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The Kenosha Schools of Technology Enhanced Curriculum Board of Directors is committed to the responsible stewardship of all resources that are entrusted to the Board, including but not limited to all financial resources that are under the Board’s management and control. Fraud, in any form and perpetrated by any person connected to the Board and Kenosha High School of Technology Enhanced Curriculum (“The School”), interferes with this commitment. Fraud can exist even in situations that do not involve the receipt of an improper private benefit. Examples of conduct that the Board prohibits and considers to involve fraud include the following:

1. Theft, misappropriation, or conversion;
 
2. Bribery, including certain quid pro quo arrangements and giving or receiving kickbacks;
 
3. The making of false claims, false records, false certifications, or other false statements;
 
4. Lack of performance of an obligation while accepting consideration for such performance;
 
5. Self-dealing or arranging for other private benefits that are contrary to the public interest, including making or receiving overpayments;
 
6. Providing information or making a representation that is intentionally incomplete or misleading, including failing to fully cooperate and be fully forthcoming in any investigation into possible wrongdoing;
 
7. Covering up wrongdoing (e.g., by destroying evidence);
 
8. The failure to receive, use, or expend resources for their intended or authorized public purpose, including the gross mismanagement of The School-controlled resources or engaging in non-authorized transactions; or
 
9. Aiding another person’s fraudulent conduct.

To assist with the prevention, mitigation, and prosecution of fraudulent activity, the Board directs the administration to:

1. Establish, model, and enforce strong ethical standards in all The School programs and operations;
 
2. Implement and monitor strong internal controls (i.e., systems and procedures) that can limit opportunities to engage in fraudulent conduct, identify irregularities, and reveal evidence of fraudulent conduct after it occurs;
 
3. Create and foster a climate that encourages and facilitates the timely reporting of fraud, suspected fraud, or suspicious circumstances that should be further investigated;
 
4. Diligently investigate all reasonably credible reports of fraud or possible fraud; and
 
5. When any instance of fraud is substantiated, engage in appropriate follow-up, including making additional state or federal reports and pursuing appropriate consequences and remedies (such as disciplinary action and/or referral for possible legal action).

Reports and Investigations of Fraud or Suspected Fraud
Except in situations where an employee exercises a legal right to make a confidential report to an external agency or to participate in an official investigation or legal proceeding that is not disclosed to his or her employer, any employee who has knowledge of or who has reason to suspect fraud or any similar impropriety in relation to any aspect of The School programs or operations shall immediately report the relevant circumstances to his or her supervisor and/or to the Chief Executive Officer (“CEO”). In the event the concern or complaint involves the CEO, the concern shall be brought to the attention of the Board President. Such reports may involve or relate to the conduct of any person, including The School employees, Board members, volunteers, consultants, vendors, contractors and other parties maintaining any business or programmatic relationship with The School.

In directing employees to make the internal reports referenced in the previous paragraph, The School shall in no way prevent or interfere with an employee making a report or providing information to a state or federal regulatory or law enforcement agency (including the U.S. Department of Education’s Office of Inspector General) or to any court or grand jury.

The Board also encourages any other person who has knowledge of or who has reason to suspect fraud or some other similar impropriety in relation to any aspect of The School programs or operations to report the relevant circumstances to the CEO or board president.

No official, employee, or agent of The School may retaliate or discriminate against any person who, acting reasonably and in good faith, has filed a report under this policy or participated in any investigation related to a report of fraud, suspected fraud, or other similar impropriety. In connection with employees, prohibited retaliation and discrimination include discharge, demotion, or other adverse employment actions based upon an employee’s protected activity.

 Following a report of alleged or suspected fraud, and except in the case of a report involving his or her own actions, the CEO shall be responsible for initiating necessary investigations. Whenever necessary or appropriate, investigations will be conducted in coordination with The School’s legal counsel and/or with other internal or external departments, agencies, or officials. Although strict and absolute confidentiality cannot be guaranteed, the confidentiality concerns of all involved parties shall be a consideration in the manner in which any investigation is conducted, including the manner in which relevant records are maintained.
 
To the extent required by federal law, The School shall make a report to the U.S. Department of Education (or other applicable federal agency’s) Office of Inspector General any time The School has credible evidence of the making of any false claims for federal funds or the commission of a violation of any laws pertaining to fraud, conflict of interest, bribery, gratuity, or similar misconduct involving federal funds.
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The Kenosha Schools of Technology Enhanced Curriculum Board of Directors authorizes the reimbursement of employees of the Kenosha High School of Technology Enhanced Curriculum (“The School”) for certain work-related expenses that an employee either (1) pays for directly, or (2) incurs via the use of a personal vehicle for The School business. In addition to any reimbursement that is specifically approved by the Board, the administration may approve reimbursement of an employee’s work-related expenses if the CEO and business manager, or an authorized designee, determines that the expense meets the following criteria:

1. The School has a reasonable factual basis for reimbursing the expense without the reimbursement being treated as taxable wages to the employee, including information that supports the business-related reason for the expense.
 
2. The expense is reasonably necessary and does not materially conflict with The School policies.
 
3. Subject to any Board-authorized exceptions, the employee must have obtained advance approval from The School (as set forth above) to incur the expense, either generally or specifically — such as by policy, by contract, or by an authorized supervisor.

a. An example of general approval would involve an employee’s supervisor-approved attendance at a two-day professional development activity that requires an overnight stay. The approval of the employee’s attendance encompasses approval of the directly-related travel expenses that otherwise qualify for reimbursement.
 
b. The Board authorizes the CEO and business manager, as an exercise of administrative discretion, to grant an exception to the advance-approval requirement where the employee demonstrates that there is sufficient cause for an exception and the expense otherwise clearly qualifies for reimbursement.

