TOWN OF MANSFIELD
FINANCE COMMITTEE MEETING
Monday, January 11, 2016
Audrey P. Beck Building
Council Chambers

5:30pm

AGENDA

1. Call to order

2. Approval of the minutes for December 14, 2015
3. Opportunity for Public Comment

4. Staff Repoﬁs

5. Policies and Procedures Update

6. Revised Fraud Policy and Whistleblower Policy (Attorney Ken Weinstock,
Kainen, Escalera & McHale, PC )

7. Comprehensive Annual Financial Report — FY 2014/15 (Vaness Rossitto,
BiumShapiro)

8. Proposed FY 2015/16 Salary Transfers
9. Communications/Other Business/Future Agenda ltems

10. Adjournment
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TOWN OF MANSFIELD
FINANCE COMMITTEE MEETING
MINUTES OF DECEMBER 14, 2015

Members Present: Ryan (Chair), Raymond, Marcellino

Other Council Members Present. Shapiro, Moran, Shaiken

. Staff Present: Hart, Trahan, Capriola, Vincente, Meriwether

Guests: Atty. Ken Weinstock, Kainen, Escalera & McHale, P

1.

Jeff Ziplow & Sam Weil, BlumShapiro
Meeting called o order at 5:30pm
Approval of minutes for November 17, 2015

Raymond moved and Marcellino seconded f

prove the ‘minutes of the :November 17, 2015
meeling. Motion approved unanimously. i

Opportunity for Public Comment —None
Staff Reports — None at thls fime

Policies and Procedures Update None at thls i’zme'

Community Cen’ter Fees — Curt Vincente, D or of Parks & Recr@atton reviewed the proposed
changes in recreatlon and membershlp fees and answered questions from the Committee.

Raymond moved and Marcez'lmo seconded to recommend acceptance of the Community
Center Fees as. recommended by staff and RAC on December 14, 2015 to the Town

,Councn' Motion passed unammously

Fraud, Policy, Whistleblower Policy, Fraud Tip Line-—~ Maria Capriola, Assistant Town Manager
d:stnbut@d a slightly reviséd Whistleblower Policy and Fraud Policy from that which was in the
Finance Comm;ttee packet.” The updated versions are attached to these minutes. Town
Manager Matt Hart provided opening comments; Capriola provided an overview of the policies;
Labor Attorney Ken Weinstock provided additional thoughts and comments on the policies as
written. The Committee dlscussed at length the ability/responsibility for reporting to the Mayor or
Board Chairman in the,evgn’z that senior mahagement is involved in the claim. Capriola and
Weinstock will work on revisions to the policies as discussed with the Committee. They will return
to the Finance Committee with red-lined versions for their review. Councilor Raymond also
requested that additional training be provided to the Ethics Board regarding these policies.
Capriola confirmed that the final policies will be distributed and reviewed at the next Ethics Board
meeting.

Financial & Operational Controls Review/Follow-up Test Results — Jeff Ziplow, BlumShapiro
gave a brief overview of the entire Financial & Operational Controls Review for any new
Councilors. He reviewed the Phase I} testing results noting that all controls successfully passed.
Ziplow and Trahan discussed the ongoing effort to ensure that all departments are submitting
purchase orders and awaiting approval prior to initiating a purchase. Ziplow answered questions
from the Committee regarding specific testing results. Council Raymond asked how the
Committee will know when the financial policies and procedures are updated. Trahan responded
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Respecifully Submitted,
Cherie Trahan, Director of Finance

that an annual review of the policies and procedures will be done by the Accounting Manager.
Any recommended changes will be discussed with the Finance Director and provided to the
Finance Committee in a red-lined version of the Policies and Procedures Manual.

9. Communications/Other Business/Future Agenda ltems —~ Future agenda items include:
Revised Fraud & Whistleblower Policies
Discussion on the procedures for tax coliection when there is a transfer of property {either
commercial to commercial or residential sales)
Update on the Fee Waiver program changes ~ program
Review of Purchasing Ordinance
~Level at which-we propose bonding _
Continue review of the Fiscal Management Palici
update Investment, Debt, etc)
Discussion with Mansfield Discovery Depot régarding*a
Parameters for building permit fee reduc:ti'('ﬁ"r_ys'

o
e

34308

nd Balance complete, need to

4 8

10. Adjournment. The meeting adjourned at &;

Raymond moved and Marcellino seconde ‘adjourn. Motion paséé {.unanimously.
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TOWN OF MANSFIELD

POLICY MEMORANDUM

All Town Employees
Matthew W. Hart, Town Manager
December XX, 2015

Fraud Policy

I. Pwpose
The Town of Mansfield recognizes the importanc
employees and its agsets against financial risks, o
the Town will cleatly communicate the fraud prev
vendors and employees.

“protecting the organization, its taxpayers, its
nal breaches and unethical activites. Therefore,
on policy to both internal and external customers,

The impact of misconduct and dishonesty may nclude: ‘
e  The actual financial loss mcurred
s Damage to the xefmtation of cur City and our employee
e Negative publicity

» The cost of mve
s Joss of emplog
® Loss of public coml
* Damaged relationshiy
» Litigation

citizens, our suppliets and anyone elses x%h whom we have a relationship. To maintain such an
. . . . i,
eavitonment tequires the active assistance 6§ gyery employee and manager every day.

Mansfield is committed to the deterrence, detection and correction of misconduct and dishonesty. The
discovery, reporting and documentation of such acts provides a sound foundation for the protection of
innocent partes, the taking of disciplinary action against offenders up to and including dismissal, where
approptiate, the referral to law enforcement agencies when warranted by the facts, and the recovery of
assets.

II. Zero Tolerance Policy

The Town of Mansfield has adopted a zero tolerance policy regarding fraud. No employee of the Town
shali remove any Town of Mansfield assets from the property, misuse any Town assets for one’s personal
gain, or willfully misappropziate any Town of Mansfield asset. Any evidence supporting fraud, theft or
embezzlement of Town of Mansfield assets and equipment may be subject to the following actions
including but no limited to: suspension, termination, restitution and criminal charges. Any Town of
Mansficld employee who is aware of fraud being comumitted against the Town by anyone shall
immediately report such activity to any one of the following people: '



*  Your supervisor or manager; o1
» The Assistant Town Manager; or
» The Town Manager

IT1. Effective Date
This policy shall be effective immediately and shall remain in effect until revised or rescinded.

IV. Ptohibited Acts

Fraud is defined as an intentional deception, misappropriation of resources or the mampuianon of data

to the advantage or chsadvantage ofa person ot entity. Some emmples of fraud include:
Falsification of expenses and invoices @%‘i’%

Authorizing or receiving compensation for goods not mw‘

Theft of cash or fixed assets E 9
Alteration or falsification of records A \%’9@%
Failure to account for monies collected ; ¢
Knowingly providing false information on job applications
Authorizing ot receiving compensation for hours not worked
Iimbezzlement, bribery or conspiracy

TOEDDOW

V. Reporting of Fraud . o
A. Employees shall read and und: %ﬁ}b%ﬁhls policy. Additionally, &,uspecteti or known fraudulent
acts by employees shall be xepoxt“é” TRt mspectzve Depaltmem Head. If the employee has

reason to believe that their Depai’f%d ]kn 4
Asszstant Town Manager ot Town Vi

C. at. Heads shall communicate any suipegted or known fraudulent act to the Assistant
iV % . %The Assistant Town Manager @H notify the Town Manager of each reported
K'"bg:?nt and k%“pg) e, Lown Manager abreast of the investigation. Should a repozt of suspected
Fau %Ee made agalg&%‘ ‘the Town Manager, the Assistant Town Manager will notify the Mayor of
eaclg\%m;@. ited incidents B
D. All parfich L investigation shall keep the details and results of the investigation
confidentid
E. Any. employé act of fraud, or assisting, testifying or participating in a fraud
investigation, acting dance with the requirement of this policy, shall not be subject to any
adverse employmd Zctipn unless it 18 determined the employee i1s culpable for such action

and/or made an a]ieg,@ knowing it was false. Examples of adverse employment action include,
but are not limited to, discipline, suspension, threatening to discipline or suspend, coercion, acts
of intimidation and firing.

o Any reports recetved by the Town c)f alleged inappropriate o illegal conductof a Mansfield Board
of l*dumnon employee or public offic '11 will be referred to the Mansfield Board of 3dncation
Supcrintendent.

V1. False Allegations
False allegations of suspected fraud with the intent to disrupt or cause harm to another may be subject
to disciplnary action up to and including texmination of employment.
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VII. Deterting Fraud and Corruption
The Town has established internal controls, policies and proceduses in an effort to deter, prevent and
detect fraud and corruption. Preferred candidates are subject to background investigations that may
include but ate not limited to criminal background check(s) pursuant to Chapter 7.2 of the Town’s
Personnel Rules. Criminal background checks are conducted on all preferred candidates for positions
that collect money ot have access to the Town’s bank accounts, work with children, work with the
frail/elderly, work in code enforcement, and public safety positions.

