent paymeri't{sfbythat individual m~st be made by 
', :_. -,~,•~ \_c ·• ; ·-· -- -, ·:;_: •• 

money order or certified check: 

8.3. In the case of NSF checks written by parentsof?tudents,failure to pay may result in the 

withholding of repofrp1rd?/transcri~t§ at thie~dqf the semester and/or school year 

until payment: is. re~eived; Ur'!less othermutyaBy agree~ble arrangements are approved by 
the Executive Director and/~r.BOCC. . .· .. . 

8.4. If unsuc:c.~ssful in ce>ll~cti~gfuhds, owed, the school may initiate appropriate collection 

ar:id/or leg;(ac:tion ~tthidiscrelfbrtofthe E)(ec:utive Director and/or BOCC. 
· ... ,,._,c.,;.· .. :;;-- • · " /ct ;":O _'. ·, •• --:,

0 
-.:_:~·_.· .:, • ' -, - _ ;~ -·,:;_ • .: _/ 

9. CreclitlPebit Cards> 

9.1. c;~dfrgt Debit cardsqsa&e ~iH~elirnited, carefully controlled and monitored. Using a 

credit'c>tdepit card is th_e,~ame as"'h~ndling cash and is subject to the same precautions 

and requie"nwrits. ,; . . 

9.2. Credit or debGitf¢~rds wUl;o~
1

ly be issued to the Executive Director in both his/her name 

and Blue Oak Ch~~~l§ihool upon approval of the BOCC. The Blue Oak Charter School Tax 

identification numb~{~ill be used. Any new applications for credit/debit cards must have 

prior approval by the BOCC. 

9.3. Credit/debit cards will only be used for traveling on school business or for a legitimate 

need to purchase goods and services online or in person when a vendor will not accept a 

purchase order or school check. 

9.4. The credit card limit will not exceed $3000. 

9.5. Credit/debit card purchases will be minimal and infrequent and will not be used to bypass 

established purchasing procedures. 

9.6. The school credit card shall be kept in custody on the school site. 
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9.7. The credit card only be used by the person authorized on the card, and only for such 

purchases that require a card. 

9.8. Credit cards may not be used for cash advances or withdrawals at any time, even if the 

cash is to be used for a school-related purpose. 

9.9. Each charge to the credit card must be supported by a receipt of the expenditure and a 

concise description of the cost or activity and its school-related purpose. The receipt must 

contain detail of the item(s) purchased. If receipts are not available or are missing the 

individual making the charge will be held responsible for payment. 

9.10. Credit card accounts shall be paid in full each month; a balance shall not be allowed 

to be carried over into the next billing cycle. 

10. Authority to Enter Into Contracts and Agreements. 

10.1. Except as otherwise provided in these policies, the Executive Director may enter 

into contracts and agreements not to exceec::J $ 3,000.00 without BOCC approval, provided 

funds sufficient for the contract or agreE!rpent are authorized ancl available within the 
. ~ - ~ 

school's adopted budget. The Finance Comrnjttee anq B(?CC will be 11qtJfied at the next 

regular meeting. .· . ··•· 
10.2. Contracts and agreenientsJn.E!xcess of$ 3,000.00 must be submitted for BOCC 

approval and may be executed l:)ythe t)(ecutive Director, Chief Business Officer, or Chief 

Executive Officer after the BOCC h~s duly'approyed the c:omract or agreement. 

10.3. Consideratie>rj yvilJq~ made of in-hous~capa.bilities a.nd volunteers to accomplish 

services befor~ c:pntrad:ihgfor them. 

10.4. Office ~f~ff .\tVill keep~11d maintain>a ~ontract file evidencing the competitive bids 

obtained (if any) ·a~ncHhe justifJ<:ation of n~~d for any contracts over $3,000. 
,.,<.:' .. - . - ,. :-~ ·.- -- . - - .. -::, . ·.-.. . .. ~ ·-·--, - --

10 .5. Gomp~titiye bld~wiffii·e cibtainE!c:LwherE! required by law or otherwise deemed 

appfopriate and ih t~e b~~tir,terests ohh.~ school. 