4. Subject to any Board-authorized exceptions, the amount of the reimbursement shall not exceed the lesser of the actual expense incurred or the maximum reimbursement amount established by The School for the expense, if any.

5. The School may set a maximum reimbursement amount (or rate) via a general schedule approved by the Board, via an approved contract or grant, or via a supervisory directive that is issued in connection with a specific situation that is not covered by a general schedule.
 
a. The Board authorizes the CEO and business manager at his/her discretion and with written documentation and notice to the Board, to approve a deviation from any standard maximum reimbursement amount where he/she determines that circumstances beyond the reasonable control of the employee justify the deviation and that doing so is in the best interests of The School.
 
b. The CEO and business manager may, at their discretion, determine that a request for reimbursement of an expense in an amount that was not specifically approved in advance is clearly excessive and, as a result, take appropriate action (such as denying full reimbursement).

6. The employee substantially complied with The School procedures regarding expense reimbursement, as established by the administration, and with any supervisory directives related to the expense. At a minimum, the administrative reimbursement procedures shall:

a. Be consistent with the requirements for an accountable expense reimbursement plan under Internal Revenue Service standards, such as that the recipient of reimbursement must account for each expense within a reasonable period of time; 

b. Address supervisory signoff/review of reimbursement requests; and
 
c. Require the employee to provide adequate substantiation of each reimbursed expense via The School-approved documentation (e.g., itemized receipts).

d. If applicable, the employee followed all procedures required to obtain reimbursement of an expense under a specific state, federal, or private funding source, such as a grant.
 
e. No employee may be the individual who gives final approval for reimbursement of his/her own reimbursement requests or who approves any exceptions related to his/her own reimbursement requests.

The School may deny a request for reimbursement, in whole or in part, if an employee fails to meet any of the above-listed requirements in connection with a reimbursement request.

An employee must promptly return any excess reimbursement/payment (e.g., upon the recipient’s own calculation/discovery or upon receiving notice if an error or overage is first discovered by another person). Failure to follow The School’s expense reimbursement policies and procedures is also grounds for possible discipline.

Employees who request expense reimbursement and supervisors who authorize and approve reimbursable expenses are further expected to adhere to the following guidelines and parameters regarding expense reimbursement:

1. The School employees are expected to be reasonably diligent in avoiding excessive costs and in utilizing reasonable, low-cost options.
 
2. The primary intent of the expense reimbursement process is to reimburse employees for personal, but work-related eligible expenses (such as those incurred while travelling for a business purpose). While occasional reimbursement for direct employee purchases of goods or services that are ultimately delivered to The School may be necessary in unusual or emergency circumstances, supervisors and employees shall not use the expense reimbursement process to regularly contravene or willfully avoid The School’s purchasing, procurement, and payment procedures for such goods or services.
 
3. When practical, employees and supervisors should attempt to arrange for direct  payment of known and predictable expenses, such as conference registration fees and reserved hotel accommodations, particularly when doing so will facilitate avoiding a charge for sales tax.
 
4. A supervisor may require an employee to make specific purchases, use specific vendors, or use specific methods of travel where doing so is deemed to be in the best interest of The School. For example, a supervisor may direct an employee to obtain a rental vehicle for certain work-related travel when reimbursing mileage for the business use of a personal vehicle would be comparatively cost-prohibitive, or the supervisor may arrange with the employee to cap mileage reimbursement for the trip at the cost of an available, less-expensive travel option.
 
5. The School does not reimburse employees for any of the following:

a. The cost of any alcohol purchased in connection with a reimbursable meal or work-related function.
 
b. The cost of parking violations or traffic violations/citations incurred while operating a personal vehicle for work-related business.
 
c. The cost of any personal entertainment and social events (e.g., a golf outing) that may be associated with a conference, convention, training, or similar event.
 
d. Additional costs attributable to the employee’s family member(s) or other guest(s).
 
e. Expenses not preapproved in writing by CEO. 
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Reasonable student fees may be charged in connection with certain items, materials, and activities. Except as otherwise provided in this policy or authorized The Kenosha Schools of Technology Enhanced Curriculum Board of Directors, the Board shall approve the amount of each student fee, and may do so by adopting a schedule of various fees. When establishing a fee, the Board may expressly identify whether the fee is subject to possible waiver (in whole or in part) based on ability to pay. However, if the Board fails to specify whether a particular fee is subject to possible waiver, the fee shall be considered non-waivable except as otherwise required by law.

Parents and guardians who claim that the financial condition of their families is such that they cannot afford to pay the established fees may request that the fees be waived or reduced. All fee waiver/reduction requests shall be submitted in writing. The Chief Executive Officer (“CEO”) or designee shall approve or deny the request according to any lawful means.  
 
