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School District SAU Transition Plan 
Overview 

As a result of Timberlane School District withdrawing from SAU 55 effective July 1, 

2021, Hampstead School District (“Hampstead”) will become a single-district SAU, and 

is presented with the unique opportunity of consolidating Superintendent and 

administrative functions into the District.  

 

The current SAU 55 service model provides leadership in the areas of educational 

programming and delivery, operations, finance, human resources, and transportation.  

While Hampstead is a large enough district to support these services on its own, the 

challenge is to attract personnel who can provide high level leadership in order to 

continue to maintain Hampstead’s standards.  In recognition of this need, while being 

conscious of the resources available to it, the School Board has previously taken 

recently to redefine and combine roles which has simultaneously allowed the District to 

attract high level leadership talent, and consolidate positions within the budget to 

realize budget savings.   

 

This Transition Plan has been developed in the spirit and philosophy of this proven 

model which recognizes the need for conservation of resources, while simultaneously 

being able to maintain high district standards.   

 

Presented in this proposed Transition Plan are the following topics associated with the 

transition including: 
 

 Staffing (pg. 3) 

 Organizational Chart (pg. 4) 

 Locations for Staff and Associated Costs (pg. 5) 

 Projected Budgetary Implications (pg. 6) 

 Timeline for Transition (pg. 7), and  

 Proposed job descriptions (pgs. 8-17). 
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Staffing 

Current approved SAU 55 staffing consists of 15 positions which include the following: 

- Superintendent 

- Assistant Superintendent 

- CFO / Business Administrator 

- Human Resources Director 

- Business Operations Coordinator  

- Transportation Coordinator 

- Executive Assistant to the Superintendent 

- Business / Payroll Support (2 positions) 

- Business / Accounts Payable Support 

- Human Resources Coordinator 

- Human Resources Generalist 

- Human Resources Assistant 

- Accountant (part-time) 

- Receptionist 

The School Board has reviewed Hampstead’s ongoing needs, including academic and 

district leadership, finance, human resources, and related support. Certain positions 

have been consolidated for budgetary efficiency and optimized to attract personnel to 

provide leadership to maintain District standards and to deliver services to 

stakeholders.   

Proposed staffing consists of the following: 

- Superintendent 

- Business Administrator / Chief Financial & Human Resources Officer 

- Chief Executive Assistant to the Superintendent 

- Payroll & Human Resources Administrator 

- Accounts Payable Administrator 

An Organizational Chart is on the subsequent page, with job descriptions at the end of 

this Plan. 
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Organizational Chart 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*Denotes staff who are incremental “adds” to the District 
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Locations for Staff and Costs 

A major component of planning space for transitioning SAU 55 staff is to determine 

what the organizational structure will look like.  With the proper mix of appropriate 

level staff, this would consist of approximately five staff.   

 

Two broad categories have been considered for locating staff, either on campus or off 

campus.  An off campus model is recommended as part of this plan.  Factors 

considered in this decision include the following: 

 

- Space limitations at both schools. 

- Buildout costs to use space at the Middle School are estimated at $60,000 which 

would cover the following: 

o Hiring of a design engineer/architect to ensure work is structurally safe 

and up to current code 

o Creating separate entrances while and maintaining current safety egresses  

o Creating spaces to maintain confidentiality of SAU administrative 

functions and data 

o Complications associated with the existing concrete block structure of the 

building 

- Disruption to educational environments if SAU functions are physically housed in 

either school.   

- Allowing District-related functions to operate at a District level, and not be 

perceived to be part of either school building. 

When considering an off-campus location, while Hampstead has a limited supply of 

office space generally, the limited inventory is not often at 100% occupancy.  Factors to 

be considered for off-campus space include a central location, ADA compliance, a first 

floor entrance or elevator access to allow the greatest access to the space, and enough 

space for security and compliance with privacy laws.   

 

Office space is budgeted at $1,300 per month, with utilities adding an additional $250 

per month.   
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Projected Budgetary Implications 

In fiscal year 2020-21, Hampstead School District will contribute $537,182 to the SAU 

55 budget for services provided by SAU 55.  Below are ranges for consideration of 

overall impact as well as areas in the existing budgetary reductions for offset.   