. 1
All vendors, contractors and suppliers must be active, in good standing and authonzed to transact
business in the Town of Mansfield. Vendors, contractors, and suppliers may be subject to screening,
including verification. of the individual or company’s status as a debarred party.

When necessary, contractual agteements with the Town may contain a provision prohibiting fraudulent
ot cortuptive acts and will inchzde information about reporting fraud and corruption.

Town employees will pertodically receive et hi{:S
employees will receive notification of this policy agdl
may be amended from time to time, as part of th

d and corruption awareness training. New
e T Town s I3thics Code dated May 29, 2012 and as

VIH Corte ctive Action

, tecipient or other person found
@anasoe;:

Dependmg on the seriols

fense and the facts of each individual case, action against an
employee can range from 3

nd and a probatiopary period to legal action-either civil o




TOWN OF MANSFIELD

POLICY MEMORANDUM
To:. . .. AllTown Employees ‘
From: Matthew W. Hart, Town Managu
Date: December XX, 2015
Subject: Whistleblower Policy
1. Purpose

afc workplace with high standards of business and
igsponsibilities. It is the policy of the Town of
he requited to report verbally or in writing to their
or TowmManager, evidence of activity by an

wn of Mansfield employee or official,

The Town of Mansfield is committed to providing ae 2.
pusmm} ethics in the conduct of theil dutic‘; a

meioyee or pubhc official as zi: miates to their official dif

on or off duty, constituting:
¢ [llegal activity that is a violation of local, state 01&\{ ral law, rule or regulation

» Frand

e  Theft . i

7 %a %ﬁé}%ﬁ@ of state, federal or local reso

Wt equzpm@nt ot titne;

anger to the public health and safety;

o GlO!SS 1msman‘§oa\-j_qi;nt Y waste of monies, or gross abuse of authozity as it relates to their

“es, such as but not limited to

s A wolamon of the To thics C?‘f‘éié; dated May 29, 2012 as it may be amended from time
to time, s

s A violation of any of the 'lowr;? policies as they may be amended from tume to tune.
Furthes, it is the policy of the Town of Mansﬂcld that employees and public officials should be free of
ntinidation or harassment when teporting to management about matters of public concern, including
participation In ‘investigatory proceedings related to alleged inappropriate or illegal conduct of an
employee ot pub]ic official. This Policy 1s intended to encourage and enable employees and public
officials to raise setious concerns with the Town.

IL. Effective Date
This policy shall be effective immediately and shall remain in effect untll revised or rescinded.

III.  Applicability

This policy is applicable to employees and public officials of the Town of Mansfield. “Employees” and
“public officials” are defined in the T'own’s Ethics Ordinance dated May 29, 2012, as it may be amended
from time to tume. ‘
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IV.  Definition of Whistleblower

A whistleblower, as defined by this Policy, is an employee or public official of the Town of Mansfield
who, in good faith, reports alleged inappropriate or illegal conduct of an employee or public official as it
relates to their official duties for the Town of Mansfield, as stated in Section I, Parpose, of this Policy.

The whistleblower, uniess that person is an assistant department head, department head, Assistant Town
Manager, or Town Manager, has neither the authority, nor the responsibility, for investigating any
questionable activity or for determining fault or corrective measures.

Anyone reporting a violation must act in good faith, and have reasgnable grounds for believing that the
information shared in the report indicates that a vzoiaﬂon has og Sered.

V. Reporting Procedure
If an employee or public official reasonably believes to hm-
as stated in Section I, Purpose, of this Policy, they are required to rep
following people:

e Their supexvisor or manager; of

»  Thew Department Head; or

« The Assistant Town Manages 01 Town Manager;

¢ Orin the case of an Fthics® golation, the Towr’s BEthics Board.

L
Any supervisor, manager, or department b
conduct as stated in Section I, Purpose, of thi
Assistant Town Manager.

¢ | %es a report about alleged mappropriate of illegal
licy mistimmediately report it to the Town Manager ot
' p

Qplopllate or illegal conduct has occurred, the Town will pzompdy
-:5"‘ to and including discharge fxom Town service, banning from Town

has had a chance to present hisigside of the case, and to rebut the claims made agaiust him o her. Inall
cases every effort will be made to ensute that the principles of due process of law ate afforded to every
respondent. In this context, depending on the citcumstances, due process includes, but is not limited to,
the right to sufficient notice of the claims agamst the 1esp0nd€nt——ﬂﬁe—ﬂ@3ﬂ%~%®*€®ﬂﬁ$€*}4ﬁxé—fﬁi—bﬁ—-ﬂ*e
sespondent and the opportunity to rebut the allegations of the complaint ia-the-pt
before an impartial decision maker.

Any reports received by the Town of alleged inappropriate or illegal conduct of a Mansfield Board of
Education employee or public official will be referred to the Mansfield Board of Education
Supenntendent.
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VII. Confidentiality

Confidentiality and anonymity can’t be guaranteed to employe:es and public officials who have tmade a
tepott of alleged inappropriate or illegeal conduct, nor to individuals pardcipating in investigatory
proceedings felated to the alleged misconduct. Howeves, matters will be handled as discreetly and
respectfully as possible. Certain documentation related to the report of investigatory proceedings may
be subject to disclosure in accordance with the Freedom of Information Act. Only documents ot
~ information required to be disclosed by state or federal law will be released to the requesting individual,
agency, or other entity. Documentation will remain on file as tequited by state recotds retention
requirements, after which time they may be destroyed once approval has been received from the State
Records Administeator.

VIII. No Retaliation

The Town strictly forbids tetaliation against employees who: meet the definition of “whistleblower” as
defined m Section IV of this Policy; whom report alleged mapptopriate or illegal conduct as stated in
section ¥, Purpose, of this Policy; or whom pAlthlPatL In mternal ox external investigations related to
reports of alia,gf.d inappropriate or dlegal conduct as statedtin Section I, Purpore, of this Policy. The Town
will not engage in any such retaliation nos will it pesh =e%1ploy rees or public officials to do so. The Town
will not tolerate retaliatory citizen behavior/ acti:’b%; owalds c_mpioyees ox pubhc ofﬁcmls whom have
reported alleged inapproprate or illegal conduct or Pk
and public officials shall report all instances of retaliatic;
this policy.

IX. Resolution

Diqczphnary action up to and mclu
report was made under this Polcy.

T
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Town of Mans..<ld

mShapro

Financial and Operational Controls - Phase [l Testing Procedures and Results st T R st
November 2015 Page 10f 15
Conirol Arsa: Capital Assets Control Document{s): Fixad Asset Procedures Gontrel Date: 811912013
. . . Entity{s): Town, BOE & Region
Contro} Subject:  Fixed Asset Management Updated Accouting 19
Manual Page Number: 35-36
Confrol: Current policies and procedures éuﬁine what qualifies a5 a fixed asset, who is responsible for maintaining fixed Risk Impact: Meadium
* assets, and how to dispose of fixed assets.
7 Risk Probability: Medium
Controf Frequency:  Continuous Sampie Size: 18 Status
Procedure: Testinat fixed assets mest qualification guidelines and are property maintained and recorded. Pass Fail Ntflt Tesied
i3 O

Test

Result Auditor Pass Fail

Confirm that the Accounting Manager and Accountant
have a system for maintaining fixed asset records

and for posting changes fo the general ledger. (
*TEST PASSED IN PHASE 1 - JANUARY 2015%)

Per discussion with the Accounting Manager, all Town, BOE, Region 18, EHMD and Town Management
Service Fund fixed assets are reviewed by the Accounting Manager orr an annual basis. The project team
receivad the 2014 fixed asset reports from the Sage systern and noted the Accounting Manager's signature

and date. All fixed asset changes are recorded to the generai ledger by the Accountant, Conclusion: No S5W |
exceptions noted.

Confirm that fixed assets in the FMS meet the
quazlification guidelines oullined in the Fixed Asset
Procedures document. { *TEST PASSED IN PHASE

“ - JANUARY 2015%)

The project team sampled 26 fixed assets on file between all Town entities and confirmed they adhered to the
gualification guidetines outlined in the Fixed Asset Procedures document. Conciusion: No exceptions noted.

