
WEST CHESTER AREA SCHOOL DISTRICT 
Combined Personnel and Property & Finance Committee Meeting 

Monday – September 19, 2022 
6:30 p.m. 

 Board Room A/B, Spellman Education Center 
782 Springdale Drive, Exton, PA  19341/Livestream 

 
 

AGENDA 
 
• Public Comment 
 
Personnel Committee: 

 
• Approval of Revised District Policy 803, School Calendar, First Reading Dr. Ulmer 

(see attached) 
 

• 2022-23 Hiring Report Update Dr. Ulmer 
 

• Updated Job Description Administrative Assistant to the Assistant Dr. Ulmer 
Superintendent (see attached) 

 
Property and Finance Committee: 

 
• Approval of August 15, 2022 P&FC Minutes (see attached) Mr. Bevilacqua 

 
• Approval of E-Rate Consulting Firm (see attached) Mr. Wagman 
 
• Review of Budget Forecast Model (see attached) Mr. Scully  
 
• Approval of 2023-24 Budget Calendar (see attached) Mr. Scully  
 
• Approval of Board Policy 808, Food Services, First Reading  Mr. Scully 

(see attached)  
 
• Review of Administrative Guidelines 625AG1, Procurement Card Mr. Scully 

(see attached)  
 
  

West Chester Area SD public meetings are live streamed and recorded for the purpose of 
public broadcast and posting on the Internet. The West Chester Area SD disclaims 
responsibility for both images, statements and/or actions made by those in attendance at the 
recorded public meetings.   

 
~~~~~ 

  
 (Board & Public) 
 

-continued on page 2- 
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Public Comment Protocol  
• Residents wishing to make public comment on agenda items must register prior to the 

start of the meeting.  
• Public comments on agenda items will be taken at the beginning of the meeting prior to 

voting.  
• Policy 903: Public Participation in Board Meetings governs public comment.  
• The committee chair or designee will call residents in the order in which they signed in.  
• A three-minute timer will begin after the speaker states their name and township of 

residence. 

























Book Policy Manual

Section 800 Operations

Title School Calendar

Code 803

Status Review

Adopted August 1, 2015

Last Reviewed July 27, 2015

Purpose
 
The Board recognizes that preparation of an annual school calendar is necessary for the efficient
operation of the district.
 
Authority
 
The Board shall determine annually the days and the hours when the schools shall be in session for
instructional purposes, in accordance with state law and regulations. In certain situations, the state
Secretary of Education may approve a district’s request for a change in this regulation.[1][2][3][4]
 
Approval of the school calendar by the Board shall require a first and second reading.
 
The school calendar shall normally consist of a minimum of 180 student days and the number of teacher
days contracted by the bargaining unit.[1][5][6]
 
The Board reserves the right to alter the school calendar when it is in the best interests of the district.
 
Delegation of Responsibility
 
The Superintendent shall submit a proposed calendar for the succeeding year by the March Board
meeting.
 
Guidelines
 
Starting Dates
 
School will begin for students no earlier than seven (7) days prior to and no later than seven (7) days
after Labor Day.
 
Non-Classroom Days
 
The following non-classroom days shall be scheduled on the day designated by the federal government:
Labor Day, Thanksgiving Thursday and Friday, Martin Luther King Jr. Day, Presidents’ Day, and Memorial
Day, and Juneteenth.
 

http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=15&sctn=1&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=15&sctn=2&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=15&sctn=3&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=15&sctn=4&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=15&sctn=1&subsctn=0
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/022/chapter4/s4.4.html&d=reduce
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/022/chapter11/s11.1.html&d=reduce


There shall be a winter vacation generally incorporating the period between December 24 and January
1. Classes shall resume on the first weekday after the New Year’s legal holiday unless that day is a
Thursday or Friday, in which case classes shall resume the following Monday.
 
There shall be a spring vacation preceding Easter Sunday.
 
The Superintendent can recommend days to be made up due to inclement weather.
 
Staff Days
 
There will be teacher in-service days preceding the first student day and during the school year.
 
Parent/Teacher conferences will  may be scheduled once in the fall semester and once in the spring
semester.
 
The calendar shall reflect student attendance requirements by law and state regulation.[7]

Legal 1. 24 P.S. 1501

2. 24 P.S. 1502

3. 24 P.S. 1503

4. 24 P.S. 1504

5. 22 PA Code 4.4

6. 22 PA Code 11.1

7. Pol. 204

http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=15&sctn=1&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=15&sctn=2&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=15&sctn=3&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=15&sctn=4&subsctn=0
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/022/chapter4/s4.4.html&d=reduce
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/022/chapter11/s11.1.html&d=reduce




Hiring Update: September 2022

 The WCASD employs 1,465 educational support staff, service 
support staff, professional staff, confidential staff, and 
administrative staff. 

 All staff must go through a rigorous hiring process including 
screenings, 1st rounds, 2nd rounds, and for some employees, sample 
lessons, scenarios, and entry plans prior to securing positions. 

 Our top goal is to attract and retain the most qualified and diverse 
staff as possible for our students. 

 Our Human Resources Department, consisting of 5 team 
members, work 12-months a year hiring, interviewing, posting 
positions, monitoring staffing, ensure federal, state, and local 
training, clearance, and certification requirements for all 
employees.



Year
Professionals/ 

Administrators
TOTALS

WHITE 

[W]
% W

BLACK 

[B]
% B

HISPANIC 

[H]
 % H

ASIAN 

[A]
% A

AMERICAN 

INDIAN [I]
%   I

MULTI- 

RACIAL [O]
% O

PACIFIC 

ISLANDER [PI]
% PI

2022-2023 Professionals 1051 981 93.34% 43 4.09% 17 1.62% 6 0.57% 0 0.00% 3 0.29% 1 0.10%

2022-2023 Administrators 66 54 81.82% 10 15.15% 1 1.52% 1 1.52% 0 0.00% 0 0.00% 0 0.00%

2021-2022 Professionals 1037 971 93.64% 45 4.34% 14 1.35% 5 0.48% 0 0.00% 2 0.19%

2021-2022 Administrators 65 54 83.08% 10 15.38% 0 0.00% 1 1.54% 0 0.00% 0 0.00%

2020-2021 Professionals 1029 965 93.78% 46 4.47% 13 1.26% 5 0.49% 0 0.00% 0 0.00%

2020-2021 Administrators 65 55 84.62% 9 13.85% 0 0.00% 1 1.54% 0 0.00% 0 0.00%

2019-2020 Professionals 965 905 93.78% 45 4.66% 5 0.52% 5 0.52% 0 0.00% 5 0.52%

2019-2020 Administrators 63 53 84.13% 9 14.29% 0 0.00% 1 1.59% 0 0.00% 0 0.00%

2018-2019 Professionals 980 908 92.65% 53 5.41% 10 1.02% 7 0.71% 0 0.00% 2 0.20%

2018-2019 Administrators 59 49 83.05% 9 15.25% 0 0.00% 1 0.00% 0 0.00% 0 0.00%

2017-2018 Professionals 952 894 93.91% 43 4.52% 2 0.21% 7 0.74% 0 0.00% 6 0.63%

2017-2018 Administrators 56 36 64.29% 9 16.07% 0 0.00% 1 1.79% 0 0.00% 0 0.00%

Employee Demographics



Hiring for the 2022-2023 school year

We are almost fully staffed for the 2022-2023 school year. 
We currently need:

1 Chemistry Teacher

1 Math Teacher

1 Certified School Nurse

1 Secretary to the Principal

1 Special Education Teacher

Many Paraprofessionals



Retention: Retirees

2021-2022:  49 employees, including 30 teachers

2020-2021:  55 employees, including 30 teachers

2019-2020:  46 employees, including 26 teachers

2018-2019:  40 employees, including 19 teachers

2017-2018:  45 employees, including 26 teachers

2016-2017:  42 employees, including 16 teachers

