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Presentation Overview – 
Required Policies
• Financial Policies:

o Procurement/Purchasing Policy
o Conflict of Interest/Standard of Conduct 

Policy
o Inventory Management & Assets Policy
o District Travel Policy
o Time & Effort Policy
o Allowable Cost Determination

• Record Retention Policy & 
Procedure

• Admissions Policy



Presentation Overview – 
Required Policies
• Behavioral Policies: 

o Gun Free School Act Policy
o Drug Free Workplace Policy
o Prohibiting the Aiding and Abetting of 

Sexual Abuse Policy
o Student Discipline Policies

• Emergency Preparation Policies:
o School Closure Plan

• Policy Drafting Tips & 
Policy Enforcement

• Resources



CSP Grant Required 
Policies



Presenter Notes
Presentation Notes
The Board’s report to the district is informational in nature, and provides an update regarding the progress of the school’s achievement of its stated goals. The report must include a financial statement. 



Grant Audits: Lessons Learned
• Audits of charter schools conducted by the DOE have 

resulted in a list of key policies that are insufficient to meet 
key funding requirements.
o Such policies are either missing (unwritten) or lacking important 

criteria. 

• Tip: Even if your institution has these policies in place, be 
sure to check whether any should be updated to account for 
new requirements for policies that have been in place for 
several years. 

Presenter Notes
Presentation Notes
This presentation will provide an overview of the policies and procedures that are most often flagged during audits by the DOE of charter schools.Build into meeting schedule to address X # of policies for a standard policy review each year. For example, review all policies each March to determine whether updates are needed. The key policies in this list are: grant specific audit policies (not covered today); asset protection; federal conflict of interest policy; annual fiscal audit procedures; sub-procurement policy; allowable cost determination policy; school closure plan; bullying and harassment policy; and seclusion and restraint policy.



Financial Policies



Procurement/Purchasing Policy
• Charter schools must have a policy 

that aligns with federal 
requirements and must maintain 
documentation that the policy and 
procedures were followed for 
contracts with vendors/suppliers, 
bids, and quotes. 



Procurement/Purchasing Policy
• Policy must aim to avoid duplicative and 

excess purchases, including shared goods 
and services.

• Procedure must indicate that the charter 
school will maintain oversight of 
contractors to ensure compliance.

• Charter school must keep records of: 
o Rationale for method of procurement, 

selection of contract type, contractor 
selection/rejection, and basis for contract price. 

Presenter Notes
Presentation Notes
The obligation to avoid duplicative and excess purposes relates to the recommendation that charter schools enter into agreements with districts for facilities and services sharing. Time and materials contracts (where sum charged is actual cost of materials and labor hours at fixed rates) only after a determination there is no other choice, and there is a ceiling price. 



Procurement/Purchasing Policy
• All contracts must be awarded after providing for full and open 

competition, which requires that all bids/submissions not be 
restrictive, meaning:
o Placing unreasonable requirements on contractors in order to qualify; 
o Requiring unnecessary experience and excessive bonding; 
oNoncompetitive pricing practices between firms; 
oNoncompetitive contracts to consultant that are on retainer contracts; 
oOrganizational conflicts of interest; 
o Specifying only a “brand name” product; and 
o Any other arbitrary action in the procurement process. 

• Charter schools must always perform a cost or price analysis.

Presenter Notes
Presentation Notes
Method and degree of cost or price analysis is fact dependent, but usually involves the confirmation of costs through an independent estimate. Appendix II to 2 CFR sec. 200.327 provides applicable contract provisions that must be in a charter school’s contracts relating to procurement using federal funds. 



Conflict of Interest/Standard of 
Conduct Policy
• Charter schools must maintain written standards of conduct 

covering conflicts of interest and governing the actions of its 
employees engaged in the selection, award, and administration 
of contracts. 

• A conflict (under federal law) exists when the employee or agent 
(including any member of their immediate family, their partner), 
or an organization which employs or is about to employ any of 
same parties, has a financial or other interest in or a tangible 
personal benefit from a company considered for a contract. 

Presenter Notes
Presentation Notes
Conflict of interest policies must also address any prize/scholarship selection methods. 



