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School Council Survey

In this section of the resource binder for school councils you will find:

· The “General Administrative Procedure” GAP 704.02 and Board Policy and Regulations 4.20 and 4.21 govern fundraising campaigns and activities in schools.
· The “General Administrative Procedure” GAP 722.00, that outlines expectations with regard to the establishment of accounts to track non-board funds, and the record-keeping and reporting requirements.
·  The “Annual Report” template that every school council is required to complete at the end of its term of office and submit to the Superintendent of their Family of Schools.
·  The “Annual School Council Survey” that each school council is required to complete and submit to the Superintendent of their Family of Schools by November 30th each year.  The information in the survey provides a means of better understanding each unique school community and is used in a number of ways, including the selection of school administrators.
· Outline of the current GST Rebate Process for Catholic School Councils.
For additional information and clarification, please consult with the Principal of your school.

DUFFERIN-PEEL CATHOLIC DISTRICT SCHOOL BOARD

GENERAL ADMINISTRATIVE PROCEDURES
Section:

700 – BUILDINGS, EQUIPMENT, FINANCE

Procedure No:
704.02

Subject:

Accounting – The Administration of School-Generated Funds
Reference:

Adm.C. - 93.06.28

Effective Date:
93.09.01

Revised/Amended:
Adm.C. - 2000.09.25 / Adm. C. 2003.5.26 / Admin. C., 2006.06.05

Replaces:

704.02

Page:


1 of 15

______________________________________________________________________________

Sources and Uses of School-generated Funds

Background
Funds are generated in schools from a number of different sources and used in a number of different ways.  These guidelines apply to all funds that are received, raised, or collected in the name of the school or school activity.  These funds are under the direction and control of the school Principal.  Generally this will mean all funds available to the school, other than funds provided by the approved budget of the board.

Acceptable and unacceptable uses of school-generated funds
As school-generated funds are board funds, as well as the assets these funds purchase, the board determines acceptable and unacceptable uses of these funds.

All purchases made using school-generated funds must comply with board policy, procedures and guidelines.

Funds raised for a specific purpose must be used for the intended purpose.  For example, student activity fees charged for locks, yearbooks and agendas should be used for the purchase of these items.  The accounting records should track each category separately.

If the category is of an ongoing nature (like student activity fees), residual amounts in that category at the end of one school year should roll forward to the next year, and not be used for another purpose.

Residual amounts in one-time categories should be disclosed as such, if they are to be transferred to other categories.  Refunds should be considered where large surpluses remain in one-time categories.

Deficits for any category should not be permitted, unless subsidized by other general fund-raising activities.

Accountability – Roles and Responsibilities

Background
School-generated funds are board funds, as well as the assets purchased with those funds.  Accordingly, the board has a responsibility to ensure that all school-generated funds are collected in accordance with board policies and municipal, provincial and federal laws and regulations.  This responsibility includes ensuring that all funds are adequately protected, that they are controlled through proper accounting procedures and that accountability for the funds is maintained.

Objectives

To clarify the roles and responsibilities of individuals involved in school-generated funds.

Roles and Responsibilities of the Senior Business Official or Designate
· Establish policies and guidelines for school-generated funds

· Provide training to staff on the appropriate application of the guidelines

· Complete and follow-up on internal audit reports as determined by Board practice

· Receive and maintain a central file of annual financial reports from each Family of Schools Superintendent as indicated in the Financial Reporting section

· Ensure that schools have suitable accounting systems and/or technology available for administering the school-generated funds

Roles and Responsibilities of the Family of Schools Superintendent
· Reinforce to Principals the need to adhere to Board policy, procedures and guidelines

· Verify that schools are complying with the reporting requirements of the Guidelines for School-generated Funds

· Report to the Senior Business Official or designate:

· If funds are lost or stolen

· Any misuse of funds

· Failure to follow board policy, procedures and guidelines

Roles and Responsibilities of the Principal
· Ensure that the Guidelines for School-generated funds are implemented in compliance with Board Policy, Procedures and Guidelines

· Act as one of the approved signing officers on the school bank account(s)

· Act as one of the approved signing officers on the School Council bank account

· Appoint the designated individual responsible for receipts, disbursements, banking and record keeping and communicate those responsibilities

· Ensure that processes are in place to adequately control the funds in the school including security over cash and records

· Ensure that no staff member or members of the community are collecting and managing funds in their own bank account