The business manager shall be responsible for the accurate and timely collection of student fees in accordance with proper accounting procedures. It is the Board’s expectation that all reasonable efforts shall be taken to ensure the collection of all fees due to The School. To the extent permitted by law, the administration may withhold school-related privileges from a student/family who refuses to pay applicable fees or who refuses to accept or fails to adhere to a payment plan offered by the administration. After the administration holds or attempts to arrange an in-person meeting with a parent or guardian, makes a good faith effort to offer a payment plan for the amount owed, and provides a final notice of the amount due, the Board authorizes the CEO to pursue legal action through small claims court for the collection of unpaid fees due The School. The CEO shall inform the Board when such legal action is being taken.

This policy does not apply to the establishment of school meal or food and beverage prices or to the processing of applications for free or reduced-price school meals.
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Grants from federal, state, local, and private entities can be a valuable and important source of funding and other resources for various programs and activities of The Kenosha High School of Technology Enhanced Curriculum (“The School”). At the same time, grant opportunities often require The School to commit significant resources to the grant application and grant administration processes, and some grants require The School to commit funds and/or make other specific operational or programmatic commitments related to the acceptance and use of the grant. Accordingly, subject to the exceptions identified below, the following apply to seeking and accepting grants on behalf of The School: 

Employees shall obtain approval from a supervising administrator prior to applying for new grants on behalf of The School.  

At a minimum, the administration shall review a request to pursue a grant application in light of factors that are substantially similar to the factors that The School would consider when evaluating a gift or donation that might be offered for a similar purpose, such as whether the grant would be substantially likely to impose any undesirable or unacceptable costs (whether direct or indirect) upon The School and whether the terms of the grant would be sufficiently compatible with The School’s curricular, technological, instructional, programmatic, and operational practices. The administration shall also consider the resources required to apply for and, if it is accepted, administer the grant. 

The administration is strongly encouraged to present a proposal to pursue a grant to The Kenosha Schools of Technology Enhanced Curriculum Board of Directors, for approval prior to the submission of even a non-binding grant application where the administration determines that the amount, structure, conditions, or purpose of the grant warrants advance Board evaluation and input (e.g., where the grant would require The School to hire new staff, establish a new program, or require The School to provide matching funds).  

Except as otherwise approved or authorized by the Board, the administration shall ensure that a grant application, if approved by the grantor, remains subject to final acceptance by the Board before The School is committed to receiving, implementing, and administering the grant.  

Except as otherwise approved or authorized by the Board, the Board shall approve final acceptance of a grant that The School commits to receiving, implementing, and administering. Unless the terms of the grant itself require direct Board approval, the Chief Executive Officer (“CEO”) may accept a monetary grant on behalf of the Board if the value of the grant is no more than $5,000 and if the only material conditions of the grant are that the funds must be used for a specified cost/purpose that The School is reasonably likely to incur even if the cost is not funded by the grant.  

The CEO and/or the Business Manager shall determine whether the receipt or expenditure of grant funds requires approval by the Board as an amendment to a previously-adopted annual budget. The CEO shall ensure that the Board approval is secured for any necessary budget amendments. 

Upon acceptance and receipt, all grant-based funding shall be adequately segregated and accounted for in accordance with the terms of the grant, applicable law, and the Wisconsin Uniform Financial Accounting Requirements (WUFAR).

Notwithstanding any requirements that might otherwise apply under this policy, the Board authorizes and expects the administration to take all steps that are required to ensure that The School timely applies for and receives The School’s regular, year-to-year sources of state and federal funding, even if such state or federal funds are deemed grants by their enabling legislation or regulations. This includes periodic renewals of existing state and federal grants. Regarding such state and federal funding sources, specific Board action is required only to the extent mandated by the requirements of the particular state or federal program.  

In connection with The School’s acceptance or administration of any grant that provides aids, benefits, or services to students from a private agency, organization, or person, The School shall not unlawfully discriminate on the basis of age, sex, color, race, religion, national origin, ancestry, creed, pregnancy, marital or parental status, sexual orientation, physical disability, mental disability, emotional disability, or learning disability, or any other category protected by applicable law.  
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Procurement of all supplies, materials, equipment, and services paid for from Federal funds shall be made in accordance with all applicable Federal, State, and local statutes and/or regulations, the terms and conditions of the Federal grant, Board policies, and administrative procedures.

The Kenosha Schools of Technology Enhanced Curriculum Board of Directors shall maintain a procurement and contract administration system in accordance with the USDOE requirements (2 C.F.R. 200.317-.326) for the administration and management of Federal grants and federally-funded programs. The board of directors shall maintain a contract administration system that requires contractors to perform in accordance with the terms, conditions, and specifications of their contracts or purchase orders. 

All school employees, officers, and agents who have purchasing authority shall abide by the standards of conduct covering conflicts of interest and governing the actions of its employees, officers, and agents engaged in the selection, award, and administration of contracts.

KTEC High School will avoid acquisition of unnecessary or duplicative items. Additionally, consideration shall be given to consolidating or breaking out procurements to obtain a more economical purchase and, where appropriate, an analysis shall be made of lease versus purchase alternatives, and any other appropriate analysis to determine the most economical approach. These considerations are given as part of the process to determine the allowability of each purchase made with Federal funds.

To foster greater economy and efficiency, the board of directors may enter into State and local intergovernmental agreements where appropriate for procurement or use of common or shared goods and services.

Competition

All procurement transactions shall be conducted in a manner that encourages full and open competition and in accordance with good administrative practice and sound business judgement. In order to promote objective contractor performance and eliminate unfair competitive advantage, KTEC High School shall exclude any contractor that has developed or drafted specifications, requirements, statements of work, or invitations for bids or requests for proposals from competition for such procurements.

