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1. [bookmark: _GoBack][bookmark: _Toc451426177]
Accounting Systems and Reporting
Rationale
The implementation of accounting and reporting procedures will standardize financial practices and facilitate management of the Society’s finances.  The risk of jeopardizing the school’s reputation and government grant funding is also greatly reduced through regular and proper accounting procedures and reporting.
Policy
The following financial statements will be produced and made available by the Business Manager to the Finance Committee on a monthly (including fiscal year-to-date) basis and by the Treasurer to the Board on a minimum quarterly (including fiscal year-to-date) basis:
· Statement of Financial Position (showing assets, liabilities and fund balances with explanations of material variances)
· Statement of Revenues and Expenses (showing a comparison of actual expenses to last year and budget on at least a year-to-date basis, for all funds with explanations of material variances)
Where appropriate, Canadian accounting standards for not-for-profit organizations will be followed when producing financial statements.  Internal controls shall be established to prevent errors in the financial statements and protect against fraudulent use of Society funds.
Procedures
1. The monthly financial statements are required to be prepared by the Business Manager by the 15th of the following month and distributed to the Principal and Treasurer.
2. At monthly Finance Committee meetings, the Treasurer will ensure that the financial statements are presented to members of the committee for approval.
3. The required method of producing these reports is through computerized accounting.  All financial information and records should be kept and maintained on the school’s server.
4. The Treasurer will present the financial statements to the Board for approval, along with any recommendations from the Finance Committee.
5. The Treasurer, in consultation with the Business Manager, will ensure that prudent internal controls are being followed by staff (see Record Keeping and Internal Control).
6. The Business Manager is responsible for developing and maintaining a comprehensive chart of accounts (“COA”).  Budgets and financial reports are prepared in accordance with the COA and correlated as such.
7. The Society’s financial year operates from August 1 to July 31.
8. The Society must have an external audit or review of the annual financial statements, as determined by the Board in accordance with the Society’s Bylaws.  The Business Manager and Finance Committee are responsible for coordinating the audit or review and ensuring that all associated government filings (e.g. CRA charity information return, Section 21 election, SOPSOC audit) are done before their due dates.


2. [bookmark: _Toc451426178] Insurance 
Rationale
Insurance is considered an important part of the Society’s risk management plan.  The goal is that appropriate risk practices prevent the need of ever making an insurance claim; however, prudence dictates that the Society acquire an appropriate level of insurance to protect against various risks.
Policy
The Board delegates to the Treasurer and the Finance Committee the role of assessing the risks faced by the Society and ensuring that appropriate insurance is purchased on an annual basis.  The insurance broker selected should have expertise in advising schools and have access to insurance policies that adequately deal with the risks experienced by the Society.  Insurance policies should include public liability insurance, directors’ and officers’ liability insurance, building and contents insurance, personal accident insurance for staff, students and volunteers, association liability (professional indemnity), cyber insurance, and workers’ compensation insurance.
Procedures
1. Annually the Business Manager and Treasurer will ensure than 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, updated valuations of replacement cost of the assets of the Society should be prepared and incorporated into the insurance policies.
3. The Business Manager will ensure that an up-to-date record of all assets owned by the Society is stored offsite in case of fire or other emergency.  This may be an asset register 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.
4. A detailed review of the insurance policies should be conducted at least every 3 years to ensure that they follow current industry practices, coverage levels remain adequate, and pricing reflects the value received.


3. [bookmark: _Toc451426179] Bank Accounts
Rationale
In order to ensure good fiscal practice, the Society requires that all transactions flow through the bank accounts of the Society.  Further, all transactions should be authorized by appropriate signing authorities.	Comment by Cheung Thomas    VANM: What are the exceptions?   	Comment by Tracey Yan: There are some cases during special events/fundraising where small expenses could be paid out in cash.  However these would be minimal and the totals still flow through the bank accounts so okay to delete.
Policy
The Board authorizes the Treasurer and the 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 a monthly basis.
Procedures
1. The Treasurer, in conjunction with the Business Manager, 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.  Two signatories are required for all cheques and electronic fund transfers.  The Business Manager is responsible for ensuring that cheque signing information with the banks is up to date.
3. The Business Manager will ensure that all accounts are reconciled to bank statements on a monthly basis.  The reconciliations may be prepared by the bookkeeper but must be then reviewed by the Business Manager in a timely manner.
4. The Business Manager will ensure that the appropriate signatories and authorities for expenditures of the Society are occurring in accordance with the Society’s internal control policies.
5. Credit cards may be issued to appropriate staff as determined by the Principal and Business Manager, in consultation with the Treasurer and in accordance with limits imposed by the bank.  Credit card statements must be reconciled by the Bookkeeper and paid off in full each month.

