
These are the condensed notes from a workshop offered by the PEI Home and 
School Federation to its volunteer members. Last updated Sept 24, 2012. 
 

The Prince Edward Island Home and School Federation is an organization of 
Associations with parents and teachers working together to achieve the best 
possible education for children and youth on Prince Edward Island.  

• We are a volunteer, non-profit, non-partisan organization. 
 
[Quote information: The only real training for leadership is leadership. Sir Antony 
Rupert Jay, CVO, (born 20 April 1930) is an English writer, broadcaster, director, and 
actor famous for the co-authorship, with Jonathan Lynn, of the successful British 
political comedies Yes Minister and Yes, Prime Minister (1980–88). (WIKI)] 
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Good leaders know the resources they have available, the treasurer keeps the information up 
to date.  
Help the Executive create a plan for the year (budget). 
Keep track of where the money goes 
Insure the accuracy and safe handling of funds – we’ll talk about some good practises that 
you should follow 
Monitor how close you are to the plan/budget 
 
For all Board and Executive Members, Fiduciary Responsibility is: 
A. A phrase that people use to impress you 
B. Hard to say 
C. The responsibility for appropriate use of the funds  
D. All of the above 

 
ANSWER: C or maybe D- all of the above 
 
All members of the Executive are responsible for the appropriate use of the funds  
 
Because of this shared responsibility, the Treasurer SHOULD get questions at each meeting – 
such as, are we on track with the budget? Have we overspent in any areas? Have we paid the 
bills that we are obligated to pay? 
 
Fewer questions are asked when good reports are prepared for each meeting.   
 
“Show” them how the funds are moving. 
 
 



• Report at each meeting – we’ll discuss this more later 
• Keep records up to date 
• Prepare a year end report 
• Talk to the President often  
 
The Shared Responsibility 
Because of this shared responsibility, the Treasurer may get a lot of questions at each 
meeting 
 
Fewer questions are asked when good reports are prepared for each meeting 
 

But sometimes, if the Treasurer is not providing information, is evasive when asked 
for details, or becomes hostile – Executive Members tend to back down. This is NOT a 
good sign. 
 
 
So “Show” them how the funds are moving. 
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Why have a money plan? 
• How will we know if we're there yet, if we haven't decided where we’re going?  
• A Budget simply says where the group hopes to be by the end of the year 

 

The Executive puts the budget together  
 
Prepare a budget by asking: 
What do we want to do?  
What are our obligations? 
Does our budget plan support the Home and School Objectives?  
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(Don't ask how much money we have - just yet - the group needs to decide what 
"good" the Home & School would like to accomplish and then decide how much 
money you need to do it.) 
 

The group needs to decide what "good" the Home & School would like to accomplish 
this year.  

 

Principal’s input 

• Don’t ask the principal “what do you need” but ask what the school’s plans are and 
decide how you might be able to help out. 
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Ongoing Home and School programs, do we continue them? (e.g. Class Trip, Teacher 
gifts etc.)  
Dues to the PEIHSF  

Associations pay a membership fee to the Federation: 
$50 for schools with under 200 students 
$100 for schools with over 200 students 

  
The PEIHSF dues are required no later than November 30th 

 
Registration for PEIHSF semi-annual and  annual meetings are due two weeks before 
the event 
 



How are we going to pay for all this? 
 
Now that you know what you “want” and “need” to do, ask -  how are we paying for 
it? 
 
Do we need an additional fund raiser? 
 
Do we need to cut out some of our “wants?” 
 

See the Fundraising Guidelines on p. 26 of the Home and School Handbook 
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Finally, does our budget plan support the Home and School Objectives? 
• If the activities you are supporting are NOT within the Home and School 

Objectives, you should not be supporting them AS a Home and School 

 

Review the budget with the executive committee/ Board. 
 
Share options: 
• Email to the group 
• Post on a FaceBook site or blog 
• Place copies on the volunteer’s bulletin board at the school 
 

Does your membership approve? 