Conflict of Interest/Standard of 
Conduct Policy
• The standards of 

conduct must 
provide for 
disciplinary actions 
to be applied for 
violations of such 
standard by 
employees and 
agents. 



Conflict of Interest/Standard of 
Conduct Policy
• This standard of conducts policy is required under the 

procurement and purchasing policy. 
• In addition, charter schools are non-profit entities and must 

maintain a Board conflicts of interest policy. 
• Tip: The N.H. Charitable Trusts Unit provides sample conflict 

of interest policies for non-profit entities to use when 
preparing their own policies. 



Presenter Notes
Presentation Notes
Sample conflict policies: https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=&ved=2ahUKEwjNlomGnKiBAxURjYkEHU7WCn4QFnoECA8QAw&url=https%3A%2F%2Fwww.doj.nh.gov%2Fcharitable-trusts%2Fdocuments%2Fsample-conflict-interest.pdf&usg=AOvVaw1Qkecdpe5uUCOO_g4k6IRG&opi=89978449



Inventory Management & Assets Policy
• Assets purchased with 

federal funds must be 
logged and tagged.

• Charter schools must 
maintain documentation 
of asset logs (inventory), 
tagging, and adoption of a 
dissolution and 
depreciation policy.



Inventory Management & Assets Policy
• Under 2 CFR 200.1, equipment is tangible property valued at 

$5,000 or more or items that are “pilferable” (e.g., cell phones, 
iPads, tablets, cameras, etc.).

• Management requirements for equipment including the 
obligation to inventory and secure these items until they are not 
longer used. 

• Records must include: description of the property, serial/ID 
number, source of funding, title holder, acquisition date, cost, 
federal participation in costs (%), locate, use, and condition.

Presenter Notes
Presentation Notes
Inventory must be taken and recorded at least every two years; control system for protection must be in place; if any equipment is sold, but use proper sales procdures to ensure the highest possible return. 



District Travel Policy
• Charter schools must have a written travel 

policy regarding the reimbursement for 
reasonable travel costs by employees and 
officers. 

• If charges are submitted directly to federal 
grant funds, documentation must justify 
that costs were necessary to participation 
in federal aware, and are reasonable and 
consistent with written travel policy. 

Presenter Notes
Presentation Notes
Options for costs: actual cost basis, per diem, or mileage basis (or a combination thereof). 



Time & Effort Policy
• To allow dual employment, a 

charter school must have a 
written policy outlining the extent 
to which that is allowed. 

• This policy should consider the 
effort the employee working on 
Federal awards allocates between 
charter school activities and the 
second organization. 



Allowable Cost Determination
• This policy must outline the 

methodology for determining 
allowability of costs, including 
travel and time and effort 
policies. 

• This procedure should focus on 
the appropriate chain of 
command for approval.



Record Retention 
Policy & Procedure



Record Retention Policy
• A written policy providing the 

procedure by which all financial 
records, supporting documents, 
statistical records, and other records 
relating to a federal award will be 
maintained for at least 3 years after 
final expenditure report submission 
(or, if applicable, quarterly or annual 
report). 



Record Retention Procedure
• The 3-year period applies, unless certain circumstances apply, 

including: 
o Any litigation, claim, or audit is started before the expiration of this 

period, upon which the records must be retained until resolution; 
o If notified in writing by the federal awarding agency a longer period will 

apply; 
o Records of real property and equipment acquired with federal funds 

must be retained until three years after disposition



Admissions Policy



Admissions Policy
• Federal requirements are 

stricter than New 
Hampshire laws.

• Lottery system
o If more students than spots, 

this is permitted
o Weighted system permitted 

as long as not creating school 
for a particular subset.

Presenter Notes
Presentation Notes
Siblings & Twins: exception to lottery program. Must comply with Age Discrimination Act of 1975, Civil Rights Act, Rehabilitation Act, ADA, Family Education Rights and Privacy Act, and Individuals with Disabilities Education Act (IDEA). 



Behavioral Policies



Gun Free School Act Policy 
• Each LEA must have a policy that indicates any student who has 

brought a “weapon” to school must be expelled for a period of 
at least one year. 