4. [bookmark: _Toc451426180]Budgeting
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, working with school staff, are responsible for overseeing the annual budget process and will ensure that a draft budget is presented to the Board for its approval each year.  The Treasurer will present the proposed budget for approval to the members at a membership meeting.  Further, the budget is used as a reference point throughout the following year to ensure that income and expenditure are within budget parameters set for the Society.
Procedures
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.
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, e.g. special needs, development, administration, facilities.  
3. The Business Manager will oversee the formulation of the final budget for presentation to the Finance Committee using the SCSBC Budget Model.  Once approved by the Finance Committee, the Treasurer presents the budget to the Board for its approval and ultimately, on behalf of the Board, to the members of the Society for final approval.
4. Each month, financial statements comparing actual revenues and expenditures to the budget will be provided to the Principal, Treasurer, and Finance Committee.  Statements are presented to the Board on a quarterly basis at a minimum.
5. Where the budget variance shows that the Society is materially outside of budget parameters, the Principal, Treasurer and Finance Committee shall make recommendations to the Board on how to remedy the variances.

5. [bookmark: _Toc451426181]Capital Assets
Rationale
Society assets including school building and infrastructure are to be used in ways that are consistent with the mission, vision and values of the school.  Assets may need to be maintained, protected, repaired or replaced from time to time.  Additional buildings and assets may need to be acquired to better fulfill the mission of the Society.
Policy
The Treasurer and Finance Committee, in cooperation with the Principal and Business Manager, will ensure that sufficient staff and funds are in place to prudently maintain, protect, repair and replace Society assets.  Further, as part of the strategic planning and budget processes, the Board will ensure that suitable assets are purchased, constructed, renovated or repaired to fulfill the mission of the Society.
Procedures
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 Finance Committee and Board shall ensure that appropriate funds are set aside to maintain, protect, repair and replace assets.  
3. The sale or disposal of minor capital assets (e.g. computers, equipment, furniture) in the ordinary course of operations may be done in consultation among the Principal, Business Manager, IT Manager and facilities staff.  Any sale or disposal of land or buildings must be approved in accordance with the Society’s Bylaws.	Comment by Tracey Yan: Added per TC suggestion below.
4. The Business Manager is responsible for maintaining a capital assets register and amortization schedule.  The Society amortizes all capital purchases over $1,000 at the rate specified in the annual financial statements.
5. The IT Manager is responsible for maintaining the server as well as desktop and laptop computers owned by the Society.  All software owned by the Society is kept on the file servers to which access is limited to the appropriate staff members.  File servers are backed up regularly.  The Society’s student information is stored with the provincial government’s student database system with appropriate access controls for teachers and administrators.
6. When the school is ready to begin a construction project, 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 the funds may only be used for the purpose intended.  Any excess funds at the completion of the project will be used for purchasing capital equipment.

