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Massachusetts Association of

School Business Officials, Inc.

Affiliated with the
ASSOCIATION OF SCHOOL BUSINESS OFFICIALS INTERNATIONAL

Swampscott Public Schools

Superintendent’s Office

207 Forest Avenue

Swampscott, MA 01907

Attention: Matthew H. Malone, Ph.D., Superintendent

Dear Dr. Malone:

In behalf of the MASBO Review Team and the MASBO Board of Directors, I would like to thank
you for affording us the opportunity to conduct a Financial Operations Review at the Swampscott
School District. The Review Team is especially appreciative of the hospitality, cordiality and
cooperation that you and your staff afforded us during our two day visit.

As per your direction during our initial interview, the primary objectives of the review were:

o Toreview the overall adequacy of financial software and hardware in recording,
tracking, reporting and accounting for budgetary expenditures initiated by the Reading
School System;

e To acknowledge strengths, identify weaknesses, and recommend improvements to the
critical financial systems of the school district.

In this regard, the Review Team investigated the budget planning and development processes;
financial reporting and management processes; procurement processes and procedures; payroll
processes; and the overall organizational structure of the School District. The result of this
investigation is compiled in the enclosed report. I sincerely hope that you find the information
contained herein beneficial for your purposes. Please contact me if you require any additional
clarification regarding any aspect of this report.

Very truly yours,

John A. Crafion,
MASBO Executive Director



PROJECT OVERVIEW

John Crafton, Executive Director of the Massachusetts Association of School
Business Officials (MASBO), John Sheehan, MASBO Team Reviewer and Joel
Lovering, MASBO Team Reviewer met with Dr. Matthew H. Malone., Superintendent
to discuss an engagement by MASBO to review the business operations of the

Swampscott school district and assess it’s business practices, policies and procedures

The parties entered into an agreement whereby three representatives from
MASBO would conduct an on-site review in April of 2007 and then prepare a report of
their findings for the district.

The district, prior to the on-site review, completed a self-assessment process and
completed a survey on a form provided by MASBO. The survey consisted of questions
relating to budget planning and development, financial processes, reporting and

management, and purchasing processes and procedures.

The MASBO team also reviewed the district’s organization chart, End-of-Year
Pupil and Financial Report, Fiscal Year 2006 Budget, District Improvement Plan for
Fiscal Year 2006, School Committee policies relative to finance operations, Annual
Operating Report, documents posted on the district’s web site, and various other financial

reports.

After MASBO representatives completed their initial review of the
documentation, they developed a plan to proceed with on-site observations and
determined the representatives of the district that they would request to personally
interview. Consequently, in addition to engaging in continual discussion with the
Superintendent, they convened meetings with other finance personnel working in the
business office. These meetings were convened for the purpose of understanding the

responsibilities of these particular positions.



At the conclusion of the second day on-site the representatives conducted an exit
interview with the Superintendent of Schools. This report contains the findings resulting

from the interviews, documents reviewed, and the observations of the MASBO team.

Existing Conditions

Swampscott Massachusetts is a community comprised of 3 square miles serving a
population of approximately 8225 residents. The Town of Swampscott has an Open
Meeting form of town government which votes to approve both Town and School
budgets for each fiscal year. The Town of Swampscott and the Swampscott Public
Schools have undertaken several major school building projects over the past several
years which include a new high school scheduled to open in September 2007, An
interesting note is that the new high school will house the new Senior Center which could
become a model for other communities in the Commonwealth in that students will have
the opportunity to interact with that population on a daily basis.

The Swampscott School Committee is comprised of five elected members with
terms of three years in duration. The Board of Selectman consists of five members and
shares the same election schedule as the School Committee. The Town Meeting is made
up of Representative Town Meeting members (RTM”s) who vote on budget issues that
effect the school budget and capital projects.

Transition within the Central Office Administration has created a need for outside
consultant help in the Business Office. The Assistant Superintendent for Business was
out on a medical leave at the time of the financial review. The position of Assistant
Superintendent for Business is being eliminated at the end of the fiscal year for budgetary
reasons and a new position of Budget Director is being proposed with a focus strictly on
school district finances.

During the interview process with Central Office personnel and school officials it
became apparent that the budget process was in need of attention with the FY 07
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document not reflecting MUNIS expenditures or balances. The FY 08 budget document
was being prepared for presentation to the School Committee and ultimately the Town
Meeting. Current Central Office philosophy is to address Business Office/budget
shortcomings and shift appropriate budget responsibility to the building principals.

The relationship between the Schools and Town is favorable. The Town
Accountant was very helpful when being interviewed and showed a willingness to
continue to work collaboratively with the district. The Superintendent was appointed July
2006 and the district hired a Technology Director in September of 2006.

Currently the school district has one high school, one middle school and four
elementary schools. With the opening of the new high school, the existing high school
will be reconfigured to become the middle school and the existing middle school is
scheduled to close. The district also intends to close one elementary school to address
enrollment and budget concerns.

The school district does not provide regular school bus transportation in that all
students meet the Department of Education mileage requirements for walking distances.
Special Education transportation is contracted.

The district has a free and reduced lunch population of approximately 6%.

The district currently contracts with an outside cleaning company to clean the
high school and that contract will move to the new high school when it is occupied in

September 2007.

Central Office Administration currently has the following staff configuration:

Superintendent of Schools

e 2 Administrative Assistants

e Budget Director (proposed title)

e Administrative Assistant to the Budget Director
e Accounts Clerk

e Payroll Clerk



e Executive Director of Teaching and Learning

e Executive Director of Unified Student Support Services

e Director of Technology

e Network Technician

e 2 maintenance employees (system wide)

o 14 full time custodians

The following individuals were interviewed during the Financial Review process:
Administrators: Superintendent of Schools, Executive Director of Unified Student
Support Services, Director of Technology, Business Office Consultant and the Principal
of the High School, Administrative Assistants to: Superintendent of Schools, Business
Office, Special Education Office: the following clerks: Payroll and Purchasing Clerks
The following additional general conditions were noted during this financial review:

o Currently the school department audit is performed by Melanson, Heath and
Company, PC. The last audit performed by this firm is dated January 11, 2007.

e Teacher contracts are currently in negotiations.

o Currently the Swampscott School Committee does have a Budget Transfer
Authority policy file:DBJ. The policy is as follows: “In keeping with the need for
periodic reconciliation of school department’s budget, the School Committee will
consider requests for transfers of funds as they are recommended by the
Superintendent. The Committee wishes to be kept abreast of the need for these
adjustments so that it may act promptly and expedite financial record keeping for
the school. All funds in the general account not expended by the close of the fiscal
year will be returned to the town.”

e All health insurance is maintained and paid for by the town government. Schools
are charged for health insurance under Net School Spending.

o Town and Schools do not have a written agreement for Net School Spending.

e There is no evidence of outside or internal audits being made to the Student
Activity Accounts. The Revolving Accounts are being audited internally but it is
not documented as to how often and by whom.
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