
Hamburg School District

Finance Procedure/Human Resource Guide

Where all belong, all learn, and all succeed

The Hamburg School District is committed to providing an environment of educational excellence where all
belong, all learn and all succeed. Our schools are high achieving, safe and welcoming.  Hamburg students

enjoy a special hometown atmosphere as well as a rich diversity of classmates.

Our Mission: Hamburg School District provides a safe environment with equal opportunities for
all students to become college/career ready life-long learners.

Our Values:
Learning

Excellence
Relationships

Student-Centered
Respect
Integrity

Our Vision: “Building life-long learners, one student at a time”

#HSD_ChoosesLove
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District Phone Numbers

Administration Office 853-9851
Fax 853-2842

Athletic Director                                                                                         853-2808

Allbritton Elementary 853-2820
Fax 853-2822

Special Education Office 853-2864
Fax 853-8264

Child Nutrition Office 853-9875
Fax 853-2823

In-School Suspension 853-2867
Middle School 853-2811
Fax 853-2835
Nutrition Center 853-9868
Fieldhouse 853-2849

Elementary Nutrition Center 853-9845

Noble Elementary 853-2836
Fax 853-2838
Maintenance 853-2878

Portland Elementary 737-4333
Fax 737-4334
Nutrition Center 737-4394

Pre-K 853-5035

Senior High School 853-9856
Fax 853-2850
Counselor Fax 853-2801
Nutrition Center 853-9861
Fieldhouse 853-2825

Transportation Department 853-2892

Pinnacle Point 853-2869
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Activity Funds
An Activity Account is an account that is not part of the official school budget; usually this means it is not
from tax dollars. Unlike the Operating Fund, this money can accumulate from year to year. Activity Account
numbers are a four-digit number that begin with “7”.

There are two main types of activity funds:
1. Non-School Funds – donations, picture money, revenue from student vending machines
2. School Funds – held in trust by the school for the benefit of a specific group or special grant

***Decisions of the use of the Agency Funds are the concern of the specific groups to whom the funds
belong, if this decision does not conflict w/board policy and/or legal regulations or restrictions.

Expenditures
All expenditures are subject to district purchasing procedures. No expenditures should be made using
undeposited cash.

Approved Uses of Funds
Examples of permitted expenditures include:

●Cost of field trips
● Incidentals used in seasonal programs
●Cost of school assemblies, special programs, class events, student dances
●Expenses for the sponsor & chaperones for an approved event
●Cost of contest entry fees
●Awards for student achievement
●School supplies
●Funds to waive fees for at risk children
● Items to beautify school, classrooms, playgrounds, or other school property
●Enhancements to education

Stipends/Payment to District Personnel
No activity fund/s may be used to increase or supplement the district’s salary schedule without the express
approval of the superintendent/board.

Collection of Money
All money collected must be recorded using a deposit book. All money should be turned into the office every
day. Do Not hold money overnight.

Gifts
Activity funds may not be used to purchase gifts for students or employees. A gift is a gratuitous offering for
personal benefit that does not serve a legitimate educational interest. For example, birthday presents, or
presents and acknowledgements for other personal occasions are considered gifts. Purchases of gift cards are
NOT allowed.

Personal Check Cashing

Employees’ personal checks may not be cashed or substituted for cash collections.

Contracts/Leases/Exclusive Agreements
Employees may not enter into a contract, lease, or exclusive agreement without approval from the
superintendent or his/her designee.
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Fixed Assets
If Non-School Funds are used to purchase the fixed assets, they will be considered donated to the district and
are to be listed on the district’s asset inventory. Example: Booster Club, PTO
**Need proof of value.

Funds Belonging to Outside Organizations
Funds belonging to outside groups, such as PTA’s/PTO’s, booster clubs, etc., are not activity funds and should
NOT be handled by school personnel as a part of their official duties. Only officers or the designated treasurer
of the organizations themselves should handle such funds.

Donations
The district does accept donations. All donations have to be approved by the Superintendent.

Fundraising
● Fundraisers must be approved by principals.  Must be then sent over to CO to be approved.
● Be mindful of fundraisers going on at the same time.   Clubs, groups or whoever is fundraising should

not be doing a fundraiser during the time another fundraiser is taking place within your school.
● Sponsors of a fundraiser cannot require the students to sell a quota.
● Booster Clubs or Parent Organization sponsors must be approved by the school board, have by-laws

submitted to Central Office, and follow all fundraising procedures.
● All money taken in by the sponsors must be receipted.
● Teachers/sponsors are not to leave money in the classroom, in a car or wherever overnight.  Turn in

money daily to be counted.
● The teacher/sponsor must count the money they turn in that day with the bookkeeper in their building

for it to be receipted for deposit.
**Recommend using a fundraiser company that charges Arkansas Sales Tax.  Sale/Use tax will be collected
when the invoice is paid.  This will come from your profit if taxes are not included on the invoice.

