"| suppose leadership at one time meant muscles;
but today it means getting along with people." --
Mahatma Gandhi

Lastupdated September 2016

[Quote information:

"l suppose leadership at one time meant muscles; but today it means getting along with people.’
- (Mohandaskaramchand>andhi)Mahatma Gandhi

"The growth and development of people is the highest calling of leadershigdrvey S. Firestone

"A leader is a person you will follow to a place you would not go by yourselbel Barkgr



WELCOME AND INTRODUCTIONS

Federation President: Lisa MacDougall

Federation Executive Director: Shirley Jay

Facilitators:
*Vicki Bryanton and Stephen Gould

LisaMacDougall, President (Introduction to Home and School / District Advisory Council overvie

Heather Mullen, Federation Secretary (will do Resolutions sessigiorell Consolidated

Cory Thomas, Federation Vice President (will do Resolutions ses§)arean Elizabeth
Elementary

CherieLeMoine Program Coordinator (attending orell only)
Shirley Jay, Executive Director



WOUR HOME AND SCHOOL FEDERATION

The Prince Edward Island Home and School Federation
is an organization of Associations with parents,
guardians, teachers, administrators and staff working
together to promote the total well-being of children
and highest standards of education for children and
youth on Prince Edward Island.

We are a volunteer, non-profit, non-partisan organization.

Introductions

Lisa:
ThePEI Home and School Federatibra (G KS dzYo NBf f I 2NBFYATF GA2
G LI NBy i O2 dzy G565 éf 562sbhiBldls idross Piiince2Bdwiard Island

Purpose of the Home & SchapParents, guardians, teachers, administrators and stafking
together to educate our children


http://peihsf.ca/schools

DISTRICT ADVISORY COUNCIL OVERVIEW

District Advisory Councils will:

Advise the Minister of Education, Early Learning and Culture on education
issues

Identify education priorities within their own district
Engage school communities in discussions

Foster collaboration among school councils, home and school associations and
the community




DISTRICT ADVISORY COUNCILS CONSIST OF:

-} One parent from each school council/home and school association in the
family of schools

) Two students from high schools within the family of schools

- A Regional director of the PEl home and school federation for the family of
schools

- Each advisory council will select its own Chair




TODAY'S HOW-TO WORKSHOP

Taking the Lead
Getting started and the executive leadership roles

Improving communications

Plus choice of :
Understanding the power of “resolutions” and how to write one
Recruiting volunteers and delegating tasks, or

Financial Guidelines

Taking the Lead, we hope 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 brealt sessions:

A Resolutions: 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

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

A Finances: 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



GETTING STARTED

Your new “Best Friends™:
Shirley - office resources
*1-800-916-0664
*(902) 620-3186
Website

1':"'7'.'. ¥ ¥

Home and School Handbook - Obijectives

Executive & Board Members
*in regions across the province

* http peihst.ca/board

[ SG§Qa 221 G4 6KSNB &2dz Oy &adl NI
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Shirley- office resources
Auttp://peihsf.ca/contact

Website
A http://peihst.ca/

Home and School Handbook

Home and School ObjectiveseeHome and School HandbooBth Edition
September 2015)

p. 4 for Home and School Objectives

Executive & Board Members
An regions across the province
Auttp://peihsf.ca/board



http://peihsf.ca/contact
http://peihsf.ca/
http://peihsf.ca/board

BOARD OF DIRECTORS

Position

resident

Vice President
Treasurer
Past-Fresident
Secretary
Bluefield
Charlottetown Rural
Colonel Gy
Yensington
Hnhora

Mantague

Morell

Sourts

Westisle
Exacutive Director
Three Caks

Hame

Lisa MacDougall
Cory Thomas
Shelley muzida
Petar Rukavina
Heathes Mullen
Windsor wight
Tamd Lowis
Sandy Nicholson
Tevor Moase
Donna Maclecd
Leah Munre
Kathan Jay
Tara Hill Burke
Fally Herget
Shirley Smedley-day
Mirginia Doyle