· Communicate responsibilities to staff members

· Ensure that there is a primary contact for each club or class involved with financial transactions

· Review, initial and date the monthly bank reconciliation

· Review records periodically 

· Review, sign and date the annual Financial Reports

· Distribute and/or make available the annual financial reports as outlined in the section on Financial Reporting

· Notify the Family of Schools Superintendent and the Senior Business Official immediately if funds are lost or stolen

· Ensure that the school or any individual associated with the school does not enter into contracts in the name of the school or the Board

· Ensure that the School Council chair is aware and understands his/her roles and responsibilities

Roles and Responsibilities of the Designated Individual in the School
· Implement the guidelines for school-generated funds as directed by the Principal
· Act as one of the approved signing officers on the school bank account

· Count and verify funds received for deposit.  In this case, the person who receives the funds must verify the details of the receipts immediately in the presence of the person or persons giving the funds

· Prepare bank deposits and deposit funds at the bank on a regular basis.  Prepare bank deposits for the Principal or Vice Principal who will physically take the funds to the bank for deposit

· Issue cheques ensuring that all requests for payments are properly supported and approved by the Principal
· Record transactions on a regular basis

· Complete the monthly bank reconciliation, on a timely basis

· Prepare transaction reports as required

· Advise the Principal of deviations from the guidelines

· Prepare annual financial report and submit to Principal

· Assist during internal audit as required

Roles and Responsibilities of Staff Members
· Collect money from students or other sources as applicable

· Count money collected and record amount and intended use of the funds

· Ensure funds collected are delivered to the designated individual on a daily basis

· Ensure that invoices have the appropriate approval and are delivered to the designated individual for payment

· Ensure details of financial activity related to their respective class or club are recorded correctly

· Ensure that funds received are disbursed as per the intent of the funds raised or collected

· Request and review transaction reports on a regular basis and advise the designated individual of any discrepancy

Roles and Responsibilities of School Council Chair
The Ministry of Education’s document, School Councils A Guide for Members (2002), states “School Councils should be aware that, because the school board is a corporate entity and the school is not, any funds raised by the School Council (and any assets purchased with those funds) belong, legally, to the board.”

Accordingly, a separate set of guidelines has been developed and applies to school-generated fund activity of school councils.

Fund-raising for schools by School Councils is a partnership between the school, the board and the fund-raising group.  The full document can be viewed at:

http://www.edu.gov.on.ca/eng/general/elemsec/council/.

· Work with the Principal to ensure that the sources and uses of school-generated funds comply with Board policy, procedures and guidelines

· Ensure fund-raising activities involving the students and/or the school are in compliance with Board policies and no direct or indirect benefit is derived by a member of the School Council

· Ensure that School Council members are aware that where conflicts of interest exist, they are disclosed

· Review, sign and date the annual School Council financial reports

· Distribute and/or make available the annual School Council financial reports as indicated in the section on School Councils

· If the School Council has a separate bank account:

· Treasurer may act as one of the approved signing officers on the School Council bank account

· Ensure that the school principal is a signing officer

· Elect and ensure the Treasurer understands his/her responsibility for receipts, disbursements, banking and record keeping

· Work with the Principal to ensure the processes are in place to adequately control the funds and ensure security over cash and records of the School Council

· It is recommended that the School Council Treasurer position be for a term not to exceed two years

· Review, sign and date the monthly bank reconciliation

· Review financial records of the School Council periodically

· Ensure that the Treasurer presents the financial report and bank reconciliation in a timely manner at School Council meetings, with a monthly reconciliation and copy of bank statement forwarded to the Accounting Department at the CEC

· Ensure that all records and financial reports are available for review at the school as indicated in the section on School Councils

Developing and Supporting School-Generated Funds Cash Balances

The underlying philosophy with school-generated fund activity is, ideally, that funds raised by students in a given year should be spent on those students within the same year.

Funds are generated in schools from a number of different sources and used in a number of different ways.  As a result of these activities, and particularly the timing of these activities, not all funds raised during a school year will be spent in that year, and excess cash balances may develop.

This policy provides direction toward this philosophy on what are reasonable cash balances that may accumulate or be maintained, the types of projects and their timeframes, and how these are to be disclosed and communicated to the school community.

Some schools may have combined the record-keeping and banking of school council activities within one bank account.  In this case, the school council would still be expected to report separately to the school community the results of its activities during the year.