6. [bookmark: _Toc451426182]Capital and Operating Expenditures
Rationale
By definition, capital expenditures and operating expenditures are different and should be indicated in separate areas of the Society’s budget.
Policy
Capital expenditures include the following:
1. Expenses necessarily incurred by the Society for and incidental to the acquisition of assets of an  enduring nature;
2. Expenses incurred in acquiring and developing sites for school purposes or for use in connection with those purposes;
3. Expenses incurred in purchasing, constructing, reconstructing, making major alterations to, furnishing, and equipping buildings for school purposes;
4. Expenses incurred in acquiring vehicles and their accessories; and
5. Other expenses that are of a capital nature.	Comment by Cheung Thomas    VANM: Should we add a paragraph on the policy for dispositions of a capital property in the ordinary course of operations.  Note that dispositions of real property must be approved in accordance with the Bylaws. 	Comment by Tracey Yan: Added to section 5 Capital Assets, point 3 above
Operating expenditures include all expenses necessarily incurred by a Society for and incidental to the administration, management, supervision and operation of the school facilities and its auxiliary services.  These may include, but are not limited to, the following:
1. Expenses incurred by or on behalf of the Society, and employees of the Society, in the execution of their duties;
2. Salaries of teachers and all other employees and the expenses incurred in relation to the payment of them;
3. Cost of books, educational materials and supplies;
4. Expenses incurred in the operation, repair and maintenance of, and minor alterations to, the buildings under the jurisdiction of the Society;
5. Expenses incurred in the maintenance of furniture and equipment;
6. Expenses incurred in operating auxiliary services;
7. Cost of insurance coverage against liability on account of loss or damage to persons or property;
8. Expenses incurred in securing options for sites or buildings required for school purposes or for use in connection with them;
9. The amortization of assets previously capitalized by the Society over the useful life of the asset; and
10. Contingencies and other expenses necessarily incurred to operate an independent school that are not of a capital nature.


Procedures
1. The Business Manager, will ensure the appropriate categorization of capital and operating expenses occurs, in particular at the end of the fiscal year to ensure correct disclosure in the annual financial statements of the Society.
2. The capital asset register should be reviewed by the Business Manager from time to time to ensure that assets acquired and disposed of have been appropriately accounted for, and that amortization rates have been correctly applied.
3. Any significant additions to capital assets should be communicated to the Society’s insurer, to ensure that coverage levels remain adequate.

