
CIS of Nevada: Policies & Procedures, April 2023  1 

com 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

POLICIES AND PROCEDURES 
MANUAL 
April 2023 

 
 

Approved by the Board of Directors: April 
25, 2023 



CIS of Nevada: Policies & Procedures, April 2023 2  

Section 1: Human Resources 5 

Hiring Procedures 6 

Compensation Policy 11 

Length of Service Recognition Program 14 

Annual Performance Review Procedure 15 

Disciplinary Procedure 16 

Employee and Volunteer Interaction with Students 20 

Safety Procedures- Home Visits, Transporting Students 23 

Procedures for on-the-job injuries 25 

Youth Protection/ Child Abuse Reporting Policy 27 

Harassment Policy 30 

Workplace Incidents 33 

Alcohol and Drug Policy 35 

Nevada Domestic Violence Leave 37 

Employee Campaign Contributions 40 

Section 1 Addendum: Sample HR Documents 42 

Sample Requisition Form 43 

Sample Interview Questions 44 

Reference Check Form 45 

Sample Job Description 49 

Sample Site Coordinator Offer Letter 52 

Sample Acknowledgement of Employee Handbook 53 

Section 2: Finance 54 

Accounting Policies and Procedures 55 

Accounting Department Overview 57 

Business Conduct 60 

Fraud Policy 62 



CIS of Nevada: Policies & Procedures, April 2023 3  

General Ledger and Chart of Accounts 65 

Policies for Revenues & Cash Management 68 

Finance & Resource Development Processing 77 

Procedure for Money Handling at Events 85 

Billing & Invoicing Policies 87 

Purchasing Policies and Procedures 89 

Corporate Credit Card 94 

Expense Allocation & Accounts Payable 97 

Employee Expense Reimbursements 101 

Cash Disbursements & Check Writing Policies 106 

Asset Related Policies 108 

Liabilities Related Policies 115 

Financial and Tax Reporting Policies 117 

Financial Management Policies 123 

Grant & Award Fiscal Management 128 

Section 3: Grants 140 

Grant Procedures 141 

Section 4: Data Monitoring 143 

Statewide Data Monitoring Procedures 144 

Data Retention Policy 148 

Section 5: Resource Development 152 

Donor Acquisition Policy 153 

Donor Stewardship Guidelines 154 

Donor Management 158 

Section 6: Operations 161 

Employee Purchasing Procedure 162 

Computer & Technology Asset Purchasing Policy 163 



CIS of Nevada: Policies & Procedures, April 2023 4  

Cyber & IT Security Policy 166 

Driving & Auto Policy 172 

Hybrid Work Policy and Procedure 173 

Remote Work Policy and Procedure 

￼175 

Disaster Relief Policy 179 

Apparel Policy 180 

Confidentiality Policy 

Section 7: Marketing 181 

Marketing Privacy Policy 182 

Communicating Personnel Changes 184 

Social Media 185 

Section 8: Confidentiality 190 

Employee Policy and Procedures Acknowledgement Form 193 



CIS of Nevada: Policies & Procedures, April 2023 5  

 
 
 
 
 
 

Section 1: Human Resources 
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Hiring Procedures 

Objective 
Communities In Schools of Nevada believes that hiring qualified individuals to fill positions at 
the company contributes to the overall strategic success of Communities In Schools of Nevada. 
Each employee, while employed, is hired to make significant contributions to Communities In 
Schools of Nevada. In hiring the most qualified candidates for positions, the following hiring 
process should be followed. 

 
Hiring Process and Procedures 
Personnel requisitions (Attachment) must be completed to fill Communities In Schools of 
Nevada positions. Requisitions must be initiated by affiliate and approved positions will be 
posted by Human Resources. 

 
Personnel requisitions should indicate the following: 

• Position title. 
• Position's hours/shifts. 
• Exempt or nonexempt status of the position. 
• Reason for the opening. 
• A current job description must be attached. 
• Any special recruitment advertising instructions. 

 
Job Postings 
All regular exempt and nonexempt job openings are posted on Communities In Schools of 
Nevada website, job boards and/or internal bulletin boards for employees to review. Jobs will 
remain posted until the position is filled and or necessary. 

 
Internal TransfersJob Openings/Transfer 
It is the commitment of Communities In Schools of Nevada to encourage and promote the 
personal development, professional growth and career advancement within our staff. In order to 
be eligible to apply for internal job openings, the following criteria must be met: 

 
• You must have completed a minimum of six months or more as required of service in 

your current position. 
• Your minimum overall performance rating must “meet expectations”. 
• Staff must not have any written performance coaching's on file for six (6) months prior to 

the request or application for a transfer. 
• You must possess the minimum qualifications required for the position. (This 

requirement may be waived with the consent of the employee's Director, Director of 
Human Resources and CEO.) 

• Director of Human Resources, Affiliate Director and Finance will approve all transfers. 
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All applicants for a posted vacancy will be considered on the basis of their qualifications and 
ability to perform the job successfully. Internal candidates who are not selected will be notified 
by the HR department and/or Affiliate/State hiring manager/director. 

 
Recruitment Advertising 
If appropriate, the organization will advertise the position to potential internal candidates first via 
email. Positions are advertised externally based on need and budget requirements. The HR 
department is responsible for placing all recruitment advertising. 

 
Interview Process 
Identify appropriate staff/stakeholders to participate in initial and second interviews. The HR 
department and the hiring manager will screen applications and resumes prior to scheduling 
interviews. Identify appropriate staff/stakeholders to participate in initial and second interviews. 

 
Team interviews may be conducted as needed for some positions. If a team interview is 
conducted, a structured interview process is recommended. Interview questions should be 
compiled by the interviewing team and reviewed by the Director of Human Resources prior to 
the interview. After the team completes the interview process, the results of the interview should 
be forwarded to the Human Resources Director and/ or hiring manager/director for review. 

 
Affiliates will ask and fill HR onboarding calendar for start date or any restrictions a candidate 
might have to their work schedule prior to being hired. Supervisors/hiring manager must notify 
the HR department of all interviews conducted. All applications, resumes, interview notes and 
any other documents of applicants not selected must be forwarded to the HR department for 
retention. The HR department will notify applicants who are not selected for positions at 
Communities In Schools of Nevada. A member of the HR department shall sit in one round of 
interviews for all positions being hired. 

 
Reference Checks, Criminal Background Checks, Drug and Alcohol testing 
After a decision has been made to hire the candidate, an offer will be made to that individual 
contingent on satisfactory completion of reference checks (attachment B), criminal/sexual 
offense background checks, and drug testing. 

 
The HR department will check references, sexual offense inquiry forms for all candidates and 
contact final candidates to complete a pre-employment drug screen. 
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Background Check Screening Procedure 
 

Who 
All job applicants and volunteers to include staff, contractors, AmeriCorps/VISTA members and 
interns who work on behalf of CIS with students and/or any confidential or sensitive data will 
receive a background check. In addition, all CIS staff regardless of position will be background 
checked upon hire and every three years thereafter per regulations from CIS National and the 
accreditation standards. CIS of Nevada will ensure that all background checks are conducted in 
compliance with all applicable federal and state statutes. Unlike reference checks, information 
that can be collected for background checks from previous employers and other sources will not 
be limited to that which is job-related and pertains to the quality and quantity of work performed 
by the applicant and to the applicant’s attendance record, education and other lawful, work- 
related inquiries. The human resource department will be primarily responsible for the 
background check process. 

 
What 

A fingerprint-based criminal record background check is conducted on all staff and volunteers who will be working 
with students either in a school setting or off campus. The date of fingerprinting and cleared background check to 
the date a staff member or volunteer will begin working with students shall not exceed 60 days. Fingerprinting is 
conducted no more than six months prior to the employees’ or volunteers’ start date. Additionally, staff and 
volunteers who will be working with confidential and/or sensitive data will also have a criminal record background 
check conducted. CIS of Nevada will use a third-party agency to conduct the background checks to verify the 
accuracy of the information provided by the applicant during the selection process and results will be sent to the 
FBI. Information collected by the agency generally includes state and national criminal history, sex offender status, 
driving record and may also include past employment, education, and credit report for certain positions. This 
agency will conduct the background check off-site.  The agency also maintains the right to submit 
additional inquiries to other law enforcement or security agencies to include police 
departments and the FBI if needed. 

 
 

Where 
CIS of Nevada assures applicants that all information obtained from the background check 
process will only be used as part of the employment process and will be kept strictly 
confidential. CIS of Nevada human resources will maintain a log that will include the position 
title, individual’s name and the date of the background check. All background check reports and 
associated documentation are housed in a locked cabinet in the office of the human resources 
department State Office and are stored separately from the official employee personnel files. 
Only appropriate human resource personnel at CIS of Nevada will have access to this 
information. 

 
When 
Background checks are completed as part of the hiring process and subsequently every three 
years. 

Formatted: Normal, Indent: Left:  0", Right:  0"
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Why 
Communities In Schools of Nevada believes that hiring qualified individuals contributes to our 
overall strategic success. Background checks serve as an important part of the selection process. 
The information we collect helps us promote a safe work environment for our current and future 
employees. Background checks also help obtain information necessary to determine an 
applicant’s overall employability and to help ensure the protection of the youth, physical 
property, proprietary information, and other assets that CIS of Nevada employees and volunteers 
encounter during the course of their workday. CIS of Nevada complies with all applicable 
federal, state, and local laws, including fair employment practices and equal employment 
opportunity, when conducting background checks. 

 
Disqualification 
The following offenses will immediately disqualify applicants from employment/volunteer 
opportunities/internships. These offenses are in alignment with the NV Department of Education 
Moral Turpitude Matrix for NRS 391.033: 

 
• Aiding a person in the commission of a felony or gross misdemeanor 
• Animal cruelty 
• Arson 
• Assault with a deadly weapon 
• Battery, including domestic violence – misdemeanor (second or subsequent offense) 
• Bribery 
• Burglary 
• Coercion 
• Child abuse, neglect, or endangerment 
• Elder abuse, neglect, or endangerment 
• Extortion 
• False imprisonment 
• Human trafficking 
• Identity theft 
• Involuntary servitude 
• Kidnapping 
• Manslaughter 
• Manufacturing, distributing, or cultivating a controlled substance 
• Mayhem 
• Murder 
• Offenses committed under color of authority 
• Receipt of stolen property 
• Rescuing a prisoner from lawful custody 
• Robbery 
• Sexual offenses 
• Terrorism 
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• Unlawful possession or use of a firearm, explosive, or other weapon 
 
Policy for Individuals Whose Background Check is Not Yet Complete 
In the event that an individual has a background check that is not yet complete, that individual 
will not be eligible to begin employment with CIS of Nevada until the background check comes 
back clear. 

 
Job Offers 
Within the established salary range, Human Resources will work with management to identify 
the specific dollar amount to be offered to the candidate. If the HR department receives 
satisfactory results from the reference checks, criminal/sexual offense background check, and the 
drug and alcohol screen, it will notify the candidate to confirm the job offer verbally. An 
electronic letter of employment confirming date of hire, salary, title, available benefits (if any) 
will be sent to the candidate. 

 
Initial Start Date and Orientation 
On an employee's start date, the employee will complete required new hire paperwork and an 
orientation with the HR department. The new employee's manager or supervisor is responsible 
for providing a department orientation for the new employee. The employee's supervisor will 
complete an Affiliate New-Hire Checklist (if applicable) with new employees, review of the job 
description, and appropriate affiliate policies and procedures. 
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Compensation Policy 

Overview 
Human Resources selects and participates in national and local wage salary surveys through a 
third-party contractor on an annual basis to benchmark CIS roles against peer companies. This 
data is used to develop and refresh salary ranges for active positions for purposes of recruitment, 
promotions and annual salary increases. 

 
Eligibility 
All regular full-time and regular part-time employees who have satisfactorily completed the 90- 
day introductory period and are hired as of December 1st are eligible for the annual salary 
increase if approved by the CEO and Executive Committee. Individuals on a leave of absence or 
staff hired during the performance plan year may receive a prorated portion of the bonus, at the 
sole discretion of the business. 

 
Salary Administration 
Our general philosophy is to ensure we provide our employees a market competitive 
compensation and benefit package to the area and industry in which they work. 

 
Subject to Board approval, employees may be eligible for an annual salary increase, with the 
amount of increase determined by factors including cost of living, company and individual 
employee performance and budgetary controls. Any salary increase requires the approval of the 
immediate Manager, Finance and Human Resources. 

Annual Bonus Planning – Discretionary Bonus 

Purpose 
At times, the business may pay a discretionary bonus to employees for the purpose of 
recognizing outstanding business performance. The purpose of the Discretionary Bonus Pool is 
to share the success achieved by the Company with its employees who demonstrate exemplary 
performance. If approved by the CEO and Executive Committee, they shall have discretion to 
make awards. The Discretionary Bonus may be in addition to current compensation and an 
employee’s participation in any other benefits offered by Communities In Schools of Nevada. 

 
Eligibility 
All regular full-time and regular part-time employees who have satisfactorily completed the 90- 
day introductory period are eligible to receive a discretionary bonus if approved by the CEO and 
Executive Committee. 
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Individuals on a leave of absence may receive a prorated portion of the bonus, at the sole 
discretion of the business. Employees who terminate their employment before the end of the 
bonus period are not eligible for any portion of the incentive for that bonus plan year. 
Employees who are, or could be, terminated for not meeting performance standards or violating 
business policy are not eligible for any portion of the bonus. This includes, but is not as limited 
to, employees who are, or could be, terminated for poor performance, disclosure of confidential 
information, violation of business policy, or off-duty misconduct that affects the operation of the 
business, 

 
To be eligible for the discretionary bonus payment, an employee: 

• Must have been employed as of December 1st of the bonus plan year. 
• Must have a satisfactory year-end performance rating. 
• Must be employed as of June 30th of the bonus plan year. 

 
Procedures 
The amount of the bonus pool is based on the annual budget. Each eligible employee’s bonus is 
computed as a percentage of wages or base salary received as of year-end. Bonus payments will 
be made no later than July 31 of the following bonus plan year. The payment will be taxed at the 
flat Internal Revenue Service (IRS) rate plus applicable state rates for bonus payments. 

 
The Bonus Plan is provided at the discretion of Communities In Schools of Nevada and 
approved by the CEO and Executive Committee. Communities In Schools of Nevada reserves 
the right to administer, modify or terminate the plan with or without notice. 

 
At the end of each fiscal year, Executive Management will review and consider whether to pay a 
bonus. The amount will be determined by the success of the business in achieving its annual 
operating goals, as well as by the overall employee performance rating contribution of each 
employee as determined by management in alignment with the annual budget. It is at the sole 
and total discretion of the CEO and Executive Committee whether there is any bonus, the 
amount, timing, and whether individual employees are rewarded. It should not be assumed that 
past payments have established a pattern for future payments. In other words, there is no 
guarantee of any discretionary bonus. 

 
Plan Administration 
Compensation planning is reviewed annually by Executive Management and is subject to 
Executive Committee approval. 

 
The Committee shall have full power to construe and interpret the Plan, establish rules and 
regulations for its administration, and perform all other acts relating to the Plan including the 
delegation of administrative responsibilities that it believes reasonable and proper and in 
conformity with the purposes of the Plan. 
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Executive Management shall have the right to amend the Plan from time to time or to repeal it 
entirely or to direct the discontinuance of awards either temporarily or permanently. 

 
Any questions should be directed to Human Resources, Finance or the Chief Executive Officer. 
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Length of Service Recognition Program 

Purpose 
Long service with the Company is highly valued, and it is important to provide appropriate 
recognition to employees as they reach key service anniversary dates. The purpose of these 
guidelines is to ensure that the service awards program is administered consistently throughout 
Communities In Schools of Nevada. 

 
Scope 
This policy applies to all employees who reach specific anniversaries with the Company. 
Employees who have been consistently employed by the Company and have attained a key 
service anniversary (1, 3, 5, 10, and 15) are to receive a gift or award from select vendors 
(vendors to be determined). The gift/award will vary according to length of service. 

 
Eligibility 
All employees are eligible for service awards after 1 year of continuous employment with 
Communities In Schools of Nevada. 

 
Termination 
Employees who terminate employment prior to the service recognition anniversary date are not 
eligible for the award. 

 
Inactive Status 
Employees eligible for a service award while on a vacation or other inactive status (e.g., leave of 
absence, military duty, disability) receive the award upon returning to work and resuming active 
status. 

 
Procedure 
The Department of Human Resources coordinates the length of service awards program and 
communicates the program to all Communities In Schools of Nevada staff. Length of service 
awards are distributed to supervisors along with applicable awards. 

 
The Length of Service Anniversary Award is to be issued to the employee during a particular 
employee relations function (e.g., weekly/monthly/quarterly manager meeting and/or employee 
recognition event, annual holiday, staff party or when deemed appropriate). At the discretion of 
the supervisor, a modest celebration of the individual's service is appropriate. 
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Annual Performance Review Procedure 

The Communities In Schools of Nevada Performance Review Process is made up of key stages, 
which will be completed throughout the year: 

• Professional and Personal Development Goal Planning — August to September 
• Mid-Year Discussion — December to January 
• Year End Performance Review — May to June 
• Performance and Feedback — Ongoing between each formal discussion 

 
The Professional and Personal Development Goal Planning (Part I of the Future Goals 
section) stage should be completed by the employee and immediate supervisor by September and 
submitted to Human Resources for final review. 

 
There should be continuous performance feedback throughout the year with a formal Mid-Year 
Discussion between December and January. 

 
Final Year-End Performance Reviews must be completed by the immediate supervisor by June 
30th. During the year-end performance review, the employee self-evaluates his or her 
performance in ADP talent dashboard, including his/her job responsibilities/goals and 
performance factors. 

 
The supervisor evaluates the employee’s performance of job responsibilities/goals and 
performance factors using the rating scale, then meets with the employee to discuss the ratings 
together. Once the meeting is completed, the supervisor will submit the form in ADP. Finally, the 
employee will acknowledge the review in ADP with date stamp. 

 
The job description is to be reviewed annually . If changes are made, the supervisor submits an 
updated copy to the Human Resources Department. 

 
Timing and method of presentation is at the discretion of the location making the presentation. 
Should an employee terminate in good standing after having completed a service milestone, but 
prior to the awards presentation, the decision of giving the award to the terminated employee will 
remain with the CEO. 

 
Length of service is determined by the employee's initial hire date with the Company. A break in 
service of more than twelve (12) months due to a personal leave of absence or termination and 
subsequent rehire will necessitate an adjustment in the total length of service for this program. 
Exceptions to this definition of length of service are reserved for unusual circumstances and 
require the approval of the CEO and Director of Human Resources. 
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The Director of Human Resources has the responsibility for vendor negotiations and selection of 
award choices for the program as well as implementation, communication, and budgeting 
responsibilities. 

 

Disciplinary Procedure 

Corrective Action Policy Statement 
Although the company is an at-will employer, it attempts to correct problems or improve job 
performance by applying a consistent approach of counseling and warning procedures. Any 
corrective action or counseling should be fully documented. Certain acts of misconduct may 
require more direct or immediate disciplinary action. 

 
Guidelines and Procedures 
The following are recommended guidelines for corrective action: 

 
1. Act promptly. While it is important that a decision on disciplinary action not be made in 

haste, it is equally important that the supervisor take action as soon as it becomes 
apparent that a violation has occurred. Failure to take corrective action is equivalent to 
condoning the violation and making the rule ineffective. 

2. Get all the facts. Getting all the facts as soon as possible is essential. While all 
employees are at will, the supervisor must investigate early and thoroughly to determine 
that corrective action is appropriate to meet the business needs of the company. 

3. Interview the employee. The employee should be given an opportunity to explain his or 
her actions. The employee’s explanations should be verified and taken into consideration 
before corrective action is taken. 

4. Determine a course of action. A decision on the course of corrective action should not 
be made without sufficient review of all the facts. The following factors should be 
considered: 
a. Consider the nature of the violation. How serious was the offense? 
b. Review any previous disciplinary actions in the employee’s record. What is the 

employee’s previous record? Penalties should become more severe for each instance 
of misconduct. 

c. Consider the period of time since the last corrective action. Is the employee unable or 
unwilling to correct behavior or perform satisfactory work? A long period of good 
conduct following corrective action should be considered because it represents the 
aim of corrective discipline. 

d. Consider any mitigating or aggravating circumstances. Mitigating circumstances, 
such as medical problems supported by a doctor’s statement, may justify a lesser 
penalty. Aggravating circumstances, such as prior violations for the same rule, justify 
a more severe penalty. 

e. Consider whether the action is consistent with action against other employees in 
similar circumstances. 
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f. Consider whether an unpaid suspension will alter the employee’s overtime 
classification. 

5. Continue documentation. All facts and counseling sessions are to be documented. 
Documentation of counseling sessions must contain the following information: 
a. Name of employee 
b. Date and reference to previous discussions (if any) 
c. The specifics of the problem 
d. Detail of corrective action/specific results to be achieved and date for achieving 

consequences if results are not achieved 
e. Employee’s comments 
f. Employee’s signature 
g. Supervisor’s signature 

Supervisors who fail to document discipline or otherwise fail to comply with this policy are 
themselves subject to disciplinary action. 

 
Progressive Form of Disciplinary Action 
Action to correct or reprimand may be in the form of a Coaching Note to File, First Warning, 
Second Warning, Final Warning, Suspension and Separation Notice. The original copy of the 
documentation should be sent to the Human Resources Department with copies of the original 
to be electronically retained by the supervisor and a copy given to the employee. 

Verbal and written warnings are to be documented. Forms are available from the Human 
Resources department. The purpose of the documentation is to: 

• Eliminate misunderstandings between the supervisor and the employee; 
• Ensure that the employee is given notice of unacceptable conduct in time to permit 

improvement; and 
• Ensure that documentation is available to justify the action taken in the event of alleged 

discrimination charges. 

The documentation should state the specific corrective action the employee must take and 
advise the employee that termination can be expected if the performance problem is not 
corrected. This guide represents a progressive form of disciplinary action and is recommended 
in most cases. The following guidelines are outlined: 

 
• Step l: Note to File (NTF). When a performance problem is first identified, the 

problem is to be thoroughly discussed with the affiliate Leadership/and or HR (State 
office applicable) prior to issuing with the note to file to the employee. The NTF session 
should be conducted in private by the employee’s supervisor and should consist of a 
discussion of the specific problem areas and the expected results. A written record of 
the session should be made by the supervisor through a Note to File. 

• Step 2: Warning Notice. If a Note to File discussion with the employee has not 
resulted in corrective action following an appropriate investigation, the supervisor 
should meet with the employee and: 
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1. Review the problem. 
2. Permit the employee to present his or her views on the problem. 
3. Advise the employee that the problem must be corrected, state actions to be taken and 

state the date for action. 
4. Inform the employee that failure to correct the problem can and will result in further 

disciplinary action that may include discharge. 
5. Issue a Warning Notice to the employee (with a witness). The Warning Notice is to be 

signed by the supervisor and the employee is to acknowledge receipt of the notice. If 
employee refuses to sign warning notice, print “employee refused to sign”. They are 
acknowledging receipt of form, not admission of guilt. *Warning notice levels can be 
skipped based upon severity of infraction. 

• Step 3: Performance Improvement Plan. If satisfactory performance and corrective 
action are not achieved under Steps l or 2, the supervisor and his or her superior should 
meet with the employee in private and proceed via (a) through (e) above and issue a 
Performance Improvement Plan to the employee. The PIP must be signed by the 
supervisor and the affected employee. The original should be given to Human 
Resources and a copy should be forwarded to the director of Human Resources. Any 
cases of disciplinary action that affect an employee’s pay must be approved by the 
department director and director of Human Resources prior to the action being taken. 

• Step 4: Suspension. Supervisors have the authority to temporarily remove employees 
from the workplace if approved in advance by the department director and the director 
of Human Resources. An exempt employee may not be suspended without pay for less 
than a full day, and the suspension must be related to written workplace conduct rules 
applicable to all employees. 

• Step 5: Failure to improve. Failure to improve performance or behavior after the 
written warning or suspension can result in termination. 

 
Employee Assistance Program (EAP) 
Employees with performance or behavior problems who approach a supervisor with a related 
personal or medical concern prior to any discipline or after some discipline but prior to a 
decision to terminate are to be referred to the EAP. The Human Resources Department is to be 
consulted regarding any issues concerning discipline in these circumstances. 

 
Independent investigation 
When appropriate, the Human Resources Department may assign either an internal or external 
independent investigator to initiate an investigation or to review a prior investigation. 
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Separations 
Approval from the supervisor, and Human Resources is required to terminate an employee. 
Should the supervisor become convinced that discharge of an employee is necessary, the 
supervisor shall confer with the division manager (if applicable), or department director before 
initiating action to terminate the employee’s employment. In addition, the supervisor, division 
manager, and/or department director shall confer with the director of Human Resources prior to 
initiating the discharge action; this conference shall be used to assure that accepted human 
resources management procedures are followed. Certain acts of misconduct may lead to the 
immediate termination of an employee. Such acts of misconduct should be discussed with the 
Director of Human Resources. 
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Employee and Volunteer Interaction with Students 

Acceptable behaviors 
As staff, volunteers, interns, and any other member of CIS involved in child-related work 
individually, we are responsible for supporting and promoting the safety of children by: 

 
• Treating students and families in the schools with respect both within the school environment 

and outside the school environment as part of normal social and community activities. 
• Listening and responding to the views and concerns of students, particularly if they are telling 

you that they or another child has been abused or that they are worried about their safety/the 
safety of another child. 

• Promoting the cultural safety, participation and empowerment of students. 
• If child abuse is suspected, ensuring as quickly as possible that the student(s) are safe and 

protected from harm. 
• Reporting any allegations of child abuse or other child safety concerns to the school. 
• Understanding and complying with all reporting or disclosure obligations (including 

mandatory reporting) as they relate to protecting children from harm or abuse. 
 
Prohibited Actions 
As an employee of CIS there must be no engagement of the following: 

• Situations where an employee is in a room alone with a student without clear external 
visibility into that room through an open or glass door etc. 

• Consumption of drugs/alcohol with any student at school site. 
• Counsel students regarding personal matters or religion (staff are required to escalate 

personal matters to appropriate sources). 
• Email students or respond to emails from non-CIS work related account for any purpose. 
• Engage in sexual or improper relations with students. 
• Engage with students utilizing social networking sites and technologies unrelated to CIS 

programs (e.g. personal Facebook, twitter, personal blogs, on-line gaming etc). 
• Photograph or video a child in a school environment except in accordance with CIS 

policy or where a release is provided by parent. 
• Fraternize with students in social situations outside the classroom i.e. smoking together, 

going out for coffee or lunch etc. 
• Harass or threaten students. 
• Engage in inappropriate behavior which may constitute discrimination, sexual 

harassment, bullying, victimization and vilification of others (unfair / inappropriate 
behavior) in interactions with students and all stakeholders. 

• Invite students to visit their place of residence. 
• Make physical contact with a student in a way not necessarily other than for student 

safety. 
• Offer students’ privileges in a way that is not merited by the student, nor open and 
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transparent for all to see. 
• Omit to report to the employee’s manager any sexual or improper advances made by 

students and/or ignore behaviors by other adults towards students when they appear 
overly familiar or inappropriate. 

• Influencing the religious or political views of students. 
• Provide financial advice to students. 

 
Actions requiring approval 
CIS employees must seek approval from the Affiliate management before engaging in any of the 
following: 

 
• Engaging in interactions with students in social situations outside the classroom. 
• Operate outside of the scope of Program services. 
• Providing their personal mobile phone number to students or sending text messages to 

students from their personal mobile phones. 
 
AmeriCorps Vista and Interns Procedures 
AmeriCorps Vistas and Interns will fill out the CIS application. An interview with the 
AmeriCorps and Intern will be conducted. Once AmeriCorps or Intern is selected, they will be 
required to be background checked in compliance with Accreditation Standards and/or the 
governing school district as part of the hiring/onboarding process and no less than every three 
years thereafter. In addition, they will complete the sexual offense inquiry forms provided by CIS 
HR. 

 
HR will notify affiliates when the background check and sexual offense results have returned. 
HR will create and maintain the files in a locked drawer in the State office. Affiliates and the 
State Office will collaborate to complete all orientation, onboarding and training. Position 
specific duties will be completed by the affiliates. 

 
Volunteers and Contractors 
If volunteers will maintain consistent and ongoing interaction with students, they must complete 
the required background checks in compliance with Accreditation Standards and/or the 
governing school district as part of the hiring/onboarding process and no less than every three 
years thereafter. 

 
These checks are either the CIS of Nevada background checks or the school district background 
checks, whichever is the most stringent. The CIS of Nevada background check includes the 
abuse/neglect, sex offender and state criminal background check form completion prior to 
working directly with youth. This generally includes volunteer services such as mentoring, 
tutoring, youth group leaders, etc. 
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For volunteer work that only occurs once or does not require interaction with youth, such as 
volunteering for: Fill The Bus, Today For Tomorrow, etc. there is no need for the volunteer to 
complete a background check. 

 
Volunteers must also complete CIS volunteer orientation, be provided the volunteer handbook, 
sign a confidentiality agreement and receive training specific to their volunteer duties. 

 
Mentoring/Tutoring 
A meet and greet with a new volunteer will be conducted to find out their volunteering interest 
and provide them with information about the opportunities/organization. If the volunteer moves 
forward, a packet including the following will be given to complete: 

 
School District Regulation Child Abuse or Neglect form -“All Volunteers for the School District 
have a duty to report child abuse or neglect, sexual conduct, luring, and corporal punishment 
definitions” form to be filled out and return to CIS. (Copies will be provided to volunteer) 

 
Volunteer Confidentiality Agreement 
In addition, the Volunteer Coordinator will be provided a background check form (One Source) 
and a CIS Sexual Offense inquiry form to be filled out by the volunteer. Volunteer Coordinator 
will then send to Human Resource to process. HR will notify affiliates when background check 
results and sexual offense forms have returned. HR will create and maintain the files in a locked 
drawer in the HR office. 

 
Once the background check has been passed, the Volunteer Coordinator will then meet with the 
volunteer and have them sign the Mentor/Tutor Agreement and Letter of Agreement. 
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Safety Procedures- Home Visits, Transporting Students 

Description 
Procedures to ensure safety of staff and students specifically in situations where staff is 
supporting students outside the school setting. The CIS model of services does provide 
opportunity for Site Coordinators to engage students and families outside of school grounds. 
These services may exist in the form of home visits, and/or meeting students away from home 
and school. 

 
Home or off-site visits 
Site Coordinators should always ensure they take another party (school staff, peer site 
coordinator, School Resource Officer or Director) with them when visiting a student at their 
home. At any time during the home visit, if a Site Coordinator feels threatened or that their safety 
is at risk, he/she should leave the home immediately and contact the police and affiliate 
management. If a Site Coordinator is unable to join a home visit and other staff are attending, 
another option is for the Site Coordinator to join the meeting via speaker phone. 

 
Site Coordinators should establish a safety system when conducting home/porch visits. This 
should include adding the location of your visit to your outlook calendar, notifying your Director, 
peer Site Coordinator or school staff each time you leave for a home visit/transportation as well 
as when you expect to return. It is recommended to leave personal items locked in your vehicle 
and out of sight. 

 
Transporting students 
Each Site Coordinator and Director must make themselves aware of the school and districts 
transportation policies and conditions. CIS of Nevada staff cannot transport students in their own 
vehicles under any circumstances. At no time can a Site Coordinator transport a student. 

 
If students need transportation due to a CIS-sponsored event, a few options are available. It is 
always the best practice for a parent/guardian to drive the student. If that option is unavailable, 
please review the below for further options. Please note, if the options below are being utilized, a 
Transportation Waiver and Release Form should be completed by the parent/guardian for 
students under 18. If a student is over 18, they can complete and sign the waiver. All 
Transportation Waiver and Release Forms should be kept by the CIS contact and a copy should 
be sent to the State Administrative Coordinator. 

 
• Car Service or Taxicab. A licensed and bonded hired car service would be the next best 

option if the budget allows. Students must be accompanied by a parent/guardian to 
supervise while in transit to and from the location. If a parent is not available, a Site 
Coordinator can accompany the student if a waiver is signed by the parent/guardian 
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stating so (waiver signature can be located on the Transportation Waiver and Release 
Form). 

• Ride Share. CIS can fund (with supervisor and budget approval) and coordinate the use 
of ride-share services with the requirement that the student be accompanied by a parent/ 
guardian to supervise while in transit, to and from the location. If a parent is not 
available, a Site Coordinator can accompany the student if a waiver is signed by the 
parent/guardian stating so. Ride Share gift cards can be purchased by CIS and given to 
alumni and students over the age of 18. If a gift card is utilized, the rider assumes full 
liability. 

• Public Transit. An alternate mode of transportation would be public transit, in which 
case, CIS would possibly provide the bus passes necessary for the student and parent/ 
guardian if the student is an elementary or middle school student to ride local transit. 
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Procedures for on-the-job injuries 

Procedures 
Communities In Schools of Nevada Workers' Compensation benefits are provided to employees 
who are injured while performing the duties of their employment with CISNV. In the event of a 
work-related injury, managers and employees need to follow the designated procedures to report 
the injury and access medical treatment if necessary. These procedures need to be followed in 
order for expenses associated with the injury (e.g., medical treatment, lost time wages) to be 
covered by Communities In Schools of Nevada plan. 

 
Reporting of Injury 
Immediately following an accident or injury, the employee needs to report the incident to his or 
her supervisor and human resources. All accidents and injuries must be reported by the end of the 
work shift on the day of accident. HR will then release an accident form. It is important to 
complete this form completely, including information regarding medical treatment and lost time 
(i.e., time missed from work). This information is essential to properly administer benefits under 
this program. After the form is signed by the employee and supervisor, it should be emailed to 
the Human Resources Department. Failure to report a work-related accident or injury or 
misrepresentation of information in reporting a work-related accident or injury through 
communication to the employee’s manager and/or on the Workers’ Compensation Accident/ 
Injury/Illness Report Form, is a violation of policy which may result in discipline up to and 
including termination of employment. 

 
***Immediately report your injury to your supervisor or manager. 
In the event of an emergency, go to the nearest hospital or urgent care facility or call 911. 

 
If you need non-emergency medical care for your on-the-job injury or illness, seek medical 
attention from the designated medical provider listed here: 

 
(South and State Office) 
Concentra Medical Center 3900 Paradise Rd. Ste. V Las Vegas, NV 89109 
(702) 369-0560 

 
Concentra Las Vegas Polaris 
5850 Polaris Ave Ste. 100 
Las Vegas, NV 89118 
702-739-9957 

 
Concentra Henderson 
149 N. Gibson Rd Ste. H 
Henderson, NV 89014 
702-856-6275 
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Concentra Brooks Las Vegas North 
151 West Brooks Ave 
North Las Vegas, NV 89030 
702-399-6545 

 
(Northeast Office) 
Nevada Health Centers 762 14th Street Elko, NV 89801 
775- 738-5850 

 
Rural Health Clinic 
118 E Haskell St, Winnemucca, NV 89445 
Mon-Friday, 9am to 5pm Mon-Friday 

 
(Western Office) Concentra Medical 
6410S. Virginia Street Reno, NV 89511 
775-322-5757 

 
Concentra Medical 
255 Glendale Avenue, Suite 12 
Sparks, NV 89431 
775-356-8181 

 
If an injury arises out of and in the course of employment, form C-1must be filled out by your 
supervisor, signed by the injured employee, and submitted to the HR department no later than 7 
days after the accident. 

 
If medical treatment is sought, (must be within 90 days of accident), form C-4 must be filled out 
by the treating physician (form available at providers’ office). The physician must complete and 
mail form C-4 to the employer within 3 working days after treatment. 

 
Form C-3 must be completed by employer and mailed within 6 working days of receipt of form 
C-4. 
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Youth Protection/ Child Abuse Reporting Policy 

The person who has knowledge of abuse should report it to local law enforcement or child 
welfare agency within 24 hours. They should not conduct an investigation. If the reporter 
chooses, they can also report it to the Executive Director or their supervisor, but this is not a 
requirement. Otherwise, we follow the NRS provided below; 

 
NRS 432B.220 Persons required to make report; when and to whom reports are required; any 
person may make report; report and written findings if reasonable cause to believe death of child 
caused by abuse or neglect. [Effective January 1, 2012.] 

 
Any person who is described in subsection 4 and who, in his/ or her/their professional or 
occupational capacity, knows or has reasonable cause to believe that a child has been abused or 
neglected shall: 

 
Except as otherwise provided in subsection 2, report the abuse or neglect of the child to an 
agency which provides child welfare services or to a law enforcement agency; and 
mMake such a report as soon as reasonably practicable but not later than 24 hours after the person 
knows or has reasonable cause to believe that the child has been abused or neglected. 
If a person who is required to make a report pursuant to subsection 1 knows or has reasonable 
cause to believe that the abuse or neglect of the child involves an act or omission of: 

 
A person directly responsible or serving as a volunteer for or an employee of a public or private 
home, institution or facility where the child is receiving childcare outside of the home for a 
portion of the day, the person shall make the report to a law enforcement agency. 
An agency which provides child welfare services or a law enforcement agency, the person shall 
make the report to an agency other than the one alleged to have committed the act or omission, 
and the investigation of the abuse or neglect of the child must be made by an agency other than 
the one alleged to have committed the act or omission. 

 
Any person who is described in paragraph (a) of subsection 4 who delivers or provides medical 
services to a newborn infant and who, in his or her professional or occupational capacity, knows 
or has reasonable cause to believe that the newborn infant has been affected by prenatal illegal 
substance abuse or has withdrawal symptoms resulting from prenatal drug exposure shall, as 
soon as reasonably practicable but not later than 24 hours after the person knows or has 
reasonable cause to believe that the newborn infant is so affected or has such symptoms, notify 
an agency which provides child welfare services of the condition of the infant and refer each 
person who is responsible for the welfare of the infant to an agency which provides child welfare 
services for appropriate counseling, training or other services. A notification and referral to an 
agency which provides child welfare services pursuant to this subsection shall not be construed 
to require prosecution for any illegal action. 
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A report must be made pursuant to subsection 1 by the following persons: 
• A physician, dentist, dental hygienist, chiropractor, optometrist, podiatric physician, 

medical examiner, resident, intern, professional or practical nurse, physician assistant 
licensed pursuant to or 633 of NRS, per fusionist, psychiatrist, psychologist, marriage 
and family therapist, clinical professional counselor, clinical alcohol and drug abuse 
counselor, alcohol and drug abuse counselor, clinical social worker, music therapist, 
athletic trainer, advanced emergency medical technician or other person providing 
medical services licensed or certified in this State. 

• Any personnel of a hospital or similar institution engaged in the admission, examination, 
care or treatment of persons or an administrator, manager or other person in charge of a 
hospital or similar institution upon notification of suspected abuse or neglect of a child 
by a member of the staff of the hospital. 

• A coroner. 
• A member of the clergy, practitioner of Christian Science or religious healer, unless the 

person has acquired the knowledge of the abuse or neglect from the offender during a 
confession. 

• A social worker and an administrator, teacher, librarian or counselor of a school. 
• Any person who maintains or is employed by a facility or establishment that provides 

care for children, children’s camp or other public or private facility, institution or agency 
furnishing care to a child. 

• Any person licensed to conduct a foster home. 
• Any officer or employee of a law enforcement agency or an adult or juvenile probation 

officer. 
• An attorney, unless the attorney has acquired the knowledge of the abuse or neglect from 

a client who is or may be accused of the abuse or neglect. 
• Any person who maintains, is employed by or serves as a volunteer for an agency or 

service which advises persons regarding abuse or neglect of a child and refers them to 
persons and agencies where their requests and needs can be met. 

• Any person who is employed by or serves as a volunteer for a youth shelter. As used in 
this paragraph, “youth shelter” has the meaning ascribed to it in NRS 244.427. 

• Any adult person who is employed by an entity that provides organized activities for 
children. 

• A report may be made by any other person. 
 

If a person who is required to make a report pursuant to subsection 1 knows or has reasonable 
cause to believe that a child has died as a result of abuse or neglect, the person shall, as soon as 
reasonably practicable, report this belief to an agency which provides child welfare services or a 
law enforcement agency. If such a report is made to a law enforcement agency, the law 
enforcement agency shall notify an agency which provides child welfare services and the 
appropriate medical examiner or coroner of the report. If such a report is made to an agency 
which provides child welfare services, the agency which provides child welfare services shall 
notify the appropriate medical examiner or coroner of the report. The medical examiner or 
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coroner who is notified of a report pursuant to this subsection shall investigate the report and 
submit his or her written findings to the appropriate agency which provides child welfare 
services, the appropriate district attorney and a law enforcement agency. The written findings 
must include, if obtainable, the information required pursuant to the provisions of subsection 2 of 
NRS 432B.230. 

 
(Added to NRS by 1985, 1371; A 1987, 2132, 2220; 1989, 439; 1993, 2229; 1999, 3526; 2001, 
780, 1150; 2001 Special Session, 37; 2003, 910, 1211; 2005, 2031; 2007, 1503, 1853, 3084; 
2009, 2996; 2011, 791, 1097, effective January 1, 2012) 

 
 
CIS of Nevada has a zero tolerance policy for all employees, volunteers, students and staff members in 
regards to physical or sexual misconduct and/or harassment. 

All suspicions or disclosures of abuse and/or neglect should be reported immediately to the direct 
supervisor, affiliate leadership, appropriate school leadership and Department of Health and Human 
Services.  

Suggestions for conduct: 

4) Only meet with students in common areas or in the company of CIS or school district staff. 
4) Model healthy physical boundaries (i.e., utilize the side-hug and high-fives, no piggy-back rides or 

rough housing.) 
4) Do not leave students unattended. 
4) Do not meet with students outside of school in any unofficial capacity. 

If at any time you are confused or unsure about issues related to child abuse/neglect, we strongly 
encourage you to contact your supervisor and/or affiliate leadership. 

Acceptable practices: 

5) Respect student privacy. 
5) Maintain confidentiality at all times except in cases of child abuse or neglect. 
5) Encourage polite manners and social skills by demonstrating correct conduct. 
5) Seek counseling resources for victims of abuse and inform them of care options.  
5) Communicate with direct supervisor, appropriate school leadership and affiliate leadership 

immediately and confidentially if you have any concerns about abuse and neglect.  Follow 
mandatory reporting procedures in cases where you suspect child abuse and/or neglect. 

Unacceptable practices: 

5) Do not offer or provide transportation to students or their family members. 
5) Do not take photographs of or with students without a media release form.  Do not include these 

photos in personal social media without parental/guardian consent. 
5) Do not offer meet ups outside of school unless it is a sponsored CIS activity. 
5) Do not give personal gifts to select students, i.e. a group gift could be acceptable but don’t single 

out students.  
5) Do not tolerate any unprofessional physical contact.  

Grooming, Trolling and Exploiting 

As mandated reporters, it’s also important for CIS of Nevada staff to recognize grooming, trolling and 
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exploitive behaviors that may harm students and to report any suspicion of grooming to the appropriate 
school administration, immediate supervisor, and Department of Health and Human Services as it is 
explicitly prohibited behavior.  