Some of the situations considered to be restrictive of competition include, but are not limited to, the following:

A. unreasonable requirements on firms in order for them to qualify to do business

B. unnecessary experience and excessive bonding requirements

C. noncompetitive contracts to consultants that are on retainer contracts

D. organizational conflicts of interest

E. specification of only a "brand name" product instead of allowing for an "or equal" product to be offered and describing the performance or other relevant requirements of the procurement

F. any arbitrary action in the procurement process

Further, KTEC High School does not use statutorily or administratively imposed State, local, or tribal geographical preferences in the evaluation of bids or proposals, unless 1) an applicable Federal statute expressly mandates or encourages a geographic preference; or 2) the school is contracting for architectural and engineering services, in which case geographic location may be a selection criterion provided its application leaves an appropriate number of qualified firms, given the nature and size of the project, to compete for the contract.

To the extent that the school uses a pre-qualified list of persons, firms or products to acquire goods and services, the pre-qualified list includes enough qualified sources as to ensure maximum open and free competition. KTEC High School allows vendors to apply for consideration to be placed on the list annually.

Solicitation Language

The Kenosha Schools of Technology Enhanced Curriculum Board of Directors shall require that all solicitations incorporate a clear and accurate description of the technical requirements for the material, product, or service to be procured. Such description shall not, in competitive procurements, contain features which unduly restrict competition. The description may include a statement of the qualitative nature of the material, product or service to be procured and, when necessary, shall set forth those minimum essential characteristics and standards to which it shall conform if it is to satisfy its intended use. Detailed product specifications should be avoided if at all possible.

When it is impractical or uneconomical to make a clear and accurate description of the technical requirements, a "brand name or equivalent" description may be used as a means to define the performance or other salient requirements of procurement. The specific features of the named brand which shall be met by offers shall be clearly stated; and identify all requirements which the offerors shall fulfill and all other factors to be used in evaluating bids or proposals.

The board of directors will not approve any expenditure for an unauthorized purchase or contract.

Budget

A budget will be created by the CEO and approved by the Board of Directors. The Board will receive monthly updates that show expenditures on the budget.  Any budget change request from the CEO must receive Board approval. 

The CEO works with CESA 6 to ensure that all documentation needed is collected and reported to the Department of Public Instruction.

Procurement Methods

The Kenosha High School of Technology Enhanced Curriculum shall utilize the following methods of procurement:


A. Micro-purchases

Procurement by micro-purchase is the acquisition of supplies or services, the aggregate dollar amount of which does not exceed $3,500. To the extent practicable, KTEC High shall distribute micro-purchases equitably among qualified suppliers. Micro-purchases may be made without soliciting competitive quotations if the school administrator considers the price to be reasonable. KTEC High maintains evidence of this reasonableness in the records of all purchases made by this method.

B. Small purchases

Small purchase procedures provide for relatively simple and informal procurement methods for securing services, supplies, and other property that does not exceed the competitive bid threshold of $10,000, except as otherwise required by state law. Small purchase procedures require that price or rate quotations shall be obtained from a qualified source and approval from school administrator.


C. Mid-size purchases

Purchases between $10,000 and $25,000 shall require a minimum of 2 QUOTES shall be obtained and documented for these purchases. If for whatever reason two quotes are not possible, documentation must be provided on why only one quote was obtained. These purchases must be approved by the CEO.

D. Sealed bids

Sealed, competitive bids shall be obtained when the purchase of, and contract for, single items of supplies, materials, or equipment which exceeds $25,000 and when the board of directors determines to build, repair, enlarge, improve, or demolish a school building/facility the cost of which  will exceed $150,000, unless otherwise required by State law.

In order for sealed bidding to be feasible, the following conditions shall be present:
1. a complete, adequate, and realistic specification or purchase description is available;

2. two (2) or more responsible bidders are willing and able to compete effectively for the business; and

3. the procurement lends itself to a firm fixed price contract and the selection of the successful bidder can be made principally on the basis of price.

When sealed bids are used, the following requirements apply:

1. Bids shall be solicited in accordance with the provisions of State law. Bids shall be solicited from an adequate number of qualified suppliers, providing sufficient response time prior to the date set for the opening of bids. The invitation to bid shall be publicly advertised.

2. The invitation for bids will include product/contract specifications and pertinent attachments and shall define the items and/or services required in order for the bidder to properly respond.

3. All bids will be opened at the time and place prescribed in the invitation for bids; bids will be opened publicly.

4. A firm fixed price contract award will be made in writing to the lowest responsive and responsible bidder. Where specified in bidding documents, factors such as discounts, transportation cost, and life cycle costs shall be considered in determining which bid is lowest. Payment discounts may only be used to determine the low bid when prior experience indicates that such discounts are usually taken.

5. The board of directors reserves the right to reject any or all bids for sound documented reason.
E. Competitive proposals

Procurement by competitive proposal, normally conducted with more than one (1) source submitting an offer, is generally used when conditions are not appropriate for the use of sealed bids or in the case of a recognized exception to the sealed bid method. Like sealed bids, Federal law does not require a competitive proposal unless the procurement is for over $150,000.

If this method is used, the following requirements apply:
1. Requests for proposals shall be publicized and identify all evaluation factors and their relative importance. Any response to the publicized requests for proposals shall be considered to the maximum extent practical.

