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School Profile 

Demographics 

1610 East Emmaus Avenue 
Allentown, PA 18103 

(610)351-0234 

 

Phase: Phase 3 

CEO Name: William Fitzpatrick 

CEO E-mail address: wfitzpatrick@arts-cs.org 
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Governance and Staff 

Leadership Changes 

Leadership changes during the past year on the Board of Trustees and in the school 
administration: 

None. 

Board of Trustees Meeting Schedule 

Location Date and Time 

Arts Academy Charter School, 1610 E. Emmaus Avenue, Allentown 
(Salisbury Township), PA 

4/23/2012 6:00 
PM 

AACS, 1610 E. Emmaus Avenue, Allentown (Salisbury Township), PA 5/25/2012 6:00 
PM 

AACS, 1610 E. Emmaus Avenue, Allentown (Salisbury Township), PA 6/18/2012 6:00 
PM 

AACS, 1610 E. Emmaus Avenue, Allentown (Salisbury Township), PA 7/16/2012 6:00 
PM 

AACS, 1610 E. Emmaus Avenue, Allentown (Salisbury Township), PA 8/13/2012 6:00 
PM 

AACS, 1610 E. Emmaus Avenue, Allentown (Salisbury Township), PA 9/17/2012 6:00 
PM 

AACS, 1610 E. Emmaus Avenue, Allentown (Salisbury Township), PA 10/15/2012 6:00 
PM 

AACS, 1610 E. Emmaus Avenue, Allentown (Salisbury Township), PA 11/19/2012 6:00 
PM 

AACS, 1610 E. Emmaus Avenue, Allentown (Salisbury Township), PA 12/17/2012 12:00 
AM 

AACS, 1610 E. Emmaus Avenue, Allentown (Salisbury Township), PA 1/14/2013 6:00 
PM 

AACS, 1610 E. Emmaus Avenue, Allentown (Salisbury Township), PA 2/11/2013 6:00 
PM 

AACS, 1610 E. Emmaus Avenue, Allentown (Salisbury Township), PA 3/18/2013 6:00 
PM 

AACS, 1610 E. Emmaus Avenue, Allentown (Salisbury Township), PA 4/15/2013 6:00 
PM 

 
  

Professional Staff Member Roster 

Kathleen Adolt   

PA Certified Yes 
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Areas of Certification 
Math 7-9, Special Ed N-12, Hearing 
Impaired 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Director of Special Ed 

Number of Hours Annually Worked in Assignment 1780 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Michael Aruanno   

PA Certified Yes 

Areas of Certification SS 7-12 

Grades Teaching or Serving 8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Social Studies 

Number of Hours Annually Worked in Assignment 720 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Austin Benner   

PA Certified Yes 

Areas of Certification Math 7-12 

Grades Teaching or Serving 7-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Math 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Patruce Blaszkowski   

PA Certified Yes 

Areas of Certification French, German 

Grades Teaching or Serving 6-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

French, World Language Survey 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 
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Amy  Bolger   

PA Certified Yes 

Areas of Certification Art K-12 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Visual Art 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Kristina Dahlinger   

PA Certified Yes 

Areas of Certification English 7-12 

Grades Teaching or Serving 7-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Language Arts 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Joanne DeCarlo   

PA Certified Yes 

Areas of Certification Math 7-12 

Grades Teaching or Serving 7-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Lead Math Teacher 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Karl Eisenhart   

PA Certified Yes 

Areas of Certification Elem K-6 

Grades Teaching or Serving 6 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

English, SS 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 
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Brian Foley   

PA Certified No 

Areas of Certification n/a 

Grades Teaching or Serving 6-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Theatre 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 0.0 

Percentage of Time in Areas Not Certified 100.0 

 
  

Colleen Frankenfield   

PA Certified Yes 

Areas of Certification English 7-12 

Grades Teaching or Serving 7-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Language Arts 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Meggan Gomez   

PA Certified No 

Areas of Certification n/a 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Theatre 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 0.0 

Percentage of Time in Areas Not Certified 100.0 

 
  

Amy Grams   

PA Certified No 

Areas of Certification Housse HQT Spanish K-12 

Grades Teaching or Serving 7-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Spanish 

Number of Hours Annually Worked in Assignment 720 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 
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Elaine Hersh   

PA Certified Yes 

Areas of Certification Elem K-6, Pro Spec ESL 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Grade 5 Teacher, ESL Specialist 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Annette Hickey   

PA Certified No 

Areas of Certification n/a 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Figure Skating Assistant 