10.6.. Written contract~ clearly defining work to be performed will be maintained for all 

contract s.ervice pro~id~ts (i.e. ~c,n;ultants, independent contractors, subcontractors). 
'-,.'.".'."'. ">·~-- . >". ·:- · ... _.,_ 

10.7. Co6trc1ct service irhviders ~~st show proof of being licensed and bonded, if 

applicable,:·arfc:f;C?f havinisc:!..~equate liability insurance and worker's compensation 

insurance currently. il'.I· effett. The Executive Director may also require that contract service 

providers list the.~Ht~~f~s an additional insured. 

10.8. If the contract service provider is a sole proprietor or a partnership (including LP, 

and LLP), the office manager will obtain a W-9 from the contract service provider prior to 

submitting any requests for payments to the business office. 

10.9. The Executive Director will forward contracts and modifications over $3,000 in 

writing to the Finance Committee and BOCC for approval prior to signing. 

10.10. Contract service providers will be paid in accordance with approved contracts as 

work is performed. 

10.11. The Executive Director will be responsible for ensuring the terms of the contracts 
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are fulfilled. 

11. Record Keeping of Financial Documents 

11.1. Transaction ledgers, canceled/duplicate checks, attendance and entitlement 

records, payroll records, and any other necessary fiscal documents will be retained by 

school staff in a secure location for minimum of seven (7) years, or as long as required by 

applicable law, whichever is longer. At the discretion of the BOCC or Executive Director, 

certain documentation may be maintained for a longer period of time. 

11.2. Appropriate back-up copies of electronic and paper documentation, including 

financial and attendance accounting data, will be regularly prepared and stored in a 

secure offsite location, separate from the school by back office provider. 

11.3. Financial records will be shredded at the end of thE:!ir retention period. 

12. Asset Inventory 

12.1. An asset is defined as all items, purchased or donated, with a value of $1,000 or 

more and with a useful life of more thail..one year. The Executive birni;tor shall establish 

and maintain an inventory of all non-consumable goqc:Jsand equipmerif\!11.orth over 

$1,000. 
'; •• ~ :_ -__ < ., . .,. 

12.2. This inventory shall include the original purchase price and date, a brief description, 

serial numbers, and other infor~~tjori appropriate fdr documenting the school's assets. 

12.3. All non-con~urriaple school propertylentto students shall be returned to the <~- _-,." -: -_, '<--~----. _/:. _..-,-~- -,...:_-

school no latE:!ri:han s Wqrkirig days after eric:I of fne school year. 

12.4. The btisin~§S office \Nill take a physitannvento~y of all assets at least 90 days 

before the end 6f ~a<:h fisq1Ly~!'J!, indic;trng the condition and location of the asset. 

12.5. ,• the •• ExecutivJ [)ire¢tgf \t\lillimm.ediately be notified of all cases of theft, loss, 

c:1.~.matJe or°'d~strl.lction·bf ~S.f.ets. 

12.6'/ .· The sale oii~ction diprqperty owr'ied by the school with a fair market value in 

exce~§ of$ 3,ooo.oo·~hau be atf p[qved in advance by the BOCC. 
- -·; ~ ·:"-i:- ' "-.:•' 

13. Payroll Ser;i'~;J • . 

13.1. An otltsid.e. payro!l":§1:{rvice will prepare payroll checks, tax and retirement 

withholdings, ti(it13tf~¢rits, and perform other payroll support functions. 

13.2. The Busine;ri:$~istant will establish and oversee a system to prepare time and 

attendance reports and submits payroll check requests. 

13.3. All staff expense reimbursements will be on checks separate from payroll checks. 

13.4. No checks for additional services will be paid outside of the payroll system 

13.5. Upon hiring of staff, a personnel file will be established with all appropriate payroll 

related documentation including a federal 1-9 form, tax withholding forms, pay scale, 

retirement status, and an accounting of the use of sick leave. 
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14. Attendance Accounting 

14.1. The Registrar will establish and maintain an appropriate attendance accounting 

system to record the number of days students are actually in attendance at the School 

and engaged in the activities required of them by the School. 

14.2. The annual audit will review actual attendance accounting records and practices to 

ensure compliance. 

14.3. The attendance accounting practices will be in conformance with the Charter 

Schools Act and the applicable California Administrative Code sections defining Charter 

School Average Daily Attendance. 

14.4. ADA will be computed by dividing the actual number of days of student attendance 

by the number of calendar days of instruction by the School; 

14.5. The School's instructional calendar will include at least the minimum number of 

days of instruction as provided by the Adry,inistrative Code Regulation to avoid any fiscal 

penalties. 

