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Preamble

The following procedures provide guidelines and expectations regarding the handling of school
generated funds, banking and management, maintenance of records and the required reporting
for school generated funds.

Types of School Based Funds

2.1

2.2

2.3

School Operating Funds (often referred to as Schedule A money) are the budget funds
received by the Waterloo Region District School Board (Board) from provincial grants and
allocated to the schools. The actual funds are kept on deposit in the WRDSB’s central
account known as WRDSB. Each school has accounts as part of the WRDSB’s overall
financial system. Spending decisions are made and approved by the school
administrator.

School Funds arise from fundraising, collections, commissions and rebates at the school
itself. The money is under the control of the school administration and the board. The
funds are kept in central accounts and each school has accounts as part of the School
Funds/SAC financial system. Disbursement decisions are made by school administration
in compliance with WRDSB policies and procedures and records are kept at the school.
See Section 5 of this procedure for the additional reporting requirements for bank
accounts not included in School Funds/SAC K212.

School Council Funds arise from fundraising, collections, commissions and rebates at
the school itself. Funds are raised on behalf of the school with the direct involvement of
the School Council or parent community, along with the school administrator. Expenditure
decisions require approval from the School Council along with the school administrator.
Funds are combined with school funds (see Section 2.2) but in a designated account, in
some cases, such as a “bingo account”, a separate bank account is maintained as
required by the Ontario Lottery and Gaming Corporation (OLGC). Financial records are
kept by the school or by the School Council if they maintain a separate bank account.
When a separate bank account is maintained, additional monthly reporting is required to
be completed by school staff and forwarded to Financial Services. See Section 5 of this

January 2024

Page 1 of 5
Procedure 4690



https://www.ontario.ca/page/broader-public-sector-expenses-directive
https://www.ontario.ca/page/broader-public-sector-accountability
https://staff.wrdsb.ca/policyprocedure/?page_id=4439
https://staff.wrdsb.ca/policyprocedure/?page_id=244
https://staff.wrdsb.ca/policyprocedure/?page_id=255
https://staff.wrdsb.ca/policyprocedure/?page_id=254
https://staff.wrdsb.ca/policyprocedure/?page_id=262

24

25

26

procedure for the additional reporting requirements for bank accounts not included in the
School Funds/SAC Accounting System.

School Generated Funds consist of both School Funds/SAC Funds and School Council
Funds.

Scholarship Funds Donated to Schools deal with funds bequeathed/donated to the
WRDSB for the purpose of setting up scholarship funds. These donations are forwarded
to Financial Services and deposited into separate accounts within the WRDSB’s
Scholarship fund.

Funds Donated to Schools deals with donations made to a particular school either for a
specific purpose or for general use. Donations of this nature need to be deposited into
WEFI General.

Procedure

3.1.

3.2.

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

This procedure applies to both School Funds/SAC (2.2 above) and School Council Funds
(2.3 above).

Purchases made using School Funds/ SAC or School Council Funds must comply with all
WRDSB policies and procedures.

Amounts carried forward into the next year should be kept to a minimum unless it is part
of a multi-year fundraising initiative. When schools have significant funds remaining in
their account, a formal plan to spend the money should be developed. It is not
appropriate to retain funds for an indefinite period of time.

Not all schools have the same capacity to conduct fundraising activities; therefore, some
schools may have resources which exceed those available to students at other schools.
Schools are encouraged to consider assisting other schools whenever possible and as
deemed appropriate by the school community. Funds raised may be forwarded directly to
a targeted school or contributed to a central fund through the Waterloo Education
Foundation, Inc. (WEFI) to be distributed as determined by the fundraising school.

For assistance in donating funds to another school, please contact

finance-schfunds@wrdsb.ca (elementary) or finance-sac@wrdsb.ca (secondary).

A deficit in school generated funds is not permitted. Should a deficit arise, a plan should
be put in place to address the deficit in a timely manner.

