




































HOOSIER ACADEMY, INC. 

RESOLUTION 2018-21 

APPROVAL OF FISCAL POLICY AND PROCEDURES  

September 25, 2018 

 

WHEREAS, the Board of Directors (“Board”) of Hoosier Academy, Inc. (“Corporation”) is 

responsible for adopting and approving Fiscal Policies and Procedures for the administration of 

the financial affairs of the Hoosier Academy Network of Charter Schools; and  

WHEREAS, the Board previously adopted Fiscal Policies and Procedures for the Corporation, 

and since the time of the most recent updates to the Policy, the K12 Managed School Accounting 

Group has been retained to provide bookkeeping services, which necessitates revisions to the 

Fiscal Policies and Procedures, and certain updates have been made to the Fiscal Policies and 

Procedures; and  

WHEREAS, the Board has reviewed the attached revised and restated Fiscal Policies and 

Procedures and deems it to be prudent and in the interest of the Corporation to adopt the revised 

and restated Fiscal Policies and Procedures. 

NOW, THEREFORE, BE IT RESOLVED that the Fiscal Policies and Procedures, as 

presented to the Board of Directors, attached to this Resolution, and considered at this meeting, 

be, and they hereby are, approved and adopted by the Corporation and the Hoosier Academy 

Network of Charter Schools.   

 

Voice Vote: 

 

Ayes: ___________________    No:  ______________________ 

 

Date:   ___________________ 

 

 

Certification of Board Secretary:  ___________________________ 

  



 

 

 

 

 

 

 

 

EXHIBIT A 

FISCAL POLICIES AND PROCEDURES 

 



 
 

 
 
 
 
 
 
 
 
 
 

Hoosier Academy Network of Schools 
 

Fiscal Policies and Procedures 
 
 
 
 
 
 
 
 
 
 

Adopted:  September 25, 2018 
 



 
 

INTRODUCTION 
 

 The Board of Directors (“Board”) of Hoosier Academy, Inc. (“Hoosier Academy” or 
“Charter School”) has the responsibility of administrating the financial affairs of the Charter 
School.  Faithful performance of this duty requires establishing a comprehensive fiscal plan and 
policies from the budgeting process through the annual audit (hereafter referred to as the 
“Fiscal Policy”).  The Fiscal Policy must be organized to provide a uniform classification of 
receipts and disbursements and to establish effective internal controls and audit trails for post-
audit purposes.  Additionally, the Fiscal Policy must conform to legal requirements as 
established by legislation and administered by the controlling agencies.  At the heart of the 
Fiscal Policy are internal controls, which are the methods and procedures used to provide 
reasonable assurance to: 
 
 1. Safeguard assets; 
 2. Ensure validity of financial reports and records; 
 3. Promote adherence to policies, procedures, regulations and laws; 
 4. Promote effectiveness and efficiency of operations; 
 5. Ensure financial systems are secure and backed up as needed. 
 
In establishing internal controls at all stages of Hoosier Academy’s fiscal plan, the following 
control principles will be implemented when applicable: 
 

1. Segregation of Duties:  Duties are divided so that no one person has complete 
control over a key function or activity; 

2. Authorization and Approval:  Proposed transactions are authorized when they 
are consistent with policies, procedures, regulations and laws; 

3. Custodial and Security Arrangements:  Responsibility for custody of assets is 
separated from the related record keeping; 

4. Review and Reconciliation:  Records are examined and reconciled to determine 
that transactions were properly processed and approved; and 

5. Physical Controls:  Equipment, inventories and other assets are secured 
physically, counted periodically and compared with amounts shown on control 
records. 

 
This Fiscal Policy outlines the internal controls to be followed by Hoosier Academy, the Board 
and K12 Classroom, LLC (“K12”). 
 

INTERNAL CONTROL PRACTICES 
 

Accounting, Budgetary Control and Financial Closing 
Review and Reconciliation: 

 Hoosier Academy shall use the accrual method of accounting and shall keep its books in 
accordance with Generally Accepted Accounting Principles (“GAAP”). 
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 To account for the financial activities of the Charter School and to comply with the 
Indiana State Board of Accounts (“SBOA”) requirements, Hoosier Academy shall use 
fund accounting as described in Part 3 of the Accounting and Uniform Compliance 
Guidelines Manual for Charter Schools issued by the SBOA (“Accounting Compliance 
Manual”). 