A board-wide standardized accounting module is in place and provides the ability to record and monitor the activities within each of the main groups of accounts.

Developing and Supporting a Fund Balance

The rationale for developing and supporting a cash balance should be based on sound accountability practices.  Some of the “factors” and examples to illustrate these factors that could be taken in to account are:

1.
Student activity fees – These funds are fees raised from students in one school year, mainly in secondary schools, that are registering in the next school year and are to be spent in that year.  Part of the fund balance would represent this amount.

2.
Delays in timing between when funds are raised in one year and when they are spent in the next year.  Possible examples are:

· Planned major excursion trips in the next year

· Projects planned for one year but delayed to the next

3.
One-time projects – These are projects both planned and unplanned that occur during the year.  Funds may be raised for these projects but may not be enough to offset their costs.  Possible examples are:

· Major sports championship competitions, drama productions, symposiums etc.

4.
Planned multi-year projects – These are projects supported by the needs of the school community but due to their nature and cost may take a number of years to either save for their expenditure or their implementation.  Examples are:

· literacy room and books

· buy-outs of school vans coming off lease

· audio-video and security enhancements

· physical school enhancements

5.
Contingency to fund school budget deficits – Unplanned or unexpectedly large expenditures may create a deficit in the school’s normal operating budget in any given year.  A contingency fund could act as a reserve to cover or mitigate these deficits.  All such applications of funds to potential operating deficits must be reviewed and approved by the appropriate Family of Schools Superintendent.

6.
School councils – Funds could be received from school councils for planned projects in one year but not spent until the next year.

Report of Fund Balances
The financial fiscal year of the Board is from September 1 to August 31 of the following year.  This applies to both the school’s operating budget and school-generated funds.

Each year, based on the school-generated fund balance of September 1, the Principal will develop a plan that supports the rationale for accumulating/maintaining this school-generated fund balance.  This plan will:

· Highlight and/or breakdown the amounts by the major factors, as indicated above, and indicate the timing of the expected expenditures

· Discuss how this plan will be communicated to the school community

· Discuss with and obtain approval of the Family of Schools Superintendent

A six month interim report, ending February 28 and an annual report, ending August 31, will be prepared by the Principal and discussed with the Family of Schools Superintendent.  This report will compare and discuss the actual results achieved during the school year with the plan, as set out at the beginning of the year.  The annual report, or its summary, will be made available to the school community.

Banking/Receipts/Disbursements

Background

All schools should have a bank account for school-generated funds and a detailed process to record transactions.  It is essential that controls be in place to assist in the management of these funds.

Objectives

To simplify banking practices while:

· ensuring security of funds

· protecting those responsible who handle the money

· ensuring that the funds collected are deposited and correctly recorded

· maintaining adequate records (the “Kimputer” banking module must be used by all schools to record and account for school-generated fund activity)

Specifics

The following practices represent the minimum procedures recognizing the balance between limited staffing and the need to meet basic security and reporting requirements.

Establishing a Bank Account

· The school should have only one “school-generated funds” bank account.  Any other bank account is permitted only in exceptional circumstances with the prior approval of the Family of Schools Superintendent and the Superintendent of Financial Services.

· School Councils may have a separate bank account.  This is decision is made between the Principal and School Council Chair based on the fund-raising activity of the School Council.

· The bank account shall be in the name of the school.  This bank account should be called “School-generated Funds Account”.

· Cheques for the school bank account should be serially pre-numbered and ideally have two remittance stubs attached.

· The bank account must require at least two authorized signatures on all cheques.  The Principal must be one of them and the Head Secretary is normally the other signor.

· It is acceptable, based on the size of the school, to have up to four signing officers.  The other signing officers must be Vice Principals.  Again, the Principal must be one of the four.  In this case, the Principal can designate one of the other signing officers to sign cheques on the Principal’s behalf.

· The bank account established should be such that statements are issued on a monthly basis along with returned cheques.

· The bank statements should cut-off on the last day of the month.  The bank statements should be sent to the address of the school.

· Copies of bank resolutions indicating authorized signatories and specifications for all banking services should be retained on file.

Receipts

· All money received at the school is to be stored on site in a designated locked and safe location, preferably a safe, which has limited and secure access.

· The school should develop and implement a deposit policy which indicates the timing of deposits and the maximum amount of money that can be maintained at the school before it must be deposited.