• Policy must include procedure to refer any violating act to the 
criminal justice system.

• In addition, charter schools should have a policy that indicates 
the Director will notify the local school board of any violation, to 
enforce the one-year expulsion. 

Presenter Notes
Presentation Notes
The one-year expulsion is mandatory, except a local school board can modify this punishment on a case-by-case basis.  Notably, New Hampshire law does not imbue a charter school director with the authority to impose the one-year expulsion, only the local school board. 



Drug-Free Workplace Policy
• Charter schools are obligated to make a good faith effort to 

maintain a drug-free workplace as a condition of their receipt of 
federal awards.

• A written drug-free workplace statement must be published, 
including: 
oSpecific actions that will be taken for violations (including termination).
o Clarifying abiding by the statement is a condition of employment.
o Unlawful use or possession of a controlled substance is a violation. 

Presenter Notes
Presentation Notes
Manufacturing and distributing are also violations, but these are more self-explanatory. Unlawful is defined federally (marijuana/cannabis).



Drug-Free Workplace Policy
• Charter schools must also establish a drug-free 

awareness program to inform employees 
about: 
o Dangers of drug abuse in the workplace;
o Drug-free workplace policy; 
o Any available counseling, rehab., and EAPs; and 
o Penalties imposed for violations of policy.  

Presenter Notes
Presentation Notes
Manufacturing and distributing are also violations, but these are more self-explanatory. Unlawful is defined federally (marijuana/cannabis).



Drug-Free Workplace Policy
• Any drug convictions for employees performing an award must 

be reported to the awarding agency within 10 days of notice to 
school.

• Within 30 days of notice, must either take appropriate personnel 
action (consistent with Rehabilitation Act) or require satisfactory 
treatment participation. 

Presenter Notes
Presentation Notes
Manufacturing and distributing are also violations, but these are more self-explanatory. Unlawful is defined federally (marijuana/cannabis).



Prohibiting the Aiding and Abetting of 
Sexual Abuse Policy
• Written policy must clearly indicate that no employee, 

contractor, or agent may assist an employee, contractor, or 
agent in obtaining a new job if the individual knows (or has 
probable cause to believe) that the person engaged in sexual 
misconduct regarding a minor or student. 

• Does not apply to routine transmission of administrative and 
personnel files. 

Presenter Notes
Presentation Notes
Charter school director can appoint (in writing) another representative. 



Prohibiting the Aiding and Abetting of 
Sexual Abuse Policy

• Does not apply to matters that have been 
properly reported to the authorities if:
o A determination has been made that there is 

insufficient information to establish probable 
cause after investigation; 
o The individual has been acquitted or 

exonerated of the alleged misconduct; or 
o Case remains open (without charges) after 4 

years of report to authorities. 

Presenter Notes
Presentation Notes
Charter school director can appoint (in writing) another representative. 



Student Discipline Policies
• Two key sub-policies required: 

o Bullying and Cyberbullying Policy (RSA 
193-F)
o Limiting Seclusions/Restraints Policy 

(RSA 126-U)

Presenter Notes
Presentation Notes
Charter school director can appoint (in writing) another representative. For bullying, including cyberbullying, such extended suspension only permissible if student has not responded to targeted interventions and poses an ongoing threat to another student.



Student Discipline Policies
• Bullying and Cyberbullying Policy must contain (among others):

o Statement prohibiting bullying or cyberbullying of a student; 
o Statement prohibiting retaliation or false accusations against a victim, 

witness, or person providing good faith information; 
o Statement there will be disciplinary consequences for any act of 

bullying/cyberbullying;
o A procedure for reporting violations; 
o A procedure for the investigation of reports (within 5 school days); and
o Identification of school officials who are responsible for implementation

Presenter Notes
Presentation Notes
All students are protected regardless of their legal status. Parents of victim must be notified within 48 hours unless such notification is deemed to not be in the best interest of the victim or perpetrator (must be waived in writing by superintendent or designee during 48-hour period).