 

Expenses 

Salaries and Benefits (for 5 incremental additions)  $600,000 - $700,000 

Facilities and Utilities      $  18,000 - $  20,000  

Total Additional Expenses     $618,000 - $720,000 

 

Expense Savings 

SAU 55 Assessment               ($537,182) 

Reduce Tech Director (merged with Curriculum Director)          ($  97,185) 

Reduce Asst. Director Spec. Ed. (certain duties assumed by Supt.)     ($  94,554) 

Reduce Associated Benefits              ($  90,285) 

Total Expense Savings               ($819,206) 

 

Net Budgetary Impact 

Total Additional Expenses     $618,000 - $720,000 

Total Expense Savings               ($819,206) 

               Net Savings      ($201,206) ($  99,206) 

 

Favorable Impact on the budget is projected at savings of $99,206 and $201,206 as 

presented. 

 

 

 

 

 

 

 

 



 

 

7 

 

Timeline of Tasks for Transition 

April, 2020:  Timberlane District clerk certifies vote to the NH State Board of Education; 

April, 2020:  Begin mediation with Timberlane Reg. S.D. to formulate an agreement on 

costs associated with Withdrawal. 

~Summer, 2020:  NH State Board of Education takes action to certify and recognize the 

school Districts as separate SAU’s. 

~Summer, 2020:  Policy Committee begins to identify and review Policies which need 

to be created or modified, with an effective date of July 1, 2021 where appropriate.  

December, 2020:  Transition SAU 55 email domain and accounts to Hampstead S.D. 

technology (timeframe will occur at the annual renewal of SAU 55 domain). 

January, 2021:  Begin search for office space, arrange buildouts with landlord. 

February, 2021:  Administration begins working with District vendors to ensure 

recognition of separate of districts.   

March, 2021:  Confirm NH D.O.E. on track to separate Timberlane Reg. S.D. and 

Hampstead as separate SAU’s for grant oversight, food service, and all SAU functions. 

March, 2021:  Secure furniture & equipment (use office furniture liquidators if feasible. 

April, 2021:  Begin physical separation of personnel and business office files 

May, 2021:  Arrange for physical moving of Hampstead S.D. files to Hampstead. 

June 30, 2021:  Last day of SAU 55 lease with Timberlane Reg. S.D. 

July 1, 2021:  Hampstead S.D becomes a single school District and it is exempt from the 

SAU statutes with the exception that the District must have the Superintendent 

Services enumerated in RSA 194-C:5.  [RSA 194-C:3]  

July 31, 2021:  Target date for completion of June 30, 2021 financial audit of SAU 55 as 

a standalone entity to settle balances with Timberlane Reg. S.D. 

August, 2021:  Final distribution of SAU 55 assets as a standalone entity to Timberlane 

Reg. S.D. and consolidation of SAU 55 assets and accounts into Hampstead S.D. 
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Proposed Job Descriptions 

Superintendent of Schools 
RESPONSIBILITIES: 

 

Supervisory:  Supervise and direct the work for all District staff, including all 

administrators, directors, instructional staff, and administrative and operational personnel. 

 

General Duties:   

 Serve as the Chief Executive Officer of the District  

 Liaison and collaborate with School Board to develop and further School Board Goals 

 Plan and administer District activities pursuant to the statutory requirements of the NH Code 

of Administrative Rules, School Board Policies, and District procedures 

 Maintain and monitor District policies and procedures  

 Oversee Administrators, Directors, and all departments including academic & curriculum, 

operational, and administrative groups 

 Provide leadership to all District staff in furtherance of School Board Goals 

Academic / Curriculum: 

 Establish programs which focus on high academic expectations and standards for all students  

 Implement standards and trends into effective curriculum by observing global, national, and 

state educational curriculum and instructional standards and trends  

 Support, develop and encourage teachers to provide instructional practices that engage 

students in complex, relevant learning while fostering respect, empathy, and tolerance 

Technology: 

 Direct the District’s use of technology in alignment with evolving academic goals and 

standards 

 Provide leadership and oversight in all District technology areas, including instruction, 

administration, and operations ensuring safety, security, and legal compliance  

Finance & Budgeting: 

 Develop and monitor internal procedures to ensure proper compliance with laws, 

regulations, and School Board Policies, with attention to the proper safeguarding of District 

assets 

 Develop the School District budget consistent with the needs of the District with alignment to 

School Board goals and directives 
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 Review and certify state and federal reports for Dept. of Education, Dept. of Rev. Admin, etc. 