· All money collected is to be deposited intact to the bank account promptly.  This means that expenditures are not paid from the cash collected.  The total funds are deposited to the bank and a cheque is written to pay for expenditures.

· All staff collecting money must complete and sign a form that indicates the amounts of cash and cheques collected.  Schools are to use the attached “Funds Received Form”.  Both the form and the money will be forwarded to the designated individual in the school office.

· Where possible, money should be counted in the presence of two individuals.

· When the funds have been counted and prepared for deposit by the designated individual, a copy of a “Funds Received form”, indicating the actual money count is returned to the staff member originally submitting the funds in order to confirm the amount deposited.  (Note:  Kimputer can do this automatically).

· You may use the same procedure for receipting funds received directly from individuals or groups not employed by the Board.

· After the bank deposit is made, someone other than the person preparing and recording the deposit should compare the bank-stamped deposit slip with the supporting documents to ensure that all the deposits have been made.

· The forms must be filed with the school copy of the bank deposit form.

Expenditures

· All expenditures/payments must be recorded promptly.

· All payments must be made by cheque.

· Pre-signing of cheques in blank is not permitted.  Signature stamps are not permitted.

· Payments should only be made upon the presentation of original invoices (not company statements), receipts or other appropriate supporting documentation approved by the Principal.

· Payment of invoices is a three step process:

· The person requesting payment of an invoice is to indicate that the charge on the invoice is for goods that have been received or for services performed and must indicate approval with a signature on the invoice.

· The original invoice should be attached to the cheque and submitted to the cheque signer for review.  The cheque signor should indicate this review and authorization to pay the invoice with a signature on the invoice.

· After cheque signing, the original invoice should be marked “paid” to help preclude any duplicate payment, the remittance stub should be attached to the invoice, and the invoice stamped paid.

· Cheques are not to be made payable to cash.

· All cheques issued must include a payee and the dollar value inscribed clearly on the cheque.

· Reimbursements to Principals, based on the Principal’s personal credit card, must be approved by their Family of Schools Superintendent.  This is set out in GAP #704.03 – Request Form for Reimbursement of Business Expenditures.
· Using the number control feature, all cheques should be accounted for.  Voided cheques must be retained on file.

· Unused cheques must be stored in a designated, secure location in order to prevent loss or theft.

Bank Reconciliations

· Bank reconciliations are to be performed on a monthly basis as soon as the bank statements are received.

· The Kimputer banking module provides the ability to perform these reconciliations.

· The Principal should review the monthly bank reconciliation and its supporting documentation.  Any unusual, large or dated items should be questioned and researched.  The Principal signs the bank reconciliation indicating review and approval.

· Bank reconciliations are to be filed and maintained in a locked secure cabinet. A copy of each month’s bank reconciliation must be sent to the Accounting Department at the CEC by the middle of the following month.

Financial Reporting

Background

A substantial amount of money is generated in schools for the benefit of students.  The Principal is accountable for the money to both the school community and the Board.  Financial statements demonstrate accountability and, at the same time provide information for decision-making needed by the school community and the Board.

There are four main groups of accounts to be used in recording revenue and expenditure activity and examples of the type of activity within each group.  These groups are:

1.
Student Activity Fees

2.
Co-instructional Activities

3.
Administrative Activities

4.
Fund-raising Activities

The various components of revenue and expenditures are listed on pages 14 and 15 of this document.

Objectives

To provide a format for financial reporting including:

· Who will be responsible for preparing the reports

· What will be included in the reports

· The fiscal period that will be covered

· The reports that are required

· When they will be distributed

· To whom they will be distributed

· A board-wide standard on financial reporting of school-generated funds

Specifics

· The financial reports shall be prepared under the direction of the Principal.

· The reports shall encompass all money generated in the name of or under the auspices of the school regardless of its source or use.

· The fiscal year for the reports shall be September 1 to August 31.

· a six month semi-annual report from September 1 to February 28 will be submitted to the Family of Schools Superintendent for information and review purposes.

· a final annual report from September 1, to August 31 will be submitted to the Family Superintendent for information and review purposes, and to the Accounting Department at the CEC for Financial Reporting Purposes.

· The Principal shall review, sign and date all reports.

· The reports shall be kept with the records for the school-generated funds for seven years.