Emall Address
presidentBpeihs! .ca
vphpeihi.ca

troasurer Bpeihs! . ca
pastypresidentidpeihsf.ca
secretary®peihs!.ca
blueflelo®pelhs! . ca
charlottetownrural Speitsf . ca
colonelgraydpedst .ca
kensingtondpeihsf . ca
Maokorabpeihsf.ca
montague®peths! o
morell Speihnf . ca
sourisipeihsf, ca
vestideEpeihat . ca
officebpeihsf.ca
ginyadoyledgmail. com




IF YOU DON'T KNOW WHERE YOU'RE GOING,
HOW WILL YOU KNOW WHEN YOU’VE ARRIVED?

* Start with a planning meeting

* Gather information before the meeting
* Do you have Association Guidelines?

Have you reviewed: Minutes and Treasurer's
Reports?

* What did you do last year?
What resources does the Federation offer? }
What resolutions did the Federation pass?

You! 342 OAGuidéligegYa w20 ft ! aa20AlGA2ya KI @S
volunteers to work together and makes for easier transitions yteayear.

LF¥ @2dzNJ ANRdzL) R2Say Qi KIF @S Fyesz O2yaAiARSNI O
make it easy.

aAydzi S&a g ¢ NB:IColxitidky ME gapem®rk PoNIpravious years may be
challenging. If you run into roadblocks, contact the Federation office for suggestions.

Prepare by looking at the Federation website for:

Resourceg from funded opportunities to links to available resources

A What's there to offer your group?

A What would they like to promote in your community?

Resolutions- check out:

http://peihsf.ca/agm/resolutiongo see read the Resolutions

A How does it apply to your school?

A Can it be promoted in the school?

A What followrup questions does your group have about what is happening?

A You will be presented with a progress report on these resolutions at the-aemial meeting
coming up soon

Annual Meeting of April 9, 2016



201605 Automated External DefibrillatofPassed)
201604 French ImmersioiiPassed with Amendments)

201603 Public Reporting and Removal of School FBassed with Amendments)
201602 Teaching Profession ACiabled)
201601 Social Media PolidfPassed)



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

PLANNING YOUR YEAR

* To create your Association’s calendar
«  Start with htip

peihsf.ca/calendars

Add in what your Association traditionally does every year

Brainstorm what your new group would like to see done this
year

Time Linanformation are &ailable onlinehttp://peihsf.ca/calendars
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http://peihsf.ca/calendars
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N/} PEI Home and School Fedaration
|_EL  Our Crisdren. Our Schoots. Our Future.

Calendars
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The school calendar is creatby the Department oEducation, Early Learning and
Culture

The Home and School calendar adds in important events and deadlines from the
CSRSNI} A2y Q& &aOKSRdzZ S

http://peihsf.ca/calendars
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" FINANCES AND MEMBER FEEDBACK

Create the money plan (budget)

Fundraising is a "means” to get your plan done, it is not
the PURPOSE of the Home and School Association

Show your plans (and the financial effects) to your
membership

Allow for feedback

Create a money/financial plan (or budget) as you pakr 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.

Rememberfundraising is a "means" to get your plan done, it is not the PURPOSE
the Home and School Association
see againHandbookp. 4 for Home and School Objectives

A FundraisinCANba&t K2 g ¢ @2dz Fdzy R @2dzNJ 62NJ Y

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

A For best resultsfiollow the Fundraisingsuidelinesn the Handbook

| 26 @2dz daK2g¢é @&2dzNJ LI I ¥ mektihg, dcvslaitdr, Y S Y
website, Facebook

Allow for feedback (this can help you ident#geas you may be missing AND help to
find MORE volunteers)

12



YOUR EXECUTIVE TEAM

Your leadership team:
President (or Co-Chairs)
Vice President

Past President

Secretary
Treasurer

Each person on the Executive Team takes a “leadership role” for their job
description but it does not mean that they do it all on their own.

