
Lastupdated September 2016

[Quote information:

"I suppose leadership at one time meant muscles; but today it means getting along with people."-
- (Mohandas KaramchandGandhi) Mahatma Gandhi

"The growth and development of people is the highest calling of leadership."-- Harvey S. Firestone

"A leader is a person you will follow to a place you would not go by yourself."-- Joel Barker]
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Lisa MacDougall, President (Introduction to Home and School / District Advisory Council overview)

Heather Mullen, Federation Secretary (will do Resolutions sessionat Morell Consolidated)

Cory Thomas, Federation Vice President (will do Resolutions session at Queen Elizabeth 
Elementary)

Cherie LeMoine, Program Coordinator (attending in Morell only)

Shirley Jay, Executive Director
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Introductions

Lisa:
ThePEI Home and School Federationƛǎ ǘƘŜ ǳƳōǊŜƭƭŀ ƻǊƎŀƴƛȊŀǘƛƻƴ ƻŦ ƭƻŎŀƭ άƘƻƳŜ ŀƴŘ ǎŎƘƻƻƭέ ŀƴŘ 
άǇŀǊŜƴǘ ŎƻǳƴŎƛƭέ ƻǊƎŀƴƛȊŀǘƛƻƴǎin 55 of 56 schools across Prince Edward Island.

Purpose of the Home & School ςParents, guardians, teachers, administrators and staff working 
together to educate our children
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Taking the Lead, we hope to provide new and returning volunteers with:

· More skills  and tools for leading other parents in your local 
Association 

· More information on improving communications with your 
volunteers, parents, and school administration

You will have the opportunity to attend one of the breakout sessions:

ÅResolutions: you will learn how resolutions make change happen and 
how you can create your own resolutions to lead issues from the local 
to the provincial level

ÅVolunteers: you will share and learn new ideas on how to effectively 
recruit volunteers and how to delegate the work

ÅFinances: you will learn safe and effective techniques for preventing 
problems around dealing with money and how managing the money is 
the responsibility of the whole Board through planning and reporting
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[ŜǘΩǎ ƭƻƻƪ ŀǘ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ǎǘŀǊǘ ōǳƛƭŘƛƴƎ ȅƻǳǊ ǎǳǇǇƻǊǘ ǘŜŀƳΦ

¸ƻǳǊ ƴŜǿ ά.Ŝǎǘ CǊƛŜƴŘǎέΥ

Shirley - office resources

Åhttp://peihsf.ca/contact

Website

Å http://peihsf.ca/

Home and School Handbook

Home and School Objectives ςsee Home and School Handbook (8th Edition 
September 2015)

p. 4 for Home and School Objectives

Executive & Board Members

Åin regions across the province 

Åhttp://peihsf.ca/board
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You !ǎǎƻŎƛŀǘƛƻƴΩǎ άGuidelinesέΥ  bƻǘ ŀƭƭ !ǎǎƻŎƛŀǘƛƻƴǎ ƘŀǾŜ ƎǳƛŘŜƭƛƴŜǎ ōǳǘ ǘƘŜȅ ƳŀƪŜ ƛǘ ŜŀǎƛŜǊ ŦƻǊ 
volunteers to work together and makes for easier transitions year-to-year. 

LŦ ȅƻǳǊ ƎǊƻǳǇ ŘƻŜǎƴΩǘ ƘŀǾŜ ŀƴȅΣ ŎƻƴǎƛŘŜǊ ŎǊŜŀǘƛƴƎ ǘƘŜƳΦ ¢ƘŜ CŜŘŜǊŀǘƛƻƴ ƻŦŦƛŎŜ Ƙŀǎ ŜȄŀƳǇƭŜǎ ǘƻ 
make it easy.

aƛƴǳǘŜǎ ϧ ¢ǊŜŀǎǳǊŜǊΩǎ wŜǇƻǊǘǎ:  Collecting the paperwork from previous years may be 
challenging. If you run into roadblocks, contact the Federation office for suggestions.

Prepare by looking at the Federation website for:

Resourcesςfrom funded opportunities to links to available resources

ÅWhat's there to offer your group? 

ÅWhat would they like to promote in your community?

Resolutions - check out:

http://peihsf.ca/agm/resolutions to see read the Resolutions 

ÅHow does it apply to your school?

ÅCan it be promoted in the school?

ÅWhat follow-up questions does your group have about what is happening?

