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FY 2005 FY 2010 FY 2015 FY 2019 FY2020 Change 
FY05 - FY15

Change 
FY15 - FY20

PK-12 
Enrollment 5,984 6,472 7,508 7,855 7,857 +1,524 +349

# of Employees
(FTE) 868.3 938.3 1061.5 1277.8 1299.1 +193.2 +237.6

Operating 
Budget 

(General Fund)
$55,828,665 $72,072,892 $90,630,150 $110,756,679 $119,841,548 +$34,801,485 +$29,211,398
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Office of Administration and Finance  2019-2020

The Challenge Priorities

The School Department has an Administrative 
Manual (2005) that is not accessible to employees 
or budget managers.  It has not been reviewed for 
current practice/procedure or changes in statutory 
requirements. Training is required to review, 
update, re-distribute, and train on the manual.

Establish Budget as a Policy Document: “What is written is what is 
funded”

● District Training for Finance & Human Resources Process & 
Procedures

● Financial Policies & Internal Controls for Personnel & 
Expenses.

● Student Activities Policy and Procedure Update

The school district needs to identify and 
communicate its short term and long term 
planning around maintenance, repair, expansion, 
and replacement of its physical plant.

Establish Five Year Capital Improvement and Infrastructure Plan
● 5 Year CIP Plan - Updated and Published Annually
● BHS Building Project
● Elementary Building Planning (Short Term- Long Term)
● Pierce MSBA Building Project 6



Office of Administration and Finance  2019-2020

The Challenge Priorities

The last time the district updated its Emergency 
Response protocol was 2004.  There have been a 
variety of best practices adopted by many school 
districts to maintain student safety during the 
school day.  

Design and Implement Emergency Response & Preparedness Plan
● ID Badges & General Security
● Update to protocols and procedures and documentation
● Completion of Emergency Planning Review, development of 

plan for revised training, and initial round of training

The School Committee is required under MGL to 
establish ALL pay rates for positions that are 
funded within the school department either 
through Collective Bargaining Agreements, 
Employee Contract, or a Non-Aligned/Non-Union 
Classification Plan or pay rate schedule.

Update Human Resources Practices
● Non-Union/Non-Aligned Classification plan adopted by School 

Committee
● Negotiating collective bargaining agreements with unionized 

staff (Ch. 150E, Section 1). 
● Establishing compensation parameters for administrators and 

other employees not subject to collective bargaining, including 
principals and non-aligned employees (Ch. 71, Sec. 59B).7



   

Human
Resources

● Hiring/Terminations
● Employee Contract 

Management 
(Non-Aligned & 
Collective Bargaining 
Contract Negotiations) 

● Benefits
● Accruals/ Attendance
● Due diligence related 

to personnel matters
● Liaison Public 

Employee Committee 
(PEC ) 

● Support SC 
Negotiations Sub 
Committee

FTE:  5.00

Operations

● Food Service
● Transportation 
● Building Services/ 

Maintenance
● Capital Improvement 

Planning
● Building Construction
● Liaison Boards/ 

Committees (Building 
Commission and 
Transportation Board  in 
Deputy Supt Absence) 

● Support SC Capital Sub 
Committee

FTE:  81.44

● Payroll
● Accounts Payable
● Budget
● Procurement
● Contract Management
● Revenue/Receipts
● Special Revenue 

Funds: Revolving 
funds (fee prog.), 
Grants, Gifts, Student 
Activities

● Support SC Finance 
Sub Committee 

FTE:  3.00

Finance Administration

● Emergency Response 
Coordinator

● Records Access Officer for 
School Department (Public 
Records)

● Liaison to Municipal 
Departments (e.g. 
Recreation, Building, IT, 
DPW/Parks, Police, Fire

● Liaison Boards/ Committees 
(Advisory, BFAC, Building 
Commission, Transportation 
Board 

● Support SC Policy Sub 
Committee

FTE:  2.00

8
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Position Title FY05 FY10 FY15 FY16 FY19 FY20
Net 

Change 
FY15-FY20

Net 
Change 

FY05-FY20
Deputy Superintendent’s 
Office 2.00 2.00 2.00 2.00 2.00 2.00 0.00 0.00

Finance 4.00 2.00 3.00 2.00 3.00 3.00 0.00 -1.00

Human Resources 5.00 4.00 4.00 5.00 5.00 5.00 1.00 0.00

Transportation 4.70 3.00 2.00 2.00 1.94 2.00 0.00 -2.70

Operations and Facilities 49.78 42.33 41.43 44.43 40.00 45.37 3.94 -4.41

Food Service 29.60 29.49 33.34 33.34 33.80 34.07 0.73 4.47

Total A&F FTE 97.08 84.82 87.77 90.77 87.74 93.44 5.67 -3.64



Office of Administration & Finance    2019-2020

The Ongoing Work of A&F  

● Budgeting support for all departments and schools
○ Monitoring of Personnel and Expense budgets for over/under expenditures (All Funds - Grants Revolving Funds, 

