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School Profile 

Demographics 

5900 Baltimore Ave 
Philadelphia, PA 19143 

(215)294-2973 

 

Phase: Phase 3 

CEO Name: Gregory Leap 

CEO E-mail address: gleap@kippphiladelphia.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: 

On our board, there were no changes in the officers during the 2013-14 school year, however, 

Donald Brown was elected to join the board and to the become the Board Treasurer, replacing 

Sanjeev Midha, effective September 2014.  Sanjeev Midha will remain an active KIPP supporter, 

joining our Leadership Council, and has been preparing Donald Brown for this role for several 

months.  Donald has served on the Board Finance Committee for the 2013-14 SY.   

Board of Trustees Meeting Schedule 

Location Date and Time 

KIPP DuBois Collegiate Academy 5070 Parkside Avenue, Philadelphia, 
PA 19131 

9/10/2013 4:00 
PM 

Temple Administrative Services Building 2450 W Hunting Park Ave, 
Philadelphia, PA 19140 

12/3/2013 4:00 
PM 

KIPP Philadelphia Elementary Academy 2409 West Westmoreland 
Street, Philadelphia, PA 19129 

3/4/2014 4:00 
PM 

KIPP West Philadelphia Preparatory Charter School 5900 Baltimore 
Avenue, Philadelphia, PA 19143 

6/3/2014 4:00 
PM 

KIPP DuBois Collegiate Academy 5070 Parkside Avenue, Philadelphia, 
PA 19131 

9/9/2014 4:00 
PM 

KIPP Philadelphia Elementary Academy 2409 West Westmoreland 
Street, Philadelphia, PA 19129 

12/2/2014 4:00 
PM 

KIPP Philadelphia Elementary Academy 2409 West Westmoreland 
Street, Philadelphia, PA 19129 

3/3/2015 9:00 
AM 

KIPP West Philadelphia Preparatory Charter School 5900 Baltimore 
Avenue, Philadelphia, PA 19143 

6/2/2015 4:00 
PM 

 
  

Professional Staff Member Roster 

There are no professional staff members. 

The professional staff member roster as recorded originally on the PDE-414 form 

XLSX file uploaded. 

Quality of Teaching and Other Staff 
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Chief Academic 
Officer/Director 

0.00 0.00     

Principal 1.00 0.00     

Assistant Principal 2.00 2.00     

Classroom Teacher (including 
Master Teachers) 

15.00 14.00     

Specialty Teacher (including 
Master Teachers) 

2.00 1.00     

Special Education Teacher 
(including Master Teachers) 

4.00 4.00     

Special Education Coordinator 1.00 1.00     

Counselor       

Psychologist       

School Nurse       

Totals 25.00 22.00 0 0 0 0 

 

Further explanation: 

Gregory Leap is School Leader and CEO.  School also has an Operations team of three people: 
DIrector of Operations, Office Manager, and Director of Outreach. 
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Fiscal Matters 

Major Fundraising Activities 

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

In addition to grant writing, individual fundraising, and corporate partnerships, the major 

fundraising events in 2013-14 were: a 10 Year Anniversary Gala and Young Friends After Party, 

both held at the Museum of American Jewish History on April 26, 2014 for 350 people. 

In 2014-15, we will not host a fundraising gala/dinner.  We will continue to conduct grant 

writing, individual fundraising, and corporate fundraising activities.  It is possible that we will 

conduct a capital campaign (TBD October 2014). 

Fiscal Solvency Policies 

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

No changes beyond updating our accounting software to Intacct.  

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: 

 KWPP FINANCIAL POLICY MANUAL - revised 03 04 14 - FINAL.pdf 

Accounting System 

Changes to the accounting system the charter school uses: 

This year we updated our accounting system from Sage MIP to Intacct.  Intacct is a cloud-based 
system and allows us to do our entire purchasing approval process electronically and keep 
audited approval documentation. 

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 
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Audit Firm: CliftonLarsonAllen 
Date of Last Audit: 06/23/2014 
Fiscal Year Last Audited: 2013-14 
 
  
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 report attached is the SY2012-13 audit because we are still in the process of completing our 
SY2013-14 audit.  Preliminary fieldwork was completing at the end of June and final fieldwork 
will happen in August 2014. 

  

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: Yes 
Date of Last Federal 
Programs Consolidated 
Review: 

05/17/2011 

School Year Reviewed: 2010-11 
 
  
  
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 

PDF file uploaded. 
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Citations 

Federal Programs Consolidated Review citations and the corresponding Charter School 
responses 

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 

Assistant Principal of 
Student Support Services 

KIPP West Philadelphia Preparatory Charter 
School 5900 Baltimore Avenue, Philadelphia, PA 

19143 

1 

Learning Support 
Teacher, 5th grade 

KIPP West Philadelphia Preparatory Charter 
School 5900 Baltimore Avenue, Philadelphia, PA 

19143 

1 

Learning Support 
Teacher, 6th grade 

KIPP West Philadelphia Preparatory Charter 
School 5900 Baltimore Avenue, Philadelphia, PA 

19143 

1 

Learning Support 
Teacher, 7th grade 

KIPP West Philadelphia Preparatory Charter 
School 5900 Baltimore Avenue, Philadelphia, PA 

19143 

1 

Learning Support 
Teacher, 8th grade 

KIPP West Philadelphia Preparatory Charter 
School 5900 Baltimore Avenue, Philadelphia, PA 

19143 

1 
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Special Education Contracted Services 

Title Amt. of Time per 
Week 

Operator Number of 
Students 

Occupational 
Therapist 

2 Hours Outside 
Contractor 

10 or fewer 

Psychologist 10 Hours Outside 
Contractor 

10 or fewer 

Social worker 8 Hours Outside 
Contractor 

10 or fewer 

Speech therapist 5 Hours Outside 
Contractor 

10 or fewer 

 
  

Special Education Cyclical Monitoring 

Date of Last Special Education Cyclical Monitoring: 01/24/2011 
Link to Report (Optional): Not Provided 
 
  
Special Education Cyclical Monitoring Report 

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

PDF file 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: 

purchased some desks and shelves 

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

$2,000.00 

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: 

N/A 

Memorandums of Understanding 

Organization Purpose 

Philadelphia Police Department Safe Schools MOU 
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Charter School Annual Report 

Affirmations 

Charter Annual Report Affirmation 

I verify that all information and records in this charter school annual report are complete and 

accurate. 

The Chief Executive Officer and the Board of Trustee President of the charter school must 

sign this verification. 

Affirmed by Jay Coen Gilbert on 8/1/2014 

President, Board of Trustees 

Affirmed by Greg Leap on 8/1/2014 

Chief Executive Officer 
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Charter School Law Affirmation 

Pennsylvania’s first Charter School Law was Act 22 of 1997, 24 P.S. § 17-1701-A et seq., which 

primarily became effective June 19, 1997, and has subsequently been amended. 

The Charter School Law provides for the powers, requirements, and establishment of charter 

schools. The Charter School Law was passed to provide opportunities to teachers, parents, pupils 

and community members to establish and maintain schools that operate independently from the 

existing school district structure as a method to accomplish all of the following: (1) improve pupil 

learning; (2) increase learning opportunities for all pupils; (3) encourage the use of different and 

innovative teaching methods; (4) create new professional opportunities for teachers; (5) provide 

parents and pupils with expanded choices in types of educational opportunities that are available 

within the public school system; and (6) hold charter schools accountable for meeting measurable 

academic standards and provide the school with a method to establish accountability systems. 

The charter school assures that it will comply with the requirements of the Charter School Law 

and any provision of law from which the charter school has not been exempted, including Federal 

laws and regulations governing children with disabilities. The charter school also assures that it 

will comply with the policies, regulations and procedures of the Pennsylvania Department of 

Education (Department). Additional information about charter schools is available on the 

Pennsylvania Department’s website at: http://www.education.state.pa.us. 

The Chief Executive Officer and Board of Trustees President of the charter school must 

sign this assurance. 

