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SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Fiscal Management System


POLICY:
Safe Climate Coalition practices sound financial practices following Generally Accepted Accounting Principles (GAAP).

PROCEDURE:

1. Fiscal Year:  Safe Climate Coalition’s fiscal year shall be October 1 to September 30, as outlined in the company bylaws.  

2. Accounting System:  Safe Climate Coalition utilizes a double-entry accounting system that includes cash receipts, disbursement journals, QuickBooks and a general ledger.  Safe Climate Coalition operates on a cash basis, maintains a chart of accounts and identifies each funding source as a separate class in the accounting system.   
3.  Project Assistant tracks expenses and balances in the checkbook. The contracted accountant tracks expenses and balances per funding source using QuickBooks.  The Executive Director tracks expenses and balances per funding source in a separate accounting system via paper folder.  Balances are checked quarterly by the accountant of all three systems.     Expenditures must be entered in a timely manner and a current balance calculated. 
4. Budget/Expenditure Reconciliation:  The accountant shall reconcile actual expenditures against the budget, by funding source, not less than monthly.  A budget/expenditure reconciliation report shall be provided to The Executive Team quarterly and all significant variances shall be investigated by The Executive Team and the Executive Director.  All asset and liability accounts are reconciled to subsidiary records at least annually.

5. Bank Reconciliations which are approved by the SCC Board of Directors:  Safe Climate Coalition’s bank account statements are reconciled monthly by a contracted accountant.  The contracted accountant  reconciles each bankaccount statement and signs the reconciliation report.  Bank statements are opened by the project assistant.
6. Annual Financial Audit:  The Safe Climate Coalition Board of Directors shall commission an annual financial audit by a qualified accounting firm when determined necessary by the Executive Team or Executive Director.  Safe Climate Coalition shall request bids for audit services not less than every five years, unless otherwise determined by The Executive Team.  If the Safe Climate Coalition annual budget exceeds $500,000 in federal funds in a fiscal year, Safe Climate Coalition will commission an audit in compliance with OMB circular A-133 (single audit.)  Reports on these audits be submitted to the Federal Audit Clearinghouse* (FAC) within the earlier of 30 days after receipt of nine months after the FY’s end.
7. * Grantee must submit audit reports and Standard Form SACs to the FAC electronically at http://harvester.census.gov/fac/collect/ddeindex.html.
8. Indirect Costs:  Safe Climate Coalition does not utilize an indirect cost rate and direct charges all grant/contract related expenditures.  All expenditures charged to a funding source are directly related to the activities included in each grant/contract and in accordance with each approved program budget. 

9. Cash Flow:  Safe Climate Coalition will maintain adequate funds to ensure the ability to pay all accounts receivable in a timely manner.  All invoices will be paid within 30 days of receiving an invoice of work/service completed.   Should there ever be an unallowable expenditure by the prime award agency, that agency will be repaid within 30 days of discovery or notification of the unallowable expenditure. 
10. Checks
: Blank checks are stored in a file cabinet in a locked office.  A person requesting a check cannot be the same person approving the expenditure. Additionally, a check signer cannot also be the payee. 
11. Reports
:  The following reports are submitted by the Executive Director to the Board’s Executive Team on a quarterly basis:  
12. Budget to YTD Actual Revenues and Expenditures; 
13. Current Agency Balance Sheet; and 
14. Other reports as requested.
SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Regulatory Reporting and Payments

POLICY:
All regulatory reports and payments are processed in a timely manner.

PROCEDURE:

1. IRS Form 990 - (Return of Organization Exempt From Income Tax) is completed annually by an external accounting firm and submitted to the IRS within 180 days of fiscal year end.

2. Division of Corporations Annual Report is completed annually by an external accounting firm and submitted to the FL                                                                             

Department of State Division of Corporations (www.sunbiz.org) prior to May 1st. 