Getting approval from the membership protects you in your decision making.  

• Anytime you handle public funds, it is best to have the support of many when 
making decisions.  

• Offer people the opportunity to provide feedback or approval. If they choose not 
to respond, you at least provided the opportunity. 

 



What documents need to be maintained? 
 

• An item by item, dated list of money coming in and money going out (a Journal) – 
on paper or electronically (sample Excel spreadsheets are available through the 
office 

• Receipts 
• Processed and cancelled cheques  
• Bank statements (bring them to each meeting) 
• Treasurer’s reports 

 
Ask the Home and School Federation office for a template or you may find a sample 
Excel spreadsheet on the website. 
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Keep it simple 
When you present to the Executive or the Membership, don't overwhelm or confuse 
them with the details that you are familiar with, give them the information they want. 
 
What the Board/Executive want to know: 
• Do we have enough money? (what came in) 
• How much has been spent? (what was paid out)  
• Are we doing what we said we wanted to do with the money?  
   (compare to your budget) 
 



Another example: 
 
The Beginning Balance on the first of__________ (month) was 
$__________. This month we received $__________ (explain the 
source(s) of income – money received). The Total Income for the month 
was $__________. This month we had the following expenditures: 
(Explain the reason for each expenditure and the amount. Example: 
Cheque number 105 in the amount of $14.95 was paid to Zellers for hot 
dogs). The Total Expenditures for the month were: $__________. The 
Current Balance as of __________ (date) is $__________.  (To find 
the Current Balance, start with the Beginning Balance and add the income 
received. From that number, subtract the total expenditures. The 
remainder is the Current Balance.) 
  
Respectfully Submitted, 
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• Get the money to the bank as quickly as you can – yes, you should have a separate bank account 
for the Home & School Association 

• Keep a record of all money coming in and going out. 
• Maintain a paper trail - no money comes in without a  receipt being written and no money goes out 

without a bill or receipt. 
• Write cheques for everything possible – if you pay in cash, you are paying with YOUR cash 

and will need to submit a claim (paperwork) with the receipt or bill and have a cheque 
written to you for that amount 

• You may choose to have a petty cash – write a cheque to the person, they cash it and 
bring receipts to cover the whole amount or return undocumented amounts in cash 

• Have 3 or 4 signing officers and get two signatures on every cheque written 
 
Most problems and hard feelings within an Association occur around money issues – money not 
accounted for properly, money transferred between people without records of what happened, 
discrepancies over amounts.  To protect yourself as a money handler and to protect the Association’s 
funds – here are few simple rules to keep everyone happier. 
 
Never be alone with uncounted money - have at least two people count the money together - for your 
protection and for accuracy  
• If the money cannot be counted then and there – here is one protection method you can use: 

o place it in a envelope, seal it, and have a witness sign the seal to show that they saw you 
put all the money in the envelope, only open when you have two people to count it (the 
other should be a non-family member) and make sure they note on the envelope that it 
was still sealed.  

o Keep the envelope as evidence 
 

Have the invoice or bill attached to cheques before asking anyone to sign – for better safety, do not 
sign cheque with no “to” information or no $ amount. Anyone signing cheques should review the bank 
statement (along with the processed cheque) and sign off on each statement. 
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Whatever system you use,  if you track the flow of money in and money out you are 
doing a good job. 
 
If you can always report on how much money is available, then you are creating 
excellence in your H&S leadership. 
 
If you practice safe handling of funds, everyone in the H&S feels more comfortable 
helping out.   
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Other helpful tips: 
 Have a treasurer’s advisor appointed to work with you  
 Deposit money into the bank as soon as possible  
 Keep the financial records up-to-date in your treasurer’s book or journal 

 
Resources are available:  
• record keeping forms 
• simple excel spreadsheets 
• report forms 
• questions answered by the office (Shirley Jay at the PEIHSF office can help)  
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