Procedure For Receipting Money
When receiving money, two people must be present when counted and a receipt written. DO NOT leave
money unattended or left in the safe to tend to later.

Bank Deposits
Each school office has a designated person to make bank deposits.
Deposit Instructions:

1. Write a receipt for each payment received or attach a list with name and amount collected as proof for
receipt.

2. Endorse checks w/your school’s deposit stamp.
3. List each check by name on deposit slip.
4. Total deposit slip
5. Total checks & cash – make sure this total is the same as the deposit slip total and the range of

receipts being deposited.
6. Write the receipt number and range and activity account on the deposit .
7. Complete the District Deposit Form Summary.
8. Take the deposit book with your deposit to the bank.  Leave one copy in the deposit book.
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*****

As a reminder, please deposit all checks as soon as possible – DO NOT HOLD THEM!

All checks MUST be deposited – DO NOT try to cash them and deposit the cash and do not allow teachers or
staff to cash them.

Any cash received must be deposited. You CANNOT make purchases with undeposited cash.  Once you
receive money, you are liable for that money until deposited.

Use tax is due from building bookkeepers when turning in bank statements.

*******

Deposit Summary Forms can be found on the HSD website under “District” and “Forms”.

Receipts
Written receipts are required for any payment received or attach a list with name and amount collected as
proof for receipt.

Cash Drawer
If you are working a cash drawer, you should do the following:

1. Verify beginning amount.
2. Notify your supervisor immediately of any discrepancies or problems that occur while working your

drawer.
3. At the close of your shift, two people need to be present while the drawer is counted and district deposit

summary form is filled out.
Bank deposits are to be made in a timely manner.
Any cash held overnight MUST be secured.
**Any Public Funds lost or stolen need to be reported to your supervisor IMMEDIATELY.

Tickets For Events
Tickets shall be pre-numbered and used to account for cash received.  If mistakes are made in collecting or
making change, have the gate worker describe what occurred in writing.  If out of balance, do not tear off
more tickets to make the amount match.  Report any other irregularities and provide written account of
incident.

District Travel (Triplicate)
1. All travel must be pre-approved (even if there is no cost to the district).
2. The Triplicate is used to pre-approve and authorize travel, as well as approve reimbursement of expenses.
3. Estimated expenses should be filled out completely, even if the costs are direct billed, charged by credit

card, or paid in advance. The purpose is to show all the estimated costs of the trip.
Example: If using the credit card for housing, you still need to list the estimated housing expense.

4. Travel is requested by filling out a triplicate and given to the employee’s supervisor for approval at least 4
weeks prior to the travel date. If funds are being used which do not fall under that supervisor’s authority,
the person who is responsible for the funds should sign the “Budget Supervisor” line. For example, if Title
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I funds are used, the Title I supervisor should approve. All Administrative and supervisory personnel must
have prior approval from the superintendent.  All lodging/airfare must be made at the Administration
Office.

5. If a check is to be sent for the registration, the Registration Form should be attached.
6. If there are estimated expenses on the form, the funding section and budget unit must be filled out.
7. The entire form should be sent to the district office for approval. When it is approved, the pink copy will

be sent back to the traveler. This is how the traveler knows the trip has been approved.
8. Supervisors are responsible for ensuring that expenditures are within district guidelines.
9. NO expenses will be reimbursed without PRIOR APPROVAL.