14.6. The master schedule, in combination with the annual instructional calendar will 

document that the school offers an amount ofannualll')inutes of instrtJc:tion as required 

pursuant to applicable law. 

14.7. Independent study shal)b~jncornpliance W!Jh applicable laws. 

15. Financial Reporting 

15.1. The Execytive Director, working in conJUnct:iqri with the back office provider's 

School Busin~§~ Di;ectod$13iyl), will produ~~ ~11dsuhmitto the charter granting agency 

any and all req~ired fiscal, attendance, 'enr~llment and other data reports as may be 

requir~c;I by state brJ~deralJ~v.,, pr mandafed by the terms of the school's charter. 
-· ... ; - ::;::_- 's . , .. ',_,,_ ; - " ' . _-- ,·- - -~ ---

15,.2. :1=xec:u{iye,Pirect9i,]he busih:~ss officeand the SBM will prepare the annual 

fiXan~ial budg~tf6hc1ppr<JX!~l by the Flna{c:e Committee and the BOCC. 

15.3:, ,: - The SBM in co,~Junction:Vi(i,th the business office will prepare and submit the 

foll~wing,reports for thefinan~l¢c,mmittee and BOCC monthly: 
. ,._ .. . .// .. -

15.3.1. Bupge:t to Actual \,vit~ variance and remaining balance 
',<~~- -~t'.:o. 

15.3.2. Cash flow 
15.3.3. Donati6h;of $5006~ more 

15.3.4. Balance shJ~(, / 
15.4. The SBM or business office will provide the Executive Director, the Finance 

Committee and/or BOCC with additional financial reports, as needed. 

16. Loans and Lines of Credit 

16.1. The Finance Committee and the BOCC will approve all loans and Lines of Credit 

from third parties. In the case of a long-term loan, approval may also be required from the 

charter- granting agency in accordance with the terms of the charter petition and/or 

other lenders in accordance with the loan documents. 

16.2. Once approved, a promissory note will be prepared and signed by the Executive 
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Director and BOCC President before funds are borrowed. 

16.3. Employee loans are not allowed. 

17. Property and Liability Insurance 

17.1. The Executive Director shall ensure that the school retains appropriate property 

and liability insurance coverage. 

17.2. The Executive Director and the business office will maintain the files of insurance 

policies, including an up-to-date copy of all certificates of insurance, insurance policies 

and procedures, and related claim forms. 

17.3. The Executive Director and the business office will carefully review insurance 

policies on an annual basis, prior to renewal. 

17.4. Insurance will include general liability, work¢r's compensation, student accident, 

professional liability, and directors' and officers' coverage. Supplementary coverage will 

cover the after-hours and weekend actiyitie~. Coverage will beJn line with the limits listed 

in the school's approved charter petition, 

18. Capital Expenditure 

18.1. Capital - The term capital .$hall mean equipment with a useful life of more than one 

year and valued at five thousailddollars ($5,000{~i more, including actual or estimated 

tax, shipping and handling, and l~nd,, huildi.ngs! and improvements. All items over five 

thousand dollars ($5,QQO) with a useful life ofm9re than one year shall be capitalized. 
- ··.--->" _.· • . ,· : /;" ·-~-~. _· ' - - --

18.2. Equipment purchc!s~ci with grant fll.n~s or required by the terms of the grant to be 
; 

tracked as capital, 

18.3. In addition to items sp¢.cifically included in the Charter School Annual Budget, the 

Executiv.e Director may pq(~h.ise capital item~J:osting up to three thousand dollars 

$3,000.The pu(~hc1$e ~fc:~pital equipment:~xt~eding these limits, which has not received 

prior budget approyal, mustb~ approv~tlby the BOCC. 
•• ~--- ,c •., "/ :: .- • - •• -_- - ' 

'••• '•• T> ', • 

19. Fundraising)Grant Solicit;tit>n, an~ Donation Recognition 
C· • f·.''", . __ C_,J_; :;· 

19.1. The~QCC recognizes the importance of community support of school programs, 

including volunta.ry financial contributions, to assist the school in achieving its goals for 

student learning; ~\~-- -. 

19.2. The BOCC is committed to the use of good business practices and internal controls 

in application to fundraisers and the use of those funds. 

19.3. Donations and fund raising receipts will be accounted for under a separately coded 

account within the school accounting system. 