The Readiness and Emergency Management Technical Assistance Center (a division of the US Department 
of Education) provides the following guidance: 

To keep their conduct secret, perpetrators coerce and “groom.” That is, as sexual contact escalates, they 
methodically increase the attention and rewards they give to their targets (Robins, 2000). Grooming allows 
perpetrators to test their targets’ silence at each step. To nurture the relationship, perpetrators make the 
target feel “special” by, for example, brandishing gifts and/or spending extra time with the target in 
nonsexual ways, all in an effort to learn whether the target will keep silent (Robins, 2000). 
  
At the same time, the perpetrator is also testing the adults surrounding the child or school, including those 
who work at school, individuals in the school community, and the child’s family or guardian(s). It is common 
for the behaviors to be done publicly so that the perpetrator can gauge reactions; share information (true or 
false) to manipulate how the behavior is interpreted by the adults; and further control the child victim. For 
example, a perpetrator may lead others to believe the parent has provided consent for them to drive a 
student home because the parent needs help. In response, the perpetrator receives accolades and 
gratitude, and has begun the process of grooming peers (other adults) as well. 
  
As the target is groomed, and as the adults are groomed, the perpetrator gradually progresses to engaging in 
sexualized behaviors, often using threats and intimidation tactics with the child to keep his or her sexual 
misconduct secret. Keeping silent implicates the targets, making children believe they have been complicit 
in their own abuse and are therefore responsible for the abuse (Robins, 2000). Perpetrators will often 
threaten wavering targets, or those who seem likely to report the misconduct, with a reminder of their 
powerlessness, such as, “No one will believe you” (Shakeshaft, 2004a). This threat can take form through 
another grooming tactic perpetrators use to keep their targets silent and to protect themselves—they 
befriend the victim’s parents to discredit any potential allegations (Shakeshaft, 2004b). 
  
Perpetrators who engage in sexual jokes without being reprimanded might move on to making physical 
contact, such as touching a student's hair or body. If the behavior goes unreported and unaddressed, the 
perpetrator may grow bolder and escalate to increasingly sexualized behaviors (Goorian, 1999). 
  
While adult sexual misconduct (ASM) often occurs covertly, ASM can also occur openly in front of student 
bystanders (Shakeshaft, 2004a). ASM can take place as a pattern of behavior that stretches over time or as a 
sudden, impulsive attack (Shakeshaft, 2004b). 
  
ASM perpetration behaviors are often seen in three phases (Shoop, 2004): 

• Trolling and Testing. The abuser is screening for possible candidates by testing the boundaries of 
the student, the home environment, and the school environment. The abuser is trying to identify a 
vulnerable child. A child may be identified as vulnerable because he or she is unsupervised, may not 
have close parental relationships, may be lonely or needy, may have inappropriate boundaries, or 
may have low self-esteem. Also, the targeted or vulnerable child may be one that the perpetrator has 
access to in a private setting. It is difficult to identify the motive during this phase (Seattle Public 
Schools with funding from the U.S. Department of Education, 2013). 

• Grooming. Some of the warning signs in this grooming phase may be nonsexual and include the 
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offender trying to move the relationship to a personal level, telling the student their personal 
problems, discouraging the student from talking with school employees, or asking the student to run 
personal errands (Seattle Public Schools with funding from the U.S. Department of Education, 
2013). 

• Exploiting and Lulling. This phase involves manipulating the student while becoming more 
aggressive with abusive behaviors. This includes both sexualized behaviors and other activity that is 
designed to keep the sexual relationship ongoing and undiscovered. Perpetrators persuade students 
to keep silent, either by intimidation or threats, or by manipulating the child’s affections. Secrecy 
protects the abuser and isolates the victim (Seattle Public Schools with funding from the U.S. 
Department of Education, 2013). 

The phases of exploitation are directed not only at the targeted student, but at adults in the student’s realm. 
Socially skilled perpetrators usually work hard at making sure that they are well-liked by school 
staff/community and that the student will not be believed, even if the sexual relationship is disclosed 
(Seattle Public Schools with funding from the U.S. Department of Education, 2013). 

Sources: Sexual Exploitation in Schools: How to Spot It and Stop It, Robert Shoop, 2004; Helpful Hints, U.S. 
Department of Education, Vol. 3, Issue 2, 2007 

  

Any violation of this policy may result in disciplinary action through possible termination, including failure to 
comply as a mandated reported and failure to report abuse.  All staff who interact with minors complete 
mandatory training with each affiliate and the school districts they serve.  Please also reference the Site 
Coordinator handbooks in each affiliate for information.  All CIS Staff and Volunteers who work with 
students are background checked upon employment/volunteering and every three years thereafter.  

I, as a staff member of CIS of Nevada, understand the Youth Protection Policy in its entirety and agree to 
uphold mandated reporter obligations.  I also agree to comply with all sections of this policy and not to 
breach any section of this policy or disciplinary action up to termination may result if I do. 

  

Printed Name:_______________________________________________________________ 

Signature:___________________________________________________________________ 

Date:___________________________________ 
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Harassment Policy 

Prohibited Harassment 
We are committed to creating a respectful, courteous work environment free of discrimination 
and harassment of any kind. We will not tolerate sexual, racial, or other prohibited harassment by 
any employee, including vendor, customer, or visitor. Not only is it a breach of our policy, it is a 
violation of state or federal law. In addition to any disciplinary action we may take, up to and 
including termination, offenders may also be personally liable for any legal and monetary 
damages. Communities In Schools of Nevada will not pay damages assessed personally against 
an employee, vendor, customer, or visitor. 

 
Harassment refers to behavior that is personally offensive, intimidating, or hostile, impairs 
morale, and interferes with work performance. We maintain a strict policy prohibiting 
harassment of all kinds, and we are committed to taking all reasonable steps to prevent such 
actions. 

 
The information contained in this handbook is intended to help ensure awareness of: 

• What prohibited harassment, including sexual harassment, is 
• What steps to take if harassment occurs 
• Laws prohibiting retaliation for reporting such harassment 

 
What is Sexual Harassment? 
Under federal law, sexual harassment is any unwanted sexual advance, request for sexual favors, 
and other verbal or physical conduct of a sexual or gender-based nature when: 

• Submission to such conduct or communication is either explicitly or implicitly made a 
term or condition of an individual’s employment; 

• Submission to or rejection of such conduct or communication by an individual is used as 
a basis for employment decisions affecting such individual (e.g., transfers, advancement, 
benefits); and 

• Such conduct or communication has the purpose or effect of interfering with an 
individual’s work performance or creates and/or perpetuates an intimidating, hostile, or 
offensive work environment. 

 
 
What are Other Kinds of Harassment? 
Aside from sexual harassment, we prohibit harassment based on of race, color, national origin, 
gender, religion, physical or mental disability, and any other basis protected by federal, state or 
local law. Instances of harassment, including sexual harassment, include but are not limited to 
the following kinds of behavior: 
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• Verbal: Epithets; derogatory comments, slurs, or name-calling; sexually explicit, 
suggestive, or degrading words to describe an individual, sexually explicit jokes, 
comments, noises, or remarks, racial or ethnic slurs, asking for sexual favors, repeated 
requests for dates, threats, propositions, unwelcome and unwanted correspondence, 
phone calls, and gifts, or other unwelcome attention. 

 
• Physical: Assault; impeding or blocking movement, any physical interference with 

normal work or movement when directed at an individual; unwanted and unwarranted 
physical contact, such as touching, pinching, patting, grabbing, brushing against, or 
poking another employee’s body. 

 
• Visual: Derogatory or offensive posters, cartoons, or drawings; displaying sexual 

pictures, writings or objects; obscene letters or invitations; staring at or directing 
attention to an employee’s anatomy; leering; sexually oriented or suggestive gestures. 

 
• Sexual: Unwanted sexual advances that make an employment benefit contingent on 

sexual favors, such as threats of demotion, termination, or other penalty if requested 
sexual favors are not given; making or threatening reprisals after a negative response to 
sexual advances. 

 
These kinds of behavior can occur in one-on-one interactions or in group settings. Sexual 
harassment can also occur in the context of a relationship that was once consensual but has 
changed so that the behavior is no longer welcome by one party. It is impossible to define every 
action or all words that could be interpreted as harassment. 

 
The examples listed above are not meant to be a complete list of objectionable behavior. Make a 
point of paying attention to others’ reactions and stated requests and preferences, respecting their 
wishes, and treating them in a professional manner, regardless of gender, race, nationality, age, 
sexual orientation, or other personal characteristic. 

 
Reporting and Investigating Harassment 
We are determined to resolve possible harassment situations as quickly and discreetly as 
possible. If you believe a co-worker, manager, vendor, customer, visitor or agent of Communities 
In Schools of Nevada is harassing you, we encourage you to tell the harasser in clear language 
that the behaviors or advances are unwelcome or unwanted and must stop. The individual in 
question may not realize the behavior is offensive and a simple confrontation may well end the 
situation. 

 
If confronting the harasser is not appropriate or feasible, or fails to alleviate the problem, you 
should immediately tell your manager. Report the facts of the incident including what happened, 
how often, and where the incident(s) took place, as well as the names of the individuals and 
witnesses involved. If your manager is unavailable, or if you believe it would be inappropriate to 
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report it to your manager, contact another company manager. 
 

All harassment claims will be investigated in a timely, fair, and thorough manner, and we expect 
all employees to cooperate fully in any investigation. All complaints of harassment will be 
investigated as discreetly and confidentially as possible. If we find that sexual or other prohibited 
harassment has occurred, we will take appropriate corrective action, up to and including 
termination of employment of the offending employee, and we will communicate any actions 
and decisions to the appropriate people. 

 
Protection against Retaliation 
Neither Communities In Schools of Nevada policy nor the law will tolerate any form of 
retaliation against any employee who opposes discrimination or prohibited harassment, files a 
complaint, testifies, assists, or participates in any manner in an investigation, proceeding, or 
hearing conducted by a state or federal agency. 

 
Retaliation includes but is not limited to demotion, suspension, failure to hire or consider for 
hire, failure to give equal consideration in making employment decisions, failure to make 
impartial employment recommendations, adversely affecting working conditions, or otherwise 
denying any employment benefit to an individual. Any employee who engages in retaliation will 
be subject to disciplinary action, up to and including termination, as well as possible legal 
consequences. 
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Workplace Incidents 

Personal Property Disclosure 
We try to make sure our workplace is secure, but we cannot be responsible for your personal 
belongings. You’re responsible for preventing theft, loss, or damage to your personal items, and 
we ask that you store and use them safely and securely. 

 
Confidential Information 
To jeopardize the security of restricted information is detrimental to organizational security. We 
need all employees, contractors, and volunteers to do their part in protecting such information by 
not disclosing any trade secrets or confidential information or using it in any manner that is 
unauthorized or detrimental to the best interests of Communities In Schools of Nevada. 

 
Critical Incidents 
Emergencies and critical incidents in the workplace can affect employees physically and 
psychologically as well as affect program continuity at CIS. Employees involved in any such 
situation shall apprise the State Office when an incident has occurred the same day 

 
No Retaliation and Whistleblower Policy 
When an issue personally involves the manager with whom you would ordinarily discuss a 
problem, or if it is inappropriate to discuss the concern with your company’s management, you 
may directly proceed to the next step in the process without fear of reprisal. 

 
Policy on Reporting Allegations of Suspected Improper Activities 
(“Whistleblower Policy”) If any director, officer, employee or volunteer (collectively, 
“employee”) for CIS of Nevada, Inc. (“CIS of Nevada”) reasonably believes that some policy, 
practice, or activity of CIS of Nevada is in violation of law, a clear mandate or public policy, that 
employee must file a written complaint with the Executive Director, CEO, or the Board Chair. 
The filing of a written complaint may be done anonymously, and all written complaints will be 
kept confidential to the extent possible, consistent with the need to conduct an adequate 
investigation. 

 
No employee who in good faith reports a violation of a policy, practice or activity of CIS of 
Nevada shall suffer harassment, retaliation or adverse employment consequence. An employee 
who retaliates against someone who has reported a violation in good faith is subject to discipline 
up to and including termination of employment. 

 
CIS of Nevada will not retaliate against an employee who, in good faith, has made a protest or 
raised a complaint against some practice of CIS of Nevada, or of an employee of CIS of Nevada, 
or of another individual or entity with whom CIS of Nevada has a business relationship, on the 
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basis of a reasonable belief that the practice is in violation of law, a clear mandate or public 
policy. 

 
CIS of Nevada also will not retaliate against employees who disclose or threaten to disclose to a 
supervisor or a public body, any activity, policy, or practice of CIS of Nevada that the employee 
reasonably believes is in violation of a law, or a rule or regulation mandated pursuant to law or is 
in violation of a clear mandate or public policy concerning the health, safety, welfare, or 
protection of the environment. 

 
An employee is protected from harassment, retaliation or adverse employment consequence as 
described above only if the employee brings the alleged unlawful activity, policy, or practice to 
the attention of CIS of Nevada as described above and provides CIS of Nevada with a reasonable 
opportunity to investigate and correct the alleged unlawful activity. 
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Alcohol and Drug Policy 

CIS of Nevada is an alcohol-free and drug-free workplace and is determined to eliminate the use 
of illegal drugs, alcohol, and controlled substances at all work sites. 

 
Employees are not permitted to enter any CIS of Nevada site while under the influence of, or 
have in their possession, any alcoholic beverage, illegal drugs, or legal drugs being used illegally. 
The use, sale, transfer, or possession of alcohol and/or illegal drugs or legal drugs being illegally 
used while on the premises is prohibited, including in personal vehicles while on Company 
business. Employees taking prescribed medication may be required to show proof from a 
licensed physician that the medication is safe while they are working. 

 
Employees are prohibited from consuming alcohol, using illegal drugs, or using legal drugs 
illegally during work time, meal periods, or break times. Management reserves the right to 
conduct drug or alcohol tests for reasonable suspicion. 

 
Employees who voluntarily identify themselves as having a drug and/or alcohol problem and 
voluntarily request assistance for such a problem before drug and/or alcohol testing is required 
will not be subject to discipline. An employee who requests a leave of absence to enter a drug or 
alcohol rehabilitation program will be reasonably accommodated with an unpaid leave, as 
required by law, to enroll in such a program if the accommodation is not an undue hardship on 
CIS of Nevada. Employees may need to show completion of the program along with submitting 
to a drug and/or alcohol test upon return to the workplace. 

 
The Drug and Alcohol Testing Program is an important part of the policy. This program is 
designed solely for the benefit of employees to provide reasonable safety on the job and 
protection for other employees, program participants, and/or customers. Drug and/or alcohol 
tests will be administered under the following conditions: 

 
• An employee shows signs of impairment or altered behavior on the job. 
• After any accident or occurrence that results in an injury on the job as defined by the 

Occupational Safety and Health Administration. 
• After any vehicular accident whether or not it appears that the employee might 

reasonably have avoided the accident or minimized the consequences but did not do so. 
• During pre-employment, all new hires will submit to a drug-screening test as a condition 

of employment. In adherence to AB 132 all employees who test positive for Marijuana 
within in 30 days of being hired will adhere to the following: 

• If an employer requires an employee to submit to a screening test within the 
first 30 days of employment, the employee shall have the right to submit an 
additional screening test, at his or her own expense, to rebut the results of the 
initial screening test. The employer shall accept and give appropriate 
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consideration to the results of such a screening test. 
• If company meets the conditions of full exclusions, the provisions of AB 132 do 

not apply: 
• “To the extent that they are inconsistent or otherwise in conflict with the 

provisions of an employment contract or collective bargaining agreement” 
• “To the extent that they are inconsistent or otherwise in conflict with the 

provisions of federal law” 
• “To a position of employment funded by a federal grant” 

 
 
 
 
 
 

Upon reasonable suspicion of impairment and to help ensure a safe, drug-free workplace, CIS of Nevada 
has the right to inspect employees while on duty or on Company property, including their 
persons, desks, lockers, and/or personal property. We also have the right to investigate any 
possible violations of this policy. If anyone refuses to cooperate with an investigation of this 
nature (which may include medical testing for alcohol or drug use), CIS of Nevada may choose 
to discipline the employee. Withholding consent or failing to cooperate with any of these 
measures could subject the employee to disciplinary procedures, up to and including termination 
of his or her employment with us. Procedures for maintaining a drug-free workplace include: 

 
Notice of Employee Convictions 
Employees are required to notify CIS of Nevada within five (5) days of any drug-related 
conviction in which they are involved. 

 
Sanctions/Rehabilitation 
Within thirty (30) days of receiving notice of an employee’s workplace-related drug conviction, 
we will take appropriate personnel action. This could include disciplinary action, including 
termination of employment, or we may require the employee’s satisfactory participation in a drug 
abuse assistance or rehabilitation program. 

 
Good Faith Compliance Efforts 
CIS of Nevada will make good-faith efforts to maintain a drug-free workplace by implementing 
all of the above requirements. 

 
If an alcohol or drug test is positive, it is grounds for disciplinary action up to and including 
termination. Test results will be kept as confidential as possible. Refusal to submit to testing per 
the alcohol and drug policy guidelines will be handled in the same manner as a positive test. 
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Nevada Domestic Violence Leave 

According to Nev. Rev. Stat. § 608 (still to be codified) and effective January 1, 2018, an 
employee who meets all of the following requirements is entitled to up to 160 hours of leave 
during a 12-month period: 

 
• Worked for the employer for at least 90 days. 
• Is a victim, or his or her family member is a victim, of domestic violence or sexual 

assault, as defined in Nev. Rev. Stat. § 33.018. A family member is any of the 
following: 

• Spouse, domestic partner, minor child, or parent. 
• An adult who is related within the first degree of consanguinity or affinity to the 

employee. 
• An adult who is or was residing with the employee at the time of the domestic violence. 
• The employee is not the alleged perpetrator of domestic violence. 

 
This leave may be paid or unpaid; however, it must be used within the 12 months immediately 
following the date when the domestic violence or sexual assault occurred. The leave may be used 
consecutively or intermittently. 

 
If the leave is used for a federal Family and Medical Leave Act (FMLA) qualifying reason, then 
the FMLA leave and domestic leave periods run concurrently (time is deducted from both leave 
periods). 

 
Domestic Violence Leave Requirements 
Domestic violence leave may only be used for the following purposes as related to the employee, 
his or her family member, or household member: 

 
• For the diagnosis, care, or treatment of a health condition related to the domestic 

violence. 
• To obtain counseling or assistance related to the domestic violence or sexual assault. 
• To participate in any court proceedings related to the domestic violence or sexual assault. 
• To establish a safety plan, including any action to increase the safety of the individual 

from a future act of domestic violence or sexual assault. 
 

After an employee’s initial use of domestic violence leave, any additional hours of such leave 
require 48 hours’ advance notice to the employer. 

 
Reasonable Accommodation and Adverse Employment Actions 
Employers must make reasonable accommodations which will not create an undue hardship for 
an employee who is a victim of domestic violence or whose family or household member is a 
victim of domestic violence. 
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For example, employers may provide any of the following accommodations: 
• Transfer or reassignment. 
• Modified schedule. 
• New work telephone number. 
• Any other reasonable accommodation which will not create an undue hardship deemed 

necessary to ensure the safety of the employee, the workplace, the employer, or other 
employee 

 
However, an employer may require an employee to provide documentation that confirms or 
supports the reason why he or she requires an accommodation. 

 
Additionally, it is unlawful for any employer to discharge, discipline, discriminate against in any 
manner, deny employment or promotion to, or threaten to take any such action against an 
employee because of any of the following: 

• The employee requested to use domestic violence leave. 
• The employee participated as a witness or interested party in court proceedings related to 

domestic violence which triggered the use of leave. 
• The employee requested a reasonable accommodation because of the domestic violence. 
• The domestic violence was committed against the employee in his or her workplace. 

 
Additional Employee Protections 
Regarding the use of domestic violence leave, an employer must not: 

• Deny an employee the right to its use. 
• Require he or she find a replacement during the leave. 
• Retaliate against the employee for its use. 

 
Unemployment Compensation 
The Administrator of the Employment Security Division of the Nevada Department of 
Employment, Training and Rehabilitation (administrator) may not disqualify a person from 
receiving unemployment compensation benefits if both the following apply: 

• The person left employment to protect himself or herself, or his or her family, or 
household member, from domestic violence 

• The person actively tried preserve his or her employment. 
However, the administrator may request evidence from the person to support a claim for benefits. 

 
 
Documentation 
Employers may require an employee who uses domestic violence leave to provide 
documentation that confirms or supports why he or she needed the leave. This documentation 
may include any of the following: 
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• Police report. 
• Copy of an application for a protection order. 
• Affidavit from an organization which provides services to victims of domestic violence. 
• Documentation from a physician. 
• Any documentation provided to the employer is confidential and must be retained 

consistent with FMLA requirements. 
 
Notice 
The Nevada Labor Commissioner (commissioner) will prepare and post a notice that clearly sets 
forth the right to the benefits created by the domestic violence leave law on its website. 
Employers are required to post this notice in a conspicuous location in each of its workplaces. 
The bulletin may be included in any printed abstract posted by the employer pursuant to Nev. 
Rev. Stat. § 608.013. 

 
Recordkeeping 
Employers must maintain a record of the hours of domestic violence leave taken for each 
employee for two years and, upon request, must make those records available for inspection by 
the commissioner. Employee names must be excluded from the records, unless the record request 
is for an investigation. 

 
Additional Provisions 
The domestic violence leave does not: 

• Limit or abridge any other rights, remedies, or procedures available under the law. 
• Negate any other rights, remedies, or procedures available to an aggrieved party. 
• Prohibit, preempt, or discourage any contract or other agreement that provides a more 

generous leave benefit or paid leave benefit. 
 
Crime Victim 
According to Nev. Rev. Stat. § 178.5694, if it is difficult for a crime victim to assist in an 
investigation or cooperate with the prosecuting attorney because he or she is being harassed, 
intimidated, or subjected to conflicting requirements by his or her employer, then the prosecuting 
attorney, sheriff, or chief of police will, upon the written request of the victim, intercede on his or 
her behalf to minimize any loss of pay or other benefits which would result from his or her 
assistance. 
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Employee Campaign Contributions 

Overview 
As employees of Communities In Schools of Nevada (CIS), there are times when personal 
contributions reflect in a public manner which could be perceived as endorsement by CIS of 
political candidates or causes. To maintain compliance with IRS restrictions as a 501(c)(3) 
organization, CIS is prohibited from engaging in political activity. 

 
For Senior/Executive Directors and above and those who work in government affairs for the 
organization: 

• Any elected official campaign donation is public record therefore donations are not 
acceptable while employed by CIS for those in senior leadership positions. 

• Senior leaders are prohibited from serving on host committees or featured endorsement 
on promotional materials for political candidates, nor may they sit on election or re- 
election campaign committees. 

• Senior leaders should not endorse candidates publicly as they are representatives of CIS. 
 

If you are unsure if you qualify as a Senior Leader, please contact CIS of Nevada Human 
Resources. 

 
For all employees: 
Employees are allowed and encouraged to attend events while consciously balancing various 
political affiliations (i.e., participating with both Republicans, Democrats, others, etc.) to further 
the CIS mission and relationship building. 

 
Running for public office while being employed by CIS must first be approved by a majority 
vote of the Executive Committee and approval of CIS State & Affiliate senior leadership. Please 
note, while serving as an appointed official, employees would take an extended leave without 
pay if approved by the Committee in accordance with section 2.3 of the CIS Employee 
Handbook. This extended leave is required for commitments that take the employee away from 
the work for multiple days per week or more in an ongoing manner. If this leave creates a 
hardship for the organization, there is no guarantee of continued employment. 

 
Strong and visible public support of other causes or movements should first be discussed with 
the CEO to assess any backlash or negative reflection of the organization. Further information 
about expressing individual viewpoints and causes while being employed at CIS can be found in 
section 3.15 of the CIS Employee Handbook. 
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Non-CIS Board Representation 
Employees of CIS of Nevada may be asked to participate or sit on other Boards for partner 
organizations or otherwise. Participation is allowed but should first be approved by the direct 
supervisor. No fundraising lists or donor contact information from CIS of Nevada donors or 
other pertinent proprietary information shall be shared with other organizations. If a conflict of 
interest arises, an employee may be asked to step down from a particular Board to remain 
employed by CIS. 
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Section 1 Addendum: Sample HR 
Documents 
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Sample Requisition Form 
(Currently completed by ADP) 

 
Position:  Affiliate:  

  Reports To:  

This Position: Addition Replacement Temporary 

 Full Time Part Time On Call 

New Position Replacement Position 

 If replacement position, name of Employee 
being replaced: 

# of Budgeted FTE’s for position: Current FTE’s for position: 

Status: Exempt Non-exempt 

Pay rate info: Budgeted Salary: Budgeted Hourly Rate: 

HR to complete: Approved Starting Rate of Pay/Salary: 

***UPDATED JOB DESCRIPTION MUST BE EMAILED TO HR*** 
Please submit to the Human Resources Department upon completion of all signatures. 
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Sample Interview Questions 

These questions should be divided relatively equally between first and second round interviews. 
Additional questions should be asked of each candidate based on his/her resume and the 
necessary skills and qualifications for the open position. 

 
Describe a situation in which you were able to use persuasion to successfully convince 
someone to see things your way. 

 
Please provide an example of a time when you set a goal and how you were able to meet 
or achieve it. 

 
Tell us about a time when you had too many things to do and you were required to 
prioritize your tasks. 

 
Give us an example of a time when you had to make a split-second decision. (Follow-up: 
If you had been provided more time to make this decision, do you think you would have 
done the same thing?) 

 
What is your typical way of dealing with conflict? Please provide an example. 

 
Tell us about a time you had to work with someone you did not like or found difficult. 
What was the situation and how did you handle it? 

 
Tell me about a difficult decision you've made in the last year and what the outcomes 
were. 

 
Give us an example of a time when you failed at something you had hoped to accomplish. 
What happened? 

 
Give us an example of when you showed initiative and took the lead. 

 
Tell us about a recent situation in which you had to deal with a very upset customer or 
co- worker. 

 
Give us an example of a time when you motivated others. What was the situation, and 
how did you keep them motivated? 

 
Tell us about a time when you delegated a project effectively. 

 
Describe a scenario when you successfully anticipated potential problems and developed 
preventive measures. 
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Reference Check Form 

Communities In Schools- Reference Check Form 
Form to be complete for professional references. 

 
THIS SECTION ONLY TO BE COMPLETED BY APPLICANT: 

Date:   
Name of Current/Former Employer:   
Address:    
Contact Person/ 
Title:  
The applicant named below is under consideration for employment with COMMUNITIES IN SCHOOLS OF 
NEVADA and has indicated that he/she is/was employed by your entity, please provide the following information 
regarding his/her employment with you. 

 
Name of Applicant:    
Other Name Used (if any):   
Date of Birth:   SSN Last 4 Digits:   

 
 
 

APPLICANT RELEASE 
I authorize the employer named above to release to Communities In Schools of Nevada all information about 
me, including records and documents, related to the following questions. 

 
 

Name (Print Clearly) Signature Date 
 
 

Candidate Information: 

Candidate Name:  

Position Considered For:  

Reference Name:  

Company:  

Position:  

Contact Info:  

Relationship to Candidate:  

  

Reference Check Completed by:  

Date:  
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1.  Employment Dates: From  To   

2.  Job Title:  

3. Please describe his/her job 
including primary roles 
and functions: 

 

4. Did she/he supervise 
anyone? If so, please 
describe what types of 
positions, and huis/her 
abilities in this area. 

 

5. Please describe his/her 
strengths. 

 

6. Please describe his/her 
areas of improvement. 

 

7. How would you describe 
his/her interpersonal 
relationships with 
coworkers and 
stakeholders? 

 

8. How does this candidate 
handle conflict? 

 

9. What was his/her reason 
for leaving your 
organization? 

 

10. Would you re-employ him/ 
her if you had a suitable 
opening? 
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11. Is there anything else you 
think we should know 
about him/her? 

 

 
 

Job Candidate Reference Check Form 

Candidate Name:  

Position Considered For:  

  

Reference Name:  

Company:  

Position:  

Contact Info:  

Relationship to Candidate:  

  

Reference Check Completed 
by: 

 

Date:  

 

 
1. Employment Dates: 

 
From  To 

2. Job Title  

 
 
4. Please describe his/her job, including primary roles 
and functions: 

 

 
5. Did s/he supervise anyone? If so, please describe what 
types of positions, and his/her abilities 
in this area. 

 



CIS of Nevada: Policies & Procedures, April 2023 50  

 
 
6. Please describe his/her strengths. 

 

 
7. Please describe his/her areas of improvement. 

 

 
8. How would you describe his/her interpersonal 
relationship with coworkers and stakeholders? 

 

 
 
9. How does this candidate handle conflict? 

 

 
10. What was his/her reason for leaving your 
organization? 

 

 
11. Would you re-employ him/her if you had a suitable 
opening? 

 

 
12. Is there anything else you think we should know 
about him/her? 
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Sample Job Description 
 

Job Title Site Coordinator I 

Location State Office or Affiliate 

Classification Exempt or non-exempt 

Reports To CIS of Nevada- 

Indirectly Reports To CIS of Nevada- 

Directly Supervises  

Benchmark  

Job Purpose/Summary 

Responsible for leading or co-leading a school site team in the implementation of the CIS Model 
at a comprehensive CIS of Nevada site. Serve as a liaison between the CIS of Nevada 
comprehensive site school leadership team and the CIS of Nevada leadership team. Responsible 
for developing, planning, implementing and supervising the tasks associated with the annual 
School Support Plan to include Tier I, Tier II and Tier III services. Work closely with school staff, 
parents/families, community agencies and students to assure coordination of services for the 
benefit of the students and their families. Perform any and all reasonable and work-related 
duties assigned by CIS of Nevada Leadership. 

 
Duties and Responsibilities 
Campus Planning 

• Assess the current campus needs with administration, teachers, school staff, parents/ 
guardians and students, and coordinate community resources where possible to provide 
the needed services. 

• Evaluate special campus/student problems and coordinate resources to meet the needs. 
• Plan and implement special events and guest speakers for students with pre-approved 

programs when part of the CIS School Support Plan or CIS Academy class. 
• Plan parental involvement activities and engage parents when part of the CIS School 

Support Plan or CIS Academy class. 
• Assist CIS of Nevada Leadership in collaborating with community agencies and fostering 

new community resources. 
• Collaborate with school staff to provide or broker appropriate services to address 

attendance, behavioral, course performance, and physical or social services for students 
in need and ensure compliance with school district policies and procedures. 
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Case Management 
• Recruit and enroll in Tier II and Tier III integrated student support services with consent of 

Parent/Guardian through a signed Parent/Guardian Consent Form. 
• Coordinate and complete an individual Student Support Plan for all Tier II and Tier III case 

managed students. 
• Supervise attendance, behavior, and/or course performance goals for each student. 
• Complete all forms and documentation according to program guidelines and timelines. 
• Provide and document all services per program requirements. 
• Keep all documentation current, which is within 30 calendar days of the service delivery. 
• Access and coordinate community health and human service agencies for services delivered for the 

benefit of CIS of Nevada students and their families. 
• Enroll students for Tier II and Tier III integrated student support services sufficient to meet 

required program caseload requirements as set by CIS National Accreditation and CIS of Nevada 
guidelines. 

 
Documentation & Reporting 

• Complete case management documentation in the required format, within established timelines. 
• Complete monthly reports in the required format, within required timelines. 
• Complete required correspondence and communication, including telephone and e-mail 

correspondence. 
• Respond to and complete special reports as required by CIS of Nevada Leadership. 
• Report to CIS of Nevada Leadership issues affecting school relationships and emergency 

information. 
Data Entry 

• Complete enrollment of all new students into the data entry system as required. 
• Enter service data for all CIS of Nevada students in the data entry system, by the deadline 

assigned by the Data Team. 
• Proactively report all problems with the data entry system to the CIS of Nevada Data Manager, 

immediately. 
• Enter all progress data quarterly and end of year data as required and by the deadline assigned 

by the Data Team. 
School Relations 

• Promote cooperation between school staff, administration and the CIS of Nevada team, whenever 
possible. 

• Collaborate with school staff in order to integrate the CIS of Nevada Tier I, Tier II and Tier III 
services, and keep informed about pertinent activities occurring at the school and in the community. 

• Provide desired feedback to the school and agency personnel. 
• Network with school staff to create and maintain positive image of the CIS of Nevada. 
• Communicate regularly with the school administration and staff. 

Meetings, Training, and Professional Development 
• Attend all CIS of Nevada Site Coordinator meetings. 
• Participate in CIS of Nevada personal and professional development trainings. 
• Complete SCLP certification through CIS University within required timeline. 

Qualifications and Competencies 
• Experience working with at-risk youth and case management preferred. 
• Excellent interpersonal, written and verbal communications skills, along with computer and data 

base skills. 
• Bachelor’s degree or equivalent experience in the health and human services (or a closely 

related) field. 
• Must be able to pass criminal background check and drug testing required. 
• Bilingual in Spanish and English desirable. 
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Work Environment & Physical Demands 
• Work environment is indoors and climate controlled. 
• Travel required to and from school sites. 
• Moderate noise levels as found in a business office and classroom setting. 
• Use of own automobile 

 
This is not an exhaustive document and is subject to change when necessary by Communities In 

Schools Nevada (CISN). Other duties may be assigned as required. 
 

Each of the items listed is considered an essential function of the position. However, the duties, 
responsibilities and requirements presented in this job description are intended to be broad- 

based and high level and should not be construed as an exhaustive list of all responsibilities for 
the position. CISN reserves the right to alter the duties and responsibilities of the position. 

 
It is CISN policy to comply with the Americans with Disabilities Act, including by providing 

reasonable accommodations that do not constitute an undue hardship on CISN. Employees or 
applicants should direct requests for accommodation to the Director of Human Resources. 

 
Job Description Acknowledgement 

I acknowledge I have received a copy of my job description. I understand the job description 
provides general duties and summary information of the tasks associated with my position but is 
not intended to be all inclusive of the position functions. I understand it is my responsibility to 
become familiar with and comply with the job description duties that have been established. 

Should I have any questions regarding the duties set forth in the job description I will speak with 
my direct supervisor or with the Human Resources Department. 

 

 / /  
  

Employee Name (Print) Employee Signature Date 
 

 / /  
  

Manager Name (Print) Manager Signature Date 
 

For Internal Use only: 

Approved By Signature of the person with the authority to approve the job 
description 

Date Approved Date upon which the job description was approved 

 
Reviewed 

 
Date when the job description was last reviewed 
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Sample Site Coordinator Offer Letter 
 

Name 
Address 

 
Dear First Name, 

 
On behalf of Communities In Schools of Nevada, I am pleased to offer you a position as Site 
Coordinator I reporting to a Program Manager or Program Director in Southern Nevada Affiliate. This 
position works a 12-month work schedule. Your employment status (tentatively) is effective February XX. 

 
As discussed, in this position your starting compensation will be $XX per hour. You will be 
responsible for all personal income taxes arising from this appointment. The Company will withhold taxes 
as required by law. This position is considered a non-exempt position for purposes of federal wage-hour 
law, which means that you will be eligible for overtime pay for hours actually worked in excess of 40 in a 
given workweek. You are also paid up to $XX for an annual cell phone allowance based upon hours 
worked. 

 
You qualify as a full-time employee and can either accept or opt out of the available health 
benefits Communities in Schools of Nevada offers. CISN also offers other fringe benefits, which are 
outlined in the Employee Handbook. This information is subject to change from time to time. You will be 
notified of these changes and it is your responsibility to read, understand and ask 
questions of those changes. A complete list of benefits will be provided upon acceptance of this position. 

 
You agree to abide by the Company’s policies, practices, and procedures, written and unwritten, as they 
may be from time to time adopted or modified by CISN at its sole discretion. CISN may also provide 
training appropriate to the position and expense reimbursement as authorized in accordance with CISN 
policies. 

 
The material you receive during the course of your employment must be kept confidential and, as a 
condition of your employment, you may be required to sign a non-disclosure/confidentiality agreement. 
Please indicate your acceptance by signing in the space provided below. 

 
Sincerely, 
HR, Communities In Schools Nevada 

 
This offer letter of employment is contingent upon you successfully passing the CIS of Nevada, pre- 
employment drug test and background screening. I have entered into my at-will employment relationship 
with CIS of Nevada voluntarily and acknowledge that there is no specified length of employment. 
Accordingly, either I or CISN can terminate the relationship at will, with or without cause, at any time, so 
long as there is no violation of applicable federal or state law. 

 
Acceptance Signature   Date   
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Sample Acknowledgement of Employee Handbook 

CIS employees will acknowledge the receipt of most updated CIS Handbook on the ADP Portal 
under ADP home page, quick links and company policies. If for any reason the employee needs 
to print the document to provide signature, they will sign the below form. 

 



CIS of Nevada: Policies & Procedures, April 2023 56  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Section 2: Finance 
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Accounting Policies and Procedures 

Purpose 
The following section is intended to provide an overview of the accounting policies and 
procedures applicable to Communities In Schools, which shall be referred to as “CIS” or “the 
Organization” throughout this section. 

 
CIS is a non-profit, operating in the State of Nevada. CIS is exempt from federal income taxes 
under IRS Section 501 (c) (3) as a nonprofit corporation. This manual shall document the 
financial operations of the Organization. Its primary purpose is to formalize accounting policies 
and selected procedures for the staff and to document internal controls. 

 
The contents of this manual were approved as an official policy of the Organization by the Chief 
Financial Officer. All CIS staff are bound by the policies herein, and any deviation from 
established policy is prohibited. 

 
Organization Structure 
The Role of the Board of Directors 

CIS is governed by its Board of Directors, which is responsible for the oversight of the 
organization by: 

• Planning for the future 
• Establishing broad policies 
• Identifying and proactively dealing with emerging issues 
• Interpreting the organization’s mission to the public 
• Soliciting prospective contributors 
• Contracting for the CEO 
• Establishing and maintaining programs and systems designed to assure compliance with 

terms of contracts and grants 
 

The board is responsible for hiring and annually evaluating the organization’s CEO, who shall be 
responsible for the day-to-day oversight and management of CIS. 

 
Committee Structure 

The board of directors shall form committees in order to assist the board in fulfilling its 
responsibilities. These committees represent vehicles for parceling out the board’s work into 
smaller groups, thereby removing the responsibility for evaluating all of the details of particular 
issues from the full board’s consideration. Standing board-level committees of CIS consist of the 
following: 

• Executive Committee 
• Finance Committee 
• Governance Committee 
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Other committees or task forces may be formed from time to time, as needed. Specific guidelines 
regarding the composition and election of the board of directors and committees are described in 
the organization’s by-laws. However, roles of committees with direct responsibilities for the 
financial affairs of the organization are further described in this manual. These committees shall 
be referred to in appropriate sections of this manual. 

 
Role of the Finance Committee 

The Finance Committee is responsible for direction and oversight regarding the overall financial 
management of CIS. Functions of the Finance Committee include: 

• Review and recommendation of the organization’s annual budget (prepared by the staff) 
for final approval by the full board 

• Long-term financial planning 
• Establishment of investment policy and monitoring investment performance 
• Evaluation and approval of facilities decisions (i.e.: leasing or purchasing property) 
• Monitoring actual vs. budgeted financial performance 
• Oversight of reserve funds 

 
The review of the organization’s financial statements shall not be limited to the finance 
committee but shall involve the entire board of directors. 

 
The Finance Committee is responsible for recommending the hiring of an independent CPA firm 
and for directly communicating with the CPA firm to fulfill the requirement for an annual audit, 
as described in the organization’s by-laws. The Finance Committee shall also review and 
approve the final audited financial statements, as well as any communications received from the 
auditor regarding internal controls, illegal acts, or fraud. 

 
The Finance Committee also serves as the primary point of contact for any employee who 
suspects that fraud has been committed against the organization by one of its employees or board 
members. The Finance Committee’s role in the annual audit is explained in the section of this 
manual covering the annual audit. 

 
Finance Committee Responsibilities 

In accordance with the CIS by-laws, there shall be a Finance Committee consisting of at least 
three members. The term of office shall be for three years. The Finance Committee's 
responsibilities include, but shall not be limited to, the following: 

• Appointment of, and communication with, the Organization’s independent auditors 
• Review and approval of the annual, audited financial statements 
• Discussion of internal control matters with the independent auditor 
• Responding to any reported instances of fraud involving CIS or its employees 
• Conducting a quarterly analysis of the Organization's financial statements 
• Making policy and other recommendations to the CIS board of directors regarding 

matters arising out of the audit 
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In fulfilling these duties and responsibilities, the Finance Committee is entitled to examine any 
and all documents within the control of CIS and its employees. In addition, the Finance 
Committee shall have the authority to contract with independent contractors in the fulfillment of 
the committee’s responsibilities. 

 

Accounting Department Overview 

Organization 
The accounting department consists of staff who manage and process financial information for 
Communities In Schools (CIS). The positions comprising the accounting department, and the 
abbreviations of each position used throughout this manual, are as follows: 

• Finance Manager (FM – could be Director of Finance (DF) or Chief Financial Officer 
(CFO)) 

• Accounting Staff (AS) 
Other officers and employees of CIS who have financial responsibilities, and the abbreviations of 
each position used throughout this manual, are as follows: 

• President / CEO (CEO) 
• Treasurer – Board Officer (TR) 
• Finance Committee (FC) 
• Executive Committee (EC) 
• Full Board of Directors (BOD) 

 
Responsibilities 
The primary responsibilities of the accounting department consist of: 

• General Ledger Management 
• Budgeting 
• Cash and Investment Management 
• Asset Management 
• Accounts Receivable and Billing 
• Cash Receipts 
• Accounts Payable 
• Cash Disbursements 
• Financial Statement Processing 
• External Reporting of Financial Information 
• Bank Reconciliation 
• Reconciliation of Sub-Ledgers 
• Compliance with Government Reporting Requirements 
• Annual Audit 
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All accounting records will be maintained in accordance with Generally Accepted Accounting 
Principles (GAAP). Also, this document incorporates the provisions of OMB Circular A-122 and 
A-133 for the maintenance of records of federally funded activities. The Organization is 
required to use and maintain a reputable, established accounting software to manage the 
organizationsorganization's finances. 

 
Organization's Intent 
It is the policy of this organization that finance, and accounting will maintain a system of internal 
controls that include both administrative controls and accounting controls. The objective of this 
organization's internal control system is to provide management with reasonable, but not 
absolute, assurance that resources are being used and accounted for appropriately. 

 
Administrative & Accounting Controls 
Administrative controls will include, but are not limited to, the plan of organization and the 
procedures and records concerned with the decision process leading to management's 
authorization of transactions. Specifically, these controls will work to assure management that: 

• Resource use is consistent with laws, regulations, and policies. 
• Resources are safeguarded against waste, loss, and misuse. 
• Reliable data are obtained, maintained, and fairly disclosed in reports. 

 
Accounting controls are concerned with the methods and the procedures that are implemented by 
the Organization to ensure the validity and accuracy of its financial records and reporting. This 
organization will establish and maintain controls that will provide reasonable assurance that: 
Transactions are executed in accordance with management's general or specific authorization. 
Transactions are recorded to permit preparation of financial statements in conformity with GAAP 
or any other criteria, such as instructions for IRS Form 990 and to maintain accountability for 
assets. 

