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Madeira City School District Policies and Administrative Guidelines can be found on the school website, www.madeiracityschools.org, 
click on the District Office, Board of Education, “Policies and Bylaws” drop down box. There is a keyword search option if you are 
looking for a specific subject; i.e. sick leave, tuition reimbursement, personal leave, family medical leave, etc.  
 
Each staff member receives an email notice from the District for online training through Public School Works concerning certain “required 
by law” areas of operation.  Also included in the online training is a sign-off that each staff member has reviewed a list of policies.  
 
Additionally, Madeira is provided each year with a list of policies and guidelines that we are required by federal or state laws to provide 
Annual Notice to Employees. The policies cover all facets of the districts operations. The Annual Notice to Employees is located on the 
District Intranet, in the Staff Forms section. This is the same section with LPDC and OTES forms and information. Click on the Policy and 
Administrative Guideline number and it should appear; you may have to select a download option.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                                         
 

 

 

Policies and Administrative Guidelines  

PURCHASING PROCEDURES CASH HANDLING PROCEDURES 

APPROVAL OF ADMINISTRATION IS REQUIRED PRIOR TO 
ANY MONETARY COLLECTION PROGRAMS 

Money (cash, checks, money orders) collected in each 
building must be Safeguarded and Secure. All cash/check 
collections must be given to the building Principal’s 
Administrative Assistant for safekeeping on a daily basis by 
an adult or staff in the building collecting money from 
parents/students. All supporting documents (lists, notices, 
announcements) are public information and must either 
accompany the deposit or be maintained according to the 
public records retention schedule.  

NEVER KEEP CASH/CHECKS IN YOUR CLASSROOM OR 
OFFICE OVERNIGHT 

Step 1 – Daily, all collections for field trips, fees, lost books, 
t-shirts, etc. should be recorded and totaled on a ”pay-in 
deposit record” by the recipient, placed in an envelope with 
accurate supporting information and indicate the account 
designation of the funds, give to Building Principal Adm. 
Assistant. Each deposit must include a supporting list of 
payers and a source document reference description. 
Step 2 – Daily, Building Principal Adm. Asst. keeps all money 
in building safe after reviewing for accurate totals and 
supporting documents. 
Step 3 – Daily, Building Principal Adm. Asst. places the 
deposit in locked bank bags. 
Step 4 – Daily, Designation mail/money currier picks up 
locked bank bags from elementary and middle school and 
brings to Treasurer. Empty bank bags returned via mail 
courier.  
Step 5 – Daily, the high school Principal’s Adm. Asst./AD 
Adm. Asst. brings deposits to Treasurer. 
Step 6 – Daily, the Treasurer office secures all deposits; and 
deposits checks, cash, money orders, and credit card 
transactions and receipts to the appropriate account.  
 

BUILDING CASH/CHECKS MUST BE SECURED NIGHTLY IN 
BUILDING SAFE 

 

 

The following procedures must be followed for ANY 
PURCHASE or OBLIGATION of District monies: 
 
Step 1 – Prepare Purchase Requisition, completing 
ALL fields on the form; vendor 
name/address/phone/fax, delivery location, 
quantity, price, item description name and number, 
amount/item, total amount, shipping, total order 
amount. 

 Description must be specific 
 Special handling remarks included 
 Include account number  
 Sign and date as Initiator 

Step 2 – Submit requisition to Principal, Department 
Supervisor, or budget authority following the 
procedures established by your building office. 
Step 3 – Budget authority reviews, 
approves/disapproves the purchase. Approved 
requisitions are given to the Building or Department 
Administrative Assistant for data entry. Disapproved 
requisitions are returned to the Initiator. 
Step 4 – After data entry, Treasurer dept. creates 
Purchase Order. The Purchase Order has been 
approved by the Treasurer and the Superintendent.  
Step 5 – Purchase Order will be returned to the 
initiator for ordering.  
 

DO NOT ORDER WITHOUT A PURCHASE ORDER#. 
 

THE PURCHASE ORDER IS THE ONLY DOCUMENT 
AUTHORIZING THE PURCHASE OF GOODS OR 

SERVICES. 
 

DO NOT PURCHASE OR SPEND ANY MONEY 
WITHOUT A PURCHASE ORDER. 
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