19.4. The BOCC desires to work cooperatively with the parent community in determining 

the purposes for which funds may be used to meet the changing needs of the school and 

its students. The Parent Council and its affiliated class level organization is established as 

the primary fundraising organization within the school. 

19.5. No pupil will be denied the opportunity to participate in any school activity because 
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of the inability to contribute to any fund raising campaign. 

19.6. Fund raisers will align with one of the following categories: 

19.6.1. Annual Giving Campaign - Designed to support across the BOCC programs or 

services which support Blue Oak's public Waldorf program; including but not limited 

to high quality materials, Specialty needs, or playground equipment. 

19.6.2. Classroom fund raisers - Designed to support specific classroom activities, i.e. field­

trips. Funds raised are accounted for in individual Classroom Funds. 

19.6.3. Parent Council Fundraisers - Designed to support specific projects as determined by 

the Parent Council. Funds raised are accounted for in the Parent Council Fund. 

19.7. All fundraising activities, including online fundraisers, must be approved of in 

writing by administration. With the consent of the Executive Director or designee, the 

Parent Council or other approved school group, may use the school's name, or any logo 

attributable to the school as appropriate. 

19.8. A Fundraiser Application is to be.filled out to initiate the_c1(Jproval process. 

19.9. The Parent Council, the BOCC, and the Executive Director will develop a fundraising 

calendar at the beginning of the school year so that fundraising efforts can be 

coordinated. The BOCC shall be notified no lat~rthanthe next regular BQCC meeting of 

any changes that are made tOtbe fum:lraising calendc1r. 

19.10. All fundraising or grant s~Hci,ta,tii:>n.~c:tivities on behalf of the school must be 

approved in advance by the Executive Directoranci by the BOCC at the next regularly 
< -- . - . '" \-.· <- ·,,,;;_; . ' .. , ·, 

scheduled mee;tihg'. 

19.11. The Boc:Jtshall be informed of anyc:bnditions;iestrictions, or compliance 

requirements ~ii~J;:iated witb the receiptgf,such funds, including grants or categorical 

program~ sponsor;d oytbe:&tafeprfeder~Lgovern ment. 
19.12, . fH~~~6c:cshall;he~no~ified nol~t~rtb'an the next regular BOCC meeting of the 

·award or receiptbfar1y f~fld_s;c1nd shall Jpp(ove the receipt of any grants, donations of 

rribrJi than $500, or\-~c}~ipts riffuJ:idraising proceeds. 
--<~_ - _; /'; 

20. Fund BalancE!]t~,serve 

20.1. Finai~i'al reserves·are needed to manage cash flow and protect the school from 

unforeseen reveljug sh~~falls, unexpected costs and economic uncertainties. Financial 

reserves also all~wti;\ftiool to save for large purchases and reduce the cost of 
'~;·,. 

borrowing money. 

20.2. Blue Oak Charter will maintain a fund balance reserve of at least 3% of the total 

unrestricted General Fund revenues. 

It is the responsibility of the Executive Director to prioritize payments as needed. The Executive 

Director has responsibility for all operations and activities related to financial management. 

21. Expense Reimbursements 

Employee 

21.1. Employees must obtain pre-approval from the Executive Director prior to 
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purchasing an item or service utilizing a Purchase/Check Requisition Form. 

21.2. Employees will be reimbursed for approved expenditures within ten (10) days of 

presentation of reimbursement request along with appropriate documentation or when 

cash flow permits. 

21.3. Receipts or other appropriate documentation will be required for all expenses to 

be reimbursed. The employee and the Executive Director/designee must sign a Request 

for Reimbursement Form. 

21.4. Expenses greater than two months old will not be reimbursed. 

21.5. Expense reimbursements requested by the Executive Director must be approved by 

the Chief Business Officer or Chief Executive Officer. 

Volunteer 
21.6. All volunteers will submit a Purchase/Check Requis~tion Form to the Executive 

Director for all expenses prior to purchasing any item or incurring any expense. 

21.7. Only items with prior written authoriz~tion from the Executive Director will be 

reimbursed upon completion of a Request fe>r Reimbursement Form c1,nd proper receipts. 

22. Parking Lot Liability 

22.1. Parking lot related incideptes c1re not covernd under any insurance policy. The 

school assumes no liability ford;;i(nage to cc:1rs parkedTnJhe parking lot during or after 
.. ·. --;·• ·,::,, . , 

school hours. 