Effective September 1, 2004, all schools are using a common accounting software program for school-generated funds (Kimputer).  The Kimputer accounting module can generate a number of pre-formatted reports in order to:

· Meet the information and reporting needs of the Principal at each school

· Meet the reporting needs of the Family of Schools Superintendent’s semi-annual review of each schools fund activity and balances

· Meet the needs, under the Public Sector Accounting Board (PSAB), for inclusion in the Board’s financial statements

Required Reports

Each accounting system produces reports that are unique to the system.  The reports that follow are intended to give you a general overview of the reports that you will need.  A set of financial reports will be provided to schools in Fall 2006.  These will be referenced to and form part of this GAP #704.02.

The Plan for School-generated funds shows how you intend to raise the funds, the amounts projected to be raised, the associate fund-raising costs and the purpose that the net proceeds will be applied towards.  Your other financial reports should enable your school community to determine if the money actually raised has been used for the intended purposes set out in the plan.

1.
Plan for School-generated Funds

The Plan will be prepared at the beginning of the school year by the Principal after seeking sufficient and appropriate input from the school community.  The purpose of the Plan is to identify the activities that will take place, ensure that they are in accordance with Board policies, procedures and guidelines and to determine at the end of the year if the expectations were met.

The Plan will include all money generated in the name of or under the auspices of the school regardless of its source or use and indicate the following:

· The source of revenue

· The time period during which it will be generated

· The person responsible for the activity

· The anticipated proceeds

· The anticipated expenses

· The anticipated net proceeds

· The purpose for which the net proceeds will be used

A copy of the Plan, signed by the Principal, will be submitted to the Family of Schools Superintendent for approval.

The Family of Schools Superintendent should review, make any necessary adjustments and communicate those to the Principal.  A signed copy of the Plan should be returned to the school by October 31.  In the interim period (September 1 – October 31), activities similar to those in previous years may be undertaken.

A copy of the approved Plan will be kept in the school and used in conjunction with the review of the monthly and annual financial reports.  It is suggested that the approved Plan be communicate to the school community.

2.
Cash Flow Report

The Cash Flow Report will be prepared for the period starting September 1 and ending at the end of each month.  The Cash Flow Report will show:

· Opening balance – total for all funds at the end of last year

· Total receipts

· Total disbursements

· Closing balance

· Listing of all bank accounts totalling to the closing balance

3.
Summary of Fund-raising Activities

The Summary of Fund-raising Activities Report will be prepared for the period starting September 1 and ending at the end of each month.  The Summary of Fund-raising Activities Report will show for each fund-raising activity:

· Total receipts during the period

· Total disbursement during the period

· Net proceeds

· Purpose for which the net proceeds will be used

4.
Summary of Fund Activities

A fund will be established for each purpose designated in the Plan for School-generated Funds.  The Summary of Fund Activities will show for each fund:

· The opening balance at the beginning of the year.  The total of the opening balances will agree to the opening balance in the bank accounts(s).

· The allocation to the funds.  The total allocations will agree to the total net proceeds in the Summary of Fund-raising Activities Report.

· The disbursement out of the funds.

· The balance in the fund at the end of the year.  The total of the ending balances will agree to the closing balance in the bank account(s).

5.
Annual Financial Statements

These will consist of:

· Summary of total fund-raising activity, total expenditures and the surplus (deficit) of total revenue over expenditures

· Balance sheet (short form) showing all bank account and investment balances and the accumulated surplus (deficit) from fund-raising

· The annual statements will be for the twelve month period September 1 to August 31

Investments

Where a school has excess school-generated funds, they may be invested in the name of the school as permitted by Board policy.

Funds raised during a school year for a specific purpose must be used for the intended purpose and for the benefit of students who contribute to the fund-raising.  During the year there may be many reasons why a school has excess funds.  Some are:

· Funds (cash flow) not needed for the current school year (i.e. activity fees collected relating to the next school year)

· Interest revenue received above estimates

· A contingency fund for unexpected/unplanned expenditure activities (a specific amount should be identified)

· A savings account for major planned projects/activities in the near future.  If this is the case, it is essential that a plan be developed and communicated which outlines these projects/activities.

Records Retention

All original documents, including paid invoices, cancelled cheques, bank statements, support for deposits and bank reconciliations shall be retained for seven years.  It is recommended that the records of each year be boxed, labelled and stored in the school.

