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[bookmark: _Toc401914221]1.  Accounting Systems & Reporting

Rationale
The implementation of procedure will standardize financial practices facilitating consolidation of the Society's finances. More importantly, the risk of jeopardizing the school's reputation and government grant funding is greatly reduced through regular and proper accounting procedures and reporting.

Policy
The following financial statements will be produced and made available to the board on a monthly basis:
• Balance Sheet (showing Assets, Liabilities and Retained Earnings).
• Income Statement (or Profit & Loss Statement) showing of Revenues & Expenses.
• Actual vs Budget Report (showing a comparison of actual vs budget expenses by month and by year-to-date).

Where appropriate, generally accepted accounting principles (GAAP) will be followed when producing financial statements. Internal controls shall be established to prevent error in financial statements and protect against fraudulent use of Society funds.

Procedure
1. At monthly Finance Committee meetings, the Treasurer will ensure that the financial statements be presented to members of the committee for approval. 

2. The required method of producing these reports is through computerized accounting with all financial information and records kept and maintained in the school computer.

3. The Treasurer will present the financial statements to the board together with any recommendations from the Finance Committee.

4. The Treasurer will ensure that prudent internal controls are being followed by staff eg., cheques signed by two authorized signatories, bank reconciliations done monthly, etc.
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Rationale
Insurance is considered a last resort in the Society's risk management plan. The goal is that appropriate risk practices prevent the need of ever making an insurance claim. Nevertheless, prudence dictates that the Society acquires an appropriate level of insurance to protect against various risks.

Policy
The board has delegated to the Treasurer and Finance Committee, the role of assessing the risks faced by the Society and ensuring that appropriate insurance is purchased on an annual basis. The Treasurer and Finance Committee will also select an insurance broker that has expertise in advising schools and has access to insurance policies that will adequately deal with risks experienced by the Society.

Procedure
1. Annually, the Treasurer will ensure that an updated risk assessment and an insurance renewal from the Society's insurance broker is presented to the Finance Committee for approval.

2. Where necessary, the Treasurer will obtain updated valuations of replacement cost of the assets of the Society.

3. Annually, the Treasurer will ensure that a record of all assets owned by the Society is stored offsite in case of fire etc. This may be an asset register and/or a video of each room. The goal is to ensure that the police and/or insurance adjustor has a complete record of assets of the Society to enable a claim to be made.
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Rationale
In order to ensure good fiscal practice, the Society requires that, where possible, all transactions flow through the bank accounts of the Society. Further, where possible, all transactions should be authorized by appropriate signing authorities.

Policy
The board authorizes the Treasurer and Finance Committee to establish accounts with a bank, credit union or trust fund to enable the Society to conduct its business. The transactions flowing through the accounts shall be authorized in accordance with appropriate internal controls. Accounts of the Society shall be reconciled to bank statements on at least a monthly basis.

Procedures
1. The Treasurer will ensure that accounts are set up with a bank, credit union or trust account that best serves the interests of the Society.

2. Signatories to the accounts shall be in accordance with appropriate internal controls established for the Society.

3. The Treasurer will ensure that all accounts are reconciled to bank statements on at least a monthly basis.

4. The Treasurer shall ensure that the appropriate signatories and authorities for expenditure of the Society in accordance with the Society's internal controls are occurring.
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Rationale
In order to ensure good fiscal practice, the Society will prepare an annual budget consistent with the mission, vision and values of the Society. The budget is a financial projection of the capital and operating goals of the Society congruent with the strategic plan.

Policy
The Treasurer and Finance Committee are responsible to oversee the annual budget process with staff and will produce a preliminary and final budget to the Board of Directors annually. The budget will be presented to the members at a members meeting or AGM. Further, the budget will be used as a reference point throughout the following year (budget vs actual comparison statements) to ensure that income and expenditure are within budget parameters set for the Society.

Procedure
1. The Treasurer and Finance Committee will provide broad policy parameters to the Principal and Business Manager of the school to enable them to work with staff to develop a preliminary budget and workpapers.

2.  The Principal and Business Manager will obtain advice from various departments within the school to develop the operating and capital needs of the school. This will enable the Principal and Finance Committee to make final recommendations eg., tuition fee increases, staff pay increases, debt decisions, etc. to the Board.

3. Upon board approval of various recommendations by the Board, the Treasurer will oversee with the Principal and Business Manager the formulation of the final budget for presentation to the Board and ultimately to the members of the Society.

4. Each month, financial statements comparing actual income and expenditure to the budget will be provided to the Principal, Treasurer, Finance Committee and the Board.

5. Where a budget variance shows that the Society is outside of budget parameters, the Principal, Treasurer and Finance Committee shall make recommendations to the board for their discernment.
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Rationale
Society assets including school buildings and infrastructure are to be used consistent with mission, vision and values of the school to the glory of God. Assets may need to be maintained, protected, repaired and replaced. Additional building and assets may need to be acquired to better fulfill the mission of the Society. 

Policy
The Treasurer and Finance Committee will ensure that sufficient staff and funds are provided so that Society assets are maintained, protected, repaired and replaced prudently. Further, as part of the strategic planning and budget processes, the Board shall ensure that suitable assets are purchased, constructed, renovated or repaired to fulfill the mission of the Society.

