CSRA RESA

Standard Operational Procedures
Section IV

Official Leave Requests

A.  Annual Leave

· CSRA RESA’s annual calendar consists of a 240-day work year unless you are working in shared service positions that are scheduled at 200 days.  240-day employees are paid on 230-day basis and have 10 days during the work year they can schedule for annual leave. (200-day employees are paid on a 200-day basis and have no annual leave.)  During the first year of employment, five days may be taken after the first six months.  A maximum of five days of unused annual leave may be carried over to the ensuing fiscal year.  Twenty days is the maximum amount of annual leave that may be accumulated by an employee.  No employee will receive compensation for annual leave days not taken.

· Annual leave forms are to be given to the Executive Director.

B.  Sick Leave

· Sick Leave is earned at the rate of 1.25 days for each month of work credited to an employee upon the completion of the month of work; 10-month employees earn 12.5 days per year and 12 month employees earn 15 days per year.  Leave can accumulate and carry forward a total of 45 days from one year to the next.  (See policy in employee handbook for detail.)
· Sick leave forms are required to be completed, and submitted to the Executive Director for approval.  Forms should be completed in a timely manner upon your return to CSRA RESA from the absence.  

· If an employee is absent and does not have any accumulated sick leave, a reduction in pay will be made from their pay equal to the daily rate of pay for each of the days of absence.

C.  Compensation Time

· Please see the policy (GBRE) for establishing compensation time in the employee handbook.

· Earned Compensation Time must be approved by the Executive Director.  Forms are available in the Agency Secretary’s office.  There are two forms:  one for Comp. Time earned and one for Comp. Time taken.  Both forms should be given to the Payroll Accountant who maintains the records for time accumulated. If you have questions about your balance the Payroll Accountant should be contacted.  After verifying the balance available, the Payroll Accountant gives the forms to the Executive Director for final approval.

· Compensation Time must be used in the year it is earned.  No compensation time will be carried forward to the ensuing year.

D.  Personal Leave

· A total of three days of accumulated sick leave may be used for personal reasons in any year if, prior approval is given by the Executive Director.  When more than three days are used in any year, your pay will be deducted at your daily rate of pay for the period of excess leave used.

E.  Family and Medical Leave

· Full-time employees of CSRA RESA who have been employed for at least 12 months and who have worked at least 1250 hours in the 12 months immediately prior to requesting leave are eligible to take 12 weeks of unpaid leave under the Family and Medical Leave Act.  (See policy GBRIG in the employee handbook for details).

F.  Professional Leave

· Upon written request by the employee, the Executive Director of CSRA RESA is authorized to grant professional leave to employees to attend events which the Executive Director feels would be beneficial to the programs of CSRA RESA.

G.  Jury Duty

· If an employee is called for jury duty, the employee is allowed a leave of absence without a loss of pay or loss of sick and personal leave days.  Any compensation received for serving shall belong to the employee.  Professional leave will be granted upon receipt of the employee’s jury summons.

H.  To Report an Absence

· When it is necessary for an employee to be absent or tardy, he/she should call the office by 8:00 a.m. and speak to the Agency Secretary, Bookkeeper or Business Manager who will relay pertinent information to other staff members.
INVENTORY PROCEDURES

Responsibilities for Fixed Assets

Fixed assets are any item with a cost of $1000 or more.  These items require a yellow tag and include the following:

· Servers

· Copiers

· Personal or Portable Computers (laptop)

· Printers

· Scanners

· Televisions, etc.

Responsibilities for Miscellaneous Assets

Miscellaneous assets that need tags cost between $100-$1000.  Items between these amounts will receive blue tags.  Miscellaneous assets include the following:

· Furniture

· Instructional materials

· Custodial items

· Outdated electronic equipment

Bookkeeper Responsibilities

· To maintain records of all assets.

· To issue and place tags on items purchased.

· To record transfers and surplus items.

· To work with the business manager to reconcile the fixed asset list back to the appropriate general ledger accounts.

Employee Responsibilities

· To verify assets as requested by the Bookkeeper on the Asset Verification Form and return the form to the Bookkeeper.
Transfer/Surplus of Assets

Surplus – Any item that is no longer useful to CSRA RESA.