2. Proposals shall be solicited from an adequate number of sources.

3. The Board of Directors shall use its written method for conducting technical evaluations of the proposals received and for selecting recipients.

4. Contracts shall be awarded to the responsible firm whose proposal is most advantageous to the program, with price and other factors considered.
Kenosha High School of Technology Enhanced Curriculum may use competitive proposal procedures for qualifications-based procurement of architectural/engineering (A/E) professional services whereby competitors' qualifications are evaluated and the most qualified competitor is selected, subject to negotiation of fair and reasonable compensation. The method, where price is not used as a selection factor, can only be used in procurement of A/E professional services. It cannot be used to purchase other types of services though A/E firms are a potential source to perform the proposed effort.
F. Noncompetitive proposals

Procurement by noncompetitive proposals allows for solicitation of a proposal from only one (1) source and may be used only when one (1) or more of the following circumstances apply:
1. the item is available only from a single source

2. the public exigency or emergency for the requirement will not permit a delay resulting from  competitive solicitation

3. the Federal awarding agency or pass-through entity expressly authorizes noncompetitive proposals in response to a written request from the District

4. after solicitation of a number of sources, competition is determined to be inadequate


Contract/Price Analysis

The board of directors shall perform a cost or price analysis in connection with every procurement action in excess of $150,000, including contract modifications. A cost analysis generally means evaluating the separate cost elements that make up the total price, while a price analysis means evaluating the total price, without looking at the individual cost elements.

The method and degree of analysis is dependent on the facts surrounding the particular procurement situation; however, the school hall come to an independent estimate prior to receiving bids or proposals.

When performing a cost analysis, the school shall negotiate profit as a separate element of the price. To establish a fair and reasonable profit, consideration is given to the complexity of the work to be performed, the risk borne by the contractor, the contractor’s investment, the amount of subcontracting, the quality of its record of past performance, and industry profit rates in the surrounding geographical area for similar work.

Time and Materials Contracts

The schools uses a time and materials type contract only 1) after a determination that no other contract is suitable; and 2) if the contract includes a ceiling price that the contractor exceeds at its own risk. Time and materials type contract means a contract whose cost to the school is the sum of: the actual costs of materials, and direct labor hours charged at fixed hourly rates that reflect wages, general and administrative expenses, and profit.

Since this formula generates an open-ended contract price, a time-and-materials contract provides no positive profit incentive to the contractor for cost control or labor efficiency. Therefore, the school sets a ceiling price for each contract that the contractor exceeds at its own risk. Further, the school shall assert a high degree of oversight in order to obtain reasonable assurance that the contractor is using efficient methods and effective cost controls.

Suspension and Debarment

The board of directors will award contracts only to responsible contractors possessing the ability to perform successfully under the terms and conditions of the proposed procurement. All purchasing decisions shall be made in the best interests of Kenosha High School of Technology Enhanced Curriculum and shall seek to obtain the maximum value for each dollar expended. When making a purchasing decision, the board of directors shall consider such factors as 1) contractor integrity; 2) compliance with public policy; 3) record of past performance; and 4) financial and technical resources.

The CEO shall have the authority to suspend or debar a person/corporation, for cause, from consideration or award of further contracts. Kenosha High School of Technology Enhanced Curriculum is subject to and shall abide by the nonprocurement debarment and suspension regulations implementing Executive Orders 12549 and 12689, 2 CFR Part 180.

Suspension is an action taken by the board of directors that immediately prohibits a person from participating in covered transactions and transactions covered under the Federal Acquisition Regulation (48 C.F.R. Chapter 1) for a temporary period, pending completion of an agency investigation and any judicial or administrative proceedings that may ensue. A person so excluded is suspended. (2 C.F.R. Part 180 Subpart G)

Debarment is an action taken by the board of directors to exclude a person from participating in covered transactions and transactions covered under the Federal Acquisition Regulation (48 C.F.R. Chapter 1). A person so excluded is debarred. (2 C.F.R. Part 180 Subpart H)

Kenosha High School of Technology Enhanced Curriculum shall not subcontract with or award subgrants to any person or company who is debarred or suspended. For contracts over $25,000, Kenosha High School of Technology Enhanced Curriculum shall confirm that the vendor is not debarred or suspended by either checking the Federal government’s System for Award Management, which maintains a list of such debarred or suspended vendors at www.sam.gov; collecting a certification from the vendor; or adding a clause or condition to the covered transaction with that vendor. (2 C.F.R. Part 180 Subpart C)

Bid Protest

Kenosha High School of Technology Enhanced Curriculum maintains the following protest procedures to handle and resolve disputes relating to procurements and, in all instances, discloses information regarding the protest to the awarding agency.

A bidder who wishes to file a bid protest shall file such notice and follow procedures prescribed by the Request For Proposals (RFPs) or the individual bid specifications package, for resolution. Bid protests shall be filed in writing with the ROLE principal within seventy-two (72) hours of the opening of the bids in protest.

Within five (5) days of receipt of a protest, the CEO shall review the protest as submitted and render a decision regarding the merits of the protest and any impact on the acceptance and rejection of bids submitted. Notice of the filing of a bid protest shall be communicated to the Board of Directors and shall be so noted in any subsequent recommendation for the acceptance of bids and awarding of contracts.

Failure to file a notice of intent to protest, or failure to file a formal written protest within the time prescribed, shall constitute a waiver of proceedings.