Affirmed by Jay Coen Gilbert on 8/1/2014 

President, Board of Trustees 

Affirmed by Greg Leap on 8/1/2014 

Chief Executive Officer 



13 

Ethics Act Affirmation 

Pennsylvania’s current Public Official and Employee Ethics Act (Ethics Act), Act 93 of 1998, 

Chapter 11, 65 Pa.C.S. § 1101 et seq., became effective December 14, 1998 and has subsequently 

been amended. 

The Ethics Act provides that public office is a public trust and that any effort to realize personal 

financial gain through public office other than compensation provided by law is a violation of that 

trust. The Ethics Act was passed to strengthen the faith and confidence of the people of 

Pennsylvania in their government. The Pennsylvania State Ethics Commission (Commission) 

administers and enforces the provisions of the Ethics Acts and provides guidance regarding its 

requirements. 

The regulations of the Commission set forth the procedures applicable to all proceedings before 

the Commission as well as for the administration of the Statement of Financial Interests filing 

requirements. See 51 Pa. Code § 11.1 et seq. 

The charter school assures that it will comply with the requirements of the Ethics Act and with 

the policies, regulations and procedures of the Commission. Additional information about the 

Ethics Act is available on the Commission's website at: http://www.ethics.state.pa.us. 

The Chief Executive Officer and Board of Trustees President of the charter school must 

sign this assurance. 

Affirmed by Jay Coen Gilbert on 8/1/2014 

President, Board of Trustees 

Affirmed by Greg Leap on 8/1/2014 

Chief Executive Officer 

 



PDE-414 

Complete the following information for all professional staff members.

Staff 

No.

Name of employee  (List all 

names in alphabetical order)

PA Certified 

Yes/No
Areas of Certification Type of Certificate

Grades 

Teaching or 

Serving

All Areas of 

Assigjment Subject 

Areas Teaching or 

Services Provided

Number of 

Hours 

Worked in 

Assignmnt

Percentage 

of Time in 

Certified 

Position

Percentage 

of Time in 

Areas Not 

Certified

1 Bame, Jahneva Yes

Instructional 1 Sped N-12; Instructional 1 English 

7-12 6 Learning Support 1209 100% 0%

2 Burke, Ryane No Not certified 5,6,7,8 Assistant Principal 1209 100% 0%

3 Drago, Nick Yes Instructional 1 PE K-12 7,8 Health & Physical 1209 100% 0%

4 Edwards, Megan Yes Instructional I Elementary K-6 (2810); 6 Non-Fiction 1209 100% 0%

5 Freundlich, Dale Yes Instructional I Mid-Level Science 6-9 (2880) 8    Science 1209 100% 0%

6 Funck, Erin 
Yes

Instructional I Elementary K-6 (2810); 

Instructional I Special Education PK-12 (9225)
5    Learning Support 

1209 100% 0%

7 Garr, Jonathan
Yes

Instructional I Mid-Level Mathematics 6-9 (2860); 

Instructional I Elementary K-6 (2810)
7    Math 

1209 100% 0%

8 Giorgione, Gabrielle

Yes

Instructional I Elementary K-6 (2810); Emergency 

Permit: LT Sub with Educational Obligation 

Special Education PK-12 (9225)

6    Reading 

1209 100% 0%

9 Koerbler, Marissa Yes Instructional I Special Education PK-12 (9225) 8    Learning Support 1209 100% 0%

10 Lantz, Maria
Yes

Instructional I Social Studies 7-12 (8875); 

Instructional I English 7-12 (3230)
7    History 

1209 100% 0%

11 Leap, Greg No Not certified 5,6,7,8 School Leader 1209 100% 0%

12 MacMillian, Mary (Molly)

Yes

Instructional I Mid-Level Science 6-9 (2880); 

Instructional I Spanish PK-12 (4490); 

Instructional I Elementary K-6 (2810)

7    Science 

1209 100% 0%

13 Mezoff, Charlotte Yes Instructional I Mathematics 7-12 (6800) 8 Math 1209 100% 0%

14 Miles, Cheshonna Yes Instructional I: Elementary K-6 5th-8th Assistant Principal 1209 100% 0%

15 Olaya, Amy
Yes

Instructional I English 7-12 (3230); Instructional I 

Elementary K-6 (2810)
8 English Language Arts 

1209 100% 0%

16 Saavedra, Julian Yes Instructional I Social Studies 7-12 (8875) 8    History 1209 100% 0%

17 Santiago, Joseline No Not certified 7,8 Spanish 1209 100% 0%

18 Schiefer, Maura No Not certified 5 Self Contained 1209 100% 0%

19 Sparrow, Brittny 

Yes Instructional I Elementary K-6 (2810); Emergency 

Permit: Day-to-Day Substitute All Subject Areas 

PK-12 (-98)

5 Self Contained

1209

100% 0%

20 Sturla, Allyssa Yes Instructional I English 7-12 (3230) 6 Writing 1209 100% 0%

21 Tokolish, Allison Yes Instructional I English 7-12 (3230) 7 English Language Arts 1209 100% 0%

22 Williams, Brandi
Yes Instructional I Special Education PK-12 (9225); 

Instructional I English 7-12 (3230)
7    Learning Support 

1209
100% 0%

23 Williams, Kyle

Yes Instructional I Mid-Level Science 6-9 (2880); 

Instructional I Mid-Level Mathematics 6-9 (2860); 

Instructional I Elementary K-6 (2810)

6    Math

1209

100% 0%

24 Young, Lauren

Yes Instructional I Elementary K-6 (2810); Emergency 

Permit: LT Sub with No Educational Obligation 

Elementary K-6 (2810)

5 Self Contained 

1209

100% 0%

22

CERTIFICATION VERIFICATION FORM                    



Staff 

No.

Name of employee  (List all 

names in alphabetical order)

PA Certified 

Yes/No
Areas of Certification Type of Certificate

Grades 

Teaching or 

Serving

All Areas of 

Assigjment Subject 

Areas Teaching or 

Services Provided

Number of 

Hours 

Worked in 

Assignmnt

Percentage 

of Time in 

Certified 

Position

Percentage 

of Time in 

Areas Not 

Certified

Total Number of Administrators (do not include CEO) 3

Total Number of Teachers  21  Counselors __________  School Nurses __________  Others __________

Total Number of Professional Staff 24

PA Department of Education, 333 Market Street, Harrisburg, PA  17126-0333
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KIPP WEST PHILADELPHIA PREPARATORY CHARTER SCHOOL 

 
FINANCIAL POLICY MANUAL 

 
 
 
 
 

This internal controls manual provides policies and procedures for handling financial transactions. Responsible parties are 
identified and the segregation of duties among these parties is outlined. This manual is a resource to ensure compliance 

with state and federal laws, as well as a tool to help produce timely and accurate financial information. 
 
 
 
 

REVISED AND EFFECTIVE JULY 1, 2013 
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1 Procurement 

1.1 Purchasing approvals 

1.1.1 All purchases except personal purchase & reimbursement, petty cash and school credit card 
purchases require a purchase order approved by the individuals noted below: 

Values of… Require purchase orders approved by... 
Under $5,000 
(within approved budget) 

One of the following: 
School leader, COO, CEO, and CAO 
 

$5,000 - $50,000 
(within approved budget) 

Two of the following: 
School leader, COO, CEO, and CAO 
 
 

Over $50,000 
(within approved budget) 

All of the following 
School leader, CEO, President of the Board of Trustees  
 

$0 - $50,000  
(not in approved budget) 

Both of the following: 
School leader, COO  
 
AND one of the following: 
CEO, President of the Board of Trustees  
 

Over $50,000 
(not in approved budget) 

All of the following: 
School Leader, CEO, Board of Trustees 

1.2 Contracts 

1.2.1 Description of terms 

1.2.1.1 Where possible, the school will enter into contracts for goods and services that 
stipulate exactly what is included and excluded from the scope of the contract, the 
agreed delivery, payment terms, and other standard contractual terms and legal 
protections.  