SSW [J
Confirm that fixed asset disposals have an There were 16 fixed assets disposals (4 Region 19 and 12 Town disposals) from July 1st to Oclober 31st
accompanying disposal form with appropriate BlumShapiro received copies of the corresponding Fixed Asset Disposal forms and confirmed that the
sigratures. appropriate request and approval signatures were present. Conglusion: No exceptions noled.
sswW ]
00

\Wigﬁ nyov )
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Financial and Operational Controls - Phase Il Testing Procedures and Results Aunsiten, T B sl

November 2015 Page 2 of 15
Control Area: Cash Management Control Document(s}): Petty Cash Procedures Control Date: ’ A NIA
. Entity(s): Town, BOE & Region
Control Subject: Petty Cash Updated Aceouting . : 19
Manual Page Number: g
Control: The Town enforces withdrawal fimits and approval controls 1o actively manage petty cash accounts. Risk Impact:  High
9 Risk Probability: . High
Control Frequency:  As-Needed Sample Size: 2 Status
Procedure: Testihat granted pelly cash withdrawals do not exceed the enforced withdrawal limit and have appropriate approval Pass Faill NotTested
prior to withdrawal. @ m : D
Test Resuit Auditor Pass Fail
Confirm that individual petty cash withdrawals do not BéumShapwa elected to sample all petty cash withdrawals forthe months of August and October. Lipon review
exceed $100. ( *TEST PASSED IN PHASE 1 - of the supporling documentation and reimbursement vouchers, BlumShapiro noted that no singie wnhdrawal
JANUARY 2015~ was over $100. Conclusion: No exceptions noted. :
SEW 7
Confirm that supervisor approval is evident prior to BlumShapiro noted that all petty cash reimbursement requests had supervisor signed approval. The project
cash advanicements. Ensure petty cash team afso noted that the administrators did not approve their own reimbursements. Conclusion: No exceptions
administrators do not approve their own noted.
reimbursemants. ssw O
For petty cash reimbursements, confirm that original BlumShapiro noted that original copies of receipts were attached to the reimbursements vouchers for sach
receipis are provided and submitted during the fiscal expansed item. The reimbursement vouchers were all reviewed and signed off on by the petty cash
.1 year of the purchase. administrators and the Finance Depariment. Conclusion: No exceptions noted.
s5W ]
Ensure the Petty Cash Administrators compile BiumShapiro reviewed the month-end vouchears for August and Ogatober and confirmed administrator and
detailed reports documenting changes to their Finance Department review and signed approval were evident. Conclusion: No exceptiens noted.
accounts. { *TEST PASSED IN PHASE 1 - JANUARY
2015% : SSW E:}
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Town of Mans...ld BhenShapo

Financial and Operational Controls - Phase Il Testing Procedures and Resuits ey T, Bamon Uiy
November 2015 Page 3 of 15
Control Area: Chart of Accounts Controt Document(s): {Previously) Undocumented Controf Date: N/A
Entity(s): Town

Control Subject: Acsount Management

Updated Accouting

Manual Page Number; 13
Control: The Finance Disector, Accounting Manager and Budgel Analyst ere the only users in the FMS with the ability to add Risk impact: H;’gh
S new accounts to the Chart of Accounis.
12 Risk Probability: Medium
Control Frequency:  As-Needed Sample Size: 25 Status
Procedure: Testthatonly authorized users have the abilily to add naw accounts in the FMS. Pass Fail NotTested
(d [
E
5 Test Result Auditor Pass Fail

Confirm that the Finance Director, Accounting
Manager and Budget Analyst are the only users in the
FMS with the ability to add new accounis.

Per observation of the Admins user access privileges, BlumShapire confirmed that only users in the Advanced,
System and Support users groups have the ability to add new accounts. BlumShapiro noted that all Advanced
users were inactive, all Support users were approved Admins Censultants and that the System users included
the Einance Director, Accounting Manager, Budget Analyst and [T Director, According to the updated SSW 3
Accounting Manual, the IT Director is approved o have these access rights. Conciusion: No exceptions noted.

Confirm that requests for new accounts must be sent
diractly to the Accounting Manager, via email, for
raview, approval and creation.

BlumShapiro efected to sample 25 new accounts added to the chart of accounts from July 1s to October 31st.
Per discussion with the Accounting Manager, ali new accounts for a given month are sent to the Accounting
Manager for review, and then they are approved in batch by the Finance Dirgctor, BlumShapiro received the
emails for the months of July, August, September and October and confirmed that they were sent lo the sswW 3
Accounting Manager for review, and then to the Finance Director for approval. Congclusion: No exceptions
noted.




Financial and Operational Controls - Phase 1l Testing Procedures and Results
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November 2015 ;_ Page 4 0f 15
b
Controt Arpa: Financial Management Control Document(s}: {Previously) Undocumented Control Date: NiA
System Administration :
Entity(s): Town
Contrel Subject: User Administration Updated Accouting 6 z:ty( )
Manual Page Number:
Control: Only authorized employees have administrative rights in the FMS. The Accounting Manager is solely responsible for Risk Impact: - High
1 adding and removing user. .
16 Risk Probability: - Medium
Contrel Frequency:  Continuous Sample Size: 21 Status _
Procedure: Testthat oniy authorized employees have access rights in the FMS to add, remove and modify user settings Pass Fail Not Tested
£ 0
Test Result Auditor Pass Fail
Confirm that access to administrative rights in the BlumShapiro reviewed the System and Suppor! groups and confirmed ali users were either Admins )
FMS is limited to authorized employees only. Consultants, approved Finance Depariment empioyees, or the IT Director. Conclusion: No exceptions noted.
SEW n
Confirm that the Accounting Manager is responsible BlumShapiro noted that there were 13 new access requests (new hires and aclive employee modifications)
for user adminisiration and maintains ail email record | and sight (8) employes terminations that required changes to the FMS between July 1st and Oclober 31st. The
for adding, modifying and removing user access in project team received copies of the Accounting Manager's approval emails for all but one (1) employes
the FMS. termination. Per discussion with the Accounting Manager, the employes {Andrea Epling) was in an elected - ssw 0
position as the Registrar of Voters, and therefore the Accounting Manager knew to remove her from the FMS - ’
without the need for a request email, BlumShapire understands this is 2 unigue circumstance and does not
consider it a break down in controls. Conclusion: No exceptions noted.
Confirm that user administration emails come directly | BlumShapiro reviewed copies of the request emails for the 21 employees and confirmed that all new hires and
from Human Rescurces, termination requests came directly from Human Resources. The project team noted that some email requests
came from Department Heads for those active employees that required modification to their access rights. Per
observation of the updated Accounting Manual, these emails are supposed to come from Depariment Heads. ssw U
Conclusion: No exceptlions noted.
*TEST NOTE: Some Control 16 test procedures were alterad o reflect recommended confrol changes. These
changes were reflected in the updated Accounting Policies and Procedures Manual.
Ly
/""‘x.
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Town of Mansneld

Financial and Operational Controls - Phase I Testing Procedures and Results

November 2015

Page 5of 15

Control Area:

Grant Management

{Praviously} Undocumented Contrel Date:

Control Document(s):

MNIA

. Entity{s}: Town, BOE and
Contrel Subject: Grant Reguesis Updated Accouting . Region 19
Manual Page Number: 3

Control: The Finance Deparment must evaluate all applicant requests for grants before any funds can be accepled. Risk impact: Medium

18 Risk Probability: Medium

Control Frequency:  As-Needed Sample Size: 6 5 Status
p-rocedure; Test that the Finance Department receives and evaluates detailed information regarging requests for grani funds. Pass Fail Not Tested
% (] ]

Test

Resuit

Auditor Pass Fail

Confirm that grant fund applicants provide detailed
information to the Finance Department regarding the
grants they wish to pursue, including the grant's
purpose, the gran{'s provider and the grant's
reguirements.

There were 12 new grants approved by the Finance Department between July 1st and October 318t
BlumShapiro elected to sample six {8). The Budget Analyst provided copies of the emails sent to the Finance
Director by the grant applicants and BlumShapiro confirmed that each emalt contained detailed grant
information, such as the grant application, funding guidelines or other supplemental information. Conclusion:
No exceptions noted.

SEW

Confirm ihat the Budget Analyst perferms a cost-
benefit analysis as pari of the evaluation process.

Per discussion with the Budget Analyst and Finance Directer, the sampled grants were either reimbursement
grants or continued funding grants that were approved in previcus years. Therefore, was no need for a cost-
henefit analysis. The Finance Director als¢ noted that a new Finance Depariment employee (Andrew Howat)
has been hired to assist in developing the cost-benefit analysis process for those future grants that will require
a cost-benefit analysis. BlumShagiro recommends allowing the Finance Director to determine whether a cosi-
benefit analysis is requirad for certain grant funding applications. Conclusion: No exceptions noted.

S5W

Confirm Finance Director, Town Manager or
Superintendent approval before submission of grant
applications to the Town Council or Board of
Education.

BlumShapire received copies of the grant applicant emails for the selected sample and confirmed Finance
Director approval. Conclusion: Ne exceptions noted.

S8W

*TEST NOTE: Some Conirel 18 test procedures were altered to reflect recommended controt changes. These
changes were reflectad in the updated Accounting Policies and Procedures Manual.