Number of Hours Annually Worked in Assignment 720 

Percentage of Time in Certified Position 0.0 

Percentage of Time in Areas Not Certified 100.0 

 
  

Thomas Hickey   

PA Certified No 

Areas of Certification n/a 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Figure Skating Teacher 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 0.0 

Percentage of Time in Areas Not Certified 100.0 

 
  

James Hirsch   

PA Certified Yes 

Areas of Certification Elem K-6 

Grades Teaching or Serving 6 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Math, SS 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 
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Percentage of Time in Areas Not Certified 0.0 

 
  

MaryBeth Kemp   

PA Certified Yes 

Areas of Certification Biology 

Grades Teaching or Serving 7 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Science Teacher (Dance) 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 80.0 

Percentage of Time in Areas Not Certified 20.0 

 
  

Jan Labellarte   

PA Certified Yes 

Areas of Certification Principal K-12 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Principal 

Number of Hours Annually Worked in Assignment 2000 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Laura Leszczynski   

PA Certified No 

Areas of Certification n/a 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Dance Teacher 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 0.0 

Percentage of Time in Areas Not Certified 100.0 

 
  

Shawn Lynch   

PA Certified Yes 

Areas of Certification ss 7-12 

Grades Teaching or Serving 7 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

SS Teacher 

Number of Hours Annually Worked in Assignment 1440 
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Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Deborah Martin   

PA Certified Yes 

Areas of Certification Music K-12 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Vocal Music Teacher 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Caitlin McEnroe   

PA Certified Yes 

Areas of Certification 
Elem K-6, Eng 7-0, Citiz Ed 7-9, 
Science 7-9 

Grades Teaching or Serving 5 & 8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Grade 5 Teacher, Grade 8 Science 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Michelle McGuire   

PA Certified Yes 

Areas of Certification School Nurse 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

School Nurse 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Christine Michener   

PA Certified Yes 

Areas of Certification Spec Ed N-12, Elem K-6 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or Special Ed Teacher (Dance) 
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Services Provided 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 80.0 

Percentage of Time in Areas Not Certified 20.0 

 
  

Courtney Meyers   

PA Certified Yes 

Areas of Certification Elem K-6, Spec Ed N-12 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Special Ed Teacher 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Carole Ondrovic   

PA Certified Yes 

Areas of Certification 
Elem K-6, Gen Science, English 7-
12 

Grades Teaching or Serving 6 & * 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Grade 6 English & Science, Grade 8 
Science 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

John Peters   

PA Certified Yes 

Areas of Certification Art K-12 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Visual Art Teacher 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Ronald  Pope   

PA Certified No 

Areas of Certification Special Ed Para-professional 
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Certificate 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Special Ed Para-professional 

Number of Hours Annually Worked in Assignment 720 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Lindsey Rice   

PA Certified Yes 

Areas of Certification Elem K-6 

Grades Teaching or Serving 5 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Grade 5 Teacher 

Number of Hours Annually Worked in Assignment 1449 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Sarah Schweyer   

PA Certified Yes 

Areas of Certification Elem K-6 

Grades Teaching or Serving 6 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Math Teacher 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Kristen Stachina   

PA Certified Yes 

Areas of Certification Secondary School Counselor 7-12 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Guidance Counselor 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Robin Sustak   



12 

PA Certified Yes 

Areas of Certification Music 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Instrumental Music Teacher 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Emily Tranbaugh   

PA Certified Yes 

Areas of Certification Spec Ed N-12, Elem K-6 

Grades Teaching or Serving 5 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Grade 5 Teacher 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Nicholas Woodward   

PA Certified Yes 

Areas of Certification Health & Phys Ed 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Heath & Phys Ed Teacher 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  

Andrew Worley   

PA Certified Yes 

Areas of Certification Music K-12 

Grades Teaching or Serving 5-8 

All Areas of Assignment, Subject Areas Teaching, or 
Services Provided 

Vocal/Instrumental Music Teacher 

Number of Hours Annually Worked in Assignment 1440 

Percentage of Time in Certified Position 100.0 

Percentage of Time in Areas Not Certified 0.0 

 
  
The professional staff member roster as recorded originally on the PDE-414 form 
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No file has been uploaded. 