Turnto p. 7 of Handbook

Usuallyyou have a President and most of your Executive Team in place starting th
school year.

LT &2dz R2y Qi KI @S Sy2dAK SESOdziir oS i

1) invite others to help with @lanningsession,

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

3) qsk fgr voluptqers pause to allow Qeop[e to [eally corlsider it, rgmiqd them that
UKS dauSlkFYé Aa KSNB uz2z KSfL)I SFOK 20K

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 Associagiout
the volunteer can start work right away

13



 PRESIDENT/CHAIR

Set the tone - be relaxed but keep things on
track

Prepare and lead meetings

Follow an agenda to stay on track

See Home and School Hand Book
* How to Run an Effective Meeting
* Agenda sample

Information on tools for the President or Chair can be found starting Gropthe
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 Meetistarts on p.10
Agendasampleon p. 20
Handout:Meeting Checklist for Home and Schd@sociations

14



“Chairing the meetings”
- planned discussion occurs and decisions are made
*bring everyone back to the agenda if conversation strays

“voice your own opinion last
Start on time; end on time
Keep track of decisions and actions

Take charge of reporting to the Federation

Holdingoff with yourown opinion, or emaining neutral unless asked to "break a
GASe€s Oy 0SS 2yS 2F (KS (2dza3KSal 220:

Why s it important to remain more neutral?

ABy keeping your opinion to yourself, or at least until the end of discussions, mear
GKFG @2dzNJ 2LIAYA2Y R2SayQi Ol dzasS 20KS
ABy keeping your mouth closed, you are better able to liStREALLY listerio

what is being said and more importantly some times, what is not being said

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

End when you said the meeting would be over
A everyone has family to get home to and things to do beyond the meeting

Keep track of what you decidand what you do as a group (the President/Chair
a4 K2 dzf Ry Q Miautesckeef yN.bwin Ks§

Take charge of reportingp the Federatiory if you keep a list of motions and events
updated every monththe reports to the Federation become very easy to do

15



POWER OF THE SECRETARY!

Helps keep everyone on track

Can stop the discussion to complete the process and get

wording down )/
=

Can ask for help with the wording R
* | don't know how to word this \
* Is this what you mean?

Power of the Secretary make the secretary an active meeting participant, not just

the recorder

Secretariegan help tokeep things on track; they can

A remind members whetthey need a motion,

A keep track of when they have a motion in play,

A know the history of what was talked about at previous meetings or
A remind others if similar decisions have already been made

Allowyour Secretaryo stop the discussiorn order to complete the process and
get wording down

Secretary can ask for help with the wording

16



* KEEPING TRACK WITH MINUTES

Minutes record “decisions” not discussion
Record facts

Should have enough detail to understand the intent
*why did we feel that we needed a decision?

*will a future reader understand?

Page21-22 of Home and School HandboakSample Minutes

aAydziSa NBEO2NR aRS Oashandalgdadudeytiedateghd & O dz
who was at the meeting (although ALL Board Members/ExecMambers are
responsible for decisions of the grogso if you miss a meeting, you must read

your minutes to know what happened in your absence)

aAydziSa NBEO2NR gndthing ahauwd beg/vxitien dabizvigaoydl
cannotback up

Should have enough detail to understand the intenthen someone elseeads
your minutes, they should be able to see:

A why you needed a decision? and
A whatwas the decision?

17



USING MOTIONS

Why do motions help?