3. Solicitation of Contributions Annual Registration Form is completed annually by an external accounting firm and submitted to the FL Department of Agriculture and Consumer Services by September. 




 
SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Purchasing and Accounts Payable Procedures

POLICY:
Expenditures are made according to the Safe Climate Coalition purchasing policy and are paid in a timely manner, on or before due date.

PROCEDURE:

1. The Executive Director is responsible for all agency purchasing and accounts payable and shall receive prior approval from an authorized member of the Executive Team of the Board of Directors for all purchases in excess of $1,000.
2. All agency purchases shall comply with the current agency budget, be reasonable,  and shall be made through use of the debit 
card/credit card or check.  The Executive Director shall maintain control of all blank checks and the agency debit card/credit cards (should the Coalition ever have these cards).   The Executive Director shall be the only staff able to authorize the use of the agency debit/credit card and is the only name listed on the debit card/credit card.  All expenditures made with checks or the agency debit card/credit cards shall include a receipt that is kept in the agency expenditure files.

3. All checks written for an amount in excess of $1,000.00 shall require two authorized signatures.  All checks written 
4. to
 the Executive Director shall require two authorized signatures.  Checks are not permitted to be signed by the payee. 
5. All expenditures in excess of $1,000.00 made with the agency debit cards/credit card shall receive prior approval. Only business related expenditures shall be made with the agency debit card/credit card –no personal expenditures shall be made using the agenda debit/credit card.

6. All expenditures in excess of $5,000.00
, except for salaries, shall require three written bids and the Executive Director and an authorized member of the Executive Team of the Board of Directors shall approve the selected vendor.

7. Once checks are generated and have proper signatures, one copy of the check stub is attached to invoice, receipt or other original document verifying expenditure. Checks are filed according to the chart of accounts.   

8. Checks are processed according to due dates on invoices and/or monthly statements.

SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Property Inventory


POLICY:
Safe Climate Coalition maintains an inventory of property with a value of $500.00 or more.

PROCEDURE:

1. All inventory is maintained and updated with each purchase of non-consumable items with a value of over $500.00 using the Property Inventory Form A.  An annual inventory review is conducted by the Executive Director.

2. All computers shall be considered equipment if the sum of the value of the CPU and the monitor is over $500.00, even if purchased separately, and shall be documented using the Property Inventory Form A.

3. All property inventory purchased under a government funding source that shall remain the property of the funding agency shall be tagged and logged in the Property Inventory Form as owned by the Government.  

4. All property located at Safe Climate Coalition work location shall remain locked when not in use to safeguard against loss or theft and shall be adequately insured.

5. All records related to Coalition business will be maintained for 6 years in a fireproof, locked storage area. All electronic records pertaining to any grant funding source will be protected in the following manor.  Electronic files will be saved to a secure server with backup copies stored on CD/jump drive/ thumb drive.  Subcontractors will maintain full and complete electronic records for 6 years from the date of final payment or until all litigations, claims or audit involving the records have been resolved if such claims or audit is started before the expiration of the subcontract.  Electronic records will be destroyed and disposed of in a manner that ensures protection of any confidential information at the end of the 6year period. The Executive Director will have responsibility for the destruction of any electronic files after the appropriate time has elapsed. Any CD with project information will be shredded as a form of destruction at the end of the 6 year period of time. 
 

6. Public access is permitted to all documents, letters, papers or other material subject to the  provisions of Chapter 119 of 

         The Florida Statutes.  Provided, however, that such public access shall not apply to materials that relate to methods of   

         manufacture or production, potential or actual trade secrets, patentable or potentially patentable materials, business      
         transactions or proprietary information received, generated, ascertained, or discovered in conjunction with specific grant    

         funded projects, which materials shall be treated in accordance with the legal rights of those persons or entities having 
         the proprietary or other legal interest therein. 