Quality of Teaching and Other Staff 

Position Categories 
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Chief Academic 
Officer/Director 

1.00 0.00 0.00 0.00 0.00 1.00 

Principal 1.00 1.00 0.00 0.00 0.00 1.00 

Assistant Principal 0.00 0.00 0.00 0.00 0.00 0.00 

Classroom Teacher (including 
Master Teachers) 

22.00 21.00 0.00 0.00 0.00 19.00 

Specialty Teacher (including 
Master Teachers) 

5.00 0.00 0.00 0.00 0.00 4.00 

Special Education Teacher 
(including Master Teachers) 

2.00 2.00 0.00 0.00 0.00 2.00 

Special Education Coordinator 1.00 1.00 0.00 0.00 0.00 1.00 

Counselor 1.00 1.00 0.00 0.00 0.00 1.00 

Psychologist 0.00 0.00 0.00 0.00 0.00 0.00 

School Nurse 1.00 1.00 0.00 0.00 0.00 0.00 

Security 1 0 0 0 0 1 

Secretary 2 0 0 0 0 2 

Business Administrator 1 0 0 0 0 1 

Administrative Assistant 1 0 0 0 0 1 

Totals 39.00 27.00 0.00 0.00 0.00 34.00 

 

Further explanation: 

We are an arts-focused school and thus might consider "specialty" slightly differently than you 
intend. We called for clarification, Elizabeth (the contact person for this subject) is on vacation 
this week. Since the report is due Monday, we made our best guess. We considered our Phys. 
Ed, Music, Visual Arts teachers in the Classroom Teacher count, and then some non-certifiable 
subject teachers in the "specialty" teacher count.   
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Fiscal Matters 

Major Fundraising Activities 

Major fundraising activities performed this year and planned for next year: 

Celebration of the Arts was a major fundraising funcion. That took place on May 31, 2013. This is 
planned again for next Spring.  (Other minor fundraising projects by parent group included: 
SaveAround Coupon Books, Giant A+, Box Tops for Education, and some incidental snack sales.) 

Fiscal Solvency Policies 

Changes to policies and procedures to ensure and monitor fiscal solvency: 

none 

Fiscal Solvency Policies 

Charter School documents that describe policies and procedures that have been established to 
ensure and monitor fiscal solvency (optional if described in the narrative) 

Files uploaded: 

 Purcashing_Procedures.doc 

Accounting System 

Changes to the accounting system the charter school uses: 

None- We outsource accounting to Repice & Taylor, Philadelphia. 

Preliminary Statements of Revenues, Expenditures & Fund Balances 

The completed and CEO signed Fiscal Template – Preliminary Statements of Revenues, 
Expenditures & Fund Balances 

PDF file uploaded. 

Financial Audits 

Basics 

Audit Firm: Hutchinson, Giillahan & Freeh 

Date of Last Audit: 02/19/2013 

Fiscal Year Last Audited: 2011-12 
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Explanation of the Report 

Detailed explanation of the report (if the previous year’s report has been submitted.) Any audit 
report for a school year that precedes this annual report by more than 2 years is not acceptable 
and may be considered a material violation: 

The audit was a financial review of the finances prior to the formation of the school. We were 
found to be compliant. The 2013-14 audit is scheduled for completion during the second week 
of September, 2013. 

  

Financial Audit Report 

The Financial Audit Report, which should include the auditor’s opinion and any findings resulting 
from the audit 

PDF file uploaded. 

  

Citations 

Financial audit citations and the corresponding Charter School responses 

Description Response 

 
  

Federal Programs Consolidated Review 

Basics 

Title I Status:  

Date of Last Federal 
Programs Consolidated 
Review: 

 

School Year Reviewed:  
 
  
  
Federal Programs Consolidated Review Report 

The Federal Programs Consolidated Review Report, which should include the Division’s opinion 
and any findings resulting from the audit 

No file has been uploaded. 

  

Citations 

Federal Programs Consolidated Review citations and the corresponding Charter School 
responses 
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Description Response 
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Special Education 

Chapter 711 Assurances 

The LEA agrees to comply with all requirements of Special Education outlined in 22 PA Code 
Chapter 711 and other state and federal mandates. These include: 

Implementation of a full range of services, programs and alternative placements available to the 
Charter School for placement and implementation of the special education programs in the 
Charter School. 

Implementation of a child find system to locate, identify and evaluate young children and 
children who are thought to be a child with a disability eligible for special education residing 
within the Charter School's jurisdiction. Child find data is collected, maintained and used in 
decision-making. Child find process and procedures are evaluated for their effectiveness. The 
Charter School implements mechanisms to disseminate child find information to the public, 
organizations, agencies and individuals on at least an annual basis. 