 
Access to assets is permitted only in accordance with management's authorization. 
The recorded accountability for assets is compared with the existing assets at reasonable 
intervals, and appropriate action is taken with respect to any differences. To maintain effective 
segregation of duties and fiscal over-site, no single staff person is solely responsible for any 
financial transaction. 

 
Employee's Responsibilities 
To achieve these objectives, appropriate employees should gain a competent understanding of 
each agreement and guidelines to determine what administrative controls are appropriate for the 
agreement. Questions should be directed to the employee's immediate supervisor or the 
organization's Finance Director. The organization will establish and maintain the following 
administrative controls that relate to each agreement’s accountability: 

• Procedures to deter or detect expenses related to political activity. 
• Independent review of participant eligibility determinations. 
• Monitoring cash flow to ensure that recipients and sub-recipients draw down funds on a 
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timely basis and avoid excessive balances or deficits of grant or donor funds. 
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• Monitoring sub recipients to ensure that weaknesses and noncompliance are promptly 
corrected. 

• Ensuring that only allowable expenses are charged to grants. 
• Completing timely reports and other required documents relating to grants or donor 

funds. 
 

Employees are expected to determine and implement the appropriate internal control procedures 
relating to their areas. Questions should be directed to the employee's immediate supervisor or 
the organization's Finance Manager. If an employee finds that internal controls are lacking or are 
not effective, they are expected to notify the organization's FM who will be responsible for 
establishing the necessary controls. 

 
Actions Taken for Non-Compliance 
Any employee who deliberately circumvents an internal control will be dismissed. Legal action 
will be brought against any employee who violates any state or federal laws while an employee 
of this organization. Additionally, the organization will pursue appropriate legal actions against 
an employee who violates established laws and/or circumvents internal controls for his own gain. 
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Business Conduct 

Practice of Ethical Behavior 
Unethical actions, or the appearance of unethical actions, are unacceptable under any conditions. 
The policies and reputation of CIS depend to a very large extent on the following considerations: 

• Each employee must apply her/his own sense of personal ethics, which should extend 
beyond compliance with applicable laws and regulations in business situations, to govern 
behavior where no existing regulation provides a guideline. 

• It is each employee's responsibility to apply common sense in business decisions where 
specific rules do not provide all the answers. In determining compliance with this 
standard in specific situations, employees should ask themselves the following questions: 

- Is my action legal? 
- Is my action ethical? 
- Does my action comply with CIS policy? 
- Am I sure my action does not appear inappropriate? 
- Am I sure that I would not be embarrassed or compromised if my action 

became known with the Organization or publicly? 
- Am I sure that my action meets my personal code of ethics and behavior? 
- Would I feel comfortable defending my actions on the 6 o’clock news? 

Each employee should be able to answer "yes" to all of these questions before taking 
action. 

 
Each Officer, Director, Manager and Supervisor is responsible for the ethical business behavior 
of her/his subordinates. Officers, Directors, Managers and Supervisors must weigh all suggested 
courses of action carefully in ethical as well as economic terms and base their final decisions on 
the guidelines provided by this policy as well as their personal sense of right and wrong. 

 
Conflicts of Interest 
No employee, officer, or agent of CIS shall participate in the selection, award, or administration 
of a contract involving CIS if a real or apparent conflict of interest would be involved. Such a 
conflict would arise when the employee, officer, or agent, or any member of her or his immediate 
family, his or her partner, or an organization that employs or is about to employ any of the parties 
indicated herein, has a financial or other interest in the firm selected. 

 
Compliance with Laws, Regulations and Organization Policies 
CIS does not tolerate the willful violation or circumvention of any federal, state, local, or foreign 
law by an employee during the course of that person's employment; nor does the Organization 
tolerate the disregard or circumvention of CIS policy or engagement in unscrupulous dealings. 
Employees should not attempt to accomplish by indirect means, through agents or 
intermediaries, that which is directly forbidden. 
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Implementation of the provisions of this policy is one of the standards by which the performance 
of all levels of employees will be measured. 

 
Disciplinary Action 
Failure to comply with the standards contained in this policy will result in disciplinary action that 
may include termination, referral for criminal prosecution, and reimbursement to the 
Organization and/or to the government, for any loss or damage resulting from the violation. As 
with all matters involving disciplinary action, principles of fairness will apply. Any employee 
charged with a violation of this policy will be afforded an opportunity to explain her/his actions 
before disciplinary action is taken. 

 
Disciplinary action will be taken: 

• Against any employee who authorizes or participates directly in actions that are a 
violation of this policy. 

• Against any employee who has deliberately failed to report a violation or deliberately 
withheld relevant and material information concerning a violation of this policy. 

• Against any Officer, Director, Manager or Supervisor who attempts to retaliate, directly 
or indirectly, or encourages others to do so, against any employee who reports a violation 
of this policy. 
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Fraud Policy 

Scope 
This policy applies to any fraud or suspected fraud involving employees, officers or directors, as 
well as members, volunteers, vendors, consultants, contractors, funding sources and/or any other 
parties with a business relationship with CIS. Any investigative activity required will be 
conducted without regard to the suspected wrongdoer’s length of service, position/title, and/or 
relationship with CIS. 

 
Policy 
Management is responsible for the detection and prevention of fraud, misappropriations, and 
other irregularities. Fraud is defined as the intentional, false representation or concealment of a 
material fact for the purpose of inducing another to act upon it to his or her injury. Each member 
of the management team will be familiar with the types of improprieties that might occur within 
his or her area of responsibility and be alert for any indication of irregularity. 

 
Any fraud that is detected or suspected must be reported immediately to the Director of Finance 
or, alternatively, to the Chair of the CIS Finance Committee, who coordinates all investigations. 

 
Actions Constituting Fraud 
The terms fraud, defalcation, misappropriation, and other fiscal irregularities refer to, but are not 
limited to: 

• Any dishonest or fraudulent act 
• Forgery or alteration of any document or account belonging to CIS 
• Forgery or alteration of a check, bank draft, or any other financial document 
• Misappropriation of funds, securities, supplies, equipment, or other assets of CIS 
• Impropriety in the handling or reporting of money or financial transactions 
• Disclosing confidential and proprietary information to outside parties 
• Accepting or seeking anything of material value from contractors, vendors, or persons 

providing goods or services to CIS in exchange for a promise of continued business. 
Exception: gifts less than a $50 in value. 

• Destruction, removal or inappropriate use of records, furniture, fixtures, and equipment 
• Any similar or related irregularity 

 
 
Investigation Responsibilities 
The Finance Committee has the primary responsibility for the investigation of all suspected 
fraudulent acts as defined in the policy. The Finance Committee may utilize whatever internal 
and/or external resources it considers necessary in conducting an investigation. If an 
investigation substantiates that fraudulent activities have occurred, the Finance Committee will 
issue reports to the CEO and, if appropriate, to the CIS Board of Directors and/or the Executive 
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Committee. 
 

Decisions to prosecute or refer the examination results to the appropriate law enforcement and/or 
regulatory agencies for independent investigation will be made in conjunction with legal counsel 
and the CEO, as will the final dispositions of the case. 

 
If suspected fraud or other wrongdoing involves programs funded in whole or in part with 
federal funds, additional responsibilities, such as special reporting and disclosure to the awarding 
agency, may apply to the organization. It is the policy of CIS to fully comply with all additional 
reporting, disclosure and other requirements pertaining to suspected acts of fraud as described in 
award documents. 

 
Authority for Investigation of Suspected Fraud 
Members of the CIS Finance Committee will have free and unrestricted access to all CIS records 
and premises, whether owned or rented; and the authority to examine, copy, and/or remove all or 
any portion of the contents of files desks, cabinets, and other storage facilities on the premises 
without prior knowledge or consent of any individual who may use or have custody or any such 
items or facilities when it is within the scope of their investigations. 

 
Confidentiality 
The Finance Committee and the CEO treat all information received confidentially. Any 
employee who suspects dishonest or fraudulent activity will notify the FM or the Finance 
Committee Chair immediately and should not attempt to personally conduct investigations or 
interviews/interrogations related to any suspected fraudulent act (see Reporting Procedures 
section below). 

 
Investigation results will not be disclosed or discussed with anyone other than those who have a 
legitimate need to know. This is important in order to avoid damaging the reputations of persons 
suspected but subsequently found innocent of wrongful conduct and to protect CIS from 
potential civil liability. 

 
Reporting Procedures 
Great care must be taken in the investigation of suspected improprieties or irregularities to avoid 
mistaken accusations or alerting suspected individuals that an investigation is under way. 
An employee who discovers or suspects fraudulent activity will contact the FM or the Chair of 
the Finance Committee immediately. The employee or other complainant may remain 
anonymous. All inquiries concerning the activity under investigation from the suspected 
individual(s), his or her attorney or representative(s), or any other inquirer should be directed to 
the Finance Committee or legal counsel. No information concerning the status of an investigation 
will be given out. The proper response to any inquiry is “I am not at liberty to discuss this 
matter.” Under no circumstances should any reference be made to “the allegation”, “the crime”, 
“the fraud”, “the forgery”, “the misappropriation”, or any other specific reference. 
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The reporting individual should be informed of the following: 
• Do not contact the suspected individual in an effort to determine facts or demand 

restitution. 
• Do not discuss the case, facts, suspicions, or allegations with anyone unless specifically 

asked to do so by the CIS legal counsel or the Finance Committee. 
 
Accounting Department Security 
A lock will be maintained on the door leading into the CIS area containing accounting files. The 
door shall be closed and locked in the evenings and whenever the Accounting Department is 
vacant. 

 
The CIS blank check stock shall be stored in a locking file cabinet in the accounting office. This 
cabinet will be locked with a key that is kept maintained by the FM. 
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General Ledger and Chart of Accounts 
The general ledger is defined as a group of accounts that supports the information shown in the 
major financial statements. The general ledger is used to accumulate all financial transactions of 
CIS and is supported by subsidiary ledgers that provide details for certain accounts in the general 
ledger. The general ledger is the foundation for the accumulation of data and reports. 

 
Chart of Accounts Overview 
The chart of accounts is the framework for the general ledger system, and therefore the basis for 
CIS's accounting system. The chart of accounts consists of account titles and account numbers 
assigned to the titles. General ledger accounts are used to accumulate transactions and the impact 
of these transactions on each asset, liability, net asset, revenue, expense and gain and loss 
account. 

 
CIS’s chart of accounts is comprised of five types of accounts: 

• Assets 
• Liabilities 
• Net Assets 
• Revenues 
• Expenses 

 
Each account number shall consist of: 

• 4-digit account number 
 

Additionally, each transaction is categorized by: 
• Class 
• Department 
• Function (School location or Event) 

 
Distribution of Chart of Accounts 
All CIS employees involved with account coding responsibilities (assignment or review of 
coding) or budgetary responsibilities will be issued a current chart of accounts. As the chart of 
accounts is revised, an updated copy of the chart of accounts shall be distributed to these 
individuals promptly. 

 
Control of Chart of Accounts 
CIS's chart of accounts is monitored and controlled by the FM. Responsibilities include the 
handling of all account maintenance, such as additions and deletions. Any additions or deletions 
of accounts should be approved by the FM, who ensures that the chart of accounts is consistent 
with the Account Definitions and General Ledger. 
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Changes to the Chart of Accounts 
Additions to, deletions from, or any other changes to CIS’s standard chart of accounts shall only 
be done with the approval of the FM. 

 
Account Range Category Definition 

 
1000 - 1999 Assets: Assets are probable future economic benefits obtained or controlled by the 
organization as a result of past transactions or events. Assets of CIS are classified as current 
assets, fixed assets, contra-assets, and other assets. 

• Current assets are assets that are available or can be made readily available to meet the 
cost of operations or to pay current liabilities. Some examples are cash, temporary 
investments, and receivables that will be collected within one year of the statement of 
financial position date. 

• Fixed assets are tangible assets with a useful life of more than one year that are acquired 
for use in the operation of the organization and are not held for resale. 

• Contra-assets are accounts that reduce asset accounts, such as accumulated depreciation 
and reserves for uncollectible accounts receivable. 

• Other assets include long-term assets that are assets acquired without the intention of 
disposing them in the near future. Some examples are security deposits, property and 
long-term investments. 

 
2000 – 2999 Liabilities: Liabilities are probable future sacrifices of economic benefits arising 
from present obligations of the organization to transfer assets or provide services to other entities 
in the future as a result of past transactions or events. Liabilities of CIS are classified as current 
or long-term. 

• Current liabilities are probable sacrifices of economic benefits that will likely occur 
within one year of the date of the financial statements or which have a due date of one 
year or less. Common examples of current liabilities include accounts payable, accrued 
liabilities, short-term notes payable, and deferred revenue. 

• Long-Term Liabilities are probable sacrifices of economic benefits that will likely occur 
more than one year from the date of the financial statements. An example is the non- 
current portion of a mortgage loan. 

 
3000 - 3999 Net Assets: Net Assets is the difference between total assets and total liabilities. See 
the next section for CIS’s policies on classifying net assets. 

 
4000 - 4999 Revenues: Revenues are inflows or other enhancements of assets, or settlements of 
liabilities, rendering services, or other activities that constitute an organization’s ongoing major 
or central operations. 

• Revenues of CIS include contributions received from donors and grants received from 
government agencies, private foundations and corporations. 
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5000 - 9999 Expenses: Expenses are outflows or other using up of assets or incurrences of 
liabilities from delivering or producing goods, rendering services, or carrying out other activities 
that constitute CIS’s ongoing major or central operations. 

 
Classification of Net Assets 
Net assets of the Organization shall be classified based upon the existence or absence of donor- 
imposed restrictions as follows: 

• Unrestricted Net Assets - Net assets that are not subject to donor-imposed stipulations. 
• Restricted Net Assets - Net assets subject to donor-imposed stipulations that may or will 

be satisfied through the actions of the Organization and/or the passage of time. 
 

Net assets accumulated by CIS that are not subject to donor-imposed restrictions, but which the 
board of directors of the Organization has earmarked for specific uses, shall be segregated in the 
accounting records as "board-designated" funds within the unrestricted category of net assets. 

 
Fiscal Year of Organization 
CIS shall operate on a fiscal year beginning July 1st and ending June 30th. Any changes to the 
fiscal year of the organization must be ratified by majority vote of CIS’s board of directors. 

 
Journal Entries 
All general ledger entries that do not originate from a subsidiary ledger shall be supported by a 
journal entry, which shall include a reasonable explanation of each such entry. Examples of such 
journal entries include: 

• Recording of non-cash transactions 
• Corrections of posting errors 
• Non-recurring accruals of income and expenses 
• Certain journal entries, called recurring journal entries, occur in every accounting period. 

These entries may include, but are not limited to: 
• Depreciation of fixed assets 
• Amortization of prepaid expenses 
• Accretion of discounts on promises to give 
• Accruals of recurring expenses 
• Amortization of deferred revenue 
• Allocation of Payroll expenses 

 
Support for recurring journal entries shall be in the form of a schedule associated with the 
underlying asset or liability account or, in the case of short-term recurring journal entries or 
immaterial items, in the form of a written explanation in the journal entry header. 

 
It is the policy of CIS that all journal entries not originating from subsidiary ledgers shall be 
authorized in writing by the Director of Finance by initialing or signing the entries. 
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Policies for Revenues & Cash Management 

Cash Management General Policy 
The Cash Management/Investment Policy is established to provide available funds for the 
normal operating requirement of CIS Nevada, recognize that, from time to time, CIS holds funds 
designated for program expenses to be incurred in the next 1-18 months. As a result, the 
priorities for invested funds are: 

• To protect principal 
• To earn competitive short-term money market/Certificate of Deposit rates on invested 

funds 
• To ensure the financial soundness and creditworthiness of depository/custodial 

institutions 
 
Definitions of Cash Positions 
Immediate Operating funds needs are defined as “approximately three months of operating 
expenses.” 

 
Operating funds are to be held on deposit in CIS’s primary depository bank that can be accessed 
to cover program expenses in 18 months or less. 

 
Intermediate Operating funds are defined as all funds in excess of Operating funds, and are to be 
deposited using the following standards: 

• To preserve principal 
• Earn competitive short-term money market/Certificate of Deposit rates 
• The deposit amount limit with any single bank shall be the current FDIC insured 

maximum amount. Exceptions to this policy require approval from the Finance & Audit 
Committee. All exceptions shall be reviewed on a quarterly basis by the Finance & Audit 
Committee. This review shall utilize the most current ratings published by Bauer 
Financial. The Committee will only consider approving banks with a “four star” or “five 
star” rating. 

 
If Certificates of Deposit are utilized, they may be laddered so that maturities allow for proper 
liquidity management. 

 
CIS endeavors to maintain a financial position that allows for an operating reserve. The operating 
reserve acts as self-imposed restriction upon a defined amount of operating funds. The amount 
reserved requires approval of the Finance & Audit Committee and will be reviewed annually. 
The Operating Reserves are invested and managed by the guidelines outlined in the Investment 
Policy for Operating Reserves. The policy outlines how funds may be invested in bonds, 
equities, or other alternative investments and details how to prudently guide those investing 
activities. No funds will be invested in bonds, equities, or other alternative investment vehicles 
without the prior approval of the Finance & Audit Committee. 
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Revenue Recognition Policies 
CIS receives revenue from several types of transactions. Revenue from each of these types of 
transactions is recognized in the financial statements of CIS in the following manner: 

• Program Service Fees – recognized and recorded when collected 
• Special Program Fees - recognized and recorded when collected 
• Grant income – when received or monthly accrual based on incurrence of allowable costs 

(for cost-reimbursement awards) or based on other terms of the award (for fixed price, 
unit-of-service, and other types of awards) ) – Detailed in Grant Award Management 
Section of this manual 

• Contributions - recognized as income when received, unless accompanied by restrictions 
or conditions (see the next section on contribution income) 

• Special Events income – revenue and expenses tracked as incurred 
• In-Kind Contributed Assets & Services – donated items for auction, contributed services, 

furniture and fixtures donated for operational use. 
 
Distinguishing Contributions from Exchange Transactions 
CIS receives income in the form of contributions, revenue from exchange transactions, and 
income from activities with characteristics of both contributions and exchange transactions. CIS 
shall consider the following criteria, and any other relevant factors, in determining whether 
income will be accounted for as contribution income, exchange transaction revenue, or both: 

• CIS's intent in soliciting the asset, as stated in the accompanying materials; 
• The expressed intent of the entity providing resources to CIS (i.e. does the resource 

provider state its intent is to support CIS's programs or that it anticipates specified 
benefits in exchange?); 

• Whether the method of delivery of the asset is specified by the resource provider 
(exchange transaction) or is at the discretion of CIS (contribution); 

• Whether payment received by CIS is determined by the resource provider (contribution) 
or is equal to the value of the assets/services provided by CIS, or the cost of those assets 
plus a markup (exchange transaction); 

• Whether there are provisions for penalties (due to nonperformance) beyond the amount 
of payment (exchange transaction) or whether penalties are limited to the delivery of 
assets already produced and return of unspent funds (contribution); and 

• Whether assets are to be delivered by CIS to individuals or organizations other than the 
resource provider (contribution) or whether they are delivered directly to the resource 
provider or to individuals or organizations closely connected to the resource provider. 

 
Exchange transactions will be recognized as “In-Kind” revenues and categorized for the specific 
purpose it was intended (i.e. Auction, Program Services, Event production). When it receives 
support in the form of physical assets, CIS shall record contribution income and assets or 
expenses if one of the following two criteria is met: 
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• The contributed service creates or enhances a non-financial asset (such as a building or 
equipment), or 

• The contributed service possesses all three of the following characteristics: 
1. It is the type of service that would typically need to be purchased by CIS if it had 

not been contributed, 
2. It requires specialized skills (i.e. formal training in a trade or profession), and 
3. It is provided by an individual possessing those specialized skills. 

 
Contributed services that meet one of the two preceding criteria shall be recorded at the fair 
market value of the service rendered. 

 
Classification of Income and Net Assets 
All income received by CIS is classified as "unrestricted", with the exception of the following: 

• Grants and other awards received from government agencies or other grantors, which are 
classified as restricted (includes Program Grants). 

• Funds received for specified purposes and/or purposes (Project grants, tenant 
improvement funds, etc.) 

• Special contributions and endowments received from donors requesting that these funds 
be restricted for specific purposes or time periods. 

 
From time to time, CIS may raise other forms of contribution income which carry stipulations 
that CIS utilize the funds for a specific purpose or within a specified time period identified by the 
donor of the funds. When this form of contribution income is received, CIS shall classify this 
income as Restricted income. 

 
As with all Restricted Net Assets, when the restriction associated with a contribution has been 
met (due to the passing of time or the use of the resource for the purpose designated by the 
donor), CIS will reclassify the related net assets from "Restricted" to "Unrestricted" in its 
Statement of Financial Position and reflect this reclassification as an activity in its Statement of 
activities. 

 
From time to time, the CIS Board of Directors may determine that it is appropriate to set funds 
aside for specific projects. To the extent these set-asides result from a Board action, rather than a 
donor-imposed requirement, the resulting set-aside shall be classified as “unrestricted”. 
However, to identify these funds as being set aside for special projects, such set-asides shall be 
labeled “Board-Designated” funds within the unrestricted net assets of CIS and shall be reported 
as a separate component of unrestricted net assets on the CIS financial statements. 

 
Some funds may be contributed for a specified campaign or development effort. These funds are 
marked as “Directed Funds” but remain classified as “Unrestricted” net assets. 
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Contributions Received 
The following definitions shall apply with respect to the policies described in this section: 

• Contribution - An unconditional transfer of cash or other assets to the Organization, or a 
settlement or cancellation of the Organization's liabilities, in a voluntary nonreciprocal 
transfer by another entity acting other than as an owner. 

• Condition - A donor-imposed stipulation that specifies a future and uncertain event 
whose occurrence or failure to occur gives the promisor a right of return of the assets it 
has transferred to the Organization or releases the promisor from its obligation to transfer 
its assets. 

• Restriction - A donor-imposed stipulation that specifies a use for the contributed asset 
that is more specific than broad limits resulting from the nature of the Organization, the 
environment in which it operates, and the purposes specified in CIS's articles of 
incorporation and bylaws. Restrictions on CIS's use of an asset may be temporary or 
permanent. 

• Nonreciprocal Transfer - A transaction in which an entity incurs a liability or transfers 
assets to CIS without directly receiving value from CIS in exchange. 

• Pledge or Promise to Give - A written or oral agreement to contribute cash or other assets 
to CIS. 

• Exchange Transaction - A reciprocal transaction in which CIS and another entity each 
receive and sacrifice something of approximately equal value. 

 
Accounting for Unrestricted Contributions 
CIS shall recognize contributions received as revenues or gains in the period received and as 
assets, decreases of liabilities, or expenses depending on the form of the benefits received. 
Contributions received shall be measured at their fair values. 

 
Accounting for Restricted Contributions 
CIS shall recognize contribution income in the period in which the Organization receives 
restricted or unrestricted assets in nonreciprocal transfers, or unconditional promises of future 
nonreciprocal asset transfers, from donors. Contribution income shall be classified as increases in 
unrestricted, temporarily restricted, or permanently restricted net assets based on the existence or 
absence of such restrictions. 

 
Accounting for Pledges and Promises to Give Contributions 
Promises to give can be defined as conditional or unconditional and must be outlined with a 
donor agreement. The agreement must define any conditions or restrictions related to the gift. A 
pledge, or promise to give, is an agreement between a donor and the organization where the 
donor promises to contribute, at a later date, cash or other assets to the organization. To record a 
pledge as revenue two basic criteria must be met: ensuring that the donor has made a firm 
commitment and that the pledge is unconditional. 
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Examples of valid pledges are always a good way to demonstrate the key points involved. Here 
are a few helpful examples of unconditional pledges: 

• A pledge that says, “I promise to donate $10,000 next month”, means that the accounting 
department will recognize $10,000 in the current month. 

• A pledge that says, “I pledge to give $5,000 a year for the next five years”, means the 
accounting department will recognize $25,000 in revenue on the date of the pledge. 

• Wording that says, “your grant award from the Foundation is $30,000, payable in two 
$15,000 installments six months apart”, means that the accounting department will 
recognize $30,000 on date of award (see note on “grants” below). 

 
Conditional promises to give 
A conditional pledge occurs when a donor promises to contribute to an organization only if 
future and uncertain conditions are met. Because the donor is not bound by the pledge until the 
conditions are met, the organization should not recognize any revenue until the conditions are no 
longer in place. Examples are: 

• A requirement for the organization to complete a project before receiving funds is 
conditional until the project is completed. 

• A donor stipulation that a representative of the organization must attend an event to pick 
up a check in person is conditional until the representative attends the event. 

• A matching pledge is conditional until the matching requirement has been met. 
• A bequest is conditional until the amount can be reasonably estimated after the donor has 

passed away (e.g. once a probate court has declared the will valid and a valuation of the 
estate has been completed). 

 
Unconditional promises to give 
Unconditional promises to give shall be recorded as assets and increases in temporarily restricted 
net assets (contribution income) of CIS in the period that CIS receives evidence that a promise to 
support the Organization has been made. Unconditional promises to give that are to be collected 
within one year shall be recorded at their face value, less any reserve for uncollectible promises, 
as estimated by management. Unconditional promises to give that are collectible over time 
periods in excess of one year shall be recorded at their discounted net present value. Accretion of 
discount on such promises to give shall be recorded as contribution income in each period 
leading up to the due date of the promise to give. The interest rate that shall be used in 
calculating net present values of unconditional promises to give is the risk-free rate of return 
available to CIS at the time the Organization receives a promise from a donor. 

 
When the final time or use restriction associated with a contributed asset has been met, a 
reclassification between temporarily restricted and unrestricted net assets shall be recorded. 

 
Special Events Revenue 
CIS holds many special events which are organized to raise contributions to support the 
organization’s activities. The participants of these events are offered something of value (a meal, 
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theater ticket, entertainment) for a sum that exceeds the costs of the benefits provided to the 
participants. The difference between the amount paid by the donor and the fair value of the 
benefit received by the donor is considered a contribution. The items of value given to the donor 
in this situation are referred to as “Direct Benefits to Donors.” These are the actual costs of the 
items and services furnished to the attendees as inducements to attend the special event (dinner, 
ballroom, decorations, meals, and refreshments, etc.). CIS reports these benefits as Special Event 
Gross Revenues in the revenue section of the Statement of Activities and Costs of Direct 
Benefits to Donors in the Statement of Functional Expenses with special events expenses. 
In order to properly report the activities of these events, a number of transactions need to be 
recorded for each event: For revenue: the number of tickets sold to an event as well as the price 
being paid by the donor. 

 
In-Kind Contributions 
General In-Kind Donations 
The staff that receives the in-kind donation should complete an in-kind donation form. The form 
should be given to the Accounting Staff in the State office. A copy of the form should be 
forwarded to the Executive Director in the South, West, or NE on a daily basis or as soon as 
possible. The in-kind donations are then sorted at the site they are received to establish what 
items will be used at CIS and the items that will be sent to the other charitable organizations. The 
donated items that will be used at CIS will then be taken to the appropriate storage facility. 
Special care should be taken when detailing items that are used for the operations of the CIS. In- 
Kind donations that are picked up off property will be immediately brought back to CIS and 
accounted for in the same manner as the donations received on property. A person appointed by 
the Executive Director of each affiliate will prepare the monthly summary of in-kind donations. 
The summary will be sent by NE, West and South representative to State Accounting Staff to be 
entered into Donor Perfect at the end of each month. 

 
Special Event In-Kind Donations 
For each special event there could be three types of in-kind contributions that are documented: 

• Auctioned items: If an item is donated to CIS to be auctioned off, two-dollar amounts are 
tracked. First the fair value of the donated item is determined and recorded as 
contribution revenue. Once the item is auctioned off, the contribution is adjusted up or 
down based on the amount that was ultimately received by CIS. (Note: It is important to 
have the fair value and final amount received in the auction for tax purposes. The IRS 
handles this transaction differently.) 

• Items provided to the donor: In many events, items will be donated and provided to the 
various attendees of the event. The revenues are a contribution to the organization and 
the expense is included in Costs of Direct Benefits to Donors. 

• Donated services or facilities: Certain services or facilities that are donated to the 
organization may need to be reflected as Costs of Direct Benefits to Donors, while others 
may need to be reflected as fund-raising costs of the event. The ultimate determination is 
based on whether or not the donor receives a benefit from the donation. 
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In-Kind donations for special events will be recorded and a thank you letter will be prepared 
following the event. Any donations that are destined for auction or raffle uses will also be 
recorded as an in-kind donation for the specific event. The fair market value of those items will 
be recorded when item is received by CIS and when the donated item is sold. Once item is sold it 
will be entered under the purchaser in Donor Perfect. 

 
Fair Market Value 
CIS uses the following methods to determine fair market value: 

• Quoted market prices, if available, are the best evidence of the fair value of monetary and 
nonmonetary assets, including services. If quoted market prices are not available, fair 
value may be estimated based on quoted market prices for similar assets, independent 
appraisals, or valuation techniques, such as the present value of estimated future cash 
flows. Contributions of services that create or enhance nonfinancial assets may be 
measured by referring to either the fair value of the services received or the fair value of 
the asset or of the asset enhancement resulting from the services. A major uncertainty 
about the existence of value may indicate that an item received or given should not be 
recognized. 

• The present value of estimated future cash flows using a discount rate commensurate 
with the risks involved is an appropriate measure of fair value of unconditional promises 
to give cash. Subsequent accruals of the interest element shall be accounted for as 
contribution income by CIS and contribution expense by donors. CIS shall report the 
contribution income as an increase in temporarily restricted net assets if the underlying 
promise to give is donor restricted. 

• Unconditional promises to give that are expected to be collected or paid in less than one 
year may be measured at net realizable value (net settlement value) because that amount, 
although not equivalent to the present value of estimated future cash flows, results in a 
reasonable estimate of fair value. 

 
Contribution Receipts and Disclosures 
CIS and its donors are subject to certain disclosure and reporting requirements imposed under the 
Internal Revenue Code and the underlying Regulations. To comply with those rules, CIS shall 
adhere to the following guidelines with respect to contributions received by the Organization. 

 
Donations given to Communities In Schools may come in the form of monetary contributions, 
products or services donated in-kind. Donors who meet the criteria specified will be provided an 
acknowledgement and receipt for the donation. 

 
The standard policy of CIS is to provide the receipt within 10 days after the donation is given. 
IRS guidelines for most non-profits is to send written acknowledgments to donors no later than 
January 31 of the year following the donation. For the written acknowledgement to be 
considered contemporaneous with the contribution, a donor must receive the acknowledgment by 
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the earlier of: the date on which the donor actually files his or her individual federal income tax 
return for the year of the contribution; or the due date (including extensions) of the return. For 
any separate contribution received by CIS, it shall provide a receipt to the donor. All estimates of 
the fair market value of goods or services provided by CIS shall be prepared determined based 
on the stated value. 

 
IRS Charitable Receipts Requirements 
CIS adheres to the following requirements set for the by the IRS for Charitable contributions: 

 
Monetary Contributions (Cash Donation) 
A donor must have a bank record or written communication from a charity for any monetary 
contribution before the donor can claim a charitable contribution on his/her federal income tax 
return. A donor cannot claim a tax deduction for any single contribution of $250 or more unless 
the donor obtains a contemporaneous, written acknowledgement of the contribution form the 
recipient organization. An organization that does not acknowledge a contribution incurs no 
penalty; but, without a written acknowledgment, the donor cannot claim the tax deduction. 
Although it is the donor’s responsibility to obtain a written acknowledgment, an organization can 
assist a donor by providing a timely, written statement. 

 
A charitable organization is required to provide a written disclosure to a donor who receives 
goods or services in exchange for a single payment in excess of $75. 

 
Donations involving a motor vehicle, boat, or airplane that has a value that exceeds $500 are 
handled differently. 

 
A separate acknowledgement may be provided for each single contribution of $250 or more, or 
one acknowledgment, such as an annual summary, may be used to substantiate several single 
contributions of $250 or more. 

 
CIS may provide either a paper copy of the acknowledgment to the donor, or it may provide the 
acknowledgement electronically, (i.e.: via e-mail). 

 
Separate contributions of less than $250 will not be aggregated. An example of this could be 
weekly offerings to a donor of less than $250 even though the donor’s annual total contributions 
are $250 or more. 

 
Payroll Deduction Donations 
For charitable contributions of less than $250, made by payroll deduction, the donor may use 
both of the following documents as a written communication from CIS: 

• a pay stub, Form W-2, Wage and Tax Statement, 
• or other employer-furnished document provided by the employer that shows the amount 

withheld and paid to a charitable organization 
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• a pledge card prepared by or at the direction of CIS. 
 

When a donor makes a single contribution of $250 or more by payroll deduction, the donor may 
use both of the following documents as the written acknowledgment obtained from CIS: 

• a pay stub, Form W-2, Wage and Tax Statement, 
• or other document furnished by the employer that sets forth the amount withheld by the 

employer and paid CIS, and 
• a pledge card that includes a statement to the effect that the organization does not provide 

goods or services in consideration for contributions to the organization by payroll 
deduction. 

Each payroll deduction amount of $250 or more is treated as a separate contribution for purposes 
of the $250 threshold requirement for written acknowledgments. 

 
In-Kind Contributions/Goods or Services Donated 
Goods or services include cash, property, services, benefit or privileges. However, there are 
important exceptions as described below: 

 
Token Exception – are insubstantial goods or services a charitable organization provides in 
exchange for contributions do not have to be described in the acknowledgement. Goods and 
services are considered to be insubstantial if the payment occurs in the context of a fund-raising 
campaign in which a charitable organization informs the donor of the amount of the contribution 
that is a deductible contribution and: 

• the fair market value of the benefit received does not exceed the lesser of 2 percent of the 
payment or $91 or the payment is at least $45.50, 

• the only items provided bear the organization’s name or logo (i.e.: calendars, mugs, or 
posters), and the cost of these items is within the limit for “low cost articles,” which is 
$9.10. 

• Free, unordered low-cost articles are also considered to be insubstantial. 
Example of a token exception: If a charitable organization gives a coffee mug bearing its logo 
and costing the organization $9.10 or less to a donor who contributes $45.50 or more, the 
organization may state that no goods or services were provided in return for the $45.50 
contribution. The $45.50 is fully deductible. 
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Finance & Resource Development Processing 
 
Basic Rules for Tax Letters 

• Tax receipt letters are required for Individual donations over $75. 
• Multiple donations can only be counted together for the year if an agreement is in place 

or the intention is set ahead of time (monthly donations, pledges to give). 
• All documents accompanying a donation must be read by Development and accounting to 

determine: 
o If a signed receipt of payment is needed 
o If a tax letter is necessary 
o If reporting is required after the funds are received 

• Letters will be sent once a week on Tuesday for all donations received the previous 
Monday through Friday (so long as other extenuating circumstances do not exist, such as 
exchange value or confirmation of donation intention). 

• For Payments received for events or with an exchange value a tax letter will be sent at the 
conclusion of the event or after the exchange has taken place. 

• Exchange value will be evaluated in all situations based on fair market value as defined 
by IRS and GAAP. 

• Acknowledgment of a gift is not the same as a tax receipt letter. An acknowledgement 
can be sent without a tax clause and should be considered for all donations received. 

 
Cash Receipts Processes 
Merchant processing (i.e. Website, OneCause) 

• Weekly monitoring of merchant portals is done by Resource Development (RD). 
• Entry into Donor Management System by RD 
• Accounting enters into system using coding used in Donor Management System (DP) 
• Development sends letters for donations on a weekly basis if required 
• Accounting reviews DP report monthly to verify all letters have gone out and follows up 

with affiliates for those that were sent from the region. 
• For letters sent by affiliates the date affiliate confirms letter was sent is entered into DP 

 
Checks and cash - in mail or in person 
Reimbursements for expenses (example: Insurance rebate, employee repayment, vendor credit 
refund) and Fee for service payments (example: School payments, TANF, DHHS/Catholic 
charities) 

• Accounting applies payments to invoices in system or enters payment based on situation. 
• Do not need to be input to DP 
• Resource development reviews cash log for all funds received and enters into DP 
• Copies of checks are sent by accounting following deposit 
• Reviewed by RD Manager to verify if tax letter is required and indicated in DP 
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• Person assigned to send letter, once letter is completed, the date letter was sent is entered 
into DP 

• Monthly verification that letter was sent 
 

Direct Deposit - Direct into checking account 
• Enter into Accounting system at month end as part of bank reconciliation process 
• Report of direct deposits not previously recorded in donor management system is 

provided to RD 
• RD reviews Donation fund and workplace giving sites for recording into DP: 

• Donation/ Employee Giving funds differ – workplace giving: 
• YourCause donations enter to Donor YourCause with a soft credit to actual Donor 
• Benevity enter to Donor Benevity and soft credit actual donor if given 
• Reviewed by RD Manager to verify if tax letter is required 
• If letter is required a person is assigned to send the letter in DP 

 
In-kind - Programming 

• Reporting of donations from affiliates is sent to AS and RD Manager 
• Entered into DP by AS 
• If the report from the affiliates states a letter has gone out – AS will enter the date the 

letter was sent along with a memo and her initials (AS to indicate that Staff Accountant 
made the note) 

• In kind thank you letters are done by the affiliates 
• State are done by RD Dept 

 
In-kind - Events 

• Special events process facilitated by RD Manager for recording 
• Following event receipt letters are sent for purchase of donated items 
• Following event receipt letters are sent for the items and services donated 
• Date of letter being sent is recorded in DP 
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Type Donor System Process Accounting Process 

For existing 
Donors 

Enter contribution 
Send tax letter (at least weekly) or 
indicate who will send the tax letter 
Complete Monthly reconciliation to 
verify letters have been sent by 
responsible party 
General donation thank you letters for 
the State Office are done by RD 
Manager. RD Director creates 
templates for specific campaign 
donations / appeal thank you letters 
$5k and above are reviewed by RD 
Director for further personalize as 
needed 

Check to see if customer/donor has an 
open invoice 
If there is an open invoice apply 
payment 
If there is not an invoice: 
For amounts over $250 create an 
invoice an apply payment 
For amounts under $250 create a sales 
receipt 

For new 
Donors 

Enter donor* 
Enter Contribution 
Send first time giver tax letter 
*If it appears that a donor profile may 
exist in Donor Perfect, with different 
address or other criteria please check 
with Resource Development before 
creating a new profile 

Enter new donor into Accounting 
system using details from DP 
For amounts over $250 create an 
invoice an apply payment 
For amounts under $250 create a sales 
receipt 

Grants All documents for the grant must be 
included when entering contributed 
amount to verify application intention 
and determine if a budget exists and 
timing. 
Review documents received for 
confirmation requirements (signatory 
page, etc.) 
Formal acknowledgement per 
institutional rules set by RD 

Have Finance Director review and 
gather grant documents - application, 
reporting requirements, grant lead, etc. 
Finance Director will create an invoice 
for the grant in the system 
Restricted cash and school/affiliate 
budgets are updated with grant 
allocation 
Payment is applied to invoice 
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Events RD Manager acknowledges all donor 
and sponsorship event contributions 
“thank yous”- generates CISNV tax 
receipt for all State Staff events. 
$5k and above RD review for further 
personalization as needed. 
For Affiliate events the leads 
(Affiliate Eds, Assistants etc.) will 
determine who sends the thank you 
letter and request State support if 
needed. 
Primarily, State (RD Manager) 
customizes the letters for SNV, inserts 
ED signature and mails out. 
RD Manager runs a weekly gift report 
and sends out every Monday for CEO 
and ED’s to review and request State 
support for letters if needed or if a 
change to donor gift entry is 
required. 

Follow procedures for new and 
existing donors 

 

Process tax letter (Finance) and thank you letter (Development) if applicable: 
• If the donation was received in exchange for goods or services, the cost of goods sold 

must be determined and deducted from the amount indicated on the acknowledgment and 
receipt. 

• Receipt Letter must indicate one the following information: 
• Exchange value received for this donation/event was $xxx. 
• There was no exchange value or services received for this donation/event. 
• In-kind tangible donation – Thank you for your auction donation valued at $xxx. 
• In-kind intangible donation – Thank you for your advertising donation (list no value). 
• Exchange Value: 

o Definition: Exchange value is the accumulated total of all costs used to create a 
product or service, which has been sold. 

o These costs fall into the general sub-categories of direct labor, materials, and 
overhead. 

o For a special event, the exchange value is considered to be the food, entertainment 
or services rendered at the event. 

o For advertising or other items sold, the cost of goods sold is likely to be the cost 
to produce the materials, including labor hours and printing. 

o CIS Example, Ticket cost is $250 minus cost of event per person $100, tax 
deductible amount is $150. Table of 10 sponsor cost is $2,500 minus the cost of 
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event per person is $100, tax deductible amount is $1,500. 
 

Exchange of Goods or Services 
A donor may only take a contribution deduction to the extent that his/her contribution exceeds 
the fair market value of the goods or services the donor receives in return for the contribution; 
therefore, donors need to know the value of the goods or services. CIS will provide a written 
disclosure statement to a donor who makes a payment exceeding $75 partly as a contribution and 
partly for goods and services provided by the organization. 

 
A contribution made by a donor in exchange for goods or services is known as a quid pro quo 
contribution. Example of a quid pro quo contribution: A donor gives a charitable organization 
$100 in exchange for a concert ticket with a fair market value of $40. In this example, the 
donor’s tax deduction may not exceed $60. Because the donor’s payment (quid pro quo 
contribution) exceeds $75, the charitable organization must furnish a disclosure statement to the 
donor, even though the deductible amount does not exceed $75. 

 
Required Statements included in Tax Receipt Letters 

• Tax-exempt status statement: Statement that CIS is a 501c3 tax-exempt organization. 
Include the EIN # to prove tax-exempt status. 

• A statement that no goods or services were provided by the organization in exchange for 
the contribution, if that was the case. 

• If any goods or services were provided by the organization in exchange for the 
contribution, CIS will include a description and good faith estimate of the value of those 
goods or services, insubstantial values need not be recorded. (Example: A fundraising 
dinner event where some of the funds received from the donor pays for the actual dinner, 
while the rest is a donation.) 

• If the goods or services that were provided to the donor were insubstantial token 
amounts, note that, too. (Example: When a small gift is given to the donor with the 
nonprofit organization’s name or logo on it such as bumper sticker or coffee mug.) Or, 
provide a statement that goods or services (if any) that the nonprofit provided in return 
for the contribution consisted entirely of intangible religious benefits, if that was the 
case. 

 
As a general rule for in-kind donations, CIS does NOT place a value on what is donated, that is 
the responsibility of the donor, rather CIS does make sure it includes a statement of what was 
donated. Also, CIS NEVER states that a contribution IS deductible — contributions MAY BE 
deductible, based on the donor’s particular tax situation. 

 
The acknowledgement receipt must inform a donor that “the amount of the contribution that is 
deductible for federal income tax purposes is limited to the excess of money (and the fair market 
value of property other than money) contributed by the donor over the value of goods or services 
provided by the organization”. 
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CIS will furnish a disclosure statement in accordance with either the solicitation or the receipt of 
the quid pro quo contribution. The statement will be in writing and will be made in a manner that 
is likely to come to the attention of the donor. For example, a disclosure in small print within a 
larger document might not meet this requirement. 