Maintenance of Procurement Records

Kenosha High School of Technology Enhanced Curriculum maintains records sufficient to detail the history of all procurements. These records will include, but are not necessarily limited to the following: rationale for the method of procurement, selection of contract type, contractor selection or rejection, and the basis for the contract price (including a cost or price analysis).

Purchase Orders for Goods and Services
A. Definitions 
1. Procurement: the act of purchasing, renting, leasing or otherwise acquiring any supplies, services, equipment or construction. The process includes preparation and processing of a demand as well as the end receipt and approval of payment. 
2. Purchase Requisition: the initial purchase request that an employee enters into the District financial accounting software. Once the requisition has made it through the approval process it is printed out or emailed as a purchase order and the order is processed. 
3. Quote: the cost for a good or service that an authorized seller or provider offers in good faith. This is a written agreement to sell the product at the stated amount. Generally, this is considered an informal bid. 
4. Bid: a formal written offer or response to provide a good or service for a particular price based on specifications in a request for proposal. 
5. Contract: a voluntary arrangement between two or more parties that is enforceable by law as a binding legal agreement.
 6. Purchase Order: a document issued by the District that authorizes a purchase transaction. The purchase order sets forth the descriptions, quantities, prices, discounts, date and other terms and conditions. 
7. Confirming Order: when an order for goods, services, equipment, or construction is placed and an invoice is received before a purchase requisition is processed and the purchase order is created. 
B. General 
1. The Purchasing Agent will be responsible for the procurement of all District supplies and equipment.
 2. In making a selection for purchase, the Purchasing Agent shall attempt to achieve maximum price advantage within quality specifications. 
3. Bid specifications and requests for proposals shall be developed for larger dollar volume purchases and will be coordinated between the user and the Purchasing Agent. 
4. Continuing efforts shall be made to affect savings in purchasing and maintenance through the standardization of specifications for similar items used throughout the District. Proprietary specifications or source procurement for items that will allow such standardization for security or confidentiality requires the approval of the Purchasing Agent. 
5. Impartial and open consideration shall be given to bids and quotes received from vendors. There will be prompt follow-up on questions concerning vendor orders and vendor services. The Purchasing Agent shall maintain an approved vendor list.
 6. Authorized employees are encouraged to purchase high quality items and to make purchases of items having a value of less than $30 out of petty cash, or with department purchasing cards. 
7. All ongoing purchases of supplies, materials, maintenance, and repairs should be reviewed annually to obtain and ensure maximum price advantage within quality specifications.
 8. The Purchasing Agent shall furnish a current Requisition and Purchasing Procedure Manual to all principals and departmental administrators.
 9. Verification will be performed on all new vendors so that they are confirmed to have not been debarred or suspended per the Federal Government System for Award Management (SAM). 
C.  Purchasing and Signing Authority 
The levels of authority for purchase approval are as follows: 
Purchases less than $50,000: 
1. The CEO shall be authorized to approve purchases less than $50,000 for equipment or services.
2. The CEO shall be authorized to approve contracts and renewals less than $50,000. 
Purchases greater than $50,000: 
1. All contracts and renewals of contracts in an aggregate of $50,000 or more in a fiscal year shall be approved by the Board of Directors except in the event of an emergency as determined and reported to the Board of Directors monthly by the CEO. If a bid has been approved by the Board, the CEO can implement and approve the contract without further board action. 
2. Purchases of $50,000 and over for equipment or services, shall require the approval of the CEO over the school/department making the purchase. 
No threshold: 
1. The CEO shall be authorized to approve the purchase of supplies and to contract for equipment maintenance agreements in accordance with sound purchasing procedures. The CEO is authorized to sign on behalf of the District, agreements or contracts for equipment maintenance. 
E. Purchase Requisitions 
1. Once the procurement requirements above have been completed and proper approvals have been obtained, a purchase requisition is entered in the accounting information system. 
2. Requisitions shall be reviewed by Finance and Purchasing personnel for authorization, funding, and coding prior to processing the requisition and creating a purchase order. 
3. Confirming orders require advance, written approval from the CEO before committing the School to a purchase of supplies or equipment. Failure to follow proper procedures may result in disciplinary action, personal liability or return of the merchandise. Confirming orders are not encouraged and will not be standard practice. 
F. Purchase Orders 
1. Once the purchase requisition workflow has been completed, the purchase order will be sent to the vendor for fulfillment of the purchase. 
2. The authority for issuing purchase orders is delegated to Cesa 6. 
Credit Card Purchases
Purchases will be made only by authorized card holders (CEO and building administrator).
Users will obtain a fair and reasonable price.
Receipts will be submitted to CESA 6 in a timely manner and no later than the 25th of each month. 
All purchases will be made as tax exempt. 



[bookmark: _Toc78270079][bookmark: _Toc78270288]Policy 3006 INTERNAL FINANCIAL CONTROLS
 
 Adopted August 23, 2021

The Kenosha High School of Technology Enhanced Curriculum (“The School”) internal financial controls consist of a combination of policies, procedures, systems, communication/education initiatives, and monitoring activities. Internal controls exist for a variety of reasons, including to demonstrate accountability for The School’s receipt, holding, and of public funds for authorized and appropriate public purposes. More specifically, internal controls help The School demonstrate and provide reasonable assurance of (1) effectiveness and efficiency of operations; (2) reliability of reporting for both internal and external uses; (3) adequate safeguards for protected personally-identifiable and other sensitive or confidential information; and (4) compliance with applicable laws, regulations, and contracts.  