Financial and Operational Controls - Phase Il Testing Procedures and Results Aussmta i Saine Db

November 2015 Page 6 of 15
Control Area: Journat Entries ) Control Document{s): {Previously} Undocumented Controt Date: N/A
Entity{s): * Town
Controt Subject: Review Procedures Updated Accouting neityte)
Manual Page Number: 7
Control: All journal entries are reviewed and approved by a supervisor {via email) prior to getting posted to the General Ledger. Risk impact: High
20 Risk Probability: Medium
Controt Frequency: . Conlinuous Sample Size: 30 Status
Procedure:  Testthaljournal entries posted to the General ledger are reviewed and approved prior to posting via email Pass Fail Not Tested
correspondence. : M .
Test Result Auditor Pass Fail

For the Accountant's journal eniries, confirm that the BlumShapiro elected to sample 30 journal entries (10 from the Accountant, 10 from the Accounting Manager

Accounting Manager reviews and approves them via and 10 from the Budget Analyst) between July 1 and October 30. For the Accountant's journal entries, the

email, project team received copies of the Accounting Manager's email approvals for all 10 journal entries.
Conciusion: No exceptions noted. ’ 8w ]

For the Accounting Manager's journal entries, confirm | BlumShapiro elected to sample 30 journal entries (10 from the Accountant, 10 from the Accounting Manager
the Finance Director reviews and approves them via and 10 from the Budget Analyst) between July 1 and October 30, For the Accounting Manager's journal
emaik. entries, the project tleam received copies of the Finance Director's emall approvals for ail 10 journal entries.
Canclusion: No exceplions noted. S5W ]

For the Budget Analyst's journal entries, confirm the BlumShapire elected to sample 30 journal entries (10 from the Accountant, 10 from the Accounting Manager -

Finance Director reviews and approves them via and 10 from the Budget Analyst) between July 1 and Gctober 30. For the Budget Analyst's journal entries, the
email. project team received copies of the Finance Director's email approvals for all 10 journal entries. Conclusion:
No exteptions noted. ssw J
Confirm ail approval emails are archived in Journal Per discussion with the Accounting Manager, BlumShapiro confirmed that all approval emails are archived in
Entry labeled folders within the Finance Section of the | Joumal Entry labeled foiders. Conclusion: No exceptions noted.
FMS.
"TEST NOTE: Some Control 20 test procedures were altered to reflect recommendad control changes. These SSW vl 1

changes were reflected in the updated Accouniing Policies and Procedures Manual.
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Financial and Operational Controls - Phase [l Testing Procedures and Results
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November 2015 Page 7 of 15
Controf Area: Payroll Cont%al Document{s): {Previously) Undocumented Control Date: 8/30/2014
{Audit Team Risk Assessment
) _ ) Notes) Entity(s): Town, BOE & Region
Control Subject: Timekeeping and Payroli Updated Accouting 19
Runs Manual Page Numbes: 28-30
Controt: Employee hours are reviewed and approved prigr to checks being distributed. At this time, standardized timeshests Risk Empact: H;’gh
’ do not exist for each Depariment. :
21 Risk Probability: Medium
Control Frequency:  Bi-weekly Sample Size: 10 Status ;
Procedure; Testthatpayrofi runs are reviewed and approved before employees are paid. Pass Fail MNotTested t
(IR O |
? Test Result ; :
i es esu Auditor Pass Fail

Confirm that Department Heads review, sign and date
employee timesheats prior fo submission to Payroll.

BlumShapire randomly selected a sample of 10 employees for the pay perods beginning on 7/1/15 and

10/21/15. Two {2) of the employess wera Region 19 salaried positions that do not submit timesheets and were

therefore not included. For the two (2) pay periods, the project team condirmed that all imesheets for the

remaining eight (8) employees had Depariment Head approval: One (1) employee (Amy Teemans) did not 85w |
work during the 10/21/15 pay period so no tmesheel was provided. The approvals included signatures and .
dates. Conclusion: No exceptions noted.
Confirm that the Payroll Clerk documenis and signs RiumShapiro received the system generated reporls for the 7/1/15 and 10/21/15 pay periods and confirmed
the review of payrall runs by balancing timesheets to. | that they balanced against the sampled timesheets. The Payroll Clerk's signed approval was evident on the
a system generated report. reporis. Conclusion: No exceptions noted.
SSW U
Confirm that the Accounting Manager reviews and BlumShapiro sampied the Quarterly Federal Tax Returns for Q3-2013/14 and Q4-2013/14 and confirmed
signs 941 tax reports prior to submission. (*TEST review and approval by the Accounting Manager. All managed entities were included. Conclusion: No
PASSED IN PHASE 1 - JANUARY 2015} exceplions noted,
SEW . ]
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Financial and Operational Controls - Phase Il Testing Procedures and Results At Ty B, Cranbing

November 2015 Page 8 of 15
Control Arga: Payroll Controi Document(s): {Previously) Undocumented Controi Date: MNIA
. . Entity(s): Town
Control Subject:  Employes Pay Validation Updated Accouting
' Manual Page Number: 28
Control: The Finance Department performs a pay-period estimate to ensure ihat calculated employee pay is equivalent to Risk impact: High
" whatis entered into the FMS, '
22 Risk Probability: - Medium
Control Frequency: ' Bi-weekly Sample Size: 2 Status
Procedure: Testthat pay period estimates are completed for each payroli run. Pass Fail Not Tested
i O
Test Result Auditor_Pass _Fail
Confirm the Accounting Manager documents, signs BlumShapire received copies of the cash control spreadsheets for the 7/4/15 and 10/21/15 pay periods and
and dales the pay period astimate at the end of every | confirmed a payroll estimate was compieted. The documents were signed and dated by the Accounting
payroli run. Confirm that the pay period estimate is Manager. Conclusion: No exceptions noted. :
validated against the actual payroll totals. S5W D

g | O
o | O
WIS

SN FN T
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Financial and Operational Controls - Phase Il Testing Procedures and Results Ay, i W Crwsabing
November 2015 Page § of 15
Control Area: Purchasing/AP Control Document{s}: (Praviousty) Undocumenied Contrel Date: MNIA
. Entity{s): Town, BOE & Region
Controi Subject: Purchase Order Process Updated Accouting ) : 19
Manual Page Number: 7
Control: Accounts Payable is responsible for maintaining purchasing records and matching checks against corresponding Risk Impact: High
) purchase orders and inveices.
23 Risk Probability: Medium
Control Frequency:  Confinuous Sample Size: 30 Status
Procedure: Review the purchasing process and confirm the proper procedures for recordkeeplng and review are followed. Pass Fail Not Tested
U L
Test Result Auditor Pass Fail

Confirm that the Finance Department keeps record of
all purchase orders and invoices. { *TEST PASSED
IN PHASE 1 - JANUARY 2015%)

Per discussion with the Accounting Manager, the Finance Department maintains copies of all purchase orders,
invoices and checks. Conciusion: No exceptions noted.

SSW 7 M
Confirm that the AP Clerk reviews checks againstine i BlumShapire elecied to sample 30 purchase orders between July 1 and Oclober 30. Of the 30 pusrchase
corresponding invoices and purchase orders prior to orders, eight (8) had not yet received a corresponding invoice or check. The remaining 22 purchase orders had
_sending paymenis 1o the vendor. corresponding invoices and checks that had equal payment amounts. The AP Clerk's signed and dated review
and approval was evident on each PO, Conglusion: No exceptions noted. sow 1
Ensure that only the original invoice is used to Per observation of the 30 sampled purchase orders, BlumShapiro confirmed that original invaices were used
process purchases. ( *TEST PASSED IN PHASE 1 - to process the purchases. Conclusion: No exception noled.
JANUARY 20157
SSW 1

Review purchase orders and confirm the PO numbers
do not contain issuer name or departiment name. (
*TEST PASSED IN PHASE 1 - JANUARY 2015%)

Per pbservalion of the 30 sampled purchase orders, BlumShapiro confirmed that the PG numbers did not
contain issuer name or department name, Conclusion: No exceptions neted.

SSW 1:;
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Page 10 of 15

Control Area: Purchasing/AP Controt Document(s): (Previously) Undocumented Control Date: NF&,
. ) Entity(s): Town, BOE & Region
Control Subject: Purchase Order Processing Updated Accouting - ntity(s) 19 g
Manual Page Number:
Control: Accounts Payable is responsible for maintaining purchasing recerds and matching checks against corresponding Risk Impact: High
purchase orders and invoices,
23 Cont. Risk Probability: High
Contrel Frequency: * Continuous Sample Size: 30 Status -
Procedure; Review the purchasing process and confirm the proper procedures for recordkeeping and review are followed. Pass Fail NotTested
, O O
Test : Resuit Auditor Pass Fail
Confirm the Accounting Manager performs a BlumShapiro noted that the Accounting Manager's signed and dated approval was evident on each sampled
sacondary review of checks against corresponding PG. Conclusion: No excepiion noted.
invoices and purchase orders - signature and date
raquired. SSW 7 M
Confirm that the vendor file and purchase order BtumEhapiro received a copy of the entire Mansfield vandor file and confirmed with the Accounting Manager

thresholds have been reviewed and are appropriate. that it had been revigwed this quarter. The Accounting Manager signed and dated the review. BlumShapiro
recommends that the Accounting Manager review a sample of the vendor file each quarnier instead of the entire
file. This will help to ensure a more guality review is performed. Conglusion: No exceptions noted. ssw ™

Note: Per discussion with the Accounting Manager, some Departments are not following the updated
purchasing process and are receiving vendor invoices prior to getting a PO approved. BlumShapire
rgcommends that the Finance Department continue to monitor those departments and 1ake corrective action
as deemed necessary. C? Ul

*TEST NOTE: Seme Controi 23 test precedures wers altered to reflect recommended control changes. These
changes were refiected in the updated Accounting Policies and Procedures Manual,
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November 2015 Page 11 of 15
Control Area: Purchasing/AP Controi Document{s): Board of Education Fiscat Control Date: NIA
Management and Best Vailue
: Method Sourca Selection Eatity(s): Town, BOE & Region
Control Subject: Expensive Purchases Updated Accouting ) : 18
Manual Fage Number: 122

Control: The Finance Directer must review and approve purchases in excess of $5000. Risk Impact: High

24 Risk Probability: Low

Control Frequency:  As-Needed Sample Size: 10 Status
Procedure: Testthat purchases in excess of $5,000 are approved by the Finance Director. Pass .Fail Nof Tested
g [

| Test

Result

Auditor Pass Fail

Confirm that the Finance Director reviews and signs
off on purchase orders in excess of $5,000, (*TEST
PASSED IN PHASE 1 - JANUARY 2015%}

BiumShapiro elected to sample 10 purchase orders in excess of §5,000. The project team reviewed a copy of
each PO and confirmed the Finance Director's signed and dated approval. Conclusion: No exceplions noted.