The Ministry of Education’s (Ministry’s) guidelines determine acceptable and
unacceptable uses of school generated funds to be adopted by all school boards.
Fundraising activities should be in line with the principles of public education, including
diversity, accessibility, equality of opportunity and inclusivity.

The following are examples of acceptable uses of fundraising proceeds as set out in

Ministry guidelines:

3.8.1. Student Assistance fund (for example, a fund serving a charitable purpose to
benefit students, such as providing payment for the cost of a field trip for
students who cannot afford it);

3.8.2. Supplies, equipment or services which complement items funded by provincial
grants (for example, extracurricular band equipment, audio-visual equipment);

3.8.3. For additional information regarding acceptable use of fundraising to purchase
learning supplies and materials, please refer to AP4900- F for Learnin
Materials and Activities;

3.8.4. Field trips or other excursions (for example, in-province, out-of-province or trips
abroad);

January 2024

Page 2 of 5
Procedure 4690


mailto:finance-schfunds@wrdsb.ca
mailto:finance-sac@wrdsb.ca
https://www.wrdsb.ca/wp-content/uploads/AP4900-Fees-for-Learning-Materials-Activities.pdf
https://www.wrdsb.ca/wp-content/uploads/AP4900-Fees-for-Learning-Materials-Activities.pdf

4.

3.9.

3.10.

3.11.

3.12.

3.8.5.
3.8.6.
3.8.7.
3.8.8.

3.8.9.

Guest speakers or presentations;

Ceremonies, awards, plaques, trophies or prizes for students;

Extracurricular activities and events (for example, travel and entry fees for
sports competitions, school team uniforms, school band, choir, clubs);

School yard improvement projects (for example, playground equipment, shade
structures, gardens);

Upgrades to sporting facilities such as running tracks, installation of artificial
turf and scoreboard.

The following are examples of unacceptable school generated fund expenditures:

3.9.1.

3.9.2.
3.9.3.

3.94.
3.9.5.
3.9.6.
3.9.7.
3.9.8.
3.9.9.

3.9.10.

3.9.11.

ltems that are to be purchased from the WRDSB'’s budget (e.g. classroom
learning materials and textbooks);

Payments to WRDSB employees for goods and services;

Gifts or items for employees (e.g. flowers, books, holiday gifts, greeting cards,
spirit wear);

Travel and hospitality;

Meals for staff (e.g. pizza lunches, donuts/treats/snacks);

Investments other than those permitted by the WRDSB and Regulation 471/97
of the Education Act (eligible investments);

Support for political activities, groups or candidates;

Facility renewal, maintenance, or upgrades funded through provincial grants
such as structural repairs, sanitation, emergency repairs, or replacing flooring
due to wear and tear;

Infrastructure improvements which increase the student capacity of a school or
are funded by provincial grants (for example, classrooms, additions, gyms,
labs);

Professional development including support for teacher attendance at
professional development activities;

Administrative expenses not associated with fundraising activities; any
administrative expenses associated with fundraising activities should be
minimized.

Staff funds must not be included with School Generated Funds or any other WRDSB

funds.

Financial Services must be informed of capital asset purchases greater than $5,000 (e.g.
playground equipment and signs).

All employee expense reimbursements related to School Generated Funds purchases
must be submitted through WRDSB’s online expense reimbursement process AP4380.
Cheques or petty cash payments are not to be made to WRDSB employees from School
Generated Funds.

School Generated Funds Roles and Responsibilities

4.1. School staff members are responsible for the following:
41.1. Utilizing School-Day for collecting money from students or other sources as
applicable;
4.1.2. Counting money collected and ensuring the funds are securely delivered to the
designated individual as it was received;
4.1.3. Reviewing monthly reports as they pertain to their individual accounts.
4.2. School secretarial staff are responsible for the following:
4.21. Utilizing School-Day for collection of cash and cheques;
4.2.2. Recording deposits in the School Day deposit module using the appropriate GL
accounts;
4.2.3. Processing invoices for payment and maintaining appropriate supporting
documentation such as invoices and receipts;
4.2.4.  The printing and distribution of cheques;
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4.3.