2015-2016:  35 employees, including 17 teachers



Retention: resignations

2022-2023:  22 employees (so far), including 10 teachers

2021-2022:  82 employees, including 40 teachers

2020-2021:  72 employees, including 34 teachers

2019-2020:  28 employees, including 13 teachers

2018-2019:  48 employees, including 25 teachers

2017-2018:  42 employees, including 24 teachers

2016-2017:  55 employees, including 31 teachers
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POSITION TITLE: Administrative Assistant to the Assistant 

Superintendent 
DATE:  July 26, 2022 

DEPARTMENT:  Superintendent’s Office LOCATION:    Administration Building 
FLSA:  Exempt (Non-Bargaining Support)  

 
SUMMARY: 

The Administrative Assistant to Assistant Superintendent performs administrative tasks by 
planning, organizing and performing the administrative operations relating to the Assistant 
Superintendent.  The scope and diversity of operations of the office demand independent 
decision-making, versatility and resourcefulness. Typically, assignments involve confidential 
Governing Board materials and have district-wide implications. This position requires 
interpersonal, technology and communication skills, in addition to a professional manner, and 
will have intricate involvement in the bargaining process.  

 
REPORTING RELATIONSHIPS: 

• Reports directly to the Assistant Superintendent 
• Works cooperatively with other administrators, supervisors, staff, and others to 

perform job responsibilities as outlined 
 
TERMS OF EMPLOYMENT: 

1. 12 month (260-262 days) 
2. Salary & Benefits are as described in the current Compensation, Benefits, and Work 

Environment Guide for Supervisory, Technical, and Confidential Employees.  
 
QUALIFICATIONS & PHYSICAL REQUIREMENTS: 

To successfully perform this position, a person must be able to perform each essential duty 
satisfactorily. The qualification requirements listed below represent minimum levels of 
educational achievement, training, skill and/or ability necessary. 

 
• High school diploma or equivalent necessary 
• Demonstrated responsible executive-level administrative experience, preferably in an  

educational environment; Strong ability to multi-task with excellent organization skills 
• Proficiency in the use of technology for individual communication and research 
• Proficient in the use of Microsoft Office including Excel, Word, Outlook and Power Point; 

as well as financial and student software systems 
• Proficient in math, budgeting and accounting concepts and financial recordkeeping 
• Possess effective interpersonal skills with the ability to interface diplomatically with 

teachers, administrators, parents, students, support staff and outside professional 
contacts 

 
Qualified candidate will be required to use hands to finger, handle or feel objects, tools or 
controls, and to talk and hear; Sit and occasionally be required to stand, walk, stoop, kneel 
and crouch; Have specific vision abilities, to include close vision, color vision, and the ability to 
adjust focus;  Have the ability to lift and/or move up to 25 pounds; and possess effective 
communication, judgmental, planning and human relations skills, and will be required to work 
under periods of stress due to the level of the position responsibility. 

 
 



 
 
 

          Job Description – Administrative Assistant to Assistant Superintendent (cont’d) 
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ESSENTIAL DUTIES AND RESPONSIBILITIES:     

This list is intended to be illustrative rather than complete and serves to show major duties 
and responsibilities and does not express or imply that these are the only duties to be 
performed by the incumbent in this position. The employee will be required to perform any 
other position-related duties requested by the supervisor. 

 
 

1. Renders confidential administrative support to Assistant Superintendent including 
but not limited to managing routine requests and other matters; opening and 
processing incoming correspondence to flag priority/sensitive mail in order to 
expedite; spreadsheet, word processing and presentation assistance, filing, 
answering telephone calls; maintaining calendars, schedules and coordinating 
arrangements for meetings, maintains and updates room reservations for conference 
rooms. 
 

2. Responds to the day-to-day priorities, supporting the Assistant Superintendent with 
task lists and deadlines for routine operations and special projects. 
 

3. Provides effective oral and written communication with district personnel & outside 
community, giving information where judgment, knowledge & interpretation of policies, 
procedures & regulations are necessary. Keeps Assistant Superintendent apprised of 
potential problems and concerns. Returns calls as requested by the Assistant 
Superintendent. 

 
4. Proficiency in Microsoft Office. Creates and processes various letters, reports, 

memorandums, documents & statistical data. 
 

5. Maintains Assistant Superintendent filing and electronic recordkeeping system for 
current correspondence, reports and other documents. 

 
6. Maintains Assistant Superintendent’s budget, reviews budget account status, makes 

transfers and revises when necessary. Prepares supply requisitions, purchase orders, 
monitors receipt of materials and processes invoices for purchases. 
 

7. Provides support to the Administrative Assistant  to the Superintendent in covering the 
Superintendent’s phone, mail and office communications when needed. 

 
8. Schedules meetings; orders and coordinates all materials for the Assistant 

Superintendent, including Instructional Leadership Team, Education Committee, and 
Curriculum Committee meetings. 

 
9. Processes & maintains records for staff development programs & Act 48 credit. 

 
10. Maintains records and prepares reports for students enrolled in Dual Enrollment 

program in coordination with West Chester University. 
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11. Completes and processes registrations, trip pre-approvals and expense reports for 

Assistant Superintendent. 
 

12. Completes and processes  monthly mileage reports for Assistant Superintendent’s 
district travel. 

 
13. Prepares and  maintains yearly budget & monthly account status for Assistant 

Superintendent, curriculum proposals, staff development & grants. Knowledge of the 
district  finance system to access budget information. 

 
14. Acts as Secretary to Education Committee; Collects information and prepares 

Education Committee meeting agendas, meeting minutes, consent agenda, action 
items and all back up documents for   monthly electronic distribution to the Committee, 
School Board and Cabinet members. 

 
15. Prepares new School Board policies & revises existing policies for School Board 

approval. Assists in uploading new/revised school board policies for public view. 
 

16. Updates and distributes yearly Management Team confidential contact list. 
 

17. Provides reports and assists the Assistant Superintendent in confidential bargaining 
processes, including but not limited to salary reports, step and column reporting, and 
any other negotiations information that the Assistant Superintendent may need.  

 
 
SECONDARY EDUCATION DUTIES AND RESPONSIBILITIES:     

1. Creates and processes various letters, reports, memorandums, documents & statistical 
data through proficient use of Microsoft Office. 
 

2. Maintains the Assistant Superintendent’s filing and electronic recordkeeping systems for 
current correspondence, reports and other documents. 

 
3. Completes registrations and trip pre-approvals for conferences, seminars, etc. Prepares 

and processes expense reports for the Assistant Superintendent.  
 
4. Processes payment of bus duty and cafeteria duty blue cards.  
 