 The K12 Finance Group (“K12 Finance”), with the assistance of the Hoosier Academy 
Head of School (“HOS”), shall prepare a budget annually based on estimates of revenues 
and expenditures.  The budget draft shall be presented to the Board on or before May 
15th preceding the start of the applicable school year covered by such proposed budget.  
On or before October 31st of each school year, K12 Finance shall submit any proposed 
modifications of the annual budget for that school year which takes into account the 
actual student enrollment for such school year and other changes in key assumptions.  
The Board shall review and act upon each such approved proposed budget and any such 
proposed modifications within forty-five (45) days following of the submission thereof 
by K12 Finance. 

 The K12 Managed School Accounting Group (“K12 MSA”), shall prepare and forward a 
monthly financial reporting package to the HOS by the 7th business day after the end of 
each month.  The financial reporting package will include, at a minimum, the monthly 
bank account reconciliation with supporting detail, unaudited financial statements, any 
journal entries made with supporting detail and the general ledger transaction detail 
(revenue and expenditures) by fund.  K12 Finance then compiles a report comparing the 
actual revenue and expenditures with the budget (“Budget-to-Actual Report”).  The 
most recent Budget-to-Actual Report shall be provided to the Board at each monthly 
Board Meeting.  Budget-to-Actual Reports shall contain written explanations of any 
overages greater than five percent (5%). 

 
Segregation of Duties 

 The HOS is required to approve the monthly financial reporting package within 30 days 
of receipt. 

 

Banking 
Authorization and Approval: 

 Bank Signatory Authority:  The HOS, the Operations Manager, the Board Chairman and 
the Board Treasurer shall be the only signatories/agents for all Hoosier Academy bank 
accounts. 

 Two signatures from authorized bank signatories are required for any expenditure 
greater than $10,000. 

 The cash balance of any Hoosier Academy bank account shall never be reduced below 
zero. 

 Checks outstanding and unpaid for a period of one year shall be investigated and 
declared; void, included as receipts and removed from the outstanding check listing or 
remitted to the state under applicable escheatment laws. 
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 The HOS or Operations Manager must approve any adjustments to cash, such as the 
write-off of old outstanding checks. 

Segregation of Duties: 

 Bank Reconciliations 
o The HOS shall review the monthly bank statements and reconciliations included 

in the monthly financial package by the 30th of each month.  If the HOS has 
questions about or desires to see more detail on any of the transactions, the 
HOS will request further information from K12 MSA. 

o K12 MSA will follow up on any questions the HOS may have and shall perform 
the monthly bank reconciliation in compliance with Section 3-13 of the 
Accounting Compliance Manual.  The bank reconciliation must include the 
beginning cash balance, a listing of all cleared checks/payments and 
deposits/credits, a listing of all un-cleared checks/payments and deposits/credits 
and the ending cash balance. 

 
Review and Reconciliation: 

 Bank Reconciliations 
o The HOS and Board Treasurer shall review and approve the bank reconciliations 

prepared by K12 MSA.  As part of the review, the HOS and Board Treasurer shall 
note that check sequence was maintained from the prior month. 

o After the HOS and Board Treasurer review and approve the bank reconciliations, 
the bank reconciliations shall be submitted to the Board for review and 
acceptance for audit. 

 
Custodial and Security Arrangements: 

 K12 MSA and the Operations Manager will maintain blank check stock.  The ability to 
create and sign a check is separated as follows:  Anyone with software access to create a 
check cannot sign the check (e.g. they are not an authorized signer on the bank account) 
and all authorized bank signatories do not have software access to create a check.  

 A copy of all check registers will be kept by the Operations Manager. The Board 
Treasurer shall sign the AP Voucher register that is included in the monthly financial 
package.  This is a SBOA requirement.   

 All voided checks shall be maintained at the school with a copy emailed to K12 MSA.  For 
each voided check, the signature section shall be marked out or removed and the 
reason the check was voided shall be noted on the check.   

 Hoosier Academy shall not maintain any petty cash. 
 

Credit Card Use 
Authorization, Approval and Purpose 

 The Board must approve the application for any school credit card.  The Board may 
authorize the payment of an annual fee if the Board determines it is in the best interest 
of Hoosier Academy to have a credit card with an annual fee. 



4 
 

 Any credit card issued in Hoosier Academy’s name shall only be used to pay for Hoosier 
Academy expenses.  Any use of credit cards must be approved by the HOS or Operations 
Manager. 