In terms of internal controls surrounding expenditures and procurement, the controls shall be a means of assuring that The School expenditures are sufficiently necessary, reasonable, authorized, allocable (e.g., to the appropriate accounting funds, budget line items, and/or revenue sources), and documented. 

The business manage have primary and overall administrative responsibility to ensure that reasonable and sufficient internal financial controls are identified, implemented, monitored, and enforced. The Kenosha Schools of Technology Enhanced Curriculum Board of Directors expects The School’s internal controls to be regularly assessed for their adequacy, effectiveness, and efficiency. When deficiencies or areas for improvement are identified through an internal review, an audit finding, or some other source, the Board expects appropriate changes to be promptly implemented or promptly recommended to the Board (i.e., when Board approval for a specific change is sought or required). 

Responsibilities and Controls Related to Federal Programs and Awards

To the extent permitted by law, the Chief Executive Officer (“CEO”) or his/her administrative-level designee(s) are authorized and directed to act on behalf of the Board in applying for federal funding/awards and in preparing and submitting reports related to such funding/awards. The School accounting procedures shall identify all federal funds received and expended and the specific federal programs under which they were received. 

The business manage responsibilities related to internal controls include administrative supervision of The School’s internal control over compliance requirements for federal awards. The Board’s expectation is that The School’s processes related to such federal compliance will be sufficient to provide reasonable assurance that:

1. Transactions related to federal awards are executed in compliance with applicable federal statutes and regulations and any specific terms and conditions of a federal award.

2. Transactions related to federal awards are properly recorded and accounted for, in order to:

a. Permit the preparation of reliable financial statements and federal reports;
b. Adequately demonstrate the specific source and application of federal funds; 
c. Maintain accountability over assets; and
d. Demonstrate compliance with federal statutes, regulations, and the terms and conditions of each specific federal award. 

3. [bookmark: _Int_lHEa7mtw]The School maintains effective control over funds, property, and other assets that are subject to federal requirements, including safeguarding such assets from loss and ensuring that the assets are used solely for authorized purposes.  

4. [bookmark: _Int_dMn40iC8]The School maintains adequate written procedures governing procurement, payment, and allowability of costs. 

Examples of specific federal compliance issues that the CEO and their administrative-level designees are charged with overseeing include (1) verifying and ensuring that The School appropriately documents that all claimed costs under federal awards are allowable costs; (2) developing and overseeing procedures associated with tracking, allocating, and certifying staff time and compensation to particular federal awards; (3) developing and overseeing procedures associated with documenting The School’s maintenance of effort requirements in connection with specific federal awards; (4) ensuring that The School uses appropriate procurement methods and procedures for federally-supported transactions, including maintaining records sufficient to detail the history of such transactions; (5) maintaining adequate oversight of the performance of The School vendors and contractors connected to federal awards; and (6) providing adequate training for employees whose work and work procedures are directly affected by the compliance requirements for federal awards. 

Work Expense Claims
The KTEC High School administrator will identify staff members cost objectives single or multiple when they are working on activities during their normal salaried period. The objectives of the work will be assigned by the administrator. The amount of time budgeted for each objective will be determined by the building administrator or CEO at the time of assignment.  

The objectives and assignments will be reviewed and adjusted monthly. At the monthly review, the following will be analyzed: 
Work products  
Progress vs. completion 
Hours of work vs. Budget 
Quality of product 

Documentation of the review will be kept on a shared Staff Objective Review spreadsheet that is only editable by the CEO and building administrator; this will be updated monthly.   In addition to monthly reviews, a review will be performed at the completion of the objective by the staff member. 

The process to determine the amount budgeted for an objective or set of objectives will be determined in a collaboration between the CEO and building administrator using prior experience, prior budget to actual review, and/or input from staff members or other stakeholders. The shared Grant Objective spreadsheet will be updated and reviewed monthly. In addition to monthly reviews, a review will be performed at the completion of the objective for the grant. 

Staff will include information about objectives worked on each timesheet submitted. This timesheet information and allowable hours in the Grant Objective spreadsheet will be compared by the building administrator before marking it as claimed on the spreadsheet and submitting the claim to CESA 6 for processing. 

Summary of monthly activities and claims will be submitted to the Kenosha Schools of Technology Enhanced Curriculum Board of Directors quarterly. 

Short-term work eligibility for federal grants will be determined by the building administrator or CEO. At the time short-term work is assigned by the building administrator or CEO, licensing or certification requirements will be determined.  Short-term work will have cost-objectives identified the same as salaried work and will follow the same process as above.  

Claim Processing for Federal Funds 

[bookmark: _Int_mWtNed5z]Separate budget accounts will be set up for Federal funds. Prior to submission the CEO or building administrator will approve all obligated expenditures. These obligated expenditures will be submitted to CESA 6 with the following information: grant name, budget account number, and request for payment.  CESA 6 will report to KTEC High when an obligation has been liquidated.  Using this information CESA 6 will prepare the claim for expenditure reimbursement monthly.  The expenditure report produced by CESA 6 will only include expenditure that have been obligated and liquidated in the requested amounts. This will be verified by the CEO or building administrator.  