ÅYou will be presented with a progress report on these resolutions at the semi-annual meeting 
coming up soon

Annual Meeting of April 9, 2016
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2016-05Automated External Defibrillators(Passed)

2016-04French Immersion(Passed with Amendments)

2016-03Public Reporting and Removal of School Fees(Passed with Amendments)

2016-02Teaching Profession Act(Tabled)

2016-01Social Media Policy(Passed)
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http://peihsf.ca/resolution/automated-external-defibrillators
http://peihsf.ca/resolution/french-immersion
http://peihsf.ca/resolution/public-reporting-and-removal-school-fees
http://peihsf.ca/resolution/teaching-profession-act
http://peihsf.ca/resolution/social-media-policy


Time Line information are available online  http://peihsf.ca/calendars
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http://peihsf.ca/calendars


The school calendar is createdby the Department of Education, Early Learning and 
Culture 

The Home and School calendar adds in important events and deadlines from the 
CŜŘŜǊŀǘƛƻƴΩǎ ǎŎƘŜŘǳƭŜ

http://peihsf.ca/calendars

11



Create a money/financial plan (or budget) as you pickyour activities for the year.  
Your Treasurer can track what you want to do and then fill in the costs for doing it.  
This will tell your group how much money you may need to raise to do what you 
want to do.

Remember:Fundraising is a "means" to get your plan done, it is not the PURPOSE of 
the Home and School Association 
see again -Handbookp. 4 for Home and School Objectives

ÅFundraisingCAN be άƘƻǿέ ȅƻǳ ŦǳƴŘ ȅƻǳǊ ǿƻǊƪ ŀƴŘ ƴƻǘ ŀ Ǝƻŀƭ ƛƴ ƛǘǎŜƭŦ

ÅHome and School Associations are not meant to be fundraising bodies for the 
schools

ÅFor best results,follow the FundraisingGuidelines in the Handbook

Iƻǿ ȅƻǳ άǎƘƻǿέ ȅƻǳǊ Ǉƭŀƴ ǘƻ ȅƻǳǊ ƳŜƳōŜǊǎ ƛǎ ǳǇ ǘƻ ȅƻǳ ςmeeting, newsletter, 
website, Facebook

Allow for feedback (this can help you identifyareas you may be missing AND help to 
find MORE volunteers)
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Turn to p. 7 of Handbook

Usually,you have a President and most of your Executive Team in place starting the 
school year.

LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŜƴƻǳƎƘ ŜȄŜŎǳǘƛǾŜ ǘŜŀƳ ƳŜƳōŜǊǎ ǘǊȅ ǘƘƛǎ ŀǇǇǊƻŀŎƘΥ

1) invite others to help with a planningsession,

2) after the planning session, describe the roles of the empty Executive positions

3) ask for volunteers ςpause to allow people to really consider it, remind them that 
ǘƘŜ άǘŜŀƳέ ƛǎ ƘŜǊŜ ǘƻ ƘŜƭǇ ŜŀŎƘ ƻǘƘŜǊ

4) if no volunteers step up, ask the group to think about it for a while

5) approach individuals after the meeting (you can try right after if someone looks 
promising or contact them within the next couple of days)

6) ratify or vote on positions you fill at an open meeting for your Association ςbut 
the volunteer can start work right away
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Information on tools for the President or Chair can be found starting on p. 7 of the
Home and School Hand Book

Your key roles during a meeting is to:

Set the tone - be relaxed but keep things on track

Prepare and lead meetings

Follow an agenda to stay on track

How to Run an Effective Meetingstarts on p. 10
Agenda sampleon p. 20
Handout: Meeting Checklist for Home and School Associations
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Holding off with yourown opinion, or remaining neutral unless asked to "break a 
ǘƛŜέΣ Ŏŀƴ ōŜ ƻƴŜ ƻŦ ǘƘŜ ǘƻǳƎƘŜǎǘ Ƨƻōǎ ƻŦ ōŜƛƴƎ ǘƘŜ tǊŜǎƛŘŜƴǘΦ

Why is it important to remain more neutral?
ÅBy keeping your opinion to yourself, or at least until the end of discussions, means 
ǘƘŀǘ ȅƻǳǊ ƻǇƛƴƛƻƴ ŘƻŜǎƴΩǘ ŎŀǳǎŜ ƻǘƘŜǊǎ ǘƻ ōŜ ǉǳƛŜǘ ƻǊ ƴƻǘ ŎƘŀƭƭŜƴƎŜ ƛŘŜŀǎ
ÅBy keeping your mouth closed, you are better able to listen - REALLY listen - to 
what is being said and more importantly some times, what is not being said