[bookmark: _Toc451426183]7. 	Investing and Borrowing
Rationale
The Board recognizes that from time to time there may be a surplus or shortage of funds in the Society’s operating accounts due to the timing of receipts and disbursements during the year.  The Board also recognizes the importance of setting aside excess funds for future asset replacement, and in certain circumstances the need to borrow funds on a long-term basis for capital purposes.
Policy
Funds in the Society’s operating account that are surplus to immediate operational needs may be placed in appropriate interest-bearing term deposits or other investments in the name of the Society until such time the funds are needed for operating expenditures or for the replacement of capital assets.
The Society will also maintain an operating line of credit for use in case of a short-term shortage of operating funds.
The Society may also raise money for capital purposes through the issuance of private loans or mortgages, either unsecured or secured by the property or assets of the Society, in accordance with the Bylaws of the Society.
Procedures
1. The Business Manager, in conjunction with 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.  The Business Manager will prepare an annual cash flow projection, updated regularly, to assist with the determination of how much and when to invest excess funds.	Comment by Cheung Thomas    VANM: Where are these parameters documented or should we add an investment policy (e.g. GICs, fully secured term deposits with our incumbent bank)?	Comment by Tracey Yan: No we don’t have an investment policy yet – only had excess cash in the last couple of years so not an issue before.  Currently all in investment savings a/c.  May need to add in future.
2. Where the Society has mortgages or other debt, the Treasurer and Finance Committee may approve the use of excess funds to reduce debt, while always ensuring that suitable liquidity is maintained for the current operations of the Society.
3. The Treasurer and Finance Committee, in conjunction with the Business Manager, will ensure that funds are available when required for capital and operating expenditures as set out in the approved annual budget.
4. All borrowings and credit facilities must be approved and issued in accordance with the Bylaws of the Society.
[bookmark: _Toc451426184]8. 	Record Keeping and Internal Controls
Rationale
Good accounting practice dictates that proper financial records be kept for the operations of the Society, and that an appropriate system of internal controls is in place in order to reduce the risk of errors, misappropriation of funds, theft and fraud.  This importance is underscored by the fact that schools receive both 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 for Canadian not-for-profit organizations.  Appropriate internal controls shall be maintained to ensure the accuracy of the financial statements and prevent opportunities for misappropriation of funds, theft or fraud.
Procedures
1. The Treasurer and Principal will ensure that staff who maintain the books of account and financial records of the Society have sufficient qualifications and experience.
2. All funds received from the government must be deposited directly into the Society’s bank account and entered in the books of account.
3. All school fees and tuition must be deposited directly into the Society’s bank account and entered in the books of account.
4. All monies received through donations or fundraising must be deposited into the Society’s bank account, except for gifts-in-kind.  Where fundraising involves the collection of cash, efforts should be made to ensure that cash is counted and tracked in such a way as to reduce the risk of loss, e.g. use of cash boxes, two people counting, segregation of duties, etc.
5. Expenditures of the Society will be properly authorized and transacted in a way that ensures good record keeping, e.g. cheques, credit cards, direct debit, etc.  The Principal or designate will approval all invoices for payment.  In certain cases, approval of the staff or volunteer who received the goods or services should also be documented.  Use of cash to make payments should be limited to only necessary circumstances, e.g. certain field trips or special events.  The Bookkeeper will ensure that appropriate supporting documentation accompanies each cheque or electronic funds transfer (EFT).  Cheques issued on the Society’s main operating account will be signed by two authorized board member signatories.
6. The Society may choose to maintain a small “petty cash” bank account to pay for smaller purchases which require quick payment, e.g. field trip fees.  Cheques issued on this bank account must be signed by one authorized staff member, which will not include any member of the Business Office.
7. Expenditures by individual staff members or volunteers should be approved by the appropriate authority before the disbursement is made.  Vehicle expenses incurred on school business may be reimbursed at the mileage rate recommended by CRA.  The staff member or volunteer must submit an expense reimbursement form with receipts attached in a timely manner, which is then approved and paid through the same process described in point 5 above.  Any time or expenses related to travel outside of the local area must be approved in advance by the Principal.  Any time or expenses incurred in excess of that which is work-related will be taken as personal leave and paid for personally.
8. The Society is committed to promoting and maintaining positive business relations with its suppliers and accordingly seeks to ensure payment within any contractually agreed terms or before late payment charges may apply.   Outside of any agreement terms and where late payments does not apply, the Society maintains a disbursement cycle of less than 30 days.
9. The Bookkeeper is responsible for entering details into the payroll system and reconciling payroll and benefits each pay period.  The Business Manager provides the salary amounts for each staff member to the Administrative Assistant and the Bookkeeper in May, for preparation of staff contracts and for entry into the payroll system.  All staff are paid by EFT/direct deposit on a semi-monthly basis.  The addition of new staff, staff promotions, and staff pay increases are recommended by the Principal, and approved by the Finance Committee and Board through the annual budgeting process.
10. The Bookkeeper is responsible for enrolling new employees according to the benefits policy of the Society, making changes for existing employees, and reconciling the payments made to the benefits provider.  Any changes to the benefits policy must be approved by the Finance Committee and the Board.
11. The Society’s bank and payroll accounts shall be reconciled on at least a monthly basis by the Bookkeeper and reviewed by the Business Manager. 
12. The Business Manager is responsible for maintaining all accounting files.  Financial records are kept for a minimum of seven years.  
13. Copies of key documents and long term contracts are kept in permanent files by the Business Manager, including but not limited to banking and loan documents, CRA correspondence, employment payroll files, financial statements, insurance policies, lease agreements, tax filings and charity reports, and donation receipts.  Statutory documents, personnel and student files, Board minutes and other legal agreements are maintained by the Administrative Assistant.
14. When documents are no longer required to be kept, any confidential or personal records will be shredded.
15. The Treasurer will ensure, either directly or indirectly through external auditors, that these policies and procedures are being followed.

[bookmark: _Toc451426185]9.	Donations and Fundraising
Rationale
The Society is a registered charity and as such may seek donations and raise funds to fulfill its charitable purposes.  The Society also seeks the involvement in the school community of parents, alumni and other supporters as volunteers and donors.  The proper accounting of all fundraising income and expenditures is essential to the accountability the Society must provide to parents and donors and to government authorities.
Policy
The Business Manager, in conjunction with the Treasurer and Finance Committee, will ensure that all donations and fundraising income are accounted for and receipted in conformance with CRA requirements, and that proper accounting and internal controls are in place.
Procedures
1. Donations:  Donations are initially received and recorded by the Development Office in the fundraising software.  The funds are forwarded to the Business Office for deposit in the bank account.  Donation revenue is reconciled between the Development and Business Offices each month.
2. Gifts-in-kind:  In-kind donations are received and recorded by the Development Office.  A list is provided to the Business Manager who records the donations in the books of account and issues donation receipts in accordance with CRA regulations.  Donations of services must be processed through accounts payable with an offsetting cash donation.
3. Fundraising events:  The Development Office oversees the cash controls at fundraising events, in consultation with the Business Office.  Where fundraising involves the collection of cash, efforts are made to ensure that cash is counted and tracked in such a way as to reduce the risk of loss, e.g. use of cash boxes, two people counting, etc. 
4. Capital campaigns:  Donations to the capital campaign are managed in accordance with the same procedures listed above.  These donations are recorded to a separate restricted fund in the books of account.