         Additionally, authorized representatives of the Federal Awarding Agency, the Prime Award Agency, the Comptroller    

         General of the United States, or any of their duly authorized representatives, shall have access to any books, documents, 
         papers, and records of the subcontractor which are directly pertinent to the subcontract for the purpose of making audits, 
         examinations, excerpts and transcriptions.  
7. Discarding of Property: When property is either no longer needed and/or when property is no longer functional, a transfer form should be prepared describing the facts and sent to the Executive Director.

Note: If property was purchased with Federal, State or County funds, approval from these agencies may be required prior to disposition. In addition, all dispositions of capital equipment and all adjustments to the Fixed Asset Account

must be approved by the Executive Team or Board of Directors in advance.

Sale or Donation of Property: Sale or donation of property can only be made with the prior approval of the Executive Team or Board of Directors. In addition, all dispositions of capital equipment and all adjustments to the Fixed Asset Account must be approved by the Executive Team or Board of Directors in advance.
Safe Climate Coalition Property Inventory Form A 

	Item Description
	Serial Number
	Funding Source
	Date of Acquisition
	Purchase Price
	Location
	Owned By
	Condition

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	  
	 
	 
	 
	  
	

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	

	 
	
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	


SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Receipt of Payments and Donations

POLICY:
All monies received are recorded in a timely fashion and by Generally Accepted Accounting Principles.

PROCEDURE:

1. Payments:  All donations, grant and contract payments are immediately stamped for deposit into operating bank account, entered into accounting ledger and taken to bank for deposit.  

2. Cash Receipts:  Safe Climate Coalition’s Executive Director opens all mail
 and Project Assistant logs in all cash or checks received.  Checks/cash are deposited on the day of receipt and the log is reconciled with the bank deposits monthly by the contracted accountant.  

3. Electronic Funds Transfers:  When possible, Safe Climate Coalition shall request Electronic Funds Transfer for federal and state grants/contract payments.  When an electronic funds transfer is received by the Safe Climate Coalition bank account, the Executive Director will inform the Project Assistant and Accountant so they will enter the deposit in the accounting system. 

4. Check Copies:  All copies of checks and/or cash are filed with bank deposit receipt.


SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Donations and Contributions
POLICY:
When any person or organization makes a donation or contribution in cash, check or in kind to the Corporation, regardless of the program for which it is intended, the Executive Director is to be given the donation, or notified of in kind donations. Each donation received should be accompanied by the Donation Record. 
PROCEDURE:
1. Complete the donation record

A. Name of Donor: Since we will be acknowledging in writing all donations and find-raising contributions, please be sure to complete the donor name and address section with as much detail as possible. 

B. Received by: The individual receiving the goods or cash, must sign the receipt form, date and for non-cash item, use the donor’s estimate for the value (amount) of the items donated.

C. Usage: Unless the donor specifies a restriction of the donation usage, make “non- specified.” Otherwise, obtain the donor’s request and indicate the name of the benefiting program designated by the donor. 

D. Comments: Indicated in the “Comments” section the description of non-cash items as well as any other notation that would be helpful in evaluating the donation. 

2. Internal Process (Administration)

A. Within one week of receipt, the Executive Director is to write a thank you letter to the donor.

B. The Project Assistant is to maintain a donation log on a fiscal year basis listing the items of information contained on the receipt along with a copy of the receipt. 

C. As a back-up to assure that all donations are reported, the Accountant will review the posting to the contributions, donations, and fund-raising accounts each month to verify that these activities have been reported under this directive. 

D. Donations of capital equipment and small office equipment: furniture and equipment of at least $25.00 but less than $500.00 are classified as small office equipment. Furniture and equipment with a value new of $500 or more are classified as Capital Equipment. 

SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Grant/Contract Monitoring and Reporting



POLICY:
Safe Climate Coalition maintains individual files by funder and monitors monthly or quarterly as billing schedule requires.