SSW [ ™
Confirm that a completed Bes{ Vaiue Method Source Of the 10 sampied purchases in excess of §5,000, eight (8) of them were aiso over $7,500. All but one (1)
Selection form is attached to purchase orders in purchase order had a completed and signed Best Vaiue Method Source Selection form. Per discussion with
excess of $7,500 for purchases that do notgo cut to the Accounting Manager, PO #3G5451s a regocurring service charge with an original PO dale of 12/712.
bid and are not reoccurring service charges. Therefore, a completed form was not required. Conclusion: No exceptions noted. S5W ™ [
“TEST NOTE: Some Control 24 test procedures were aftered 1o reflect recommended control ghanges. These
changes were reflected in the updated Accounting Policies and Procedures Manual.
0 L
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November 2015 Page 12 of 15
Contrel Area: Purchasing/AP Control Document(s): {Previously} Undocumented Control Bate: 6/30/2014
(Audit Team Risk Assessment
Notes) Entity(s): Town, BOE & Region
Control Subject: Purchasing Card Expense s ityls) ' g
. Updated Accouting 959 18
Reporting Manual Page Number: -24
Control: Employees granted P-Cards are required to disclose their nﬁonthiy spending fo the Finance Deparment. Risk Impact; High
28 Risk Probability: Medium
Control Frequency:  Monthiy Sample Size: 10 Status
Procedure:  Testthat cardhoiders submit evidence of expenditure in order to disclose their spending to the Finance Department. Pass Fail Not Tested
% | O
Test Resuit Auditor Pass Fail
Ensure that the Firance Department reviews, signs Blum$hapiro elected to sample 10 p-card holders for the months of July and September. The project team
and dates the expense reports prior to creating the noted that two (2} empleyees ¢id not have p-card expenses for the month of July and one (1) employee did not
journai entry. have expenses for the month of September. BlumShapire reviewed each expenses report and confirmed
signed and dated review and approval by the Finance Depariment. Conclusion: No exceptions noted. sswW ]
Confirm a completed review of ail terminated BlumShapire received a list of all current sardholders and confirmed with the Budget Analyst that it had been
employees against p-card hotders. reviewed to ensure all cardholders were active and approved employees, In addition, the iist contained a
breakout of each cardhclder's prior spending limits against thelr revised spending limits for the year.
Conclusion: No exceptions noted. S5W , []
Condirm that p-card purchasing limits {monthiy and BlumShapire received a list of all current cardholders and confirmed with the Budget Analyst that it had bean
one-time) are reviewead on an annual basis. reviewed 10 ensure all cardhelders were active and approved employees. In addition, the fist containad a
breakout of each cardhoider's prior spending limits against their revised spending limits for the vear.
Conclusion: No exceptions noted. ssw U
“TEST NOTE: Some Controf 28 test procedures were aliered to reflect recommended controf changes, These
changes were reflected in the updated Accounting Policies and Procedures Manual,
0 d
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Financial and Operational Controls - Phase Il Testing Procedures and Results oy T Tk Crasnlig
November 2015 Page 13 of 15
Control Area: Student Activity Fund Control Document{s): Region 18/Mansfleld Board of Control Date: 1011302011
Education Fiscal Management
. Entity{s) Town, BOE & Region
Caontrol Subject: Fund Management Updated Accouting . 19
Procedures Manuat Page Number: 36-37
Control: The Superintendent's Office and the Finance Department are responsible for overseeing the account. Only authorized Risk Impact: High
' employees are allowed (e sign account checks. The Superintendent's approval is required for manth-end account )
31 replenishient. Risk Probability: High
Control Frequency:  Continuous Sample Size: 3 Status
Procedure:  Testthatthe proper controls and approvals are in place o acﬁvely rmanage the Student Activity Fund. Ensure funds Pass Fail NotTested
are not being disbursed without review and approval, Confirm a monthly account reconciflation is performed. . vl O O
{
g Test Result Auditor Pass Fail

Confirm the Student Activity fund is a single signature | Per discussion with the Accounting Manager, Region 19 and Mansfield BOE each have thelr own Student
checking account and only individuals as directed by Activity account. Both accounts are set up as single signature checking accounts. The Accounting Manager

the Superintendent are authorized to sign the 1 confirmed that only individuais assigned by the Superintendent are authorized to sign the checks. BlumShapiro )
checks. {*TEST PASSED IN PHASE 1 - JANUARY racommends that the Superintendent clearly document individuals who have signing privileges. Conclusion: SsW O
20115% No exception noted.

Confirm that the Finance Department recoriciles bank | BlumShapiro reviewed the Region 19 and Mansfield Middie Scheol student activities funds for the months of
statements, Activity Collection forms, reimbursement | July, August and September (October not yet reconciied). For both accounts, the project tsam confirmed that
vouchers and individual school ledgers on a monthly the bank statements, school ledgers, copies of disbursement checks and reimbursemnent vouchers were alf

basis. Confirm schooi Principals sign the school reviewed and approved by the Finance Department. Per discussion with the Accounting Manager, the schoob e N
ledgers and that the two employees signing for the side and Finance Depariment signalures were all appropriate due fe job function. Conclusion: No exceptions
Activity Coltection forms are appropriate. noted.

Confirm that the schools submit a month-end voucher | Per obssrvation of the July, August and September reimbursement voushers, BlumShapiro noted that copies

{PO) to replenish the accounts. Sample menth-end of the checks on the bank stalements were compiled with the POs. All checks drawn were signed and none
vouchers and confirm copies of the checks drawn are | were writlen out to "blank”. The vouchers were appropriately approved for disbursement. Conclusion: No
attached, signed, not written aut to "blank”, and that exceptions noted. 55w O

the Superintendent approved the voucher,

*TEST NOTE: Some Conirol 31 test procedures were altered to reflect recommended control changes. These
changes ware reflected in the updated Agcounting Policies and Procedures Manual.
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Control Area: Athletic Activity Fund Control Documentis): Region 19/Mansfield Board of Control Date: 1071372011
Education Fiscal Management
. : Entity(s)h: Town, BOE & Region
Controf Subject: Fund Management Updated Accouting , 19
Procedures Manual Page Number: 36-3
Control: The Superintendent's Office and the Finance Department are responsible for overseeing the account. Only authorized Risk Impact: High

employees are aliowed:to sign account checks. The Superintendent's approval is required for month-end account

32 replenishmant.

Risk Probability: High

Controi Frequency: © Continuous Sample Size: 3 Status
Procedure; Testthat the proper conirels and approvals are in place fof actively managing the Athletic Activity Fund. Ensure funds Pass Fail Not Tested
are not being disbursed without review and approval. Confirm an account reconciliation is performed. m 3

Test

Result

Auditor Pass Fail

Confirm the Athletic Activity fund is a single signature
checking account and only individuals as directed by
the Superintendent are authorized to sign the

Per discussion with the Accounting Manager, Region 19 and Mansfield BOE sach have their own Athletic
Activity account. Both accounts are set up as single signature checking accounts. The Accounting Manager
confirmed that only individuals assigned by the Superintendent are authorized to sign the checks. BlumShapiro

checks. (*TEST PASSED N PHASE 1 - JANUARY | recommends that the Superintendent clearly document individuals who have signing privilegas. Conclusion: S5W M
2015% : No exception noted.
Confirm that the Finance Department reconciles bank | BlumShapirc reviewed the Region 19 and Mansfield Middle School athletic activities funds for the months of
stalements, Activity Collection forms, reimbursement | July, August and September (October not yet reconciled). For both accounts, the project team confirmed that
vouchers and individuai school ledgers on a monthly the bank statements, school ledgers, copies of disbursement checks and reimbursement vouchers were all
basis. Confirm school Principals sign the school reviewed and approved by the Finance Department. Per discussion with the Accounting Manager, the school- SEW i
ledgers and that the twe employees signing for the side and finance depariment signatures were all appropriate due to job function. Conclusion: No exceptions
Activity Collection forms are appropriate. noted. :
Confirm that the schools submit a month-end voucher | Per observation of the July, August and September reimbursement vouchers, BlumShapire noted that copies
(PO) to repienish the accounts. Sample month-end of the checks on the bank statements were compiled with the Pos. All checks drawn were signed and none
vouchers and confirm copies of the checks drawn are | were written out to "blank". The vouchers were appropriately approved for disbursement. Conclusion: No o
attached, signed, not written out to "biank”, and that exceptions noted. Sew bl J
the Superintendent approved the voucher.