1.2.1.2 Contracts should provide for monthly payment, with at least 15 days from the date of 
invoice to make payment when possible 

1.2.2 Contracts can be negotiated by the following individuals or their designees: President of the Board 
of Trustees, CEO, COO, School Leader, Managing Director of Finance and Operations 

1.2.3 Services from individuals 

1.2.3.1 If contracting with an individual for services that are likely to exceed the IRS threshold 
(currently $600 per year

1
), the school will obtain required documentation to complete 

a 1099 tax return at the time the services are agreed upon, including the individual’s 
social security number, address and other contact information. 

1.2.4 Approval 

1.2.4.1 Prior to signing a contract committing KWPP to purchasing goods / services, a 
Purchase Order Form must be completed to approve the expenditure (see 
attachment). 

                                                 
1
 http://www.irs.gov/pub/irs-pdf/i1099gi.pdf 



KWPP FINANCIAL POLICY MANUAL - revised 03 04 14 - FINAL 

 

4 

 

1.3 Account purchase 

1.3.1 The Director of Finance must approve new vendor accounts. 

1.3.2 Account documentation should identify payment terms, with at least 15 days from the date of 
invoice to make payment. 

1.4 Receiving 

1.4.1 The Office Manager counts materials and supplies when they are received and inspects them for 
condition, ensuring that the goods received match the Purchase Order. 

1.4.2 Any shortages or rejections are noted on the Purchase Order. 

1.4.3 Goods may not be received by the same employee that approved the purchase. 

1.5 Payment approval 

1.5.1 Invoice collection & payment 

1.5.1.1 All unpaid invoices must be directed to the Office Manager or Director of Operations  

1.5.1.2 Payment for goods or services will only be made upon approval of the Purchase 
Requisition (approval by School Leader) and Vendor Invoice in Intacct (our 
accounting software).  DOO’s will convert approved Purchase Requisitions to 
Purchase Orders, which are then reviewed by the MDFO and converted to Vendor 
Invoices for payment approval by the COO and CEO. 

1.5.2 Immediate payment 

1.5.2.1 The process is similar to an Account purchase, except that the Purchase Order, with 
a note in the memo line indicating payment as “check prepayment,” is routed to the 
MDFO in Intacct with the appropriate approval.  

1.5.2.2 The Office Manager or Director of Operations must ensure that goods received upon 
payment match the Purchase Order.  

1.5.3 School credit card purchases 

1.5.3.1 While not the preferred method of purchasing, schools do have this option.  

1.5.3.2 The school credit cards shall have a purchasing limit of $5,000 per month, with the 
exception of those of the CEO and school leader.  Purchases in amounts exceeding 
$1,500 for a single purchase must be approved in advance through the purchase 
order process and, consistent with that process, require dual authorization. CEO and 
school leader credit cards will have higher limits to accommodate the occasional large 
purchase that must be made by credit card (year end trip travel reservations, etc.). 
The authorized signatories on the school credit cards are the CEO, school leaders, 
and one senior operations staff member at each school site (typically the Director of 
Operations). 

1.5.3.3 Cardholders will submit a Credit Card Expense Report on a monthly basis, attaching 
receipts for all charges incurred, and, for all purchases originating with non-
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cardholders and all purchases exceeding $1,500, Purchase Orders, and providing an 
explanation of the purpose of the charges. Expense Reports must be approved by 
signature of the cardholder’s manager prior to submission to accounting. 

1.5.3.4 The CEO will submit the Credit Card Expense Report to the Treasurer of the Board of 
Trustees for review and approval prior to submitting it to accounting. 

1.5.3.5 The school credit card bill will be reconciled monthly against the submitted Expense 
Reports and receipts. 

1.5.3.6 The points earned on the credit card reward program are KWPP’s fiscal property. 
They carry the monetary value as specified by the credit card agreement. The usage 
of the points is subject to the approval process as stated by item 1.1.1 in this manual. 

1.5.4 School cash purchases 

1.5.4.1 In very rare circumstances, vendors may require purchases to be made with cash 
only. 

1.5.4.2 School cash purchases may not exceed $500. 

1.5.4.3 When possible, the School Leader or Office Manager will obtain a money order or 
other instrument that can be documented. 

1.5.4.4 The School Leader must authorize disbursement of any cash for purchases by 
signature on the Petty Cash Log form (see attachment).  

1.5.4.5 An employee making a cash purchase must return a receipt to the Office Manager or 
Director of Operations documenting the purchase. If an employee is unable to 
document a cash purchase with a receipt, the employee must submit a signed letter 
of explanation to the School Leader. The school may require repayment of 
undocumented petty cash expenditures. 

1.5.5 Personal purchase & reimbursement 

1.5.5.1 The School Leader can authorize an employee to spend their own funds to make a 
purchase that will then be reimbursed by the school.  It is in the employee’s best 
interest to have the purchase pre-approved verbally by the School Leader to ensure 
the expense is reimbursable. 

1.5.5.2 Personal purchases may not exceed $1000. 

1.5.5.3 After the purchase, the employee must complete an Expense Reimbursement form 
(see attachment) providing detailed information about the purchase and its intended 
use.  Expense Reimbursement forms must be signed by the School Leader or CEO 
(an employee may not approve their own expense reimbursement form). 

1.5.5.4 The original receipt must be attached to the signed form and submitted to the Director 
of Operations as soon as possible. 

1.5.5.5 The CEO will submit Expense Reimbursement forms with original receipts to the 
Treasurer of the Board of Trustees, who will review and approve expenses before 
reimbursement is processed.  
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1.6 Transactions with related parties 

1.6.1 All employees must disclose relationships (e.g., immediate family or close interpersonal 
relationships) prior to initiating transactions with proposed or current vendors. 

1.6.2 The CEO must review related party transactions and has the right to request additional transaction 
information, including fair market value assessments, to determine whether the transaction is in the 
best interest of the school. 

1.6.3 The CEO must disclose any related party transactions involving sums greater than $5,000 to the 
Board of Trustees for review. 

1.6.4 In the event of transactions between KIPP entities, the finance team needs to conduct quarterly 
reconciliation and prepare a report to the Board of Trustees for review. Any net payment is 
executed following item 1.5, payment approval, in this manual. 

2 Expenses and Employee Reimbursement 

2.1 Expenses relating to staff recruitment 

2.1.1 KWPP may reimburse certain expenses incurred by non-employees, in the process of interviewing 
these individuals to become employees of KWPP. The School Leader or the CEO must approve 
this reimbursement. The following language explains this policy: 

2.1.1.1 Applicants who must travel further than 25 miles to get to the interview are eligible to 
apply for travel reimbursement.  KWPP may reimburse travel costs including plane 
fare (plus applicable taxes), train fare, taxi fare, metro fare, rental car expense and 
hotel expense in an amount up to $300. Ineligible expenses include food, 
entertainment and side trips to other destinations. To obtain this reimbursement, the 
applicant must submit a detailed list of expenses that includes the date that the 
expense was incurred, the vendor name (e.g., Delta, Amtrak, Yellow Cab, etc), a 
description of the service (e.g., taxi from Airport to school) and the amount of the 
expense. Original receipts must be attached to the list. 

2.1.2 Other teacher and staff recruitment expenses should can be paid directly by KWPP, per the Board 
approved budget and standard procurement processes in place. 

2.2 Expenses relating to staff travel 

2.2.1 When staff are required by supervisors (School Leader, CEO, etc) to attend events (e.g., 
conferences, workshops, professional development, etc) relating to the conduct of their job, certain 
travel expenses are eligible for reimbursement. 

2.2.2 In no case should a KWPP employee spend personal funds for work-related travel without first 
consulting their supervisor about reimbursement. In all cases, individuals are expected to be frugal 
in their expenditures and use the federal travel regulations as a guideline (FTR)

2
. 

2.3 Other non-staff expenses 

2.3.1 Other non-staff expenses (board members, etc.) must be evaluated on a case by case basis & and 
approved by the CEO or School Leader 

                                                 
2
 Available at http://www.gsa.gov 
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2.4 Expenses of the CEO 

2.4.1 The CEO will submit Expense Reimbursement forms with original receipts to the Treasurer of the 
Board of Trustees, who will review and approve expenses before reimbursement is processed 

3 Banking and Cash Management 

3.1 Bank Account Structure 

3.1.1 KWPP will maintain at least one business operating bank account at any given time. KWPP will 
maintain additional bank accounts to comply with regulations issued by state and local government 
in regards to funds received for charter school programs.  