PROCEDURE:

1. Grant/Contract Files:  Each grant/contract is maintained in a separate file, which includes the following:

a. Each grant is labeled by program, funder and grant period.

b. Original signed contract outlining grant restrictions, reimbursement and reporting requirements.

c. Any correspondence received

d. Any revisions to original grant contract.

e. Copy of reimbursement request.

f. Copy of required reports submitted.

g. Copy of payments received.

2. Requests for Reimbursements for Cost Reimbursement Grants/Contracts:  Safe Climate Coalition will request reimbursement for grant/contract related expenses as dictated by the funding agency.   If the funder does not dictate a reimbursement schedule, Safe Climate Coalition will request reimbursement monthly on the last day of each month.

a. For SAMHSA Grants:  Payment Management System drawdowns will be:

i. Limited to the minimum amounts needed to cover allowable project costs

ii. Timed in accordance with actual immediate cash requirements of carrying out the approved project; and 

iii. Not be made to cover future expenditures.

3. Invoicing for Fixed Price Grants/Contracts:  Safe Climate Coalition will invoice for payment of all fixed price grants/contracts according to the contract stipulations with the funder.

4. Payment Posted:  Payments are posted to the accounting system upon receipt.

 SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Personnel Procedures    FS 397.004(4); FS 397.004(4)(a); 
                                                                    Florida Administrative Code 65D30.004
POLICY:
The Executive Team of the Board of Directors shall hire and supervise the Executive Director.

PROCEDURE:

Hiring/Dismissal:  The Executive Team of the Board of Directors shall be responsible for the hiring of the Executive Director and shall ensure that their
 knowledge, skills and abilities are appropriate for the position requirements.   
Employment Contract:  The Executive Director will be bound by an employment contract that details:
term, rate of pay, duties, salary, hours of work, travel expenses, personal time off, change in status, termination, benefit status, and other terms and conditions of 

                                         employment. 









 


1.      Change in Employee Status: Any changes (hours worked, benefits received, salary increase or   position change) will be submitted in writing and a copy placed in the Executive Director’s permanent records.

2. Termination Letter: If the employee is terminated either voluntarily or involuntarily, a letter of termination will be submitted prior to issuance of a final paycheck.  The final check will be released only after all property of SAFE CLIMATE COALITION OF LAKE COUNTY, INC. has been returned.  This would include keys, credit cards or any other items.





















A. 

A. 
B. 
C. 
D. 





SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Consultants and Contractors  (Additionally, all employees are contractors with 





      employees differing only by working in the office on 






      a weekly basis.)
POLICY:
Safe Climate Coalition  shall utilize consultants/contractors for agency projects when deemed appropriate by the Executive Director or Board of Directors.

PROCEDURE:  

This procedure outlines SAFE CLIMATE COALITION OF LAKE COUNTY, INC. terms for contracted services and outsourcing.  

1. Use of Contractors/Consultants:  Safe Climate Coalition  will utilize contractors for the management and implementation of special grant or contract funded projects once in-house capabilities have been evaluated.  All procurement transactions are conducted in a manner to provide full and open competition to the maximum extent pratical.  To ensure objective contractor performance and eliminate unfair competitive advantage, contractors that develop or draft grant applications, or contract specifications, requirements, statements of work, invitations for bids and/or requests for proposals, shall be excluded from competing for such procurements.The Executive Director shall utilize referrals, professional networks and/or advertisements to identify appropriate contractors.