Assurances of students with disabilities are included in general education programs and 
extracurricular and non-academic programs and activities to the maximum extent appropriate in 
accordance with an Individualized Education Program. 

Following the state and federal guidelines for participation of students with disabilities in state 
and Charter School-wide assessments including the determination of participation, the need for 
accommodations and the methods of assessing students for whom regular assessment is not 
appropriate. 

Assurance of funds received through participation in the medical assistance reimbursement 
program, ACCESS, will be used to enhance or expand the current level of services and programs 
provided to students with disabilities in this local education agency. 

Special Education Support Services 

Support Service Location Teacher 
FTE 

Director of Special  
Education 

AACS, 1610 E. Emmaus Avenue, Allentown 
(Salisbury Township), PA 

1 

Paraprofessional AACS, 1610 E. Emmaus Avenue, Allentown 
(Salisbury Township), PA 

1 

Special Education 
Teacher 

AACS, 1610 E. Emmaus Avenue, Allentown 
(Salisbury Township), PA 

1 

Special Education 
Teacher 

AACS, 1610 E. Emmaus Avenue, Allentown 
(Salisbury Township), PA 

1 

 
  

Special Education Contracted Services 

Title Amt. of Time per 
Week 

Operator Number of 
Students 
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Occupational Therapist 0.25 Days Intermediate 
Unit 

10 or fewer 

School Psychologist 0.1 Days Outside 
Contractor 

10 or fewer 

Speech/Language 
Pathologist 

0.25 Days Intermediate 
Unit 

10 or fewer 

 
  

Special Education Cyclical Monitoring 

Date of Last Special Education Cyclical Monitoring: Not Provided 

Link to Report (Optional): Not Provided 
 
  
Special Education Cyclical Monitoring Report 

The Special Education Cyclical Monitoring Report, which should include the Bureau’s findings 

No file has been uploaded. 
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Facilities 

Fixed assets acquired by the Charter School during the past fiscal year 

Fixed assets acquired by the Charter School during the past fiscal year: 

Security System         2,608.88 

    
    

25,000.00 

Access Control Systems         3,794.00 

Carmera System         4,766.92 

             648.60 

          1,513.40 

Cr on 6/14/13 $ 1347.99   
    

15,229.31 

    
    

15,000.00 

PreOwned Steelcase Chairs            842.70 

    
    

90,767.16 

PreOwned Bookcase              60.00 

Adjusment to original bill         7,201.06 

PreOwned Bookcase            265.00 

Preowned Furniture         1,195.00 

Preowned Furniture            795.00 

Dance Floor   
    

24,583.84 

Mirror for Dance class.         3,550.00 

          2,000.00 

Adjustment per DS         2,642.42 

80 % ( $ 31,222.35 ) due at strat   
    

39,027.94 

80 % ( $ 21,816.00 ) due at strat   
    

27,270.00 

used ELMO Projectors            531.85 

used ELMO Projectors            262.95 

Smart Board   
    

14,360.99 

Smart Board            199.99 

Smart Board            344.98 
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          3,271.12 

Yamaha EMX 500         1,400.00 

Piano         3,550.00 

powered mixers etc         1,500.00 

Projectors            399.99 

Projector            399.99 

               89.94 

          1,686.90 

          1,485.00 

             480.99 

             788.00 

             420.00 

               68.95 

Bus cost         5,356.50 

$ 1500 Deposit required.         3,700.00 

Kitchen Down Payment            750.00 

Percentage due         1,500.00 

Percentage due          1,750.00 

Radios            884.00 

             948.11 

Outside Lighting   
    

20,061.28 

      

      

      

      

  

The total Charter School expenditures for fixed assets during the identified fiscal year: 

not answered 

Facility Plans and Other Capital Needs 

The Charter School’s plan for future facility development and the rationale for the various 
components of the plan: 

As a charter school entering its 2nd year, we certainly have many needs for future facility 
development.  Our greatest need at this time is for large rehearsal and performance spaces to 
accommodate our students, families, and community needs.  We have no large, or even 
medium-sized, area in our building to gather for performances, or even assemblies.  We have to 
have Back-to-School nights on three different nights in order to have room for all to attend, 
which we do to create parent/community involvement.  Further to this, we need more parking, 
as we can only park about 80 cars, but we have about 40 faculty members and approximately 
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380 student families.  We are a school based in arts-infused curriculum, so the need for 
gathering space is crucial.   We are formulating plans through meetings with all consistuancies to 
find solutions to these issues, but have not developed a detailed plan at this time. We are still 
very early in our development as a school, only just completing our first full year in operation. 