3.1.2 In particular, the school will maintain at least one non-interest bearing account at all times. Federal 
funds received will be deposited into this account until such time as the funds can be shown to be 
spent on eligible expenses and documented accordingly to the Federal Government or 
representatives thereof. 

3.1.3 KWPP will maintain at least one savings or money market account that earns a higher yield than a 
standard business checking account and can be used to collect funds that are not immediately 
required to support school operations at a given point in time. 

3.1.4 All accounts will be held in the domestic United States with banks that offer standard FDIC 
insurance on deposits. 

3.2 Check Writing 

3.2.1 Checks can only be signed by the COO, CEO, or CAO. 

3.2.2 Checks can only be printed by the Accounting Associate or Controller. 

3.2.3 All checks over $5000 must be signed by two signatories. 

3.2.4 All signatures shall be reviewed by the Accounting Associate before checks are mailed out. A 
subsequent review is performed during the bank reconciliation to ensure proper internal control. 

3.2.5 Blank checks will be held at KWPP in a secure location. 

3.2.6 All duplicate checks or check stubs will be stored with their associated Purchase Order, packing slip 
(if applicable), and invoice with a Payment Approval stamp.  

3.3 Cash Collection 

3.3.1 The school office may collect small amounts of cash from students and parents for incidental items 
(e.g., school trips, uniforms, etc). Cash/checks dropped off at the school office will be placed 
directly into a lock box by the person dropping off the cash/checks or handed to the Office 
Manager, who will place them in the lock box. In situations where staff collects cash/checks for 
school-related activities, they will collect all forms and payments from students, note the payment 
on a roster, place forms, payments and roster in a large envelope, and submit the envelope before 
lunch to the school office, where it will be placed into the lock box by the Office Manager.   

3.3.2 This cash must be held in a locked safe at the school site until it can be picked up and transported 
to the bank by the Accounting Associate. 
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3.3.3 Cash collected must be accompanied by a receipt from triplicate receipt book, which clearly 
documented in terms of the payee, date of collection and the amount. 

3.3.4 Cash in the school safe should not exceed $500 at any given time, with the exception of beginning 
of year collections and end of year trips, at which time the amount may be as high as $2500. 

3.4 Deposits 

3.4.1 A deposit slip must be completed for all deposits of cash or checks. The deposit slip is provided by 
the bank receiving the deposit. 

3.4.2 On a weekly basis, the senior operations staff member at the school records all cash and checks to 
be deposited in a Deposit Log (see attachment). The deposit is counted by the senior operations 
staff member and the School Leader, both of whom sign the Deposit Log to verify the amount of the 
deposit. 

3.4.3 The Accounting Associate recounts the cash deposit, signs the Deposit Log to verify the amount of 
the deposit, and deposits the cash and/or checks. The School Leader will verify the deposit slip and 
initial prior to deposit by the Accounting Associate. The Managing Director of Finance and 
Operations records the information in Intacct (our accounting software) upon receiving the deposit 
paperwork from the Accounting Associate.   The deposit entries are reviewed by the Controller 
before posting to our General Ledger.  

3.4.4 The entry of the deposit into the accounting system may not be completed by the same employee 
who made the deposit.   

3.4.5 The deposit Log and deposit slip will be filed with the associated cash collection or accounts 
receivable documentation. 

3.4.6 To collect cash receipts effectively, the school/regional office may set up online accounts, such as 
PayPal, upon approval by Managing Director of Finance and Operations or the Controller. The 
school/regional office is not authorized to use or disburse any funds accumulated in those 
accounts. Instead, the funds shall be transferred to the linked merchant account on a monthly basis 
with proper deposit log accompanied by the back-up documentation. 

3.5 Other Banking Functions 

3.5.1 Intra-KWPP transfers (fund transfers between KWPP owned bank accounts) can be executed by 
the Director of Finance or CEO as necessary to make funds available in needed operating 
accounts. 

3.5.2 Wire transfers out of KWPP accounts require standard purchase documentation (e.g., contracts / 
Purchase Orders / Payment Approvals). 

3.5.3 Bank statements are entered into the books and reconciled monthly by a third party accountant, 
prior to being filed in a secure location. 

3.5.4 Bank reconciliations are reviewed monthly by the Director of Finance and quarterly by CEO/COO. 
As part of monthly closing, the Director of Finance shall compare the bank reconciliation with trial 
balance to determine the final cash balance. 
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4 Investments 

4.1 Securities 

4.1.1 Board approval is required to purchase any security or certificate that is different from a standard 
certificate of deposit issued by a U.S. bank. 

4.1.2 Federal funds may not be used to purchase any interest-bearing security & all investments must be 
made in compliance with PA 24 PS 4-440.1 

4.1.3 Any proposed security purchase must conform to applicable tax law and be consistent with our 
stated 501c3 purpose. In all cases, the Board and the School Administrators should exercise 
extreme caution when considering purchasing any securities. 

4.1.4 U.S. Government backed treasury bills and other similar instruments are considered examples of 
conservative securities available for purchase. 

4.2 Real Property 

4.2.1 KWPP can purchase real property (property, physical plant and equipment) that is in the service of 
its mission as a public charter school. 

4.2.2 Any purchase of real property is subject to the same procurement guidelines outlined in this 
document. 

4.2.3 Large facility purchases that require debt financing are subject to the debt guidelines outlined in this 
document. 

4.3 Considerations 

4.3.1 All investments made by KWPP should be extremely conservative and take all necessary 
precautions to limit down-side risk.  High risk/return securities and real estate speculation are 
examples of investments that KWPP will not participate in. 

 

5 Debt 

5.1 Working Capital 

5.1.1 The CEO, COO and the Managing Director of Finance and Operations should develop 
recommendations to the Board of Trustees outlining any needs for working capital lines of debt. 

5.1.2 The Board must approve any new line of working capital debt to KWPP. 

5.1.3 Working capital lines of credit should not exceed 20% of the operating budget for any given fiscal 
year. 

5.1.4 Certain long-term leases may be treated as capital leases and thus reported as liabilities on the 
financial statements. In these cases, KWPP will adhere to FASB guidelines and adhere to advice 
from its auditor in completing the proper accounting and bookkeeping for these leases. 
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5.2 Term Debt 

5.2.1 In order to complete larger purchases of property (e.g., facilities or improvements thereof), KWPP 
will need to enter into a longer term obligation to a bank or other fiduciary institution.  

5.2.2 The term of the loan should not exceed the useful life of the asset itself. 

5.2.3 Term debt is subject to the approvals outlined in the Approvals section. 

5.2.4 The Controller should attempt to obtain the most competitive rates and terms from accessible 
lenders, adhering to bid guidelines for public charter schools when necessary. 

5.3 Considerations 

5.3.1 All debt taken on by KWPP should be extremely conservative and KWPP shall take all necessary 
precautions to limit down-side risk.  Variable rate loans are examples of potentially risky debt that 
KWPP shall avoid when possible. 

 

6 Grants and Donations 

6.1 Private Contributions 

6.1.1 The Development Director and CEO are responsible for coordinating efforts to obtain private 
contributions, whether these contributions are cash or in-kind services.  

6.1.2 The Development Director must record each pledge made, including the name of the contributor, 
the date of the pledge, the amount and any restrictions. Further, the Development Director must 
provide such information to the Controller and Managing Director of Finance and Operations. 

6.1.3 The Development Director should work with the Controller and Managing Director of Finance to 
monitor pledge receivables throughout the fiscal year. At the end of the fiscal year, the 
Development Director and Controller should decide whether to write-off pledge receivables that are 
more than six (6) months old, based on the probability of collection. 

6.1.4 The Development Director and Contoller must maintain adequate provision for non-collection of 
pledges. A suggested guideline would be at least 5% of the outstanding balance of pledges. 