2. Contract for Services - All contractors will be bound by a performance-based contract that will address:   term for contracted services, scope and name of services, delivery schedule, modification to scope of work, independent contractor acknowledgment, resources available, ownership of work, travel reimbursement issues, invoicing and payment, terms and termination. 
Written job descriptions for all positions are required by each project and will be maintained and updated as required by the awarding agency. Additionally, a completed and signed job application is required for each position hired and will be maintained in that individual’s personnel file for 6 years, etc. per “Property Inventory Policy.”  References will be contacted to confirm applicant’s previous employment/experience, etc. and should be documented in the personnel record.  
If the contractor has contact with children in Lake County Schools, the contractor must follow LCSB volunteer policy for registration which includes fingerprinting. “The Lake County School District requires fingerprint screening according to State and Federal Guidelines. …….Volunteers and employees who need to be re-fingerprinted are exempt from fingerprinting fee.”  The contractor will complete the volunteer form for the school at which he/she will spend the majority of time. The Coalition will pay the initial fingerprinting fee. 
All Coalition employees (contractors) working on a regular weekly basis, must pass the LCSB back- ground check.











3. Contractor/Consultant File:  A file will be maintained for all consultants/contractors and shall include:

* Completed W-9 form

* Resume or curriculum vitae

* Job application: State of Florida Employment Application  & Reference form from LCSB
4. Compensation of Contractors:  The Executive Director shall determine the appropriate compensation for all contractors based on contract deliverables, time requirement estimates and current fair and reasonable compensation for comparable duties.
5. Prior to selecting a new consultant or contractor that is required, the GSA Excluded Parties List System at https://www.epls.gov and the HHS OIG List of Excluded Individuals/Entities at http://exclusions.oig.hhs.gov/ be checked to ensure the individual or entity is not prohibited from receiving Federal funds.
SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Payroll Procedures for Coalition Employees
POLICY:
All employees will be paid in accordance with state and federal wage and hour laws.

PROCEDURE:

1. Personnel:  All personnel files will contain:
2. 
· Resume or curriculum vitae

· Employment contract
· Completed W-9 form
3. Employment Contract:  All employees are contractors and will have an employment contract that details:  rate of pay, salary or number of work hours per week, benefit status, job title and program assignment.

4. Payroll Process:  The Executive Director will process payroll on a bi-monthly   basis.
SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Timekeeping/Job Costing

POLICY:
The timekeeping policy ensures that all payments for contractors and employees are directly related to funding source requirements. 

PROCEDURE:  
1) Employees - Employee’s salaries may be funded by more than one funding source.  The percentages of salary paid for by each funding source will be determined by an estimate of time necessary for the completion of all project activities, by funding source and verified by timesheets.  

2) Timesheets:  All Employees shall complete time sheets that allocate actual time worked on different projects to a specific funding source.  All timesheets will be signed and certified as accurate by the employee and the Executive Director.  
        Staff will track and record their hours on a daily basis using a calendar. Hours will be   

        transposed to the Coalition’s Time Sheet weekly.  Depending on what funding source   
        project the individual is working on, she may be required to complete a second time sheet 
        specific to that funding   source.   For example, FSU/SARG requires an additional Daily 
        Time Log in addition to the Coalition’s time sheet. 
3) Contractors/Consultants - All contractors are governed by performance-based contracts with specific deliverables that relate directly to the grant/contract activities of the funding agency. If an individual contractor is working on activities funded by more than one funder, additional contracts and deliverables will be established for each funding source.

SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Training and Travel

POLICY:
Safe Climate Coalition  employees and contractors shall comply with training and travel policies while conducting Safe Climate Coalition  business and shall receive proper prior approval.    F.S. 112.061 and 1004.22
PROCEDURE:

1. When traveling on Safe Climate Coalition business, mileage will be reimbursed at the current IRS rate per mile, unless a lesser amount is dictated by funding source, in which case the funder’s guidelines will apply.  Mileage reimbursement sheets will document employee name, date of travel, travel performed from point of origin to destination, purpose or reason, hours of departure and return, actual mileage with starting and ending odometer readings or map quest, and total reimbursement requested. 
All expenses including event registration, hotel, tolls and meals must first be approved by Coalition Executive Director or appropriate designee.  Travel between the office and schools will use the “School Board of Lake County Mileage Chart” to determine mileage traveled.  Mileage reimbursement should be submitted monthly and be approved by the Executive Director, or appropriate designee.  Travel should be turned in using the State of Florida Voucher For Reimbursement Of Traveling Expenses. (DCF Form #DFS-AA-15 using DCF operating procedures for travel CF0P-40-1). 
2. Training and Conference - fees shall be approved by the Executive Director or appropriate designee prior to expenditure.  All arrangements for travel costs (airfare, lodging, and rental cars) shall be the most cost effective option available to the traveler. Copy of meeting/training agenda 
should always be attached when submitting reimbursement request forms. 
3. Overnight Travel - will include per diem reimbursement  as dictated by funder’s guidelines. 
SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Drug Free Workplace Act Policy FS 397.004(4)
                             Tobacco Free Workplace   (Public Law 103-227, Part C-Environmental Tobacco 
                             Smoke)
POLICY:
Safe Climate Coalition prohibits the unlawful manufacture, distribution, dispensation, possession, sale, or use of illegal drugs and alcohol while on Safe Climate Coalition work location, or while on duty.  Any subcontractor of the Safe Climate Coalition is required to provide this same policy. 

Smoking will not be permitted in any portion of any indoor facility owned or leased or contracted by the Coalition or a subcontractor of. Safe Climate Coalition acknowledges that failure to comply with this law could result in the imposition of a civil monetary penalty of up to $1,000 per day and/or the imposition of an administrative compliance order on the responsible entity. 
PROCEDURE:

Illegal drugs for the purpose of this policy include (a) drugs that are not legally obtained and (b) drugs that are legally obtainable but have been obtained illegally.

1. Any employee or contractor engaging in the sale, purchase, transfer, possession, or use of illegal drugs while on Safe Climate Coalition  work location or on duty is subject to disciplinary action, up to and including termination.

2. Any employee or contractor engaging in the sale, purchase, transfer, possession, or use of illegal drugs which could jeopardize the safety of other employees or contractors, the public, or equipment while on Safe Climate Coalition  work location or on duty is subject to disciplinary action, up to and including termination.

3. Any employee or contractor arrested for the sale, purchase, transfer, possession, or use of illegal drugs off-the-job may be considered in violation of this policy is subject to disciplinary action, up to and including termination.

4. Employees and contractors must notify the Executive Director of SAFE CLIMATE COALITION OF LAKE COUNTY, INC. of any criminal drug statute conviction for a violation occurring in the work place or on duty within five (5) days of the conviction. 

SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Code of Conduct 
POLICY:
No employee, officer, or agent shall participate in the selection, award, or
administration of a purchase or contract if a real or apparent conflict of interest would

be involved. Such a conflict would arise when the employee, officer, or agent, any

member of his or her immediate family, his or her partner, or an organization which

employs or is about to employ any of the parties indicated herein, has a financial or

other interest in the product/firm selected for an award.

The officers, employees, and agents of the Corporation shall neither solicit nor accept

gratuities, favors, or anything of monetary value from contractors, or parties to sub-agreements except for where the financial interest is not substantial or the gift is an

unsolicited item of nominal value.

Members of the Corporation's board of directors shall comply with all relevant fiduciary

duties, including those governing conflicts of interest, when they vote upon matters in

which they have a direct or indirect financial or personal interest.

Officers, employees (aka contractors), directors, and agents of the Corporation shall be subject to disciplinary actions for violations of these standards.
SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Conflict of Interest
POLICY:
The purpose of the conflict of interest policy is to protect the Safe Climate Coalition of Lake County, Inc.’s  interest when it is contemplating entering into a transaction or arrangement that might benefit the private interest of an officer or director of SCC or might result in a possible excess benefit transaction. This policy is intended to supplement but not replace any applicable state and federal laws governing conflict of interest applicable to nonprofit and charitable organizations.
PROCEDURE:  This procedure outlines Safe Climate Coalition  employees’ conflict of interest responsibilities. Employees shall comply with this Conflict of Interest policy and procedure to avoid any conflict of interest situation, or the appearance of any conflict of interest.  