Reimbursements
Reimbursement for out of district travel for professional meetings and workshops will be governed by the
following guidelines.
1. All individuals attending professional meetings or workshops must be  approved prior to the
meeting/workshop and they must have secured authorization for funds to cover costs.
2. Mileage will be reimbursed at the standard IRS rate of 58 cents ($0.58) per mile.  All supervisors approving
trips are responsible for employees traveling in the most economical way possible.
3. Mileage will be based on a mileage chart. If the destination is not on the chart, then the mileage from
Hamburg/Portland (whichever school you are employed) to the destination round trip will be reimbursed.
Airfare, bus or other means of transportation must be approved.
4. Meals for a full day should not exceed $50.00. If the daily allowance of $50 is exceeded, then $50.00 is all
that will be reimbursed for the day.  Only meals will be reimbursed.  Snack items or receipts with only
dessert(s) are not reimbursable.  Meals are considered as, a breakfast, a lunch and a dinner.   Alcoholic drinks,
gratuities, and room service charges or meal delivery are non-reimbursable expenses.  Meals will not be
reimbursed to the individual whenever meals are provided at the conference or training.
5. Room allowance - The district will pay the hotel rate negotiated for the conference by the association when
the attendee stays in a hotel. Personal phone calls, movie rentals, etc. are not allowable expenses.
6. Before reimbursement can be made an itemized receipts that display vendor and items purchased (meals,
parking fees, hotels, etc.) must be attached to the staff travel reimbursement form along with a handout or
agenda from the meeting you attended.  All reimbursements must be signed by an immediate supervisor and
by the Finance Director or Superintendent.  Credit/Debit card receipts that are not itemized will not be
accepted and will not be paid.
7.  There will be non reimbursement of meals paid to staff members unless it is an overnight trip.  Athletic
Director can be reimbursed for meals when supervising an athletic event.
8.  All reimbursement requests for travel or any other type of reimbursement  must be turned in within 30
days
9.  Reimbursement checks must be cashed within 60 days of issuance or they will become void.

Field Trip Transportation Charges
When scheduling a field trip with transportation, you are responsible for finding a driver and paying for the
driver. After the trip, the driver’s name and the amount of time should be given Central Office for invoicing.

All out-of-state field trips must be approved by your supervisor and superintendent.

Fixed Asset Coding
Equipment $1000 or more: USE CODE 67*** – An independent piece of equipment
● If it becomes part of something else to work or make the equipment work, IT IS NOT AN ASSET.
● If it costs the same or more to repair than replace, IT IS NOT AN ASSET. Do Not use 67***.
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Other Equipment of less than $1000:
USE CODE 66100 (Supplies)
● If it’s an item that is consumable or replaceable, it is a SUPPLY.
● Example: Headphones, parts for musical instruments, reeds, bows, cases –NOT equipment.
● Supplies such as DVD players, CD players, VCRs, TVs, cassette players, digital cameras, camcorders,

iPods, and e-Readers should be inventoried at your building.  A list needs to be kept at the building and
one sent to central office for record keeping.

‘Fixed Assets to Inventory’ Process
The process for recording Fixed Assets is done at the Administration Office.  The Fixed Asset is ordered,
purchased and then received. The invoice is sent, along with a copy of the PO, into Accounts Payable for
payment.   The inventory clerk verifies the Fixed Asset and updates the system. Inventory numbers are
assigned;  tags are issued and tagged.

Fixed Asset for Inventory Purposes
ASSET: Fixed Assets are items of equipment, instruments, machines, apparatus and/or set of articles, that
costs over $2500.00 and which meet all of the following criteria:

● It retains its original shape, appearance and/or character with use.
● It does not lose its identity through

fabrication or incorporation into a different or more complex unit or substance. (Example: Built in items
that become part of the building itself, repair parts for vehicles or computers etc., computer memory
chip or supply items.)

● It is non-expendable; that is, if the item is damaged or some of its parts are lost or worn out, it is more
feasible to repair the item than to replace it with an entirely new unit.

●Under normal conditions of use, including reasonable care and maintenance, it can be expected to serve
its principal purpose for more than two years.

●The account code is #673_ _.

Keeping the Fixed Asset System Updated
To update Fixed Asset items in the system: for technology assets put in a technology request; all others submit
a Delete/Add Form with all changes to inventory items at your location should be sent to the Administration
Office.
This would include:
● Inventory items being moved from one location to another
● New inventory/equipment
● Fixed Assets disposed of (sold, discarded or destroyed)
● Forms are available on the district website

If you have any questions or concerns, please contact the inventory clerk at the Administration Office.
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Physical Inventory of Buildings
Fixed Assets accountability is mandatory, so a physical inventory of all items must be conducted at least once
a year.

Principals are accountable for all Fixed Assets in their buildings. Department head and supervisors are
responsible for the Fixed Assets under their supervision.

Inventory/Fixed Assets are the responsibility of principals, directors (department heads) and/or
administrators.
Guidelines:
●Principals, directors and/or department heads will assign someone to take physical inventory.
● Inventory will be scheduled for your location towards the end of the school year.  An inventory printout of

your building will be sent to the designated inventory person at each building/location.  The inventory
should be checked and returned to the Administration Office with the printout and necessary changes.

