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1. OBJECTIVE

To ensure the control and the security of school funds.
2. DEFINITIONS

School Funds
All monies derived from fees (e.g. user fees, daycare fees, extra-curricular fees, bursary funds,
etc.) and/or derived from the school board in the form of petty cash or other advances.

School
Includes all elementary and secondary schools as well as adult education centres.

3. PROCEDURES

e No money shall be kept in the Classroom/daycare room overnight.

e All monies must be locked in a secure location (safe, or filing cabinet). Whenever possible
monies should be transferred to a central and secure location.

e A maximum of $750 in cash, money orders, and certified cheques, excluding petty cash, is
permitted on school premises at any time.

e All monies collected in excess of $750, excluding petty cash, must be deposited into a bank
account by close of the next banking day.

e A principal/centre administrator and the secretary are to be joint signing officers on bank
accounts.

e The school administration is responsible for recording all financial transactions.

e All requests for financial transactions must be signed by the principal before sending to
the board for central processing.