Start your meeting on time ςif you wait "a few more minutes" for others to arrive,
it can be disrespectful to those who arrived on time and are ready to start

End when you said the meeting would be over

Å everyone has family to get home to and things to do beyond the meeting 

Keep track of what you decide and what you do as a group (the President/Chair
ǎƘƻǳƭŘƴΩǘ ǿŀƛǘ ŦƻǊ ǘƘŜ Minutes ςkeep your own list)

Take charge of reporting to the Federation ςif you keep a list of motions and events 
updated every month, the reports to the Federation become very easy to do
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Power of the Secretary ςmake the secretary an active meeting participant, not just
the recorder

Secretariescan help to keep things on track ςthey can 

Åremind members when they need a motion, 

Åkeep track of when they have a motion in play, 

Åknow the history of what was talked about at previous meetings or 

Åremind others if similar decisions have already been made

Allowyour Secretary to stop the discussion in order to complete the process and 
get wording down

Secretary can ask for help with the wording
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Pages 21-22 of Home and School Handbook ςSample Minutes

aƛƴǳǘŜǎ ǊŜŎƻǊŘ άŘŜŎƛǎƛƻƴǎέ ƴƻǘ ŘƛǎŎǳǎǎƛƻƴ ŀƴŘshould alsoinclude: the dateand 
who was at the meeting (although ALL Board Members/ExecutiveMembers are 
responsible for decisions of the group ςso if you miss a meeting, you must read 
your minutes to know what happened in your absence)

aƛƴǳǘŜǎ ǊŜŎƻǊŘ άŦŀŎǘǎέ ƴƻǘ ǊǳƳƻǳǊǎ ςnothing should be written down that you 
cannotback up

Should have enough detail to understand the intent ςwhen someone elsereads 
your minutes, they should be able to see:

Åwhy you needed a decision? and 

Åwhat was the decision?
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Motions capture importantdecisions so that 
Åthe group is clear on what you are discussing 
Ådecisions can be communicated to others, and
Åȅƻǳ ƘŀǾŜ ŀ ǊŜŎƻǊŘ ƻŦ ŘŜŎƛǎƛƻƴǎ ǎƻ ȅƻǳ ŘƻƴΩǘ ƪŜŜǇ ƎƻƛƴƎ ōŀŎƪ ǘƻ ǘƘŜ ǎŀƳŜ 
issues

When should you make a motion?:

Åanytime you are making important decisions ςlike approving plans

ÅWhen requesting to have the Federation take action or discuss something 
provincially ςlike resolutions

Åanything to do with financial change 

o approve a money plan or budget

o spending or raising money not covered in the plan

Å a major deviation from your plan

Check your Handbook (starting on p. 15) for informationon: άIow to make a 
Ƴƻǘƛƻƴέ

Åthe Federation uses Roberts Rules of Order ςif you would like more information 
on this process, contact the office
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The ¢ǊŜŀǎǳǊŜǊΩǎ wƻƭŜ ƛǎ ǘƻΥ

ÅHelp the Executive create a money plan for the year (budget)

ÅKeep track of where the money goes

ÅEnsure the accurate and safe handling of funds

ÅMonitor how close you are to the plan/budget

ÅUnderstand the fundraising guidelines 

See expectationsof the Treasurer on p. 9 of Handbook and the Fundraising 
Guidelines on p. 25

5ƻƴΩǘ ƭŜǘ ǘƘƛǎ ǊƻƭŜ ōŜŎƻƳŜ ǎƻ ƻǾŜǊǿƘŜƭƳƛƴƎ ǘƘŀǘ ȅƻǳ ƎŜǘ ǎǘǳŎƪΦ Lǘ ƛǎ Ŝŀǎȅ ǘƻ ƎŜǘ 
behind in bookkeeping or get confused. 

5ƻƴΩǘ ƭŜǘ ǘƘŜǎŜ ǎƛǘǳŀǘƛƻƴǎ ǘǊŀǇ ȅƻǳΦ 

Ask for help within your group. If help is not readily available, contact the provincial 
office for advice and assistance.
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9ǾŜƴ ƛŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜŀ ŦƻǊƳŀƭ άōǳŘƎŜǘέ ȅƻǳ ƴŜŜŘ ǘƻ Řƻ ǎƻƳŜ ƳƻƴŜȅ ǇƭŀƴƴƛƴƎΦ 
Have the whole Board involved in this process and get as much input from other 
parents as you can.