6.1.5 KWPP must comply with IRS regulations and guidelines concerning the acknowledgement of 
private contributions in the form of letters that outline the value of any goods or services received 
by the donor in conjunction with the donation and the net amount that is considered a direct 
donation. 

6.2 Private Grants 

6.2.1 Grants from private foundations or individuals are considered distinct from contributions insofar as 
they come with additional reporting or compliance features, and/or they include multiple 
disbursements over time. 

6.2.2 The CEO and Development Director are responsible for preparing grant applications and 
negotiating grant agreements with foundations or individuals.  
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6.2.3 Grants applications must be approved by the board if the grant will introduce potentially significant 
changes to the operation of the school (such as restrictive oversight or changes to day to day 
management). 

6.2.4 The Development Director has the same responsibility to work with the Controller and Managing 
Director of Finance and Operations in regards to accounting for grants as for private contributions. 

6.2.5 Additionally, the Development Director must work with the Controller and Managing Director of 
Finance and Operations to ensure that expenses incurred that are eligible under certain grants get 
properly flagged with the grant name. The Managing Director of Finance and Operations must 
establish a set of program or fund codes to track eligible grant expenses. 

6.2.6 The Development Director must maintain paper and electronic documentation concerning grants 
pledged, including the date of the pledge, copies of executed grant agreements, reporting 
requirements, and copies of reports submitted. 

6.3 Federal Funds 

6.3.1 The Controller is responsible for applying for entitlement funds (funds currently available through 
the No Child Left Behind Act). The CEO and Director of Development are responsible for applying 
for competitive public funds available through specific notice. 

6.3.2 KWPP shall submit budgets and narratives, per the program requirements, explaining how such 
supplementary funding will be applied towards program expense. 

6.3.3 Additionally, the Controller must work with operations staff to ensure that expenses incurred that 
are eligible under certain grants are properly flagged with the grant name. The Director of Finance 
must establish a set of program or fund codes to track eligible grant expenses. 

6.3.4 The Controller is responsible for working with the Director of Development, the CEO and 3
rd

 party 
experts (auditors, accountants, lawyers) to ensure compliance with program regulations at all times. 

6.3.5 Quarterly reports on satisfaction of program requirements shall be submitted to monitoring 
authorities including all sufficient documentation. In the case of entitlement grants, such reports are 
the primary responsibility of the Controller and are prepared in collaboration with operations staff at 
the academies and the Director of Development.  In the case of competitive federal grants, such 
reports are the primary responsibility of the Director of Development and are prepared in 
collaboration with operations staff at the academies and the Controller. 

6.4 In-Kind Donations 

6.4.1 It is necessary to document the cost of in-kind contributions for financial statements and matching 
grant purposes.  There are three accepted methods of accounting for in-kind costs: a book of 
original entry; general journal entries supported by worksheets detailing the in-kind costs; or 
worksheet entries without recording in-kind costs in the school's official accounts. 
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6.4.2 In-kind cost and contributions will be recorded in the school’s accounts either in a special in-kind 
book of original entry or a general journal entry.   

6.4.3 When services are donated outside of KWPP, rates applied to donated hours should be 
documented and substantiated in order to arrive at the amount booked as in-kind services.  For in-
kind goods, documentation should include: date of donation, description of donated item, estimated 
fair market value of donated items, and how each item was donated along with the locations of the 
item (cross referenced to the fixed asset listing, if applicable).  Each donated item could be 
accompanied by a document containing the signature of the donor indicating that the item is being 
donated to KWPP.   

 

 

7 Payroll  

7.1 Employees at KWPP are either full-time salaried, part-time salaried or part-time hourly. Hours of 
operation are noted in the employee handbook, along with policies regards sick and vacation days. 
KWPP is an equal opportunity employer, regardless of employee status. Pay rates are determined at 
the start of the school year, including bonus eligibility. 

7.2 Pay Process 

7.2.1 Pay is remitted on a semi-monthly basis. 

7.2.2 The Director of Operations, at academies having this position, and Managing Director of Finance 
and Operations, for all other academies and the regional office, prepare pay data and submit it to 
the Accounting Associate and Managing Director of Finance and Operations for review. 

7.2.3 The Accounting Associate compiles the payroll files, enters them into the payroll database system, 
and submits a pre-processing payroll register to the Managing Director of Finance and Operations, 
who reviews the data again for discrepancies before submitting the data for paycheck processing. 

7.2.4 The Office Manager or 3
rd

 party designee prepares the checks, completes federal and state 
withholdings, and maintains records and issues reports. 

7.2.5 Payroll reports are received and reviewed by the Controller or designee. 

7.2.6 Payroll data is entered into the accounting system by the Controller and reviewed by the Managing 
Director of Finance and Operations prior to being posted. 

7.3 Timekeeping 

7.3.1 Full-time salaried employees are responsible for tracking their attendance and reporting regularly to 
supervisors concerning planned or unplanned absence. 

7.3.2 Part-time salaried or part-time hourly employees must track the time spent working for KWPP & 
KWPP each week and report this information to their supervisors on a regular basis. Supervisors 
can require that employees fill out time worksheets, as necessary. 

7.3.3 Timekeeping relating to specific grant funds must be reviewed and addressed periodically in the 
books, per the requirements of the grant. In these cases, certain individuals may be asked to track 
time pertaining to a specific function or type of task. 
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7.4 Taxes and Compliance 

7.4.1 Annual tax returns are prepared using a third party. 

7.4.2 Withholdings, W-2s and 1099s can be prepared and managed by the Controller or by a 3
rd

 party 
designee. 

 

8 Fixed Assets 

8.1 Capitalization 

8.1.1 Operating assets are capitalized when the value of a bulk order of like items exceeds $1,500 and/or 
the value of a single item exceeds $1,500, and the item’s useful life exceeds one year with 
reasonable expectation. 

8.2 Depreciation 

8.2.1 Fixed assets are depreciated in accordance with IRS guidelines by type of asset and in consultation 
with the third-party auditor. 

8.2.2 Depreciation schedules are currently maintained by a third=party business services vendor and 
reconciled at fiscal year end. 

8.3 Disposal or Sale 

8.3.1 Fixed assets with value in excess of $500 and less than $25,000 should be sold at the end of their 
useful lives and/or donated to another 501c3 of choice with approval from the CEO or COO. 

8.3.2 Assets with value in excess of $25,000 that need to be sold require Board approval. 

8.3.3 Fixed assets that are broken and cannot be repaired should be disposed and recorded as impaired 
on the books. 

8.4 Inventory 

8.4.1 KWPP must maintain an inventory of all operating assets.  

8.4.2 The inventory document should include serial numbers for all equipment that was purchased for an 
amount exceeding $1,000. 

8.4.3 Items should be noted by description, date purchased, cost or fair value and approximate location. 

8.4.4 The inventory should be reconciled with the books annually to impair operating assets. 

 

9 Financial Data & Record Keeping 

9.1 Accounting Data 

9.1.1 The financial books shall be maintained electronically in a software application that is suitably 
robust to address the tracking and reporting needs. 
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9.1.2 The Managing Director of Finance and Operations or Controller shall review and update (if 
necessary) the books at least weekly with expenses, deposits and other transactions.   All 
purchasing transactions are entered directly in Intacct, our accounting software, and then posted to 
the GL after review by the Managing Director of Finance and Operations or Controller.  

9.2 Bank Account Data 

9.2.1 The Controller shall maintain records and secure files concerning bank accounts that are open, as 
well as any bank accounts that have been open for the prior two fiscal years.  

9.2.2 Bank statements shall be stored at KWPP, where the office can be locked during non-business 
hours and access is restricted to approved personnel and registered visitors. 

9.3 Procurement Documentation 

9.3.1 The Accounting Associate or designee shall maintain files with all relevant purchase orders, 
invoices, payment approvals and check stubs that are organized alphabetically by vendor name. 

9.3.2 The Controller shall review these files periodically to ensure that they are accurate and well-
organized, such that receipts and documentation will support a clean audit. 

9.4 Grants and Contributions 

9.4.1 The Development Director must maintain files including all pledges, grant notices, awards and 
agreements as well as copies of reports submitted to private and public funders. 