 Credit cards shall not be used to bypass the accounting system. 
 
Segregation of Duties 

 The HOS or Operations Manager shall be responsible for applying for any credit card 
authorized by the Board. 

 The HOS and Operations Manager shall be the designated employees for any credit card 
approved by the Board and issued to Hoosier Academy as required by Section 10-5 of 
the Accounting Compliance Manual.  As the designated employees, the HOS and 
Operations Manager shall maintain an accounting system or log which includes the 
names of individuals requesting usage of a credit card, their position, estimated 
amounts to be charged, fund and account numbers to be charged and the date the card 
is issued and returned. 

 The credit card must be returned to the HOS or Operations Manager after each use. 
 
Review and Reconciliation 

 Payment shall not be made based on a statement or credit card slip only.  Procedures 
for payments shall be no different than for any other claim.  Supporting documents such 
as paid bills and receipts must be available. 

 The procedures for reporting credit card expenses shall be the same as the procedures 
outlined in the Expenditures section of this Fiscal Policy below. 

 The monthly credit card statements shall be submitted by the HOS or Operations 
Manager to the Board for review. 

 Any interest or penalty incurred due to late filing or furnishing of documentation by an 
officer or employee shall be the responsibility of that officer or employee. 

 

Revenue 
Authorization and Approval: 

 The issuance of debt must be authorized by the Board. 
 
Segregation of Duties: 

 Direct Deposits:  deposits related to state student funding and federal grants shall 
automatically be deposited into the Hoosier Academy bank account.  The Operations 
Manager will send a copy of all supporting documentation for direct deposits to K12 
MSA for posting. 

 Other Deposits:  The Operations Assistant shall open all mail and keep a Receipt Book of 
all checks and cash received for Hoosier Academy.  The ledger shall be sent to K12 MSA 
to reconcile with the actual deposits made per the bank reconciliation.  Any deposits in 
the form of cash or check will be deposited into the Hoosier Academy bank account by 
the Operations Manager, Operations Assistant or the HOS, who must all be bonded.  
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The Operations Assistant will send a copy of all backup documentation for these 
deposits to K12 MSA for posting. 

 K12 MSA provides excel file (one tab per month) with deposit data.  Operations 
manager completes the Receipt field.  This is used for a SBOA form EDICT. 
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Custodial and Security Arrangements: 

 All cash and checks shall be kept in a fireproof safe until deposited.  Pursuant to Indiana 
Code § 5-13-6-1, deposits shall be made no later than the business day following the 
receipt of funds and in the same form in which the funds were received. 

 Any compensation, premium, bonus or product earned as a result of the purchase of 
goods or services by the school becomes the property of the school. 

 
Review and Reconciliation: 

 The Operations Assistant shall issue a receipt immediately upon the receipt of cash or 
checks. 

 K12 MSA shall reconcile the revenue accounts monthly to ensure that all deposits were 
properly recorded.  The deposit ticket or attached documentation must provide a 
detailed listing of the deposit, which includes, at a minimum, check numbers and the 
corresponding names of the payors. 

 K12 MSA shall maintain a listing of open accounts receivable, which shall be reviewed 
and reconciled monthly.  Any delinquent receivables should be reviewed and 
investigated.  Any write-offs must be approved by the Board. 

 The HOS will approve the revenue as part of the monthly financial closing process. 
 

Expenditures 
Authorization and Approval: 

 Subject to the provisions of these expenditure policies, the HOS and the Operations 
Manager are authorized by the Board to approve and make expenditures on behalf of 
Hoosier Academy for the following purposes: insurance coverage required to comply 
with agreements entered into by Hoosier Academy; payroll expenses and payroll taxes; 
other required taxes; and for payment required to comply with any agreement 
approved by the Board, including the Ball State University Charter Sponsor (“Charter 
Sponsor”) fees and management/technology fees. 

 The Board has authorized the HOS, in conjunction with the Operations Manager, to 
approve and make expenditures for all Hoosier Academy operational needs up to 
$10,000.00 as long as said expenditures fall within the parameters of the Board-
approved budget.  Any expenditure that (1) is greater than $10,000.00 or (2) does not 
meet the requirements will require Board approval in advance of payment. 

 Checks payable to K12 may not be signed solely by any K12 employee, but must also be 
signed by the Board Chairman or the Board Treasurer. 