Student Activities, and Operating Budget)
○ Ongoing Support for MUNIS (financial application), Recruit & Hire (online hiring), MySchoolBucks (online 

payment system)
○ Compliance Reporting for DESE, Operating budget, grants, and revolving funds

● Human Resources Support for all hiring managers/supervisors 
● Operations Support to PRincipals and Schools for 

○ Composting in schools
○ Food Service Program improvements and addressing concerns and program enhancements
○ Parking Permits, Building Rentals and community access
○ Project management support for Public Building Division, IT Department, Parks Division

● Emergency Response 
○ Coordination with Municipal EMT
○ District Planning and support

● Response to Public Records Requests for the School Department. 
10
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Administration

● Emergency Response 
Coordinator

● Records Access Officer 
for School Department 
(Public Records)

● Liaison to Municipal 
Departments (e.g. 
Recreation, Building, IT, 
DPW/Parks, Police, Fire

● Liaison Boards/ 
Committees (Advisory, 
BFAC, Building 
Commission, 
Transportation Board 

● Support SC Policy Sub 
Committee

FTE:  2.00

Primary Areas of Emphasis
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Work overseen by Deputy of A&F with support from Dr. of Operations and Special Asst. for S&P
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Work overseen by Deputy of A&F with support from Dr. of Operations and Special Asst. for S&P



School Emergency Response Protocol - Update 
2004 Plan Document 

The U.S. Department of Education, 
Office of Safe and Healthy Students





School Team Training - Options-based Response
Two steps to Complete the Current Round of Staff Training

1. Train Crisis Team
a. Schedule 2 hour Classroom Session presented by the Police Department and Mary Ellen 

Normen, Deputy Supt.  for your School Crisis Team (like the Leadership Team did at BPD) -- 

b. Completed:  BHS, CCS, Heath, Lawrence, Lincoln, Pierce, Runkle

c. Scheduled:  Driscoll

d. Not Scheduled: Baker

2. Full Staff Training

a. Police Department leads 2 hour faculty and staff meeting - Crisis Team supports small groups 
after large group meeting

b. Completed: BEEP, BHS, Lawrence, Lincoln, Pierce, Runkle

c. Scheduled:  CCS, Driscoll, Heath

d. Not Scheduled: Baker 

  



Work in Progress (subject to Funding)
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● Payroll
● Accounts Payable
● Budget
● Procurement
● Contract 

Management
● Revenue/Receipts
● Special Revenue 

Funds: Revolving 
funds (fee prog.), 
Grants, Gifts, 
Student Activities

● Support SC Finance 
Sub Committee 

FTE:  3.00

Finance



FY 2005 FY 2010 FY 2015 FY 2019 FY2020 Change FY05 
- FY15

Change FY15 
- FY20

# of Finance 
Employees 

(FTE)
4.00 2.00 3.00 3.00 3.00 -1.00 0.00

# of 
Employees

(FTE)
868.3 938.3 1061.5 1277.8 1299.1 +193.2 +237.6

Operating 
Budget 

(General Fund)
$55,828,665 $72,072,892 $90,630,150 $110,756,679 $119,841,548 +$34,801,485 +$29,211,398
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Position Title FY05 FY10 FY15 FY16 FY19 FY20 Net Change 
FY05-FY20

Net Change 
FY15-FY20

Director of Administrative Services 1.00 --- 1.00 1.00 --- ---

Budget Analyst --- 1.00 --- --- --- ---

Budget Analyst / AP Manager --- --- --- --- 1.00 1.00

Budget Analyst / Payroll Manager 
(*unfunded until FY 19)

--- --- --- --- 1.00 1.00

Accounts Payable Clerk 1.00 1.00 1.00 1.00 1.00 1.00

Payroll Office Clerk 1.00 --- --- --- --- ---

Administrative Assistant Payroll 1.00 --- 1.00 --- --- ---

Total FTE 4.00 2.00 3.00 2.00 3.00 3.00 -1.00 0.00





Primary Areas of Emphasis

●

●

●

●

●

●

Human
Resources

● Hiring/Terminations
● Employee Contract 

Management 
(Non-Aligned & 
Collective Bargaining 
Contract 
Negotiations) 

● Benefits
● Employee & labor 

Relations
● Liaison Public 

Employee Committee 
(PEC ) 