 Provide grant review and authorization 

Personnel: 

 Recruit, hire, place, and transfer all District personnel based on District’s needs 

 Nominate professional staff as required by law  

 Monitor employee certifications  

 Develop clear role performance expectations for all administrators, teachers and staff and to 

support each in achieving those expectations 

 Liaison and communicate regularly with union representatives  

 Oversee union grievances to resolution 

 Perform final administrative determination of facts for employee investigations; Determine 

associated discipline 

 Criminal background check determinations for employees and volunteers 

Special Education: 

 Ensure compliance with Federal & State Special Education laws and administrative rules 

 Implement procedures identifying Special Education needs among the student population 

 Provide procedures and oversight for IEP and 504 related plan development and 

performance 

 Provide robust learning opportunities to all students in the least restrictive environment 

 Act as District Special Education contact for high school students by serving as a direct 

liaison to high school sending schools  

Student Services: 

 Oversee internal practices and procedures to identify and assist students with social and/or 

emotional needs to ensure a positive learning environment for all students  

 Act as final administrative arbiter for student discipline; Meet with students and families for 

re-entry into District  

 Act as final arbiter for student residency determinations  

Operations: 

 Provide leadership to all district operational departments including facilities, maintenance, 

grounds, food service, and transportation to provide a high level of support to District 

students, staff, and visitors 
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Business Administrator / Chief Financial 
& Human Resources Officer 
RESPONSIBILITIES: 

 

Supervisory:  Supervises and directs the work for finance, human resources, food service, 

transportation, and facilities and grounds operations. 

 

Accounting & Finance: 

 Establish and supervise a program of accounting and reporting for all financial affairs of the 

District to ensure protection of District assets 

 Oversee the enterprise-wide financial and human resource information system as well as 

District time keeping system 

 Maintain general, revenue, and appropriations ledgers on an encumbrance basis 

 Prepare reports to the budget owners concerning the status of their budgetary accounts 

 Submit a monthly statement to the Superintendent detailing the status of appropriation 

items and the analysis of problem areas 

 Prepare financial reports as required by state and federal agencies 

 Compile information for the District Annual Report 

 Complete applications for state and federal funds and grants 

 Oversees audit preparation and ensure compliance 

 Liaison with the NH Dept. of Revenue Administration and NH Dept. of Education to ensure  

compliance with state and federal program requirements and reporting 

 Liaison with the NH Municipal Bond Bank to obtain estimates on future project financing 

Human Resources: 

 Establish and monitor processes for employee recruitment, hiring, and retention in 

compliance with laws, regulations, and School Board policy 

 Provide administrative guidance on employee issues, on communications and support for all 

employee benefits, workers compensation, leaves, retirement, government reporting and 

compliance (FMLA/ADA), employment contracts and letters of agreement, and certifications 

 Support collective bargaining negotiations; Develop processes to support union agreements 

 Monitor employee grievance and discipline processes 

 Ensure proper personnel/medical file retention 
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Budget Development: 

 Develop procedures for the communication and review of instructional area budget 

requests 

 Prepare budget requests in all non-instructional areas 

 Provide estimates on costs of alternate proposals and programs, and estimates on available 

income for the annual budget and long-range planning 

 Liaison with the School Board on budget development 

Purchasing: 

 Initiate contacts with vendors relative to supply and equipment availability, purchase 

orders, contract, and payments 

 Obtain and study comparative prices and quotations 

 Prepare and post all bid documents; Review bids received and select contractors, or when 

appropriate, propose contractors for School Board selection 

 Review and approve all purchase requests to ensure compliance with School Board Policy; 

Authorize all expenditures 

Payroll and Accounts Payable: 