Purchasing Guidelines
1. All purchases must be pre-approved. This is done through Purchase Orders.
2. All purchases must be coded with the proper budget code. Budget supervisors must insure that approved

budget balances exist prior to the expenditure.
3. Purchases over $23,100(as of July 1, 2022) should have three competitive bids and the method of bidding

must be coordinated with the business manager. Items shall not be divided up to stay below the above
amounts.  Items exempt from bidding are listed in AR 621-304.

4. Activity, Athletic Funds, and all grants are subject to these same procedures.
5. Once you receive your Purchase Order:

●The purchase order is to accompany the invoice and should be sent to Accounts Payable. It should be
marked PARTIAL or FINAL PAYMENT, the amount to be paid, and signed by the person verifying that
the goods or services have been received.

6. All items purchased by the school system are subject to sales tax.
7. Persons making unauthorized purchases may have to return the items or be held personally accountable.
8. Purchase Orders may not cross fiscal years. Fiscal year is July 1 – June 30.
9. If using a new vendor, a W-9 must be sent to the Administration office to be entered.
10. All construction purchases shall be made in accordance with Arkansas State Law.
11. Classroom supply orders and purchases with purchase orders must be submitted by April 1 of the current

school year. They must be pre-approved by the Finance Director after this date.

Requisitions
Purchasing procedures are designed to allow budget managers better control of their expenditures while
improving the accuracy and efficiency of the Purchase Order entry. Approval will be through electronic
means.

To generate a Purchase Order, the following steps will be followed:
1. Enter detailed description of requisition items.
2. Accounting personnel will convert the requisition to Purchase Orders once a day.
3. Purchase Orders are printed and returned to the building that generated them.
4. Any Purchase Orders generated over $23,100 must follow AR Bidding Laws.
5. Any purchase made before a Purchase Order is generated as an unauthorized purchase. Employees may

be responsible for paying unauthorized purchases.
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Running Purchase Orders
In some specific cases, it is best to use a running Purchase Order. These are used for recurring expenditures.
Some examples of items purchased on running Purchase Orders are: maintenance supplies, Walmart, Jade,
Dollar General, food, etc. A running Purchase Order is the same as a regular PO except that it is written for a
set period of time and a “not to exceed” amount.

Each time an invoice is sent to Accounts Payable, it needs to be marked “Partial Payment” until all money is
depleted. Remember to subtract the expenditure from this running PO total, so that when the balance of the
PO is almost depleted, you would need to mark it as “Final Payment”. Once you deplete that running PO, you
would process a new one.

Technology Purchasing
Before purchasing technology equipment – software, hardware, accessories – consult with the  Technology
Coordinator before entering a Purchase Order or placing an order because of licensing issues, compatibility
issues, and items that may be on bid.

How To Submit A Work Order
1. Open your Internet Browser (Internet Explorer, Netscape, etc…) and type in
www.myschoolbuilding.com in the address bar and press ENTER or click on GO.
2. If it the first time your computer has been to the website, enter the Organization Account number
142474977 and click Submit Organization as prompted.
3.  Find a blank area on the next page, click your right mouse button and select Create Shortcut.  This will
add an icon on your desktop that you double click on next time you want to sign in.  Enter your email and
click Submit.  If prompted to enter your first and last name, do so.
4. Click on the drop down arrow, highlight a Location that you want the work to be done at and click the
mouse. (Be sure to type in your area/room #.)
5. Select the icon that best describes your problem and click on it.
6. Type in your description of the problem.
7. Type in the submittal password: lions
8. On the screen you will see up to date information on your request including the status, work order number
and action taken notes.  You can click on the number next to the status description to see all request marked
with the status.  You can search for any work order request by typing in a key word in the Search box and
clicking on Go.  This will pull up any of your requests with that word in it.  (ex:  keys would pull up any
request dealing with keys).

Regulations for Submitting Leave Forms:

1.   Employee ID #’s must be on the forms for the employee.  Make sure that either sick , personal, school
business, etc. is marked.

2.   All forms are to have a reason for the leave listed and be signed by the employee.  If the employee is still
on leave when the forms are due in the central office, send the forms in without the signature.  You need to
keep a copy of all forms and when the teacher comes back to work, have them sign the copy and send to the
central office with “Duplicate signed copy” printed on it. Do not send duplicate copies unless you indicate it
is a duplicate.

3.  Principals/Supervisors must approve all leave - sign and date.
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4.   The cutoff date for leave forms is the 10th of each month (or the nearest working day).  Forms should be
turned in to the Administration Office weekly and no later than the 10 th of the month.