5. Prepares and processes sign in sheets and blue cards for Secondary Education meeting 

participants; awards Act 48 hours in Frontline Education system as necessary. 
 

6. Prepares and maintains budget and monthly account status updates for Secondary 
Education, Athletics, Comprehensive Plan, Summer School and Cyber School. 

 
7. Accesses budgets through district finance system to maintain the Assistant 

Superintendent budget, review budget account status, make transfers and revise when 
necessary. Prepares supply requisitions, purchase orders, monitors receipt of materials 
and processes invoices for purchases. 
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8. Supervises purchases made with the Assistant Superintendent procurement card; submits 

monthly reconciliation to business office. 
 
9. Handles administration of district Activity Fees; collecting and depositing cash/check 

payments, updating student Pay Schools accounts; processing and acknowledging 
refund requests and processing and acknowledging waiver requests. Revises Activity Fee 
form as needed. Coordinates posting of necessary updates to District website. 
 

10. Handles administration of Home Education program; including phone and email 
correspondence with district parents, staff and administration; collects and approves 
required documents, processes and acknowledges acceptance into program; enters and 
maintains student information and generates enrollment reports as needed. Prepares 
annual PDE Homeschool Enrollment Report. Responsible for updates to Home Education 
documents and updates to Home Education webpage on District website. 
 

11. Processes Secondary Field Trip forms; verifies accuracy before submitting to the 
Assistant Superintendent for approval. Prepares and distributes approved forms to 
Transportation Office for bus scheduling, uploads electronic copies of overnight trips for 
Education Committee Consent Agenda, and returns copies to staff members or groups.  

 
12. Responsible for obtaining and distributing Secondary Athletic cash advances for trips and 

competitions. Verifies accuracy before submitting request to business office, coordinates 
distribution of funds, processes returned expense reports and reconciles cash advance 
with business office.  
 

13. Assists with support of Summer School program. Provides information or redirects calls 
from WCASD community, collects and deposits payments, processes and acknowledges 
refunds. Coordinates with business office to track enrollment and payments.  
 

14. Assists with planning, coordination and implementation of yearly Spellman Humanitarian 
Awards, Mary C. Croll Scholarship, Spellman Holiday Luncheon & Auction and other 
occasions as needed. 
 

15. Provides weekly Saturday School enrollment report to the Assistant Superintendent for 
distribution to staff. 
 

16. Maintains and updates District webpages for Home Education Program, Activity Fee, 
Attendance & Discipline (Attendance Exception Forms), Volunteer Clearances, Discipline 
& Records, Military Opt-Out Forms and Field Trip Permission Forms. 
 

The West Chester Area School District is an equal 
opportunity employment, educational and service organization. 

 
 



Committee Meeting Minutes 
WEST CHESTER AREA SCHOOL DISTRICT 

August 15, 2022 – Property & Finance Committee 
 
Attending Committee Members:  Director Bevilacqua-Chair, Director Fleming, Director 
Herrmann, Director Whomsley 
Other Board Members:  Director Detre, Director Durnell, Director Shaw, Director Tiernan  
Administration:  Mr. John Scully, Dr. Robert Sokolowski, Mr. Wayne Birster, Mr. Justin 
Matys, Mr. Michael Wagman, Dr. Sara Missett, Dr. Kalia Reynolds, Dr. Rebecca Eberly, 
Ms. Melissa Kleiman 
Also Present:  Members of the public 
 
Action or outcomes from the meeting:  (Unless noted, all votes were 4-0.) 
Public Comment was made by the following residents on agenda items as indicated: 
There was no public comment. 
The committee approved the July 18, 2022 Combined Property & Finance 
and Personnel Committee Meeting Minutes. 

Mr. 
Bevilacqua 

Mr. Scully reviewed the August budget forecast model. The focus of the 
review was on the 2021-22 year-end projections for both revenues and 
expenses noted on page 5 of the model. Increases in revenues totaling 
$12,135,163 were made up by increases in local revenues related to interim 
real estate, earned income, and transfer taxes and the sale of the former 
Spellman administrative building.  Reductions in expenses totaling 
$11,435,858 were a result of savings in several areas including salaries, 
benefits, professional & technical services, tuitions, and transportation 
services. Mr. Scully advised the committee that based on the proposed final 
expense/revenue projections for 2021-22, the District will see an increased 
ending fund balance in the amount of $23,571,021. The Administration 
recommends the following fund balance management: an increase in the 
beginning fund balance designation for 2022-23 of $23,549,168, and an 
increase in the beginning fund balance designation for the Athletic fund of 
$21,853.  Mr. Scully reviewed changes to the 2022-23 projections.  Charter 
school expense projection was decreased by $1,968,630. 2022-23 revenue 
projection increases include earned income tax, transfer tax, state basic 
education funding, and state special education funding which totaled 
$3,367,899.  The net savings in the 2022-23 projections totals $5,336,529 
and will be used to reduce the 2023-24 budget gap. With the incorporation 
of the above changes the summary of all funds analysis shows a net gap in 
2023-24 of $4.861 million assuming a tax increase up to the ACT 1 limit.  
This is an informational item and no Board action is required. 

Mr. Scully 

Mr. Scully provided the committee with information about reverse 
assessment appeals.  In accordance with PA taxation code as well as School 
Board Policy 606.2, the district shall have the right to appeal any 
assessment within its jurisdiction in the same manner, subject to the same 
procedure, and with like effect as if the appeal were taken by a taxable 
person with respect to the assessment. The Board authorizes the Director of 
Business Affairs to review records of real estate transactions of properties 
within the district to identify recent sales in which the current assessed 
value of the property sold is at least $1,000,000 less than the assessment 
suggested by the sales price of such property (CLR x sales price). In 
accordance with Board Policy, the Administration recommends that the 

Mr. Scully 



District file an appeal on the assessment of ten identified properties for the 
2022-23 school year.  
The committee recommended approval to proceed with the reverse 
assessment appeals. 
Mr. Birster reviewed contract pricing from Unitex Asphalt Services for 
concrete sidewalk and curb replacement. Each of these projects was 
competitively bid through the Chester County CCIU. Each year, funds are 
allocated for concrete work in the District.  This year, East Goshen 
Elementary School, Fugett Middle School, East High School, and Hillsdale 
Elementary School were determined to be the schools most in need of 
concrete replacement work. The total cost of the contracts is $56,392.49.  
The 2022-23 Capital Reserve Project budget for this work is $79,800.  
These projects were previously approved in the 2022-2023 Capital Reserve 
Project List. 
The committee recommended approval of the contracts with Unitex Asphalt 
Services. 

Mr. Birster 

Items to be placed on board agenda August 22, 2022: 
• Approval of Reverse Assessment Appeals  
• Approval of 2022-23 Capital Reserve Project Award – Concrete Sidewalk and Curb 

Replacement 
 
MEMO items for board agenda August 22, 2022: 
• Approval to Enter PDE’s Approval of PLANCON-K Project Refinancing for G.O.B. Series 