9.4.2 The Controller or designee shall maintain additional files documenting funds receipt for per pupil 
funding and federal funds (entitlement or other).  

9.4.3 Copies of reports shall be made available to School Leaders at request. 

9.5 Audits and 990s 

9.5.1 The Controller or designee shall maintain copies of the annual financial audit and prepared 990s to 
make available as parties request these documents, in compliance with KWPP’s 501c3 status. 

9.6 Asset Inventories 

9.6.1 The School Leader or Director of Operations at each Academy and the Regional Office shall 
maintain records of the assets on-site, including all inventory information described in this 
document. 

9.6.2 Copies of these inventories shall be provided to the Controller or designee on an annual basis for 
purposes on the financial audit. 

9.7 Insurance Certificates 

9.7.1 The School Leader or Director of Operations will maintain records showing adequate insurance 
coverage (per the public charter school requirements) at the school site. 

9.7.2 The COO or designee will maintain duplicate records at the headquarters office. 
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9.8 Corporate Documents 

9.8.1 Original articles of incorporation, by-laws, the corporate certificate and the tax exempt certificate will 
be stored in a fire retardant unit at KWPP. 

10 Insurance 

10.1 To ensure the viability and continued operations of KWPP, the school needs to have an active risk 
management program that includes a comprehensive insurance package. KWPP maintains 
adequate insurance against general liability, as well as coverage for building contents, student 
accident, and Directors and Officers Liability, among other risks. 

10.2 The KWPP COO will recommend to the Board of Trustees the type and level of insurance needed for 
the school and for any sub-grantees or subcontractors.   These levels are currently dictated by the 
School District of Philadelphia. 

 

11 Budgeting 

11.1 Planning 

11.1.1 Budgets are created for each school, program, and, when applicable, grant annually.  The 
budgeting process involves key stakeholders including school leaders and other school leadership, 
operations staff, and finance staff.  The budget should be prepared by the appropriate levels of 
management on an accrual basis for final approval by the KWPP Board of Trustees.   

11.1.2 The Managing Director of Finance and Operations or designee will establish guidelines, priorities 
and assumptions for preparation of the budget. These assumptions will be communicated to other 
members of the management team. The Managing Director of Finance and Operations will also 
establish procedures, budgeting formats and a timetable for budget preparation. The timetable, 
which will begin no later than May of each year, will result in the Finance Committee receiving the 
proposed budget in time to review and approve it before presentation to the full Board at its June 
meeting. 

11.2 Preparation 

11.2.1 The Managing Director of Finance and Operations and the Controller will prepare initial projections 
of revenues and expenditures for planned services, projects and programs, considering historical 
data and future growth plans and factoring in any shifts or adjustments to staffing levels 
communicated by School Leaders and the CEO.  Once these budgets are complete, they will be 
submitted to the School Leaders, in the case of the academies, and the CEO, in the case of the 
regional office, for review and revision based on new program planning.  Upon submission of 
revised budgets by School Leaders and the CEO, the Director of Finance will consolidate the 
budgets into a total organizational budget.  The consolidated budget will be reviewed by the CEO.  
After any adjustments or changes, the budget will be ready for submission to the Finance 
Committee of the Board of Trustees at least two weeks prior to the June Board of Trustees 
meetings. 

11.3 Approval 

11.3.1 The Chair of the Finance Committee, along with the CEO, Managing Director of Finance and 
Operations , and School Leaders, will present the proposed budgets to the Board of Trustees for 
final approval prior to the end of the fiscal year. 
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11.4 Revisions 

11.4.1 Based on monitoring events that occur during the year, if it is determined that a significant revision 
to the budget is required and appropriate, budget revisions may be initiated, reviewed and 
approved by the CEO and COO or designee.  Proposed budget revisions will be submitted for 
approval to the Board of Trustees.  Approved budget revisions will be communicated to all parties 
with budgetary responsibilities. Revisions to the budget, once it is approved by the Board of 
Trustees, will be subject to significant scrutiny to ensure that they are necessary.   

11.5 Control  

11.5.1 Once budgets are approved by the Board of Trustees before the start of the fiscal year, they are 
uploaded into the accounting software. These budgets are then used to run monthly Budget-to-
Actual Expense Reports that are distributed to School Leaders, operations staff, program managers 
and the CEO.  Monthly Cash Flow Statements are also created and are reviewed by the Finance 
team and distributed upon request.  Quarterly variance reports are prepared and submitted to the 
Board of Trustees. 

 

12 Reporting of financial statements 

12.1 Preparing financial statements and communicating key financial information is an important 
accounting function.  Statements are management tools used in making decisions, in monitoring 
the success of financial objectives and as a standard method for providing information to interested 
parties external to the organization.  KWPP statements are audited each fiscal year and reflect year-
to-year historical comparisons. 

12.2 The Statement of Financial Activity, presented according to program revenue and cost centers, 
reflects the financial activities of a period.  A balance sheet presenting assets, liabilities and surplus 
(equity) provides a financial “picture” of KWPP as of a particular date. 

12.3 In designing and distributing financial statements, the Finance team will consider the following: 

12.3.1 Confidentiality and public disclosure requirements. 

12.3.2 Purpose to serve – internal or external 

12.3.3 Amount of detail and technical data to include 

12.3.4 Frequency of distribution 

12.3.5 Presentation of variances, footnotes and graphics 

12.4 Policy 

12.4.1 The objective of KWPP is to prepare accurate financial statements according to GAAP and 
distribute them on a timely basis in the most cost effective manner. 

12.5 Procedures 

12.5.1 Monthly Financial Statements 

12.5.1.1 Monthly financial statements will be provided to the CEO and the School Leaders.   
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12.5.1.2 Financial Statements for the month will be prepared by the fifteenth (15) day of the 
following month.   

12.5.1.3 Such monthly financial statements will be reviewed by the recipients for accuracy and 
comprehensiveness.   

12.5.1.4 These statements will report the year-to-date actual revenues and expenses, the 
year-to-date budget, and a comparison of actual vs. budget for the period.   

12.5.1.5 Significant variances will be reviewed by the Finance team and the School/Program 
Leaders to identify any potential fiscal issues or irregularities. 

12.5.2 Quarterly Financial Statements 

12.5.2.1 Quarterly financial statements will be provided to the Board of Trustees at the regular 
Board meetings.   

12.5.2.2 Such quarterly financial statements will be reviewed by the Boards for accuracy and 
comprehensiveness.   

12.5.2.3 These statements will report the year-to-date actual revenues and expenses, the 
year-to-date budget, and a comparison of actual vs. budget for the period.  

12.5.2.4 Significant variances will be explained by the Finance team for the Board review to 
identify any potential fiscal issues or irregularities. 

12.5.3 Annual Financial Statements Audit 

12.5.3.1 To provide an independent opinion of the KWPP financial status, an independent 
audit will be conducted annually by a certified public accounting firm.  

12.5.3.2 The Board of Trustees, or its designee, will appoint this firm.   

12.5.3.3 The audit will cover the twelve (12) month period ending June 30
th
.  In accordance 

with Federal regulations, these Financial Statements will be completed no later than 
four (4) months following the close of the fiscal year. 

12.5.3.4 The board of trustees finance committee will act as the audit committee. 

12.5.3.5 The audit will include the following actions: 

12.5.3.5.1 All receipts, statements, checks, Board minutes and other required 
information will be compiled and assembled after the close of the 
Corporation’s fiscal year by the Finance Team. 

12.5.3.5.2 A formal letter of engagement specifying the start and end date of the audit 
engagement will be conveyed to the auditor. 

12.5.3.5.3 A copy of the audited financial statements will be provided to all members of 
the Board of Trustees.  The Treasurer of the Board of Trustees, along with 
the independent auditor, will review the statements with the members 
present.  A vote to accept the report will be held, with the results of the vote 
recorded in the minutes of the annual meeting. 
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12.5.3.5.4 The Treasurer will present any recommendation made by the independent 
auditor to the Board of Trustees at a regularly scheduled meeting.  
Recommendations will be discussed and adopted in principle by the Board, if 
deemed appropriate.  