 
It is the policy of CIS to comply with all current federal and state rules regarding solicitation and 
collection of charitable contributions, whether specifically addressed in this manual or not, as 
well as all future revisions to those rules. 

 
Cash Receipts 

 
Cash (including checks payable to the organization) is the most liquid asset an organization has. 
Therefore, it is the objective of CIS to establish and follow the strongest possible internal 
controls in this area. 

 
Petty Cash 
Each program affiliate maintains a petty cash bank that is managed by the Executive Director or 
the custodian appointed by the Executive Director. The amount maintained in each bank is 
determined by the FM based on expense history and budget. Disbursements are made from this 
account when an employee presents an approved “Request for Funds” approved by a direct 
supervisor. If the request is a reimbursement receipts that correspond to the request must be 
attached. Unused funds remaining for those issued must be returned immediately with attached 
receipt(s) that correspond to the amount of the request. 

 
The Executive Director counts and confirms the amount of Petty Cash, at least, monthly. All 
petty cash receipts and requests are listed in a petty cash reimbursement report prepared by the 
Custodian and approved by the Executive Director. The petty cash reimbursement report is 
submitted to the FM for reconciliation and replenishment on a monthly basis. 

 
Bank Statements 
If statements are received via the US Postal Service, the CEO or designee will open all of the 
bank statements and review the transfers, deposits, and accuracy of the amounts and signatures 
on the checks. After that has been done, the bank statements will be turned over to the FM for 
reconciliation. Monthly check registers, cash receipts registers and bank reconciliation’s will be 
given to the Treasurer as requested at the quarterly Finance Committee meetings. All bank 
statements will be maintained in accounting and available for any member of the Board to 
review at any time during normal operating hours. 

 
Processing of Donations Received in Person 
Donations made in person, electronically or collected by staff will be given to Administrative 
Assistant or member of the Finance team for recording in the cash log. The Administrative 
Assistant will then forward to Accounting for deposit. 
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In the Northeast and West Affiliate offices, the Executive Director or a designee/ Custodian will 
open the mail and any monies received will be copied, dated and maintained by a custodian 
appointed by the Executive Director, who will stamp the endorsement on checks received and 
record them in the daily cash receipts journal. The Custodian will prepare deposits at least 
weekly. After the deposit is made the Executive Director will sign off on the deposit slip and the 
deposit slip and attached copies of the items deposited will be forwarded to the State Office. If 
the amount of the deposits on hand is an amount exceeding $1,000, a deposit will be prepared 
and taken to the bank that same day. 

 
Any receipts from Grants will have an extra copy of the check made and placed in the Grant file 
in the accounting department. If the Executive Director is out of town for any extended period of 
time, someone will be appointed to take their place when the mail is opened. All un-deposited 
receipts will be held in a locked file in the Executive Director’s office until the deposit is made. 
A deposit of any amount must be made on a weekly basis. 

 
In the State and Southern Affiliate offices, the mail will be picked up daily by the Administrative 
Assistant. The checks will then be entered cash log by the Administrative Assistant. Copies of 
the checks received will be made and placed in the safe in the Accounting office. The checks will 
then be recorded in Donor Perfect and Financial Systems by the AS. A thank you letter/ tax 
receipt letter will be prepared based on the organization’s guidelines. 

 
This policy is intended as a supplement to, not a part of, the monthly bank reconciliation process. 
The intention is to establish an additional reconciliation designed to identify any instances in 
which funds received and logged in were not deposited in a timely manner to the CIS’s bank 
accounts. 

 
Processing of Checks Received in the Mail 
For funds that are received at CIS, cash receipt procedures are organized to ensure that cash 
received is appropriately directed, recorded and deposited on a timely basis. Funds received via 
mail are entered on the cash received log by the Admin Assistant. 

 
The Admin Assistant receives any mail delivered directly to the administrative offices. The 
Admin Assistant opens all mail received that day and separates out mail containing checks. All 
other mail is then distributed to the recipient’s mailboxes. 

 
The mail containing checks is then processed. The Admin Assistant enters the checks received in 
the “Cash Log”. Once recorded, the checks are given to the Staff Accountant. The Admin 
Assistant is not involved in the recording of cash receipts, accounts receivable, or accounts 
payable. The Staff Accountant makes copies of all the checks received and distributes to the 
appropriate person for account coding instructions. The deposit and slip are prepared by the AS 
and verified by the FM. 
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Endorsement of Checks 
All checks received that are payable to CIS shall immediately be restrictively endorsed by the 
individual who prepares the daily receipts listing. The restrictive endorsement shall be a rubber 
stamp that includes the following information: 

• For Deposit Only 
• Communities In Schools 
• The bank name 
• The appropriate bank account number for the type of funds being deposited 

A deposit slip is prepared for the checks received and compared to the daily receipts listing for 
discrepancies. Two copies of the deposit slip and each check are made. The deposit slip and 
checks are sealed in a bank deposit bag and put into a locked cabinet in the finance area. One set 
of the deposit package copies is forwarded to the development department for account coding 
instructions. The coded copies are then returned to the Staff Accountant for entry into the 
Accounting and Donor database. The Staff Accountant makes the bank deposit and receives a 
receipt. The deposit receipt is attached to the other copy of the deposit package and given to the 
FM. The FM verifies and attaches the coded deposit package to the deposit receipt package and 
files in the finance department. 

 
Processing of Credit Card Payment Received 
CIS accepts all major credit cards for payment, all of which are authorized through the 
participating credit card company. This is done electronically through merchant services and 
online providers. The merchant provider facilitates credit card authorization from the 
participating credit card company. 

 
For all credit card payments, the following will be documented: 

• Customer/Organization name, address and phone number 
• Name of credit cardholder 
• Credit card number 
• Expiration date 
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Procedure for Money Handling at Events 

On-Site Collections at Special Events 
Donations of cash, checks and credit card are accepted at special events. The following policies 
apply to the processing of these donations: 

 
Cash 
The CEO or Executive Director will cash a check made by the Finance Director for an amount 
determined by lead event staff members necessary for the given event ($1, $5, $10, $20) for the 
change boxes. 

• All cash prior to the event will be locked in a cash box. 
• A designated staff member will take the cash box to the event. Upon arrival to the event, 

two staff members will count the cash separately to confirm the amount and sign a 
receipt for the amount of cash received. 

• Staff members handling transactions will be given a receipt book with numbered 
receipts. 

• Staff will offer to provide a receipt to each donor following a cash transaction and will 
provide a detailed receipt at the donor’s request. A copy of each receipt will be left in the 
receipt book. 

 
The receipt should have the following information filled out: 

• Name 
• Address and/or email address (if no address line is allotted then put on the line that says 

“dollars”) 
• Number of items purchased (i.e. clothing x 5) 
• Total purchase amount 
• Initial the receipt 
• CIS staff keeps the carbon copy in the book and gives the donor the original receipt. 
• At the end of the event two staff members will count the cash from each station, fill out 

the “Cash Count” form, put the cash in an envelope with the description of the location/ 
staff, seal the envelope, note the amount on the envelope and sign the envelope over the 
seal. 

• All of the cash and documentation will then be locked in the cashbox 
• A designated staff member will return the cash box to the office on the next business day 

and the cash will be counted and deposited. 
• Staff will provide dual custody of cash at all times. 
• Please note that only STAFF will handle any exchange of money unless extraordinary 

circumstances prevail and are approved by the CEO or FM. 
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Credit Card ( Square, etc.) 
• Credit card transactions will be charged through verified processor, including Square. 
• Designated staff members will be equipped with Service application on their cell phones 

and swipers. 
• Staff will fill out all pertinent fields within the transactions page and ensure the donor’s 

email address is included in the email field. A transaction notification will be emailed to 
the donor and the FM. 

• Where possible, swipe machines will be taken to the location one day prior to test 
connectivity. 

• At minimum, two employees will be assigned to work the registration table at special 
events and count the money together at the end of the event. Registration/attendance logs 
and count sheets will be maintained separate of the funds collected. 

• The documentation and funds collected is brought back and turned in to accounting 
immediately following the special event. This documentation will include all cash, the 
actual checks collected, and any credit card charge slips. 
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Billing & Invoicing Policies 

Billings and Receivables 
Routine Billings 

• Grants – government and institutional 
• Contracted service billings 
• Resource Development Pledges 

 
CIS’s Accounting Department is responsible for the invoicing as well as the collection of 
outstanding receivables. (Note: cash receipts, credit memo, and collection policies will be 
discussed in other sections.) 

 
The accounting department will maintain the financial records for the drawdown of funds from 
the approved funding source. The billings with attachments will be prepared in a timely manner 
by the appropriate department and submitted to the appropriate Executive Director for review 
and approval. Every effort should be made by all departments involved to get the billings out at 
the earliest possible time, but not later than the 10th of each month. 

 
The payments that are billed for reimbursement from a fund will be annotated as such by 
recording the assigned customer/job into the computer accounting system. This will prevent 
double billings and provide an audit tool when the grants are reviewed and / or audited by the 
particular Grantor agencies. 

 
Posting of payments for invoices and pledges to the accounts receivable subsidiary ledger shall 
be performed by individuals independent of the cash receipts function of CIS. 
Posting of credit memos and other adjustments of accounts receivable shall also be performed by 
an individual independent of the cash receipts function of CIS. 

 
Monitoring and Reconciliations 
On a monthly basis, a detailed accounts receivable report (showing aged, outstanding invoices by 
Grantor/Donor) is generated and reconciled to the general ledger by the FM. All differences are 
immediately investigated and resolved, and the reconciliation is reviewed. 

 
Collections 
Collections are performed on a monthly basis, according to a review of the outstanding items 
shown on the accounts receivable aging report. This report shows the current month’s activity for 
each Grantor/Donor and prior months’ balances outstanding for 30, 60, 90, and 120 days. 
Grantor/Donors with unpaid balances for 60 days will be contacted by telephone in an attempt to 
collect the amount due. A record will be kept of all telephone contacts. If the receivable is 
uncollected after 180 days, it is reported to the Executive Director/Director and then accounting 
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for write-off review. 
 
Credits and Other Adjustments to Accounts Receivable 
From time to time, credits against accounts receivable from transactions other than payments and 
bad debts will occur. Examples of other credits include adjustments for billing errors. All credits 
shall be processed by an employee who is independent of the cash receipts function. In addition, 
all credits and adjustments shall be authorized by the FM. 

 
Accounts Receivable Write-Off Authorization Procedures 
It is the policy of CIS to ensure that all available means of collecting receivables have been 
exhausted before write-off procedures are initiated. If a receivable is deemed uncollectible, the 
following approvals are required before the write-off is processed: 

• Amount Authorized in writing by CEO if more than $250 
• Amount Authorized by Finance Director if less than $250 

 
If write-off procedures have been initiated, the following accounting treatment applies: 
Current year billings that are written off will either be charged against an appropriate revenue (or 
revenue adjustment account) or against the original account credited. 

 
Billings written off that are dated prior to the current year will be treated as bad debt and will 
reduce the allowance for doubtful accounts, discussed in the next section. 

 
Reserve for Uncollectible Accounts 
CIS does not maintain a reserve for uncollectible accounts receivable. It is the policy of CIS to 
review the need for a reserve with the BOD Finance & Audit Committee on an annual basis. If it 
is determined that a reserve should be instituted the following process shall be used. 

 
At the end of each fiscal year, the allowance for doubtful accounts will be adjusted based on the 
following factors: 

• Historical collection and bad debt experience 
• Evaluations of specific granting agencies 
• Year-end adjustments to the reserve for uncollectible accounts shall be performed only 

with authorization from the Finance Director. This reserve account would be used in the 
following year to write off those items that are deemed uncollectible from the prior year 
after further collection efforts have been abandoned, as described earlier. 
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Purchasing Policies and Procedures 

The policies described in this section apply to all purchases made by CIS. Additional policies 
applicable to regulated grants and program purchases are described in other sections of this 
manual. 

 
It is the policy of CIS to follow a practice of ethical, responsible and reasonable procedures 
related to purchasing, agreements and contracts, and related forms of commitment. The policies 
in this section describe the principles and procedures that all staff shall adhere to in the 
completion of their designated responsibilities. 

 
Responsibility for Purchasing 
All department heads shall have the authority to initiate purchases on behalf of their department, 
within the guidelines described. In addition, department directors may delegate purchasing 
authority to responsible individuals within their department. 
The CEO has approval authority over all purchases and contractual commitments as defined in 
this policy. The CEO shall make the final determination on any proposed purchases where 
budgetary or other conditions may result in denial. 

 
Non-Discrimination Policy 
CIS does not discriminate or withhold services to any person or client because of age, sex/ 
gender, color, race, creed, national origin, religious persuasion, marital status, political belief, or 
sexual orientation. 

 
All vendors/contractors who are the recipients of Organization funds, or who propose to perform 
any work or furnish any goods under agreements with CIS shall agree to these important 
principles: 

• Vendors/contractors will not discriminate against any employee or applicant for 
employment because of race, religion, color, sexual orientation or national origin, except 
where religion, sex, or national origin is a bona fide occupational qualification 
reasonably necessary to the normal operation of the vendors/contractors. 

• Vendors/contractors agree to post in conspicuous places, available to employees and 
applicants for employment, notices setting forth the provisions of this non-discrimination 
clause. Notices, advertisement and solicitations placed in accordance with Federal law, 
rule or regulation shall be deemed sufficient for meeting the intent of this section. 

 
Supplier Diversity, Equity and Inclusion Policy 
CIS encourages diversity among our suppliers - both in how we select our vendors and in how 
the vendors we use embrace Diversity Equity and Inclusion in their own business practices. CIS 
tracks the diversity of our supplier/ vendor base by using vendor profiles to understand the 
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ownership of the companies and the size of the organizations. Our hope is that by creating more 
opportunities for businesses and expanding the scope of whom we purchase supplies and 
services from we can promote economic opportunities and innovation. 

 
Increasing our diverse supplier base—and engaging all suppliers on the importance of diversity, 
equity and inclusion—helps us contribute to improved social and economic outcomes of our 
community and in our program services. A diverse supplier is defined as a U.S. privately held 
company that is 51% owned, managed and controlled by a woman, minority, veteran, disabled 
veteran, person with a disability or a member of the LGBTQ+ community. We continue to try 
and expand our annual diverse supplier spending, as well as partnering with diverse 
entrepreneurial businesses. We seek to ensure that diverse suppliers are included in our RFP 
processes for new vendors and we review our own supplier base to understand our current state 
of vendor diversity on an annual basis. 

 
CIS is committed to creating meaningful benefits for the communities it operates in as we 
manage and grow, now and in the future. In this regard, we are interested in establishing 
contractual agreements with suppliers that share our vision and are dedicated to making DEI a 
key part of how they work with CIS and all of their customers. CIS expects its suppliers to 
demonstrate a high level of commitment to DEI in their business practices. Over and above that 
commitment, all contractual agreements and other actions that include a direct, positive impact 
on DEI will provide added value and will enhance the organization's evaluation of contract 
performance. 

 
Conflicts of Interest Prohibited 
No officer, board member, employee, or agent of CIS shall participate in the selection or 
administration of a vendor if a real or apparent conflict of interest would be involved. Such a 
conflict would arise if an officer, board member, employee or agent, or any member of his/her 
immediate family, his/her spouse/partner, or an organization that employs (or is about to employ) 
any of the parties indicated herein, has a financial or other interest in the vendor selected. 
Officers, board members, employees and agents of CIS shall neither solicit nor accept gratuities, 
favors, or anything of monetary value from vendors or parties to sub-agreements with the 
promise of doing business. However, uUnsolicited gifts of a nominal value may be accepted 
with the approval of the CEO and to be shared among staff in an office setting or raffled 
equitably to interested staff. . A first come, first served distribution may also be utilized.  

 
Receipt and Acceptance of Goods 
A manager or designated individual shall inspect all goods received. Upon receipt of any item 
from a vendor, the following actions shall immediately be taken: 

• Review packing slip or bill of lading for correct delivery point 
• Verify the quantity of boxes/containers with the bill of lading (or packing slip) 
• Examine boxes/containers for exterior damage 
• Note on the bill of lading (or packing slip) any discrepancies (missing or damaged boxes/ 

containers, etc.) 
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• Sign and date the bill of lading (or packing slip) 



CIS of Nevada: Policies & Procedures, April 2023 95  

• Retain a copy of the bill of lading (or packing slip) 
 

When goods are moved to another area for thorough inspection, the following inspection 
procedures shall be performed: 

• Remove the packing slip from each box/container 
• Compare the description and quantity of goods per the purchase order to the packing slip 
• Examine goods for physical damage and document on the receiving form 
• Count or weigh items, if appropriate 
• Record an indication of counts on the purchase order and document on the receiving 

form 
• Submit receipt, receiving form and invoice to Finance Department 

 
It is the policy of CIS to perform the preceding inspection procedures in a timely manner in order 
to facilitate prompt return of goods and/or communication with vendors. 

 
Required Solicitation of Quotations from Vendors 
Purchase decisions over $50,000 for labor, equipment, supplies or services purchased, leased or 
contracted for shall be made only after receiving, whenever possible, oral or written quotations 
from at least two (2) vendors. Specific selections shall be recommended, via the Department 
Directors/Officers, to the CEO for approval with written quotations attached for review. 
Recommendations shall be based on consideration of all applicable criteria as described under 
“Evaluation of Alternative Vendors” below. 

 
All Purchase decisions of $100,000 or more shall be made by obtaining competitive proposals/ 
bids or request for qualifications from preferably three (3) or more responsible vendors. Sealed 
bids shall be utilized when required by an awarding agency. 

 
Solicitations for goods and services (or requests for proposals) should provide for all of the 
following: 

• A clear and accurate description of the technical requirements for the material, product or 
service to be procured. In competitive procurements, such a description shall not contain 
features, which unduly restrict competition. 

• Requirements which the bidder/offer or must fulfill and all other factors to be used in 
evaluating bids or proposals. (See the next section entitled “Evaluation of Alternative 
Vendors” for required criteria.) 

• A description, whenever practicable, of technical requirements in terms of functions to be 
performed or performance required, including the range of acceptable characteristics or 
minimum acceptable standards. 

• The specific features of "brand name or equal" descriptions that bidders are required to 
meet when such items are included in the solicitations. 

• The acceptance, to the extent practicable and economically feasible, of products and 
services dimensioned in the metric system of measurement. 
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• Preference, to the extent practicable and economically feasible, for products and services 
that conserve natural resources and protect the environment and are energy efficient. 

• A description of the proper format, if any, in which proposals must be submitted, 
including the name of the CIS person to whom proposals should be sent. 

• The date by which proposals are due. 
• Required delivery or performance dates/schedules. 
• Clear indications of the quantity(ies) requested and unit(s) of measure. 
• Extensions of Due Dates and Receipt of Late Proposals. 

 
Solicitations should provide for sufficient time to permit the preparation and submission of offers 
before the specified due date. However, in the event that a prospective bidder requests an 
extension to a due date specified in a solicitation, and such an extension is both justified and 
compatible with the requirements of CIS, an extension may be granted by the purchasing 
representative. 

 
Vendor proposals are considered late if received after the due date and time specified in the 
solicitation. All such late proposals shall be marked “Late Proposal” on the outside of the 
envelope and retained, unopened, in the procurement folder. Vendors that submit late proposals 
shall be sent a letter notifying them that their proposal was late and could not be considered for 
award. 

 
Evaluation of Alternative Vendors 
Alternative vendors shall be evaluated on a weighted scale that considers the following criteria: 

• Adequacy of the proposed methodology of the vendor 
• Skill and experience of key personnel 
• Demonstrated company experience 
• Other technical specifications (designated by department requesting proposals) 
• Compliance with administrative requirements of the request for proposal (format, due 

date, etc.) 
• Vendor’s financial stability 
• Vendor’s demonstrated commitment to the nonprofit sector 
• Results of communications with references supplied by vendor 
• Ability/commitment to meeting time deadlines 
• Cost 
• Other criteria (to be specified by department requesting proposal) 

 
Not all of the preceding criteria may apply in each purchasing scenario. However, in each 
situation requiring consideration of alternative vendors, the department responsible for the 
purchase shall establish the relative importance of each criterion prior to requesting proposals 
and shall evaluate each proposal on the basis of the criteria and weighting that has been 
determined. 

 
After a vendor has been selected and approved by the department director, the final selection 
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shall be approved by the CEO prior to entering into a contract. 
 
 
Special Purchasing Conditions 
Emergencies 
Where equipment, materials, parts, and/or services are needed, quotations will not be necessary 
if the health, welfare, safety, etc., of staff and protection of Organization property is involved. 

 
Single Distributor/Source 
Where there is only one (1) distributor for merchandise needed and no other product meets the 
stated needs or specifications, quotations will not be necessary. 

 
Federally Funded Programs 
Purchases that will be charged to programs funded with federal awards will be subject to 
additional policies. These policies are described in a separate section, “Grant and Award Fiscal 
Policies.” 

 
Vendor Files and Required Documentation 
The Accounting Department shall create a vendor folder for each new vendor from whom CIS 
purchases goods or services. 

 
Upon making the initial purchase from any vendor (regardless of whether a contract is involved), 
the purchase primary contact shall email or mail a blank Form W-9 to that vendor, along with a 
request for the vendor to complete and sign the W-9 or provide equivalent, substitute information 
and return it. Completed, signed Forms W-9 or substitute documentation shall be filed in each 
vendor’s folder. Vendors who do not return a completed, signed Form W-9 will be on a payment 
hold until one is provided. Vendors who do return a completed, signed Form W-9 or provide 
equivalent documentation shall be issued a Form 1099 at the end of each calendar year in 
accordance with the policies described in the section on “Government Returns.” 

 
Ethical Conduct in Purchasing 
Ethical conduct in managing the Organization's purchasing activities is an absolute essential. 
Staff must always be mindful that they represent the Board of Directors and share a professional 
trust with other staff and the general membership. 

 
Staff shall discourage the offer of, and decline, individual gifts or gratuities of value in any way 
that might influence the purchase of supplies, equipment, and/or services. Staff shall notify their 
immediate supervisor if they are offered such gifts. Gifts to the Organization, viewed as normal 
business incentives to obtain future Organization-approved business such as for meeting sites, 
are acceptable donations. 
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Corporate Credit Card 
CIS uses Bank of Nevada, Commercial Credit Card Services. Employees of CIS who are 
assigned a Corporate Credit Card and their supervisors are responsible for ensuring that they 
adhere to the Corporate Credit Card policy, thereby ensuring adequate controls are exercised in 
order to minimize the risk of fraudulent or corrupt use. Employees issued a corporate credit card 
are in a position of trust in regard to the use of the organization’s funds. Improper or 
unauthorized use of the Card may result in the Cardholder being held liable for expenditures, 
disciplinary action up to termination, and/or termination of card use. 

 
Management of credit cards, eligibility and appropriate card use is detailed in the Credit Card 
Policy issued to and signed by each cardholder. Card Expenditures must be reconciled with the 
Accounting Department on a monthly basis, to ensure appropriate adherence to budget limits. It 
is the responsibility of cardholders to submit monthly statements of transactions to the CIS 
accounting department. Monthly submissions must include receipts/ documentation of purchase 
along with details for purpose of purchase. The AS will input expenses into the accounting 
system and reconcile statements on a monthly basis. The credit cards should not be used for 
purchases that can be processed through the normal purchasing channels. Credit cards cannot be 
used for personal or non-business-related purchases. Reference Corporate Credit Card policy 
issued for each card. This policy is signed by each cardholder, or card custodian along with their 
supervisor. If there is an accidental charge of a personal expenditure on the company card, the 
immediate supervisor and AS and CFOO must be made aware immediately in writing via email.  
Since reconciliation is due on the 5th business day of each month, employees have until the 10th 
business day to reimburse the organization for any accidental personal charges.  If the employee 
self-reports an accidental personal charge before that time, they have 5 business days to 
reimburse the organization for the charge.  Failure to do so may result in disciplinary action up 
to termination. If an employee notices fraudulent activity on their corporate card, the immediate 
supervisor, AS and CFOO must be notified immediately in writing via email.  The card holder 
and Finance department will work together to report the charges and get them resolved with the 
bank.   

 
Credit Card Limits and Conditions of Use 
Individual card limits will be set based on departmental approved budgets, with an ultimate 
maximum set by the Board of Directors, Finance Committee. Exceptions to this limit can be 
made on a case by case basis, with approval by the CEO or Board Chairman. 

 
The Corporate Credit Card cannot be used for expenses other than those incurred by the assigned 
employee named on the Card. The Corporate Credit Card is to be used only for official CIS 
business, not personal expenses. Charging personal transactions to the Corporate Card is not 
acceptable under any circumstance. Cardholder transactions will be scrutinized to ensure 
compliance with this policy. 

 
Surrendering Credit Cards with Termination of Employment 



CIS of Nevada: Policies & Procedures, April 2023 99  

Prior to departure or termination with CIS, the cardholder must reconcile all expenditures on 
their card account since the last statement. It is the responsibility of the departing employee to 
ensure that their account is settled prior to departure.  It is the responsibility of the supervising 
manager of the terminated employee to review the credit card account transaction settlement 
and verify the card has been returned.  

 
The card must be surrendered upon termination of employment to their immediate supervisor or 
the CFO. 
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Employee and Director Business Travel 
Occasionally, employees or Directors of the board may be required to travel for business 
purposes. It is the policy of CIS to pay for expenses related to business purposes. To facilitate 
payment of these expenses, an employee or director will use a corporate credit card, travel 
advance funds or be reimbursed. 

 
CIS policy requires that at the conclusion of a CIS business trip, an employee or board member 
that has incurred business-related expenses should complete a Credit Card Reconciliation or a 
Request for Reimbursement form in accordance with the following policies: 

• Identify each separately incurred business expense. (i.e. do not group all expenses 
associated with one trip together) 

• With the exception of tips, tolls and reimbursed mileage, all business expenses must 
be supported with invoices/receipts. 

• For all lodging and any expenditure vendor receipts/invoices must be submitted. A 
hotel receipt must be obtained to substantiate all lodging expenditures. 

• For airfare, airline-issued receipts should be obtained. If a traveler fails to obtain a 
receipt, other evidence must be submitted indicating that a trip was taken and the amount 
paid (for example, a combination of an itinerary, a credit card receipt, and boarding 
passes). 

• Mileage may be reimbursed at the standard federal rates currently in effect, as 
published each year by the IRS. 

• The business purpose of each trip must be adequately explained on each report. 
• Department and/or Project codes must be identified for all expenditures. 
• For all meals and other business expenditures, the following must be clearly identified: 
• Names, titles, organizations, and business relationships of all persons entertained 
• The business purpose of the meal or other business event (topics discussed, etc.) 
• All Travel Expense Reimbursement must be signed and dated by the employee. 
• All Travel Expense Reimbursement must be approved by the employee's Supervisor. 
• Only one expense report form should be prepared for each trip. 

 
An employee will not be reimbursed for expenses not meeting the preceding criteria. If the 
Travel Expense Reimbursement results in a balance due to CIS (as a result of receiving a travel 
advance greater than actual business expenditures or an inappropriate credit card charge), the 
employee must attach a check or sign a statement indicating authorization to settle the balance 
due through a payroll deduction. No further travel advances will be issued to any employee who 
has an outstanding balance due to CIS from previous business trips. 

 
Reasonableness of Travel Costs 
CIS shall reimburse travelers only for those business-related costs that are reasonably incurred. 
Accordingly, the following guidelines shall apply: 

• Suites and other upgraded rooms at hotels shall not be allowed; travelers should stay in 
standard rooms. 
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• When utilizing rental cars, travelers should rent midsize or smaller vehicles; share rental 
cars whenever possible. 

• Reasonable tips for baggage handling shall be reimbursed; no receipts are required. 
 
Air Travel 
The following additional rules apply to air travel: 

• Air travel should be at coach class; first class air travel shall not be reimbursed unless 
there is a documented medical reason. 

• Memberships in airline flight clubs are not reimbursable. 
• Cost of flight insurance is not reimbursable. 
• When returning on a Sunday or departing on a Saturday in order to obtain a cost savings 

in airfare due to the Saturday-night stayover, travelers should provide a total cost 
comparison (showing that the lower airfare plus an extra night lodging, meals & 
incidentals is less costly than airfare without the Saturday night stayover.) 

• Cost of upgrade certificates are not reimbursable. 
• Cost of canceling and rebooking flights are not reimbursable, unless it can be shown that 

it was necessary or required for legitimate business reasons (such as changed meeting 
dates, etc.) 

• Travelers must identify and pay for all personal flights, even if such flights are 
incorporated into a flight schedule that serves business purposes. (i.e. CIS will not 
reimburse for the personal legs of a trip) 

 
Spouse/Partner Travel 
It is the policy of CIS not to reimburse any employee or board member for separate travel costs 
(air fare, etc.) associated with his/her spouse or partner. The cost of a shared hotel room need not 
be allocated between employee/director and spouse/partner for purposes of this policy. 
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Expense Allocation & Accounts Payable 

Functional Expense Allocation 
As one of its financial management objectives, CIS strives to determine the actual costs of 
carrying out each of its program service and supporting activities. In this regard, it is the policy 
of CIS to charge expenses to the appropriate category of program service or supporting activity. 
Expenses that serve multiple functions or are not readily identifiable with one function shall be 
allocated between functions whenever possible. 

 
Program and supporting service functions of CIS are: 

• Programs Services – Development and provision of services for schools, students and 
families; policy and awareness activities 

• General management and administration 
• Development – fundraising, events, and grants 

 
Direct Charging of Costs 
Certain internal costs shall be directly charged to the appropriate CIS function based upon 
underlying documentation. The following costs shall be directly charged based on the 
documentation or factor listed next to each: 

• Cost Basis for Charge 
• Salaries Timesheets (hours) or number of employees in a function 
• Occupancy (facilities) costs Actual square footage used by each function 
• Long-Distance Telephone Actual use, based on codes 
• Photocopying Actual use, based on codes 
• Postage Actual, per postage log 
• Supplies Actual, per usage forms 

 
With the exception of salaries, which are recorded with each payroll cycle, all other costs 
identified above may be initially charged to one account when incurred, then allocated and 
recorded to the appropriate departments, locations or functions. 

 
Allocation of Overhead Costs 
On a monthly basis, an allocation of administrative overhead to each affiliate and supporting 
activity area shall be recorded. General and administrative management fees costs are allocated 
to affiliates or other supporting functions of the Organization based on predetermined factors. 
These predetermined factors are set at the beginning of the program or annually as part of the 
annual budget process. Costs included in overhead to be allocated include all costs associated 
with building occupancy, management, and any other cost that benefits all functions of the 
related affiliate or organization. 
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Accounts Payable 
CIS strives to maintain efficient business practices and good cost control. A well- managed 
accounts payable function can assist in accomplishing this goal from the purchasing decision 
through payment and check reconciliation. 

 
It is the policy of CIS that the recording of assets or expenses and the related liability is 
performed by an employee independent of ordering and receiving. The amounts recorded are 
based on the vendor invoice for the related goods or services. The vendor invoice should be 
reviewed and approved by a management level employee prior to being processed for payment. 
Invoices and related general ledger account distribution codes are reviewed prior to posting to 
the financial system. 

 
The primary objective for accounts payable and cash disbursements is to ensure that: 

• Disbursements are properly authorized 
• Invoices are processed in a timely manner 
• Vendor credit terms and operating cash are managed for maximum benefit 

 
Record-Keeping Associated with Independent Contractors 
CIS shall obtain a completed Form W-9 or equivalent substitute documentation from all vendors 
to whom payments are made. A record shall be maintained of all vendors to whom a Form 1099 
is required to be issued at year-end. Payments to such vendors shall be accumulated over the 
course of a calendar year. 

 
If an individual qualifies for independent contractor status, the individual will be sent a Form 
1099. The amount reported on a Form 1099 is equal to the compensation paid to that person 
during a calendar year (on the cash basis). Excluded from “compensation” are reimbursements of 
business expenses that have been accounted for by the contractor by supplying receipts and 
business explanations. 

 
If an individual qualifies as an employee, a personnel file will be created for that individual and 
all documentation required by the CIS personnel policies shall be obtained. The policies 
described in the remainder of this section shall apply to all workers classified as employees. 

 
Vendor Invoices 
All valid accounts payable transactions, properly supported with the required documentation, 
shall be recorded as accounts payable in a timely manner. 

 
When possible, vendors will be instructed to mail all invoices directly to the accounts payable 
department at the Administrative Offices. Upon receipt of invoices, each invoice shall be, “date 
received” stamped, and distributed to the appropriate personnel for approval and expense 
category coding. 
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Accounts payable are processed on a weekly basis. Relevant information is entered into the 
system from approved invoices or disbursement vouchers with appropriate documentation 
attached. 

 
It is the policy of CIS that only original invoices will be processed for payment unless duplicated 
copies have been verified as unpaid by researching the vendor records. No vendor statements 
shall be processed for payment. 

 
Check Requests 
Check request are to be submitted for payments needed where an invoice is not available or as a 
reimbursement for organization expenses paid for personally. Check requests will be reviewed 
for accuracy and completeness by the employee that received the service or incurred the expense, 
signed by the employee, and forwarded to the supervisor for approval. The supervisor signs the 
check request as approved for payment, codes it with the proper G/L Account Code, Class and 
School or event (if applicable) and forwards it to the accounting department for processing. The 
approved check request must be submitted to the FM by 48 hours prior to required payment 
processing. Exceptions require additional approval from department director. The accounting 
department maintains the unpaid invoices in an open invoice/check request file until it is 
processed and the check prepared. 

 
Preparation of a Payment Package 
Prior to any account payable payment being submitted for signature, a package called a 
“payment package” shall be assembled. Each payment package shall contain the following 
documents: 

• Vendor invoice (or check request/employee reimbursement report) 
• Receiving form and Packing slip (where appropriate) 
• Any other supporting documentation deemed appropriate 
• Obtain the review and approval of management (or their designee) associated with the 

goods or services purchased. 
 

Approval of an invoice involves the receiving employee indicating their acknowledgement of 
satisfactory receipt of the goods or services invoiced, agreement with all terms appearing on the 
vendor invoice, agreement with general ledger account coding, and agreement to pay vendor in 
full. Approvals shall be documented with initials, signatures or an email of the approving 
individual. 



CIS of Nevada: Policies & Procedures, April 2023 105  

Processing of Payment Packages 
The following procedures shall be applied to each voucher package: 

• Check the mathematical accuracy of the vendor invoice. 
• Compare the nature, quantity and prices of all items ordered per the vendor invoice to the 

packing slip and receiving report. 
• Document the general ledger distribution using the Organization’s current chart of 

accounts. 
 
Accounts Payable Cut-Off 
For purposes of the preparation of the Organization’s monthly financial statements, all vendor 
invoices that are received, approved and supported with proper documentation by the fifth day of 
the following month shall be recorded as accounts payable as of the end of the immediately 
preceding month if the invoice pertains to goods or services delivered by month-end. 

 
Payment Discounts 
To the extent practical, it is the policy of CIS to take advantage of all prompt payment discounts 
offered by vendors. When availability of such discounts is noted, and all required documentation 
in support of payment is available, payments will be scheduled so as to take full advantage of the 
discounts. 
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Overview 

Employee Expense Reimbursements 

Employees will be reimbursed for their out of pocket costs for travel, supplies and other 
expenses incurred in the performance of their duties. All of these expenditures should be pre- 
approved by the appropriate supervisor and be an expenditure that cannot be made using the 
regular procurement channels of the organization. Expenditures for meals and lodging should be 
pre-approved and should be reasonable and necessary under the circumstances and the location 
of the travel and/or restaurant. Reimbursements for expenses, including travel, business meals, or 
other approved costs will be made only upon the receipt of a properly approved and completed 
expense reimbursement form. All receipts must be attached, and a brief description of the 
business purpose of the expense must be noted on the form. The Receipts will be neatly taped to 
paper and attached to a request for reimbursement form and turned into their supervisor on a 
monthly basis. The Supervisor will complete the required accounting information and turn the 
request into the accounting department the first week of the month following the expenses. 
Expense reports will be processed for payment in the next vendor payment cycle. Expenses older 
than three months will not be reimbursed. 

 
Employees making purchases for the organization should use the CIS State Sales Tax Exemption 
letter for those purchases. Employees will not be reimbursed for any State Sales Tax paid. 
Employees are also reminded the use of the State Sales Tax Exemption letter for anything other 
than the purchase of items for the organization is prohibited and will be treated as a just reason 
for dismissal from the employment with the organization. 

 
Mileage 
Employees will be reimbursed monthly for any mileage an employee incurs beyond normal 
commute mileage (from home to office and home again) on a normal workday that is directly 
related to the performance of their function within the organization. A mileage log will be 
maintained by the employee that shows the date, destination, purpose, beginning odometer 
reading and the ending odometer reading, and the number of miles driven for that purpose. The 
reimbursement rate for business related travel will be the same rate as that allowed for income 
tax reporting purposes as published by the Internal Revenue Service. Employees must prepare 
their reimbursement form and submit it to their supervisor on a monthly basis for approval, the 
proper account coding, the Grant Funds (if applicable) and the correct Class charged. These 
completed requests will then be turned into the Human Resources department for processing 
with payroll. 

 
Auto Allowance 
Certain positions within the organization may qualify for an automobile allowance to be 
disbursed through payroll each pay period. For coordinator, manager, specialist and generalist 
positions to be considered for this allowance, the position must require considerable and regular 
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travel time which must be written into the job description of the position and the amount of the 
allowance to be paid annually will be included in the official offer letter or compensation 
communication for each individual employee. The standard allowance is set at $50 per pay 
period for qualifying positions. For senior management classifications and above (senior 
managers, directors, senior directors, executive directors and chiefs) the standard allowance is set 
at $75 per pay period. The granting of an allowance for any position is discretionary and granted 
only if the position meets the travel requirements indicated previously. Travel considerations 
must be written into the job description of the position, discussed at the time of hire and included 
in the position offer letter. 
 

MOBILE PHONE ALLOWANCE POLICY 
• Having use of a mobile phone to conduct business on behalf of CIS of Nevada is a requirement for 

all CIS of Nevada employees. The phone must be supplied and maintained by the employee. The 
organization provides a mobile phone allowance to employees to ensure they are fairly 
compensated for work-related mobile phone usage.  Cell phones and the related service plans are 
the personal property and responsibility of the employee.  

• Cell phones are primarily utilized for CIS of Nevada operations due to our work across the state with 
affiliates in different cities, a hybrid office structure, and many employees are based in a school 
setting where CIS of Nevada dos not have control over the telephone operating system.  

• A mobile phone allowance will be provided as an additional compensation monthly. The mobile 
phone allowance will be added to the employee’s biweekly paycheck. This allowance is taxable 
compensation and will be subject to payroll taxes. The amount is determined based on the 
employee's role and the estimated usage required for business purposes. The allowance amounts 
are as follows:  

• Non-Exempt staff are granted an annual $780, paid at $30 per pay period.  
• Exempt staff are granted an annual $1,200, paid at $46.15 per pay period.  
• These amounts were determined based on an average monthly cell phone bill in Nevada. Which is 

estimated at $114 per month per the Nevada State Business authority.  

• Employee Responsibilities 

• Employees are responsible for selecting their mobile phone carrier and plan. 
• Employees must maintain an active phone line capable of making and receiving calls and messages 

and accessing the internet as needed for work. 
• The mobile phone number listed in the employee profile in ADP will be the mobile phone considered 

under this policy. Employees must promptly report any changes to their mobile phone number to 
their manager and HR. 

• Employees must respond to phone calls and text messages during normal business hours (not 
including holidays and PTO) for work-related matters.  

• If an employee begins work at CIS of Nevada and does not have a cell phone or has barriers to 
securing one, they should notify CIS Human Resources immediately.  

• The organization reserves the right to review and adjust the mobile phone allowance amounts and 
eligibility criteria annually or as needed. The determined amount for cell phone allowance is subject 
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to change with the needs of the organization annually.  Any change would be made at the beginning 
of a fiscal year and communicated to employees with a minimum of 30 days’ notice. 

• Employees receiving the mobile phone allowance are expected to comply with all company policies 
regarding mobile phone use, including but not limited to data security, confidentiality, and 
acceptable use. 

•  
Stipend Benefit Policy 
A stipend is a fixed sum of money given to someone as a fringe benefit or to offset expenses. 
Stipends can be paid to: 

• Team members 
• Volunteers 
• Trainees 
• Students 
• Others who support the organization 

 
Guidelines for Team Members 
Stipends will only be paid to team members for time outside their regular employee hourly wage 
or salary. Stipends are meant to be a fixed sum and should largely be consistent across the board 
to ensure fairness for all staff. 

 
Stipends cannot be paid in replacement of hiring an individual to do work but as an incentive to 
take on activities outside of normal working hours and for activities unrelated to job duties as 
outlined in individual job descriptions. Stipends are not necessarily commensurate with the 
employee’s actual hourly rate for their normal duties. However, a stipend will not be lower than 
the minimum wage and cannot be used to pay trainees or for normally compensated work. 
Stipends are intended to be perks alongside proper pay. 

 
Stipends should never be used to exempt someone, either partially or fully, from a salaried 
position. For non-exempt employees stipends cannot be used in leu of overtime payments. Under 
U.S. Department of Labor (DOL) regulations, employers are not allowed to pay a stipend instead 
of overtime. Guidance on how to correctly calculate overtime pay for nonexempt employees 
assigned extracurricular activities is available in The Administrators Guide to the Fair Labor 
Standards Act, published by TASB HR Services. 

 
To alleviate the risk in complying with regulations the organization will either include stipends 
with taxable wages or pay stipends based on a per hour rate of at least minimum wage. 
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To determine the amount of a stipend, the project owner must estimate the maximum number of 
hours spent on the activity and multiply by the current minimum wage. For example, in 2022 - 
Stipend AB is guaranteed to be no more than 5 hours of a participant’s time and therefore will 
pay $47.50 ($9.50*5). This alleviates risk in complying with the Fair Labor Standards Act 
(FLSA) and ensures nonexempt workers will be appropriately compensated for overtime worked. 
Stipends can be taxable or non-taxable depending on the activities undertaken and the amounts 
allocated in a year. 

 
Non-Taxable Stipends 
For a stipend to remain non-taxable the total amount must be lower than the contracted services 
rule for a 1099 contractor. Therefore, stipends for activities cannot exceed $650 in a calendar 
year. Any amount above that amount should be included in their taxable wages and reported on 
their W2. 

 
Stipend activities should be for those things that are not included in an employee’s actual job 
duties or unrelated to their departmental operational outcomes. Stipends are used to compensate 
for duties performed that aren’t related to an employee’s primary job, such as time spent before 
and after school and for days worked outside of their normal duty schedule. Extracurricular 
stipends are paid for coaching, serving on special project teams, providing feedback to tactical 
teams and other extracurricular activities. 

 
If stipend payments are not counted as wages, tax withholding does not apply. As such, Social 
Security and Medicare taxes aren't withheld. Still, it's a good idea for employees to keep track of 
the stipends they receive if they are called to show why they were not classified as taxable 
income. 