Motions capture important decisions so that:
* the group is clear on what you are discussing

* decisions can be communicated to others

* you have a record

When to make a motion
* Approving or changing plans
* Resolutions
* Money decisions

Motions capture importantlecisions so that
Athe group is clear on what you are discussing
Adecisions can be communicated to others, and
Ae2dz KIS I NBRO2NR 2F RSOAaAz2ya &z
issues

Whenshould you make a motio#:
A anytime you are making important decisiogtke approving plans

A When requesting to have the Federation take action or discuss something
provincially¢ like resolutions

A anything to do with financial change
O approve a money plan or budget
0 spending or raising money not covered in the plan
A a major deviation from your plan
Check youHandbook (starting on p15)for informationon: & bw to make a
Y2O0A2Y¢E
Athe Federation uses Roberts Rules of Orgléryou would like more information
on this process, contact the office

18



TREASURER

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

Keep track of where the money goes
Ensure the accurate and safe handling of funds
Monitor how close you are to the plan/budget

Understand the fundraising guidelines

*See expectations of the Treasurer Handbook

The¢ NB I adzZNBENRa w2fS Aa G2V

A Help the Executive create a money plan for the year (budget)
A Keep track of where the money goes

A Ensure the accurate and safe handling of funds

A Monitor how close you are to the plan/budget

A Understand the fundraising guidelines

See expectationsf the Treasurer on @ of Handbookand theFundraising
Guidelineson p.25

52y Qi ftSG GKAA NRfS 06S02YS a2 20SNBK.
behind in bookkeeping or get confused.
52y Q0 tSG 0KSasS aaiddzZ dA2ya GNF L &2dz

Ask for help within your group. If help is not readily available, contact the provincia
office for advice and assistance.

19



THE MONEY PLAN - BUDGET

After you know what you “want” and
“need” to do — work with your Treasurer to
answer:

How are we paying for it?
Do we need an additional fund raiser?

Do we need to cut out some of our “wants?”

9BSY AF 22dzFRAYQE WKlo@RISG¢ &2dz ySSR
Have the whole Board involved in this process and get as much input from other
parents as you can.

I FTOSNI 82dz (Y26 @KI G @ zdorkwihygudTdeadurgrio &
answer:

How are we paying for it?
Do we need an additional fund raiser?
52 ¢S YySSR (2 Odzi 2dzi a2YS 2F 2dzNJ a4

A budget is an estimateyour best guess at this poigtthat you may need to
adjust along the way.

20



MONEY DEADLINES YOU SHOULD NOTE:

The PEIHSF dues should be
delivered no later than
November 30th

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

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 valulr you money as:
A This feemeans that you are part of a much larger group of parents, teachers,

administrators and school staffa stronger voice for concerns and suggestions.

A It means that your questions and recommendations will be listened to by the
Minister and the Department diducation, Early Learning and Culture

A It means opportunities like thRarent Leadership Grant Prograate available to your
school.

A It means that you never have to deal with concerns or problems alone.

21



T0 HAVE AN EFFECTIVE LOCAL

You need to know:

v the concerns affecting our school's population

v how to take advantage of what you do well

v how to deal with issues

v what the Federation has to offer

“ that by reporting to the Federation, everyone shares and learns

7 that other Associations can help

To have an effective local associatigau need to know:

AGKS O2yOSNYya I F7FS0Ii-Mgkaby askiriglabod ke 2 f Qa
concerns of local parents/guardians, you may also find new volunteers

A how to take advantage of what you do well

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

A what the Federation has to offer

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

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

A Reachout to neighbouring Associations or contact Shirley at the office (she
knows a lot about what other Associations have faced, addressed, and
conquered!)

22



TO BE AN EFFECTIVE TEAM

You need to:

» Develop great communications skills

» Work on relationships

Youneed to:

Developgreat communications skillg hereis a chance for continuous growth and

improvement for everyone involved

All good relationshiptake work ¢ this includes not taking anyone for granted

23



IMPROVING COMMUNICATIONS

* Involving the principal, teachers, and other staff
* Engaging the Board /Executive

* Interacting with other parents/guardians

* Dealing with problems

* Saying “thanks”

Communications is one tifiose things in life that can be continuously improving
and requires constant care.