!ŦǘŜǊ ȅƻǳ ƪƴƻǿ ǿƘŀǘ ȅƻǳ άǿŀƴǘέ ŀƴŘ άƴŜŜŘέ ǘƻ Řƻ ςwork with your Treasurer to 
answer:

How are we paying for it?

Do we need an additional fund raiser?

5ƻ ǿŜ ƴŜŜŘ ǘƻ Ŏǳǘ ƻǳǘ ǎƻƳŜ ƻŦ ƻǳǊ άǿŀƴǘǎΚέ

A budget is an estimate ςyour best guess at this point ςthat you may need to 
adjust along the way.
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Money to the Federation

Associations pay a membership fee to the Federation:

$50 for schools with under 200 students

$100 for schools with over 200 students

You get great valuefor you money as:

ÅThis feemeans that you are part of a much larger group of parents, teachers, 
administrators and school staff ςa stronger voice for concerns and suggestions.

ÅIt means that your questions and recommendations will be listened to by the 
Minister and the Department of Education, Early Learning and Culture.

ÅIt means opportunities like the Parent Leadership Grant Program are available to your 
school.

ÅIt means that you never have to deal with concerns or problems alone.
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To have an effective local association,you need to know:

ÅǘƘŜ ŎƻƴŎŜǊƴǎ ŀŦŦŜŎǘƛƴƎ ƻǳǊ ǎŎƘƻƻƭΩǎ ǇƻǇǳƭŀǘƛƻƴ- Ask ςby asking about the 
concerns of local parents/guardians, you may also find new volunteers

Åhow to take advantage of what you do well

Åhow to deal with issues where your local Association is getting bogged down

Åwhat the Federation has to offer

Reporting to the Federation is actually sharing with each other. 
Local Associations report to the Federation so the Federation can respond to the 
needs of parents/guardians in your area

ÅIf you need help, thereis likely help out there! Someone has already faced your 
challenge and may be ready and willing to help you. 

ÅReach out to neighbouring Associations or contact Shirley at the office (she 
knows a lot about what other Associations have faced, addressed, and 
conquered!)
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You need to:

Develop great communications skills ςhereis a chance for continuous growth and 
improvement for everyone involved

All good relationshipstake workςthis includes not taking anyone for granted
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Communications is one ofthose things in life that can be continuously improving 
and requires constant care.

How do you currently:

ÅInvolve school administration and staff

ÅInteract with other parents/guardians

ÅDeal with problems

Å{ŀȅ άǘƘŀƴƪǎέ

In our technologicalage, we have many more technologycommunications options

We all need to be familiar with the appropriate use of technologies for communications

A rule of thumb on how NOT to use it includes:

1. Do not use it for difficult discussions ςblogs, email, FaceBookor texting are not easy ways to 
deal with sensitive issues

2. ¢ŀƪŜ ƻǿƴŜǊǎƘƛǇ ŀƴŘ ōŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǿƘŀǘ ƛǎ ōŜƛƴƎ ǎŀƛŘ ƻƴ ŀƴȅ ά!ǎǎƻŎƛŀǘƛƻƴέ ǇŀƎŜǎ
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At the heart of a great relationshipis:

Å Trustςthat we all want what is best for the children and youth

Å Collaboration ςthat there are areas where working together makes for better 
results

Å Creativity ςthat we are willing to look for new solutions when we get stuck

Å Partnering skills ςthat we all bring skills to the work we do together and should 
ǊŜŎƻƎƴƛȊŜ ŀƴŘ ǊŜǎǇŜŎǘ ŜŀŎƘ ƻǘƘŜǊǎΩ ǎƪƛƭƭǎ

Å Communication ςthat contact and interaction are critical for when things are 
going well and for when things are not going well

Å Leadership ςthat we accept our leadership roles and boundaries

ςyou are leaders representing the parent group and 

-- the principal is the leader representing the school staff
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Is anyone having difficulty involving the Principal or other school staff?