 
Taxable Stipends 
If an activity does somewhat align with an employee’s normal duties, a stipend can still be paid 
but it must be included as part of their wages and be paid via payroll. 

 
Guidelines for Students 
Stipends for students, aged 18 and younger, will be paid directly to them by check for 
participation in awareness events for the organization. These types of events would be arranged 
and agreed upon in advance by the student, guardian, site coordinator, affiliate executive director 
and state team member if applicable to a larger initiative. 

 
The hourly rate for student participation is on average $12/hour which will not go below $9.50 
(2022 minimum wage) will be reviewed annually and evaluated in alignment with the budget. 
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General Guidelines 
The stipends paid for a certain activity must be set in advance and provided to all participants 
equitably, without adaptation for roles. This ensures that the benefit is fair and consistent for all 
participants. 

 
Examples of allowable stipend payments 

• Professional development budgets that cover job training, courses, and learning 
• Fellowship stipends that cover academic pursuits 
• Educational stipends that cover qualified expenses for required classes 
• Stipends that cover additional time spent to learn more about legislative activities and 

public awareness methods 
• Stipends can be paid by check or through payroll. When paying through payroll they 

must be flagged as non-taxable if that is the intention. 
• Stipends must be noted as incentives not wages. 
• For one-off engagements and speaking opportunities, the general stipend amount will be 

$20 per hour multiplied by an estimate of hours required, not to exceed $150 per 
engagement or 7.5 hours. Please note this rate will be reviewed annually to ensure 
alignment with factors such as the current organizational budget, cost of living, etc. 

• Special programs such as CISpeaks will have a flat rate stipend to be determined at the 
beginning of each instance of the program and communicated out by the special program 
lead. 

 
As other special programs are added, a flat rate will be determined and communicated to 
participants as needed. 
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Stipend Request Form 
All team member leads of special programs or any member requesting a stipend consideration 
shall complete the following form prior to communicating to staff about the opportunity for a 
stipend. 

 
Once the form is received and approved, the stipend can then be communicated to applicable 
team members or students. 

 
For questions on stipends, please contact the CFO or CAO. 

 
Program Name:   

 

Program Description:   
 

Program Timeline: Start Date   End Date:   
 

Number of Participants:   
How participants will be chosen:   

 

Total Stipend Budget:   
 

Amount per participant:   
 

Check one: 
Taxable   

 
Non-taxable   

 

Stipend payment (check one): 
Payroll   Check   Gift Card   

 

Type: Incentive   Reimbursement   
 

Program Manager Name (Print):   
 

Program Manager Signature:   
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Cash Disbursements & Check Writing Policies 

Check Preparation 
It is the policy of CIS to print vendor checks and expense reimbursement checks on a weekly 
basis. Checks shall be prepared by persons independent of those who initiate or approve 
expenditures, as well as those who are authorized check signers. 

 
All vendor and expense reimbursement checks shall be produced in accordance with the 
following guidelines: 

• Expenditures must be supported in conformity with the purchasing, accounts payable, 
and business travel policies described in this manual. 

• Timing of disbursements should generally be made to take advantage of all early- 
payment discounts offered by vendors. 

• Generally, all vendors shall be paid within 30 days of submitting a proper invoice upon 
delivery of the requested goods or services. 

• Total cash requirements associated with each check run is monitored in conjunction with 
available cash balance in bank prior to the release of any checks. 

• All supporting documentation is attached to the corresponding check prior to forwarding 
the entire package to an authorized check signer. 

• Blank check stock is stored in a locked file in the accounting department. 
• Checks shall never be made payable to “bearer” or “cash”. 
• Checks shall never be signed prior to being prepared. 
• Upon the preparation of a check, vendor invoices and other supporting documentation 

shall immediately be canceled in order to prevent subsequent reuse. 
 
Check Signing 
Checks less than $2,500 require a single signature by an authorized signer. Checks of $2,500 or 
more require two signatures. The first signer would be as outlined above, and the second signer 
would be the CEO, or if the CEO is unavailable the CEO can authorize another authorized signer 
to be the secondary signer. 

 
Check signers should examine all original supporting documentation to ensure that each item has 
been properly checked prior to signing a check. Checks should not be signed if supporting 
documentation appears to be missing or there are any questions about a disbursement. 

 
After obtaining the required signature(s), checks are returned to the individual who prepared 
them, who then mails checks immediately unless requested otherwise. Checks shall not be 
mailed by individuals who authorize expenditures. 
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Online Vendor Payments for Recurring Expenses 
Monthly and recurring payments maybe setup for online payment drafts to occur at a set date of 
the month. These payments are still documented and reviewed monthly for accuracy. 

 
Voided Checks and Stop Payments 
Checks may be voided due to processing errors by making proper notations in the check register 
and defacing the check by clearly marking it as “VOID”. All voided checks shall be retained to 
aid in preparation of bank reconciliations. 

 
Stop payment orders may be made for checks lost in the mail or other valid reasons. Stop 
payments are processed through the bank site internet portal by the Finance Director. 
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Asset Related Policies 

General Checking Account (operating account) 
The primary operating account provides for routine business check disbursements. All cash and 
checks received for CIS are deposited to this account. 

 
Excess funds in this account may be transferred into, endowment reserve investment accounts, 
short-term investments or higher interest-bearing cash equivalents. 

 
Restricted Funds (Savings Money Market) Account 
Any restricted donations or funds with specified reporting or fiduciary requirements. Authorized 
signers on the restricted account will be the CEO and Chief Administration Officer. 

 
Payroll Account 
Authorized signers on the Payroll account will be the same as those on the operating account. 

 
Bank Reconciliations 
Bank account statements are retrieved each month from the Bank online banking portal by the 
FM. The FM shall review the statement and its contents for unusual or unexplained items, such 
as unusual endorsements on checks, indications of alterations to checks, etc. Unusual or 
unexplained items shall be immediately investigated. 

 
After thisthe inital review is complete, FM begins the reconciliation process between the bank 
balance and general ledger balance. Once adjusting entries have been made and reconciliation is 
complete, a bank reconciliation report is produced and included in the month end close package. 

 
All bank reconciliations, including any adjusting journal entries resulting from preparing bank 
reconciliations, are available for review by the CEO monthly. Bank reconciliations and copies of 
resulting journal entries are filed in the month end accounting package with the year's accounting 
files. 

 
Cash Flow Management 
The CFO monitors cash flow needs daily to eliminate idle funds and to ensure that payment 
obligations can be met. Cash transfers between accounts are performed on an as-needed basis. 

 
Stale Checks 
It is the policy of the CIS to contact the payee of checks that are more than 360 days old that 
have not cleared the Organization's bank to resolve the issue prior to writing off any check. 
All stale checks that are written off within the same fiscal year as they were written shall be 
credited to the same expense or asset account that was debited when the check was written, or 
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the expenditure incurred. For stale checks written off in fiscal years subsequent to the year in 
which the check was written, the credit shall be to miscellaneous income. 

 
Prepaid Expenses 
It is the policy of CIS to treat payments of expenses that have a time-sensitive future benefit as 
prepaid expenses and to amortize these items over the corresponding time period. 
Prepaid expenses with future benefits that expire within one year from the date of the financial 
statements shall be classified as current assets. Prepaid expenses that benefit future periods 
beyond one year from the financial statement date shall be classified as non-current assets. 

 
As part of the account coding process performed during the processing of accounts payable, all 
incoming vendor invoices shall be reviewed for the existence of time-sensitive future benefits. If 
future benefits are identified, the payment shall be coded to a prepaid expense account code. 
The accounting department shall maintain a schedule of all prepaid expenses. The schedule shall 
indicate the amount and date paid, the period covered by the prepayment, the purpose of the 
prepayment, and the monthly amortization. This schedule shall be reconciled to the general 
ledger balance as part of the monthly closeout process. 

 
Investment & Reserve Policies 
It is the policy of CIS to treat all assets of the organization, including those funds that are legally 
unrestricted, as though they are held by CIS in a fiduciary capacity for the purpose of 
accomplishing the organization’s tax-exempt mission. As such, the policies described in this 
section are to be interpreted in light of that overall sense of stewardship, and the investment 
standards of CIS shall be those of a prudent investor. CIS’s investment objectives and allowable 
investments are detailed in the Investment Policy. 

 
Operating Reserve Policy 
The purpose of the Operating Reserve Policy for Communities In Schools (CIS) is to ensure the 
stability of the mission, programs, employment, and ongoing operations of the organization. The 
Operating Reserve is intended to provide an internal source of funds for situations such as a 
sudden increase in expenses, one-time un-budgeted expenses, unanticipated loss in funding, or 
uninsured losses. The Reserve may also be used for one-time, nonrecurring expenses that will 
build long-term capacity, such as staff development, research and development, or investment in 
infrastructure. Operating Reserves are not intended to replace a permanent loss of funds or 
eliminate an ongoing budget gap. It is the intention of CIS for Operating Reserves to be used and 
replenished within a reasonably short period of time. The Operating Reserve Policy will be 
implemented in concert with the other governance and financial polices of CIS and is intended to 
support the goals and strategies contained in these related policies and in strategic and 
operational plans. 
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Accounting Treatment 
All purchased investments shall initially be recorded at cost. All investments acquired by 
donation to CIS shall initially be recorded at their fair market value as of the date of donation. 
Donated investments shall be recorded as unrestricted, temporarily restricted, or permanently 
restricted income and net assets based on the existence or absence of such restrictions, as defined 
earlier. 

 
Subsequent to acquisition, it shall be the policy of CIS to carry all equity securities with readily 
determinable fair market values and all debt securities at their market values. Adjustments to 
market value shall be made in the accounting records and financial statements of CIS on a 
monthly basis. 

 
Adjustments to market value result in unrealized gains and losses on investments. Such gains and 
losses resulting from contributed investments shall be classified as unrestricted, temporarily 
restricted, or permanently restricted based on the existence or absence of explicit restrictions on 
such appreciation and depreciation from the donor, as defined earlier. 
The Finance Director shall maintain a schedule of investments and reconcile this schedule with 
the general ledger and with investment account statements on a monthly basis. The schedule of 
investments shall include the following information with respect to each investment: 

• Date acquired 
• Method of acquisition (purchase or donation) 
• Cost or basis at acquisition 
• Description of investment 
• Interest rate (if applicable) 
• Date of maturity (if applicable) 
• Holder/issuer of security 
• Current market value 
• Unrealized gain or loss 
• Accrued interest receivable (if applicable) 
• Income received, year-to-date (i.e.: interest, dividends, etc.) 

 
Inventory 
Inventory at affiliate warehouses will be recorded as received through in-kind donation forms for 
donated items or packing slips for purchased items. Every employee with access to the 
warehouse will sign in and out on the sign in sheet at the entrance. 

 
Receiving Reports 
Any goods or services delivered directly to the site will be signed for by the responsible 
individual and the delivery receipt will be given to the accounting department. Products picked 
up from outside suppliers will also have the signed receipt that will go to the accounting 
department. This assists the accounting department with verifying that the good or service was 
actually received and by whom. In the NE and West office, signed delivery receipts will be 
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turned in to the Executive Director for processing. 
 
Fixed Asset Management 
The State Administrative Operations Department maintains a complete list of all of the assets of 
the organization. The Executive Directors of the NE and Western Affiliate provide updates and 
tracking information for the assets that are in their region to the State Office. All assets are listed 
by location and / or who has possession of the asset. 

 
Capitalization Policy 
Physical assets acquired with unit costs in excess of $2,500 are capitalized as fixed assets in the 
financial statements. Items with unit costs below this threshold shall be expensed in the period 
purchased. Assets acquired as a set or as part of an overall specified (i.e. capital) project will be 
capitalized as a group and not reviewed for individual value of each asset. 

 
Capitalized fixed assets are accounted for at their historical cost and all such assets, except land, 
are subject to depreciation over their estimated useful lives, as described later. 

 
Contributed Assets 
Assets with fair market values in excess of $2,500 that are contributed to CIS for use over 
multiple years shall be capitalized as fixed assets on the financial statements. Contributed items 
with market values below this threshold shall be expensed in the year contributed. Assets 
acquired as a set or as part of an overall specified (i.e. capital) project will be capitalized as a 
group and not reviewed for individual value of each asset. 

 
Capitalized contributed assets are accounted for at their market value at the time of donation and 
all such assets, except land, are subject to depreciation over their estimated useful lives, as 
described later. This does not apply to certain specified donated items such as items to be 
auctioned. 

 
Receipt of Newly Purchased Equipment and Furniture 
At the time of arrival, all newly purchased equipment and furniture shall be “eyeballed” for 
obvious physical damage. If an asset appears damaged or is not in working order, it shall be 
returned to the vendor immediately. 

 
In addition, descriptions and quantities of assets per the packing slip or bill of lading shall be 
compared to the assets delivered. Discrepancies should be resolved with the vendor immediately. 

 
Depreciation and Useful Lives 
All capitalized assets are maintained in the special fixed assets account group and are not to be 
included as an operating expense. Fixed assets are depreciated over their estimated useful lives 
using the straight-line method. 
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In the year of acquisition, depreciation is recorded based on the number of months the asset is in 
service, not including the month of acquisition. The month following that of acquisition will 
count as the first full month (example: an asset purchased on the 15th day of the fifth month shall 
have 7 full months of depreciation (seven-twelfths of one year) recorded for that year). 

 
Estimated useful lives of capitalized assets shall be determined by the Accounting Department in 
conjunction with the department or employee that shall utilize the asset. The following is a list of 
the estimated useful lives of each category of fixed asset for depreciation purposes: 

• Furniture fixtures and equipment = up to 5 years 
• General office equipment 5 yrs. 
• Computer hardware and peripherals 3-5 yrs. 
• Computer software 2-3 yrs. 
• Leased assets = life of lease 
• Leasehold Improvements = remaining lease term 

 
For accounting and interim financial reporting purposes, depreciation expense will be recorded 
on a monthly basis. 

 
Repairs of Fixed Assets 
Expenditures to repair capitalized assets shall be expensed as incurred if the repairs do not 
materially add to the value of the property or materially prolong the estimated useful life of the 
property. 

 
Expenditures to repair capitalized assets shall be capitalized if the repairs increase the value of 
property, prolong its estimated useful life, or adapt it to a new or different use. Such capitalized 
repair costs shall be depreciated over the remaining estimated useful life of the property. If the 
repairs significantly extend the estimated useful life of the property, the original cost of the 
property shall also be depreciated over its new, extended useful life. 

 
Dispositions of Fixed Assets 
In the event a non-expendable asset is sold, scrapped, donated or stolen, adjustments need to be 
made to the fixed asset listing. If money is received for the asset, then the difference between the 
money received and the "book value" (purchase price (or contributed value) less depreciation) of 
the asset will be recorded as a loss if the money received is less than the book value and a gain if 
the money received is more than the book value. 

 
Write-Offs of Fixed Assets 
The CEO approves the disposal of all capitalized fixed assets that may be worn-out or obsolete. 
Property that is discovered to be missing or stolen will be reported immediately to the Finance 
Director. If not located, this property will be written off the books with the proper notation 
specifying the reason. 
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Leases 
 

Classification of Leases 
It is the policy of CIS to classify all leases in which the Organization is a lessee as either capital 
or operating leases. CIS shall utilize the criteria described in Statement of Financial Accounting 
Standards No. 13 in determining whether a lease is capital or operating in nature. Under those 
criteria, a lease shall be treated as a capital lease if, at the time of entering into the lease, any of 
the following factors are present: 

• The lease transfers ownership to CIS at the end of the lease term; 
• The lease contains a bargain purchase option; 
• The lease term is equal to 75% or more of the estimated economic life of the leased 

property; or 
• The present value of the minimum lease payments is 90% or more of the fair value of the 

leased property (using, as the interest rate, the lesser of CIS's incremental borrowing rate 
or, if known, the lessor's implicit rate). 

 
All leases that do not possess any of the four preceding characteristics shall be treated as 
operating leases. In addition, all leases that are immaterial in nature shall be accounted for as 
operating leases. 

 
Accounting for Leases 

All leases that are classified as operating leases and immaterial capital leases shall be accounted for as expenses in 
the period in which the obligation to make a lease payment is incurred. For leases with firm commitments for lease 
payments that vary over the term of the lease (i.e. a lease with fixed annual increases that are determinable upon 
signing the lease), the amount that CIS shall recognize as monthly lease expense shall equal the average monthly 
lease payment over the entire term of the lease. Differences between the average monthly payment and the actual 
monthly payment shall be accounted for as an asset or liability of CIS. In February 2016 the FASB issued 
Accounting Standards Update No. 2016-02 Lease (Topic 842). Under Topic 842, an entity is required to recognize 
right-of-use (ROU) assets and lease liabilities on its statement of financial position and disclose key information 
about leasing arrangements. Topic 842 is effective for annual reporting periods beginning after December 15, 
2021. The organization elected to adopt Topic 842 on July 1, 2021, because it entered into new leases during the 
reporting periods. The new standard provides a number of optional practical expedients in transition. The 
organization elected the package of practical expedients, which permitted the organization not to reassess under 
the new standard its prior conclusions about lease identification, lease classification and initial direct costs, and 
the organization used the modified respective method of adoption.  

The new standard also provides practical expedients for an organization’s ongoing accounting. The Organization 
elected the short-term lease recognition exemption for tis leases. For those leases with a lease term of 12 months 
or less, the organization will not recognize ROU assets or lease liabilities. The Organization also made accounting 
policy elections to combine lease and non-lease components of operating lease for all asset classes and to utilize 
the risk free discount rate, determined using the period comparable with that of the lease, to discount future 
payments in measuring the lease liability of it’s operating leases. 

 
 

All leases that are classified as capital leases shall be treated as fixed asset additions of CIS. As 

Formatted: Normal, Indent: Left:  0", Right:  0", Space
Before:  0 pt, After:  8 pt, Line spacing:  Multiple 1.07 li

Formatted: Space After:  8 pt, Line spacing:  Multiple
1.07 li



CIS of Nevada: Policies & Procedures, April 2023 120  

such, upon the inception of a capital lease, CIS shall record a fixed asset and a liability under the 
lease, based on the net present value of the minimum lease payments (or the fair value of the 
leased asset, if it is less than the present value of the lease payments). Periodic lease payments 
shall be allocated between a reduction in the lease obligation and interest expense. The fixed 
asset recorded under a capital lease shall be depreciated over the term of the lease, using the 
straight-line method of depreciation. 
CIS shall also maintain a control list of all operating and capital leases. This list shall include all 
relevant lease terms. 
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Contributed Assets Held for Special Events 
CIS special events include activities such as auctions and raffles to help raise contributions. CIS 
receives donated items from time to time for the purpose of utilizing them for raising funds at 
Special Events. These items may be intended for auction, raffle or sale. Please see previous 
section In-Kind Contributions, for more details on the contribution recognition. 

 
Items procured for the events (such as wine or tickets to an event) and held for 180 days or more 
before or after the event are recorded as auction inventory and a contribution based on the fair 
value of the items donated upon receipt. Once the auction has occurred the organization would 
record cash, reduce the value of the auction inventory and then either increase or decrease the 
original contribution depending on if the items were auctioned for more or less than the fair 
value of the donated item. If items are held for longer than 180 days and are over a value of 
$2,500 those items are recorded as assets and held in special events inventory. Inventory items 
are recorded at Fair Market Value (as described previously) and are held without depreciation 
until use or sale at an intended event. If the items are unable to be sold, they are written off at 
salvage value of $0 and donated for general use back to the organization. 

 
If the items provided to the organization by a donor are specified for another entity, are intend for 
another purpose or carry with them a restriction then the transaction is considered an agency 
transaction because the organization receiving the donation does not have variance power (the 
ability to choose the ultimate beneficiary). As a result, the organization first receiving the 
donation would record an asset and corresponding liability and would then reduce the asset and 
liability once the donation is transferred to the ultimate beneficiary. No contribution would be 
recognized. 
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Liabilities Related Policies 

Identification of Liabilities 
The accounting department shall establish a list of commonly incurred expenses that may have to 
be accrued at the end of an accounting period. Some of the expenses that shall be accrued by CIS 
at the end of an accounting period are: 

• Salaries and wages 
• Payroll taxes 
• Vacation pay (see policy below) 
• Rent 
• Interest on notes payable 

 
In addition, CIS shall record a liability for deferred revenue (revenue received but not yet earned) 
in accordance with the revenue recognition policies described elsewhere in this manual. 
Adjustments to deferred revenue accounts shall be made annually and as needed for recognition. 

 
Accrued Leave 
Personnel policies of CIS allow full time employees to carry forward eighty (80) hours of unused 
leave per calendar year. Unused vacation time is payable to an employee upon termination of 
employment up to a maximum of forty (40) hours for full time employees or the balance of an 
employee’s time off with pay, whichever is less. Upon termination of employment, an employee 
with a negative vacation balance agrees to reimburse the organization for the cost of the advance. 

 
Accordingly, it shall be the policy of CIS to record a liability for accrued leave to which 
employees are entitled. The total liability at the end of an accounting period shall equal the total 
earned but unused hours of leave, multiplied by each employee’s current hourly pay rate. 
Leave that does not “vest” with employees (i.e. leave that is not paid to employees if unused at 
the time of termination of employment), shall not be accrued as a liability of CIS. 

 
Notes Payable 
It is the policy of CIS to maintain a schedule of all notes payable, mortgage obligations, lines of 
credit, and other financing arrangements. This schedule shall be based on the underlying loan 
documents and shall include all of the following information: 

• Name and address of lender 
• Date of agreement or renewal/extension 
• Total amount of debt &/or available credit 
• Amounts and dates borrowed 
• Description of collateral, if any 
• Interest rate 
• Repayment terms 
• Maturity date 
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• Address to which payments should be sent 
• Contact person at lender 
• Accounting and Classification 

 
An amortization schedule shall be maintained for each note payable. Based upon the 
amortization schedule, the principal portion of payments due with the next year shall be 
classified as a current liability in the statement of financial position of CIS. The principal portion 
of payments due beyond one year shall be classified as long-term/non-current liabilities in the 
statement of financial position. 

 
Demand notes and any other notes without established repayment dates shall always be classified 
as current liabilities. 

 
Unpaid interest expense shall be accrued as a liability at the end of each accounting period. 
A detailed record of all principal and interest payments made over the entire term shall be 
maintained with respect to each note payable. Periodically, the amounts reflected as current and 
long-term notes payable per the general ledger shall be reconciled to these payment schedules 
and the amortization schedules, if any, provided by the lender. All differences shall be 
investigated. 

 
Non-Interest-Bearing Notes Payable 
As a charitable organization, CIS may from time to time receive notes payable that do not require 
the payment of interest, or that require the payment of a below-market rate of interest for the type 
of obligation involved. In such cases, it shall be the policy of CIS to record contribution income 
for any unpaid interest. 

 
For demand loans, recording of interest expense and contribution income shall be performed at 
the end of each accounting period, based on the outstanding principal balance of the loan during 
that period, multiplied by the difference between a normal interest rate for that type of loan and 
the rate, if any, that is required to be paid by CIS. 

 
For loans with fixed maturities or payment dates, the note payable shall be recorded at the 
present value of the future principal payments, using as a discount rate of the difference between 
a normal interest rate for that type of loan and the rate, if any, that is required to be paid by CIS. 
The difference between the cash proceeds of the note and the present value shall be recorded as 
contribution income in the period the loan is made. Thereafter, interest expense shall be recorded 
in each accounting period using the effective interest method, with the corresponding credit entry 
increasing the note payable account to reflect the amount(s) that shall be repaid. 
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Financial and Tax Reporting Policies 

Month End Close Process 
The month-end closing process consists of completing transactions and reconciling all accounts. 
Staff will have certain time frames to enter new transactions and to make changes and apply 
approvals on transactions that will be posted to the month being closed. For each month’s 
accounting information and reports to be meaningful, it is desirable to have all of the financial 
transactions that relate to a month posted to that month. In order to accomplish this, the month is 
held open for posting transactions for a limited number of days after the end of the month. The 
accounting staff use a detailed checklist of activities to be completed each month. The review 
and close of each account is monitored based on the policies described previously in this manual. 

 
Following the close of a month the FM prepares a month end package. The package includes all 
areas of finance that have been reviewed including Cash, Revenues, Expenses Assets, Liabilities 
and Net Assets. The package is submitted to the CEO for review and approval. The CEO audits 
the package each month by requesting sections and examples of items needing additional review. 

 
Standard Financial Statements of the Organization 
Preparing financial statements and communicating key financial information is a necessary and 
critical accounting function. Financial statements are management tools used in making 
decisions, in monitoring the achievement of financial objectives, and as a standard method for 
providing information to interested parties external to the organization. Financial statements may 
reflect year-to-year historical comparisons or current year budget to actual comparisons. 

 
The basic financial statements of CIS that are maintained on an organization-wide basis shall 
include: 

• Statement of Financial Position: Reflects assets, liabilities and net assets of the 
organization and classifies assets and liabilities as current or non-current/long-term 

• Statement of Activities: Presents support, revenues, expenses, and other changes in net 
assets of the organization, by category of net asset (unrestricted and restricted) 

• Budget to Actual Comparison: Presents revenues and expenses compared to budget 
amounts for the same time period 

• Statement of Cash Flows: Reports the cash inflows and outflows of the organization in 
three categories: operating activities, investing activities, and financing activities 
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Frequency of Preparation 
The objective of the accounting department is to prepare accurate financial statements in 
accordance with generally accepted accounting principles and distribute them in a timely and 
cost-effective manner. In meeting this responsibility, the following policies shall apply: 

 
• A standard set of financial statements described in the preceding section shall be 

produced on a monthly basis, by the 30th business day of each month. 
• The standard set of financial statements described in the preceding section shall be 

supplemented by the following schedules: Comparisons of actual year-to-date revenues 
and expenses with year-to-date budgeted amounts. 

 
Review and Distribution 
All financial statements and supporting schedules shall be reviewed and approved by the CEO 
prior to being issued by the Accounting Department. After approval by the CEO, a complete set 
of monthly financial statements, including the supplemental schedules described above, shall be 
distributed to the following individuals: 

• CEO 
• Finance Committee 
• Board of Directors 
• Affiliate Executive Directors and any other employee with budget-monitoring 

responsibilities. 
 

The reports will be completed and emailed monthly and financial reports will be made available 
upon request. This includes the Statement of Financial Position, Statement of Support, Revenue 
and Expenses, and Revenue & Expenses – Budget vs. Actual along with any other reports 
requested. 

 
At the board of directors meeting, a set of CIS financial statements and supplemental schedules 
shall be distributed to the entire board of directors. 

 
Annual Financial Statements 
A formal presentation of the Organization's annual financial statements shall be provided by the 
Independent Auditor to the full Board of Directors at the Organization’s board of directors 
meeting. This presentation will be preceded by a meeting with CIS's Finance Committee, at 
which the Finance Committee will vote to accept or reject the annual financial statements. See 
separate policies regarding the annual audit under “Financial Management Policies.” 
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Government Returns 
To legitimately conduct business, CIS must be aware of its tax and information return filing 
obligations and comply with all such requirements of federal, state and local jurisdictions. Filing 
requirements of CIS include, but are not limited to, filing annual information returns with IRS, 
annual reports for corporations, property tax returns, income tax returns, information returns for 
retirement plans, annual reporting of compensation paid, and payroll tax withholding tax returns. 

 
Filing of Returns 
It is the policy of CIS to become familiar with the obligations in each jurisdiction and to comply 
with all known filing requirements. The Finance Director shall be responsible for identifying all 
filing requirements and assuring that CIS is in compliance with all such requirements. 
It is also the policy of CIS to file complete and accurate returns with all authorities. CIS shall 
make all efforts to avoid filing misleading, inaccurate or incomplete returns. 

 
Filings made by CIS include, but are not limited to, the following returns: 

• Form 990: Annual information return of tax-exempt organizations, filed with IRS. Form 
990 for CIS is due on the fifteenth day of the fifth month following year-end. An 
automatic 3-month extension of time to file Form 990 may be obtained filing Form 8868. 
Upon expiration of the first 3-month extension, a second 3-month extension may be 
requested using Form 8868. 

• Form 990-T: Annual tax return to report CIS's unrelated trade or business activities (if 
any), filed with IRS. Form 990-T is due on the fifteenth day of the fifth month following 
year-end. An automatic 6-month extension of time to file Form 990-T may be obtained 
by filing Form 8868. 

• Form 5500: If implemented an annual return for CIS's employee benefit plans. Form 
5500 is due July 31, but a request for extension of time to file may be filed. 

• Personal Property Tax Returns: Filed with the Clark County Nevada to report personal 
property and officers of the corporation. CIS's personal property tax return is due July 31. 

• W-2's and 1099’s: Annual report of employee and non-employee compensation, based on 
calendar-year compensation, on the cash basis. These information returns are due to 
employees and independent contractors and Federal government by January 31 and to . 

• Form 941: Quarterly payroll tax return filed with IRS to report wages paid to employees 
and federal payroll taxes. Form 941 is due by the end of the month following the end of 
each quarter, or 10 days later if all payroll tax deposits have been made in a timely 
manner during the quarter. 

 
CIS's fiscal and tax year-end is June 30. All annual tax and information return of CIS (Form 990, 
Form 990-T) are filed on the accrual basis of reporting. 

 
Federal and all applicable state payroll tax returns are prepared by the Organization's payroll 
company and verified by the DOF. 
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It is the policy of CIS to comply with all state payroll tax requirements by withholding and 
remitting payroll taxes to the state of residency of each CIS employee. This process is facilitated 
through the payroll management system ADP. 

 
Public Access to Information Returns 
Under regulations that became effective in 1999, CIS is subject to federal requirements to make 
the following forms "widely available" to all members of the general public: 

• The three most recent annual information returns (Form 990), [excluding the list of 
significant donors (Schedule B) that is attached to the Form 990, but including the 
accompanying Schedule A] 

• CIS's original application for recognition of its tax-exempt status (Form 1023 or Form 
1024), filed with IRS, and all accompanying schedules and attachments. 

 
Unrelated Business Activities 
It is the policy of CIS to properly identify and classify income-producing activities that are 
unrelated to the Organization’s tax-exempt purpose using the guidelines described in the Internal 
Revenue Code and underlying regulations. Such income accounts shall be segregated in separate 
accounts in the general ledger of CIS in order to facilitate tracking and accumulation of unrelated 
trade or business activities. 

 
Reporting 
It is the Policy of CIS to file IRS Form 990-T to report taxable income from unrelated trade or 
business activities. Form 990-T is not subject to any public access or disclosure requirements. 
Accordingly, it is the policy of CIS not to distribute copies of Form 990-T to anyone other than 
management of the Organization. 

 
Annual Audit 
It is the policy of CIS to arrange for an annual audit of the Organization's financial statements to 
be conducted by an independent accounting firm. The independent accounting firm selected by 
CIS will be required to communicate directly with the Organization's Finance Committee upon 
the completion of their audit. In addition, members of the Finance Committee and Executive 
Committee are authorized to initiate communication directly with the independent accounting 
firm. 

 
Audited financial statements, including the auditor's opinion thereon, will be submitted and 
presented to the Board of Directors by the independent accounting firm at the Organization’s 
quarterly board of directors meeting, after the financial statements have been reviewed and 
approved by the Finance Committee. 
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Periodic Review and Selection of the Auditor 
CIS shall review the selection of its independent auditor in the following circumstances: 

• Anytime there is dissatisfaction with the service of the current firm 
• When a fresh perspective and new ideas are desired 
• Every 5 years to ensure competitive pricing and a high quality of service (this is not a 

requirement to change auditors every five years; simply to re-evaluate the selection) 
• The selection of an accounting firm to conduct the annual audit is a task that is taken 

very seriously. 
• The following factors shall be considered by CIS in selecting an accounting firm: 
• The firm’s reputation in the nonprofit community 
• The depth of the firm’s understanding of and experience with not-for-profit organizations 

[and federal reporting requirements under OMB Circular A-133] 
• The firm’s demonstrated ability to provide the services requested in a timely manner 
• The ability of firm personnel to communicate with Organization personnel in a 

professional and congenial manner 
 

If CIS decides to prepare and issue a written Request for Proposal (RFP) to be sent to 
prospective audit firms, the following information shall be included: 

• Period of services required 
• Type of contract to be awarded (fixed fee, cost basis, etc.) 
• Complete description of the services requested (audit, management letter, tax returns, 

etc.) 
• Identification of meetings requiring their attendance, such as staff or Board of Director 

meetings 
• Organization chart of CIS 
• Chart of account information 
• Financial information about the organization 
• Copy of prior year reports (financial statements, management letters, etc.) 
• Identification of need to perform audit in accordance with OMB Circular A-133 
• Other information considered appropriate 
• Description of proposal and format requirements 
• Due date of proposals 
• Overview of selection process (i.e. whether finalists will be interviewed, when a decision 

shall be made, etc.) 
• Identification of criteria for selection 
• Minimum Proposal Requirements from prospective CPA firms shall be: 
• Firm background 
• Biographical information (resumes) of key firm member who will serve CIS 
• Client references 
• Information about the firm's capabilities 
• Firm's approach to performing an audit 
• Copy of the firm’s most recent quality/peer review report, including any accompanying 

letter of findings 
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• Other resources available with the firm 
• Expected timing and completion of the audit 
• Expected delivery of reports 
• Cost estimate including estimated number of hours per staff member 
• Rate per hour for each auditor 
• Other information as appropriate 

 
In order to narrow down the proposals to the top selections, the FM shall meet with the 
prospective engagement teams from each proposing firm to discuss their proposal. Copies of all 
proposals shall be forwarded to each member of the Finance Committee. After the FM narrows 
down the field of prospective auditors to three firms, final interviews of each firm are conducted 
by the Finance & Audit Committee, who makes the final recommendation to the board of 
directors for approval. 

 
Preparation for the Annual Audit 
CIS shall be actively involved in planning for and assisting with the Organization’s independent 
accounting firm in order to ensure a smooth and timely audit of its financial statements. In that 
regard, the accounting department shall provide assistance to the independent auditors in the 
following areas: 

• Planning. The Finance Director is responsible for delegating the assignments and 
responsibilities to accounting staff in preparation for the audit. Assignments shall be 
based on the list of requested schedules and information provided by the independent 
accounting firm. 

• Involvement. Organization staff will do as much work as possible in order to assist the 
auditors and, therefore, reduce the cost of the audit. 

• Throughout the audit process, it shall be the policy of CIS to make every effort to 
provide schedules, documents and information requested by the auditors in a timely 
manner. 

• Concluding the Audit 
 

Upon receipt of a draft of the audited financial statements of CIS, from its independent auditor, 
the FM shall perform a detailed review of the draft, consisting of the following procedures: 

• Carefully read the entire report for typographical errors 
• Trace and agree each number in the financial statements and accompanying footnotes to 

the accounting records and/or internal financial statements of CIS 
• Review each footnote for accuracy and completeness 

 
Any questions or errors noted as part of this review shall be communicated to the independent 
auditor in a timely manner and resolved to the satisfaction of the FM. It shall also be the 
responsibility of the FM to review and respond in writing to all management letter or other 
internal control and compliance report findings and recommendations made by the independent 
auditor. 
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Financial Management Policies 

Budgeting 
Budgeting is an integral part of managing any organization in that it is concerned with the 
translation of organizational goals and objectives into financial and human resource terms. A 
budget should be designed and prepared to direct the most efficient and prudent use of the 
organization's financial and human resources. A budget is a management commitment of a plan 
for present and future organizational activities that will ensure survival. It provides an 
opportunity to examine the composition and viability of the organization's programs and 
activities simultaneously in light of the available resources. 

 
Preparation and Adoption 
It is the policy of CIS to prepare an annual budget on the accrual basis of accounting. 

 
The FM will prepare worksheets for the State, South, West and NE offices to work from for their 
budget preparation during the month of March each year. Budgets proposed and submitted by each 
department should be accompanied by a narrative explanation of the sources and uses of funds and 
explaining all material fluctuations in budgeted amounts from prior years. 
After appropriate revisions and a compilation of all department budgets by the FM, a draft of the 
organization-wide budget, as well as individual department budgets, is presented to the CEO for 
discussion, revision, and initial approval. 

 
The revised draft is then submitted to the Finance Committee of the Board of Directors, and finally 
to the entire Board of Directors for adoption. Once the budgets are completed and reviewed, they 
are combined into a consolidated budget for approval by the Board of Directors at their annual 
meeting in May. 

 
It is the policy of CIS to adopt a final budget at least 30 days before the beginning of the 
Organization’s fiscal year. The purpose of adopting a final budget at this time is to allow adequate 
time for the accounting department to input the budget into the accounting system and establish 
appropriate accounting and reporting procedures (including any necessary modifications to the 
chart of accounts) to ensure proper classification of activities and comparison of budget versus 
actual once the year begins. 

 
Monitoring Performance 
It is the policy of CIS to monitor its financial performance by comparing and analyzing actual 
results with budgeted results. This function shall be accomplished in conjunction with the monthly 
financial reporting process. 

 
On a monthly basis, financial reports comparing actual year-to-date revenues and expenses with 
budgeted year-to-date amounts shall be made available by the accounting department to each 
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employee with budgetary responsibilities. These individuals shall be responsible for responding 
with an explanation of all budget variances in excess of twenty percent on a quarterly basis. 

 
Insurance 
It is fiscally prudent to have an active risk management program that includes a comprehensive 
insurance package. This will ensure the viability and continued operations of CIS. 
It is the policy of CIS to maintain adequate insurance against general liability, as well as 
coverage for buildings, contents, computers, fine arts, equipment, machinery and other items of 
value. 

 
Coverage Guidelines 
As a guideline, CIS will arrange for the following types and levels of insurance as a minimum: 

• Comprehensive (General & Professional) Liability = $2,000,000 
• Automotive Liability = $1,000,000 
• Volunteers or Employee liability (EPLI) = $2,000,000 
• Umbrella Policy (with Fire and Water Damage Coverage for all items with acquisition 

cost greater than $1,000) = $2,000,000 
• Directors and Officers = $2,000,000 (with an appropriate deductible level) 
• Crime Policy = $250,000 
• Workers' Compensation and Employers’ Liability = to the extent required by law 

 
CIS shall maintain a detailed listing of all insurance policies in effect. This listing shall include 
the following information, at a minimum: 

• Description (type of insurance) 
• Agent and insurance company, including all contact information 
• Coverage and deductibles 
• Premium amounts and frequency of payment 
• Policy effective dates 
• Date(s) premiums paid and check numbers 

 
Grant Finance Management 
Files will be maintained in alphabetical order by year for all approved grant applications. When a 
grant is received, the original copy of the grant is given to the person in charge of the grant 
reporting and maintenance for that branch of the organization. A second copy of the grant and a 
budget (if any) for that grant will be given to the accounting department. The accounting 
department will maintain copies of all grant reports and applicable draw-downs in an 
alphabetical file by year for audit purposes. 

 
A Grants Pipeline will be maintained as a comprehensive database of grants. This pipeline will 
include minimally, grants received, grants pending, upcoming applications, a calendar of 
submission deadlines, a reporting calendar, a record of declined grants and potential prospects. 
This pipeline will be updated monthly and be made available to Affiliate EDs, the development 
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team and the CEO. A snapshot of this pipeline will be provided to the Board of Directors 
quarterly. 

 
Political Intervention 

 
Prohibited Expenditures 
Consistent with its tax-exempt status under the Internal Revenue Code, it is the policy of CIS 
that the Organization shall not incur any expenditure for political intervention. For purposes of 
this policy, political intervention shall be defined as any activity associated with the direct or 
indirect support or opposition of a candidate for elective public office at the federal, state or local 
level. Political intervention does not include lobbying activities, defined as the direct or indirect 
support or opposition for legislation, which is not prohibited under the Internal Revenue Code 
for CIS. Examples of prohibited political expenditures include, but are not limited to, the 
following: 

• Contributions to political action committees 
• Contributions to the campaigns of individual candidates for public office 
• Contributions to political parties 
• Expenditures to produce printed materials (including materials included in periodicals) 

that support or oppose candidates for public office 
• Expenditures for the placement of political advertisements in periodicals 

 
Endorsements of Candidates 
It is the policy of CIS not to endorse any candidates for public office in any manner, either 
verbally or in writing. This policy extends to the actions of management and other 
representatives of CIS, when these individuals are acting on behalf of, or are otherwise 
representing, the Organization. 

 
Prohibited Use of Organization Assets and Resources 
It is the policy of CIS that no assets or human resources of the organization shall be utilized for 
political activities, as defined above. This prohibition extends to the use of Organization assets or 
human resources in support of political activities that are engaged in personally by board 
members, members of management, employees, or any other representatives of CIS. While there 
is no prohibition against these individuals engaging in political activities personally (on their 
own time, and without representing that they are acting on behalf of the Organization), these 
individuals must at all times be aware that Organization resources cannot at any time be utilized 
in support of political activities. 
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Record Retention 
It is the policy of CIS to retain records as required by law and to destroy them when appropriate. 
The destruction of records must be approved by the CEO and logged into the Organization’s 
Destroyed Records Log. Communities In Schools, Inc.’s files contain valuable reference 
material, which should be organized and readily accessible. The formal records retention policy 
of CIS is as follows: 

• Accident reports/claims (settled cases) = 7 Years 
• Accounts payable ledgers and schedules = 7 Years 
• Accounts receivable ledgers and schedules = 7 Years 
• Audit reports = Permanently 
• Bank reconciliations = 3 Years 
• Bank Statements = 3 Years 
• Case Files & Related Documents = 63 years after the student’s graduation date.  Statistical, 

aggregate and school level data is electronically retained into perpetuity.  For case managed 
student information, paper files and documents are to be kept for 6 years after the student’s 
graduation date, as defined by the records retention schedule and policy issued by Nevada State 
Library, Archives and Public Records unit, and the Nevada Department of Education.  All files 
will be stored by grade level and year for the following length of time: 

• High School, grades 9-12 will be kept for 10 years 
• Middle School, grades 6-8 will be kept for 9 years 
• Elementary School, grades K-5 will be kept for 12 years. 

•    This will allow each student's file to be kept for the required 6 years following graduation 
from that school level. student leaves the program 

• Chart of Accounts = Permanently 
• Cancelled Checks = 7 Years 
• Contracts, mortgages, notes and leases: 
• Expired 7 Years 
• Still in effect Permanently 
• Correspondence: 
• General = 2 Years 
• Legal and important matters only = Permanently 
• Deeds, mortgages and bills of sales = Permanently 
• Depreciation schedules = Permanently 
• Duplicate deposit slips = 3 Years 
• Employment applications = 1 Year 
• Financial statements: Year-end Permanently 
• Garnishments = 7 Years 
• General ledgers/year end trial balance = Permanently 
• Insurance policies (expired) = 3 Years 
• Insurance records (policies, claims, etc.) = Permanently 
• Internal audit reports = 3 Years + 
• Inventories of products, materials and supplies = 7 Years 
• Invoices (to customers, from vendors) = 7 Years 
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• Journals = Permanently 
• Minute books of directors, bylaws and charters = Permanently 
• Notes receivable ledgers and schedules = 7 Years 
• Payroll records and summaries = 7 Years 
• Personnel records (terminated) = 7 Years 
• Petty cash vouchers = 3 Years 
• Physical inventory tags = 3 Years 
• Property records (incl. depreciation schedules) = Permanently 
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• Purchase orders = 1 year 
• Receiving sheets = 1 Year 
• Retirement and pension records = Permanently 
• Subsidiary ledgers = 7 Years 
• Tax returns and worksheets, examination reports and other documents relating to 

determination of income tax liability = Permanently 
• Time sheets/cards = 7 Years 
• Trademark registrations and copyrights = Permanently 
• Voucher register and schedules = 7 Years 
• Withholding tax statements = 7 Years 

The above minimum retention periods are applicable regardless of whether such records are in 
paper or electronic format. 