12.5.3.6 The Linear Responsibility Chart (see attached) indicates who performs, supervises 
and approves the accounting activities 

12.5.4 Annual Close 

12.5.4.1 After the annual audit, KWPP will prepare adjusting entries from the audit and 
perform a final, audited close.  Reports will then be issued. 

12.5.5 Accrual Processing 

12.5.5.1 In order to match expenses and income appropriately, KWPP will recognize expenses 
and income as they are incurred and earned, whether payments have been made or 
received, or not.  Therefore, at year end and at whatever other times it is necessary 
for external reporting purposes, income and expenses which have been incurred but 
not settled will be recognized and recorded through journal entries (e.g. depreciation, 
vacation accrual, audit fees). 
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13 Whistleblower  

13.1 KWPP requires directors, officers and employees to observe high standards of business and 
personal ethics in the conduct of their duties and responsibilities. As employees and 
representatives of the Organization, we must practice honesty and integrity in fulfilling our 
responsibilities and comply with all applicable laws and regulations. It is the responsibility of all 
directors, officers and employees to comply and to report violations or suspected violations in 
accordance with this Whistleblower Policy. No director, officer or employee who in good faith 
reports a violation will suffer harassment, retaliation or adverse employment consequence. An 
employee who retaliates against someone who has reported a violation in good faith is subject to 
discipline up to and including termination of employment. This Whistleblower Policy is intended to 
encourage and enable employees and others to raise serious concerns within KWPP prior to 
seeking resolution outside KWPP.  

13.2 KWPP has an open door policy and suggests that employees share their questions, concerns, 
suggestions or complaints with someone who can address them properly. In most cases, an 
employee’s supervisor is in the best position to address an area of concern. However, if you are not 
comfortable speaking with your supervisor or you are not satisfied with your supervisor’s response, 
you are encouraged to speak with the CEO or anyone in management whom you are comfortable in 
approaching. The Finance Committee of the Board of Trustees will address all reported concerns or 
complaints regarding corporate accounting practices, internal controls or auditing.  

13.3 Anyone filing a complaint concerning a violation or suspected violation must be acting in good faith 
and have reasonable grounds for believing the information disclosed indicates a violation. Any 
allegations that prove not to be substantiated and which prove to have been made maliciously or 
knowingly to be false will be viewed as a serious disciplinary offense.  

13.4 Violations or suspected violations may be submitted on a confidential basis by the complainant or 
may be submitted anonymously. Reports of violations or suspected violations will be kept 
confidential to the extent possible, consistent with the need to conduct an adequate investigation.  

14 Fraud 

14.1 KWPP does not tolerate any fraud or suspected fraud involving employees, officers or directors, as 
well as members, vendors, consultants, contractors, funding sources and/or any other parties with 
a business relationship with the Schools.  Any investigative activity required is conducted without 
regard to the suspected wrongdoer’s length of service, position/title, or relationship with the KWPP. 

14.2 The School leader, CEO, Director of Finance, and Board of Trustees are responsible for the 
detection and prevention of fraud, misappropriations, and other irregularities.  Fraud is defined as 
the intentional, false representation or concealment of a material fact for the purpose of inducing 
another to act upon it to his or her injury.  The Superintendent is familiar with the types of 
improprieties that might occur within his or her area of responsibility, and is alert for any indication 
of irregularity. 

14.3 Any fraud that is detected or suspected is reported immediately to the Audit Committee; they take 
the necessary actions. 

14.4 The terms fraud, defalcation, misappropriation, and other fiscal irregularities refer to, but are not 
limited to: 

14.4.1 Any dishonest or fraudulent act 

14.4.2 Forgery or alteration of any document or account belonging to the Schools 
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14.4.3 Forgery or alteration of a check, bank draft, or any other financial document 

14.4.4 Misappropriation of funds, supplies, equipment, or other assets of the Schools 

14.4.5 Impropriety in the handling or reporting of money or financial transactions 

14.4.6 Disclosing confidential and proprietary information to outside parties 

14.4.7 Accepting or seeking anything of material value from contractors, vendors, or persons providing 
goods or services the Schools 

14.4.8 Destruction, removal or inappropriate use of records, furniture, fixtures, and equipment 

14.4.9 Any similar or related irregularity 

14.5 Investigation Responsibilities 

14.5.1 The Finance Committee have the primary responsibility for the investigation of all suspected 
fraudulent acts as defined in the policy.  The Finance Committee may utilize whatever internal 
and/or external resources considered necessary in conducting an investigation.  If an investigation 
substantiates that fraudulent activities have occurred, the Finance Committee will issue reports to 
appropriate designated personnel and to the Board of Trustees. 

14.5.2 Decisions to prosecute or to refer the examination results to the appropriate law enforcement 
and/or regulatory agencies for independent investigation are made in conjunction with legal counsel 
and senior management, as are final dispositions of the case. 

14.6 Confidentiality 

14.6.1 The Audit Committees treat all information received confidentially.  Any employee who suspects 
dishonest or fraudulent activity notifies the Chairmen or members of the Audit Committees 
immediately (either by writing, phone or email) and does not him- or herself attempt to conduct 
investigations or interviews/interrogations related to any suspected fraudulent act.   

14.6.2 Investigation results are not disclosed or discussed with anyone other than those who have a 
legitimate need to know.  This is important in order to avoid damaging the reputations of persons 
suspected but subsequently found innocent of wrongful conduct and to protect the Schools from 
potential civil liability. 

14.7 Authority for Investigation of Suspected Fraud 

14.7.1 Members of the finance committee will have: 

14.7.1.1 Free and unrestricted access to all of the School’s records and premises; and 

14.7.1.2 The authority to examine, copy, and/or remove all or any portion of the contents of 
files, desks, cabinets, and other storage facilities on the premises without prior 
knowledge or consent of any individual who may use or have custody or any such 
items or facilities when it is within the scope of their investigations. 

14.8 Reporting Procedures 

14.8.1 An employee who discovers or suspects fraudulent activity contacts the school’s Board Chairman 
or Audit Committee members immediately.  The employee or other complainant may remain 
anonymous.  All inquiries concerning the activity under investigation from the suspected 
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individual(s), his or her attorney or representative(s), or any other inquirer are directed to the Audit 
Committee or legal counsel.  No information concerning the status of an investigation is given out.  
The proper response to any inquiry is, “I am not a liberty to discuss this matter.”  Under no 
circumstances should any reference be made to “the allegation,” “the crime,” “the fraud,” “the 
forgery,” “the misappropriation,” or any other specific reference. 

14.8.2 The reporting individual is informed of the following: 

14.8.2.1 Do not contact the suspected individual in an effort to determine facts or demand 
restitution. 

14.8.2.2 Do not discuss the case, facts, suspicions, or allegations with anyone unless 
specifically asked to do so by the KWPP’s legal counsel or the Audit Committee. 
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15 Attachments 
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15.1 Attachment 1: Table of approved designees 

Approved employees Designee (if applicable) 
President of the Board of Trustees 
 
 

 

Treasurer of the Board of Trustees 
 
 

 

Chief Executive Officer 
 
 

 

COO 
 
 

 

Director of Finance 
 
 

Accounting Manager 

Director of Development 
 
 

 

School Leader 
 
 

 

Office Manager 
 

 

 

  



KWPP FINANCIAL POLICY MANUAL - revised 03 04 14 - FINAL 

 

24 

15.2 Attachment 2: Purchase Order form
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15.3 Attachment 3: Payment Approval stamp 
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15.4 Attachment 4: Petty Cash Log 
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15.5 Attachment 5: Expense reimbursement form 

   



KWPP FINANCIAL POLICY MANUAL - revised 03 04 14 - FINAL 

 

28 

15.6 Attachment 6: Deposit Log 
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15.7 Attachment 7: Linear responsibility chart 

 
Function Functional Responsibility Supervise and Review Timing 

Establish Chart of Accounts Director of Finance CEO/COO Annually 

Draft Statement & Report Formats Director of Finance CEO/COO Annually 

Prepare Journal Entries Accounting Manager Director of Finance Weekly 

Close Books Director of Finance CEO/COO Monthly 

Prepare Trial Balance Director of Finance CEO/COO/ 3
rd

 party Monthly 

Reconcile Accounts Director of Finance / 3
rd

 party CEO/COO Monthly 

Prepare Statements Accounting Manager Director of Finance Monthly 

Review Statements with CEO Director of Finance Treasurer Monthly 

Reconcile accounts to the general 
ledger; make adjustments for any 
material errors. 