 Oversee District payroll and accounts payable operations  

 Ensure timely reporting and approval of employee time by employees and managers 

 Ensure compliance with NH Dept. of Labor and NH Retirement System regulations 

 Review and approve payroll disbursement requests from payroll staff  

Operation of Plant: 

 Supervise Facilities Director, provide finance and operational leadership for existing 

operations and long-term capital planning 

 Work with risk management firm, Primex, to ensure best operational and facilities practices 

 File and monitor claims and ensure reimbursement when due 

 Coordinate with principals to ensure the security and accountability of school property  

Transportation & Food Service: 

 Contract with and monitor outside transportation and food service vendor performance, 

including annual routing and scheduling for transportation 

 Serve as point of escalation for parent, school, and vendor issues  
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Chief Executive Assistant to the 
Superintendent 
RESPONSIBILITIES: 

 

Supervisory:  Supervises all district administrative assistant staff 

 

General Duties:   

 Provide administrative support primarily to the Superintendent with assistance to the 

Assistant Superintendent as it relates to correspondence, calendars, appointments, 

dissemination of information, monthly mileage reimbursements, etc. 

 Coordinate all administrative functions as it relates to annual budget and deliberative 

sessions, warrants, ballots and the annual reports 

 Update, maintain and provide administrative support for all union contracts, legal postings, 

policies and procedures, Strategic Plans, etc. 

 Maintain and coordinate the tuitioning of students and inner district transfers as it relates to 

tracking, billing, and annual notification 

 Works collaboratively with the Superintendent and/or Assistant Superintendent in matters 

relating to legal residency 

 Interface with district counsel on legal matters as well as maintain legal files 

 Maintain, track, process all documentation/communication for Hampstead School Board 

 Update, communicate, and control all Hampstead School Board policies and procedures 

 Agreements – Create, distribute and account for HSD non – union support, HASS, and HSPA 

staff 

 Contracts – Create, distribute and account for master copies of HEA, HASS, and HSPA 

contracts, and Long term substitute contracts; Generate Non-Renewal letters 

 Onboarding - Preparation, discussion, processing of all new employees, create contracts for 

all new employees, communicate Employee Self-Service instructions to new employees 

 Re-nomination – HSD Admin and HEA certified staff 

 Re-Certification – Of all District certified staff 

 Track Changes - Documentation verifications with updates to Payroll  

 Employee Information System – review new hires, remove terminated staff, and create 

spreadsheet for non-instructional certificated staff for i4see manual upload of course 

assignments 
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 Employee Files – Maintain and update permanent employee files 

 Benefits Changes – Effectuate changes in I/V upon receipt and confirmation of employee 

benefits changes 

 Employee Changes – Effectuate changes in IV upon receipt of Employee change form and 

communicate changes 

 Ad hoc reporting – For HR and Assistant Superintendent as needed 

 Coordinate and Manage Employee Related District Events with other HR staff: 

o Job Fairs 

o Annual Retirement Party 

o Annual Edith Hammond Conference 

o Annual Open Enrollment sessions 

o Annual Retiree Information sessions 

 HealthTrust Coordinator for district events, communications, and issues 

 Manage Events & Planning: 

o Biometric screening (Oct planning for Jan Event) 

o Flu Clinics (April planning for Sept/Oct) 

o Wellness Events 

 Benefit Strategies Co-Administrator 

 Update and terminate employee status changes on Administrator Portal 

 Resolve employee issues 

 Applitrack - Job posting, forms creation/editing; add/tweak/delete users 

 Coordinate Personnel Reports for School Board 

 All other duties as requested by the Superintendent. 

 
 
  



 

 

14 

 

Payroll / HR Administrator 
RESPONSIBILITIES: 

 
Payroll: 

 Process payroll for all District employees on a bi-weekly basis 

 Administer and maintain payroll database 

 Review and import data from time keeping system, vet and resolve employee time 

approvals, time exceptions and manager time exceptions 

 Completion of setup of new staff, process transfers of existing staff in Infinite Visions (IV) and 

TCP 

 Calculate final pay for terminated staff, and process in IV and TCP 

 Calculate financial implications of leave of absence for staff 

 Prepare stipend sheets for Athletics, Evening Division and Extra-Curricular Activities 