 
Employee Reimbursement Procedures 
Please use the electronic version of the employee reimbursement form provided to you. 

 
Whenever possible and/or appropriate, use the organization’s 501(c)3 tax exempt letter to avoid 
paying non-reimbursable state sales tax. 

 
The following procedures are to be followed when completing the form: 

• Name (first and last) 
• Date of receipt 
• Vendor Name 
• Description of purchase 
• Amount of purchase 
• Your immediate supervisor will complete the portions “Source of Payment, Affiliate, 

Account # and Class” 
 

Employee signature is required for request to be complete and the supervisor signature is 
required for processing of payment. 

 
Employee Reimbursement forms need to be turned in by the first week of the following month 
for immediate processing. If you have an extenuating circumstance in which you would need to 
be reimbursed sooner, please submit your request to your supervisor for approval. 
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Grant & Award Fiscal Management 
 
Administration Of Awards And Grants 
Definitions 
There are several types of agreements through which CIS may receive financial assistance from a 
donor/grantor agency: 

• Grant: A financial assistance award given to the organization to carry out its 
programmatic purpose. 

• Contract: A mutually binding legal agreement where the organization agrees to provide 
supplies or services and the donor agrees to pay for them. 

• Cooperative Agreement: A legal agreement where the organization implements a 
program with the direct involvement of the donor. 

 
Throughout this manual, funds received in any of these forms will be referred to as a donor 
“award.” 

 
Preparation and Review of Proposals 
Individual departments are responsible for preparing proposals for projects that the department 
intends to pursue. However, all proposals shall be reviewed by the CEO prior to submission to 
government agencies or other funding sources. Final proposals shall be reviewed and approved 
in writing by the CEO. 

 
Post-Award Procedures 
After an award has been made, the following steps shall be taken: 

• Verify the specifications of the grant or contract. The CFO shall review the terms, time 
periods, award amounts and expected expenditures associated with the award. An Award 
code shall be determined for each award. All reporting requirements under the contract or 
award shall be summarized. 

• Create new general ledger account numbers, function categories and grant codes. New 
project codes shall be established for the receipt and expenditure categories in line with 
the grant or contract budget. 

• Gather documentation. A file is established for each grant or contract. The file contains 
the proposal, all correspondence regarding the grant or contract, the final signed award 
document and all reports submitted to the funding sources. 

 
Compliance with Laws, Regulations, and Provisions of Awards 
CIS recognizes that as a recipient of certain funds, the Organization is responsible for 
compliance with all applicable laws, regulations, and provisions of contracts and grants. 
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To ensure that the Organization meets this responsibility, the following policies apply with 
respect to every grant or contract received directly or indirectly from a donating/ granting 
agency: 

• For each award, an employee within the department responsible for administering the 
award will be designated as "Grant/Project Manager" (GPM). 

• If available, each GPM shall attend trainings on the grant management prior to beginning 
of the grant term. Thereafter, all GPM’s shall attend refresher/update courses on grant 
management every two years. 

• The GPM shall take the following steps to identify all applicable laws, regulations, and 
provisions of each grant and contract: 

• Read each award and prepare a summary of key compliance requirements and 
references to specific requirements, laws and regulations. 

• If applicable, review the “OMB Circular A-133 Compliance Supplement" (updated 
annually) published by the Office of Management and Budget (OMB) for 
compliance requirements unique to the award and for compliance requirements 
common to all Federal awards. 

• Review the section of the Catalog of Federal Domestic Assistance applicable to the 
award. 

• The GPM shall identify and communicate any special changes in policies and procedures 
necessitated by awards. 

• The GPM shall cooperate with the Organization’s Independent Auditors by informing the 
CPA firm as to applicable laws, regulations, and provisions of contracts and grants and 
communicating known instances of noncompliance with laws, regulations, and 
provisions of contracts and grants to the auditors. 

 
Billing and Financial Reporting 
CIS strives to provide management, staff and funding sources with timely and accurate financial 
reports applicable to federal awards. These reports include monthly and cumulative expenditures, 
a project budget, and a balance remaining column. 

 
CIS shall prepare and submit financial reports as specified by the financial reporting clause of 
each grant or contract award document. Preparation of these reports shall be the responsibility of 
the GPM subject to review and approval by the CFO. 

 
The following policies shall apply to the preparation and submission of billings to donor 
agencies under awards made to CIS: 

• It is the policy of CIS to request reimbursement after expenditures have been incurred, 
unless an award specifies another method. 

• Each award normally specifies a particular billing cycle; therefore, a schedule is 
established for each grant and contract to ensure that reimbursement is made on a timely 
basis along with any other reporting that is required in addition to the financial reports. 

• Requests for reimbursement of award expenditures will use the actual amounts as posted 
to the general ledger as the source for all invoice amounts. 
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• All financial reports required by each award will be prepared and filed on a timely basis. 
To the extent CIS year-end audit results in adjustments to amounts previously reported to 
a donor agencies, revised reports shall be prepared and filed in accordance with the terms 
of each award. 

 
CIS shall maintain separate billing records in addition to the official general ledger accounting 
records. Billing records shall be reconciled to the general ledger on a monthly basis. At the time 
invoices (requests for reimbursement) are prepared, revenue and accounts receivable shall be 
recorded on the books of CIS by the CFO. 

 
If a federal award authorizes the payment of cash advances to CIS, the CFO may submit a 
request for such an advance to be made. Upon receipt of a cash advance, CIS shall reflect a 
liability equal to the advance. As part of the monthly close-out and invoicing process, the 
liability shall be reduced, and revenue recognized, in an amount equal to the allowable costs 
incurred for that period. 

 
Procurement Under Awards 
Procurement of goods and services whose costs are charged to awards received by CIS are 
subject to all of the specific Communities In Schools purchasing policies. 

 
In addition, procurements associated with awards are subject to the following supplemental 
policies: 

• CIS shall avoid purchasing items that are not necessary for the performance of the 
activities required by the award. 

• Where appropriate, an analysis shall be made of lease and purchase alternatives to 
determine which would be the most economical and practical for procurement. 

• Documentation of the cost and price analysis associated with each procurement decision 
shall be retained in the procurement files pertaining to each award. 

• For all procurements in excess of the small purchase acquisition threshold (currently 
$100,000), procurement records and files shall be maintained and include all of the 
following: 

• The basis for contractor selection. 
• Justification for lack of competition when competitive bids or offers are not 

obtained. 
• The basis for award cost or price. 

• CIS shall make all procurement files available for inspection upon request by an 
Awarding Agency. 

• All contracts with vendors shall require the vendor to certify in writing that it has not 
been suspended or disbarred from doing business with any agency. 

• CIS will verify if a vendor is disbarred on SAM (System of Award 
Management) and the Secretary of State. If a vendor is disbarred, CIS will not 
work with them. 

•  
 

Formatted
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In addition, no employee, officer, or agent of CIS shall participate in the selection, award or 
administration of a contract supported by award funds if a real or apparent conflict of interest 
would be involved. Such a conflict would arise when the employee, officer, or agent, any 
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member of her or his immediate family, her or his 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 firm 
selected for an award. 

 
Making of Sub-awards 
From time to time, CIS may find it practical to make sub-awards of funds to other organizations. 
All sub-awards in excess of $5,000 shall be subject to the same procurement policies described 
in the preceding section. In addition, all sub-recipients must be approved in writing by the 
awarding agency and agree to the sub recipient monitoring provisions described in the next 
section. 

 
With respect to sub recipients with whom CIS has not recently had a sub award relationship, the 
CFO shall determine an appropriate level of pre-award inquiry that shall be performed. The 
purpose of such inquiry, which may involve a site visit to a potential sub-recipient, is to gain 
assurance that a potential sub-recipient has adequate policies and procedures in place to provide 
reasonable assurance that it is capable complying with all applicable laws, regulations and award 
provisions. 

 
In addition, CIS shall obtain the following documents from all new sub-recipients: 

• Articles of incorporation 
• By-laws or other governing documents 
• Determination letter from the IRS (recognizing the sub recipient as exempt from income 

taxes under IRC section 501(c)(3) 
• Last 3 years of Forms 990 or 990-EZ, including all supporting schedules and attachments 

(also Form 990-T, if applicable) 
• Copies of the last 3 years audit reports and management letters received from sub- 

recipient’s independent auditor (including all reports associated with audits performed in 
accordance with OMB Circular A-133, if applicable) 

• Copy of the most recent internally-prepared financial statement and current budget 
• Copies of reports of government agencies (Inspector General, state or local government 

auditors, etc.) resulting from audits, examinations or monitoring procedures performed in 
the last three years 

 
Monitoring of Sub-recipients 
When CIS utilizes award funds to make sub-awards to sub-recipients, CIS is subject to a 
requirement to monitor each sub-recipient in order to provide reasonable assurance that sub- 
recipients are complying, in all material respects, with laws, regulations, and award provisions 
applicable to the program. 
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In fulfillment of its obligation to monitor sub-recipients, the following policies apply to all sub- 
awards of funds made by CIS to sub-recipients: 

• Sub-award agreements shall include all information necessary to identify the funds as 
award funding. 

• Sub-award agreements shall identify all applicable audit requirements, including the 
requirement to obtain an audit in accordance with OMB Circular A-133, if the sub- 
recipient meets the criteria for having to undergo such an audit. 

• Sub-awards shall require that sub-recipient employees responsible for program 
compliance obtain appropriate training in current grant administrative and program 
compliance requirements. 

• Sub-awards shall require that sub-recipients submit financial and program reports to CIS 
on a basis no less frequently than monthly. 

• CIS will follow up with all sub-recipients to determine whether all required audits have 
been completed. CIS will cease all funding of sub-recipients failing to meet the 
requirement to undergo an audit. 

• CIS shall assign one of its employees the responsibility of monitoring of each sub- 
recipient on an ongoing basis, during the period of performance by the sub-recipient. 
This employee will establish and document, based on her/his understanding of the 
requirements that have been delegated to the sub-recipient, a system for the ongoing 
monitoring of the sub-recipient. 

 
Ongoing monitoring of sub-recipients by CIS will inherently vary from sub-recipient to sub- 
recipient, based on the nature of work assigned to each sub-recipient. However, ongoing 
monitoring activities may involve any or all of the following: 

• Regular contacts with sub-recipients and appropriate inquiries regarding the program. 
• Reviewing programmatic and financial reports prepared and submitted by the sub- 

recipient and following up on areas of concern. 
• Monitoring sub-recipient budgets. 
• Performing site visits to the sub-recipient to review financial and programmatic records 

and assess compliance with applicable laws, regulations, and provisions of the sub- 
award. 

• Offering sub-recipients technical assistance where needed. 
• Maintaining a system to track and follow up on deficiencies noted at the sub-recipient in 

order to assure that appropriate corrective action is taken. 
• Establishing and maintaining a tracking system to assure timely submission of all reports 

required of the sub-recipient. 
• Documentation shall be maintained in support of all efforts associated with CIS 

monitoring of sub-recipients. 
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Equipment and Furniture Purchased with Award Funds 
CIS may occasionally purchase equipment and furniture that will be used exclusively on a 
program funded by an agency. In addition to those policies on Asset Management described 
earlier, equipment and furniture charged to awards will be subject to certain additional policies as 
described below. 
For purposes of award accounting and administration, "equipment" shall include all assets with a 
unit cost equal to the lesser of $5,000 or the capitalization threshold utilized by CIS described 
under Asset Management. 

 
The following policies shall apply regarding equipment purchased and charged to awards: 

• Any equipment that is owned by an agency and given to CIS for use in a program shall 
be marked as such. 

• Adequate insurance coverage will be maintained with respect to equipment and furniture 
charged to awards. 

• For equipment (or residual inventories of supplies) with a remaining per unit fair market 
value of $5,000 or less at the conclusion of the award, CIS shall retain the equipment 
without any requirement for notifying the agency. If the remaining per unit fair market 
value is $5,000 or more, CIS shall gain a written understanding with the agency 
regarding disposition of the equipment. This understanding may involve returning the 
equipment to the agency, keeping the equipment and compensating the agency, or selling 
the equipment and remitting the proceeds, less allowable selling costs, to the agency. 

• CIS Grant Manager shall determine whether a specific award with an agency includes 
additional equipment requirements or thresholds and requirements that differ from those 
described above. 

• A physical inventory of all equipment purchased with award funds shall be performed at 
least once every two years. The results of the physical inventory shall be reconciled to 
the accounting records and reports filed by CIS. 

 
Standards for Financial Management Systems of Grants 
It is the policy of by CIS to maintain a financial management system that provides for the 
following: 

• Accurate, current and complete disclosure of the financial results of each sponsored 
project or program in accordance with the reporting requirements of Circular A-110 and/ 
or the award. 

• Records that identify adequately the source and application of funds for sponsored 
activities. These records shall contain information pertaining to awards, authorizations, 
obligations, unobligated balances, assets, outlays, income and interest. 

• Effective control over and accountability for all funds, property and other assets. CIS 
shall adequately safeguard all such assets and assure they are used solely for authorized 
purposes. 

• Comparison of outlays with budget amounts for each award. Whenever possible, 
financial information shall be related to performance and unit cost data. 
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• Written procedures to minimize the time elapsing between the transfer of funds to CIS 
and the issuance or redemption of checks, warrants or payments by other means for 
program purposes by the recipient. 

• Written procedures for determining the reasonableness, allocability and allowability of 
costs in accordance with the provisions of the applicable cost principles and the terms 
and conditions of the award. 

• Accounting records including cost accounting records that are supported by source 
documentation. 

 
Budget and Program Revisions 
It is the policy of CIS to request prior approval from awarding agencies for any of the following 
program or budget revisions: 

• Change in the scope or objective of the project or program, even if there is no associated 
budget revision requiring prior written approval. 

• Change in a key person (project director, etc.) specified in the application or award 
document. 

• The absence for more than three months, or a 25 percent reduction in time devoted to the 
project, by the approved project director or principal investigator. 

• The need for additional funding. 
• The transfer of amounts budgeted for indirect costs to absorb increases in direct costs, or 

vice versa, if approval is required by the awarding agency. 
• The transfer of funds allotted for training allowances (direct payment to trainees) to other 

categories of expense. 
• Unless described in the application and funded in the approved awards, the sub-award, 

transfer or contracting out of any work under an award (However, this provision does not 
apply to purchases of supplies, materials, equipment or general support services). 

 
Close Out of Awards 
CIS shall follow the close out procedures described in the grant agreements as specified by the 
granting agency. 

 
CIS and all sub-recipients shall liquidate all obligations incurred under the grant or contract 
within 90 days of the end of the grant or contract agreement. 

 
Charging Of Costs To Awards 
It is the policy of CIS that only costs that are reasonable, allowable and allocable to an award 
shall be charged to that award directly or indirectly. All unallowable costs shall be appropriately 
segregated from allowable costs in the general ledger in order to assure that unallowable costs 
are not charged to awards. CIS will not use federal funds to purchase property or for management of 
any buildings, new construction, or renovations. 
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Segregating Unallowable from Allowable Costs 
The following steps shall be taken to identify and segregate costs that are allowable and 
unallowable with respect to each award: 

• The budget and grant or contract for each award shall be reviewed for costs specifically 
allowable or unallowable. 

• No costs shall be charged directly to any award until the cost has been determined to be 
allowable under the terms of the award. 

• For each award, an appropriate set of general ledger accounts shall be established in the 
chart of accounts of CIS to reflect the categories of allowable costs identified in the 
award or the award budget. 

• All items of miscellaneous income or credits, including the subsequent write-offs of 
uncashed checks, rebates, refunds, and similar items, shall be reflected for grant 
accounting purposes as reductions in allowable expenditures if the credit relates to 
charges that were originally charged to an award or to activity associated with an award. 
The reduction in expenditures shall be reflected in the year in which the credit is received 
(i.e. if the purchase that results in the credit took place in a prior period, the prior period 
shall not be amended for the credit.) 

 
Criteria for Allowability 
It is the policy of CIS that all costs must meet the following criteria in order to be treated as 
allowable direct or indirect costs under an award: 

• The cost must be “reasonable” for the performance of the award, considering the 
following factors: 

• Whether the cost is of a type that is generally considered as being necessary for the 
operation of the organization or the performance of the award; 

• Restraints imposed by such factors as generally accepted sound business practices, arm’s 
length bargaining, and state laws and regulations, and the terms and conditions of the 
award; 

• Whether the individuals concerned acted with prudence in the circumstances; 
• Consistency with established policies and procedures of the Organization, deviations 

from which could unjustifiably increase the costs of the award. 
• The cost must be “allocable” to an award by meeting one of the following criteria: 
• The cost is incurred specifically for an award; 
• The cost benefits both the award and other work, and can be distributed in reasonable 

proportion to the benefits received; or 
• The cost is necessary to the overall operation of the Organization, but, where a direct 

relationship to any particular program or group of programs cannot be demonstrated. 
• The cost must be determined in accordance with generally accepted accounting 

principles. 
• Costs may not be included as a cost of any other award financed program in the current 

or prior periods. 
• The cost must be adequately documented. 
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Direct Costs 
Direct costs include those costs that are incurred specifically for one award or non-function. CIS 
identifies and charges these cost exclusively to each award or program. 

 
Each invoice shall be coded with the appropriate account number reflecting which program 
received direct benefit from the expenditure. Invoices are approved by the appropriate project 
director and reviewed by the CFO. 

 
Time sheets or personnel activity reports, described earlier, are also submitted on a regular basis 
reflecting employees' work and which programs directly benefited from their effort. Time sheets 
or personnel activity reports shall serve as the basis for charging salaries directly to awards and 
non- functions. 

 
Equipment purchased for exclusive use on an award and reimbursed by an agency shall be 
accounted for as a direct cost of that award (i.e. such equipment shall not be capitalized and 
depreciated). 

Indirect Costs 
Indirect costs are those costs that either benefit more than one award (overhead costs) or non- 
function or that are necessary for the overall operation of CIS (management and general costs). 

 
Accounting for Specific Elements of Cost 
CIS shall utilize the following methods of charging specific elements of cost to awards as direct or 
indirect costs: 

 
Salaries and Wages 
Salaries and wages shall be charged directly and indirectly based on the functions performed by 
each employee, as documented on each employee’s timesheet, as follows: 

• Direct costs: The majority of the employees of CIS charge their time directly since their 
work is specifically identifiable to specific grants or other (non-) programs or functions 
of the organization. 

• Indirect costs: The following staff charge 100 percent of their salary costs indirectly: 
• Secretary/receptionist 
• Accounting department staff 

• Mixed charges: The following employees may charge their salary costs to both direct and 
indirect activities: 

• President/Executive Director 
• Area Director 
• Administrative Assistants 
• Grants Manager 



CIS of Nevada: Policies & Procedures, April 2023 146  

• Compensated absences: Vacation leave earned, sick leave used, and holiday pay are 
considered part of salary costs. The accounting system of CIS records salaries associated 
with compensated absences as a direct or indirect cost in the same manner that salary 
costs are recorded. 

• Employee Benefits: CIS incurs costs for the following statutory and non-statutory 
employee benefits: 

• FICA 
• Unemployment insurance 
• Worker’s compensation 
• Health insurance 
• Contributions to pension plan 

 
The total cost of all of the preceding employee benefits shall be determined by summing the cost 
associated with each benefit. This total employee benefit costs shall then be allocated directly 
and indirectly in the same proportions as salaries and wages. 

 
Occupancy Expenses 
Monthly rent expense and related pass-through expenses shall be allocated directly and 
indirectly, based on approximate square footage of space utilized, as follows: 

• Direct costs: The cost of space occupied by staff whose salaries are directly charged to 
awards is charged directly to those same awards 

• Indirect costs: The costs of space occupied by staff whose salaries are indirectly charged 
is also charged indirectly. The cost of space for staff whose salaries are charged on a 
mixed basis (directly and indirectly) shall be allocated on a mixed basis in the same ratio 
as their salaries are allocated. The cost of space associated with common areas, such as 
hallways, restrooms, and conference rooms, shall be accounted for as an indirect cost. 

• Utilities: Utilities costs incurred by CIS include electricity, gas and water. Such utilities 
costs shall be charged directly and indirectly in the same proportion as occupancy costs. 

• Supplies and Materials: To the maximum extent possible, office supplies and materials 
are charged directly to the grant or program/function that uses the supplies or materials, 
based on the completion of a supplies usage form. All supplies and materials used by 
staff who are engaged in indirect activities shall be charged indirectly. 

• Postage and Shipping: To the maximum extent possible, postage and shipping costs shall 
be charged directly to the grant or program/function that benefits from the postage or 
shipping costs, based on the postage log kept near the postage machine and the UPS/ 
FedEx shipping logs. 

• Photocopying and Printing: Photocopying costs include all paper and copy supplies, 
copier maintenance charges and the actual lease cost of the copier. Photocopying costs 
shall be charged directly and indirectly based on the user codes input into the copier prior 
to making photocopies. All printing costs are charged directly to the benefiting grant or 
program/function. 

• Communications: Communications costs include the costs of local telephone service and 
long-distance telephone charges, including charges associated with telephone calls, 
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facsimile transmissions, and Internet dial-up connections. 
• Local telephone service costs are charged directly and indirectly based upon the 

number of telephone units assigned to CIS. Each telephone unit of CIS is 
identified to either a direct or an indirect activity, as determined annually based on 
an approximation of time charges of employees associated with each telephone 
unit. No telephone units shall be charged as mixed-use units due to the 
immateriality of the costs involved. For example, if CIS has 100 telephone units 
and 15 of those units are assigned to employees who work directly on a particular 
grant, 15 percent of each month’s local telephone service costs shall be allocated 
to that grant. 

• Long-distance telephone calls are charged either directly or indirectly based upon 
whether a direct or indirect activity benefits from the transmission. 

• Outside Services: CIS incurs outside service costs for its annual audit, legal fees, and for 
staff development specialists. Outside service costs shall be charged as follows: 

• Audit fees – Cost of the financial statement audit and preparation of Form 990 
shall be charged as an indirect cost. Additional audit costs associated with that 
portion of the audit associated with OMB Circular A-133 shall be charged directly 
to the audited programs, based on estimates received from the independent CPA 
firm. 

• Legal fees – Legal fees shall be charged directly to the program/function that 
benefits from the services. Legal fees that are not identifiable with specific direct 
grants or programs shall be charged indirectly. 

• Staff Development Specialists – Costs associated with staff development 
specialists shall be charged directly to the program/function that benefits from the 
services. Fees that are not identifiable with specific direct grants or programs 
shall be charged indirectly. 

• Insurance: To the extent that insurance premiums are associated with insurance coverage 
for specific grants or programs, those premium costs shall be charged directly. All 
insurance costs that are not identifiable with specific direct grants or programs (such as 
the Organization’s general liability coverage) shall be charged indirectly. 

• Credits: The applicable portion of any credits resulting from cash discounts, volume 
discounts, refunds, write-off of stale outstanding checks, trade-ins, scrap sales or similar 
credits shall be credited directly or indirectly in the same manner as the purchase that 
resulted in the credit. 

 
Cost Sharing and Matching 
It is the policy of CIS to value contributed services and property that are to be used to meet a cost 
sharing or matching requirement at their fair market values at the time of contribution, unless 
award documents or donor regulations identify specific values to be used. 

 
CIS shall claim contributions as meeting a cost sharing or matching requirement of an award 
only if all of the following criteria are met: 
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• They are verifiable from CIS records 
• They are not included as contributions for any other assisted project or program. 
• They are necessary and reasonable for proper and efficient accomplishment of project or 

program objectives. 
• They are not paid under another award, except where authorized by statute to be used for 

cost sharing or matching. 
• They are provided for in the approved budget when required by the awarding agency. 
• In the case of donated space, the space is subject to an independent appraisal to establish 

its value. 
 

Contributed services used for cost sharing or matching purposes shall be valued at rates 
consistent with those rates paid for similar work in the Organization (match up experience and 
skill level), including an estimate of reasonable fringe benefits. In cases in which the required 
skills are not found in the Organization, rates used shall be consistent with those paid for similar 
work in the labor market in which CIS competes. 

 
It is the policy of CIS to require volunteers to document and account for their contributed time in 
a manner similar to the time-keeping system followed by CIS employees. 
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Section 3: Grants 
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Grant Procedures 

The Director of Grants will maintain an active grants pipeline which documents grants received, 
pending applications and upcoming applications on an annual cycle. This document will be 
available to all affiliate ED’s, the development team and the CEO. This pipeline will be 
maintained in NetSuite and accessible to anyone with a NetSuite Login. 

 
Grant Research and Prospect Identification 
The Director of Grants and the Grants Manager regularly research and update prospect pipeline 
to identify new grant opportunities for all affiliates and special initiative funding opportunities. 

 
The Grants Department will accept grant opportunities from affiliate leadership. For review, 
grants opportunities must be submitted in a timely fashion for review to the Director of Grants & 
Program Support. Grants will be reviewed for organizational/program fit and geographic focus. 
Once reviewed, eligible grants will be added to the pipeline. Grant opportunities with a tight turn 
around (2 weeks or less) may require additional writing and/or submission report from the 
benefitting affiliate. 

 
Grant Writing and Submission 
Grants under $25,000 will be written by the Grants Manager and reviewed by Grants Director. 
Grants over $25,000 will be written by Director of Grants. When the proposal is ready for 
submission, it will be delivered by the funder’s specified preferred mechanism. In some cases, it 
may be an in-person delivery by the Board President, CEO, Director of Grants, or other CISN 
staff member. In some cases, where capacity of the Grants Department is limited, Affiliates may 
submit grant proposals directly. These grants will then be submitted to the Grants Department for 
ongoing tracking and management. 

 
Grant Reporting and Post-Award Management 
The Grants Department will maintain hard copy and electronic files with all documents needed 
for submission. Upon receipt of award, grant information will be updated in NetSuite. A grant 
lead from the state office will be assigned to each grant. Grant reporting guidelines will be 
entered into NetSuite by the grant lead upon receipt of the grant. Responsible parties will be 
tagged for reporting purposes. Grant reporting requirements/information must be submitted to 
the grants department a week in advance of the submission date of the report. It is the 
responsibility of the benefitting affiliate to assign a reporting lead and to understand reporting 
requirements of all grants received. These requirements will be outlined in the Grants Info sheet, 
created and disseminated upon receipt of each grant. The Grants Department will work with all 
necessary staff to collect data needed for accurate and timely reporting. The Grants Department 
will work directly with the Finance department on grant financial reporting. 

 
When a grant is awarded, the grants department will create and disseminate a Grant Info Sheet 
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which outlines the dollar amount, purpose and reporting requirements for the grant. Affiliates 
will identify and assign a Grant/Reporting lead for each grant received. This lead will be noted 
on the Grant Info Sheet. Copies of the final award documents, proposal and reporting 
requirements will be stored on the Shared Drive folder accessible to organization and affiliate 
leadership and the finance team. 

 
Grant Correspondence 
Director of Grants will be copied on all correspondence regarding the grant so that records of 
contact with the funder may be put on file. This includes internal conversations about grant staff 
positions. 

 
Donor Recognition 
The Director of Grants will submit thank you letters and letters of acknowledgement for funds 
received for statewide support. Affiliates will submit thank you letters to affiliate specific funders 
and will provide the Director of Grants signed copies of letters for documentation in grant files. 

 
Authorized Signatures 
For any grant award or gift received totaling $50,000 or less, the acknowledgement can be 
signed by the Director of the appropriate Department; mostly: Director of Grants and/or 
Resource Development Director. For awards that exceed $50,000, the CEO or Board President is 
authorized to sign. 

 
Allowable Costs 
Allowable costs will be outlined prior to the grant proposal submission to ensure fit. Following 
the receipt of award, allowable costs will be outlined in the Grant Info sheet. It is the 
responsibility of the benefitting affiliate to understand and monitor costs associated with the 
grant. Unless explicitly stated in the grant request, gift cards are not an allowable cost for grants. 
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Section 4: Data Monitoring 
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Statewide Data Monitoring Procedures 
 
Introduction 
The following document outlines the procedures for CIS of Nevada’s Statewide Data Monitoring 
Procedures. It details the process and policies put in place surrounding data monitoring for CIS 
of Nevada’s Southern Nevada, Western Nevada and Northeastern Nevada Affiliate. 

 
Purpose 
The purpose of this document is to establish a statewide protocol for recording and reporting on 
data for Communities In Schools of Nevada that align with Accreditation standards and promote 
fidelity to our model and illustrate accurate impact our program has in the schools we serve. 

 
State Monitoring Policy 
CIS of Nevada State Office will monitor several pieces of data from statewide affiliates. 

• Grant-specific data 
• Documentation demonstrating completion of data verification procedures and parent/ 

guardian consent form verifications procedures. (See section XII) 
• Affiliates are entering the required data in a time-sensitive manner as outlined in the 

CISDM Milestones calendar attached. (example: monthly check-ins are completed 
monthly). 

 
Security and Confidentiality 
CIS of Nevada takes data security and confidentiality extremely seriously. Therefore, CIS of 
Nevada has put in place important data security and confidentiality measures including: 

• Data will be stored in a secure cloud-based server. 
• Access to the cloud-based server will be available to only designated staff with 

passwords and passwords will be updated on a regular basis. 
• Designated staff will sign data-confidentiality agreements upon being on-boarded. 
• Log-on/log off procedures as outlined by CIS of Nevada’s employee manual. 
• Employees who are no longer employed by CIS of Nevada and/or no longer need access 

to sensitive data will be deactivated within 72 hours of them no longer needing access. 
 

For more information, see the Data Retention Policy in the Data Policy and Procedures 
document. 

 
Data Sharing Policy 
Data will be shared with certain partners and community leaders when it pertains to grant 
applications for the CIS of Nevada community. This will be clearly detailed in written partner 
agreements and will include what data is to be shared and under what conditions. Data will be 
requested in written form, and requests will be responded to by CIS of Nevada within twenty 
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days of receipt of request. No other data will be shared per CIS of Nevada’s data security and 
confidentiality requirements with the exception of special requests at the consideration of the 
CIS of Nevada CEO. 

 
Authorized Position(s) 
CIS of Nevada authorizes specific positions to conduct data and document reviews and 
verifications for CIS of Nevada. At the affiliate level, Data Managers, Program Directors and 
Affiliate Executive Directors will have access to CISDM for purposes of monitoring and auditing 
Site Coordinator and Affiliate data. In the State Office, the Data Strategist, Senior State Programs 
Manager, Chief Financial Officer, Director of Grants, and the Grants Managers will have access 
to data for the purposes of auditing, monitoring and reporting. 

 
Data Contacts 
The State Office and Affiliates will assign a data point of contact to attend monthly statewide 
data meetings. (Data Strategist) 

 
Current POCs 
State — Data Strategist, Natalie Allin 
Southern – Data Director, Gina Campbell 
Northeastern – Data Manager, Alexandra Schirrick 
Western – Data Manager, Lesley Lechuga Gomez 

 
 
Accreditation Requirements 
The following requirements align the CIS of Nevada data policy and procedure with National 
Accreditation requirements. 

 
Data Management 
CIS affiliates use the system provided by the national CIS office, or an alternative database 
approved by the national office, to uniformly collect and maintain information as required by 
Student Support & General Youth Services Standards. 

 
Provisioning and Deprovisioning Accounts 
Staff accounts are added as part of the on-boarding procedure for CIS of Nevada. Data Managers 
at the affiliate level add and remove users as necessary. New users are added as part of the hiring 
process. Inactive users are removed within 72 hours of terminating their employment with CIS of 
Nevada. Deactivation of CISDM accounts is included in the employment close-out checklist. 
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Staff Training on Data Entry 
CIS of Nevada will provide CISDM training and on-boarding for site coordinators at the 
beginning of each school year/the beginning of their employment. This training will include data 
entry standards and system/software training. In addition to staff on-boarding, affiliates will offer 
data drop-ins as needed/assigned. Data trainings will be offered by the State office as needed on 
topics identified by the affiliates. 

 
Data Entry Milestones 
CIS Site Coordinators will adhere to the CISDM Data Entry Milestones calendar updated at the 
beginning of each school year. In addition to meeting data entry metrics for support plans and 
assessments, Site Coordinators will ensure case-management notes, check-ins and tiered services 
are entered for the prior month by the deadline assigned by the Data Team. 

 
Moderate Intensity students - at least one Check-In entry each month. 
High Intensity students - at least 1 (preferably more) Check-In entries each week. 

 
Data Verification and Parental Consent Monitoring 
Accreditation requires a random file audit of 4% of student files each year. Program Directors or 
Data Managers will complete data verification audits twice a year. These audits will ensure that 
all files contain valid parent/guardian consent. These audits will also review the following: 

 
AFTER QUARTER 1 – Case File Audits 

• Run the Parent/Guardian Consent Summary and filter the report for each school, site 
coordinator, and school year. You will use this report to verify the start and end dates 
that were entered in CISDM with the date that the consent form was actually signed. 

• Verify that every enrolled and exited student for the current school year has a case file 
and a signed Parent/Guardian Consent Form in it. Make sure the form is dated. If the 
form is returned without a date, the site coordinator should have signed and initialed it 
the date it was received. Verify that the CISDM start date on the Parent/Guardian 
Consent Summary is the date that the parent/guardian signed the consent form. 

• Randomly select 3 case files per school to verify that they contain all the necessary 
documents in the proper order in the case file. Refer to Case File 
Contents document. Review selected student files to verify the following. 

o Enrollment Status - Review official school record to determine student’s 
enrollment status. Review Status column in Student Accreditation Data Report 
to confirm CISDM record is correct. If student is Inactive, confirm Student 
EOY/Closeout Status has been completed in CISDM. 

 
o Student Support Plan - Review Student Support Plan Entered column on 

Accreditation Data Report to confirm a support plan has been completed in 
CISDM. Review completed plan in CISDM for accuracy. 
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o Student Supports - Tier II and/or III Supports column on Accreditation Data 
Report will indicate how many services have been entered for each student. 
Generate CISDM Case Managed Student Support Detail report. Review report 
for verification of number of supports, types of supports, service providers, etc. 

o Student metrics - Attendance, Behavior, Course Performance. Generate CISDM 
Metric Report for Attendance, Academic and Behavior. Review school academic 
record to ensure that metric data entered in CISDM reflects actual student school 
record data (i.e. GPA entered in CISDM reflects actual student GPA) Compare 
CISDM metric data entered for each applicable grading period with source data. 

o Progress updates - Generate CISDM Student Progress Report. Verify progress 
updates were entered for each applicable grading period. 

 
• Document any findings for correction in Case File Audit and Data Verification Form. 
• Check Accreditation Site Binder to ensure that all required documents are included in 

it. 
• Complete the Case File Audit Review and Data Verification Form for each site 

coordinator. 
 

DURING QUARTER 3 or 4 – Case File Audits 
• Verify that any findings from the first case file audit have been corrected and document 

in Case File Audit and Data Verification Form. 
• Randomly select 3 case files to verify that they contain all the necessary documents in 

the proper order in the case file. Refer to Case File Contents document. Review selected 
student files to verify the following. 

o Enrollment Status - Review official school record to determine student’s 
enrollment status. Review Status column in Student Accreditation Data Report 
to confirm CISDM record is correct. If student is Inactive, confirm Student 
EOY/Closeout Status has been completed in CISDM. 

o Student Support Plan - Review Student Support Plan Entered column on 
Accreditation Data Report to confirm a support plan has been completed in 
CISDM. Review completed plan in CISDM for accuracy. 

o Student Supports - Tier II and/or III Supports column on Accreditation Data 
Report will indicate how many services have been entered for each student. 
Generate CISDM Case Managed Student Support Detail report. Review report 
for verification of number of supports, types of supports, service providers, etc. 

o Student metrics - Attendance, Behavior, Course Performance. Generate CISDM 
Metric Report for Attendance, Academic and Behavior. Review school academic 
record to ensure that metric data entered in CISDM reflects actual student school 
record data (i.e. GPA entered in CISDM reflects actual student GPA) Compare 
CISDM metric data entered for each applicable grading period with source data. 

o Progress updates - Generate CISDM Student Progress Report. Verify progress 
updates were entered for each applicable grading period. 
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Data Retention Policy 
 
Statement 
Organization: CIS Nevada 

Data Retention Policy Statement 

Communities In Schools of Nevada will collect school level data as well as demographic, 
support-based and progress-based data on all case-managed students with a valid consent form. 
This data will be housed in safe and secure areas either on the school premises, affiliate 
headquarters or a storage facility. These files and documents will be kept for the duration of 
the period as set out in the records retention schedule and policy issued by Nevada State 
Library, Archives & Public Records unit and the Nevada Department of Education. 
Communities In Schools of Nevada will adhere to any applicable grant guidelines should they 
differ from the current policy in place. Upon completion of this designated period, the files 
will be destroyed through professional shredding services. 

Guidelines and Procedures 

The following are required guidelines for data records and retention: 

1. Paper files and documents will contain only the information required by Communities In 
Schools of Nevada. Paper files for case-managed students will consist of the following items: 

a. Current and valid consent form (see consent form policy) 

b. Case-managed student demographic information 

c. CIS Enrollment Checklist 

d. Supporting metric documents 

o Baseline 

o Quarterly updates 

o Behavior/SEL assessments (if applicable) 

o College/Career Readiness documents (Academy only) 

Paper files and documents for school sites will consist of the following items: 

a. School Needs Assessment 

b. School Support Plan 

c. Signed School Agreement 

d. Quarterly and EOY Reports 

e. Basic Needs Trackers 

2. Paper files and documents will be kept in a safe, secure area. All paper files and documents 
will be kept on either the school premises of the school the information pertains to, affiliate 
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headquarters or a storage facility. These areas are to be enclosed, locked, and monitored 
regularly. 

3. Paper files and documents will be kept for 6 years after the student’s graduation date. 
Statistical, aggregate school level data is electronically retained into perpetuity. For case-
managed student information, paper files and documents are to be 

kept for 6 years after the student’s graduation date, as defined by the records retention schedule 
and policy issued by Nevada State Library, Archives & Public Records unit, and the Nevada 
Department of Education. 

 
All files will be stored by grade level and year for the following length of time: 
High School, grades 9-12 will be kept for 10 Years 
Middle School, grades 6-8 will be kept for 9 years 
Elementary School, grades K-5 will be kept for 12 years 
  
This will allow each student's file to be kept for the required 6 years following graduation from that school 
level. 

 

4. Student digital records will be kept only in the Communities In Schools Data Manager 
storage database as monitored by Caseworthy. Student digital records can be defined as 
anything containing personal identifiable information (PII). Student digital records will only be 
entered and stored in the Communities In Schools Data Manager (CISDM). This storage 
database is monitored and secured by Caseworthy. Case file information is to be kept in this 
database for 7 years after the last year of enrollment. Access to this database is permitted only 
to Administration level employees. Administration level employees are defined as follows: 

a. State Data Department members 

b. State Programs Department lead 

c. State Grants Department members 

d. Affiliate Data Managers (affiliate access only) 

e. Affiliate Program Directors (affiliate access only) 

5. Digital records and documents will be kept for 7 years after a student’s last enrollment. 
Digital records and documents will be kept for 7 years after a student’s last enrollment as 
historical information. Digital student information is to be housed in the Communities in 
Schools Data Manager (CISDM) and managed by Caseworthy. Digital school level documents 
are to be housed in CISDM as well as a secure server using the platform Box. 

6. All current year digital and paper case files are to undergo a case file audit on a bi-annual 
basis. All case-managed student files (both paper and digital) will undergo a bi-annual case file 
audit following the procedure defined below in the Case File Audit Process section. All case 
file audits will follow the structure and framework of the Data Verification Form Excel sheet 
as provided by Communities In Schools of Nevada. 

Data Security Policy 
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All student personal identifiable information (PII) is to be kept and shared only in the secure 
database, CISDM. No CIS staff members shall share PII over any other platform, including but 
not limited to email, text, Teams, phone call, case files, or in person. CIS Site Coordinators 
will only share PII with their direct supervisor, and Data Manager via CISDM. Student names 
can be shared between Site Coordinator, direct supervisor and Data Manager via email in the 
format of last name and first initial only, with no other identifiable information. All Word and 
Excel documents containing student information should be locked with a password. No 
documents containing PII will be housed in any online servers. 

Consent Form Policy 

All consent forms are to be signed by a legal parent/guardian. If a legal parent/guardian is not 
currently present or assigned, consent forms may be signed by a temporary guardian as 
identified and accepted by the operating school district and local legal system. If the consent 
form is signed by a temporary guardian, proof of temporary guardianship must be obtained and 
stored in the case file and recorded in the student’s profile in the Communities In Schools Data 
Manager 

Case File Audit Process 

All current year digital and paper case files are to undergo a case file audit on a bi-annual 
basis. This includes all case-managed students from the current school year, both active and 
inactive. Digital case files are kept in the CIS National Caseworthy database (CISDM). Paper 
files and documents are kept in a safe, secure location on school premises or in affiliate 
headquarters. 

This guide represents a process for case file auditing. The following guidelines are outlined: 

Step l: Gather Materials. Materials needed: paper case files (if applicable), CISDM Admin 
access, Infinite Campus access (if no paper files are kept), “Data Verification Log” Excel 
sheet. 

Step 2: Fill out “Data Verification Log” Excel sheet with school and Site Coordinator 
information. Enter dates, Site Coordinator name, school site, reviewer, and case file audit 
period. 

Step 3: Confirm consent forms are present for entire caseload. In CISDM, under 
“Parent/Guardian Consent” report, ensure that no students are present when you press the 
“Students with no consent on file” button. 

Step 4: Use Random Number Generator to select 3 case files per Site Coordinator caseload. To 
identify the selected caseload, pull the “Case List Detail” report, filter by school and sort A to 
Z. 

Step 5: Verify all case file information. Check for presence and accuracy of student ID, 
demographics, parent/guardian consent, student enrollment, student needs assessment, student 
support plan, student supports, ABCS goal, ABCS metric, metric source and verification, 
progress updates and case file documentation. 

Step 6: Complete “Data Verification Log” Excel sheet. Mark each category as 
“Verified/Correct” or “Flag”. If there is a flag, complete the lower portion of the sheet 
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detailing the flag. 

Step 7: Follow up on any flagged case files or consent forms with next action steps. Fill out the 
note of remediation portion as you correct the flagged files. 