22.2. The only. e~ceptioi, tp this pdlic:y will 1:>ewfien a ?tudent is observed by an adult 

accidentally e::au~ihg darriageto a vehicle.while ~ngaged in a school activity, such as 

physical education equipmerit breaking a window (e.g. a ball) 

22.3. O~herwise,
0

liabilityJ(asf?Llqws: .. ··•.··• 
22.4 .. · ···~•· ..• ,ta st'.vgent wilYftiJl\t~a~s~~:d~rnag~ (i;e;,not an accident as described above), the 

~tyc:lent's pare11t9r guardiaHis responsibl~, - ~> "<.. ~ 

22.5. :;· If a parent ofe>fher visitorcc:1uses damage, that individual is responsible. 

22.6. · · Jf 9n employee cius,es d~•rriige, the employee is responsible. 

22.7. lf~O.JJl'.'lknown pe~~qp cause; damage and there is no witness, the affected 

individual ~o~l.d determi~~.' if they have applicable coverage through his/her individual 
insurance policiJtl ,, < . < •• 

'<:.\'\\: .. .: .. 
23. Telephone and Copy Maltiine Usage 

23.1. Employees and volunteers will not make personal long distance calls on the 

telephones without prior approval from a supervisor. Employees and volunteers will 

reimburse the school for all personal telephone calls. 

23.2. Employees and volunteers will not make personal copies on the school copy 

machines without prior approval from a supervisor. Employees and volunteers will 

reimburse the school for all personal copies at the rate of$ .10 per page. 
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24. Political Contributions and Involvement 

24.1. Contributing to political campaigns or making political donations may jeopardize 

the Blue Oak's nonprofit status. Blue Oak Charter will not take any position regarding any 

political candidate. School officials will not make political endorsements in their official 

capacity, and expenditure of charter funds for any political purpose is prohibited. 

However, charter school officials are not prohibited from making endorsements privately. 

24.2. Prohibited Contributions, Expenditures, and Uses of Assets and Resources 

24.3. Examples of prohibited political contributions, lobbying, and expenditures that 

support or oppose candidates for public office include, but are not limited to, the 

following: 

24.3.1. Contributions to political parties or politic,al acticm committees. 

24.3.2. Contributions to the campaigns of individuc:1ii:ahdidates for public office. 

24.3.3. Expenditures to print or assist in printing any political rnaterials. 

24.3.4. Expenditures for political advertisements. 

24.4. The use of any charter school assi;ts or resources for any political activities. This 

includes such use by management, employees, BOCC members, or oth¢nepresentatives. 
,- _-: ·. 

Charter school managers, erpplpyees, BOCC rne[Jlbers or other representatives may 

engage in political activities d1'ltheif own time, u~i~:ittheir personal assets and resources; 

however, they many not act or appear to'.beacting orfbehalf of the charter school and 
. . . . 

may not use any charter school reso1,1.rces to assistin political activities. 

24.5. Blue Oak C:l:lait:erwill comply"wjth al.I fedef-al arid_state laws and regulations 

regarding poHtic:al contrihJtibns, lobbyihga11d expe~dltures. No federal funds, or assets 

obtained from fedet91 fundk, \Nill be us;ctJor any political purposes whatsoever. 
. - . -~---. . -
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BP 3030 - Student Fees, Deposits, and Other Charges 

Policy 

Blue Oak School is a free, public K- 8 Charter School. The BOCC recognizes that California law 

requires that a student enrolled in a public school shall not be required to pay a pupil fee for 

participation in an educational activity. This policy is adopted by the Blue Oak School BOCC with 

the explicit intent to comply with AB 1575, which states that "A pupil enrolled in a school shall not 

be required to pay any fee, de·posit, or other charge not specifically authorized by law." 

1. Definitions 
,· --- . -

1.1. An educational activity is defined as an activity offered by a school, school Blue Oak 
' - -· 

Charter, charter school or county office o{education that constitutes an integral 
: . - . 

fundamental part of elementary and Sl:!Con~fary education, includLng, but not limited to, 
" - .. . -

curr.icular and extracurricular activities, 

1.2. A pupil fee is defined as a fee, deposit, or che1rge imgq~ed on pupils, e>r a.pupil's parents 

or guardians, including, but not li[llited to: 

1.3. A fee charged to a pupil as a c9_ri~iJigriJor registedrig for school or classes, or as a 

condition for participation in a class or: i;ln extracurricuJar activity, regardless of whether 

the class or activity is elective or ton1pul~ory,\:>risfor credit. 