Family and Medical Leave Act Job Protection
1. If an employee is to be out for any of the following reasons, they may be eligible for FMLA:

a. Any inpatient care (including surgeries and other hospitalizations)
b. Any absence of more than three days that involves continuing treatment by a physician (e.g. flu,

strep throat, etc.)
c. Any absence due to pregnancy or prenatal care (including the maternity leave itself)
d. Any absence due to a chronic serious health condition (asthma, diabetes, epilepsy, etc.)
e. Any absence that is permanent or long-term due to a condition for which treatment may not be

effective (Alzheimer’s, stroke, terminal diseases, etc.)
f. Any absences to receive multiple treatments and recovery that would likely result in incapacity of

more than three consecutive days if left untreated (chemotherapy, physical therapy, dialysis, etc.)
2. Contact at Administration Office to request FMLA.

Long –Term Substitute Guidelines
1. It is the responsibility of the principal to recommend a long-term substitute and is then sent to the

Superintendent approval.
2. For long-term sub pay, the substitute must have a four year degree and teach a minimum of 20

consecutive days in the same position.

Overtime
1. All overtime must be approved and paid at time and a half.
2. Most classified employees’ jobs are structured so that overtime should not be an issue.

●Secretaries’ workdays are 7 1/2 hours.
●Custodians are based on an 8 hour day and need to be paid overtime if they work over.
● If you have an employee who you’re not sure what they should be working, call the Administration

Office and ask.
3. A full-time non-exempt classified employee may receive one (1) paid thirty (30) minute,

uninterrupted, duty-free lunch period or two (2) paid fifteen (15) minute breaks.
4. Certified staff is exempt from overtime laws.
5. Classified staff should not be club sponsors if it will put them over 40 hours a week because the

stipend will not equate to time and a half.

***Principals and supervisors are responsible for making sure staff is not working overtime.

Whistle-Blower Act
The Arkansas Whistle-Blower Act prohibits a public employer from taking adverse action against a public
employee who communicates in good faith to an appropriate authority the existence of waste of public funds,
property, or manpower or a violation of law; participates, or gives information, in an investigation, hearing,
court proceeding, legislative inquiry, or administrative review; or objects to carrying out a directive the public
employee reasonably believes violates the law.
A whistle-blower is a person who witnesses or has evidence of waste or a violation of law while employed by
a public employer and who communicates in good faith about the waste or violation to a supervisor, an agent
of the public employer, or an appropriate authority.
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**If a public employer takes adverse action against a public employee, that employee may bring civil suit
against the public employer to recover actual damages and injunctive relief. There are time limitations and
other requirements applicable to this right of action. A public employee reporting waste or violations may be
eligible for a financial reward.

Workman’s Comp (Workplace Injury Reporting Procedures)

1.      Report all incidents and injuries to your immediate supervisor or other designated person immediately
and complete Form AR-N.

2.      To report your injury to ASBA, call the Injury Hotline @ 1-855-769-7900 or online at
www.arsba.org/home/wcform1/

3.      If the injury requires emergency treatment, contact 911, then notify ASBA after treatment has been
administered.  As soon as possible, submit a completed Form AR-N to the Administration Office.
4.      If employees are injured after hours and/or without a Supervisor being present, they should use the
following guidelines:

A.     Notify a Supervisor, even if it isn’t your immediate supervisor.
B.     If the injury warrants, seek medical attention at the nearest E.R.
C.     Notify or make sure someone else notifies the H.R. Dept. that you have had an injury which required
medical attention.
D.     As soon as practical, complete the Form AR-N and keep a two-sided signed copy.
These reporting procedures are necessary to ensure quick medical attention, provide prompt payment of
related medical bills and prescriptions, and to avoid any delay in providing the injured party the workers’
compensation benefits they are entitled to.   Any medical treatment or services furnished or prescribed by any
physician/clinic/hospital other than the Hamburg School District’s designated clinics, with the exception of
emergency medical services, shall be at the employee’s expense.

Designated Workplace Injury Facilities

Hamburg Health Clinic       Mainline Health Clinic             Ashley Co. Medical Ctr. E.R.
319 W. Parker                      233 N. Main                                1015 Unity Road
Hamburg, AR 71646            Portland, AR 71663                   Crossett, AR 71635
PH: 870-853-8271                PH: 870-737-2737                     PH: 870-364-4111
Fax: 870-853-8932               Fax: 870-737-4337                    Fax: 870-364-2799
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Hamburg School District
202 East Parker Street, Hamburg, AR  71646

www.hsdlions.org (870) 853-9851 FAX (870)853-2842
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