 All purchase requisitions under $10,000 shall be approved by either the HOS or the 
Operations Manager.  All purchase requisitions over $10,000 shall be approved by the 
HOS and the Operations Manager. 

 All technology expenditures must be approved by the IT personnel assigned to Hoosier 
Academy. 

 For expenditures greater than $10,000.00, the HOS or the Operations Manager shall 
obtain three (3) quotes for review and selection by the Board.  For expenditures greater 
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than $25,000.00, the HOS or the Operations Manager shall obtain three (3) competitive 
bids or requests for proposals for review and selection by the Board. 

 All service contracts must be supported by a current written contract. 

 Loans to Hoosier Academy employees, K12 employees or Board Members are 
prohibited. Exception – retirement plan loans. 

 Pursuant to Section 10-3 of the Accounting Compliance Manual, compensation and 
other payments for goods and services shall not be paid in advance of receipt of goods 
and services. 

 All invoices must be paid in a timely manner and within thirty (30) days when possible.  
Hoosier Academy may not pay finance fees for late payment. 

 For a payment to be processed, there must be a fully-itemized invoice, the invoice must 
be approved by the appropriate individual as listed in the Segregation of Duties section 
below and the invoice must be matched to a purchase requisition, if required. 

 Gift Cards may be used if the following criteria are observed in accordance with Volume 
200, Page 8 of The School Administrator and Uniform Compliance Guidelines (December 
2012): 

o The Board must authorize gift card purchases through a resolution which has 
been approved in the minutes; 

o The purposes for which gift cards may be issued must be specifically stated in the 
resolution; 

o Purchase and issuance of gift cards shall be handled by an official or employee 
designated by the HOS; 

o The designated responsible official or employee shall maintain an accounting 
system or log which includes the name of the business from which the gift cards 
were purchased, their amounts, fund and account number to be charged, date 
the card was issued, person gift card was issued to, proof that the gift card was 
received by the person it was issued to, etc. 

o Gift cards shall not be used to bypass the accounting system. 
o Procedures for payments shall be no different than for any other claim. 

 Hoosier Academy Gift Card Procedure.  In addition to the above-stated SBOA 
requirements, the following procedures shall be followed when Hoosier Academy 
employees use gift cards: 

o Even after receiving Board approval, a purchase order must be completed and 
approved by the HOS or the Operations Manager for all gift card purchases. 

o Gift cards must be kept in a fireproof safe until signed out by the HOS or the 
Operations Manager.  All gift cards will be tracked via a log as described above.  
The Operations Manager shall keep the original log and send a copy of the log to 
K12 MSA. 

o If gift cards are to be distributed to Hoosier Academy teachers or staff members, 
each gift card number must be attached to the teacher’s or staff member’s 
name.  The Operations Manager shall forward this information to payroll so that 
it can be included as income to the respective teacher or staff member. 
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o If gift cards are to be distributed to parents or students from a teacher (e.g., for 
assistance with gas expense for travel to testing facilities), the teacher may be 
assigned a group of gift cards to distribute to eligible students or parents.  The 
teacher shall keep a log documenting which gift card was distributed to which 
student or parent.  The log shall be sent to the Operations Manager. 

 
Segregation of Duties: 

 K12 MSA creates all checks and records payment for Hoosier Academy.  However, K12 
MSA does not have signing authority for Hoosier Academy checks.  Checks shall only be 
issued for approved expenses as outlined in the Authorization and Approval section 
above.  Invoices presented for payment without the appropriate approval shall be 
returned. 

 Payroll and Benefits 
o Payroll and benefits are administered by Insperity, a professional employee 

organization, with the assistance of the HOS and the Operations Manager.  
Payroll is run twice a month. 

o Requests for Time Off (“RTO”) must be submitted by each employee for 
vacation, sick time, personal days and other leaves with or without pay.  RTOs 
are received by the Department Heads who compare the request to the leave 
time report generated by Insperity at the end of each pay period.  Each 
Department Head shall verify that the leave time accruals are in agreement with 
each employee’s contract. 

o Insperity shall maintain a master salary spreadsheet.  At the end of each pay 
period, Insperity shall generate a spreadsheet that captures all changes in payroll 
information for that pay period, such as new hires, terminations, salary changes, 
bonuses and employee hours as input by the Operations Manager. 

o New hires, resignations and terminations are updated monthly and submitted to 
the Board for acceptance. 