Student Discipline Policies
• Limiting Seclusion/Restraints Policy:

o Dangerous restraints are always prohibited (e.g., compression of 
respiratory system, obstruction of circulation of blood, covering a child’s 
mouth or nose, or significantly exacerbating a child’s medical condition);
o In emergencies, a physical restraint is only permitted when necessary to 

ensure the immediate physical safety of persons when there is an 
imminent, substantial risk of serious bodily harm (only trained persons). 
o Seclusion may not be a form of punishment, but only when behavior 

poses an imminent, substantial risk of physical harm to the child or 
others, and may only continue until danger is dissipated. 

Presenter Notes
Presentation Notes
Determination of whether the use of a restraint is justified is fact-based, including whether continued acts of violence by a child to inflict damage to property will create a substantial risk of serious bodily harm to the child or others. Should only be done after interventions have failed or are deemed inappropriate. No restraint shall exceed 15 minutes without the approval of the director; no restraint shall exceed 30 minutes without a fact-to-face assessment is conducted by director or supervisory employee. These assessments must be repeated every 30 minutes. Seclusion only permitted in appropriately safe rooms, where direct and continuous visual and auditory monitoring is available by a person trained in the safe use of seclusion. Significant record requirements for any instances of seclusion or restraints used on a child. These records shall be periodically reviewed by the State board. 



Student Discipline Policies (cont.)

Presenter Notes
Presentation Notes
Any suspension in excess of 10 school days (unless by school board or board of trustees) is appealable to the school board or board of trustees if written appeal is received within 10 days after issuance of decision. 



Emergency 
Preparation Policies



School Closure Plan
• As a nonprofit entity, a charter 

school must have a plan in place 
for the dissolution of the school 
and its assets or amendment of 
its program plan. 

• If closed, the reason for closure 
(e.g., declining enrollment; facility 
challenges) will be published.

Presenter Notes
Presentation Notes
Since 2020, only three New Hampshire charter schools have closed.



Policy Drafting Tips &
Policy Enforcement



Formatting Policies
• Charter school policies should look 

consistent with each other (e.g., header, 
footer, typestyle, signature, and 
approval date formatting). 

• Charter schools should use a 
lettering/numbering system to identify 
the type of policy. 

• Clearly identify persons responsible for 
implementation by title (not just name).

Presenter Notes
Presentation Notes
Provide overview of lettering/numbering system (e.g., a letter for board-related policies). 



Language Tips
• When utilizing public resources, make sure to avoid “district” or 

“SAU” when referring to the charter school in policies. 
o Similarly, use “director” instead of “superintendent,” “dean,” or “head of 

school.”

• Focus on consistently referring to school-specific information, 
such as job titles, resident school district, and building names 
and locations

• Consistent with non-discrimination laws, utilize the gender 
neutral “they” when referring to individual persons in policies.



Enforcing Policies
• The Policies exist for specific reasons, 

and when a situation arises: 
o Follow the policies & procedures
o Maintain the chain of command
o Ask Questions if you have them 
o Document compliance

• Also, before a situation arises: KNOW 
WHO IS RESPONSIBLE



Questions?



Resources:

https://www.education.nh.gov/who-we-are/division-of-learner-
support/bureau-of-student-wellness/bullying-cyber-bullying
https://www.gencourt.state.nh.us/rsa/html/XV/193/193-1-c.htm
https://www.gencourt.state.nh.us/rsa/html/xv/194-b/194-b-mrg.htm
https://www.education.nh.gov/education-pathways/public-charter-
schools/charter-school-resources-and-links

https://www.education.nh.gov/who-we-are/division-of-learner-support/bureau-of-student-wellness/bullying-cyber-bullying
https://www.education.nh.gov/who-we-are/division-of-learner-support/bureau-of-student-wellness/bullying-cyber-bullying
https://www.gencourt.state.nh.us/rsa/html/XV/193/193-1-c.htm
https://www.gencourt.state.nh.us/rsa/html/xv/194-b/194-b-mrg.htm
https://www.education.nh.gov/education-pathways/public-charter-schools/charter-school-resources-and-links
https://www.education.nh.gov/education-pathways/public-charter-schools/charter-school-resources-and-links
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