Procedure
1.  As part of the strategic planning process, the board shall ensure that appropriate envisioning of the facilities, infrastructure and assets occurs to enable the fulfillment of the Society's mission.

2. As part of the annual budget process, the board shall ensure appropriate funds are set aside to maintain, protect, repair and replace assets.

3. When the school is ready to begin construction, a Building Committee will be established to oversee the capital building project. At this time, all funds raised for the purpose of the building shall be put into a balance sheet fund account and/or separate bank account so that funds may only be used for the purpose intended.

4. Any excess funds at the completion of the project will be returned to the school to be used for purchasing Capital Equipment.
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Rationale/Policy
By definition, capital expenditures and operating expenditures are different and should be indicated in separate areas the Society's budget. The following clarifies each category.

"CAPITAL EXPENSES" means: (1) expenses necessarily incurred by an authority for and incidental to the acquisition of assets of a permanent or semi-permanent nature, (2)  expenses incurred in acquiring and developing sites for independent school purposes or for use in connection with, (3) expenses incurred in purchasing, constructing, reconstructing, making major alternations to, furnishing and equipping buildings for independent school purposes, (4) expenses incurred in acquiring vehicles and their accessories, and (5) contingent and other expenses necessarily incurred that are of a capital nature.

"OPERATING EXPENSES" includes: All expenses necessarily incurred by an authority for and incidental to the administration, management, supervision and operation of independent school facilities and auxiliary services, and, without limitation, includes:
a) expenses necessarily incurred by or on behalf of the authority, and employees of the authority, in the execution of their duties,
b) salaries of teachers and all other employees and the expenses necessarily incurred in relation to the payment of them,
c) cost of books, educational materials and supplies,
d) expenses necessarily incurred in the operation, repair and maintenance, and minor alterations of buildings under the jurisdiction of the authority,
e) expenses necessarily incurred in the maintenance of furniture and equipment and the replacement of worn out furniture and equipment,
f) expenses incurred in operating auxiliary services,
g) cost of insurance coverage against liability on account of loss or damage to persons or property,
h) contingencies and other expenses necessarily incurred that are not capital expenses,
i) the cost of operating an independent school excluding the capital cost, 
j) expenses necessarily incurred in securing options for sites or buildings required for independent school purposes or for use in connection with them. 
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Rationale
The Board recognizes that from time to time there may be a surplus of funds in the school’s operating accounts. The Board also recognizes that replacement of assets in the future eg., buildings will be significantly higher than any funds set aside by virtue of depreciation and amortization. Therefore, it is prudent to ensure these funds are not automatically used to fund operations or other programs but are set aside for asset replacement.

Policy
Funds in a school operating account that are surplus to immediate operational use may be placed in appropriate interest-bearing term deposits or other investments in the title of the school in such a way that, at maturity, these deposits together with accrued interest, are  returnable to the operating account.

Procedure
1. The Treasurer and Finance Committee will ensure that surplus cash is invested or placed in interest-bearing deposits within the risk parameters set by the Board.

2. Where the Society has mortgages or other debt, the Treasurer and Finance Committee may use excess funds to reduce debt, while always ensuring that suitable liquidity is maintained for the operations of the Society.

3. The Treasurer and Finance Committee will ensure that funds are available when required for capital and operating expenditure as set out in the approved annual budget.
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Rationale
Good accounting practice makes it imperative that in the operation of the Society that proper financial records be kept. This importance is underscored by the fact that these schools are in receipt of public monies in the form of provincial grants as well as charitable donations.

Policy
The Society's financial record keeping shall be based on accrual accounting procedures and generally accepted accounting principles (GAAP). Appropriate internal controls shall be maintained to ensure accuracy of financial statements and prevent opportunities for fraud.

Procedure
1. The Treasurer and Principal will ensure that staff with sufficient qualifications and experience keep books of account and financial records for the Society.

2. Monies received from the government must be deposited directly into the school account and entered in the school books of account.

3. School fees and tuition must be deposited directly into the school account and entered into the school books of account.

4. All monies received for donations and fundraising must be deposited in the school account except for in-kind donations. CRA regulations for in-kind donations must be observed eg., independent valuation rules.

5. Expenses of the Society will have appropriate authorization and be transacted in such a way as good record keeping may take place eg., cheques, credit cards, direct debit, etc.

6. The Treasurer will ensure either directly or through external auditors that this policy is being observed.
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Rationale
Our Society is a registered charity and as such may seek donations and raise funds to fulfill its charitable purposes. We also seek the involvement of parents, alumni and other supporters as part of our school community as volunteers and donors. The proper accounting of all fundraising income and expenses is essential to the accountability that the Society must exercise to the parents, donors and to the government authorities.

Policy
The Treasurer and Finance Committee will ensure that all donations and fund raising will be performed in conformance with CRA requirements and that proper accounting and internal controls are in place.