*TEST NOTE: Some Conirol 32 test procedures were alfered to reflect recommended control changes. These

changes were reflected in the updated Accounting Policies and Procedures Manual.

0y o
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Controi Area: Vendor Management Contrel Document{s): (Previously) Undocumented Control Date: NIA
. . Entity(s): Town, BOE and
Centrol Subject: Adding new vendors to file Updated Accouting Region 19
’ Manual Page Number: 28
Control: The Finance Depaniment is responsibie for reviewing and appraving all requests for new 3rd parties to be added to Risk Impact: High
! the vendor file of the FMS.
34 Risk Probability: Medium
Control Frequency:  As-Needed Sampie Size: 25 Status :
Procedyre; Testthat ali requests for new vendors are made via emait and approvad by the Finance Depariment only. Pass Fail Not Tested
O O

Test

Result

Auditor Pass Fail

Confirm that alf approved requests for new vendors
are made via email,

BlumShapire elected 10 sample 25 new vendors between July ist and October 31st. The project team received
copias of all of the request emails sent to the Accounting Manager for review and approval. Alt emails also
included the relevant Depariment Meads. Cenclusion: No exceptions noted.

SSW 3
Confirm that the Accounting Manager or Finance BlumShapiro elected to sample 25 new vendors between July 1st and October 31st. The project team received
Director approves a new vendor pefore it Is added 1o copies of all of the request emails sent to the Accounting Manager for review and approval. All emails alse
the vendor file. Ensure the appropriate Department included the relevant Department Heads. Gonclusion: No exceptions noted,
Head is copied on fhe email. ssw N
Confirm the vendor file is reviewed on a quarierly SlumShapiro raceived a copy of the entire Mansfield vendor file and confirmed with the Accounting Manager
basis and that the review gets signed and dated by that it had been reviewed this quarier. The Accounting Manager signed and daled the review. BlumShagiro
the Finance Director or Accounting Manager. recommends that the Accounting Manager review a sample of the vendor file each quarter instead of the entire

file. This will help to ensure a more quality review is perfarmead. Gonclusion: No exceptions noted. ssw vl Ll

*TEST NOTE: Some Control 34 test procedures were altered to reflect recommended control changes. These
changes were refiected in the updated Accounting Policies and Procedures Manual,
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TOWN OF MANSFIELD
POLICY MEMORANDUM
To: All Town Employees
From: Matthew W. Hart, Town Manager
Date: . PecemberX;-20145-January XX, 2016

Subject: Fraud Policy

I. Purpose
The Town of Mansfield recognizes the importance] jﬁi}piotecting the organization, its taxpayers, ifs

employees and its assets against financial risks, opé%”nal breaches and unethical activaties. Therefore,
the Town will clearly communicate the fraud px ﬂ%%ggn policy to both internal and external customers,
vendors and employees.

i

@“f‘?

The impact of misconduct and dishonesty may include:
The actual financial loss incurred i
s Damage to the reputation of our Gty Town and our emp: S
e Negative publicity

e The cost of investigation

® Loss of employees
* Loss of public confidence
e Dainaged relationships with out contractors and suppliers

‘.

Mansfield is commificd i égnce detection and correction of misconduct and dishonesty. The
discovery, reporting and ‘on of such acts provides a sound foundation for the protection of
innocent parties, the taking Of disaiy i ary action agamst offenders up to and including dismissal, where

appropriate, the referral to 12 @ iforcement agencies when watranted by the facts, and the recovery of
assets.

II. Zero Tolerance Policy

The Town of Mansfield has adopted 2 zero tolerance policy regarding fraud. No employee of the Town
shall temove any Town of Mansfield assets from the property, misuse any Town assets for one’s personal
gain, or willfully misappropriate any Town of Mansfield asset. Any evidence supporting fraud, theft or
embezzlement of Town of Mansfield assets and equipment may be subject to the following actions
including but no limited to: suspension, termination, restitution and criminal charges. Any Town of
Mansfield employee who is awate of fraud being committed against the Town by anyone shall
immediately report such activity to any one of the following people:

....24._...
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Your supervisor o manager; ot

The Assistant Town Manager; or

The Town Manager; ot _

In the case of an Ethics Code violation, the Town’s Ethics Board.

[1%. Effective Date
This policy shall be effective immediately and shall remzain in effect untll revised o rescinded.

IV. Prohibited Acts
Fraud is defined as an intentional deception, misappropriation of resources ot the manipulation of data
to the advantage or disadvantage of a petson ot entity. Some exagiples of fraud include:

V.

>

Falsification of expenses and invoices

B. Authorizing ot receiving compensation for goods ngf ed or services not pesformed

C. Theft of cash or fixed assets -

D. Alteration or falsification of recoxds

F. Failute to account for monies collected

F. Knowingly providing false information on job applications

G. Authorizing or receiving compensation for hours not wotked

H. Embezzlement, bribery or conspiracy

Reporting of Fraud

A. Bmployees shall read and under olicy. Additionally, suspected ot known fraudulent

acts by employees shall be repost
reason to believe that their Deparin
Assistant Town Manager or Town Ma
Supervisors shall a) communicate the p:
without consulting the Departonent Hea
there is evidence of wrong-doing; and d) 1f
the Assistant.Lown Manager.
ds shall communicate any suspécted ot known fraudulent act to the Assistant
ssistant Town Manager will notify the Town Manager of each reported
oW Manager abreast of the investigation. Should a report of suspected
[t ‘ig;own Manager, the Assistant Town Manager will notify the Mayor of

pective Department Head. If the employee has
i be involved, the employee shall notify the

: gﬁcy to all staff; b) take no action
ecommend appropriate disciplinary action when
form of discipline is recommended, consult with

In the ca ode violation, employees may teport suspected or known
fraudulent a %@ﬁrn’s Ethics Board.

All participants ’é%é@%vestigation shall keep the details and results of the investigation
confidential.

Any employee reporting an act of fraud in good faith, or assisting, testifying ox participating in
a fraud investigation, acting in accordance with the requirement of this policy, shall not be subject
to any adverse employment action unless it is determined the employee is culpable for such action
and/or made an allegation knowing it was false. Examples of adverse employment action include,
but are not Jimited to, discipline, suspension, threatening to discipline or suspend, coercion, acts
of intimidation and fiting. '
Any reports received by the Town of alleged inappropriate or illegal conduct of a Mansfield Board
of Education employee or public official will be referred to the Mansfield Boasd Feaeatios
Superintendent of Schools, but if the alleged conduct involves the Superintendent of

Schools, the matter will be referred to the Chairpetson of the Board of Education.
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VI. False Allegations
False allegations of suspected fraud with the intent to disrupt or cause harm to anothet may be subject
to disciplinary action up to and inchiding termination of employment.

VIIL. Deterring Fraud and Corruption

The Town has established internal controls, policies and procedures in an effort to deter, prevent and
detect fraud and corruption. Preferred candidates ate subject to background investigations that may
include but are not limited to criminal background check{s) pursuant to Chapter 7.2 of the Town’s
Personnel Rules. Craminal background checks are conducted on all preferred candidates for positions
that collect money or have access to the Town’s bank accounts, work with children, work with the
frail/elderly, wotk in code enforcement, and public safety positions.

All vendors, contractors and suppliers must be active, in good standing and authorized to transact
business in the Town of Mansfield. Vendors, contractors, and suppliers may be subject to screening,

including verification of the individual or company’s status 2s a debarred pasty.
)

i1 may contain a provision prohibiting fraudulent

gepoxting fraud and corruption.

When necessary, contractual agreements with thed
or corruptive acts and will include mformation a

Town employees will periodically receive ethics, fr
employees will receive notification of this policy and the Tt )
may be qmended from time to time, as part of theix new hir

VIII. Corrective Action
Final determination regar
have committed fraud of '

gn 0 against an employee, vendor ‘i&”%@ytent or other person fouad to
i '%gmu be made by the Town Manager.
it ?%;e treated in a similar manner regardless of their position or years
ill be made based on 2 finding of facts in each case, actual

etitminal. Dependmg on the nature and § nty of the offense or offenses, more sesious dxscxphne
up to and including termination may be fssued without lower levels of discipbine having been
issued. procedures outlined in their relevant collective bargaining agreements ot the Town’s
Personnel Rules as applicable. When it is determined that fradulaent activity has occurred,
appropriate legal action, either civil or criminal may be pursued.

o P e




TOWN OF MANSFIELD

POLICY MEMORANDUM
To: All Town Employees
From: Matthew W. Haxt, Town Manager
Date: Deeenibes30¢,-2045—January XX, 2016

L Purpose

orkplace with high standards of business and
csponsibilities. It is the policy of the Town of
e required to report verbally or in wiiting to their
., or TowmManager, evidence of activity by an

personal ethics in the conduct of their duties an
Mansfield that employees and public officials shal
supervisor, department head, Assistant Town Ma;
employee ot public official as it relates to thei offictal dv
on ot off duty, constituting:
e Illegal activity thatisa viclation of local, state or
e Fraud
o Theft

ce of state, federal or local resotifces, such as but not hmated to
: fs%gciﬁc c?a %er to the public health and safety;
D ' waste of monies, or gross abuse of authoity as it relates to their
employee ot public official;
dated May 29, 2012, as it may be amended from time

of Manstield that employees and public officials should be free of
” ”:jsaxéing to management about mattets of public concern, including
ddings related to alleged inapproptiate or illegal conduct of an
Dolicy is intended to encourage and enable employees and public

o

employee or public officialy
officials to rajse serious conce

I Effective Date
This policy shall be effective immediately and shall remain in effect until revised or rescinded.