o The HOS, Operations Manager and the Board liaison have full access to payroll 
reports for Hoosier Academy.  Only the HOS or an individual designated by the 
HOS may approval payroll.  If approved, any of these individuals may click on the 
“Approve Payroll” button to approve payroll for the then-current pay period.  
The designee will only approve payroll in the absence of and by direction of the 
HOS.  Once the “Approve Payroll” button is clicked, Insperity will process the 
payroll checks and direct deposits for the Hoosier Academy employees. 

o K12 MSA will access payroll information from Insperity to include the payroll 
information in the financial records of Hoosier Academy. 

o K12 MSA shall reconcile the payroll register to the general ledger monthly. 

 Expense Reports 
o Staff shall prepare expense reports and submit them to Department Heads for 

review.  Each Department Head shall then review the expense reports to ensure 
the expenses follow the Board-approved Travel and Expense Policy, in 
accordance with federal or state requirements, if applicable, and for complete 
supporting documentation of the expenses.  Once reviewed and approved by the 
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Department Head, copies of the expense report(s), related invoices and all 
supporting documentation are sent to the Operations Assistant and the 
Operations Manager, who shall review for compliance. 

o The expense reports of the Operations Manager shall be reviewed by the 
Regional Operations Manager or the HOS.  The expense reports of the HOS shall 
be reviewed by the Regional Vice President. 

o If the Operations Manager is not available to approve the invoices, the HOS may 
approve in his or her absence. 

o K12 MSA creates the check file for the corresponding approved expense reports.  
The Operations Manager prints, signs and mails the checks. 

 K12 Invoices 
o Management and Technology Fees 

 The HOS, the Finance Manager and the Board Finance Committee 
Member shall review all management and technology fee invoices prior 
to payment to ensure the invoices comply with the Board-approved 
Amended and Restated Educational, Administrative, and Technology 
Services Agreement between Hoosier Academy and K12 (“Management 
Agreement”).  As of the date of this Policy, the management fees equal 
fifteen percent (15%) of the sum of federal and state student revenue 
and grants received by Hoosier Academy.  The technology fees equal 
seven percent (7%) of the sum of federal and state student revenue and 
grants received by Hoosier Academy. 

 Student computer invoices, On-Line School (“OLS”) invoices and materials 
invoices shall be reviewed against student records and shall be approved 
by the Finance Manager.  In addition, the Board Finance Committee 
Member and the HOS must approve all student invoices prior to 
forwarding to K12 MSA for check processing. 

 Pursuant to the Management Agreement, K12 is specifically authorized to 
initiate payment to K12, out of the Charter School funds managed by K12, 
the fees set forth in Exhibit A of the Management Agreement provided 
that: (I) the fees have been budgeted and approved by the Board; (ii) K12 
has provided documentation for the fees setting forth in reasonable 
detail a description of the fee, the method of computation and any other 
information requested by the Board; (iii) the Board approves the 
payment; and (iv) all current Non-K12 Charter School Expenses (as 
defined in the Management Agreement) are first paid. 

 Oversight Fees 
o Oversight invoices payable to the Charter Sponsor shall be sent to the HOS and 

the Operations Assistant.  The HOS shall review the oversight invoices to ensure 
they comply with the Charter Agreement.  As of the date of this Policy, oversight 
fees equal three percent (3%) of the sum of the basic tuition collected by Hoosier 
Academy. 

o Once approved by the HOS, the oversight invoices are forwarded to K12 MSA for 
processing a check to be sent to the Charter Sponsor. 
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Internet Service Provider (“ISP”) Payments 

o The Operations Assistant shall process ISP payments twice a year: (1) in February 
for September through January services and (2) in July for February through June 
services. 

o After downloading student and family information, the Operations Assistant 
shall complete a payment report based on approved enrollment dates, 
withdrawal dates and grade level.  Payments shall be pro-rated if students have 
not been enrolled during the entire service period.  Students shall be reimbursed 
at the current approved rate. 

o The HOS shall review and approve the payment report which includes parent / 
guardian information and the student’s name.  This is created by the Operations 
Assistant before any payment is made.  Payment for the processing invoice will 
be made by the school.   
 