Step 8: Store saved case file audit forms in a secure, safe location. Save in a secure file on your 
computer, hard drive or secured shared server, like Box 

Communities In Schools of Nevada will collect school level data as well as demographic, 
support-based and progress-based data on all case-managed students with a valid consent form. 
This data will be housed in safe and secure areas either on the school premises, affiliate 
headquarters or a storage facility. These files and documents will be kept for the duration of the 
period as set out in the records retention schedule and policy issued by Nevada State Library, 
Archives & Public Records unit and the Nevada Department of Education. Communities In 
Schools of Nevada will adhere to any applicable grant guidelines should they differ from the 
current policy in place. Upon completion of this designated period, the files will be destroyed 
through professional shredding services. 

 

Guidelines and Procedures 
The following are required guidelines for data records and retention: 

 
Paper files and documents will contain only the information required by Communities In 
Schools of Nevada. Paper files for case-managed students will consist of the following items: 

• Current and valid consent form (see consent form policy) 
• Case-managed student demographic information 
• CIS Enrollment Checklist 
• Supporting metric documents 

• Baseline 
• Quarterly updates 
• Behavior/SEL assessments (if applicable) 
• College/Career Readiness documents (Academy only) 

 
Paper files and documents for school sites will consist of the following items: 

• School Needs Assessment 
• School Support Plan 
• Signed School Agreement 
• Quarterly and EOY Reports 
• Basic Needs Trackers 

 
Paper files and documents will be kept in a safe, secure area. All paper files and documents 
will be kept on either the school premises of the school the information pertains to, affiliate 
headquarters or a storage facility. These areas are to be enclosed, locked, and monitored 
regularly. 
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Paper files and documents will be kept for 6 years after the student’s graduation date. For 
school level information, paper files and documents are to be kept in perpetuity as historical 
information. For case-managed student information, paper files and documents are to be kept for 
6 years after the student’s graduation date, as defined by the records retention schedule and 
policy issued by Nevada State Library, Archives & Public Records unit, and the Nevada 
Department of Education. 

 
Student digital records will be kept only in the Communities In Schools Data Manager 
storage database as monitored by Caseworthy. Student digital records can be defined as 
anything containing personal identifiable information (PII). Student digital records will only be 
entered and stored in the Communities In Schools Data Manager (CISDM). This storage 
database is monitored and secured by Caseworthy. Case file information is to be kept in this 
database in perpetuity. Access to this database is permitted only to Administration level 
employees. 

 
Administration level employees are defined as follows: 

• State Data Department members 
• State Programs Department lead 
• State Grants Department members 
• Affiliate Data Managers (affiliate access only) 
• Affiliate Program Directors (affiliate access only) 

 
Digital records and documents will be kept in perpetuity. Digital records and documents will 
be kept in perpetuity as historical information. Digital student information is to be housed in the 
Communities in Schools Data Manager (CISDM) and managed by Caseworthy. Digital school 
level documents are to be housed in CISDM as well as a secure server using the platform Box. 

 
All current year digital and paper case files are to undergo a case file audit on a bi-annual 
basis. All case-managed student files (both paper and digital) will undergo a bi-annual case file 
audit following the procedure defined below in the Case File Audit Process section. All case file 
audits will follow the structure and framework of the Data Verification Form Excel sheet as 
provided by Communities In Schools of Nevada. 

 
Data Security Policy 
All student personal identifiable information (PII) is to be kept and shared only in the secure 
database, CISDM. No CIS staff members shall share PII over any other platform, including but 
not limited to email, text, Teams, phone call, case files, or in person. CIS Site Coordinators will 
only share PII with their direct supervisor, and Data Manager via CISDM. Student names can be 
shared between Site Coordinator, direct supervisor and Data Manager via email in the format of 
last name and first initial only, with no other identifiable information. All Word and Excel 
documents containing student information should be locked with a password. No documents 
containing PII will be housed in any online servers. 
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Consent Form Policy 
All consent forms are to be signed by a legal parent/guardian. If a legal parent/guardian is not 
currently present or assigned, consent forms may be signed by a temporary guardian as identified 
and accepted by the operating school district. If the consent form is signed by a temporary 
guardian, proof of permission must be obtained and stored in the case file and recorded in the 
student’s profile in the Communities In Schools Data Manager 

 
Case File Audit Process 
All current year digital and paper case files are to undergo a case file audit on a bi-annual basis. 
This includes all case-managed students from the current school year, both active and inactive. 
Digital case files are kept in the CIS National Caseworthy database (CISDM). Paper files and 
documents are kept in a safe, secure location on school premises or in affiliate headquarters. 

 
This guide represents a process for case file auditing. The following guidelines are outlined: 

 
Step l: Gather Materials. Materials needed: paper case files (if applicable), CISDM Admin 
access, Infinite Campus access (if no paper files are kept), “Data Verification Log” Excel sheet. 

 
Step 2: Fill out “Data Verification Log” Excel sheet with school and Site Coordinator 
information. Enter dates, Site Coordinator name, school site, reviewer, and case file audit 
period. 

 
Step 3: Confirm consent forms are present for entire caseload. In CISDM, under “Parent/ 
Guardian Consent” report, ensure that no students are present when you press the “Students with 
no consent on file” button. 

 
Step 4: Use Random Number Generator to select 3 case files per Site Coordinator caseload. 
To identify the selected caseload, pull the “Case List Detail” report, filter by school and sort A to 
Z. 

 
Step 5: Verify all case file information. Check for presence and accuracy of student ID, 
demographics, parent/guardian consent, student enrollment, student needs assessment, student 
support plan, student supports, ABCS goal, ABCS metric, metric source and verification, 
progress updates and case file documentation. 

 
Step 6: Complete “Data Verification Log” Excel sheet. Mark each category as “Verified/ 
Correct” or “Flag”. If there is a flag, complete the lower portion of the sheet detailing the flag. 

 
Step 7: Follow up on any flagged case files or consent forms with next action steps. Fill out 
the note of remediation portion as you correct the flagged files. 
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Step 8: Store saved case file audit forms in a secure, safe location. Save in a secure file on 
your computer, hard drive or secured shared server, like Box. 
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Section 5: Resource Development 
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Donor Acquisition Policy 
 

Introduction 
 

Action Plan 
Step 1. Identify & qualify major gift leads, research potential CIS donor prospects – Top 25 List: 

• Task 1: Establish Capacity. Does the prospect have enough wealth to contribute a major 
gift? Research wealth indicators, ability to make a major gift to ensure prospect qualifies 
for Top 25 List. 

• Task 2: Profile prospect. Individual contact(s) and/or organization, establish geographic 
relevance – Nevada and affiliate region, identify interest, propensity - Does the prospect 
have a history of philanthropy? and affinity - Does the prospect have a connection to our 
cause; likelihood to give to CIS, contributes to an organization like ours – vested in 
education, gives to causes that benefit children etc. 

 
Step 2. Create Donor Prospect List by Affiliate 

• Task 1: Present Prospect List to CEO for feedback and share with Partnership and 
Engagement Task Force Committee for approval. 

• Task 2: Identify potential high-level CIS connector. Partnership and Engagement 
Committee and Board Members who may be able to make introduction. 

• Task 3: Review list and coordinate ask with Partnership and Engagement Committee and 
Board Members as needed 

 
Step 3. Vet potential prospect donors and begin cultivation process 

• Task 1. Intro letter (Email) 
• Task 2. Phone Calls – Follow-up to intro letter, ask prospect for introductory meeting to 

tell them more about CIS of Nevada programs and services. Multiple phone outreach 
(phone call #1, phone call #2, phone call #3) 

• Task 3. Touchpoint / Personal note - Invite prospect to a site visit 
• Task 4. Touch point / Personal note - #2 Follow- up to Site Visit & meeting 
• Goal: Schedule follow up touch base meeting within 1 month of initial meeting 

 
If Unresponsive: 

• Final Phone Call #4 – make a last call attempt 
• Final letter #2 – send final letter – follow-up to intro letter 
• Review unresponsive prospect and decide with R&D Committee to remove from list, if 

there has been no movement and all connecting possibilities have been exhausted 
• Task 5. Move donor prospect to donor management system (Donor Perfect or NetSuite), 

input donor info, interest and summary of contact / meeting details, continue to cultivate 
and steward, move donor from prospect (out of Top 25 list) 

• Task 6. Add to email list – donor prospect information into Donor Perfect to sync with 
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Constant Contact. Prospects will begin to receive CIS of Nevada Inside CIS Newsletter 
and all other eblasts, campaign appeal, unless otherwise specified (donor communication 
preference and stewardship strategy). 

 

Donor Stewardship Guidelines 
 

Gifts under $100 
• Signed Gift Acknowledgement Letter from CEO or Affiliate Executive Director with 

personalized note. 
• Quarterly CIS Newsletter Eblasts. 

 
Explorer Level - $100-$2,499 

• Welcome or Thank You Call or email from State Development Manager or Affiliate 
Executive Director at their discretion. 

• Signed Gift Acknowledgement Letter from CEO or Affiliate Executive Director with 
personalized note. 

• Specialized note (digital or written) from the Affiliate RD/Outreach Representation or 
State Development Manager. 

• Invitation to Site Visit or Mission Engagement Opportunity from Affiliate Executive 
Director, State Development Manager or State Private Grants Coordinator. 

• Quarterly CIS Newsletter Eblasts. 
• Emails of Student Success stories to be sent by Affiliate RD/Outreach Representative or 

State Development Manager. 
• Explorer Level listing in the Communities In Schools of Nevada Annual Report for gifts 

$1,000-$2,499 
 

Pioneer Level - $2,500-$24,999 
• Welcome or Thank You Call or email from State Development Manager, State Private 

Grants Coordinator or Affiliate Executive Director. 
• Signed Gift Acknowledgement Letter from CEO or Affiliate Executive Director with 

personalized note. 
• Specialized note (digital or written) from the Affiliate RD/Outreach Representation or 

State Development Manager. 
• Invitation to Site Visit or Mission Engagement Opportunity from Affiliate Executive 

Director, State Development Manager or State Private Grants Coordinator. 
• Quarterly CIS Newsletter Eblasts. 
• Emails of Student Success stories to be sent by Affiliate RD/Outreach Representative or 

State Development Manager. 
• Individualized Meeting with Affiliate RD/Outreach Representative or State Development 

Manager. 
• Social Media acknowledgement at the discretion of Resource Development and Grants 
• Check Presentation at Donor/Grantor Request 
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• Personalized Impact Report at the Discretion of Resource Development and Grants 
• Solicitation/Invitation for Affiliate Fundraising Events by the Affiliate Executive 

Director 
• Solicitation/Invitation for State Fundraising Events by the Resource Development 

Director or Development Manager 
• Pioneer Level listing in the Communities In Schools of Nevada Annual Report 

 
Visionaries - $25,000-$99,999 

• Welcome or Thank You Call or email from Resource Development Director, State Private 
Grants Coordinator or Affiliate Executive Director. 

• Signed Gift Acknowledgement Letter from CEO or Affiliate Executive Director with 
personalized note. 

• Specialized note (digital or written) from the Resource Development Director or Affiliate 
Executive Director. 

• Invitation to Site Visit or Mission Engagement Opportunity from Affiliate Executive 
Director, Resource Development Director or Director of Grants. 

• Quarterly CIS Newsletter Eblasts. 
• Emails of Student Success stories to be sent by Resource Development Director, Director 

of Grants or Affiliate Executive Director. 
• Individualized Meeting with Affiliate Executive Director, Resource Development 

Director or Director of Grants. 
• Social Media acknowledgement 
• Company or Name Listing on Communities In Schools of Nevada website (updated 

annually). 
• Dedicated Press Release at Donor/Grantor Request 
• Check Presentation at Donor/Grantor Request 
• Personalized Impact Report at the Discretion of Resource Development and Grants 
• Solicitation/Invitation for Affiliate Fundraising Events by the Affiliate Executive 

Director 
• Solicitation/Invitation for State Fundraising Events by the Resource Development 

Director or Development Manager 
• Consideration for recognition at Affiliate Partner Recognition event at discretion of 

Affiliate Executive Director 
• Visionary Level listing in the Communities In Schools of Nevada Annual Report 

 
Luminaries - $100,000+ 

• Welcome or Thank You Call or email from Resource Development Director, Director of 
Grants, CEO or Affiliate Executive Director. 

• Signed Gift Acknowledgement Letter from CEO or Affiliate Executive Director with 
personalized note. 

• Specialized note (digital or written) from the Resource Development Director, Director 
of Grants or Affiliate Executive Director. 
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• Invitation to Site Visit or Mission Engagement Opportunity from Affiliate Executive 
Director, Resource Development Director or Director of Grants. 

• Quarterly CIS Newsletter Eblasts. 
• Emails of Student Success stories to be sent by Resource Development Director, Director 

of Grants or Affiliate Executive Director. 
• Individualized Meeting with Affiliate Executive Director, CEO, Resource Development 

Director or Director of Grants. 
• Social Media acknowledgement 
• Company or Name Listing on Communities In Schools of Nevada website (updated 

annually). 
• Dedicated Press Release 
• Check Presentation with CEO, Resource Development Director, Director of Grants or 

Affiliate Executive Director. 
• Personalized Impact Report from Resource Development and Grants 
• Invitation to Special Events or Board Hosted Events by the CEO, Resource Development 

Director or Director of Grants 
• Breakfast with the CEO at the discretion of the Resource Development Director or 

Director of Grants. 
• Solicitation/Invitation for Affiliate Fundraising Events by the Affiliate Executive 

Director 
• Solicitation/Invitation for State Fundraising Events by the Resource Development 

Director or Development Manager 
• Consideration for recognition at Affiliate Partner Recognition event at discretion of 

Affiliate Executive Director 
• Luminary Level listing in the Communities In Schools of Nevada Annual Report 

 
Major Gifts/Grants - $250,000+ 

• Welcome or Thank You Call or email from CEO or Affiliate Executive Director. 
• Signed Gift Acknowledgement Letter from CEO or Affiliate Executive Director with 

personalized note. 
• Specialized note (digital or written) from the Director of Grants, Resource Development 

Director or Affiliate Executive Director. 
• Invitation to Site Visit or Mission Engagement Opportunity from CEO or Affiliate 

Executive Director. 
• Quarterly CIS Newsletter Eblasts. 
• Emails of Student Success stories to be sent from CEO. 
• Individualized Meeting with Affiliate Executive Director, CEO, Resource Development 

Director or Director of Grants. 
• Social Media acknowledgement. 
• Company or Name Listing on Communities In Schools of Nevada website (updated 

annually). 
• Dedicated Press Release. 
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• Check Presentation with CEO, Resource Development Director, Director of Grants or 
Affiliate Executive Director. 

• Personalized Impact Report from Resource Development and Grants. 
• Specialized gift from the Grants Department at milestone tenures of giving (1,3,5,10 

years). 
• Invitation to Special Events or Board Hosted Events by the CEO. 
• Breakfast with the CEO at the discretion of the Resource Development Director or 

Director of Grants. 
• Solicitation/Invitation for Affiliate Fundraising Events by the Affiliate Executive 

Director. 
• Solicitation/Invitation for State Fundraising Events by the Resource Development 

Director or Development Manager. 
• Consideration for recognition at Affiliate Partner Recognition event at discretion of 

Affiliate Executive Director. 
• Luminary Level listing in the Communities In Schools of Nevada Annual Report. 

 
Board of Directors, Leadership Circle and Special Donors 

• Welcome or Thank You Call or email from CEO or Affiliate Executive Director. 
• Signed Gift Acknowledgement Letter from CEO or Affiliate Executive Director with 

personalized note. 
• Specialized note (digital or written) from the Director of Grants, Resource Development 

Director or Affiliate Executive Director. 
• Invitation to Site Visit or Mission Engagement Opportunity from CEO or Affiliate 

Executive Director. 
• Quarterly CIS Newsletter Eblasts. 
• Emails of Student Success stories to be sent from CEO. 
• Individualized Meeting with Affiliate Executive Director, CEO, Resource Development 

Director or Director of Grants. 
• Social Media acknowledgement. 
• Company or Name Listing on Communities In Schools of Nevada website (updated 

annually). 
• Dedicated Press Release. 
• Check Presentation with CEO, Resource Development Director, Director of Grants or 

Affiliate Executive Director. 
• Personalized Impact Report from Resource Development and Grants. 
• Invitation to Special Events or Board Hosted Events by the CEO or Resource 

Development Director. 
• Breakfast with the CEO at the discretion of the Resource Development Director. 
• Solicitation/Invitation for Affiliate Fundraising Events by the Affiliate Executive 

Director. 
• Solicitation/Invitation for State Fundraising Events by the Resource Development 

Director or Development Manager. 
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• Consideration for recognition at Affiliate Partner Recognition event at discretion of 
Affiliate Executive Director. 

 
 
 

Donor Management 
Any monetary donations received in-person, by mail or electronically will be handled by the 
Finance Department for Gift Processing (Accountant & Finance Director), with the exception of 
OneCause donations, entry into Donor Management System will be handled Resource 
Development (Events & Development Manager). Copies of all checks will be made, 
endorsement stamped and placed in the safe in the Finance Director’s office, copies and notice of 
incoming donations to be given to Resource Development Director, Director of Grants and ED/ 
CEO, as appropriate. The Finance Department (Accountant) will enter checks and electronic 
deposits into Accounting System / Donor Management System. Acknowledgement thank you 
letters will be prepared by Resource Development (Events and Development Manager and RD 
Director when personalization is needed for major gift donors. Administrative Assistant will help 
as needed with sending letters) and copy of letter will be maintained in Donor Management 
System (scanned in Donor Perfect). All acknowledgement thank you letters will be sent within 
one week, of receipt of gift. Letters will be sent once a week on Tuesday for all donations 
received the previous Monday through Friday (so long as other extenuating circumstances do not 
exist, such as exchange value or confirmation of donation intention). For sponsorship 
contributions and in-kind donations received for events with an exchange value, a tax letter will 
be sent at the conclusion of the event or after the exchange has taken place. Exchange value will 
be evaluated in all situations based on fair market value as defined by IRS and GAAP. An 
“acknowledgement” letter is considered the official acknowledgement of a donor’s gift and not 
all are tax receipts and serve only to “thank” the donor – for those that require tax receipt (Basic 
Rules for Tax Gift Receipt Letters: Tax receipt letters are required for Individual donations over 
$75) and printed on Communities In Schools of Nevada letterhead. All acknowledgements letters 
requiring tax receipt contain the following: 

 
• The date the gift was received 
• Statement of donor intent (if necessary) 
• Either the amount donated (if cash or cash equivalents) Or a description of the in-kind 

gift (the value of the in-kind gift is for gift crediting and recognition purposes only) 
• Specific donor recognition language and benefits (as it applies for donors/sponsors) 
• IRS disclosure under the signature line that includes Statement that no goods or services 

were provided in return for the donation: 
• For General Donations - “For IRS Purposes: Communities In Schools of Nevada is a 

501(c)3, Nevada non-profit organization, EIN# 88-0292094. No goods or services were 
provided in exchange for your contribution” 

• In Kind Donations – “For IRS purposes: Communities In Schools Nevada is a 501(c)3, 
Nevada non-profit organization, EIN# 88-0292094. No goods or services were provided 
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in exchange for your contribution. Tax-deduction may be available, and value indicated is 
based on the stated value of the contribution” 

• Exchange of Goods and Services (i.e. auction items) – “For IRS purposes: Communities 
In Schools Nevada is a 501(c)3, Nevada non-profit organization, EIN# 88-0292094. Tax- 
deduction may be available based on the excess of the stated value of the contribution 
and the fair market value of exchanged items, but please consult a tax professional” 

 
Acknowledgment of a gift is not the same as a tax receipt letter. An acknowledgement can be 
sent without a tax clause and should be considered for all donations received, to properly thank, 
steward and cultivate all CIS of Nevada donors. A “personal thank you” does not include 
financial information and is printed on Communities In Schools of Nevada letterhead, 
handwritten on CISN stationery, or emailed to the donor/representative of the funder. 

 
Proposals and Agreements for Sponsorships and Donor Partnerships 
Donor partnerships or sponsorship proposal over $5,000 should include the following: 

• Funding Use 
• Program or event description 
• Program evaluation – if applicable 
• Reporting requirements – if applicable 
• Sponsorship Benefits – Outline Donor Recognition and Volunteer opportunities 
• Signed agreement between sponsor and CIS of Nevada, as required. 

 
 
Donor Retention and Stewardship Strategies 
The Events and Development Manager will run weekly donation reports via Donor Perfect, 
reviewed by RD Director. The Events and Development Manager will send the report to the CEO 
and Executive Directors to ensure new and returning donors receive appropriate outreach and 
recognition. Report will be provided every Tuesday. 

 
Updated database list will be given to the board annually to be reviewed and revised to ensure 
updated donor/partner records for touch base. 

 
CIS of Nevada Board will be provided a list of CIS of Nevada donors once per year and will be 
assigned contacts to call and thank for their support. 

 
Notes from donor and potential donor meetings to be entered in Donor Perfect within a week of 
the meeting to ensure all appropriate CIS of NV staff have access to and knowledge of donor 
status 

 
Notes from bi-weekly Resource Development meetings pertaining to donor updates and/or 
actionable items to be entered in Door Perfect contact section with scheduled follow updates as 
indicated and assigned to designated CIS of NV staff member to ensure timely follow up. 
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Marketing and Outreach Strategies 
CIS E-newsletter and organization eblasts; fundraising campaigns, appeal updates/ thanks and 
general holiday e-cards to donor base and/or segmented email lists 

 
Yearly CIS Report Cards, State and Affiliates with school year highlights- Sent in Q1 or Q2, 
depending on availability of district data. 

 
CIS of Nevada branding campaign(s) or mass marketing outreach, as outlined in strategic plan / 
AOP 



CIS of Nevada: Policies & Procedures, April 2023 173  

 
 
 
 
 
 
 
 
 
 
 
 
 

Section 6: Operations 
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Employee Purchasing Procedure 
Purchase Requests 
All purchase requests must be sent in writing to: 

• Southern Nevada: Laura Wright lauraw@cisenvada.org 
• State Office: Teri Saldana: teris@cisnevada.org 
• Northeastern Nevada: Leslie Goicoechea (leslie@cisnevada.org)Lucella Inman: 

lucellai@cisnevada.org 
• Western Nevada;  Brandon Morales: brandonm@cisnevada.org Rosa Stanely: 

rosas@cisnevada.org 
 

Please provide the following information: 
• Vendor name ex. Office Depot, Staples, Amazon, etc. 
• Item # 
• Description 
• Quantity 
• Name of employee requesting the purchase 

 
If you have an extenuating circumstance in which you need to purchase an item or items outside 
of this procedure, prior approval is needed from your immediate supervisor. 

 
REMINDER: Use the organization’s 501(c)3 tax exempt letter to avoid paying sales tax as this is 
NOT REIMBURSABLE. 

 
 
Contract/Signature Policy 
For grants and Resource Development monetary gifts under $150,000, the Director of the 
respective department may accept and sign on behalf of CIS of Nevada. 

 
Per CIS of Nevada Bylaws, Executive Directors in each affiliate can enter into and sign contracts 
on behalf of their affiliate after discussing the nature of the contract with the CEO/State Director. 

 
Executive Directors and other Departmental Directors may enter into and sign contracts on 
behalf of the organization upon the completion of: 

1. Reviewing the contract with the CFOO Director of Finance if a monetary component 
exists to ensure proper budget allowances. 

2. Obtaining the signature of the CEO/State Director for any agreement or contract longer 
than three years or over $50,000. 

3. Circulating the contract for review to the CAO Director of Operations and the CEO (if over 
$10,000) prior to signing and after budget approval. 
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Computer & Technology Asset Purchasing Policy 
 
Purpose and Scope 
The purpose of this policy is to identify guidelines for the use of Communities In Schools of 
Nevada (CIS of Nevada) technology and communication systems. This policy establishes a 
minimum standard that must be upheld and enforced by users of the organization’s technology 
and communication systems. 

 
The term “user” as used in these policies refers to employees (whether full-time, part-time or 
temporary), independent contractors, consultants, and any other user having authorized access to, 
and using any of the organization’s computers or electronic communication resources. 
Computer and electronic communications resources include, but are not limited to, host 
computers, file servers, stand-alone computers, laptops, printers, fax machines, phones, on-line 
services, E-mail systems, bulletin board systems, and all software that is owned, licensed or 
operated by CIS. 

 
Acceptable Use Of Organization Property 
Use of the organization’s computers and electronic communications technologies is for 
programmatic and business activities of CIS. All use of such resources shall be in an honest, 
ethical, and legal manner that conforms to applicable license agreements, contracts, and policies 
regarding their intended use. Although incidental and occasional personal use of the 
organization’s communications systems are permitted, users automatically waive any rights to 
privacy. 

 
In addition, the information, ideas, concepts and knowledge described, documented or contained 
in the organization’s electronic systems are the intellectual property of CIS. The copying or use 
of the organization’s intellectual property for personal use or benefit during or after employment 
(or period of contract) with CIS is prohibited unless approved in advance by the CEO. 

 
All hardware (laptops, computers, monitors, mice, keyboards, printers, telephones, fax machines, 
etc.) issued by CIS is the property of the organization and should be treated as such. Users may 
not physically alter or attempt repairs on any hardware at any time. Users must report any 
problems with hardware to the IT provider and to the CFO. 

 
Employees must work off of a CIS issued laptop to conduct their work unless their computer is 
issued by the school site they work in. Alternatively, an employee can donate a laptop to CIS as 
long as it meets the requirements set by the IT vendor. In this case, the laptop becomes property 
of CIS and would be surrendered back to CIS upon the employee parting ways with the 
organization. 
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Storage of Back-Up Files 
It is the policy of CIS to maintain back-up copies of electronic data files off-site in a secure, fire- 
protected environment. Access to back-up files shall be limited to individuals authorized by 
management. 

 
Computer Replacement & Purchase 
The purpose of this policy is to outline the process by which Communities In Schools of Nevada 
purchases, acquires, replaces, and disposes of laptops and other computer hardware equipment. 

 
This policy applies to all full-time and part-time employees regarding all equipment purchased 
and issued by CIS of Nevada regardless of funding sources. 

 
All computer equipment purchases must be coordinated with an Executive Director in the 
affiliates or the Chief Administrative Officer in the State Office before any purchases are made. 
Executive Directors shall request bids for all laptop computers from the State Administrative 
Manager. Upon receiving options, they will have the opportunity to approve the equipment 
before any purchase is made to ensure it fits within their budget. Once a laptop is ordered 
through the IT contractor, the State Administrative Manager will coordinate with the contractor, 
so the appropriate licenses and software are installed. The IT contractor will deliver a user-ready 
machine to the State Administrative Manager who will enter the computer into the organization’s 
asset tracking system, including make, model and serial number. The State Administrative 
Manager will also note which employee the machine will be delivered to. For the SNV affiliate 
the Office Manager will administer the laptop distribution process. 

 
For new and replacement computers, a designee in each affiliate will have the employee 
complete an equipment check out release form. These forms will be given to Human Resources 
to be kept in the employee’s file. 

 
Departments or affiliates receiving computer equipment as gifts from individuals, corporate 
sponsorships, and grants must work with the State Administrative Manager before accepting 
equipment donations. Equipment gifts will be reviewed to ensure that the gift may be utilized, 
and that ongoing support can be provided. All gifts will be cataloged in the CIS of Nevada asset 
tracker by the State Administrative Manager. 

 
All CIS of Nevada staff positions will be assigned one primary computer. The computer assigned 
to a user as their primary system will be the machine covered under the computer replacement 
cycle. 

 
Computers will be replaced with a new standard laptop every four years if the health of the 
computer is failingfailing, and the IT contractor deems the machine unusable. Otherwise, budget 
will be allocated at that time for the machine though the user may continue to operate until the IT 
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contractor deems the machine ready to recycle. A new standard machine will be provided for a 
newly created position if no other suitable machine is available. 

 
Other technology hardware such as printers, docking stations and laptop accessories may be 
purchased through departmental supervisors in the State Office or at the discretion of Executive 
Directors in the affiliate offices as budgets allow. If these items are purchased, the 
State Administrative Manager shall be notified to catalog. 

 
The general guidelines for replacement of primary systems are: 

• PC laptops will be purchased and given standard configuration and programming by the 
IT contractor. The price per machine shall not exceed $1,300 for management staff and 
$1,1900 for hourly staff. For some staff positions, more expensive machines may be 
required to accommodate necessary software for that position. In this case, the Chief 
Administrative Officer will assess with the position’s supervisor and Chief Financial & 
Operations Officer before a purchase is made. Apple products shall not be purchased. 

• New machines will have the current supported version of the Microsoft Office Suite, 
antivirus & antimalware software and cloud back-up as programmed by the IT 
contractor. 

• New laptop setups do not include carrying cases or docking stations. 
• A secondary monitor, keyboard, small printer, standing desk and mouse may be 

requested for administrative positions through departmental supervisors if the budget 
allows. 

• All laptop purchases shall run through the IT contractor to secure lowest cost and 
centralized record-keeping while maintaining operational needs. 

 
Disposal 
Laptops shall be disposed of through the IT contractor who guarantees wiping each machine 
before recycling the laptop. Individual printers shall also be recycled by the IT contractor. 

 
Software Provisioning 
Software needs for employees should be requested by the hiring manager and chosen from the 
approved list as distributed by the State Administrative Support Manager. Each Affiliate ED and 
the CAO approve options for software as determined by the organizational needs and budget.  
Once the State Administrative Manager is given the list of needs as approved by the hiring 
manager, they will provision the software accordingly. 
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Cyber & IT Security Policy 

Introduction 
This Cyber & IT Security Policy is a formal set of rules by which CIS of Nevada Staff, 
volunteers, contractors and interns who are given access to company technology and information 
assets must abide. 

 
The Cyber & IT Security Policy serves several purposes. The main purpose is to inform 
company users: employees, contractors and other authorized users of their obligatory 
requirements for protecting the technology and information assets of the company. The Cyber & 
IT Security Policy describes the technology and information assets that we must protect and 
identifies many of the threats to those assets. 

 
The Cyber & IT Security Policy also describes the user’s responsibilities and privileges, 
including: 

• Acceptable use 
• Rules of internet access 
• User limitations 
• Penalties and violation of the policy 

 
This document also contains procedures for responding to incidents that threaten the security of 
the company computer systems and network. 

 
What are we protecting? 
It is the obligation of all users of the CIS of Nevada systems to protect the technology, data and 
assets of the company. This information must be protected from unauthorized access, theft and 
destruction. The technology, data and information assets of the company are made up of the 
following components: 

 
• Computer hardware, CPU, email, web, application servers, PC systems, application 

software, system software, etc. 
• System software: Operating systems, database management systems, and backup and 

restore software, communications protocols, and so forth. 
• Application Software used by the various departments within the company. This includes 

custom written software applications, and commercial off the shelf software packages. 
• Communications network hardware and software: Routers, routing tables, hubs, modems, 

multiplexers, switches, firewalls, private lines, and associated network management 
software and tools. 
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User Conduct 
Employees, interns and contractors of CIS of Nevada agree to treat technology, data and 
information assets confidentially and respectfully. 

 
CISDM 
Administrator access to CISDM data is only given to staff expressly identified in each affiliate. 
Passwords will be updated on a regular basis. These staff sign data-confidentiality agreements 
upon being on-boarded. Data staff who are no longer employed by CIS of Nevada and/or no 
longer need access to sensitive data will be deactivated within 72 hours. 

 
Data will be shared with certain partners and community leaders when it pertains to grant 
applications for the CIS of Nevada community. This will be clearly detailed in written partner 
agreements and will include what data is to be shared and under what conditions. Data will be 
requested in written form, and requests will be responded to by CIS of Nevada within twenty 
days of receipt of request. No other data will be shared per CIS of Nevada’s data security and 
confidentiality requirements except for special requests at the consideration of the CIS of Nevada 
CEO. 

 
CIS of Nevada authorizes specific positions to conduct data and document reviews and 
verifications for CIS of Nevada. At the affiliate level, Data Managers, Program Directors and 
Affiliate Executive Directors will have access to CISDM for purposes of monitoring and auditing 
Site Coordinator and Affiliate data. In the State Office, the Director of Grants and Data 
Specialist, and the Chief Financial Officer will have access to data for the purposes of auditing, 
monitoring and reporting. 

 
HRIS 
The cloud-based HRIS system is administered by the Director of Human Resources who grants 
access to other Directors as needed. The HR Department and Director of Finance are the only 
employees who have access to confidential employee information including social security 
numbers. 

 

Accounting 
The cloud-based financial accounting system is administered by the Chief Financial Officer who 
grants access to Directors as needed. 

 

General Use 
Individual logins are given for information databases to track who has logged in. These systems 
are also time stamped. Contractors and interns are not granted access to CIS databases 
containing banking information or sensitive personnel information including social security 
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numbers. 
 

If an employee is terminated, access to technology, data and information systems is immediately 
disconnected to prevent logins. 

 
Microsoft’s OneDrive is utilized as a cloud-based server for the organization. It is backed up by 
a third party encrypted cloud with HIPPA and PCI compliance approved encryption. The 
Microsoft Office 365 hosting password expiration policy applies to OneDrive access. 

 
Password Protocols 
CIS of Nevada utilizes Microsoft 365 and follows their hosting password expiration policy. This 
policy is set to expire passwords every 90 days and prompts the users to change passwords 14 
days before they expire. This helps to prevent email hacks. 

 
Software 
Windows OS and Microsoft Office are utilized as the organizations’ software on all computers. 
Software is updated any time there is a new release from Microsoft. Computers log off but say 
in the on position overnight so the IT contractor can successfully push updates and ensure 
updates are occurring regularly. 

 
Hackers & Computer Viruses 
Anti-virus and anti-malware software is installed on all CIS of Nevada computers. The software 
definitions are updated multiple times per day to help prevent hacks. Viruses are blocked by this 
software and reported to the IT contractor. Deployments of the updates are actively managed by 
a Remote Monitoring and Management System (RMM). 

 
Acceptable Use 
User accounts on company computer systems are to be used only for business of the company 
and not to be used for personal activities. Unauthorized use of the system may be in violation of 
the law, constitutes theft and can be punishable by law. Therefore, unauthorized use of the 
company computing system and facilities may constitute grounds for either civil or criminal 
prosecution. 

 
Users are personally responsible for protecting all confidential information used and/or stored on 
their accounts. This includes their logon IDs and passwords. Furthermore, they are prohibited 
from making unauthorized copies of such confidential information and/or distributing it to 
unauthorized persons outside of the company. 

 
Users shall not purposely engage in activity with the intent to: harass other users; degrade the 
performance of the system; divert system resources to their own use; or gain access to company 
systems for which they do not have authorization. 
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Users shall not attach unauthorized devices on their PCs or workstations, unless they have 
received specific authorization from their supervisor. Users shall not download unauthorized 
software from the Internet onto their PCs or workstations. 

 
Users are required to report any weaknesses in the company computer security, any incidents of 
misuse or violation of this policy to their immediate supervisor. 

 
Use of the Internet 
The company will provide Internet access to employees and contractors who are connected to the 
internal network and who has a business need for this access. 

 
The Internet is a business tool for the company. It is to be used for business-related purposes 
such as: communicating via electronic mail with suppliers and business partners, obtaining 
useful business information and relevant technical and business topics. 

 
The Internet service may not be used for transmitting, retrieving or storing any communications 
of a discriminatory or harassing nature or which are derogatory to any individual or group, 
obscene or pornographic, or defamatory or threatening in nature for “chain letters” or any other 
purpose which is illegal or for personal gain. 

 
User Classification 
All users are expected to have knowledge of these security policies and are required to report 
violations to the Security Administrator. Furthermore, all users must conform to the Acceptable 
Use Policy defined in this document. The company has established the following user groups and 
defined the access privileges and responsibilities: 

 
User Category Privileges & Responsibilities 

Employees Access to application and databases as 
required for job function. 

IT Contractor Allowed access to all computer systems, 
firewalls, and network devices as required to 
maintain and protect CIS of Nevada computers 
and network. Confidential information is not 
shared with the IT Contractor. 

Other Agencies and Business Partners Access allowed to selected applications only 
when contract or inter-agency access 
agreement is in place or required by applicable 
laws. 
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General Public Access is limited to applications running on 
public Web servers. 

 

Monitoring Use of Computer Systems 
The company has the right and capability to monitor electronic information created and/or 
communicated by persons using company computer systems and networks, including e-mail 
messages and usage of the Internet. It is not the company policy or intent to continuously 
monitor all computer usage by employees or other users of the company computer systems and 
network. However, users of the systems should be aware that the company may monitor usage, 
including, but not limited to, patterns of usage of the Internet (e.g. site accessed, on-line length, 
time of day access), and employees’ electronic files and messages to the extent necessary to 
ensure that the Internet and other electronic communications are being used in compliance with 
the law and with company policy. 

 
Access Control 
A fundamental component of our Cyber Security Policy is controlling access to the critical 
information resources that require protection from unauthorized disclosure or modification. The 
fundamental meaning of access control is that permissions are assigned to individuals or systems 
that are authorized to access specific resources. Access controls exist at various layers of the 
system, including the network. Access control is implemented by logon ID and password. At 
the application and database level, other access control methods can be implemented to further 
restrict access. The application and database systems can limit the number of applications and 
databases available to users based on their job requirements. 

 
Remote Access 
Only authorized persons may remotely access the company network. Remote access is provided 
to those employees, contractors and business partners of the company that have a legitimate 
business need to exchange information, copy files or programs, or access computer applications. 

 
Penalty for Security Violation 
The company takes the issue of security seriously. Those people who use the technology and 
information resources of company must be aware that they can be disciplined if they violate this 
policy. Upon violation of this policy, an employee of company may be subject to discipline up to 
and including discharge. The specific discipline imposed will be determined by a case-by-case 
basis, taking into consideration the nature and severity of the violation of the Cyber & IT 
Security Policy, prior violations of the policy committed by the individual, state and federal laws 
and all other relevant information. Discipline which may be taken against an employee shall be 
administrated in accordance with any appropriate rules or policies and the Policies & Procedures 
Manual. 

 
In a case where the accused person is not an employee of company the matter shall be submitted 
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to the Chief Administrative Officer. The CAO may refer the information to law enforcement 
agencies and/or prosecutors for consideration as to whether criminal charges should be filed 
against the alleged violator(s). 

 
Security Incident Handling Procedures 
The term “security incident” is defined as any irregular or adverse event that threatens the 
security, integrity, or availability of the information resources on any part of the company 
network including data management. Some examples of security incidents are: 
Illegal access of a company computer system. For example, a hacker logs onto a production 
server and copies the password file. 

 
Damage to a company computer system or network caused by illegal access. Releasing a virus 
or worm would be an example. 

 
Denial of service attack against a company web server. For example, a hacker initiates a flood of 
packets against a Web server designed to cause the system to crash. 
Malicious use of system resources to launch an attack against other computer outside of the 
company network. For example, the system administrator notices a connection to an unknown 
network and a strange process accumulating a lot of server time. 

 
Employees, who believe their computer systems have been subjected to a security incident, or 
has otherwise been improperly accessed or used, should report the situation to their direct 
supervisor immediately who shall then report to the State Administrative Manager. The 
employee shall not turn off the computer or delete suspicious files. Leaving the computer in the 
condition it was in when the security incident was discovered will assist in identifying the source 
of the problem and in determining the steps that should be taken to remedy the problem. The IT 
contractor will be notified immediately to begin remediation of the issue. 
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Driving & Auto Policy 

During the course of your daily work activities you may need to use your own vehicle for 
transport. CIS is not liable for any wear and tear, malfunctions, accidents or incidents that occur 
to the vehicle while the employee is performing these activities unless the accident, incident or 
damage is caused by CIS property. 

 
The Organization does not furnish any insurance for the protection of an employee if any claim 
or suit is made against the Employee rising out of his or her operation of a personally owned 
vehicle; nor is any insurance provided by the Organization to repair damage that may occur to 
the Employee’s personally owned vehicle. 

 
Using an employee-owned vehicle for functions or activities on the job may include but are not 
limited to: delivering supplies, driving between job sites, running to the store, travelling from 
one's office to a meeting location, conducting home visits, and a wide variety of others. 
If involved in a motor vehicle incident, the liability and responsibility are that of the vehicle 
owner or employee. All insurance and licensing, operating, maintenance and repair costs 
associated with using a vehicle for work are the responsibility of the employee / vehicle owner. 

 
If the employee is told an expense regarding their vehicle will be reimbursed due to CIS property 
causing damage and by no fault of the employee, they should submit expense claims consistent 
with CIS expense reporting requirements and procedures. An incident report will be completed 
by the Employee and sent to the Director of Operations. CIS may consult their insurance 
adjuster to determine fault of the accident or incident. If the Employee is found not at fault, they 
will submit a claim to their insurance whom CIS will work with to rectify the damages. 

 
By accepting employment, the employee agrees to indemnify the Organization against all claims, 
losses, damages and expenses, including legal fees, which the Employee may incur as the result 
of the use of their vehicle on behalf of the Organization. 
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Hybrid Work Policy and Procedure 

Objective 
CISN considers hybrid work or telecommuting to be a viable alternative work arrangement in 
cases where individual, job and supervisor characteristics are best suited to such an arrangement. 
Hybrid work includes working from home and working from the office on different days. It is a 
voluntary work alternative that may be appropriate for some employees and some jobs. It is not 
an entitlement, it is not a company- wide benefit, and it in no way changes the terms and 
conditions of employment with CISN. 

 
Procedure 
Hybrid work procedures may differ from affiliate to affiliate and in the State Office. It is the 
discretion of the CEO and Executive Directors to form a hybrid work schedule that works for 
their teams in conjunction with other management staff. 

 
Employees agree to maintain a safe, secure, and ergonomic work environment whether at home 
or in the office. Employees are responsible for providing space, supplies, telephone, printing, 
networking and/or Internet capabilities at the hybrid location and shall not be reimbursed by the 
employer for these or related expenses. Equipment supplied by the organization is to be used for 
business purposes only. Employees agree to take appropriate action to protect the equipment 
from damage or theft. Upon termination of employment, all company property will be returned 
to the company. 

 
Consistent with the organization’s expectations of information security for employees working at 
the office, hybrid employees will be expected to ensure the protection of proprietary company 
information accessible from their home office. 

 
The employee will establish an appropriate work environment within his or her home for work 
purposes. Injuries sustained by the employee while at his or her home/work location and in 
conjunction with his or her regular work duties are normally covered by the company’s 
workers’ compensation policy. Employees are responsible for notifying the employer of such 
injuries in accordance with company workers’ compensation procedures. 

 
The employee and supervisor will agree on the number of days of working in the office versus 
working from home and may vary from position to position depending on the needs of the job 
function. The employee agrees to be accessible by phone and/or e-mail within a reasonable time 
period during the agreed-on work schedule. Please note, if while telecommuting, you wish to 
work from a different city or state, supervisor approval should first be obtained before doing so. 

 
Hybrid or telecommuting employees who are not exempt from the overtime requirement of the 
Fair Labor Standards Act will be required to record all hours worked on their timesheet. 
Hours worked in excess of 40 per week will require advance approval of the supervisor for 
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hourly employees. Failure to comply with this requirement can result in the immediate cessation 
of the telecommuting agreement. 