Involving Principals (or other school administration) is a valuable and important part of Home and 
School

Consider each new year a fresh start for everyone

ÅWhether you had a good or poor relationship last year - or this is your first year ςcoming to 
agreement as a group and being clear in your plans with the principal helps everyone start off 
on the same track

Å If your experience was less that great last year ςƭŜǘ ǘƘƻǎŜ ŜȄǇŜǊƛŜƴŎŜǎ ƎƻΣ ŘƻƴΩǘ ƭŜǘ ǘƘŜƳ ƎǳƛŘŜ 
ȅƻǳǊ ƴŜǿ ǎǘŀǊǘ όŘƻƴΩǘ ŦƻǊƎŜǘΣ Ƨǳǎǘ ŦƻǊƎƛǾŜΗύ

Agree on a direction among your own group before discussing it with the principal

Å can help foster unity and consistency for all involved

Ask questions to find out how a principal plans to handle parent communication and the best 
ways you can work with the principal

!ǎƪ ǉǳŜǎǘƛƻƴǎ CLw{¢ ŀƴŘ ƭƛǎǘŜƴ ǘƻ ǘƘŜ ǇǊƛƴŎƛǇŀƭΩǎ ŀƴǎǿŜǊǎΥ

How would the principal like to handle parent communication?

What are the best ways you can work with that principal?
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²Ƙŀǘ ŀǊŜ ǘƘŜ ǇǊƛƴŎƛǇŀƭΩǎ ŜȄǇŜŎǘŀǘƛƻƴǎ ƻŦ ǘƘŜ IƻƳŜ ŀƴŘ {ŎƘƻƻƭ !ǎǎƻŎƛŀǘƛƻƴΚ

²Ƙŀǘ ŀǊŜ ǘƘŜ ǇǊƛƴŎƛǇŀƭΩǎ Ǝƻŀƭǎ ŦƻǊ ǘƘƛǎ ȅŜŀǊΚ

If your school is facing particular challenges this year, ask how you can help 
(before offering what you think you should be doing)

Beclear that the role of the parents in the Home and School Association goes beyond 
the school-based volunteers that the principal may be looking for, so remember to 
ask about roles on planning committees (if that is where your group wants to be)
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Ask the principal about the school objectives for this year

ÅSchoolEffectiveness reports are filed by principals each year

If your principal has a written plan, ask to see it

Your approach should be one of support ςyou have resources to help = the parents 
and a fundraising capacity
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¸ƻǳǊ !ǎǎƻŎƛŀǘƛƻƴΩǎ Ǉƭŀƴ Ƴŀȅ ƘŀǾŜ ƛƴǇǳǘ ŦǊƻƳ ǘƘŜ ǇǊƛƴŎƛǇŀƭ ōǳǘ ƛǎ ƴƻǘ ǘƘŜ ǇǊƛƴŎƛǇŀƭΩǎ 
plan

Engage the principal and other staff ςwho may have ideas to support Association 
efforts

You are all the Home and School
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First:Define the issue ςbe clear on what the issue is ςfocus on it and not 
personalities or people. Discuss options with your group.

Recognize and respect boundaries ςyou can follow the Homeand School 
Federation Bylaw, 

understand that the Principal is responsible for rules and regulations within the 
school, 

and despite the fact that your tax dollars pay the wages, remember that you are 
bh¢ ǘƘŜ tǊƛƴŎƛǇŀƭΩǎ ƻǊ ¢ŜŀŎƘŜǊǎΩ ōƻǎǎ

Then:

ÅCommunicate with and inform the Principal aboutthe issue and ask for suggestions for 
resolution, offer your options (if different) but be open to other suggestions; 

Å5ƻƴΩǘ ŀǎǎǳƳŜ ǘƘŀǘ ǘƘŜ tǊƛƴŎƛǇŀƭ ƪƴƻǿǎ - educate the principal about the issue ςsometimes 
ǘƘŜȅ Ƨǳǎǘ ŘƻƴΩǘ ƪƴƻǿΤ ŜǎǇŜŎƛŀƭƭȅƛŦ ƛǘ ƛǎ ŀōƻǳǘ ȅƻǳǊ !ǎǎƻŎƛŀǘƛƻƴΩǎ ǇǊƻŎŜǎǎ

ÅActivate ςif the above fails, there is always strengthin numbers ςcommunicate the issue and 
solutions to parents, gather their support and take it to the principal or have parents respond 
directly