of 2022 into Board Minutes 
• Approval of 2022-23 Transportation Schedules 
• Approval of 2022-23 Adult School Lunch Price Increase 
• Approval of Change Orders – Additions and Renovations Glen Acres Elementary 

School 
 
 
Items to discuss at a later date: 
  
  

Next Meeting Date:   September 19, 2022 



West Chester Area School District 
Technology Department 

Spellman Education Center 
782 Springdale Drive 

Exton, PA 19341 
484-266-1050 

 
Michael M. Wagman 
Director of Information Technology 
mwagman@wcasd.net 

 
MEMO 
 
Date:  August 25, 2022 
 
To:  John Scully, Director of Business Affairs 
  Bob Sokolowski, Superintendent 
 
From:  Michael Wagman, Director of Information Technology 
 
Subject: E-Rate Consulting Services 
 
 
I am recommending that West Chester Area School District engage the services of E-Rate 
Consulting, Inc. for the 2022-2023 school year at a flat fee of $6,000. We are entering an E-Rate 
season where we will be soliciting bids on our core Internet services. E-Rate applications and rules 
are complex and subject to revisions. Most school districts engage consulting services for advice, 
guidance, and the completion and filing of the appropriate forms. Consultants offer other advantages, 
including: 
 

• Expertise in the application review process. 
• Increased efficiency, as they do this work all day, every day, for multiple schools and libraries. 
• In-depth knowledge of the eligible products and services often results in higher reimbursement 

rates. 
• Representation during inquiries as the application is in the review process. 
• Management of the billing for eligible products and services. 

 
E-Rate Consulting, Inc. is recommended by our State Coordinator of E-Rate for Pennsylvania's 
eligible schools and libraries. Because its fees are not based on a percentage of our reimbursement, 
a practice common in the industry, E-Rate Consulting is exceptionally price-competitive. 
 
I am happy to answer any questions about this recommendation and request Board review and 
consent. 
 
Proposal Attached 
   



PROPOSAL FOR THE 
WEST CHESTER AREA SCHOOL DISTRICT 

 
E-Rate Consulting and Process Management Services 

 
 

Submitted by  
 
 

 
 
 
 

 
 
 
VINCENT LaFORGIA 
President 
Vince@erateconsulting.com 
 
GEOFF SWEENEY 
Chief Legal Officer 
Geoff@erateconsulting.com 
 
E-Rate Consulting, Inc 
130 Valley Road, Suite B 
Montclair, New Jersey 07042 
(o) 973.200.4815 
(f) 973.338.1673  
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1. COMPANY PROFILE   
 
ERC is a corporation headquartered in Montclair, New Jersey.  At present, our team 
provides E-rate consulting and process management services to over 160 E-rate 
applicants of varying size.  We are a member of the New Jersey School Boards 
Association’s cooperative purchasing program, having been selected to provide E-rate 
compliance services to its Membership.  We are also a member in good standing of the 
E-rate Management Professionals Association (E-mpa) and have two certified E-rate 
Management Professionals (CEMPs) on staff. 
 
As a team, we have over 60 years of combined experience servicing E-rate applicants 
in various capacities.  Our team is comprised of a licensed attorney, several certified E-
rate management professionals (CEMPs), experts on E-rate eligible technologies, two 
former compliance managers for USAC’s application review team, a certified paralegal, 
and several administrative employees trained in all aspects of the E-rate application 
cycle.  Since the release of the Second Modernization Order in 2014, we have filed 
approximately 1,000 FCC Forms 471 and over 4,000 individual funding commitment 
requests.   
 
Given this degree of experience, we know when to listen and when to speak, and how 
to advocate at the highest levels of USAC and the FCC for systemic and programmatic 
improvements.  As such, we are uniquely positioned to help your membership navigate 
both the local regulatory obstacles governing purchases of eligible equipment and the 
nuances of E-rate’s competitive bidding requirements. 
 
As we all know, school districts now more than ever must anticipate and embrace rapid 
advancements in educational technology and the concomitant demand for increased 
bandwidth in order to deploy hybrid and digital learning platforms.  To provide 
individualized educational opportunities to pupils in districts of all sizes and 
demographics, board members and administrators must understand how best to exploit 
the funding opportunities available to them to ensure digital equity.  In that vein, we 
always focus on E-rate education so that your IT and telecommunications procurement 
decisions are calculated and driven by long-term necessity rather than hasty, short-
term gap-filling measures.  Informed decision-making is critical to pupils’ long-term 
success, and ERC is well-positioned to help your team leverage the E-Rate Program to 
realize their short-term technology needs and long-term goals. 
 
While our team’s core competencies include E-Rate Program compliance and process 
management, we have proactively expanded our expertise to understand the eligible 
services and technologies deployed by our clients, as well as the governing procurement 
laws and regulations.  We are a service-driven organization achieving positive results 
for our clients each year. 
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2. KEY PERSONNEL 
 

As the following biographies reflect, our team possesses subject matter expertise in E-
rate Program compliance, application processing and process management best 
practices, cooperative purchasing opportunities, data and wireless network 
technologies, the funding application lifecycle, as well as the administration of appeals, 
audits, and selective reviews.  
 
Vincent LaForgia  
 
Vince is the Company President and will serve as the primary point of contact for this 
engagement.  Prior to forming ERC in 2000, Vince worked as a Reviewer with the 
Schools and Libraries Division of USAC for two years. In that capacity, Vince acquired 
comprehensive subject matter expertise on matters related to E-rate compliance and 
process management. He is well-practiced in all aspects of the E-rate filing cycle, 
including all related pre- and post-commitment tasks.  He has successfully managed 
large and sophisticated appeals and audits for new clients resulting in the disbursement 
of millions of dollars previously held in abeyance by USAC’s review team.   
 
Vince is frequently in contact with the executive management of both USAC and the 
FCC and is highly respected by his peers in the consulting community. 
 
Geoffrey Sweeney, Esq. 
 
Geoff is a licensed attorney and a Certified E-rate Management Professional (CEMP). 
He has served as ERC’s Chief Legal Officer since 2015. Geoff actively monitors the 
legislative scheme governing the E-rate Program and reviews precedential decisions 
and Orders issued by the FCC. He conducts trainings and webinars for clients and 
community groups, and works with clients to address distinct compliance questions. 
Geoff further assists by providing operational support to clients in all aspects of the 
funding application cycle.   
 
Prior to joining ERC, Geoff worked as an attorney servicing the needs of Boards of 
Education throughout the State of New Jersey, and as a litigator specializing in labor 
and employment issues. He is licensed to practice law in both New Jersey and 
Louisiana. 
 
Rachel Motyl 
 
Rachel is ERC’s Operations Manager. Prior to joining ERC in 2016, Rachel worked as a 
paralegal for eight years servicing the legal needs of NJ school districts.  Rachel 
manages the day-to-day operational aspects of the application cycle and assists the 
team with matters related to policy and process review, data management and 