● Support SC 
Negotiations Sub 
Committee

● Teacher Evaluation 
Management

● Absence and 
Substitute 
management

FTE:  5.00



FY 2005 FY 2010 FY 2015 FY 2019 FY2020 Change FY05 
- FY15

Change FY15 
- FY20

# of HR 
Employees 

(FTE)
5.00 4.00 4.00 5.00 5.00 -1.00 +1.00

# of 
Employees

(FTE)
868.3 938.3 1061.5 1277.8 1299.1 +193.2 +237.6

Operating 
Budget 

(General Fund)
$55,828,665 $72,072,892 $90,630,150 $110,756,679 $119,841,548 +$34,801,485 +$29,211,398
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Position Title FY05 FY10 FY15 FY16 FY19 FY20 Net Change 
FY05-FY20

Net Change 
FY15-FY20

Human Resource Director 1.00 1.00 --- --- --- ---

Assistant Superintendent for Human 
Resources

--- --- 1.00 --- --- ---

Director of Human Resources --- --- --- 1.00 1.00 1.00

HR Secretaries 2.00 2.00 --- 1.00 --- ---

Administrative Assistant - Human 
Resources

--- --- 1.00 --- --- ---

Human Resources Manager --- --- --- 1.00 1.00 1.00

Substitute Callers/ Coordinator 2.00 1.00 1.00 1.00 --- ---

Human Resources Generalist --- --- --- --- 2.00 2.00

Human Resources Data Analyst --- --- 1.00 1.00 1.00 1.00

Total FTE 5.00 4.00 4.00 5.00 5.00 5.00 0.00 1.00



Primary Areas of Emphasis
Operations/

Facilities

● Food Service,
● Transportation, 
● Building Services/ 

Maintenance
● Capital Improvement 

Planning
● Building Construction
● Liaison Boards/ 

Committees (Building 
Commission and 
Transportation Board  
in Deputy Supt 
Absence) 

● Support SC Capital 
Sub Committee

FTE:  81.44
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Position Title FY05 FY10 FY15 FY16 FY19 FY20 Net Change 
FY05-FY20

Net 
Change 

FY15-FY20

Manager of Building Services 1.00 1.00 1.00 --- --- ---

Director of Operations and Facilities --- --- --- 1.00 1.00 1.00

Supervisor of Custodians 1.00 1.00 1.00 1.00 1.00 1.00

Project Manager Operations and Special 
Projects 

--- --- --- --- 1.00 1.00

Building Scheduler/Fee Collector  --- --- 1.00 1.00 1.00 1.00

Administrative Assistant 0.50 --- --- --- --- ---

Custodians  47.28 40.33 37.93 40.93 35.00 40.37

Courier --- --- 0.50 0.50 1.00 1.00

Total FTE 49.78 42.33 41.43 44.43 40.00 45.37 -4.41 3.94



●
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Position Title FY05 FY10 FY15 FY16 FY19 FY20 Net Change 
FY05-FY20

Net Change 
FY15-FY20

Director of Food Services --- --- 1.00 1.00 1.00 1.00

Assistant Director of Food 
Services

--- --- 1.00 1.00 1.00 1.00

Administrative Assistant 2.00 1.00 --- --- 0.50 ---

Secretary 1.00 1.00 1.00 1.00 1.00 1.00

Kitchen Manager and Helpers 26.00 27.49 30.34 30.34 31.80 11.26

Food Service Workers --- --- --- --- --- 23.13

Courier 0.60 --- 0.50 0.50 --- 0.70

Total FTE 29.60 29.49 33.34 33.34 33.80 34.07 4.47 0.73





• Legal Requirements

• School Committee Policy

• Bus Stops

• FY21 Budget for Services  

Overview



…

…

https://malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter71/Section68
https://malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter71/Section68


https://www.brookline.k12.ma.us/cms/lib/MA01907509/Centricity/Domain/66/20190213144706967.pdf
https://www.brookline.k12.ma.us/cms/lib/MA01907509/Centricity/Domain/66/20190213144706967.pdf




•



Special Education: 

MGL Chapter 71, Section 68

https://malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter71B/Section8
https://malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter71B/Section8


Out-of-District Vocational Transportation

•

http://www.doe.mass.edu/finance/transportation/2004-1123advisory.html
http://www.doe.mass.edu/finance/transportation/2004-1123advisory.html




DESE Interpretation 
•

•

•
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Position Title FY05 FY10 FY15 FY16 FY19 FY20 Net Change 
FY05-FY20

Net Change 
FY15-FY20

Transportation Coordinator 1.00 1.00 1.00 1.00 1.00 1.00

Bus Monitors 3.20 2.00 1.00 1.00 0.94 1.00

Secretaries 0.50 --- --- --- --- ---

Total FTE 4.70 3.00 2.00 2.00 1.94 2.00 -2.70 0.00
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• Bid Opening  1/16/2020, 4 PM

• Services Covered
– K-8
– BHS South Brookline
– METCO
– ATHLETIC TRIPS/FIELD TRIPS

• Preliminary Bid Results, 1/17/2020, 4PM

New Contract Update 
Full Size Buses 