ÅAdvocate ςif you still are not getting a positive response from the principal, talk to the 
Federation office about next steps
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wŜƳŜƳōŜǊ ǘƻ ǘƘŀƴƪ ǘƘŜ ǇǊƛƴŎƛǇŀƭ ŀƴŘ ǎǘŀŦŦ ŦƻǊ ǘƘŜ ǎŎƘƻƻƭΩǎ ŜŦŦƻǊǘǎ ƛƴ ŀŘŘƛǘƛƻƴ ǘƻ ǘƘŜ 
parents

How ƘŀǾŜ ȅƻǳ ά¢ƘŀƴƪŜŘέ ȅƻǳǊ ǎŎƘƻƻƭΩǎ ǇŀǊǘƛŎƛǇŀƴǘǎ ƛƴ ǘƘŜ ǇŀǎǘΚ 
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Good leaders know the resources they have available, the treasurer keeps the info. 
up to date

Help the Executive create a plan for the year (budget) ςǿŜΩƭƭ ǘŀƭƪ ŀōƻǳt this more 
today

Keep track of where the money goes

Be able to answer questions your group may have

Insure the accuracy and safe handling of funds ςǿŜΩƭƭ ǘŀƭƪabout some good 
practises that you should follow



Because of this shared responsibility, the Treasurer may get a lot of questions at 
each meeting

Put yourself in the shoes of the other members. What questions would they have?
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LǘΩǎ Ŝŀǎȅ ǘƻ Řƻ ςƛǘ ŘƻŜǎƴΩǘ ƘŀǾŜ ǘƻ ōŜ ŎƻƳǇƭƛŎŀǘŜŘ

It helps focusthe job of the Home and School:

ÅForces the group to really think about what they want to this year

ÅMakes your group proactive instead of reactive

ÅYŜŜǇǎ άǇǳǘǘƛƴƎ ƻǳǘ ŦƛǊŜǎέ ǘƻ ŀ ƳƛƴƛƳǳƳ

ÅAllows new ideas to be considered during planning
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The Executive puts the budget together 

Prepare a budget by asking:

What do we want to do? 

ÅYoucan start with what you traditionally do or start with a clean slate

ÅRemember to let everybody have input into this

What are our obligations?

ÅWhat areyou already committed to

Å5ƻƴΩǘ ŦƻǊƎŜǘ ȅƻǳǊ ǇŀȅƳŜƴǘ ǘƻ ǘƘŜ CŜŘŜǊŀǘƛƻƴ

ÅwŜƳŜƳōŜǊ ǘƻ ōŜ ǘǊǳŜ ǘƻ ȅƻǳǊ !ǎǎƻŎƛŀǘƛƻƴΩǎ ǇǊƛƴŎƛǇƭŜǎ ƻǊ ƻōƧŜŎǘƛǾŜǎ



37

(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. 

Dŀƛƴ ǘƘŜ tǊƛƴŎƛǇŀƭΩǎ ƛƴǇǳǘ

Å5ƻƴΩǘ ŀǎƪ ǘƘŜǇǊƛƴŎƛǇŀƭ άǿƘŀǘ Řƻ ȅƻǳ ƴŜŜŘΚέ ōǳǘ ŀǎƪ ǿƘŀǘ ǘƘŜ ǎŎƘƻƻƭΩǎ Ǉƭŀƴǎ ŀǊŜ 
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

Betrue to your Associations principles and objectives



How are we going to pay for all this?

bƻǿ ǘƘŀǘ ȅƻǳ ƪƴƻǿ ǿƘŀǘ ȅƻǳ άǿŀƴǘέ ŀƴŘ άƴŜŜŘέ ǘƻ ŘƻΣ ŀǎƪ - how are we paying for 
it?

Do we need an additional fund raiser?

5ƻ ǿŜ ƴŜŜŘ ǘƻ Ŏǳǘ ƻǳǘ ǎƻƳŜ ƻŦ ƻǳǊ άǿŀƴǘǎΚέ

39



40

Share options:

ÅEmail to the group if you have email addresses

ÅPost on a FaceBooksite or blog

ÅtƭŀŎŜ ŎƻǇƛŜǎ ƻƴ ǘƘŜ ǾƻƭǳƴǘŜŜǊΩǎ ōǳƭƭŜǘƛƴ ōƻŀǊŘ ŀǘ ǘƘŜ ǎŎƘƻƻƭ

ÅHold a meeting to present the plan and budget

What will you do with the feedback?