[bookmark: _Toc451426186]10.	Tuition, Tuition Assistance and Tuition Discounts
Rationale
The Society charges tuition fees to parents and guardians.  Other fees may also be charged from time to time for various purposes, e.g. activity fees, transportation fees, etc.  The Society recognizes that some families who greatly desire to send their children to a Christian school may require assistance with these fees if their financial situation means they are unable to pay the full amount of tuition.
Policy
The Society welcomes the children of Christian parents and makes it educational program available to those meeting the admission requirements and paying the established tuition fees set by the Board.  Where tuition assistance is required, the Treasurer has the mandate to oversee its process and 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 required to pay monthly tuition fees by automatic bank transfer.  Lump sum payments can be made by cheque or bank transfer.
3. Any refund of tuition fees upon withdrawal of a student will be issued in accordance with the Tuition Obligation and Refund Policy (attached).
4. The Bookkeeper will monitor the tuition accounts and follow up on any late or missing payments through contact with the family and, if needed, issuing a statement of account.  If the Bookkeeper is unable to satisfactorily resolve the payment issue, the Business Manager will also communicate with the family and, if still unresolved, the Principal.  Outstanding accounts receivables are collected in accordance with the Accounts Receivable Collection Policy (attached).
5. Parents whose tuition fee payments fall into arrears and who fail to make further arrangements with the Business Office regarding payments, may be in time required to withdraw their children from the school.  
6. Re-enrolment for the next school year may be suspended if tuition fees remain owing or if no agreement for payment of outstanding fees is reached by September 1.
7. Parents experiencing financial difficulties due to illness, accident or other unforeseeable events should contact the Business Office or Principal as soon as possible.
8. Parents with limited financial means are invited to apply for tuition assistance using the application form provided by the Business Office.  All applications are reviewed by the Business Office and the Treasurer, in consultation with the Principal, and decisions are made based on the information provided, the needs of other applicants, and the Society’s approved tuition assistance budget.
9. Payments on accounts in arrears will first be applied to interest on arrears and secondly to the oldest outstanding balance.

[bookmark: _Toc451426187]11. 	Tax Receipts
Rationale
The issuance of all income tax receipts is prescribed by Canada Revenue Agency and the Society seeks to follow all laws and regulations diligently.  The Society is a registered charity and as such may issue tax receipts for donations where legally allowed to do so.  The capacity of the Society to fundraise successfully is also affected by the ability of the Society to issue tax receipts to donors, so this ability must be closely safeguarded.
Policy
The Business Manager, in conjunction with the Treasurer and Finance Committee, will oversee the processes and issuance of all income tax receipts in accordance with guidelines established by Canada Revenue Agency, including tuition tax receipts issued by virtue of IC75-23 for Tuition Fees and Charitable Donations Paid to Privately Supported Secular and Religious Schools.
Procedures
1. Donation receipts:  Receipts for donations are usually processed by the Development Office through its fundraising software.  Exceptions may be made for fundraising events with multiple one-time donors, such as a walk-a-thon, in which case the Development Office will work with the Business Manager to develop an appropriate system for issuing any donation receipts.  All official donation tax receipts must be prepared in accordance with tax regulations and include all information specified by CRA.
2. Gifts-in-kind donation receipts:  A listing of all donations in-kind is provided by the Development Office to the Business Manager, who prepares donation tax receipts in accordance with tax regulations and including all information specified by CRA.
3. On-line donations:  The Society may from time to time utilize the services of a third party to collect on-line credit card donations.  The Development office and Business Office will together ensure all such receipts are reconciled from the third party statements to the bank statements.  Tax receipts for these donations are then issued by the third party service.
4. Tuition tax Receipts:  The calculation of the religious portion of the school’s educational costs is done in accordance with the framework recommended by the Society of Christian Schools of BC, and is reviewed annually by the SCSBC’s Director of Finance.  Donation tax receipts are issued for this religious portion in accordance with IC75-23 and include all information specified by CRA.  This calculation and the issuance of the related tax receipts is done by the Business Manager, in communication with the Treasurer and Finance Committee as necessary.  A necessary part of this process includes the filing of the Section 21 election to capitalize interest with the T3010 Charity Information Return.  (Refer to SCSBC binder “Framework for the Issuance of Charitable Tax Receipts” for more information.)
5. Other income tax receipts issued by the school may include the following:
a. T4’s issued to all employees through the payroll processes in the Business Office; 
b. T4A’s issued to all students receiving tuition assistance, as calculated and prepared by the Business Manager;
c. T5’s issued to any private lenders for interest paid, as prepared by the Business Manager; and
d. Other receipts or tax forms for student or staff activities, if applicable from time to time.