Howdo you currently:

A Involve school administration and staff

A Interact with other parents/guardians

A Deal with problems

A{re alKIy]as

In our technologicahge, we have many moret¢hnologycommunications 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 discussioqslogs, emailFaceBoolr texting are not easy ways to
deal with sensitive issues

2.¢1F1S 26ySNEKALI YR 0SS NBalLRyairAoftS FT2N gKI

24



THE HEART OF GREAT RELATIONSHIPS

Trust
Collaboration
Creativity
Partnering skills

Communication, and

Leadership

At the heart of a great relationship:

o 3o I» Do Do

A

Trustg that we all want what is best for the children and youth

Collaborationg that there are areas where working together makes for better
results

Creativityc that we are willing to look for new solutions when we get stuck
Partneringskillsq that we all bring skills to the work we do together and should
NEO23IYAI S YR NBaLISOu Sl OK 2U0KSNAQ
Communicatiorg, that contact and interaction are critical for when things are
going well and for when things are not going well

Leadershig; that we accept our leadership roles and boundaries

¢ you are leaders representing the parent group and
--the principal is the leader representing the school staff

25



INVOLVE PRINCIPALS

Consider each new year a fresh start for everyone

Ask questions each year:
*How would the principal like to handle parent communication2
*What are the best ways you can work with the principal?

*What are the principal’s expectations of the Home and School
Association?

“What are the principal’s goals for this year?

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 an
School

Consider each new year a fresh start for everyone

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

A If your experience was less thatgreat lastyeérS G G K2&S SELISNASY
iz 2

oS
@2dzNJ yS¢ aill NI o6R2y Qi F2NBS dza i T2 NABA

a
D

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

1 41 ljdzSadAaz2zya CcLw{¢ IyR tAai0Sy (G2 GKS LINAY(

How would the principal like to handle parent communication?
What are the best ways you can work with that principal?

26



2 KFG FNB GKS LINAYOALN f Qa SELISOGIFGAZY A
2KFG ITNB GKS LINARYOALN tfQa 3I2Ffa&a F2N 4K

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 schoolbased 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)

26



UNDERSTAND THE PRINCIPAL'S GOALS

Ask the principal about objectives for this year
* School Effectiveness reports

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

Your approach should be one of support

Ask the principal about the school objectives for this year
A SchooEffectiveness reports are filed by principals each year

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

Your approach should be one of suppgstou have resources to help = the parents

and a fundraising capacity

27



BE CLEAR ON WHAT YOU WILL DO

Your Association’s plan should have input from the
principal but it is not the principal’s plan

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

You are all the Home and School

L 2dzNJ P Aa20AFGA2YQa LI LY Y& KI@S AyYLk
plan

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

You are all the Home and School

28



DEAL WITH PROBLEMS

Define the issve

Recognize and respect boundaries
Communicate and inform

Educate

Activate

Advocate

* if you still are not getting a positive response from the principal, talk to the Federation
office about next steps

First:Define the issug be clear on what the issue sfocus on it and not
personalities or people. Discuss options with your group.

Recognize and respect boundarggou can follow the Homand 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
bhe¢ GKS t NAYOALIf Q& 2NJ ¢S OKSNEQ 024a:

Then:

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

As52y Qi | aadzyS G KI {edudate fhe printioal dbaut thefissugsyhietimes
0KSe 2dzad0 R2y®& (V243 SarIBOABRUAI ! aa20A 0.

A Activatec if the above failsthere is always strengtim numbersc communicate the issue and
solutions to parents, gather their support and take it to the principal or have parents respond
directly

A Advocateg if you still are not getting positive response from the principal, talk to the
Federation office about next steps

29



SAY “THANKS™

Thank the principal for the school’s efforts
Thank the principal

*In front of staff
*In front of parents

* Publicly where possible

And of course:

*Thank the parents

WSYSYOoSNI G2 GKFyl GKS LINAYOALI f | yR
parents

)
(

HowK I @S @2dz d¢KIFy1SRé @2dz2NJ a0K2 2 ¢
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THE BASICS