Å If it fits with the plan

üwell done!

Å If there are new ideas ςhow will you proceed? 

üHow will you pay for it? 

üWhat might have to be cut?

ÅLŦ ǘƘŜȅ ŘƻƴΩǘ ƭƛƪŜ ǇŀǊǘ ƻŦ ǘƘŜ ǇƭŀƴΚ

üCan you find out why?

üAre you prepared to cut?

5ƻƴΩǘ ǿŀƴǘ ŦŜŜŘōŀŎƪΣ ŘƻƴΩǘ ŀǎƪ ŦƻǊ ƛǘ

ÅConsiderhow you present the information to your members
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At a minimum, have a writtencopy of your plan approved at a Home and School 
Association meeting

Does your membership needto approve?

Best practice: Getting approvalfrom the membership protects you in your decision 
making. 

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

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



Keep records up to date

Report at each meeting

Prepare a year end report
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What documentsneed to be maintained?

ÅJournalentries are - an item by item, dated list of money coming in and money 
going out 

Von paper or electronically (sample Excelspreadsheets are available through 
the office)

ÅReceipts

VAll purchases and payments should be supported with some paperwork

VIf no official receipt, createone that has a date, explanation, and signature

ÅProcessed or cancelled cheques

ÅBank statements (bring them to each meeting)

VHaveExecutive member(s) initial the statement as proof of sharing the 
information

Å¢ǊŜŀǎǳǊŜǊΩǎ ǊŜǇƻǊǘǎ
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Exampleof a Journal

Electronic PDF copy of the Journal can be found online:

http://peihsf.ca/training

ContactShirley for an Excel Spreadsheet file

44
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Keep it simple

When you present to the Executive or the Membership, don't overwhelm or 
confuse them with all

Give them the information they want

Then beprepared to answer questions ςǊŜƳŜƳōŜǊΣ ŘƻƴΩǘ ōŜ ƻŦŦŜƴŘŜŘ ōȅ 
questions, they need to know this stuff and you have the answers.
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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)
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Electronic PDF copy of the Annual Financial Statement can be found online:

http://peihsf.ca/training

ContactShirley for an Excel Spreadsheet file
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ÅGet the money to the bank as quickly as you canςyes, youshould have a 
separate bank account for the Home & School Association

ÅKeep a record of all money coming in and going out.

ÅMaintain a paper trail - no money comes in without a receipt being written and 
no money goes out without a bill or receipt tojustify it

ÅWrite cheques for everything possible ςif 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

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

ÅHave 3 or 4 signing officers and get two signatures on every cheque written
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Most problems and hard feelings within an Association occur around money issues 
ςmoney not accounted for properly, money transferred between people without 
records of what happened, discrepancies over amounts.

¢ƻ ǇǊƻǘŜŎǘ ȅƻǳǊǎŜƭŦ ŀǎ ŀ ƳƻƴŜȅ ƘŀƴŘƭŜǊ ŀƴŘ ǘƻ ǇǊƻǘŜŎǘ ǘƘŜ !ǎǎƻŎƛŀǘƛƻƴΩǎ ŦǳƴŘǎ ςhere 
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

ÅIf the money cannot be counted then and there ςhere is one protection 
method you can use:

o place it in an 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
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Have the invoice or bill attached to cheques before asking anyone to sign 
the cheque ςfor better safety, doƴƻǘ ǎƛƎƴ ŎƘŜǉǳŜǎ ǿƛǘƘƻǳǘ άǘƻέ 
information  and $ amount.

Anyone signing cheques should review the bank statement (along with 
the processed cheques) and sign off on each statement ςmake sure the 
chequewas written to the right person/group as the invoice/bill stated. 

¢ǊŜŀǎǳǊŜǊΩǎ ǇƭŜŀǎŜ ƴƻǘŜΥ IŀǾƛƴƎ ƛƴǾƻƛŎŜǎκōƛƭƭǎ ŀǘǘŀŎƘŜŘ ǘƻ ǘƘŜ ōŀƴƪ 
statement would make this easier. 

Signers should initial each statement they have reviewed.
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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.  

Questionsfor the group:

ÅHave you ever been at a meeting where the Treasurer gave very little 
information?

ÅWhy do you think they gave very little information?

Sometimes, ifthe Treasurer is not providing information, is evasive when asked for 
details, or becomes hostile ςExecutive Members get concerned.
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