maintenance, service provider invoice review and reconciliation, discount rate 
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calculation, FCC Form preparation and submission, and records retention. Rachel also 
handles an abundance of the post-commitment lifecycle tasks, including RAL 
submission, purchase order review, invoice review, funding commitment decision 
reconciliation, and rectification of billing issues. 
 
Michael Deusinger  
 
Mike serves as Program Compliance Manager. Prior to joining ERC, Mike worked with 
the Schools and Libraries Division of USAC for over 18 years. Mike is a CEMP and 
certified fraud examiner, as well as a subject matter expert on E-rate’s competitive 
bidding process. In addition, he was instrumental in developing heightened scrutiny 
review procedures and investigative techniques used by USAC to this day.   
 
Mike has vast knowledge of all aspects of the E-rate Program, including PIA review, 
invoice review, and post-commitment appeals and related processes. Based on his two 
decades of experience with the E-rate Program, Mike is well-versed in all aspects of the 
funding application lifecycle and an expert on E-rate compliance.  
 
David Fulton 
 
David is an E-Rate Compliance Specialist.  Prior to joining ERC, David worked for over 
13 years with USAC’s Schools and Libraries Division. As a Compliance Specialist, David 
monitors the competitive bidding and funding application lifecycles for ERC’s clients to 
ensure that questions, issues, or ambiguities are address and resolved early. 
Furthermore, he will shepherd clients through the bid review and procurement 
processes to help streamline E-rate funding disbursements. David is a subject matter 
expert in the areas of competitive bidding and procurement and competitive bid 
review. 
 
Natalie Tecza 
 
Natalie is ERC's Administrative Support Specialist. Natalie graduated with a Bachelor's 
degree in Psychology from Felician University and continuously strives to expand her 
knowledge and acquire skills that provide optimal support for ERC's Compliance and 
Operations teams. Along with executing various administrative tasks, emphasis is 
placed on client relations for data and document collection and maintenance for the E-
Rate and ECF programs. Prior to joining ERC, Natalie was immersed in her 
postgraduate studies related to the fields of research and statistical data analysis, in 
addition to pursuing professional certifications through HarvardX. 
 
3. SCOPE OF SERVICES 
 
E-Rate Consulting, Inc. (“ERC”) hereby agrees to perform the following services 
prospectively for a time period to be agreed upon by the Parties: 
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a. Provide comprehensive compliance expertise on E-Rate Program rules 

and eligible equipment and services; 
 
b. Deliver efficient and effective customer service support on E-Rate related 

issues; 
 

c. Prepare FCC Forms 470 to request Category One and Category Two 
services and/or equipment; 

 
d. As requested, aggregate bids submitted by service providers in response 

to FCC Forms 470 and assist in bid analysis; 
 
e. Discuss procurement decisions relative to eligible equipment and services 

to ensure compliance with both E-Rate Program rules; 
 
f. Use knowledge of telecommunications market to assess vendor 

submissions and offer recommendations to ensure a fair and reasonable 
market rate;   

 
g. Manage preparation and submission of FCC Forms 471 and supporting 

documentation; 
 
h. When necessary, manage processes and procedures attendant to reviews 

by USAC Program Integrity Assurance and, in concert with district staff, 
formulate timely and accurate responses; 

 
i. Analyze Funding Commitment Decision Letters (“FCDLs”) to ensure all 

discounts due under E-Rate Program rules are received; 
 
j. Prepare and manage the submission of FCC Forms 486 and other post-

commitment forms, which, depending on the circumstances, may include 
FCC Forms 472, 473, and/or 500; 

 
k. As requested, provide regular reports of E-rate relevant data; 
 
l. Document retention relative to funding years covered by the Parties’ 

agreement; 
 

m. Manage appeals, as necessary. 
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4. IMPLEMENTATION PLAN 
 
The following represents ERC’s proposed implementation plan.  
 
Phase 1: Onboarding  

• Obtain Letter of Agency; 
• Designation of point person within District; 
• Establish EPC access and provision user accounts; 
• Collect executed copies of current service provider contracts; 
• Calculate Category Two budget and discuss status of prior years’ E-rate projects; 

 
Phase 2: Define Needs/Objectives for Upcoming Funding Year and Beyond  

• Review current service provider contracts for upgrades/changes; 
• Discuss Category Two projects planned for next fiscal year; 
• Discuss competitive bidding process to ensure full compliance; 
• Define timelines and establish deadlines for necessary deliverables. 

 
Phase 3: Update EPC Profile; Initiate Competitive Bidding Process 

• Collect date necessary to calculate discount rate; 
• Confirm names and addresses of eligible school district buildings; 
• Update District profile in the EPC as necessary; 
• Create draft Form 470(s) and supporting documents based on Category 1 

service requests and Category 2 project plans; 
• Review Form 470(s) and specification sheet(s) with your team; 
• Post Form(s) 470 to begin the 28-day competitive bidding window; 
• Discuss and finalize Q&A process for incoming vendor inquiries. 

 
Phase 4: Bid Review and Finalize Awards 

• Draft Category One Form(s) 471 based on multi-year agreements from prior 
funding years; 

• Client finalizes bid matrices based on responsive submissions;  
• Provide estimate(s) of E-rate funding support and cost to district; 
• Draft award letters and transmit to service providers/vendors; 
• Draft Form(s) 471 and present to District for review and approval. 

 
Phase 5: Funding Year Wrap-Up 

• Administer Program Integrity Assurance (PIA) review process; 
• Review funding commitment decision letters to identify discrepancies; 
• File appeals/waiver requests with USAC and/or the FCC; 
• File Forms 486 to confirm start of Category One services and purchase of 

Category Two equipment and services; 
• Collect Category One and Category Two invoices; 
• File Forms 472, 473, and 500; 
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• Begin preparation for subsequent funding year. 
 
5. FEE PROPOSAL 
 
Category One Funding Applications 
ERC will charge an annual Flat Fee of THREE Thousand Dollars ($3,000.00) to 
perform the services outlined in Section 3 of this Proposal relative to Category One.   
 
Category Two Funding Applications 
ERC will charge an annual Flat Fee of THREE Thousand Dollars ($3,000.00) to 
perform services relative to Category Two.  If, in any given year, the District does not 
require any services relating to Category Two, then no Category Two fee shall be due. 
 
There are no additional fees for travel, calls, or meetings with service providers. 
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WEST CHESTER AREA SCHOOL DISTRICT 
   

2023-24 BUDGET CALENDAR 
 

 
• Review of Budget Calendar 
• Budget Forecast Model Review 

 

September 19, 
2022 P&FC 

  
 
 
 
 
 
 

   
∗ If Board adopts Resolution of intent to not raise rate of tax 

by more than its index, use alternative calendar: 
 

• Budget Forecast Model Review 
• 2023-24 Enrollment Projection (Info Item) 
• 2023-24 Per Pupil Allocation Recommendation 

 

October 17, 2022 
P&FC 

• Budget Forecast Model Review 
• Staffing/Employee Benefits/Teacher Substitutes 
• Debt Service & Capital Reserve 

 

November 21, 2022 
P&FC 

• Budget Forecast Model Review 
• Review of Draft Resolutions for: (1) Authorizing 