Memorandums of Understanding 

There are no memorandums of understanding. 
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ARTS ACADEMY CHARTER SCHOOL 
PURCHASING AND PAYMENT POLICY  

 
 
 
POLICY 
Employees authorized to purchase goods and services on behalf of the Charter School 
should select the best combination of price, quality, and service to meet the specific 
needs of the programs.  Authorization to purchase goods and services must be 
accordance with the approved budget adopted by the Board of Directors.  Authorized 
individuals may use one of five methods to purchase goods and services, depending on 
the items being purchased and the size of the transaction.  These five include:  
 

• release against a contract  

 
• purchase order  
 
• department order placed directly with vendor for eligible goods and services  
 
• check request or employee reimbursement request  

 
• petty cash  
 
 

The preferred purchasing methods are releases against contracts and purchase orders.  
The department order, check request, and petty cash should be for smaller items. 
 
PURCHASING PROCEDURES 
 

1. Contracts 
 

 For all professional services provided, a contract should be obtained that 
identifies the type of service to be performed, the time frame these 
services will occur and the amount due when the services are to be 
performed.   

 

 The service provider will prepare an invoice and submit it to the school for 
payment on a timely basis.   

 

 The school will receive the invoice, stamp it with the approval stamp, and 
forward the invoice to the CEO for signature. 

 

 After reviewing the invoices, the CEO, or authorized representative, will 
approve all invoices by signing and dating the invoice.  Also, the correct 
account number and fund account to be charged will be assigned.  
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 The business manager will enter all signed invoices into the accounting 
system.  (No invoices will be entered without approval) 

 
2. Purchase Orders 

 

 For all orders greater than $1,000, a purchase order will be created by the 
front office.   The purchase order should include the vendor name, 
address, ship to address, description of goods to be ordered, quantity to 
be ordered, quoted price, and total amount.   

 

 Once the purchase order is created, it will await approval by the CEO or 
authorized representative and faxed to the vendor.  Two copies will be 
made.  The first copy will be kept on file and the second copy will be used 
to ensure proper receipt of the goods ordered.  

 

 As shipments are received, the receiver will check the purchase order to 
ensure the proper goods were received. 

 

 The school will receive the invoice, stamp it with the approval stamp, and 
forward the invoice to the CEO for signature. 

 

 After reviewing the invoices, the CEO, or authorized representative, will 
approve all invoices by signing and dating the invoice.  Also, the correct 
account number and fund account to be charged will be assigned.  

 

 The business manager will enter all signed invoices into the accounting 
system.  (No invoices will be entered without approval) 

 
3. Department Order 

 

 Over the course of the school year, each grade will be authorized to spend 
up to $1,000 for school supplies.  An order will be initiated by the grade to 
the vendor for these goods.  A purchase order is not required and invoices 
will be sent directly to the school. 

 

 The school will receive the invoice, stamp it with the approval stamp, and 
forward the invoice to the CEO for signature. 

 

 After reviewing the invoices, the CEO, or authorized representative, will 
approve all invoices by signing and dating the invoice.  Also, the correct 
account number and fund account to be charged will be assigned.  

 

 The business manager will enter all signed invoices into the accounting 
system.  (No invoices will be entered without approval) 
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4. Check Request or Employee Reimbursement Request 

 

 Throughout the school year, teachers can submit reimbursement requests 
that have been approved prior to the purchase.  All requests must be 
accompanied with the original receipt, purpose of the purchase and prove 
of payment. 

 

 The school will receive the invoice, stamp it with the approval stamp, and 
forward the invoice to the CEO for signature. 

 

 After reviewing the request, the CEO, or authorized representative, will 
approve all invoices by signing and dating the invoice.  Also, the correct 
account number and fund account to be charged will be assigned.  

 

 The business manager will enter all signed invoices into the accounting 
system.  (No invoices will be entered without approval) 

 
5. Petty Cash 

 

 Please refer to the Petty Cash policy. 
 
 
 
 

 
PAYMENT PROCEDURES 
 

1. The business manager will issue checks twice a month. 
 
2. An aging schedule will be generated and invoices due at this time will be 

submitted for payment. 
 

3. Once the checks are generated, the business manager will attach the remittance 
slip, envelope, and the backup to the check. 

 
4. Two authorized signors will sign the checks. 

 
5. Once the checks are signed, they will be placed in the mail. 

 
 
 
 
 
 
 


















































































