Waterford Valley Policy on Fundraising

This policy is made in accordance with the direction set out by the Eastern School District’s School Fundraising Policy to guide School Councils in fundraising.

1.
The mandate for fundraising by students at Bishops College is based on the direction provided by the Eastern School District as well as the Schools Act.  These policies cover all fundraising activities undertaken by students, teachers, parents and community volunteers in the name of Bishops College.  

2.
The School Council shall approve and monitor activities for the raising of funds for Bishops College and shall report on this fundraising in the School’s annual report.

3.
Priorities for major school fundraising shall be established at the beginning of each school year by the School Council.  The principal shall put forth a list of priorities to the School Council based on consultation with teachers and other interest groups within the School who are responsible for overseeing fundraising.  The priorities for fundraising shall be in accordance with the School’s development plan for the year.

4.
The School Council may approve a once a year levy, the payment of which is voluntary, instead of or as a supplement to fundraising activities for the School.  If a levy is approved by the School Council, a letter from the Chair of Council shall be sent to all parents providing information about the levy.  This letter shall also be posted on the Bishops College website.

5.
The School Council shall approve major school fundraising activities that includes students, parents/community at large such as vegetable hamper sales, dinner theatre, auctions, flea markets, grocery tape donations and other similar activities.  Major fundraising events are defined as school wide events that benefit the whole school community.

6.
School groups, clubs, teams or other organizations within the School may be permitted to host fundraising events within the School to support their activities.  Such events are subject to the approval of the School Council and the principal.  Requests by these groups shall include all pertinent information including the nature of activities, the purpose, the date and time of the activities, the number of students involved, the anticipated revenues and expenses and the activities supervisor.  Requests shall be submitted in writing to the principal in advance of the fundraising activities to the School Council and shall not commence without the written approval of School Council.  Requests from such groups may be accepted or denied on whether or not the criteria are consistent with the Eastern School District or the School’s policies, philosophy and goals and whether or not it interferes with any other planned school fundraising activities.

7.
School groups, clubs, teams and other similar organizations within the School will be permitted to host fundraising events within the School community to support their activities subject to the approval of the School Council and the principal and should meet all the other requirements as outlined above for fundraising events within the School.

8.
In-school generated funds shall fall under the responsibility of the school principal.  Such funds would include revenue generated from food service operators including vending machine profits, facility rentals, and other similar activities.  These activities are not subject to School Council’s approval but must be approved by the principal.
9.
All schools within the school attendance area shall endeavour to coordinate fundraising activities so that patrons in the immediate school community will not be confronted with several schools having fundraising activities occurring at the same time.  This shall be coordinated by the principal.

10.
Students participating in fundraising activities is voluntary. The safety of the students must be considered a priority in all fundraising activities.  Fundraising activities that involve the selling of food items must comply with the Eastern School District’s nutritional policy.  All fundraising activities must comply with the provincial/federal laws and regulations.  Any requests for fundraising involving the sale of tickets, if approved, will be approved in principle subject to the group obtaining the appropriate lotto license.  This license shall be reviewed by the principal before final approval is given. It is the responsibility of the organization that submits the application to Council to make sure that the necessary licenses are in place.

11.
Fundraising activities will not be undertaken to support elective school trips that are not directly related to the curriculum outcomes such as tours offered through commercial companies.  Fundraising activities shall be undertaken so as not to interfere with the regular school hours.  School facilities will be provided for approved fundraising events at no cost subject to the policies and procedures set out by Eastern School District for the community use of school policies.

12.
The principal shall be ultimately responsible for funds collected in fundraising activities in accordance with the Eastern School District policy on financial accounting and reporting.  Funds shall be accounted for in the manner consistent with the District’s procedure as issued by the Director of Education.  Financial records for each fundraising activity/project must be clearly posted in a bank account bearing the school’s name.  All funds collected through fundraising in the name of the school must be channeled through the school’s bank account.  All funds collected through School Council approved projects shall be reported to the School Council on a regular basis.  This report shall outline the fundraising activities, revenues and expenditures and the parties to which the funds were dispersed as well as a report on how the funds from the fundraiser were used.  

13.
Each year a summary of the fundraising activities shall be prepared by the group.  This report shall identify the opening bank balance, funds collected by activity, funds distributed to groups and the name of the groups and the closing bank balance.  A copy of this report must be sent to the Assistant Director of Finance at the Eastern School District office.  This annual information shall also be included in the Annual School Development Report.



NOTE: You can use the attached form below or submit a similar one.
Waterford Valley Fundraising

Application Request
Name of Group:  _________________________________________________________

Date:  __________________________________________________________________

Name of Teacher Sponsor for Group:  _________________________________________

Describe in detail the fundraising project that you would like to do (include all necessary timelines, who will benefit from the fundraising, if the fundraising involves selling tickets enclose copy of the lotto license application).

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Describe in detail how much money you expect to raise and how you plan to use these funds.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

All money collected must be submitted to the office as soon as possible 
or within a maximum of 3 schools days

School Council 

Approved
_____

Not Approved     _____
_________________________________

______________________________
Signature of School Council Chair


Signature of Principal or Designate

________________________________

______________________________
Date






Date
Secretary Use: Total of money submitted: ___________________ Receipt#: _________

Name of Person submitting: ____________________
Date: ___________________

Yearly Financial Record and Report

Organization/Group: ________________
	Description and list of all monies collected
	

	1.
	

	2.
	

	3.
	

	4.
	

	5. 
	

	6. 
	

	7.
	

	8.
	

	9.
	

	10.
	

	Total Revenue
	


	Description and list of all expenses
	

	1.
	

	2.
	

	3.
	

	4.
	

	5. 
	

	6. 
	

	7.
	

	8.
	

	9.
	

	10.
	

	Total Expenses
	


Opening Balance: 

_________________________
Add Total Revenue: 

_________________________

Subtract Total Expenses: 
_________________________

Closing Balance in June: 
_________________________
________________

_____________

Signature of group financial officer 

Signature of teacher sponsor
____________________________

________________________
Date 





Date

Please submit this form to the office on or before June 15th