 
The availability of hybrid/telecommuting as a flexible work arrangement for employees of CISN 
can be discontinued at any time at the discretion of the employer. Every effort will be made to 
provide 30 days’ notice of such a change to accommodate commuting, child-care and other 
problems that may arise from such a change. There may be instances, however, when no notice is 
possible. 

 
 
 

Remote Work Policy 
Purpose 
This document contains the terms and conditions for working remotely. This policy is different from the 
Hybrid Work Policy in that fully remote workers do not have access to the local office for the department 
or affiliate they are a part of.  It should act as a guide for both management and the employee.  There is 
subsequent paperwork that must be signed by the employee to acknowledge they read through and 
understood the details herein. 
Terms and Conditions: 
1. Eligibility. 
An employee may be eligible to work remotely if their duties can be met through basic hardware and 
software, they’ve proven to be trustworthy, disciplined, and self-motivated, and have been given 
permission by the company and signed the agreement below with their direct supervisor.  
Not all employee roles are suitable for remote work eligibility.  
2. Rules and other company policies. 
While working remotely, employees must adhere to all the conditions in the Employee Handbook. All 
company policies around conduct, confidentiality, sick leave, etc., continue to apply, regardless of 
location. 
Disciplinary actions will follow policy transgressions of any kind. 
3. Work expectations. 
Employees must follow the work schedules provided to them, be sure to meet deadlines and uphold high-
quality standards.  
Performance will be measured on the same metrics that apply to work done in the office or in a hybrid 
environment.  
4. Communication. 
Employees are to be online and accessible for 8 hours during a normal business day. Any correspondence 
from a co-worker or stakeholder must be answered with the same 48-hour turnaround time as established 
in the office norms.  
5. Insurance and liability. 
Employees working remotely will still receive full company benefits, including health insurance and 
worker’s compensation. 
Employees are advised to choose a safe and secure location to work from and to maintain high levels of 
safety. The company is liable for injuries suffered in the pre-defined workspace during work hours only. 
Only equipment owned by the company and on loan to the employee is covered by the company’s chosen 
insurer. All other equipment is to be covered by the employee’s personal insurance provider. 
6. Security. 
As per the Employee Handbook and the Policies and Procedures signed by the employee upon 
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employment, securing data and company information should be of utmost concern. Any breaches in 
security protocol will lead to strict and swift disciplinary action. 
7. Compensation. 
No changes will be made to an employee’s salary if the said employee works from home, full time. 
Salaries will increase according to company policy and successful performance reviews. Employees 
working remotely remain eligible for promotion and skills development programs. 
Remote Employee Form 
Please read the terms and conditions below, fill in the remote employee form, and return it to your 
supervisor.  
  
1. Employee Information: 
Name: ________________                                               Job Title: ________________ 
Department: ________________                                   Supervisor: ________________ 
2. Remote Work Area: 
Address: ________________                                          Phone Number: ________________ 
3. Equipment: 
Request: ________________ 
4. Authorization: 
I have read, fully understand, and accept the terms and conditions described in this document. I 
understand and agree with all the expectations, duties, obligations, and responsibilities discussed in the 
document. 
Employee (print and sign): ________________        ___________________________ 
Supervisor (print and sign):________________        ___________________________ 
 

 
 
 
 

Temporary Off-Campus Work Policy 

From time to time, site-based team members may not be able to work in their assigned 
school during closures or for other extenuating circumstances.  During these periods, site-
based team members may be asked to work in alternative locations as determined by 
affiliate leadership. Please note the following would apply: 

1. No Changes to Employment or Wage: 
There will be no changes to your employment status or wage when working in 
another location. 

2. Scheduled Work Hours: 
You are required to abide by your scheduled work hours, maintaining the same 
level of productivity and accountability as on-site (campus) workdays. 

3. Communication Expectations: 
You must be available to communicate in a timely manner via email, Microsoft 
Teams, or phone calls during your scheduled work hours. 
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4. Availability for Affiliate Needs: 
This arrangement may be adjusted or rescinded at any point to meet affiliate needs 
or organizational requirements. 

5. Additional Supplies                                                                               Additional 
budget (above and beyond the regular supply budget) is not granted for off-
campus sites. Supplies should be obtained from the main office or campus for 
use.  If printing is needed, the main office or campus should be utilized.  
Separate equipment will not be purchased for temporary off-campus sites.   

By signing below, you acknowledge your understanding of these expectations and 
agree to comply with the outlined terms. 

 

Signature: _______________________________ 
Printed Name: ____________________________ 
Date: ___________________________________ 
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Travel Policy 

Introduction 
This travel policy applies to official CIS travel, including travel funded under grants. 

 
All official CIS travel shall be properly authorized, reported and reimbursed. It is the traveler’s 
responsibility to report his or her actual travel expenses in a responsible and ethical manner, in 
accordance with the regulations set forth in the Travel Policy. Travel must be pre-approved by a 
Supervisor or Manager.  Please note, a Travel Authorization Form (located below) must be submitted 
to finance at least two weeks prior to travel with approval from the traveler’s supervisor for travel to be 
granted and reimbursed.  Unapproved travel will not be reimbursed.  

 
CIS will reimburse necessary and reasonable travel related expenses incurred in connection with 
CIS approved travel under the following circumstances: 

• The traveler has adhered to CIS policies and procedures. 
• The travel expenses are allowable. 
• The expenses are supported by appropriate documentation. 

 
CIS Travel policies pertaining to approved business travel are listed below: 

 
Purchasing 
Where possible, travel should be purchased by CIS. In other events, travel shall be paid by the 
traveler if deemed appropriate. 

 
Airfare 
Travel airfare is booked by the traveler If a trip is cancelled after the ticket has been purchased, 
promptly contact your supervisor on next steps. 

 
Lodging 
Lodging is booked by the traveler. The traveler must obtain a receipt from the hotel upon 
checkout or via email. The receipt must accompany the Employee Reimbursement Request if the 
employee has paid for the lodging. If a trip is cancelled, promptly cancel the room and notify 
your supervisor. 

 
Rental Car 
Employees will make the appropriate rental reservations through a rental car provider. In most 
cases, Enterprise Rental Car shall be utilized but is not always available. If unavailable, 
employees shall book the next best option for location and pricing. 

 
Meals 
Meals will be paid by the traveler and are reimbursed through the Employee Reimbursement 
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Request form. An original receipt must be attached as supporting documentation. Meals are 
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capped at a $$60.00 dollars per day per diem. Alcohol will not be reimbursed by CIS unless 
purchased for entertaining a donor, Board Member, etc. 

 
Employee Reimbursement Request 
The Request for Reimbursement form plus original receipts for expenses must be submitted no 
later than thirty (30) days following the completion of the trip. 

 
Personal/Vacation Travel 
Employees can combine personal vacation with business travel as long as there is no additional 
cost to CIS and the employee has their supervisor’s approval. 

 
National CIS 
For travel covered by the CIS National office, the traveler is to follow the procedure issued by 
the National office. In most cases, original receipts are not required but rather a flat per diem is 
awarded. For lodging and airfare covered by the National office, the traveler will call the Office 
Manager at National CIS directly to make arrangements. 

 
For assistance with CIS related travel, please contact the State Administrative Manager. 

 
Board of Director Business Travel 

 
Occasionally, Directors of the Board may be required to travel for business purposes. It is the 
policy of CIS to pay for expenses related to business purposes. To facilitate payment of these 
expenses, a director will use a credit card, travel advance funds or be reimbursed. CIS policy 
requires that at the conclusion of a CIS business trip, a board member that has incurred business- 
related expenses should complete a Credit Card Reconciliation or a Request for Reimbursement 
form in accordance with the following policies: 

 
• Identify each separately incurred business expense. (i.e. do not group all expenses 

associated with one trip together) 
• With the exception of tips, tolls and reimbursed mileage, all business expenses must be 

supported with invoices/receipts. 
• For all lodging and any expenditure vendor receipts/invoices must be submitted. A hotel 

receipt must be obtained to substantiate all lodging expenditures. 
• For airfare, airline-issued receipts should be obtained. If a traveler fails to obtain a 

receipt, other evidence must be submitted indicating that a trip was taken and the amount 
paid (for example, a combination of an itinerary, a credit card receipt, and boarding 
passes). 

• Mileage may be reimbursed at the standard federal rates currently in effect, as published 
each year by the IRS. 
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• The business purpose of each trip must be adequately explained on each report. 
• Department and/or Project codes must be identified for all expenditures. 
• For all meals and other business expenditures, the following must be clearly identified: 

• Names, titles, organizations, and business relationships of all persons entertained 
• The business purpose of the meal or other business event (topics discussed, etc.) 

• All Travel Expense Reimbursement must be signed and dated by the director. 
• All Travel Expense Reimbursements for board members must be approved by the CEO. 

 
A board member will not be reimbursed for expenses not meeting the preceding criteria. If the 
Travel Expense Reimbursement results in a balance due to CIS (as a result of receiving a travel 
advance greater than actual business expenditures or an inappropriate credit card charge), the 
director must attach a check or sign a statement indicating authorization to settle the balance due 
through a payroll deduction. No further travel advances will be issued to any employee who has 
an outstanding balance due to CIS from previous business trips. 

 
Reasonableness of Travel Costs 
CIS shall reimburse travelers only for those business-related costs that are reasonably incurred. 
Accordingly, the following guidelines shall apply: 

• Suites and other upgraded rooms at hotels shall not be allowed; travelers should stay in 
standard rooms. 

• When utilizing rental cars, travelers should rent midsize or smaller vehicles; share rental 
cars whenever possible. 

• Reasonable tips for baggage handling shall be reimbursed; no receipts are required. 
• The following additional rules apply to air travel: 
• Air travel should be at coach class; first class air travel shall not be reimbursed unless 

there is a documented medical reason. 
• Memberships in airline flight clubs are not reimbursable. 

 
Cost of flight insurance is not reimbursable 
When returning on a Sunday or departing on a Saturday in order to obtain a cost savings in 
airfare due to the Saturday-night stayover, travelers should provide a total cost comparison 
(showing that the lower airfare plus an extra night lodging, meals & incidentals is less costly 
than airfare without the Saturday night stayover.) 

 
Cost of upgrade certificates are not reimbursable. 

 
Cost of canceling and rebooking flights are not reimbursable, unless it can be shown that it was 
necessary or required for legitimate business reasons (such as changed meeting dates, etc.) 

 
Travelers must identify and pay for all personal flights, even if such flights are incorporated into 
a flight schedule that serves business purposes. (i.e. CIS will not reimburse for the personal legs 
of a trip) 
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Spouse/Partner Travel 
It is the policy of CIS not to reimburse any employee or board member for separate travel costs 
(airfare, etc.) associated with his/her spouse or partner. The cost of a shared hotel room need not 
be allocated between employee/director and spouse/partner for purposes of this policy. 

 
 
 

Travel Guidelines 

Air Travel 

• Please book your airfare at least three weeks (if possible) in advance to get the best price.  
• Here is a list of preferred (low cost) airlines to utilize though the lowest cost option should be 

pursued for each flight with reasonable flight times.  
o Southwest https://www.southwest.com/  
o Delta https://www.delta.com/  
o Spirit https://www.spirit.com/  
o Frontier https://www.flyfrontier.com/ 

•  
 Southwest (https://www.southwest.com/) and Delta (https://www.delta.com/) are the preferred 

airlines.  
• CIS will pay for up to two personal checked bags if needed and will pay for any CIS materials 

that need transporting.  
• CIS will not pay additional fees for early check in or upgrades from the main cabin.  
•  

Rental Cars 

• Enterprise is the preferred car rental vendor. You do not need to opt in for additional insurance.  
You will have to provide proof of your own personal auto insurance.   You can book through the 
website and enter our corporate code: 54CB037 
(www.enterprise.com/car_rental/corpAcctSignIn.do).  

• If Enterprise is not available, please select a comparable rental service based on pricing and 
availability for your travel. 

• Please be sure to refill the gas tank before returning the car.  Do not let the rental car company 
refill the tank for you. 

• Please book your rental car under tax-exempt rates.  If you need a tax-exempt certificate, please 
email Teri Saldana: teris@cisnevada.org. To attain these rates, you may need to call the rental car 
company directly instead of book online. 

Lodging 

• Preferred Hotel Elko 
o Shutters, 3650 Idaho St, Elko, NV 89801 https://www.shuttershotelelko.com/ 

• Preferred Hotel Reno 
o Grand Sierra Resort, 2500 E 2nd St, Reno, NV 89595 https://www.grandsierraresort.com/ 
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• Preferred Hotels Las Vegas 
o Westin, 160 E Flamingo Rd, Las Vegas, NV 89109, Phone: 702-836-5900 

https://www.marriott.com/en-us/hotels/lasvw-the-westin-las-vegas-hotel-and-
spa/overview/?scid=f2ae0541-1279-4f24-b197-a979c79310b0 

o Horseshoe Las Vegas (formerly Bally’s), 3645 S Las Vegas Blvd, Las Vegas, NV 89109, Phone: 
877-603-4390 - https://www.caesars.com/horseshoe-las-vegas 

o Palms, 4321 W Flamingo Road, Las Vegas, NV 89103, Phone: 866-752-2236 
           https://www.palms.com/ 

o Please book your lodging under tax-exempt rates. If you need a tax-exempt certificate, please 
email Teri Saldana: teris@cisnevada.org. To attain these rates, you may need to call the hotel 
directly instead of book online.  

o For groups of employees travelling for a CIS event, please book the same hotel to save on further 
travel costs in the destination location.  

***Please try to stay under $225 per night or less   

  

Meals 

• CIS has a per diem of $60 per day for food and beverage. Please save all receipts if you need to be 
reimbursed and to submit with your monthly expenses within 30 days of travel.  

• Please note, CIS does not reimburse employees for alcohol purchases.  
• If you are entertaining donors, board members, etc. please refer to Section 5: Operations in the 

Policies and Procedures manual for further information.  
Wi-Fi 

• If you need to purchase wi-fi connection for work purposes whether in the airport, airplane, hotel, 
etc., CIS will reimburse the expense. 

  

**Please refer to the Policies and Procedures Manual, Section 5: Operations for further information on 
travel.  

  

Please reach out to Teri Saldana (teris@cisnevada.org) if you have questions or need assistance. 

 

 

 

Pre-Travel Approval Form 
This form should be completed before traveling on CIS business by the traveler and approved by the supervisor and 
departmental/affiliate lead. Please submit as early as possible (two week minimum) unless emergency travel arises. 

Supervisors should keep copies of this form for their employees and a copy shall be emailed to Teri Saldana: 
teris@cisnevada.org and Karen Pickens: karenp@cisnevada.org. 
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Name of Traveler:   Date: Affiliate/Department: 

 
 

Email address: 
 
 

Phone No.: 
 
 

  

  

 
  

 
 

First day of travel:                                    
 
 

Last day of travel: 
 
 

Destination:                     

Indicate purpose of travel and from which budget : 

 
 

Is the travel budgeted? 
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Airfare (incl taxes) $ 
Fees Conference/seminar $ 

 
 

What is the payment source? Please indicate from the following options or enter in a new option: CIS Credit Card, Self 
 

Accommodation $ Payment to be Reimbu 
Reimbursement, etc. 

Meals and Incidentals $   

Other $   

Estimated Total Costs $ 0.00 
  

  
rsed; National CIS 

 
 
  

 

  
  

 
 

  

  
  

 

 
 

Code                       Department Project $ Allocation 
 
 

Portion to be reimbursed by another entity (include entity) 
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I confirm that I have read and will comply with the CIS Travel Policy and Travel Procedure from the Policies & Procedures. 

I confirm that I have made arrangements to cover my duties for my absence. 
  
  

 
I understand and accept that routine travel may contain risk which is my responsibility. 

I approve funding for this travel to be charged to the accounting code above. 
  

Signature 
  

Name Date 
  
  

 
 

I approve the travel arrangements and estimated travel costs indicated above. 
  

 
 

Signature Name 

 
 

  

  
Date 

  

  

 

Formatted: Centered, Space Before:  0.5 pt, After:  8
pt, Line spacing:  Multiple 1.07 li

Formatted: Centered, Space After:  8 pt, Line spacing: 
Multiple 1.07 li

Formatted: Centered, Space Before:  0.05 pt, After:  8
pt, Line spacing:  Multiple 1.07 li

Formatted: Centered, Space Before:  4.75 pt, Line
spacing:  Multiple 1.07 li

Formatted: Centered, Space Before:  6.7 pt, Line
spacing:  Multiple 1.07 li

Formatted: Centered, Space Before:  6.5 pt, Line
spacing:  Multiple 1.07 li

Formatted: Centered, Space Before:  7.15 pt, Line
spacing:  Multiple 1.07 li

Formatted: Centered, Space Before:  0.05 pt, After:  8
pt, Line spacing:  Multiple 1.07 li

Formatted: Centered, Space Before:  0.05 pt, Line
spacing:  Multiple 1.07 li

Formatted: Centered, Space Before:  0.55 pt, After:  8
pt, Line spacing:  Multiple 1.07 li

Formatted: Centered, Space Before:  4.75 pt, Line
spacing:  Multiple 1.07 li, Tab stops:  5.64", Left

Formatted: Centered, Space Before:  0.3 pt, After:  8
pt, Line spacing:  Multiple 1.07 li

Formatted: Centered, Space Before:  6 pt, Line
spacing:  Multiple 1.07 li

Formatted: Centered, Space After:  8 pt, Line spacing: 
Multiple 1.07 li

Formatted: Centered, Space Before:  4.65 pt, Line
spacing:  Multiple 2.05 li

Formatted: Centered, Space After:  8 pt, Line spacing: 
Multiple 1.07 li

Formatted: Centered, Space Before:  0.15 pt, After:  8
pt, Line spacing:  Multiple 1.07 li

Formatted: Centered, Space After:  8 pt, Line spacing: 
Multiple 1.07 li

Formatted: Centered, Space After:  8 pt, Line spacing: 
Multiple 1.07 li

Formatted: Space After:  8 pt, Line spacing:  Multiple
1.07 li



CIS of Nevada: Policies & Procedures, April 2023 198  

 
 
Introduction 

Disaster Relief Policy 

In times of natural disasters, public health epidemics, pandemics and other necessary disaster 
relief, CIS staff may be deployed to help support the community to continue to perform essential 
duties. The following guidelines should be followed: 

• Any local laws and regulations should be followed at all times. 
• In times of health epidemics, guidelines from the Center for Disease Control and the 

World Health Organization should be followed. 
• Protocol from supervisors in the field should be followed. 

 For further information, please consult the Business Continuity Plan.  
 
Specific guidelines for COVID-19 
Starting March 2020, certain guidelines to prevent the spread of COVID-19 were released to all 
CIS staff. For staff continuing to work in the community, specific guidelines include: 

 
• Wash hands: Wash your hands often with soap and water for at least 20 seconds. This is 

especially important after blowing your nose, coughing, or sneezing; going to the 
bathroom; and before eating, packing or preparing food. 

• Hand sanitizer: If soap and water are not available, use an alcohol-based hand sanitizer 
with at least 60% alcohol, covering all surfaces of your hands and rubbing them together 
until they feel dry. 

• Avoid touching: Avoid touching your eyes, nose, and mouth with unwashed hands. 
• Do not share common items with others – pens, notebooks, utensils, etc. 
• Clean & disinfect high-touch services as you work. This may include, tables, work 

surfaces, phones, chairs, computers, etc. 
• Cover: Cover your mouth and nose with a tissue when you cough or sneeze. 
• Dispose: Throw used tissues in a lined trash can. 
• If you begin to feel sick while conducting relief efforts, stop work immediately. Report 

symptoms to the direct supervisor and the Human Resources Department. 
 

For further questions about relief work, please contact Human Resources. 
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Apparel Policy 
 
State Office and Board of Directors 
Introduction 
It is Communities In Schools of Nevada’s intent to ensure that all state office employees and 
Board Members engaged in CIS affairs be identifiable as being affiliated with CIS of Nevada. 

 
Guidelines 
To achieve this goal, CIS of Nevada will provide branded apparel with the following guidelines 
as budget allows: 

• CIS of Nevada will issue a State Staff specific tee shirt, CIS of Nevada polo and jacket to 
each employee when starting employment. 

• Apparel are the responsibility of employees for maintenance and care. 
• As apparel is updated by the State Office, all current State employees will receive the 

updated apparel where applicable. 
• Other CIS apparel may be purchased at any time by the individual employee using their 

own funds through the National Office or for specific fundraising opportunities. 
• There will be times where wearing CIS branded apparel is mandatory. 
• As part of the welcome package for CIS Board of Directors, each will be given a CIS 

jacket and lapel pin. Other items may be given on a case by case basis. 
• State Office apparel does not need to be returned at time of separation of employment 
  

Affiliates 
 

• For affiliate apparel guidelines, please consult the Employee Handbook and Site Coordinator 
Handbooks accordingly for detailed information which also aligns with the school district policies 
that CIS of Nevada serves. . 

•  
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CIS Confidentiality Policy   
  
General Confidentiality for Employees, Volunteers, Interns and Board Members  
Respecting the privacy of CIS of Nevada clients, donors, members, staff and volunteers of 
Communities In Schools of Nevada itself is a basic value of CIS of Nevada. Personal and 
financial information is confidential and should not be disclosed or discussed with anyone 
without permission or authorization from the State Office. Care shall also be taken to ensure 
that unauthorized individuals do not overhear any discussion of confidential information and 
that documents containing confidential information are not left in the open or inadvertently 
shared.  
   
Employees, volunteers and board members of CIS of Nevada may be exposed to information 
which is confidential and/or privileged and proprietary in nature. It is the policy of CIS of 
Nevada that such information must be kept confidential both during and after employment or 
volunteer service. Staff and volunteers, including board members, are expected to return 
materials containing privileged or confidential information at the time of separation from 
employment or expiration of service.   
  
Unauthorized disclosure of confidential or privileged information is a serious violation of this 
policy and will subject the person(s) who made the unauthorized disclosure to appropriate 
discipline, including removal/dismissal.   
  
Confidentiality of Client Records   
CIS of Nevada will maintain confidentiality of client records. Parents of CIS of Nevada program 
participants sign a one-way consent form authorizing CIS of Nevada employees to release 
information about the student’s grades, school attendance and other relevant factors to 
representatives of school districts and/or service providers. CIS of Nevada employees may share 
this information with school personnel and other persons who need it because of their work 
with the child as a part of an CIS of Nevada project.   
  
Parents may sign a two-way release and exchange of confidential information to authorize CIS 
of Nevada and the community agencies providing needed services to families to 
release/exchange verbal and/or written information concerning the families as needed. Official 
school records (Pupil Information Forms) should never leave school district grounds except to 
be transported between school buildings and/or administrative offices.   
  
CIS of Nevada employees are required to ensure all field service-related and other appropriate 
data is entered into CISDM timely and accurately. 
  
  
  
Confidentiality Agreement 
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As an employee of Communities In Schools of Nevada, you will perform services which may 
require us to disclose confidential and proprietary information ("Confidential Information") to 
you.  (Confidential Information is any information of any kind, nature, or description 
concerning any matters affecting or relating to employee's services for us, our business or 
operations and/or the products, drawings, plans, processes, or other data of ours. Accordingly, 
to protect our Confidential Information that will be disclosed to you, the you agree as follows. 
  
A. CIS employee will hold the Confidential Information received from Communities In Schools 
of Nevada in strict confidence and shall exercise a reasonable degree of care to prevent 
disclosure to others. 
  
B. CIS employee will not disclose or divulge either directly or indirectly the Confidential 
Information to others unless first authorized to do so in writing by Communities In Schools of 
Nevada. 
  
C. CIS employee will not reproduce the Confidential Information nor use this information 
commercially or for any purpose other than the performance of his/her duties for Communities 
In Schools of Nevada. 
  
D. CIS employee will, upon the request or upon termination of his/her relationship with 
Communities In Schools of Nevada, deliver to Communities In Schools of Nevada any drawings, 
notes, documents, equipment, and materials received from Communities In Schools of Nevada 
or originating from its activities for Communities In Schools of Nevada. 
  
E. Communities In Schools of Nevada shall have the sole right to determine the treatment of 
any information that is part or project specific received from a CIS employee, including the right 
to keep the same as a trade secret, to use and disclose the same without prior patent 
applications, to file copyright registrations in its own name or to follow any other procedure 
Communities In Schools of Nevada may deem appropriate. 
  
F. Communities In Schools of Nevada reserves the right to take disciplinary action, up to and 
including termination for violations of this agreement. 
CIS employees represent and warrant that they are not under any preexisting obligations 
inconsistent with the provisions of this Agreement. 
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Section 7: Marketing 
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Marketing Privacy Policy 

This privacy policy sets out how CIS of Nevada uses and protects any information that you give 
CIS of Nevada when you use the website: www.cisnevada.org. 

 
CIS of Nevada is committed to ensuring that your privacy is protected. Should we ask you to 
provide certain information by which you can be identified when using this website, then you 
can be assured that it will only be used in accordance with this privacy statement. CIS of NV 
may change this policy from time to time by updating this page: https://www.cisnevada.org/ 
privacy-policy/. You should check this page often to ensure that you are aware of any changes. 

 
This policy is effective starting July 2014. 

 
 
What We Collect 
We may collect the following information: 

• Name and job title. 
• Contact information including email address. 
• Demographic information such as postcode, preferences and interests. 
• Other information relevant to customer surveys and/or offers. 

 
What We Do with the Information We Gather 
We require this information to understand your needs and provide you with a better service, and 
in particular for the following reasons: 

• Internal record keeping. 
• We may use the information to improve our communications and services. 
• We may periodically send promotional email about new products, special offers or other 

information that we think you may find interesting using the email address that you have 
provided. 

• From time to time, we may also use your information to contact you for market research 
purposes. We may contact you by email, phone, or mail. 

• We may use the information to customize the website according to your interests. 
• We will never sell your information. 

 
Security 
We are committed to ensuring that your information is secure. In order to prevent unauthorized 
access or disclosure we have put in place suitable physical, electronic and managerial procedures 
to safeguard and secure the information we collect online. 

http://www.cisnevada.org/
http://www.cisnevada.org/
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How We Use Cookies 
A cookie is a small file, which asks permission to be placed on your computer’s hard drive. Once 
you agree, the file is added, and the cookie helps analyze web traffic or lets you know when you 
visit a particular site. Cookies allow web applications to respond to you as an individual. The 
web application can tailor its operations to your needs, likes and dislikes by gathering and 
remembering information about your preferences. We use traffic log cookies to identify which 
pages are being used. This helps us analyze data about web page traffic and improve our website 
in order to tailor it to customer needs. We only use this information for statistical analysis 
purposes and then the data is removed from the system. 

 
Overall, cookies help us provide you with a better website, by enabling us to monitor which 
pages you find useful and which you do not. A cookie in no way gives us access to your 
computer or any information about you, other than the data you choose to share with us. 
You can choose to accept or decline cookies. Most web browsers automatically accept cookies, 
but you can usually modify your browser setting to decline cookies if you prefer. This may 
prevent you from taking full advantage of the website. 

 
Links to other Websites 
Our website may contain links to enable you to visit other websites of interest easily. However, 
once you have used these links to leave our site, you should note that we do not have any control 
over that other website. Therefore, we cannot be responsible for the protection and privacy of 
any information, which you provide whilst visiting such sites and such sites are not governed by 
this privacy statement. You should exercise caution and look at the privacy statement applicable 
to the website in question. 

 
Control your Personal Information 
You may choose to restrict the collection or use of your personal information in the following 
ways: 

• Whenever you are asked to fill in a form on the website, look for the box that you can 
click to indicate that you do not want the information to be used by anybody for direct 
marketing purposes. 

• If you have previously agreed to us using your personal information for direct marketing 
purposes, you may change your mind at any time by writing to or emailing us at: 
Dianep@cisnevada.org 

• We will not sell, distribute or lease your personal information to third parties unless we 
have your permission or are required by law. 

• You may request details of personal information that we hold about you under the Data 
Protection Act 1998. If you would like a copy of the information held on you please 
contact: info@cisnevada.org. 

mailto:Dianep@cisnevada.org
mailto:info@cisnevada.org
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If you believe that any information, we are holding on you is incorrect or incomplete, please 
write to or email us as soon as possible, at the above address. We will promptly correct any 
information found to be incorrect. 

 
 

Communicating Personnel Changes 

Marketing, Human Resources and Administrative Support Manager set up a monthly reminder 
on their outlook calendars that includes a link to SharePoint to communicate all CIS new hires, 
Board of Director/Advisory Council member changes and employee separations. This team has 
created this shared folder for the purposes of including new hires in the monthly Employee 
newsletter, updating the website by taking down employees separated from CIS, adding new 
team members on the website and creating media announcements where appropriate. 
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Social Media 

At Communities In Schools of Nevada, social media is an important part of how we, as an 
organization communicate with the public, our partners, and with volunteers, advocates, and 
donors both present and prospective. CIS of Nevada also recognizes that social media provides 
unique opportunities to participate in interactive discussions and share information about one’s 
life and opinions with family, friends and co-workers around the world. However, use of social 
media also presents certain risks, including risks to CIS of Nevada confidential information, 
reputation and brands, and can jeopardize CIS of Nevada compliance with business rules and 
equal employment opportunity laws. Misuse of social media can harm others. As a result, 
employee use of social media carries with it certain responsibilities. To assist all employees in 
making responsible decisions about their use of social media, CIS of Nevada has established 
these guidelines for appropriate use of social media. 

 
For the purposes of these guidelines “social media” includes means of communicating or posting 
information or content on the Internet, including but not limited to an employee’s own or another 
person’s web log or “blog,” journal or diary, personal website, social networking or affinity 
website (including, but not limited to TikTok, Facebook, Snapchat, Twitter, LinkedIn, wikis and 
Yammer), web bulletin board or a chat room, whether or not associated or affiliated with the CIS 
of Nevada. 

 
 
External Social Media Guidelines 
These guidelines are an important addition to CIS of Nevada’s existing employee policies, 
including information laid out in the Employee Handbook and Site Coordinator Handbooks for 
each affiliate, as applicable. The existing policies all speak to different issues employees should 
keep in mind when interacting with each other – both on and off the job – as well as with 
funders, partners, donors, volunteers, and the general public. Inappropriate postings that may 
include discriminatory remarks, harassment, and threats of violence or similar inappropriate or 
unlawful conduct will not be tolerated and may subject you to disciplinary action up to and 
including termination. 

 
• Employees must refrain from excessive use of personal social media during scheduled 

work hours, unless use of such media is directly related to their job. 
• Assume that all of your activities on a social media site are public, regardless of the 

privacy tools or settings you may use, and exercise discretion in sharing personal 
information, and political, cultural, or religious views. 

• Express only your personal opinions. Never represent yourself as a spokesperson for CIS 
unless you are specifically authorized to do so. You may not represent any opinion or 
statement as the policy or view of CIS or of any individual in their capacity as an 
employee or otherwise on behalf of CIS, unless you are specifically authorized to do so. 
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• Any media and social media inquiries should be directed to the State Office Marketing 
Department. 

• Do not create a link from your blog, website or other social networking site to a CIS 
website without authorization to identify yourself as a CIS employee. 

• Maintain the confidentiality of CIS’s private or confidential information. Do not post 
internal reports, policies, procedures, internal business-related communications, or 
communications known to be protected by an attorney-client privilege. 

• Any online harassment, bullying, discrimination, or retaliation that would not be 
permissible in the workplace is not permissible between co-workers online, even if it is 
done after hours, from home and on home computers. 

• Abide by the Terms of Use of the social networking platforms you use. Respect 
copyright and understand the consequences of using the intellectual property of others 
(including text, photographs and video). Properly attribute content that was not created 
by you and link to the original source if possible. Do not infringe on CIS logos, taglines, 
slogans, services marks or trademarks. 

• Make sure you are always honest and accurate when posting information or news. If you 
make a mistake, acknowledge your error and correct it as quickly as possible. Avoid 
oversimplifying or sensationalizing issues; place your thoughts in context. 

• Be sure to respect the confidentiality of colleagues. Ask permission to post conversations 
that are meant to be private or internal. 

• Do not post anything work related that is malicious, false, abusive, harassing, 
threatening, or defamatory, including information or rumors you know to be false about 
CIS, fellow employees, and any CIS business affiliates. 

 
If a CIS of Nevada computer or other device is used to access social media, CIS of Nevada 
policies relating to electronic communications and use of CIS of Nevada equipment are also 
applicable. Employees must never use their own CIS of Nevada email addresses or any other CIS 
of Nevada email addresses to register on social networks, blogs or other similar online tools. 
Social media used either at or away from work should not be used in a way that violates any CIS 
of Nevada policy or employee obligations. 

 
CIS of Nevada has an overriding interest and expectation in deciding what is “spoken” on behalf 
of the organization on social media sites. Requests for CIS of Nevada social media postings or 
website content or changes, shall be processed through the Marketing department. Only staff 
authorized by the CEO may establish a CIS of Nevada social media presence and speak for the 
CIS of Nevada. Only verifiable information shall be posted on social media sites. In general, and 
unless specifically authorized by the CEO, public comments shall not be allowed to be made on 
CIS of Nevada social media sites. 

 
CIS of Nevada reserves the right to monitor, prohibit, restrict, block, suspend, terminate, delete, 
or discontinue access to the CIS of Nevada social media site at any time. 
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CIS of Nevada staff must be thoughtful about how they present themselves in online social 
networks. The lines between public and private; personal and professional are blurred in online 
social networks. Remember the schools and students we serve look to our employees as role 
models and social media activity should not in any way impede the CIS of Nevada ability to 
accomplish its mission. 

 
When using social media, employees: 

• Must not violate any laws; 
• Must not violate CIS of Nevada policies, including, but not limited to, those addressing 

sexual and other forms of harassment, employment discrimination and equal opportunity, 
workplace threats and violence, proper use/disclosure of CIS of Nevada confidential 
information, business ethics, employee conduct and non-solicitation/non-distribution; 

• Must maintain the confidentiality of CIS of Nevada trade secrets and private information 
and the trade secrets and private information of CIS of Nevada clients, students, vendors, 
staff, volunteers, and donors. Trade secrets may include information relating to the 
development of systems, processes, products, know-how and technology. Private 
information may include business plans, financial information, marketing information 
and other information identified and reasonably considered by the CIS of Nevada or its 
clients, students (and their families), vendors, staff, volunteers, and donors, to be 
confidential or proprietary; 

• Avoid using statements, photographs, videos or audio content that reasonably could be 
viewed as malicious, obscene, threatening, bullying, similarly inappropriate or unlawful; 

• Must not identify any clients (or their family), students, volunteers, donors’ suppliers, or 
vendors of CIS of Nevada or disclose their contact information; 

• Should never provide negative references for CIS of Nevada employees or former 
employees on social or professional networking sites, as such references could be 
attributed to CIS of Nevada and could create legal liability for both the employee and 
CIS of Nevada; 

• Must remember that they are solely responsible for their postings and should consider the 
risks and rewards when posting information; 

• Remember that violations of this policy may result in serious ramifications. Inappropriate 
postings that may be contrary to CIS of Nevada mission include discriminatory remarks, 
unlawful harassment and threats of violence or depictions of such remarks, harassment or 
violence, or similar inappropriate or unlawful conduct will not be tolerated and may 
subject employees to disciplinary action up to and including immediate termination. 

• Must report to the Marketing department any potentially significant social media 
conversation regarding CIS of Nevada that could reflect poorly on its reputation and 
image in the community; 

• Do not make postings that could be perceived as encouraging substance abuse or illegal 
activity. 
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Crowdfunding Policies 
Crowdfunding (Kickstarter, IndieGoGo, GoFundMe, etc.) on the internet has gained popularity 
in recent years. Due to the tax-exempt nature of our organization, no crowdfunding on behalf of 
the organization or students it serves is permitted without written authorization of the Chief 
Executive Officer. Site Coordinators, managers, and staff are never to start a crowdfunding 
project that utilizes Communities In Schools, its staff or students’ images, trademarks, or name. 

 
If a crowdfunding project is desired, a proposal should be submitted to the State Office for 
consideration. Included in the proposal should be: 

• The financial goal of the fundraiser; 
• The purpose of the fundraiser (college or orientation trip); 
• The background story and perks to be shown and offered online; 
• The resources to fulfill any perks (pictures/essays by students; 
• All deadlines for each phase of the fundraiser and perk fulfillment 

 
If the crowdfunding project is approved by the affiliate Executive Director and Chief Executive 
Officer, the State Finance and Marketing Department will set up the campaign with the donations 
to be deposited in the CIS of Nevada bank account and all aspects of the campaign generated 
and/or monitored by the State Office. 

 
Car washes and other fundraisers on social media 
When CIS Academy students or other groups work to fund trips or projects via car washes, 
candy sales, etc., all promotional materials, both physical and digital, need to be approved by the 
State Office to ensure proper usage of CIS standards and guidelines. 

 
If promotional items need to be created, please send the request to the State Marketing 
Department two (2) weeks before the needed promotion, generally 2-3 weeks before the event. 

 
Personal Social Networking 
CIS of Nevada discourages the use of personal social-networking friendships on Facebook or 
other social networking sites with students, and parents or guardians of students except when 
directly applicable to the employee’s work. The determination of appropriateness should be made 
by the employee’s supervisor. CIS of Nevada employees who opt to “friend” any of the above- 
mentioned individuals on social media sites, must keep any discussions/interactions professional, 
maintain appropriate boundaries, and conduct themselves in an appropriate manner that reflects 
this policy. 

 
If a person becomes a client/student or a family member of a client after staff is already a 

“friend,” and an employee chooses to remain “friends” with that individual, the employee should 
utilize their social media account in an appropriate manner per this policy. Any employee who 
“friends” any of the aforementioned individuals on a social media site and has inappropriate 
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posts, shares or relationships, as reflected in this policy, is subject to disciplinary action, up to 
and including termination. 

 
CIS of Nevada prohibits taking adverse action against any employee that reports a possible 
deviation from these guidelines or for cooperating in a CIS of Nevada investigation relating to 
these guidelines. Any employee who retaliates against any other person for reporting a possible 
deviation or cooperating in an investigation will be subject to disciplinary action, up to and 
including termination. 

 
Disclosure 
Since technology advances so rapidly, these guidelines do not attempt to list each and every 
element of CIS of Nevada policy on the use of social media. No provision of this policy is 
intended to prevent employees from exercising their rights to engage in discussions of working 
conditions, wages, or other terms and conditions of employment. If employees are uncertain or 
concerned about the appropriateness of any social media posting, they may discuss the 
uncertainty or concern with the Marketing department. 

 
If you have any questions or need further guidance regarding this policy, please contact the State 
Marketing Department. 
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Section 8: Confidentiality 
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General Confidentiality 
for Employees, Volunteers and Board and Council Members 
Respecting the privacy of CIS of Nevada clients, donors, members, staff and volunteers of 
Communities In Schools of Nevada itself is a basic value of CIS of Nevada. Personal and 
financial information is confidential and should not be disclosed or discussed with anyone 
without permission or authorization from the State Office. Care shall also be taken to ensure that 
unauthorized individuals do not overhear any discussion of confidential information and that 
documents containing confidential information are not left in the open or inadvertently shared. 

 
Employees, volunteers and board members of CIS of Nevada may be exposed to information 
which is confidential and/or privileged and proprietary in nature. It is the policy of CIS of 
Nevada that such information must be kept confidential both during and after employment or 
volunteer service. Staff and volunteers, including board members, are expected to return 
materials containing privileged or confidential information at the time of separation from 
employment or expiration of service. 

 
Unauthorized disclosure of confidential or privileged information is a serious violation of this 
policy and will subject the person(s) who made the unauthorized disclosure to appropriate 
discipline, including removal/dismissal. 

 
Confidentiality of Client Records 
CIS of Nevada will maintain confidentiality of client records. Parents of CIS of Nevada program 
participants sign a one-way consent form authorizing CIS of Nevada employees to release 
information about the student’s grades, school attendance and other relevant factors to 
representatives of school districts and/or service providers. CIS of Nevada employees may share 
this information with school personnel and other persons who need it because of their work with 
the child as a part of an CIS of Nevada project. 

 
Parents may sign a two-way release and exchange of confidential information to authorize CIS of 
Nevada and the community agencies providing needed services to families to release/exchange 
verbal and/or written information concerning the families as needed. Official school records 
(Pupil Information Forms) should never leave school district grounds except to be transported 
between school buildings and/or administrative offices. 

 
CIS of Nevada employees are required to ensure all field service-related and other appropriate 
data is entered into CISDM timely and accurately. 
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Confidentiality Agreement 
 

As an employee of Communities In Schools of Nevada, you will perform services which may 
require us to disclose confidential and proprietary information ("Confidential Information") to 
you. (Confidential Information is any information of any kind, nature, or description concerning 
any matters affecting or relating to employee's services for us, our business or operations and/or 
the products, drawings, plans, processes, or other data of ours. Accordingly, to protect our 
Confidential Information that will be disclosed to you, the you agree as follows. 

 
A. CIS employee will hold the Confidential Information received from Communities In Schools 
of Nevada in strict confidence and shall exercise a reasonable degree of care to prevent 
disclosure to others. 

 
B. CIS employee will not disclose or divulge either directly or indirectly the Confidential 
Information to others unless first authorized to do so in writing by Communities In Schools of 
Nevada. 

 
C. CIS employee will not reproduce the Confidential Information nor use this information 
commercially or for any purpose other than the performance of his/her duties for Communities In 
Schools of Nevada. 

 
D. CIS employee will, upon the request or upon termination of his/her relationship with 
Communities In Schools of Nevada, deliver to Communities In Schools of Nevada any drawings, 
notes, documents, equipment, and materials received from Communities In Schools of Nevada or 
originating from its activities for Communities In Schools of Nevada. 

 
E. Communities In Schools of Nevada shall have the sole right to determine the treatment of any 
information that is part or project specific received from a CIS employee, including the right to 
keep the same as a trade secret, to use and disclose the same without prior patent applications, to 
file copyright registrations in its own name or to follow any other procedure Communities In 
Schools of Nevada may deem appropriate. The Family Education Rights and Privacy Act 
(FERPA) is a federal law that protects the privacy of student educational records, both financial 
and academic. CIS employees agree to comply with all applicable provisions of the law and 
shall specifically comply with FERPA and related regulations NRS 392.029 and NRS 388.272. 

 
F. Communities In Schools of Nevada reserves the right to take disciplinary action, up to and 
including termination for violations of this agreement. 

 
CIS employees represent and warrant that they are not under any preexisting obligations 
inconsistent with the provisions of this Agreement. 
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Employee Policy and Procedures Acknowledgement Form 

I acknowledge that I have received a copy of Communities In Schools of Nevada Policy and 
Procedures manual including confidentiality policies and understand that it sets forth policies and 
procedures that are required to be adhered to within CISNV. 

 
I understand and agree that it is my responsibility to read (or have read to me) the Policy and 
Procedures manual and to abide by the rules, policies, and standards included. Except as 
otherwise expressly stated, rules, procedures, and benefits may be changed, amended, or 
modified by Communities In Schools of Nevada at any time. Failure to adhere to the established 
policies and procedures can and will result in performance coaching up to and including 
separation of employment. 

 
 
 
 
 

Print Employee Name Signature Employee Name 
 
 
 
 
 

Date 
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