Caution

Deviation from the above guidelines will leave the school vulnerable to potential problems.  The need to have guidelines in place is often not recognized until something goes wrong.  The goal is to have controls that ensure money is handled appropriately, that staff are protected and that records are accurate, up-to-date and useful.  The controls are only as good as their enforcement.  It is important that school administrators support and follow the established practices.

(Name of School)

School-generated Funds

Funds Received Form
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Date



Amount of Funds Collected (See reverse for details)

	$


Source and Purpose of Funds:

	


Names and signatures of individual collecting funds:

Reconciliation of funds collected

	


(Name of School)

School-generated Funds

Funds Received Form
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CASH

Total Coins
=



X $5.00
=



X $10.00
=



X $20.00
=



X $50.00
=



X $
=



X $
=



TOTAL CASH (A)
=



CHEQUES

Payee
Amount

TOTAL CHEQUES (B)
=



TOTAL COLLECTED (A + B)
=



Description of the groups of accounts referred to above including the types of revenue and expenditure that may be included:

STUDENT ACTIVITY FEES

Revenue

· Fees (school enrolment X $30)

Expenses

(Note:  Not all schools spend activity fees on all of the areas listed below; however, all schools commit the total of the fees to activities that fall into these categories)
· Parent/Student agenda

· Retreats and faith experience for students

· Subsidy for yearbook

· Student awards

· Subsidy for graduation activities

· Honoraria for guest speakers for classes and assemblies

· Subsidy for extra/co-curricular clubs, events, athletics

· Subsidy for Grade 9 orientation activities

· Subsidy for student conferences and leadership camps

· Subsidy for needy students

CO-INSTRUCTIONAL AND ADMINISTRATIVE ACTIVITIES

Revenue

· Field trip fees

· Textbook replacement money

· Payments for vandalism

· Course material fees

· School store revenues

· Athletic team fees and fund-raising

· Civies Day collections

· Collections for charity (various)

· Graduation fees

· Student Council monies – e.g. candy grams, dances, ribbon campaigns, etc.

· Grad Formal monies

· Yearbook fund-raising – e.g. advertising

· Club fees, if applicable

· Subsidies for co-instructional clubs (transfers from Administrative)

Expenses

· Athletic team expenses (those not covered by Board budget, Athletic Petty Cash, or Activity Fee money)

· Club expenses (those not covered from Activity Fee money)

· School events – e.g. awareness week honoraria, prizes, advertising (not covered by Activity Fee money)

· Department specific expenses – e.g. replacement texts, contest fees, field trip costs

· Charitable donations

Administrative Activities
Revenue

· Donations – e.g. McCarthy’s, community groups, alumni

· Commissions – e.g. cafeteria, payphones, vending contracts, school photocopier

· Staff Social Activity fees

· Bank interest

· GST rebate

Expenses

· Staff Development – e.g. conference subsidies, meeting refreshments

· Public Relations – e.g. parish, community and staff acknowledgements and honoraria, Parent Evening expenses, school newsletter (if not paid by Board funds)

· Staff Social Committee expenses

· Capital expenditures – e.g. replacement cafeteria equipment, school sign, bleachers

· School renovations

· Awards – e.g. athletic, graduation, co-curricular

· Subsidies to co-instructional clubs

· Charitable Donations

· Bank Charges

FUND-RAISING ACTIVITIES
Revenue

· Monies collected from a major fund-raising campaign (one per year as per GAP)

Expenses

· Transfer to co-instructional accounts

· Major expenses as determined by the school for the fund-raising campaign

Note:  
*  Paper receipts must be available for all purchases


*  All purchase activity must be approved by appropriate signing officers


*  Spending criteria must follow approved categories
POLICY

4.20
FUND-RAISING ACTIVITIES    






(Rev. 110   -  89.03.21)





(Rev. 511   -  94.10.18)

Fund-raising activities, to defray the costs of school- related needs, shall be permitted according to the accompanying regulations.
REGULATIONS

4.20
FUND-RAISING ACTIVITIES       

 




Rev. 110   -  89.03.21)






(Rev. 511   -  94.10.18)
Definitions:

1. a)
"Fund-Raising Activities" are those schemes for raising funds for school purposes which are devised and organized by the school community. 

b)
"Secondary School" is a school containing any of the grades 9 to 12 / OAC.