 Other Expenses 
o Grant Purchases and Other One-Time Purchases 

 Purchase requisitions (“PR’s) shall be completed for all grant purchases 
and other one-time purchases.  All PR’s shall show the amount of the 
purchase, grant name, item purchased, accounting code and purchase 
order or quote, if applicable.  The HOS and Operations Manager must 
determine that all expenditures are in accordance with grant 
requirements and with federal and state requirements, as applicable, 
before approving grant expenditures.  Approvals must be secured prior to 
purchase.  Quotes and other supporting documentation shall be attached 
to the PR.  Items requiring PR’s include, but are not limited to, the 
following:  Technology purchases such as computers, printers and 
software; Fixed Assets, Furniture and Equipment such as file cabinets; 
Memberships; and Training or Professional Development expenditures. 

 The Regional Technology Manager and either the HOS or the Operations 
Manager shall approve all technology purchases. 

 The Operations Manager and the Special Education Coordinator shall 
approve all special education provider payments. 

 Checks shall never be made payable to “Cash”. 
o General Operating Expenses 

 The HOS or the Operations Manager shall approve all invoices for normal 
monthly operating expenses, such as utilities, rent and telephone 
services, before submitting the invoices to K12 MSA for check processing. 

 
Review and Reconciliation: 

 In the event of overpayment to a vendor, a refund shall be collected. 
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Capital Assets and Inventory 
General Principals 

 Hoosier Academy shall have complete inventory of all capital assets owned which 
reflects their acquisition value.  Such inventory must be recorded on the applicable 
Capital Assets Ledger. 

 Criteria for Capital Asset Capitalization: 
o The asset has a useful life of one (1) year or longer; and  
o The cost of the asset is greater than $1,000.00. 

 Valuation 
o Pursuant to Section 15-1 of the Accounting Compliance Manual, the inventory 

shall reflect the capital assets’ acquisition value. 
o Donated capital assets shall be valued at the donor’s estimated fair market value 

at the time of gifting. 

 Depreciation 
o Capital assets shall be depreciated using straight-line depreciation.  Estimated 

life for capital assets shall follow IRS guidelines. 

 Pursuant to Section 15-1 of the Accounting Compliance Manual, Capital assets include 
the following: 

o Land; 
o Buildings; 
o Improvements other than buildings; and 
o Equipment and construction work in progress. 

 The following information shall be maintained for all capital assets: 
o Description; 
o Asset classification; 
o Location; 
o Purchase price; 
o Vendor; 
o Date purchased or leased; 
o Accumulated depreciation; and 
o Method and reason of disposal, if applicable. 

 Capital assets may not be used in a manner unrelated to the functions and purposes of 
Hoosier Academy. 

 Capital Asset Disposal 
o The Board shall approve the retirement of any capital assets with a fair market 

value greater than or equal to $5,000.00.  When equipment has been purchased 
with Federal or State grant funds, grant rules and regulations must be followed. 

o The HOS or the Operations Manager shall approve the retirement of any capital 
assets with a fair market value less than $5,000.00. 

o Examples of reasons for retirement include: 
 The asset is damaged beyond repair; 
 The asset is damaged and the cost to repair it exceeds the current fair 

market value; and 
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 The asset is not able to support current technology needs. 
o When possible, the capital asset shall be stripped of useful components and 

stored as ready service spares for other assets. 
o The inventory shall be updated to include the reason for retirement and date of 

write-off. 
 
Physical Controls: 

 An annual inventory of capital assets shall be performed during June of each year by the 
Operations Manager and K12 IT.  The inventory must be for all capital assets, and for all 
computers that do not meet the $1,000.00 capitalization threshold.  The inventory is 
performed to determine that all capital assets are present, in usable condition, located 
in the assigned area and properly recorded. 

 All capital assets shall be tagged with a Hoosier Academy capital asset tag. 

 All capital assets and inventory are secured in a safe location. 
 
Review and Reconciliation: 

 The Operations Manager shall maintain a capital asset listing.  The capital asset listing 
shall be updated monthly to include new purchases, retirements or transfers of assets.  
The Operations Manager shall also reconcile the capital asset listing to the accounting 
records as part of the month-end financial reporting process. 

 If an asset relates to a grant, the capital asset tag must indicate the specific grant funds 
used to purchase the asset. 

 
Segregation of Duties: 

 Once the annual physical inventory is conducted by the K12 Regional Technology 
Manager, the Operations Manager should review and approve the results.  As part of 
the reconciliation, the Operations Manager should compare the physical inventory to 
both the accounting books and the fixed asset schedule. 