4.4.

4.5.

4.25.

4.26.
4.2.7.
4.2.8.
4.209.

Acting as one of the signing officers for the cheques issued (i.e. two signatures are
required on all cheques);

Preparing journal entries as required;

Producing and reviewing financial reports as required,;

Assisting during an audit/review;

Participating in WRDSB training related to school generated funds.

School administrative staff are responsible for the following:

4.3.1.

43.2.
4.3.3.
434.
4.35.
4.3.6.

43.7.

4.3.38.

4.3.9.

Ensuring that financial control is exercised over the use of funds and that funds are
disbursed as per the intent of the funds raised or collected; this includes distribution
of year end carryover funds;

Ensuring compliance with all WRDSB policies and procedures;

Acting as one of the signing officers for the cheques issued;

Approving School Generated Funds journal entries

Reviewing account balances, financial records and reports on an on-going basis;
Notifying the Superintendent, Business Services & Treasurer and the appropriate
Superintendent of Student Achievement & Well Being if any problems arise;
Ensuring that the school or any individual associated with the school does not enter
into contracts in the name of the school or the WRDSB;

Ensuring that the School Council Chair is aware of and understands their roles and
responsibilities;

Participating during an audit/review and ensuring implementation of
recommendations.

Financial Services staff are responsible for the following:

441.

442
443.

444
445.

446.

Uploading the daily cash and online deposit extracts from the cashless schools
system (School-Day) into the School Generated Funds accounting system;
Reviewing journal entries and canceled cheque requests forwarded from schools;
Allocating interest earned on the School Generated Funds accounts on a monthly
basis;

Processing journal entries for transaction fees;

Preparing the monthly bank reconciliation for the School Generated Funds and
online payments (School-Day) bank accounts;

Preparing and distributing the annual financial statements related to School
Generated Funds and reporting to the Ministry.

School Councils are responsible for the following:

451.
452
4.53.

454.

Developing an annual fundraising plan;

Providing details of School Council financial activities at School Council meetings;
The minutes of the School Council meetings should include the fundraising plan
and details of financial activities for School Council funds.

At the end of the school year, the School Council must prepare and submit a
written report to the school and to the WRDSB, outlining the goals, activities and
achievements, including any fundraising activities during the year.

5. Lottery Accounts Not Included in School Generated Funds K212

5.1. Banking for lottery accounts

511. A bank account must be set up in the name of the WRDSB as follows: Waterloo
Region District School Board — name of the School or School Council.

51.2. All bank accounts must have at least two signing authorities, one of whom must be
the Principal (or Vice-Principal if designated by the Principal).

51.3 The bank account should be one that provides a monthly bank statement along
with returned cheques or cheque images.

51.4. Cheque stock should be pre-numbered and indicate the school’s name.

5.1.5. It is the school’s responsibility to ensure the signing authority is current with the
bank.

January 2024 Page 4 of 5

Procedure 4690



5.2.

5.3.

Bank Reconciliations for lottery accounts

5.2.1. Entries for items such as bank fees, bank interest and NSF cheques should be
recorded.

5.2.2. Bank reconciliations should be completed monthly (balances should be verified that
they agree with the amount reflected in the bank account and the amount in the
school records) and signed by the Principal.

5.2.3. The bank reconciliation, a copy of the bank statement and a listing of financial
transactions should be reported to Financial Services monthly (failure to comply
could result in a requirement to close the account).

Reporting for lottery accounts

5.3.1. In addition to the monthly reporting requirements, a Yearly Balancing report for
each Non-K212 account must be completed and forwarded to Financial Services
by the assigned date. This information is required for Ministry reporting purposes.

6. Records Retention

6.1. All records and documentation pertaining to School Generated Funds should be maintained
in accordance with the WRDSB’s retention schedule.

6.2. Generally, financial records should be retained for seven years.

6.3. For ease of access, records should be kept together and filed in chronological order by month
and year. Cheque copies and supporting documentation (i.e. invoices/receipts) are best
stored sequentially by cheque number.
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