 Verification of employment for current and past employees for Hampstead and SAU 55 

 Preparation and verification of salary schedules for new fiscal years and new fiscal database 

 Monthly review, FICA adjustments and distribution of Grant Reports 

 Ad hoc payroll reporting 

 Conduct annual audit reporting 

 Prepare annual Retirement Liabilities for all entities 

 Report to and update NHRS records, report retirements and assist in periodic NHRS reviews 

 Initiate or review Adjusting Journal Entries as requested 

 Reviews and updates NH DOE Grants Management System and General Ledger Budget 

 Download and format monthly bank data in preparation for bank account reconciliation 

process 

Human Resources: 

 Manage, analyze, update, and review insurance and benefits in enterprise system 

 Process electronic enrollment for all employees 

 Review insurance and benefits deduction reports for accuracy 

 Maintain position control in Infinite Visions 

 Assist in managing and implement training for Aesop, ESS insurance enrollment, and flex 

account enrollment, and others as needed, for sub, staff, and administrator user roles 
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 Manage Retiree Insurance – meet w/retirees, process enrollment, changes, and billing 

 Create annual salary reports for Health Trust life, and disability plan coverage for staff 

 Prepare Longevity/Experience Differential and Annual Sick Leave Redemption schedule 

 Performs other tasks and assumes other responsibilities as assigned by the CFO/Business 

Administrator 

 Liaison with I/V on the Employee Self Service (ESS) web portal, manage users, continue 

development, and optimize department efficiencies 

 Provide MSB (Medicaid) Practitioner rates for staff  
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Accounts Payable Administrator 
RESPONSIBILITIES: 

 
 Provide accounting support, maintain records, and files required to ensure compliance for 

federal and state grant funds 

 Provide support to the district’s annual independent audit process 

 Create budget journal entries once approved by CFO/BA, as requested 

 Maintain the district office petty cash account 

 Maintain computer records of all purchases 

 Communicate clearly and effectively, verbally and in writing, with employees, vendors, and 

members of the public to address exceptions, and regarding District policy and procedures 

 Assist employees, vendors and others in understanding District policy, practice, and 

procedures 

 Maintain an appropriate level of confidentiality regarding records of the organization 

 Alphabetize all invoices and purchase orders in preparation for processing 

 Match up and verify invoices with existing purchase orders and packing slips 

 File all other purchase orders and invoices for future verification 

 Enter verified, approved invoices to create a Payables voucher in a timely manner;  Match 

invoices to individual voucher detail sheets; Notify school board member of availability of 

vouchers for review 

 Diligent in tracing errors and proper adjustment to correct charges or credits as needed 

 Maintain file of all course reimbursement and travel expenses; Pay course reimbursement 

and travel vouchers per collective bargaining agreements; Provide periodic reports to union 

presidents regarding aggregate usage and remaining balances for course reimbursement 

benefit 

 Assist schools with invoice and purchase order information 

 Correspond with vendors to resolve questions or problems with pricing, invoices or back 

ordered supplies not being delivered timely and/or other related issues 

 Mail checks when approved by school board to appropriate vendors 

 Filing of paid invoices and backup 

 Maintain contact with District Treasurer to coordinate voucher review and check signing 

 Assist in Treasurer Report verification 
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 Upload voucher information for Treasurer review and tracking 

 Upload check information for positive pay reporting with bank 

 Use bank provided data to reconcile bank statements identify and resolve exceptions 

 Review balance sheet accounts on a periodic basis relating to accounts payable area for 

respective entities 

 Receive, review, deposit, and book district bank deposits; Prepare and maintain deposit 

records 

 Review and maintain student meal deposit records and reports, confirm bank deposit to 

meals reporting 

 Process Forms AV-1 for payment relating to CTE students 

 Maintain database of Utility usage and cost 

 Annual preparation and distribution of Form 1099-Misc 

 Responsible for all stocking of material for administrative office including office supplies, 

stationary, coffee supplies, copier supplies, beverage machine and postage machine 

 Sort and distribute incoming mail 

 Performs other tasks and assumes other responsibilities as assigned by the CFO/Business 

Administrator 

 

 

 