Help the Executive create a plan for the year

(budget) —*

Keep track of where the money goes

Be able to answer questions

Insure safe handling of funds T R
\ ,-:;'_7?:‘\

Good leaders know the resources they have available, the treasurer keeps the infc
up to date

Help the Executive create a plan for the year (budget)S Qf €t  iithistmbpre I 6 2
today

Keep track of where the money goes
Be able to answer questions your group may have

Insure the accuracy and safe handling of fuqdsS Q f &boutidorhie]good
practises that you should follow

32



THE SHARED RESPONSIBILITY

All members of the Executive are responsible for
the appropriate use of the funds

They should ask questions

Good reports = Fewer questions

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?

33



- BUDGET

*The money plan

*An estimate

34



WHY HAVE A MONEY PLAN (BUDGET)?

It's easy!
Focuses planning

Be proactive...not reactive

Consider the “NEW"

L0Qa S¢raae R2SERRZQG KF@PS G2 0SS 02YLXE AOI

It helps focughe job of the Home and School:
A Forces the group to really think about what they want to this year
A Makes your group proactive instead of reactive
AYSSLA GLMzOGAY3I 2dzi FANBa¢g G2 | YA
A Allows new ideas to be considered during planning

35



BUDGET PROCESS

The Executive puts the budget together

Prepare a budget by asking:

What do we want to do?

A Youcan start with what you traditionally do or start with a clean slate
A Remember to let everybody have input into this

What are our obligations?

A What areyou already committed to

As52y Qi F2NHSGO e2dzNJ LIeySyid G2 GKS
AwSYSYOoSN) G2 0SS UGNMXzS (2 @&2dzNJ ! a3z
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WHAT DO WE WANT TO DO?

Don't ask how much money we have -- just yet.

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

Principal’s input

(Don't ask how much money we havgist yet- the group needs to decide what
"good" the Home & School would like to accomplish and then decide how mucl
money you need to do it.)

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

DFAY (G0KS t NAYOALNt Q& Ay Lz
As52y Qi UINNY AXKISHE aoKFEG R2 @2dz ySSRK
and decide how you might be able to help out.

37



* WHAT ARE OUR OBLIGATIONS?

Ongoing Home and School programs, do we

continue them? (e.g. Class Trip, Teacher gifts
etc.)

Dues to the PEIHSF

Align with principles or objectives

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 Novemiger 30

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

38



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 “wants2”

How are we going to pay for all this?

b2g
it?

OKFEG @2dz 1y2¢ 6KI G @2 dowae wepayingfory |

Do we need an additional fund raiser?

52

S YSSR (2 Odzi 2dzi az2yvyS$sS 27

2dzNJ & g |
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ASK FOR FEEDBACK?

How do we share this with the
membership?

What will we do with the feedback?

Don't want feedback, don't ask for it

Shareoptions:
A Email to the group if you have email addresses
A Post on & aceBoolsite or blog

Attt OS O2LIASa 2y (KS @2f dzy i SSNQa

A Hold a meeting to present the plan and budget
What will you do with the feedback?
A If it fits with the plan
U well done!
A If there are new ideag how will you proceed?
U How will you pay for it?
U What might have to be cut?
ALT (KSe R2yQld fA1S LI NL 27
U Can you find out why?
U Are you prepared to cut?
52y Q0 slyd FTSSRolIO1X R2yQi
A Considehow you present the information to your members
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BUDGET (MONEY PLAN) COMPLETED

Document decision

Does your membership x -

approve? e

At a minimum, have a writtenopy of your plan approved at a Home and School
Association meeting

Does your membership nedd approve?

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

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

A Offer people the opportunity to provide feedback or approval. If they choose not
to respond, you at least provided the opportunity.
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KEEPING TRACK OF THE MONEY

Keep records up to date
Report at each meeting

Prepare a year end report

Keep records up to date

Report at each meeting

Prepare a year end report
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WHAT DOCUMENTS
NEED TO BE MAINTAINED?