Any surplus of assets/equipment must be recorded on the Inventory Transfer/Surplus Form.  A list of these items will be presented to the Board of Control for approval and then arrangements will be made for disposal of these items.

Responsibilities of Employee:

· Complete Inventory Transfer/Surplus Form (Include description, serial #, tag #, and reason for surplus).

· Obtain approval and signature from CSRA RESA director, and return form to the Bookkeeper to be presented at the next Board of Control Meeting.

Transfer – Any transfer of assets/equipment between rooms must be recorded on the Inventory Transfer/Surplus Form.

Responsibilities of Employee:

· Complete Inventory Transfer/Surplus Form (Include description, serial #, tag # and reason for transfer).

· Obtain approval and signature from CSRA RESA director, and return form to the Bookkeeper.  

ASSET VERIFICATION FORM

Employee __________________________
Room # ___________

Date ______________________

School Year ____________

	Description of item(s)
	Purchase price of item(s)
	Serial #
	Tag #
	Quantity
	Reason for difference

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Employee Signature:

(beginning of the year): _____________________
Date _________

(end of the year): __________________________
Date _________

CSRA RESA TAG FORM

FOR NEWLY PURCHASED ITEMS

	DESCRIPTION OF ITEM(S)
	QUANTITY
	PURCHASE PRICE OF ITEM(S)
	SERIAL #
	TAG # (TO BE ISSUED BY BOOKKEEPER)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


After the Bookkeeper records the above listed information in the database a tag will be issued and placed on these item(s).  Please sign the form below verifying the above listed item(s) information.

Employee Signature ______________________________________

Date ___________________

INVENTORY TRANSFER/SURPLUS FORM

From Room # ___________________

Requested by __________________________________

Date requested ______________________


Approved by CSRA RESA Director ___________________________

Date approved___________

To Room # ______________________

Date received/disposed ____________________

	Description of Item(s)
	Quantity
	Serial #
	Tag #
	Reason for transfer/surplus
	Funding Source (to be completed by Bookkeeper)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Bookkeeper Signature ___________________________
Date completed ___________________

CSRA RESA BOARD OF CONTROL

SURPLUS LISTING

Listed below are the item(s) requested for surplus:

	Description of item(s)
	Reason for surplus

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Motion made by: ___________________________

Approved: ________________________________

Date: ____________________________________

May 1, 2006

To All Staff:

This correspondence is written to outline specific procedures to be followed during my absence from the office.  While we do have a competent and capable staff at the agency, it is important that all staff members be informed of a direct chain of command and specific actions to be taken in the event I am out of the office for any extended period of time.  During my absence I would like for all program and agency inquiries to be handled in the following manner as listed below:

1. The first point of contact for program and agency matters should be directed to Dr. Pamela Bell-Smith as Curriculum Coordinator/Senior Consultant for appropriate action.

2. In the event Dr. Bell-Smith is unavailable all communication should be directed to Dr. Gloria Gabriel, Professional Learning Coordinator for appropriate action.

3. If Dr. Bell-Smith, Dr. Gloria Gabriel, and I are in the field or out of the office Mr. Rick Beal, Educational Consultant is hereby designated as the point of contact for agency matters. 

4. In the unlikely event that all parties listed above are away from the office Ms. Debbie Davis will serve as the point of contact for information collection.  Information will then be forwarded to me for official action.

The actions implemented above are not to be construed as a conveyance of power or authority to staff members.  General decision-making rests with me as Executive Director.  I will address personnel matters and contractual matters.  If action is required in my unlikely absence, the individuals listed above are authorized to provide information and general assistance.  All attempts should be made to confer with me if any emergency or extenuating situation arises.

We have done an exceptional job over the last several years in the development of official agency procedures to increase our efficiency and effectiveness and to ensure the safety and well being of all employees.  The actions implemented above are designed to enhance inner office communication and assist in carrying out our mission of providing quality customer service to our districts in a timely manner.

The procedures outlined above are to be observed at all times, by all staff.  I would also encourage you to include these procedures in your agency standard operating procedures manual.  If you have questions or desire additional information, please contact me.

Respectfully,

Dr. Terry L. Nelson