1.4. A security deppsit; or ofh,erpaymeritttl]at ~- pupil i~/E?quired to make to obtain a lock, 

locker, book, 1:jc:1s~ apparatus,. musicalil)!ifrutnent, u·niform, or other materials or 

equipment. • . .. . _ 

1.5. A purchase tt,at a ~uplUs reqyJre~to makkto,obtain materials, supplies, equipment, or 
_,,, . "-"-;, - . - -·-:-_ ·: ·; ,. - . - ·- ',/ . ;;'· .',, -~" :~ 

ynifbfrtiS asSociatE:?d witQ ~n educatr6d~tqi:tivity. 
/•.•·,,, ·· ·'. • · .•. , •• ··• • ·-: • --· ·· ·,·c-•-,'c,• .:·.•-, 

2. Declarations 

2.1. AU ;·uppU.1~s, materials;i~-q~ equi'~11:1ent needed to participate in educational activities shall 

be pro~id~d to pupils freepf charge. 

2.2. A fee wai~~r'.pC>licy shall}1rii make a pupil fee permissible. 

2.3. The School sh~fE"nqt esfal:iffsh a two-tiered educational system by requiring a minimum 
"· '·''..., __ ._ •. - .•"> ----

educational standa"i~Jnd also offering a second, higher educational standard which pupils 

may only obtain through payment of a fee or purchase of additional supplies that the 

School does not provide. 

2.4. The School shall not offer course credit or privileges related to educational activities in 

exchange for money or donations of goods or services from a pupil or a pupil's parents or 

guardians. The School shall not remove course credit or privileges related to educational 

activities, or otherwise discriminate against a pupil, because the pupil's parents or 

guardians did not or will not provide money or donations of goods or services to the 

School. 
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3. Fundraising Activities 

Participation in fund raising activities which solicit donations for the benefit of the school is 

completely voluntary and will never be a requirement for participation in an educational activity. 

4. Fees Authorized by Law 
4.1. The prohibition on pupil fees as defined above does not prohibit imposition of a fee, 

deposit, or other charge otherwise allowed by law. As a charter school, Blue Oak Charter 

is subject to the prohibition on pupil fees and fewer fees authorized by law apply to 

charter schools. 

4.2. As a charter school, the School may, but is not required to, charge the following fees: 

4.2.1. Transportation - Fees for transportation tq and from school, as long as: 

4.2.2. The fee does not exceed the statewide ayer~ge non subsidized cost per pupil; 

4.2.3. There is a waiver provision based or1financial need; and 

4.2.4. Fees are not charged to pupils withdi:sabilities whose Individual Education Program 

{IEP) includes transportation as a related service necessary.for them to receive a free, 

appropriate public education. {EC Sed[on39807.!:i(b), (d), and (f)), 

4.3. Charges for food served to pupils, subject tolr:ee anQ reduced price ITleafprogram 

eligibility and other restrictidr:!~·SP~~ined in law.'"(l;C.§~ctions 38082 and 38084). 

4.4. Field Trips: 

4.4.1. Fees for fiel~ trips and excursions lhtqrir,e_ction'with courses of instruction or 

school-relatecf~ocial, e,ducational,cultu_ral; ~lhletic, orschool band activities so long 

as no pupff IS brev~;ft;d {rom m~ki,B~th~
0

field'l:riporexcursion because of a lack of 

sufficient fur:ids. {EC Sec:tjon 35330(b)),. 

5. CompJ1:1.itjt~,,c ., . 
5.LBI.Q.¢'C>ak SchdolshaU ITl~k~e'!ery effdrtto'.spmply with laws and regulations regarding 

5.2. St~d:~~ts, parents or gu;irdian~¼ith 1:1 complaint regarding fees or charges imposed by 
"<":_/J.\.. \::_/ .. }'·. \·">,' 

Blue Oak'School are refe{red to Blue Oak School BOCC Policy 6090 Uniform Complaint 
',._.:.:,• ., C • •. •. ~, 

Policy. Thispolicy provid.~s ~ formal process for expression and resolution of complaints. 