 The HOS shall be contacted immediately if there is a concern that assets may be missing. 
 

Fundraising 
Authorization and Approval 

 All fundraising must be pre-approved by the HOS.  

 Fundraising activities and procedures are governed by the Fundraising Policy approved 
by the Board on January 30, 2018, pursuant to Resolution No. 2018-01. 

 
Custodial and Security Arrangements 

 Monies collected relating to fundraising activities must be receipted, accounted for, and 
directed without delay to the Operations Manager.  

 Fundraising monies shall be recorded and tracked in a separate account specific to the 
group organizing the fundraising.   
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Segregation of Duties 

 Distribution of monies from fundraising accounts shall be by request of the fundraising 
sponsor and must be approved by the HOS. 

 The organizer or sponsor of a fundraiser will provide donors with written 
acknowledgement of cash contributions in the form approved by the Operations 
Manager. Acknowledgements shall include the amount of the cash contribution and a 
statement that no goods or services were provided by the Charter School in exchange 
for the contribution (if that was the case). A copy of the acknowledgement must be 
forwarded to the Operations Manager for record retention purposes. 

 

State Reporting and Annual Audit 
Review and Reconciliation: 

 The Board shall identify an independent audit firm with governmental accounting 
and/or charter school audit experience and will arrange for an independent audit of the 
Charter School’s financial condition on an annual basis.  The Board Treasurer will be 
involved in the audit exit meetings.  The final audit report will be reviewed by the Board 
and shared with the Charter Sponsor and all government agencies required by law. 

 State reporting requirements will be completed by K12 MSA and shall be approved by 
the HOS and K12 Finance. 

 

Annual Review of Fiscal Policies and Procedures 
Review and Reconciliation: 

 The Board, the HOS, the Operations Manager and K12 Finance shall monitor changes in 
authoritative guidance and regulations and make changes to Hoosier Academy’s Fiscal 
Policies and Procedures as necessary. 

 The Board shall review and, if necessary, update the Fiscal Policies and Procedures 
annually at the August Board Meeting. 

 

SUPPORTING FUNCTIONS 

  

Information Technology 
 Disaster Recovery 

o Hoosier Academy has and shall maintain a disaster recovery plan that includes 
procedures for recovering all vital data and system programs in the case of a 
total loss from a disaster (e.g., fire, tornado, flooding, etc.).  The plan includes 
system replacements, system backups, laptop and desktop images and data 
restoration. 

 Back Up Processing 
o Financial Documents and records stored at the school on their server is covered 

under the Schools IT Back-Up and Recovery Plan.  
o All data stored on network resources shall be backed up daily using a leading 

software package and portable hard drives.  Copies of the backed-up data shall 
be stored off-site weekly to ensure data integrity.  Hoosiers financial records are 
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maintained in the cloud at Sage/InTacct.  Sage will provide an SSAE-16 (SOC-1) 
compliance certificate at least annually. 

 Physical Security 
o All computer systems shall be located in a secure data room.  Access to the data 

room is limited to the HOS, the Regional Technology Manager and the 
Operations Manager.  All computer terminals and laptops are equipped with 
current virus protection. 

 Logical Security 
o Each user is required to maintain their own local password on their school-issued 

laptop. 
o The Regional Manager maintains server passwords. 

 Change Controls 
o K12 MSA uses InTacct as the accounting software for Hoosier Academy financial 

reporting.  The only authorized modifications to the source code of InTacct are 
vendor-issued updates. 

 Input Controls 
o All information is properly authorized before it is entered into the system to 

ensure the accuracy of the information and to ensure the information is only 
input one time.  Whenever possible, electronic controls are used to validate 
information.  Transaction dates are system-generated dates which cannot be 
modified by users. 

 

Document Retention 
 Hoosier Academy shall preserve, keep, maintain or file all the official records of Hoosier 

Academy required by all applicable federal and state legal requirements. 

 Pursuant to the reproduction of records statutes (Indiana Code § 5-15-1 et. seq.), a 
public record is defined as all documentation of the informational, communicative or 
decision-making processes of a political subdivision in connection with the transaction 
of public business or governmental functions, which documentation is created, received, 
retained, maintained or filed by the political subdivision as evidence of its activities or 
because of the information value of the data in the documentation, and which is 
generated on paper or paper substitutes; photographic of chemically based media or 
machine readable media; or any other materials, regardless of form or characteristics. 