Procedure
A. Donations
· 
B. In-Kind Donations
· 
C. Fundraising Events
· 
D. Mission Trips
· 
E. Building Fund Donations
· 



[bookmark: _Toc401914230]10. Tuition and Tuition Assistance/Discounts

Rationale
Our Society charges parents tuition fees to parents and guardians. Other fees may also be charged from time-to-time for various purposes eg., bus fee. Our goal is that every family desiring to send their children to our school be able to do so, however, we recognize that some families may require tuition assistance as their means do not allow them to pay the full tuition.

Policy
The Society welcomes the children from Christian parents and makes its educational program available to those meeting the admission requirements and paying the established fees or those paying the tuition fees negotiated with the board. Where tuition assistance is required, the Finance Committee has the mandate to oversee the tuition assistance process and final approval.

Procedures
1. Parents must apply for initial admission to the school according to the admission policy and complete re-enrolment procedures as established from time to time.

2. Parents are encouraged to pay tuition fees by an “automatic transfer” method with the local bank or credit union. Lump sum payments and other regular methods of payment are also welcome.

3. Parents experiencing financial difficulties due to illness, accident or other unforeseeable events should contact the school accountant or board treasurer.

4. Parents with limited financial means are invited and urged to meet with the board treasurer or finance committee to develop a tuition fee according to financial needs.

5. Parents whose tuition fee payments fall far into arrears and who fail to make a further agreement with the Treasurer regarding payments, will in time be required to withdraw their children from the school.

6. Re-enrolment for next school year will be suspended if tuition fees remain owing or if no agreement for payment of outstanding fees is reached by September 1st.

[bookmark: _GoBack]7. School records will not be transferred to other educational institutions until arrears have been paid or until an agreement for payment of outstanding fees is reached.  (check whether this is appropriate in your district)

8. Payments on accounts in arrears will first be applied to interest on arrears and secondly to the oldest outstanding balance.

Note:
The tuition assistance application may be found on our website: www.xxxx.ca\xyz
The current tuition fees and other costs may be found on our website: www.xxx.ca\xyz
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Rationale
The Society is a registered charity and as such may issue tax receipts where legally allowed to do so. Income tax receipt issuance is prescribed by Canada Revenue Agency and our Society seeks to follow all laws and regulations diligently. The capacity of the Society to fundraise successfully is affected by the ability to issue tax receipts to donors for gifts made to the school.

Policy
The Treasurer and Finance Committee will oversee the processes and issuance of income tax receipts in accordance with guidelines established by Canada Revenue Agency. Tuition tax receipts issued by virtue of IT75-23 for religious education will also be overseen by the Treasurer and Finance Committee.

Procedure
A. Donation Receipts
· 

B. In-Kind Donation Receipts
· 

C. Tuition Donation Receipts (IT75-23)
· 

D. Other Receipts/Fitness Credits
· 
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Rationale
The role of the Treasurer and Finance Committee is critical to the successful functioning of the Society and ultimately to the successful functioning of the school. The board has many fiduciary responsibilities but may not always have accounting and finance expertise and therefore relies on counsel from experts in these areas.

Policy
In accordance with the Bylaws of the Society, the board will appoint a Treasurer. The Treasurer serves as chair of the Finance Committee, the members of which will selected in a manner set out by the Bylaws and board policy.

Procedure
The Treasurer is appointed to fulfill the following responsibilities:
· Prepare a proposed budget in consultation with the Principal, business manager and Finance Committee.
· Submit the budget to the board for their approval.
· Monitor all expenditures and receipts with regard to the budget.
· Provide monthly financial reports to the committee as per policy manual.
· Monitor all school accounts.
· Oversee the collection of tuition.
· Oversee the collection of overdue accounts.
· Respond to the Board of Director’s request regarding budget information as per policy manual.
· Monitor that all Society financial policies are followed.

The Finance Committee is appointed to fulfill the following responsibilities:
· Provide counsel in the preparation of the annual budget
· Assist with discernment of tuition assistance applications
· Provide counsel with respect to monthly financial statements and the financial health of the Society.
· Form part of the selection committee in the hiring of a business manager or bookkeeper
· Assist the Treasurer with projects from time-to-time
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Rationale
The Society gathers private and confidential information. There is a duty of care to protect people's private information and to use it for the purpose it was gathered in accordance with applicable legislation (PIPA Act). The school also has financial information that may at times need to be kept private and confidential eg. payroll records.

Policy
The Privacy Officer appointed by the Society will ensure that confidential information is gathered, used, disseminated and destroyed in accordance with applicable legislation and school policy. The Treasurer will ensure that financial information and personal information will be kept secure and remain confidential where such information is deemed to be private and confidential eg., payroll records. 

Procedure
1. Records should be kept in a secure location eg., safe, locked filing cabinet. Electronic information should likewise be secured with passwords, not be held in the cloud, and only transmitted via encrypted means. Offsite storage and backup should always be secured under lock and key.

2. Shredding of old files and data should be done either by a secure company contracted by the Society or personally by a staff member with permission to do so.

3. Personal information gathered from individuals must be used only for the purpose intended and consistent with provincial legislation.

4. All complaints of breach of privacy shall be sent to the Privacy Officer.

Link to Society privacy policy:
www.XXXXX.ca
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<<TO BE INCLUDED LATER>>
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