Display & Advertising of 2023-24 Proposed 
Preliminary Budget & (2) Notice of Intent to File 
for Budget Exceptions (Act 1 Mandate 2/23/23) 
 

• Board Approval of Resolution Authorizing the 
Display of 2023-24 Proposed Preliminary Budget 
in PDE format (by 1/3/23) & Advertising our Intent 
to Adopt 10 Days Prior (by 1/13/23) to Adoption 
Date 1-23-23 (adoption deadline 2/15/23)    

 
∗ Board Approval of Resolution to Publicize the 

District’s Intent to Request Approval of 2023-24 
Budget Exceptions 1 week prior to Filing 
Exceptions by 2/23/23 
 

December 19, 2022 
P&FC 

 
 

December 19, 2022 
Board Meeting 

 
 
 
 
 
 

  
 

• Budget Forecast Model Review 
 
 
 
• Board Approval of Resolution (Accelerated 

Budget Opt Out Resolution) indicating the 
District will NOT raise taxes above the 
state’s index (by 1/26/23).  No later than 5 
days after resolution adoption, District must 
submit information on proposed increase to 
PDE for approval together with the 
resolution (by 1/31/23). 

 
 

 
 

December 19, 2022 
P&FC 

 
 

December 19, 2022 
Board Meeting 

 
 

 

• Display (1/03/23) & Advertise (1/13/23) the 
Proposed Preliminary Budget in PDE Format & 
Publish Notice of Intent to Obtain PDE Approval of 
2023-24 Budget Exceptions at least 7 days (one 
week) prior to filing (ACT 1 Mandate for 
Exceptions publication by 2/23/23; also must post 
on website) 

 
January 2023  

 
 
 
 
 

  
 
• Budget Forecast Model Review & Budget 

Work Session 
 

 

 
(Tuesday) 

January 17, 2023 
P&FC 

 
 
 



 

 

 
• Budget Forecast Model Review 
• Capital & Capital Reserve Fund Projects for 2023-

24  
• Technology Projects in Capital Reserve Fund for 

2023-24 
• Special Board Work Session 
 

 
• Adoption of Preliminary Budget (deadline 2/15/23) 
• File for Budget Exceptions by 3/2/23 

 

 
 

(Tuesday) 
January 17, 2023  

P&FC 
 
 
 
 

January 23, 2023  
Board Meeting 

 

 

• Budget Forecast Model Review 
• Budget Work Session 

 

(Tuesday) 
February 21, 2023  

P&FC 
Board Work 

Session  

 
• Budget Forecast Model Review & Budget 

Work Session  

(Tuesday) 
February 21, 2023  

P&FC 

• Budget Forecast Model Review & Budget Work 
Session 

 

 
March 20, 2023   

P&FC 
 
 
 

 
• Budget Forecast Model Review & Budget 

Work Session 
 
 

 
March 20, 2023   

P&FC 

• Budget Work Session & Public Hearing 
 

• Board Approval of Resolution authorizing the 
Display of 2023-24 Proposed Final Budget in PDE 
Format & Advertising Intent to Adopt (ACT 1 
Mandate: 30 days prior to adoption – no later than 
4/24/23) 

• Deadline to Display in PDE Format the Proposed 
Final Budget (ACT 1 Mandate: 20 days prior to 
adoption) no later than 5/4/23. 

April 17, 2023   
P&FC 

 
 

April 24, 2023  
Board Meeting 

• Budget Work Session & Public Hearing 
 

• Board approval of Resolution authorizing 
the Display of 2023-24 Proposed Budget in 
PDE format & Advertising Intent to Adopt 
(by 4/24/23)-must be at least 30 days 
before final budget adoption on 5/24/23 & 
be available for public inspection in PDE 
format at least 20 days prior to adoption 
(by 5/4/23). 

April 17, 2023   
P&FC 

 
 

April 24, 2023  
Board Meeting 

• Publish Legal Notice of Intent to Adopt the Final 
Budget (ACT 1 Mandate: 10 days prior to 
adoption) no later than 5/14/23. 

 
 
• ADOPTION of FINAL 2023-24 BUDGET 

 
Must Publish by  
May 14, 2023  

 
(Wednesday) 
May 24, 2023  
Board Meeting 

• Publish Legal Notice of Intent to Adopt 
Final Budget (10 days prior to adoption) no 
later than 5/14/23.  
 

 
• ADOPTION of FINAL 2023-24 BUDGET 
 

 
Must Publish by 
 May 14, 2023  

 
(Wednesday) 
May 24, 2023  
Board Meeting 



 

WEST CHESTER AREA SCHOOL DISTRICT 

Property and Finance Committee 

September 19, 2022 

 
Approval of Revised Board Policy 808, Food Services, First Reading 

 
Act 55 of 2022 amended Pennsylvania Public School Code. Among its various 
amendments was a revision to Section 1337 pertaining to school food service 
programs.  Section 1337 of PA School code has been amended such that school 
entities who operate nonprofit school food programs are now required to offer 
assistance to parents/guardians with applying for free/reduced-price school meal 
benefits. This change in school code requires a change to our School Board policy 
related to food service. 

School Board Policy - 808 has been revised to incorporate the recommended 
change.  This will be discussed at the September Property and Finance Committee 
meeting and approval of the First reading will be requested. 

Please let me know if you have any questions.   
 
 

John Scully 
Director of Business Affairs 
September 2, 2022 

 

























Book Policy Manual

Section 800 Operations

Title Food Services, First Reading

Code 808

Status Review

Adopted August 1, 2015

Last Revised February 26, 2018

Purpose
 
The Board recognizes that students require adequate, nourishing food and beverages in order to grow,
learn, and maintain good health. The Board directs that students shall be provided with adequate space
and time to eat meals during the school day.
 
Authority
 
The Board shall provide food service for school breakfasts and for school lunches that meets the
standards required by state and federal school breakfast and lunch programs.[1][2][3][4][5][6][7][8]
[25]
 
A statement of receipts and expenditures for cafeteria funds shall be presented monthly to the Board for
its approval.[1]
 
Food sold by the school may be purchased by students, district employees, and cafeteria employees but
only for consumption on school premises or in designated areas. School meal prices charged to students
and adults shall be established annually by the district in compliance with state and federal laws.[1][9]
 
Non-program food shall be defined as food or beverage, other than a reimbursable meal or snack,
that is sold at the school and purchased using funds from the child's nutrition account. Non-program
foods include, but are not limited to, adult meals and a la carte items.[9][23]
 
Delegation of Responsibility
 
Operation and supervision of the contracted food services program shall be the responsibility of the
Director of Business Affairs or his/her designee.
 
Cafeterias shall be operated through a contracted food service provider on a nonprofit basis. A review of
the cafeteria accounts shall be made by the Director of Business Affairs periodically and the auditor
annually.[1][3]
 
The Superintendent or his/her designee shall comply with state and federal requirements for conducting
cafeteria health and safety inspections and ensuring employee participation in appropriate inspection
services and training programs.[10][11][12][21]
 

http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=5&sctn=4&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=13&sctn=35&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=13&sctn=37&subsctn=0
http://www.law.cornell.edu/uscode/text/42/chapter-13
http://www.law.cornell.edu/uscode/text/42/1773
http://www.law.cornell.edu/cfr/text/7/part-220
http://www.law.cornell.edu/cfr/text/7/part-210
http://www.law.cornell.edu/cfr/text/7/part-215
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=8&sctn=7&subsctn=1
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=5&sctn=4&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=5&sctn=4&subsctn=0
http://www.law.cornell.edu/uscode/text/42/1760
http://www.law.cornell.edu/uscode/text/42/1760
https://www.law.cornell.edu/cfr/text/7/210.14
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=5&sctn=4&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=13&sctn=37&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=03&div=0&chpt=57&sctn=13&subsctn=0
http://www.law.cornell.edu/cfr/text/7/210.13
http://www.ecfr.gov/cgi-bin/text-idx?SID=84e17b5247e54d174e57bfd2c982d065&mc=true&node=se7.4.210_130&rgn=div8