Although employees and/or contractors are not excluded from employment with another agency or organization, factors that may give rise to a conflict of interest include: The outside interest places one in a position of representing (or appearing to represent) the corporation; The outside interest involves services substantially similar to those offered by the corporation or is considering making available; The outside interest lessens the efficiency, alertness or productivity normally expected of employees in their jobs; The outside interest is with an individual or entity whose services are employed by the corporation.  All individuals working with another agency or organization are required to complete an “Other Employment Disclosure” Form.  
Interested Person: Any member of the SCC Board of Directors or Executive Team, who has a direct or indirect financial interest, as defined below, is an interested person.

Financial Interest: A person has a financial interest if the person has, directly or indirectly, through business, investment, or family:

A. An ownership or investment interest in any entity with which SCC has a transaction or   arrangement; 

B. A compensation arrangement with SCC or with any entity or individual with which SCC has a transaction or arrangement, or;

C. A potential ownership or investment interest in, or compensation arrangement with, any entity

or individual with which SCC is negotiating a transaction or arrangement.

Compensation includes direct and indirect remuneration as well as gifts or favors that are not insubstantial. A financial interest is not necessarily a conflict of interest. Under Procedures, 2, a person who has a financial interest may have a conflict of interest only if the appropriate governing board decides that a conflict of interest exists.

1. Duty to Disclose: In connection with any actual or possible conflict of interest, an interested person must disclose the existence of the financial interest and be given the opportunity to disclose all material facts to the directors and members of committees with governing board delegated powers considering the proposed transaction or arrangement.

2. Determining Whether a Conflict of Interest Exists: After disclosure of the financial interest and all material facts, and after any discussion with the interested person, he/she shall leave the governing board or committee meeting while the determination of a conflict of interest is discussed and voted upon. The remaining board or committee members shall decide if a conflict of interest exists.

3. Procedures for Addressing the Conflict of Interest

A. An interested person may make a presentation at the governing board or committee 

meeting, but after the presentation, he/she shall leave the meeting during the discussion 

of, and the vote on, the transaction or arrangement involving the possible conflict of interest.

B. The chairperson of the governing board shall, if appropriate, appoint a disinterested              person or committee to investigate alternatives to the proposed transaction or

arrangement.

C. After exercising due diligence, the governing board shall determine whether CCA can obtain with reasonable efforts a more advantageous transaction or arrangement from a person or entity that would not give rise to a conflict of interest.

D. If a more advantageous transaction or arrangement is not reasonably possible under

circumstances not producing a conflict of interest, the governing board shall determine by a majority vote of the disinterested directors whether the transaction or arrangement is in CCA’s best interest, for its own benefit, and whether it is fair and reasonable. In conformity with the above determination it shall make its decision as to whether to enter into the transaction or arrangement.

4. Violations of the Conflicts of Interest Policy

A. If the governing board or committee has reasonable cause to believe a member has failed to disclose actual or possible conflicts of interest, it shall inform the member of the basis for such belief and afford the member an opportunity to explain the alleged failure to disclose.

B. If, after hearing the member’s response and after making further investigation as warranted by the circumstances, the governing board or committee determines the member has failed to disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and corrective action.

5. Compensation

A. A voting member of the governing board who receives compensation, directly or indirectly, from CCA for services is precluded from voting on matters pertaining to that member’s compensation.

B. No voting member of the governing board whose jurisdiction includes compensation matters and who receives compensation, directly or indirectly, from CCA, either individually or collectively, is prohibited from providing information regarding compensation.

6. Annual Statements: Each member of the CCA Board of Directors shall annually sign a  statement which affirms such person:

A. Has received a copy of the conflicts of interest policy,

B. Has read and understands the policy,

C. Has agreed to comply with the policy, and

D. Understands SCC is a charity and in order to maintain its federal tax exemption it must engage primarily in activities which accomplish one or more of its tax-exempt purposes.