[bookmark: _Toc451426188]12.	Treasurer and Finance Committee
Rationale
The role of the Treasurer and Finance Committee is critical to the successful financial stewardship of the Society.  The Board has many fiduciary responsibilities and may rely on the accounting and financial expertise of the Treasurer and Finance Committee in this area for appropriate governance of the financial position of the Society.
Policy
The Board will appoint a Treasurer in accordance with the Bylaws of the Society.  The Treasurer serves as chair of the Finance Committee, the members of which are selected in a manner set out by the Bylaws and Board policy.
Procedures
1.  The Treasurer is appointed to fulfill the following responsibilities:
· Ensures that the Business Manager, in consultation with the Principal, prepares a proposed budget for review by the Finance Committee
· Submits the proposed budget to the Board for approval, and to the members at a membership meeting
· Ensures that the Business Manager prepares monthly financial reports to the Finance Committee in order to monitor the school accounts and monitor revenues and expenditures in accordance with the approved budget, and reports these results to the Board on a regular and timely basis
· Presents the annual financial statements to the Board and the membership for approval 
· Reviews and signs the T3010 Charity Information Return and Section 21 Election
· Reviews and approves the recommendations for tuition assistance made by the Business Office/Principal
· Ensures that adequate insurance policies are in place to cover the risks faced by the Society
· Ensures that the Society’s financial policies and internal control procedures are being followed
2. The Finance Committee is appointed to fulfill the following responsibilities:
· Provides counsel in the preparation of the annual budget and the annual financial statements
· Provides counsel with respect to the monthly financial statements, the monitoring of the school accounts, and the financial health of the Society
· May assist with the discernment of tuition assistance applications and the review of insurance policies
· Reviews, approves and recommends for Board approval fiscal year-to-date financial statements and annual budgets.
· Forms part of the selection committee in the hiring of a Business Manager or Bookkeeper
· Assists the Treasurer with projects from time to time

[bookmark: _Toc451426189]13. 	Privacy Policy – Finance
Rationale
The Society gathers private and confidential information in the course of managing its financial affairs, and has a duty of care to protect this information and use it only for the purpose for which it was gathered, in accordance with applicable legislation (British Columbia’s Private Information Protection Act).  
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 Business Manager will ensure that private financial and personal information is kept secure and remains confidential.	Comment by Cheung Thomas    VANM: Who is this person currently?	Comment by Tracey Yan: Anne Ferguson
Procedures
1. Accounting and payroll records should be kept in a secure location.  Electronic information should likewise be secured with passwords and transmitted via encrypted means.  Offsite storage and backup should also be secure.
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 who has access to that information and has permission to shred it.
3. Personal information gathered from individuals must be used only for the purpose intended and consistent with provincial legislation.
4. Tuition assistance applications will be shredded once the family has no more children attending or planning to attend the school, except in unusual circumstances where records are deemed necessary to retain, e.g. tuition accounts in arrears.
5. All complaints of breach of privacy shall be sent to the Privacy Officer.
6. Refer to the Society’s Personal Information and Privacy Policies for further information.
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