I11.  Apphcability

This policy is applicable to employees and public officials of the Town of Mansfield. “Employees” and
“public officials” are defined in the Town’s Bihics Ordinance dated May 29, 2012, as it may be amended
from time to time.
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IV.  Definition of Whistleblower

A whistleblower, as defined by this Policy, is an employee or public official of the Town of Mansfield
who, in good faith, reports alleged inappropriate or illegal conduct of an employee or public official as it
relates to their official duties for the Town of Mansfield, as stated in Section I, Purpose, of this Policy.

The whistleblower, unless that person is an assistant departiment head, department head, Assistant Town
Manager, or Town Manager, has neither the authority, nor the responsibility, for investigating any
questiopable activity of for determining fault or corrective measures.

Anyone reporting a violation must act in good faith, and have reasgnable grounds for beleving that the
mformaton shared in the report indicates that a violation has oe; "%ﬁ However, if it is determined
that the the individual reporting the conduct has enga conduct that violates this policy,
then that individual shall not be defined as a whistleblogw: gl refore, whistleblower protections
outlined in this Policy will not be afforded to them. %

V. Repoxting Procedum

&
&

Assistant Town Manager Should a report of inappropriate or 111egal conduct as stated in Section
I, Purpose, of »;;’ohcy be made against the To(%& anager, the Assistant Town Manager will
i A i .

; ‘Wetfﬂd% ch reported incideat. . ©y :

-s of alleged inapproptiate or dllegeal conduct sertously. All reports
trially and discreetly. Once a complaint is received, an investigation

public officials have a duty ané¥ate obligated to participate in investigations when asked Investigation
of such matters will usually entail confetring with involved parties and any named or apparent witnesses.
Where investigation confizms that inappropdate ot illegal conduct has occurred, the Town will promiptly
take cotrective action. In all cases every effort will be made to ensure that the principles of due process
of law are afforded to every respondent. In this context, depending on the circumstances, due process
inciudes, but is not limited to, the right to sufficient notice of the claims against the respondent and the
oppottunity to rebut the allegatons of the complaint before an impartial decision maker.

When it is determined that corrective action is appropriate, discipline up to and including dischazge
from Town service, banning from Town facilities or property, or other appropriate legal action may be

#nplemented initiated by the Town mr&eﬁheﬁ%p@ﬂdﬁﬁ%&@ﬁ&phﬁﬁ%ﬁ%d&ﬁlﬁﬁcﬁ&ﬁwﬁ%
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side-of-theease, and—to-rebut-the-claims—smade-against-hiraor-her. Depending on the natute and

severity of the offense or offenses, moze serious discipline up to and including termination may
be issued without lower levels of discipline having been issued. Discipline of employees will be
issued in accordance with procedures outlined in their relevant collective bargaining agicements
or the Town’s Personnel Rules as applicable.

Any reports received by the Town of alleged inappropriate or illegal conduct of a Mansfield Board of
Education employee or public official will be referred to the Mansfield Beasd—of-Edueation
Superintendent of Schools, but if the alleged conduct involves the Superintendent of Schools, the
matter will be referred to the Chairperson of the Board of Education.

VII. - Confidentiality

Confidentiality and aponymity can’t be guaranteed to employees and public officials who have made a
report of alleged inappropriate or llegeal conduct, not to individuals participating in investigatory
proceedings related to the alleged misconduct. Howgver, matters will be handled as discreetly and
respectfully as possible. Confidentiality will begb jintained to the extent permissible undes
Connecticut Freedom of Information laws ttain documentation related to the zeport or
investigatory proceedings may be subject to discleiite in accordance with the Freedom of Information
Act. Only documents or information required to I ate o federal law will be released to
the requesting individual, agency, or other entity. [Doctiy il remain on file as required by state
records retention requirements, after which time they may

from the State Records Administrator.

oyed once approval has been received

VIIL. No Retaliation
The Town strictly forbids
defined in Section 1V of:

ion against employees who: meet t efinition of “whistleblower” as
om repott, in good faith, a}lege\c‘i“mappropriate ot legal conduct
olicy; ot whom pazficipate 1 intetnal or external investigations
te or illegal conduct as stated in Section Puspose, of this Policy.
Jiation nor will it permit employees or public officials to do so.
sehavior/actions towards employees or public officials
lleged 1 siate or illegal conduct or participated in & related
e, officials shall report all instances of retaliation to one of the

investigation. Al employees and pu
individuals listed in Section V of this Pol

1X. Resolution

When the investigation is complete, the employee or public official who initiated the repost will be
informed, to the extent approptiate and allowable by law, of the results of the investigation. If it is
determined that inapproptiate or illegal conduct has occurted, the Town will act promptly to cotrect ot
eliminate the offending or illegal conduct, and if appropsiate, will impose disciplinary action, up to and
including termination.

X. False Reports

Disciplinary action up to and including termination may be imposed if the Town detesmines that a false
reportwas made under this Policy. Depending on the nature and severity of the offense ot offenses,
more serious discipline up to and including tetmination may be issued without lower levels of
discipline having been issued. Discipline of employees will be issued in accordance with
procedures outlined in their relevant collective bargaining agreements ox the Town’s Personnel
Rules as applicable.
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Tlemby

INTEROFFICE MEMORANDUM

TO: MATTHEW HART

' FROM: CHERIE TRAHAN
SUBJECT: SALARY BUDGET TRANSFERS 2015/2016
DATE:  JANUARY 5,2016

The proposed salary budget transfers for the fiscal year 2015/2016 are listed below. A brief
description of the requested transfers over $1,000 is detaled below. The net result is a decrease of
$69,990 which will be transferred to the Contingency account, bixinging the balance available for
unanticipated costs to $174,990. The majority of the decreases are due to temporaty position
vacancies within depattments.

»

Municipal Management — Inctease - $6,730 — Increase due to temporary coverage for a
medical leave.

Human Resources — Increase $2,400 — Increase for additional part-time houts to assist with
office coverage and increased workload due to numerous tecruitments.

Town Cletk — Decrease §10,050 ~ Dectease due to the vacant Assistant Town Clerk
position. This position is anticipated being filled in March, 2016.

Accounting & Disbutsements — Decrease $8,220 — Dectrease due to delay in hiring new
Accountant.

Animal Control - Decrease $3,110 — Dectease due to the temporaty vacancy of the Assistant
Animal Conttol Officer position.

Public Works Administration — Decrease $6,670 — Decrease due to the delay in hirng the
Public Works Specialist position. This position is anticipated being filled in Mazch, 2016.

Public Works Road Services — Decrease $17,590 — Decrease due to the retirement of a crew
leader replaced with a laborer at a lower grade.

Public Works Grounds Maintenance — Decrease $6,670 — Decrease due to delay in hiring
new Laborer.
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Facilities Management — Dectease $5,040 — Dectease due to the delay in hiring the Public
Works Specialist position (shated position between the two departments). Also, savings
from a medical leave of absence was offset by the hiring of a temporary employee to partially
backfill that vacancy.

Youth Services — Decrease $16,370 — Decrease due to the current vacancy in the Youth
Services Counselor position. This position is anticipated to be filled in March, 2016.

Senior Center — Decrease $9,860 — Dectease due to the temporary vacancy of Program
Coordinator position.