 Hoosier Academy shall follow the retention guidelines as may be issued under federal or 
state law including those contained in the Indiana Public Schools General Retention 
Schedule published by the Indiana Commission on Public Records, dated July 11, 2012 
and as may be amended. 

 Each employee’s acts are a matter of record.  Regardless of the capacity served by an 
employee, upon completion of his or her service, all records and forms are to be 
surrendered to his successor. 

 Supporting documentation such as receipts, canceled checks, tickets, invoices, bills, 
contracts and other public records must be available for audit to provide supporting 
information for the validity and accountability of monies disbursed.  Payments without 
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supporting documentation may be the personal obligation of the responsible official or 
employee. 

 All financial transactions pertaining to the Charter School must be recorded in the 
records of Hoosier Academy. 

 All documents and entries to records shall be done in a timely manner to ensure that 
accurate financial information is available to allow Hoosier Academy to make informed 
management decisions and to help ensure compliance with Indiana Code § 5-15.1-1, et. 
seq. 

 Permanent documents that Hoosier Academy should retain indefinitely include but are 
not limited to the following:  records of incorporation, bylaws, amendments and 
corporate charter, 501(c)(3) approval letter, minutes of Board meetings, annual reports, 
tax returns, financial audit reports and student records. 

 Financial records, including but not limited to balance sheets, detailed ledgers, banking 
records, vendor payments and payroll records should be retained for a period of 7 years 
or the retention period required by federal or state requirements, whichever is longer. 

 If appropriate for destruction pursuant to federal or state document retention 
requirements, any document with confidential student, employee or financial 
information shall be destroyed by shredding the document or by using a Certified 
Document Destruction vendor. 
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Learning Center Events

Join us at the Hoosier Academies Indianapolis Learning Centers to tour our 
facilities and learn how your student can benefit from K12's high-quality 
curriculum. School staff will be on hand to answer your questions. Register today!

Sept 4th @ MS/HS Learning Center
Sept 6th @ Lynn Black Elementary

Upcoming: October 22nd @ MS/HS Learning Center
October 25th @ Lynn Black Elementary

These events are promoted via lead invitation email, Facebook and the 
enrollment center.

Monthly Onsite Hoosier Academies Indianapolis Teacher Q & A and Tour
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Hoosier Academies – Indy Partners

Science Lab “Insects” public program 

• Family members can examine insects under 
the microscope, learn how insects see and 
eat, discover the difference between 
insects and arachnids. 

• K12 signage and bookmark takeaway 
during every session of insect programming 

• Promoting online education and virtual 
labs

• Onsite date 9/6
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Hoosier Academies – Indy Promotion

• HA.K12.com prospective family calendar
• Hoosier Academies at K12 – Facebook – Highlighting our staff!
• Student and staff story submissions at Project Elevate
• Chalkbeat Q & A with Lacy Spears article
• Tour and event lead invitations to targeted zip codes  
• Enroll Indy event listings
• Paid search terms regarding the schools closing, i.e. “John Marshall High School” 

http://ha.k12.com/events-calendar.html
https://www.facebook.com/HoosierAcademies/
https://k12inc.sharepoint.com/:x:/r/Groups/CC/_layouts/15/WopiFrame.aspx?guestaccesstoken=i8f7foEjvzcrqtkpi8HPkLcZ9YkcHd5Vxc0jiMjreS0%3d&docid=1_150962701131f4c6cabdfdafc737f71c5&wdFormId={E696CD28-AA63-4E28-B20D-3C0B180B3E6F}&action=formsubmit
https://chalkbeat.org/posts/in/2018/09/13/it-takes-a-lot-of-intentionality-for-this-indiana-online-school-teacher-to-get-to-know-students/


FAST Metrics
Kris Phillips



Strong Start Metrics - ISIN

Students logging in within first 5 days of start date:

Students are placed in a Homeroom/Advisor Classroom within 3 days of their start date:

Students receiving an initial connection call within 10 days of their start date:

As of 9/24/18



Strong Start Metrics - Indy

Students logging in within first 5 days of start date:

Students receiving an initial connection call within 10 days of their start date:

As of 9/24/18

Students are placed in a Homeroom/Advisor Classroom within 3 days of their start date:



Pulse Check 2 Survey - ISIN



Pulse Check 2 Survey - ISIN



Pulse Check 2 Survey - Indy



Pulse Check 2 Survey - Indy
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