http://www.law.cornell.edu/uscode/text/42/1758


Guidelines
 
To reinforce the district's commitment to nutrition and student wellness, foods served in school
cafeterias shall:[13]

1. Be carefully selected to contribute to students' nutritional well-being and health.

 

2. Meet the nutritional standards specified in laws and regulations and approved by the Board.

 

3. Be prepared by methods that will retain nutritive quality, appeal to students, and foster lifelong
healthy eating habits.

 

4. Be served in age-appropriate quantities, at reasonable prices.
Unless excused by the principal, all students shall be expected to remain in school for lunch.
 
The district’s elementary and middle schools shall participate in the National School Lunch and School
Breakfast Programs.
 
Provisions shall be made for free and reduced-price meals as prescribed by law.  The district shall
offer assistance to parents/guardians with applying for free/reduced-price school meal
benefits.
 
The district shall offer meals to all students without regard to race, color, age, creed, religion, sex,
sexual orientation, ancestry, national origin, marital status, pregnancy or handicap/disability.[14][24]
 
Free/Reduced-Price Meals
 
The district shall provide free and reduced-price meals to students in accordance with the terms and
conditions of the National School Lunch Program and the School Breakfast Program.[15][16]
 
Accommodating Students With Special Dietary Needs
 
The district shall make appropriate food service and/or meal accommodations to students whose
handicap entitles them special dietary meals in accordance with applicable law and regulations.[17][18]
[19]
 
Food service or meal accommodations will be solely based on the student's IEP or Section 504 Service
Agreement.
 
Parents/Guardians requesting food service or meal accommodations based on the student's handicap
shall contact the Pupil Services Department. The Pupil Services Department will send the proper
paperwork to the parent/guardian and alert the building principal and Director of Food Service of the
parent's/guardian's request.
 
All food service or meal accommodations shall be communicated to the Director of Food Service by the
Pupil Services Department through an IEP or Section 504 Service Agreement evaluation.
 
The Director of Food Service will implement the special accommodations in the IEP or Section 504
Service Agreement within five (5) days after receiving an initial or updated evaluation.
 
School Food Safety Inspections
 
The district shall obtain at least two (2) safety inspections per year in accordance with all local, state,
and federal laws and regulations.[11][20][21]
 
The district shall post the most recent inspection report in a visible location and release a copy of the
report to members of the public, upon request.
 
School Food Safety Program

https://www.law.cornell.edu/cfr/text/7/210.23
http://www.law.cornell.edu/cfr/text/7/part-245
http://www.law.cornell.edu/uscode/text/42/1758
http://www.law.cornell.edu/cfr/text/7/15b.40
http://www.law.cornell.edu/cfr/text/7/210.13
http://www.law.cornell.edu/cfr/text/7/220.7
http://www.law.cornell.edu/uscode/text/42/1758


 
The district shall comply with federal requirements in developing a food safety program that enables
district schools to take systematic action to prevent or minimize the risk of foodborne illness among
students.[6][7][21]
 
The district shall maintain proper sanitation and health standards in food storage, preparation, and
service, in accordance with all applicable state and local laws and regulations and federal food safety
requirements.[11][20][22]
 
School Meal Accounts
 
Individual accounts shall be assigned to each student for accounting purposes for the purchase of meals
served in school cafeterias.
 
The Superintendent or designee shall develop and disseminate administrative regulations that establish
procedures to control school meal accounts. Administrative regulations should include the following:

1. Procedures for collecting money for individual student accounts which ensure that the identity of
each student is protected.

 

2. Procedures for how students and parents/guardians are notified when the student’s account
reaches a negative balance.

 

3. Procedures for providing students with meals when the student forgets or loses his/her money or
when his/her account has insufficient funds.[3]

Students and parents/guardians shall be notified annually concerning the contents of this policy and
district procedures.

http://www.law.cornell.edu/cfr/text/7/part-220
http://www.law.cornell.edu/cfr/text/7/part-210
http://www.law.cornell.edu/uscode/text/42/1758
http://www.law.cornell.edu/cfr/text/7/210.13
http://www.law.cornell.edu/cfr/text/7/220.7
http://www.law.cornell.edu/cfr/text/7/210.9
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=13&sctn=37&subsctn=0


Legal 1. 24 P.S. 504

2. 24 P.S. 1335

3. 24 P.S. 1337

4. 42 U.S.C. 1751 et seq

5. 42 U.S.C. 1773

6. 7 CFR Part 220

7. 7 CFR Part 210

8. 7 CFR Part 215

9. 42 U.S.C. 1760

10. 3 Pa. C.S.A. 5713

11. 7 CFR 210.13

12. 7 CFR 210.30

13. Pol. 246

14. FNS Instruction 113-1 (USDA)

15. 7 CFR Part 245

16. 42 U.S.C. 1758

17. Pol. 103.1

18. 7 CFR 15b.40

19. Pol. 113

20. 7 CFR 220.7

21. 42 U.S.C. 1758(h)

22. 7 CFR 210.9

23. 7 CFR 210.14

24. 7 CFR 210.23

25. 24 P.S. 807.1

7 CFR Part 15

P.L. 111-296

Pol. 000

Pol. 103

Pol. 610

Pol. 626

http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=5&sctn=4&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=13&sctn=35&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=13&sctn=37&subsctn=0
http://www.law.cornell.edu/uscode/text/42/chapter-13
http://www.law.cornell.edu/uscode/text/42/1773
http://www.law.cornell.edu/cfr/text/7/part-220
http://www.law.cornell.edu/cfr/text/7/part-210
http://www.law.cornell.edu/cfr/text/7/part-215
http://www.law.cornell.edu/uscode/text/42/1760
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=03&div=0&chpt=57&sctn=13&subsctn=0
http://www.law.cornell.edu/cfr/text/7/210.13
http://www.ecfr.gov/cgi-bin/text-idx?SID=84e17b5247e54d174e57bfd2c982d065&mc=true&node=se7.4.210_130&rgn=div8
http://www.law.cornell.edu/cfr/text/7/part-245
http://www.law.cornell.edu/uscode/text/42/1758
http://www.law.cornell.edu/cfr/text/7/15b.40
http://www.law.cornell.edu/cfr/text/7/220.7
http://www.law.cornell.edu/uscode/text/42/1758
http://www.law.cornell.edu/cfr/text/7/210.9
https://www.law.cornell.edu/cfr/text/7/210.14
https://www.law.cornell.edu/cfr/text/7/210.23
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=8&sctn=7&subsctn=1
http://www.law.cornell.edu/cfr/text/7/part-15
http://www.gpo.gov/fdsys/pkg/PLAW-111publ296/html/PLAW-111publ296.htm


WEST CHESTER AREA SCHOOL DISTRICT 
 

Property & Finance Committee 
 

Review of School Policy 625 AG1 – Procurement Cards  
 
 
School Board Policy 625 (attached) approves the use of procurement cards (P-
cards) for permissible purchases by designated employees to improve the 
efficiency of purchasing activities, reduce processing expenses, improve controls 
for small-dollar purchases, and streamline vendor payment.   
 
The Administrative Guidelines associated with this policy – 625 AG1 (attached) 
authorizes the Director of Business Affairs to assign the procurement cards and 
establish procurement card thresholds. The Administration along with the 
Director of Business Affairs recommend the following changes to 625AG1: 
 

• All P-card thresholds are raised from $10,000 to $25,000 unless otherwise 
noted below. 
 

• Add the Principals at the High School as authorized card holders with a 
threshold of $25,000.   

o The primary purpose is to allow for purchases that cannot be 
accomplished in the normal accounts payable cycle due to time 
constraints.  Examples include: competition fees, athletic entry fees 