2.
The safety of the children shall receive prime consideration during all fund-raising activities.

3.
Parents and the public should be aware of all canvassing and fund-raising activities and their purposes.  It is important that the role and value of canvassing and fund-raising be clearly understood by students, parents and the school community before and after such activities are undertaken.

4.
All students under the age of 18 should participate in fund-raising activities only with their parents'/guardians' written consent.

5.
No fund-raising activity which involves or promotes door-to-door canvassing or public solicitation is allowed.

6.
The principal shall give careful consideration to the number, extent and frequency of all activities approved.

7.
All goods and services sold or provided will be approved by the principal.

8.
Secondary Schools will be allowed one exception per school year to Regulation 5, providing that the activity is approved by the Director of Education or Superintendent delegate.

9. 
In order to protect the people who are required to handle money, proper financial procedures should be put into place.  (Reference to GAP - 704.02)
POLICY
4.21
FUND-RAISING CAMPAIGNS     






(Rev. 110   - 89.03.21)






(Rev. 511   - 94.10.18)

Principals may allow campaigns within their schools for funds for charitable purposes according to the accompanying regulations.
REGULATIONS

4.21
FUND-RAISING CAMPAIGNS             






 (Rev. 89    - 89.03.21)

(Rev. 511 - 94.10.18)

Definitions

1.
"Fund-raising Campaigns" are schemes to raise money for charitable or other purposes which originate and are organized by a body outside of the school, for example, the Cancer Society.

2.
The raising of funds for charitable purposes should be designed to involve students in purposeful learning activities.  No such scheme will involve or promote door-to-door canvassing or public solicitation.

a)
Funds may be raised for up to two (2) charitable campaigns or missions per year conducted on a school-wide basis.

b)
Principals may authorize specific interest groups,  e.g., class or club, to conduct additional campaigns on a limited basis.

3.
The safety of the children shall receive prime consideration during all fund-raising campaigns.

4.
Parents and the public should be aware of all canvassing and fund-raising campaigns and their purposes.  It is important that the role and value of canvassing and fund-raising be clearly understood by students, parents and the school community before and after such campaigns are undertaken.

5.
All students under the age of 18 should participate in fund-raising campaigns only with their parents'/guardians' written  consent.

6.
The principal shall give careful consideration to the number, extent and frequency of all campaigns approved.

7.
All goods and services sold or provided will be approved by the principal.

8.
In order to protect people who are required to handle money, proper financial procedures should be put in place.
(Reference to GAP  - 704.02)
Annual Report

At the end of your term (one year), your Catholic School Council must prepare and submit a written report to your school, your community and to your school board.

An annual report is used by an organization to communicate to its investors, stakeholders, members and participants.  Sometimes an annual report may be used as a marketing tool to recruit new members or to educate your community.

The annual report must include a form of financial statement if income and expense occur as a result of the activities of the council.  The financial statement should name the financial “year end” of the council’s activities.  For example:  Financial Statements for (name school) Catholic School Council for the year ending September 30th (the year)  There should also be a clear listing of the income and expense by activity. This will allow the board to be compliant in their year end audit.
At a minimum, the annual report should have an opening letter, statement or address.  This should include a report on council activities; accomplishments; challenges; goals and perhaps, plans for the future.  As a Catholic School Council, it is important to share any opportunities your council had to strengthen your faith through retreats, special discussions, prayer meetings and liturgies.   As well, a list of names of the council members should also be included with positions, and perhaps an explanation of their roles.  There should be recognition of outgoing council members and volunteers in the community who have contributed to the council’s success.  You should provide information concerning council meetings in terms of meeting times and location as well as an open invitation for all to attend future meetings.  Financial statements must also be included with the annual report to ensure transparency of school council funds. 

The principal, on behalf of the school council, must ensure that a copy of this annual report is provided to every parent who has a child enrolled in your school.

Remember, this is your Catholic School Council’s opportunity to shine. 

Transition

The term of office for membership on a Catholic School Council is one year, therefore it is important that the transfer of procedures and documents be completed before each new term begins. Meeting minutes, financial statements, records, Annual reports and surveys, handbook, bylaws and other documents, should be filed at the school in a central location.
For more information regarding Annual Reports, please consult Section 10, 10.1-10.4 of the Ministry of Education document, “School Councils, A guide for Members”
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"We give thanks for the bread that we have eaten.


For the wine that we have tasted.


For the life that You have given:


Father, Son and Holy Spirit, We praise You."
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