Director of Finance / 3
rd

 party Treasurer Quarterly 

Collect Adjusting Data & Update 
Statements 

Director of Finance School leader Quarterly 

Distribute Final Statements Director of Finance Treasurer Quarterly 
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Executive Summary

BSE Compliance Monitoring Review
of the

KIPP West Philadelphia Preparatory CS
PART I

SUMMARY OF FINDINGS

A. Review Process

  Prior to the Bureau's monitoring the week of November 2, 2010, the KIPP West Philadelphia Preparatory

CS was formally notified of the dates the onsite review would be conducted.  Notice and invitation to

comment was also provided to the Local Task Force on Right-to-Education.  The charter school was

informed of its responsibility to compile various reports, written policies, and procedures to document

compliance with requirements.

  While onsite, the monitoring team employed a variety of techniques to gain an in depth understanding of

the charter school's program operations.  This included:

  • Interviews of charter school administrative and instructional personnel

• Review of policies, notices, plans, outcome and performance data, special education forms and

formats, and data reports used and compiled by the charter school (Facilitated Self-Assessment)

• Comprehensive case studies (including classroom observations, interviews of parents, students, and

general and special education teachers, and student file reviews).

B. General Findings

In reaching compliance determinations, the Bureau of Special Education (BSE) monitoring teams apply

criteria contained in federal and state special education regulations.  Specifically, these are:

  • Individuals with Disabilities Education Improvement Act of 2004

• 22 Pa. Code Chapter 711

• 34 CFR Part 300

  This  report  focuses  on  compliance  with  regulatory  requirements  and  also  contains  descriptive

information (such as interview and survey results) intended to provide feedback to assist in program

planning.

C. Overall Findings

  1. FACILITATED SELF ASSESSMENT (FSA)

    The team reviewed the FSA submitted by the charter school and conducted onsite verification

activities of the information submitted in the FSA.  The onsite verification activities included

review of policies, notices, procedures, and file reviews.
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FSA

In

Compliance

Out of

Compliance

Assistive Technology and Services; Hearing Aids 2 0

Positive Behavior Support Policy 1 0

Child Find (Annual Public Notice and General
Dissemination Materials)

1 0

Confidentiality 1 0

Dispute Resolution (Due process hearing decision
implementation)

1 0

Exclusions: Suspensions and Expulsions
(Procedural Requirements)

1 0

Independent Education Evaluation 1 0

Least Restrictive Environment (LRE) 1 0

Provision of Extended School Year Services 1 0

Provision of Related Service Including Psychological
Counseling

1 0

Parent Training 1 0

Public School Enrollment 1 0

Surrogate Parents (Students Requiring) 1 0

Personnel Training 1 0

Intensive Interagency Approach 1 0

Summary of Academic Achievement and Functional
Performance/Procedural Safeguard Requirements for
Graduation

0 0

Disproportionate Representation that is the Result of
Inappropriate Identification

1 0

    IMPROVEMENT PLAN REQUIRED Yes No

Effective use of Dispute Resolution 0 1

Graduation Rates (SPP) 0 0

Dropout Rates (SPP) 0 0

Suspensions (Rates) 0 1

Least Restrictive Environment (LRE) (SPP) 0 1

Participation in PSSA and PASA (SPP) 0 1

Participation in Charter-Wide Assessment 0 1

Public School Enrollment 0 1

Disproportionate Representation due to Identification,
Educational Environment, Suspension or Expulsion

0 1

  2. FILE REVIEW (Student case studies)

    The education records of randomly selected students participating in special education programs

were studied to determine whether the charter school complied with essential requirements.

    The status of compliance of the KIPP West Philadelphia Preparatory CS is as follows:
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Sections of the

FILE REVIEW

In

Compliance

Out of

Compliance NA

Essential Student Documents Are Present and Were
Prepared Within Timelines

55 21 84

Evaluation/Reevaluation: Process and Content 174 2 604

Individualized Education Program: Process and Content 398 11 391

Procedural Safeguards: Process and Content 70 0 50

TOTALS 697 34 1129

  3. TEACHER AND PARENT INTERVIEWS

    Interviews were conducted with parents and teachers of students selected by the BSE for the

sample group.  The goal is to determine if the charter school involves parents and professionals

in required processes (e.g., evaluation, IEP development), whether programs and services are

being provided, and whether the charter school provides training to enhance knowledge.  Parent

and teacher satisfaction with the special education program is also generally assessed.

      # Yes

Responses

# No

Responses

# of Other

Responses

Program Implementation: General Ed Teacher Interviews 244 4 86

Program Implementation: Special Ed Teacher Interviews 314 1 143

Program Implementation: Parent Interviews 147 5 77

TOTALS 705 10 306

  4. STUDENT INTERVIEWS

    Results  of  the  student  interviews  are  reflected  on  the  Charter  School  Corrective  Action

Verification/Compliance  and  Improvement  Planning  document.

  5. CLASSROOM OBSERVATIONS

    Observations are conducted in classrooms of students selected by the BSE for the sample group.

      # Yes

Responses

# No

Responses

# of Other

Responses

Classroom Observations 52 0 18

  6. EDUCATIONAL BENEFIT REVIEW

      In

Compliance

Out of

Compliance

Educational Benefit Review X

PART II

CORRECTIVE ACTION PROCESS

PART I of this report presented an overall summary of findings.  In the Appendix to the report, we have

provided the detailed findings for each of the criteria of the compliance monitoring document, i.e. FSA, File

Reviews, Interviews and Classroom Observations.  The detailed report of findings includes:
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• Criteria Number

• Statements of all requirements

• Whether each requirement was met, not met, not applicable or other

• Statements of corrective action required for those criteria not met.  Criteria not met that require corrective

action by the charter school are gray-shaded.

Charter schools are advised that in accordance with requirements of the Individuals with Disabilities
Education Act, all noncompliance must be corrected as soon as possible but in no case later than one year
from the date of the monitoring report.  The BSE is required to verify timely correction of noncompliance,

and must report annually to the federal government and the public on this requirement.

Upon receipt of this report, the charter school should review the corrective action and improvement planning

required.  The report is formatted so that findings from all components of the monitoring are consolidated by

topical area.  The report lists the finding, and whether corrective action is required.  For certain types of

findings, corrective action will be prescribed, and will not vary from charter school to charter school.  For

example, if the finding is that the charter school lacks a specific required policy, it is reasonable to have the

BSE prescribe a standardized remedy and timeline for correcting this deficiency.  However, the majority of

corrective action activities will be individually designed by the charter school based on their own unique

circumstances and goals.  Consistent with IDEA's general supervision requirements for states, BSE must

approve all proposed corrective action.

With respect to the File Review, because students were selected at random, findings are generalized to the

entire population of students with disabilities.  During the corrective action review, the BSE Advisor will

select students at random and will review updated data, i.e. records that were developed subsequent to the

monitoring.  Consequently, the charter school should approach corrective action on a systemic basis.  As

indicated above, the charter school is also required to correct student specific noncompliance identified during

monitoring under the ICAP process.  If there has been a finding of noncompliance in the Educational Benefit

Review component, the individual students are identified to the charter school and, because of the significance

of the provision of a free appropriate public education (FAPE) to these students; the charter school must take

immediate corrective action.

The BSE Adviser will schedule an onsite visit with the charter school within 60 days following issuance of

the monitoring report.  The BSE Adviser, charter school, and PaTTAN staff will develop a Charter School

Corrective Action Verification/Compliance and Improvement Plan.  PaTTAN and IU staff is available to

assist the charter school.

Upon conclusion of  the  corrective  action process,  the  charter  school  will  be  notified  of  its  successful

completion of  the  monitoring process.
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