Planning Administration — Increase $3,490 — Increase due to the payout of earned time to
retiring employee. In addition, reflects a transfer of $13,990 from salasies (charged to HUD
grant) to Professional and Technical Setvices for Goody Clancy & Associates contract for
work remaining.
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|
TOWN OF MANSFIELD

SALARY TRANSFERS
FY 2015/2016

ADJUSTED
CCOUNT NUMBER DEPT OBJECT APPROP | ESTIMATED | INCREASE | (DECREASE}| APPROP
1111100] 51111 {06 {Municipal Gther 720 720 - - 720
1112100] 51601 | 06 {Municipal Regular 211,680 207,970 - {3,710y 207,970
1112100] 51603 | 06 Municipal Temporary - 11,160 11,160 - 11,160
1:12200] 51601 | 06| Parsonnel Reguiar 54,420 84 420 - - 54,420
1112200| 51602 | 06 |Personnel Part time (B) 34,310 36,310 2,000 - 36,310
1]12200] 81603 | 06 |Personnel Temporary 4,890 2,280 400 - 2,280
1114200; 51604 | 06|Registrars Elected Officials 36,600 36,600 - - 36,600
1114200 51605 | 06 |Reqgistrars Part time 1,400 1,400 - - 1,400
1115100 51201 | 06| Town Clerk Regular - CSEA 104,940 94,880 - (10,050) 94,890
11151001 51801 | 06{Town Clerk Regular 91,140 91,146 - - 91,140
1116100} 51601 | 06 [Fipance Adm Regular 130,510 130,570 60 - 130,570
1116200} 51201 [ 06 |Acclg & Disb, Regular - CSEA 83,520 83,520 - - 83,520
1116200} 51205 | 06| Acclg & Disb. OT-Straight Time CSEA 250 250 - - 250
1116200} 51601 | 06]Acclg & Dish. Regular 126,080 117,860 - (8,220) 117,860
1116300} 51201 106 {Revenue Coll Regular - CSEA 108,330 104,650 “ (3,680} 104,650
1116300] 51205 | 06 |Revenue Coll OT - Siraight Time CSEA 500 500 - - 500
1116300! 51603 | 06 Revenue Coll Temporary - 5,120 5,120 - 5,120
1116300{ 51605 | 06 |Revenue Coil Part-time NB 18,400 17,430 - {970} 17 430
1]16402| 51201 | 06 Assessment Regular - CSEA 213,110 213,110 - - 213,110
11184021 51204 108 Assessment OT -1 1/2 CSEA 506 500 - - 500
11164021 51205 |06 Assessment QT - Straight ime 1,500 1,500 - - 1,500
1121200| 51202 | 06 [Police Serv Part time - CSEA - B 33410 33,410 - ~ 33,410
1121200] 51302 | 06 Police Serv Part time - NB 15,346 15,340 - “ 15,340
$1213001 51201 113 Animal Cnirl Regular - CSEA 50,990 60,980 - - 69,920
1121300| 51202 | 13 [Ahimatl Cntl Part fime - CSEA - B 24 430 12,130 - (12,300) 12,130
11213007 51204 | 13 | Animal Cnitsl OT - 11/2 CSEA 790 790 - - 750
1121300} 51603 | 131Animat Cnirl Temporary - 8,640 8,646 - 8,640
1121300} 51605 | 13iAnimal Cnirl Part-fime NB - 550 550 - 550
1i22101] 51201 | 06iFire Marshali Reguiar - CSEA 12,680 12,680 - - 12,680
1122101] 51205 } 06 Fire Marshalt OT Siraight Time - CSEA 1,500 1,500 - - | 1500
122101} 51508 06| Fire Marshal Volunteer Incentive Prg. 4,500 4,500 - - 4,500
1122101} 51601 | 06| Fire Marshall Regular 84 160 84,160 - w 84 160
1122155] 51046 : 06 [Fire & Emer Sve  |Ambulance Serv. Fund Deduction (24,300} (24,900} - - (24,900)
1122155] 51508 | 06|Fire & Emer Svc  |Volunteer Incentive Prg. 63,675 63,675 - - 63,675
1122155 51601 | 06|Fire & Emer Svc  |Regular 168,410 168,410 - - 168,410
1122160] 51501 [ 16(Fire & Emer Svc  [Regular 885,920 813,280 - (72,640 813,280
1122160 51503 | 16|Fire & Emer Svc_|Part time 226,530 226,530 - - | 226,530 |
1122180 51504 | 16|Fire & Emer Svc | Training 25,000 250001 - ~ 25,000
122160 51508 | 16 |Fire & Emer Sve {OT -1 1/2 160,800 233540 | 72,640 - 233,540
1123100 51201 [06|Emer Mgmt Regular CSEA - 12,680 12,680 - - 12,880
1123100 51204 | 06|Emer Mgmt OT - 1 1/2 CSEA 2,000 2,000 - - 2,000
1123100} 51601 | 06 |Emer Mgmt Regular 48,160 48,160 - - 48,160
1130100 51201 { 06 |PW Admn. Regular - CSEA 40,850 25,160 - {15,790) 25,160
1130100 51601 | 06 {PW Admn. Regular 125,490 126,170 880 - 126,170
1130100 51602 [ 06|PW Admn. Part fime 2,530 10,970 8,440 - 10,870
1130200; 51201 | 07 |PW Oper. Regular - CSEA - 25,720 25,720 - - 28720
1130200} 51601 | 07 |PW Oper. Regular 96,700 96,700 - - 96,700
1130300; 51401 [ 07 |Road Serv. Regular 604,930 587,340 - (17,590) 587,340
1|30300; 51402 | 07 [Road Serv. oT-11722 15,000 15,000 | - - 15,000
1]30300; 51603 | 07 |Road Serv.  |Temporary 21000 21,006 - - 21,000
1130400} 51401 | 07 |Grounds Maint Regular _..306,600 | 299 930 - {6,670) 299,830
1]30400] 51402 |07 |Grounds Maint _ |OT-112 1" "18500 18,500 T P X0
11304007 51603 | 07 |Grounds Maint Temporary | 21,000 21,000 - - 21,000
1/30600} 51401 |07 |Equip. Maint Regular 188,790 188,790 - - 188,780
1{306800| 51402 | 07 |Equip. Maint OT-112 4,400 4 400 - - 4,400
1]30700] 51201 |06 |Engineering Regular - CSEA 168,100 168,100 - - 168,100
1130700] 51605 | 06 |Engineering Part time NB 28,800 28,800 - - 28,800

~32—




TOWN OF MANSFIELD

SALARY TRANSFERS
FY 201572016
ADJUSTED
ACCDUNT NUMBER DEPT OBJECT ARPPROP | ESTIMATED | INCREASE | {DECREASE)] APPROP
1111 30800] 51201 | 06 |Building Insp Regutar - CSEA 133,760 119,170 - (14,590) 119,170
1111 30800( 51205 ;06 |Building Insp OT Straight Time CSEA 10,320 10,320 - - 10,320
1111 30800] 51601 |06 |Building Insp Regular 111,840 111,840 - - 111,840
1111 30800] 51603 | 06| Building Insp Temporary 30,590 44,900 14,310 - 44 500
111130200 51103 |06 {Facilities Mgmt Maini, Personnel 201,070 196,440 - {4,630) 196,440
11130900 51113 | 06| Facilittes Mgmt Substiiuies 2,440 6,440 4,000 - 6,440
111]309001 51120 | O6iFaciliies Mgmt OT Biraight Time 2,300 2,300 - - 2,300
111130900 51121 | 06]Faciliies Mgmt  |OT Double Time 1,000 1,000 - - 1,000
1111 30000| 51122 | 06 {Facilities Mgmt 10T -1 1/2 14,000 14,000 - - 14,000
111130804 51201 | 06|Facilities Mgmt Regular CSEA 33,160 25,360 - (7,800) 25,360
111] 309G0| 51601 | 06|Facilities Mgmi Regular 101,780 82,460 - {18,320} 82,460
117130900] 51603 |06 |Facilitles Mgmt Temporary - 22,710 22710 - 22,710
111142100) 51201 | 06{Human Services {Reguiar - CSEA 120,870 120,870 - - 120,970
1111421001 51601 |08|Human Services jRegular 108,900 106,800 - - 106,800
1111422101 51027 |06iYouth Serv YS Grant (16,340) (16,340} - - (16,3403
1111422301 51118 |06iYouth Serv Temporary 1,500 1,500 - - 1,500
1111422101 51201 | 06{Y outh Serv Regular - CSEA 131,440 112,090 - (19,350) 112,090
111]42210] 51602 | 06 Youth Serv Part-time (B} 23,090 17,180 - {5,910 17,180
111142210 51605 1 06{Youth Serv Parf-time (NB) - 8,850 8,890 - 8,890
111142300] 51028 112 |Senior Seyv TVCCA Grant Deduction {2,580) (2,580) - - (2.580)
111142300| 51054 { 12{Senior Serv Transporation Grant Deduction (9,440) (11,490} - (2,050 (11,490)
111142300! 51201 112{Senior Serv Reguiar - CSEA 154,280 144,170 - {(10,110) 144 170
1111423001 51602 | 121Senior Serv Part time (B} 18,300 18,300 - - 18,300
111142300] 51605 |12|Senior Serv Pari time NB 48,610 50,810 2,300 - 50,910
111143100} 51201 |08 Library Adm Regular - CSEA 148,840 148,840 - - 148,840
1111 43100§ 51601 | 08}Library Adm Regular 348,880 348,880 - - 348,880
111143100| 51605 {08 |Library Adm Part time 78,200 78,200 - - 78,200
111151108 51048 | 06 {Planping Adm Small Cities/Prog Inc Deduction {5,000} (5,000) - - (5,000}
11151100} 51201 |06 |Planning Adm Regular - CSEA 137,810 140 500 3,490 - 140,500
111151100] 516061 [ 08{Planning Adm Regular 145,650 131,660 - {13,980} 131,660
1111511001 53120 |06 Pianning Adm Prof & Tech Services 500 14,490 13,980 - 14,490
111173000 56312 | 06, Conlingency 105,000 174,980 68,950 174,980
) 6,872,555 6,872,555 249 370 (249,370)| 6,872,855
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