and student travel whereby a credit card is needed. 
 

•  Increase the threshold for the Director of Business Affairs to $3.0 million.  
o The primary purpose of this is to maximize the monthly purchases 

on the P-Card to obtain the maximum rebate for the spending. 
 

• Increase the threshold for the Director of Technology to $2.5 million. 
o The primary purpose of this is to allow for the purchase of the 

annual computer replacements utilizing the P-card to obtain the 
maximum rebate for the spending. 

 
This revision to Administrative Guideline 625 AG1 is for discussion purposes only 
and does not require Board action. If you should have any questions, please give 
me a call. 
 
John T. Scully 
9/8/22 
 
 
 
 
 

 

























Book Policy Manual

Section 600 Finances

Title Procurement Cards

Code 625

Status Active

Adopted August 1, 2015

Last Reviewed August 24, 2015

Purpose
 
The Board has implemented the Procurement Card program to provide a cost effective, convenient, and
decentralized method for purchasing goods, services, and other items for school business purposes only.
Procurement cards shall only be for district employees who need to make such purchases.
 
Authority
 
The Board approves the use of procurement cards for permissible purchases by designated employees
to improve the efficiency of purchasing activities, reduce processing expenses, improve controls for
small-dollar purchases, and streamline vendor payment. The Board directs the administration to
establish safeguards to prevent misuse of such cards.[1]
 
Definition
 
Procurement card - a corporate charge card designed to reduce the cost and bureaucracy of small-
dollar purchases.
 
Delegation of Responsibility
 
Purchase limits on an assigned procurement card by an individual employee shall be determined by the
employee’s supervisor, the Superintendent, and the Director of Business Affairs, when the card is
established. All purchases shall conform to existing Business Office procedures and Board policies.
 
A list of authorized users of procurement cards shall be maintained in the Business Office and shall
include employees in designated positions. See administrative guideline 625-AG-1 for a list of card
holders and credit thresholds.
 
All use of procurement cards shall be supervised and monitored on a regular basis by the Director of
Business Affairs or designee, who shall ensure the use of such cards is in accordance with the funds
budgeted for this purpose.
 
Proper accounting procedures for the use of procurement cards shall be developed, distributed,
implemented, and monitored by the Director of Business Affairs or designee.
 

http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=5&sctn=10&subsctn=0


An employee authorized to use a procurement card shall maintain adequate security of the card while it
is in his/her possession. Under no circumstances may the card be used by another individual.
 
Employees shall be required to report a lost card to the district when the employee discovers that a card
is lost. Failing to report a lost card shall be considered improper use of a card.
 
Guidelines
 
The Business Office shall establish a usage agreement to be followed by all district personnel for
obtaining and using procurement cards, as well as the required reporting and reconciliations of the card
statements and expenditures, which shall be consistent with this policy. Each employee using a district
procurement card shall sign a card usage agreement and receive training on applicable policies and
procedures. (See 625-AG-2.)
 
Procurement cards are for legitimate school business purchases only. Any use of the procurement card
other than as set forth in this policy, and/or in violation of any district rules or procedures, shall be
considered improper use which may result in disciplinary action, in accordance with Board policy and the
applicable collective bargaining agreement, and shall seek reimbursement of funds for any improper
charges.[2]
 
Procurement cards shall not be used for personal use. Any personal charges on the procurement card
could be considered misappropriation of district funds.
 
A procurement card may be revoked at any time based on improper use, change of assignment or
location, or for any other reason. The procurement card is not an entitlement to, nor reflective of, a title
or position.
 
To limit the district's liability attributable to fraudulent procurement card charges, the district should
only contract with a procurement card vendor which limits the district's liability to a maximum of $50
per instance.
 
Procurement cards shall not be used to circumvent the required bidding process. Purchases over an
established amount shall require the use of a purchase order in accordance with established Board
policy and procedures.[3][4][5][6]
 
Procurement cards shall not be used for purchases that could be anticipated at the beginning of the
school year and would circumvent the required bidding process.

Legal 1. 24 P.S. 510

2. Pol. 317

3. 24 P.S. 751

4. 24 P.S. 807.1

5. Pol. 610

6. Pol. 611

http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=7&sctn=51&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=8&sctn=7&subsctn=1
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=5&sctn=10&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=7&sctn=51&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=8&sctn=7&subsctn=1
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Consistent with Policy 625, the Director of Business Affairs assigns the procurement cards and
establishes all procurement card thresholds. 
 
Below are the procurement card positions and credit thresholds:

   
Position Credit Threshold
Director of Business Affairs $3,000,000
Director of Technology $2,500,000
Superintendent $25,000
Assistant Superintendent $25,000
Director of Human Resources $25,000
Director of Elementary Education $25,000
Director of Pupil Services $25,000
Director of Facilities and Operations $25,000
Assistant Director of Business Affairs $25,000
Communications Manager $25,000
Director of Equity and Assessment $25,000
Principals at the High Schools $25,000

 
 
  



   
 
 
MEMO from the Director of Business Affairs      

 
Date:  September 15, 2022 

TO:  School Board Members   

FROM: John Scully 

 
PROPERTY & FINANCE COMMITTEE 

MEMO AGENDA ITEMS – for September 27, 2022 
 
Unless I hear otherwise, the following items will be placed on the School Board 
“Consent Agenda” for the September 27, 2022 Board meeting.  Enclosed please find 
the attachments for all items. 
 
 
BOARD CONSENT ITEMS for September 27, 2022: 

• Approval to Exonerate 2022-23 Property Taxes, East Bradford Township 

 

 

 
 
 
 
 
 

cc:   Dr. Sokolowski & Cabinet 



WEST CHESTER AREA SCHOOL DISTRICT 
 

Property & Finance Committee 
Memo Item 

 

Approval to Exonerate 2022-23 Property Taxes   

East Bradford Township – Open Space/Road Improvements  
 
 
East Bradford Township has requested the District exonerate the 2022-23 school 
taxes from a parcel that has received tax exemption from the County beginning in 
2023.  The parcel (51-04-0047-000) was deeded to East Bradford Township in 
April of 2022.   
 
The Township completed the application with the County and WCASD received 
tax exemption notification on August 19, 2022, after school tax bills were issued.  
The amount of taxes owed for the 2022-23 tax year totals $106.12.  I request 
Board approval to authorize the exoneration of the taxes owed on this property 
for the 2022-23 school year. 
 
This item will be placed on the consent agenda for the Property & Finance 
Committee ACTION ITEMS for the September 2022 Board meeting. If you 
should have any questions, please give me a call. 
 
John T. Scully 
8/29/22 
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