5.3. If, during the c600p!9iJJfi~Yiew process delineated in Blue Oak School BOCC Policy 6090 

Uniform Complai·nVB§!Jc{ it is found that a complaint regarding a pupil fee or charge has 
'._···.·-

merit, the Charter School shall reimburse the fee or charge to all affected pupils, parents, 

or guardians. 
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BP 3 040 - Travel Expense and Reimbursement Policy 

Policy 
Blue Oak Charter School recognizes that school employees may incur expenses in the course of 

performing their assigned duties and responsibilities. To ensure the prudent use of public 

funds, the Executive Director shall authorize payment for actual and necessary travel expenses 

in accordance with the adopted budget and upon determining that the travel is necessary to 

attend a conference or other staff development opportunity that wil I enhance employee 

performance, and/or is otherwise necessary to the pe~forrnan<e of the employee's duties. Blue 

Oak Charter School assumes no responsibility for persc>nc1I automobiles used for business. 

Procedures 
1. Approval & Claims 

1.1. An employee shall obtain approval froni the.Executive Pi rector or d~signee prior to 
,,_ / ,_-_-- -, 

traveling. 

1.2. The Executive Director mustp.re,-app,rove ~II oLJt<JftCJwn travel. 

1.3. All expense reimbursement daim.sshaH be submit:ted on a Blue Oak Charter form, 

within 10 working days following returriffom travel. The form shall be accompanied by 

receipts and c1rfy ~)(plc1,nation necessary to .d&tU(llentthat the expenses meet school 
-- . --- - -,-- :, - -- ', ;,' - --

policy criteriifor reimblJr~ement. · .. > ••.·•·· 

1.4. The Executive Director or gesignee shalLapprove expense claims only upon verifying 

thatc1ll 11ecessaryHJfc:1Jrpent.ali~11J~ proJi~ecl and that all expenses are appropriate and 

re fated td B·loe Oak C:ha.rter b~siries~;< 

1.5·, i(.{n expense tfairi\ls di~al}qwed due fo lffick of documentation or inappropriate 

e~perises, the e~plpyee ma\i,be.personally responsible for any improper costs 

in~urred. 

2. Expenses 

2.1. Reimburs~ril~11t of tray~F~xpenses shall be based on actual expenses as documented 

by receipts. 

2.2. Reimbursable tra~e'.1·~?~enses may include, but are not limited to, costs of 

transportation, parking fees, bridge or road tolls, and lodging when Blue Oak Charter 

business reasonably requires an overnight stay, registration fees for seminars and 

conferences, and other necessary incidental expenses. 

Mileage Reimbursement 

2.2.1. Employees will be reimbursed for mileage when pre-approved by an Executive 

Director. 

2.2.2. Reimbursement will be based on the standard mileage rate as authorized by the 
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Internal Revenue Service in effect at the time of travel for the distance traveled, 

less the distance from the employee's residence to the school site for each 

direction traveled. 

For incidental travel, mileage will only be reimbursed if the one-way mileage 

exceeds 10 miles. 

2.2.3. Vehicles should be shared whenever possible to minimize travel costs. No 

employee shall be entitled to reimbursement for automobile travel when he/she is 

transported free of charge or by another employee who is entitled to the expense 

reimbursement. 

2.2.4. The Blue Oak Charter shall not reimburse personal travel expenses including, but 

not limited to, alcohol, entertainment, laundry, ina-room telephone, in-room honor 

bar, expenses of any family member, \A/ho is accompanying the employee on Blue 

Oak Charter-related business, personc:'1I use of an automobile, and personal losses 

or traffic violation fees incurred ~bil~ on Blue Oak Chart~r business. 

Meal Reimbursement 
2.2.5. Employees may cho9setq be reimburs·(:!afor actual cost of mealswhile in 

training or conducting s'chdhL§.lJsJness. M;~(cq~ts shall be reimbursed based on 

documented actual experi~es withirjth~ maximuntamounts established by the 

BOCC and bi:1s~p.9n the timeotdaythafJrayel fois<::hool business begins and ends. 

To qualifyf~rreimpursementl'1eJollo\Ning··1eave.c3ndreturn times apply: 

Breakf~·sf; leave bef6re 6:00 ~fu;c .., · ' 
Lunch: l~~ve beforel.1.:30 am orr~turn after 1:30 pm 

Dinn.er: le~~~p.~foret4-:Q!J:Rrn,.or r~tfJ~r;i after 6:30 pm. 

