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Background 
The Division believes in sound financial controls and expects that funds, received 
and/or disbursed by any agent of the school system, will be accounted for carefully and 
accurately. Accounting procedures in schools must comply with sound accounting 
practices, including separation of accounts, funds and special monies. 

Accounts in schools/departments must be maintained in such a manner that they are 
easily reviewed and audited. Schools/departments must use the Division approved 
accounting systems. 

Procedures 
1.​ Responsibility for all school–based funds is ultimately that of the Principal, who may 

delegate responsibility to specific staff under his/her direction. 

2.​ Funds collected will be properly recorded and receipts issued. Disbursements will 
be made by cheque with a corresponding invoice available for petty cash or school 
generated funds items. 

3.​ A proper and current reconciliation of fund disbursements will be maintained. 

4.​ Each school will establish current chequing accounts and if necessary one 
non–chequing savings account for school generated funds. 

4.1​ At least two signatures are required for these accounts, one of which will be 
the Principal or designate. The other signing authority should be a staff 
member. 

5.​ All events and activities involving funds will be recorded using the school's 
accounting system. A final report (financial statement) will be prepared for each fund 
showing the final disposition of any surplus/deficit. 

6.​ Accounts related to Student Council organizations or activities are to be properly 
supervised by the Principal. 

7.​ At the beginning of the school year and before the end of the school year, school 
accounts will be made available for review by the School Council and the staff. 

8.​ In order to minimize the risk of losses, all money/cheques will be deposited to the 
school account as soon as it is practical. Cash is not to be kept overnight in the 
school, unless in a secured location. 

9.​ Divisional finance will audit school accounts on a revolving basis with the maximum 
of three schools in any one year. 
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10.​The Superintendent reserves the right to ask for an audit of any school's accounts 
at any time. 

11.​ In–service for school staff on any of the above procedures, including software, is 
available on request through the Division Central Office. 

12.​Responsibility for each department’s funds is ultimately that of the supervisor, who 
may delegate responsibility to specific staff under his/her direction. 

13.​The auditor will provide each school/department with a year–end checklist to assist 
in planning for audits. 

 
Reference:  ​ Sections 52, 53, 137 and 141 Education Act 
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