The CEO will coordinate with CESA 6 to ensure that the final expenditure claim for the fiscal year ending June 30th is claimed no later than September 30th. CESA 6 will produce a report of obligated expenditures not liquidated within 45 days monthly. This report will be used by the CEO to determine if an amount claim has not been claimed within 90 days of year end.  CESA 6 will produce a report of obligated expenditure not yet liquated at year’s end. 

 CESA 6 along with the CEO will verify that the final expenditure report ties to the general ledger accounts.  

Monthly CESA 6 will provide the Kenosha Schools of Technology Enhanced Curriculum Board of Directors with financial reports.

Separation of duties will require the CEO will perform petty cash reconciliation based on information from the building administrator.  






Policy 3007 Vendor Relations/ Conflicts of Interest
Adopted August 23, 2021

The Kenosha High School of Technology Enhanced Curriculum shall not enter a contract knowingly with any supplier of goods or services to this School under which any member or officer of The Kenosha Schools of Technology Enhanced Curriculum Board of Directors, employee, or agent of KTEC High School has any pecuniary or beneficial interest, direct or indirect, unless the person has not solicited the contract or participated in the negotiations leading up to the contract. This prohibition shall not prevent any person from receiving royalties upon the sale of any textbook of which s/he is the author and which has been properly approved for use in KTEC High School.
 
For the purpose of this policy "beneficial interest" shall be determined in accordance with Wisconsin statute 946.13.
 
Members of the board or directors and school personnel shall not accept any gifts or favors from vendors which might, in any way, influence their recommendations on the eventual purchase of equipment, supplies, or services.
 
All sales persons, regardless of product, shall clear with the Planning and Leadership Coordinator before contacting any teachers, students, or other personnel of KTEC High School. Purchasing personnel shall not show any favoritism to any vendor. Each order shall be placed in accordance with the policies of KTEC High School on the basis of quality, price, and delivery with past service a factor if all other considerations are equal.

Legal References:
118.12(2), 946.13, Wis. Stats.


Policy 3008 Cash Management

Adopted August 23, 2021

The administration of the Kenosha High School of Technology Enhanced Curriculum (“The School”), under the direction of the business manager and in consultation with The School’s financial auditor as needed, shall develop cash-handling procedures that are consistent with sound business practices and that are appropriate for particular building functions and operational needs. As general parameters, such cash-handling procedures shall: 

1.	Promote safe and secure cash management and minimize opportunities for theft or loss by, for example, utilizing secured locations within buildings and making regular transfers to an approved depository; 
2.	Promote accurate cash management and accurate recordkeeping by, for example, consistently issuing receipts and using other methods of reconciling accounts and funds; 
3.	Promote the security and privacy of sensitive financial data, including The School and personal account numbers, other account access information, etc.; and 
4.	Minimize the extent to which any individual has sole responsibility for cash handling and cash/account reconciliation in connection with specific activities and functions. 

[bookmark: _Int_gV9KpU4U]The School funds may be deposited only in The School accounts that have been established at a financial institution that is a Board-approved depository. 

The business manager shall have primary responsibility for verifying that relevant personnel are aware of their responsibility to consistently follow established cash-handling procedures. 

The Kenosha High School of Technology Enhanced Curriculum does not maintain any use of petty cash funds. Any future authorization for use of petty cash must first be authorized by the Finance and Facilities Committee. ￼    



Policy 3009 Gifts, Grants, and Bequest Policies
Adopted August 23, 2021

The Kenosha High School of Technology Enhanced Curriculum is appreciative of public interest in and good will toward the schools manifested through gifts, grants, and bequests. The Kenosha Schools of Technology Enhanced Curriculum Board of Directors reserves the right, however, to specify the manner in which gifts are made; to define the type of gift, grant, or bequest which it considers appropriate; and to reject those which it deems inappropriate or unsuitable. If accepted, the Board of Directors will attempt to carry out the wishes of the donor.
 
The Board of Directors shall not discriminate in the acceptance and administration of gifts, grants, and bequests on the basis of sex, race, color, religion, national origin, ancestry, creed, pregnancy, marital status, parental status, sexual orientation, or physical, mental, emotional, or learning disability. 
 
All gifts, grants, or bequests that are accepted will be acknowledged by the Governance Council at a Board of Directors meeting.
 
The Kenosha Schools of Technology Enhanced Curriculum Board of Directors shall provide written acknowledgement to the donor of any accepted donation. Such acknowledgement shall include a description of the donation.
 
The Board of Directors shall provide any donor with appropriate tax forms in compliance with the requirements of the Internal Revenue Code.
 
Gifts, grants, and bequests shall become the property of The Kenosha High School of Technology Enhanced Curriculum, subject to the board of director’s effort to comply with any specific wishes of the donor.
 
Any equipment purchased by a parent organization for use on KTEC High property or at a KTEC High related event, shall be submitted to the Governance Council, prior to purchase, so it can determine if the Kenosha High School of Technology Enhanced Curriculum would incur any liability by its use.
 
The board of directors reserves the right to refuse to accept such liability and thus prohibit the use of the equipment by KTEC High School employees or students during any school-sponsored activity or on any property owned, leased, or used by the Kenosha High School of Technology Enhanced Curriculum.
 

Legal References:
118.13 Wis. Stats., 118.27, Wis. Stats., I.R.C. 170(f)(8), I.R.C. 170(f)(12), Title VI, Civil Rights Act of 1964, Title IX, Education Amendments of 1972, Section 504, Rehabilitation Act of 1973, Americans with Disabilities Act