Journal entries

Receipts

Processed or cancelled cheques

Bank statements (bring them to each meeting)

Treasurer’s reports

What documentseed to be maintained?

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

V on paper or electronically (sample Exspteadsheets are availabillerough
the office)

A Receipts
V All purchases and payments should be supported with some paperwork
V If no official receipt, createne that has a date, explanation, and signature
A Processed or cancellaheques
A Bank statements (bring them to each meeting)

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

ACNBI adzZNBNXRa NBLI2NIa
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Local Home & School Association Financial Journal

SCHOOL NAME

LOCATION

MONTH & YEAR _

OFENIG BALANCE |

| N1,
CASH ON WAND |
TOTAL OPENRIG nauuccsl - 50 oq]

TOTAL IRCONE FOR MOMNTH)

EXPENSES

Exampleof aJournal
Electronic PDF copy of the Journal can be found online:

http://peihsf.caltraining

ContactShirley for an Excel Spreadsheet file
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THE TREASURER'S FINANCIAL REPORT

Keep it simple

Remember, you are familiar
with the details but the rest...

Don't overwhelm them

Most people want to see the
bottom line

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 questiorsNBYSY 0 SNE R2y Q4 0SS 2
questions, they need to know this stuff and you have the answers.
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WHAT THE BOARD/EXECUTIVE
WANT TO KNOW:

Do we have enough money?

How much has been spent?

Are we doing what we said we wanted to do with the
money?

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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TREASURER'S REPORT-EXAMPLE 1

Date

Income

Expenditure

Current
Balance

Reason for Income or Expenditure
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TREASURER’S REPORT-EXAMPLE 2

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 Giant Tiger 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 by {Treasurer’s Name} Date
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ANNUAL FINANCIAL STATEMENT

Sonoot nee
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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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HOW TO "SAFELY" HANDLE
ASSOCIATION FUNDS

Get the money to the bank as quickly as you can

Keep a record of all money coming in and going out

Maintain a paper trail - no money comes without issuing a

receipt and no money goes out without a bill or receipt

Get two signatures on every cheque written N - .

A Get the money to the bank as quickly as you ¢cgas, youshould have a
separate bank account for the Home & School Association

A Keep a record of all money coming in and going out.

A Maintain a paper trait no money comes in without a receipt being written and
no money goes out without a bill or receipt justify it

A Write cheques for everything possibtgf 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

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

A Have 3 or 4 signing officers and get two signatures on every cheque written
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HANDLING OF FUNDS DURING A
FUNDRAISING EVENT

Never be alone with uncounted money

Have at least two people count the money
together - for your protection and for accuracy

Have the invoice or bill attached to cheques
before asking anyone to sign

Anyone signing cheques should review the bank
statement (along with the processed cheque)
and sign off on each statement

3

Most problems and hard feelings within an Association occur around money issue:
¢ money not accounted for properly, money transferred between people without
records of what happened, discrepancies over amounts.

¢2 LINRPGSOU e2dzNARSE T Fa | Y2ySeée Kghg®f !
are few simple rules to keep everyone happier.

Never be alone with uncounted money

Have at least two people count the money togethéor your protection and for
accuracy

A If the money cannot be counted then and theydere 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 oper
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.

0 Keep the envelope as evidence
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Have the invoice or bill attached to cheques before asking anyone to sign
the chequec for better safety, doy 2 & aA 3y OKSIljdzSa A GF
information and $ amount.

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

CNBI adzNBNXQa LI SFasS y20SY | GAy3I Ay
statement would make this easier.

Signers should initial each statement they have reviewed.
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DISCUSSION (SAFE HANDLING OF FUNDS)

Where will this be a problem for your

association?

Any techniques you would like to share? ! \
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Whatever system you use, if you track the flowrafney inandmoney outyou 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.

Questiondor the group:

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

A Why do you think they gave very little information?

Sometimes, ithe Treasurer is not providing information, is evasive when asked for
details, or becomes hostileExecutive Members get concerned.
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