All Board of Directors members and all  Executive Team  members shall comply with this policy.    All contractors, consultants and employees shall sign a Conflict of Interest form yearly. 
Considering the period from October 1, 2011   to   September 30, 2012:
_______________________


                           _____________________

             (Signature)                                                                                                         (Date)        

SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Confidentiality 
POLICY:
The Executive Steering Board, Committee, Board of Directors, employees, contractors and Consultants understand that “confidential information” is information that derives   independent economic value, actual or potential, from not being generally known to, and not being readily ascertainable by proper means by, other persons who can obtain economic value from its disclosure or use and is the subject of efforts that are reasonable under the circumstances to maintain its secrecy.   The Executive Steering Board, Committee, Board of Directors, employees, contractors and consultants acknowledge that during the engagement they may have access to and become acquainted with various trade secrets, inventions, innovations, processes,  information, records and specifications owned or licensed by the Safe Climate Coalition of Lake County, Inc. and/or used by the one of their members in connection with the operation of its business including, without limitation, business and product processes, methods, accounts and procedures. Each individual agrees to not disclose any of the aforesaid, directly or indirectly, or use any of them in any manner, either during the term of this Agreement or at any time thereafter, except as required in the course of this engagement with the SCC. All files, records, documents, blueprints, specifications, information, letters, notes, media lists, original artwork/creative, notebooks, and similar items relating to the business of the SCC, whether prepared by the SCC or otherwise coming into the SCC’s possession, shall remain the exclusive property of the SCC.  The Executive Steering Board, Committee, Board of Directors, employees, contractors and consultants shall not retain any copies of the foregoing without the SCC’s prior written permission. Upon expiration of any Agreement, or whenever requested by the SCC, the Executive Steering Board, Committee, Board of Directors, employees, contractors and consultants shall immediately deliver to the SCC all such files, records, documents, specifications, information, and other items in  their possession or under their control. The Executive Steering Board, Committee, Board of Directors, employees, contractors and consultants further agrees to preserve the confidential nature of their relationship to the SCC and of the services performed under this Agreement.

All Board of Directors members and all Executive Steering Board, Committee members shall comply with this policy.    All contractors, consultants and employees shall sign a Conflict of Interest form yearly. 
Considering the period from October 1, 2012   to   September 30, 2013:
_______________________


                           _____________________

             (Signature)                                                                                                         (Date)        
SAFE CLIMATE COALITION OF LAKE COUNTY, INC.

POLICY & PROCEDURE

SUBJECT:
Sponsorship Procedure 
POLICY:
As required by Florida Statute 286.25 if the subcontractor is a non-governmental 
                             organization which sponsors a program financed wholly or in part by state funds, 

                             including any funds obtained though the SARG subcontract, it shall publicize, advertise 
                             or describe the sponsorship of the program, stating: Sponsored by (Safe Climate 

                             Coalition) and the State of Florida, Department of Children and Families.” If the  

                             Sponsorship reference is in written material, the words “State or Florida, Department of 
                             Children and Families” shall appear in the same size letters or type as the name of the 
                             organization.
�Cash box?


�Include blank forms


�For clarity, separate debit card procedures from check procedures.  Can still be on same page though.


�“to” or “by”


�$2,000 seems small and cumbersome.


�Secretary?


�This isn’t really what’s discussed below.  Here’s no mention of reports or monitoring just admin and invoicing.


�Vague.  


�Policy doesn’t match procedures.


�Indefinite antecedant


�This needs to be more specific to actions taken for executive director per the policy statement.


�Or bi-weekly?


�Bi-weekly?


�If you use the government rate for mileage, you should use the government rate for reimbursement (unless lesser amount…).  Government per diem rates are available at � HYPERLINK "http://tinyurl.com/4utqs" ��http://tinyurl.com/4utqs� 