Fof ~)(~mple}~feakfast wiil dol!;>e.feimbursed for single day training in 

Sacratnght9 th~t begins at 9:O0\1:m. It is assumed the employee will have 

breakfast ~!bome.b¢fore leaving for the training. 

2.2.6: ''A,ny expense tll~t~xceeds the maximum rate of reimbursement established by 

thEtBfue,Oak Chart~H~hall be reimbursed only with the approval of the Executive 
C •. • <:" :'\ .• ,'::~::, 

Director:)-'< .. ,. . 'D.\' 

2.2.7. A detaileCJlrec:giRt"'must be provided with the expense claim showing the cost of 
'-':::··.~·"''''-'}17 

food, beverages and gratuity for each meal claimed. Unless automatically assessed 

by the restaurant, the gratuity should not exceed 18% of total pre-tax cost of meal. 

Overnight Stays 
2.2.8. Employees will be reimbursed for overnight stays at hotels/motels when pre­

approved by an Executive Director and the event is more than 100 miles from 

either the employee's residence or the school site. 

2.2.9. Lodging arrangements should be based on convenience, and rates should be 

negotiated at the lowest level possible, including the corporate, nonprofit or 
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government rate if offered. 

2.2.10. If an employee is accompanied by a non-employee such as a family member or 

friend and as a result incurs additional costs, those additional costs are the 

responsibility of the employee. 

Travel Advances 
2.2.11. Travel advances are discouraged but if deemed necessary, a travel advance 

requires written approval from the Executive Director via a formal check request. 

2.2.12. Travel advances require receipts for all advancedfunds. 

2.2.13. After the trip, the employee must enter all of the. appropriate information on an 

expense Reimbursement Claim and submit itto the Executive Director for approval 

and then on to the business office for processing; 

2.2.14. If the advance exceeds the amountoft,he receipts,the employee will pay the 

difference immediately in the form oJa check. Excess trav.E:!I advance funds may not 

be carried forward to a future expense claim. 

2.2.15. If the advance is less than the amount of the receipts, the diff~rence will be 
. . 

reimbursed to the employee as soon as possible; with cash flow p~rmitting, in 
e-· •• ,- .----

accordance with the exper,~erepgrt. 

AirTravel . 

2.2.16. Air travel pc:1ic:I by the emplO:y~e c~rihgtbe reimbursec:i until after the event. 

2.2.17. A bro,ch~ri•orfly~r describingi~e ,E:!VeniandTea~on for air travel must be 

submitteJtwith the travel claim. 

2.2.18. Supporti~gdpcumentation from the.airline must include travelers name, ticket 

. ni.lrnber, dep;h~re/fetu~~'c:l~tE:!~, and~rnount of fare and method of payment. 
- • o. ,•-:::·' ., - - . .. ---- --·-:·>-., -

Conferen,:~ Registriltiort& MaterJoJs 
Z,2,19. Confere-~cefl:!es p~fdby the employee will not be reimbursed until after the 

\· •• •· •• ·, ·c •• 

!:!Vent and proofofc:1ttendari~~ and payment have been submitted. 

2.2.26/pfjginal itemize~J~ceipt~ m~st be submitted for any materials purchased while 

atteri~ibg a conferebf:.e. 

Lodging ,:_ .. ,i ... _.· 
2.2.21. Hotel billfRaid.tjy the employee will not be reimbursed until after the stay. 

2.2.22. A brochure otflyer describing the reason for hotel stay must be submitted with 

the travel claim. 

2.2.23. Finalized bill must include hotel occupant's name, dates of stay and method of 

payment. 

Taxi, Bus Shuttle Service, Parking, Tolls 
2.2.24. Original receipts must be submitted. 

2.2.25. If receipts cannot be obtained for these services, employee must document on 

paper the type of service, location, date and amount of expense. 
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RENTAL CARS 

2.2.26. Car rental and fuel is allowable for out-of-Blue Oak Charter travel. Rental must 

be pre-approved by the Executive Director. No mileage reimbursement allowed. 

3. Excluded Expenses 

3.1. Excluded expenses include but are not limited to alcohol, entertainment, video rentals 

and laundry service. 

3.2. Employees should request separate checks for alcohol and for expenses incurred by any 

individual they are accompanied by who is not employed by the School. 

Blue Oak Charter School Fiscal Policies & Procedures March 2018 

22 




