Administrative
Procedure 622

Banking

August 2025

Background

The Division supports this Administrative Procedure in order to provide guidance and
clarity regarding securing banking arrangements within the Prairie Land Public School
Division.

This Administrative Procedure applies to all Prairie Land Public School Division
employees who are involved in banking practices. All employees involved with the
investment of cash resources are responsible for knowing, understanding and
complying with this Procedure.

Prairie Land Public School Division is authorized under the Education Act to make
appropriate banking arrangements necessary for the carrying out of its duties and
powers.

The Division must safeguard its assets by banking with only authorized and approved
financial institutions and by applying appropriate processes to its banking
arrangements.

Definitions

Bank means domestic chartered banks allowed to accept deposits as regulated under
the Bank Act and the provincially owned financial institution regulated under the Alberta
Treasury Branches Act.

Banking Services means services offered by approved banks that include deposits and
payments, arrangements concerning P—Cards, lines of credit and capital facilities for
construction or retrofit projects.

Corporate Banker means the bank selected by the Secretary—Treasurer to serve as the
Prairie Land Public School Division ’s main bank.

Secretary—Treasurer means the person designated as Secretary—Treasurer under
Section 68 of the Education Act that the Superintendent has selected to assume that
responsibility which also includes those in an acting capacity.

Procedures.

1. The Secretary—Treasurer will determine which bank(s) will be designated to carry
out banking arrangements with the Prairie Land Public School Division based on
established criteria and request for proposal processes.

2. The Secretary—Treasurer shall approve all arrangements to open new Prairie Land
Public School Division corporate bank accounts or change the use of existing
accounts.
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The Secretary—Treasurer, and/or designate shall establish the specific terms
and conditions for the conduct of financial transactions and banking
arrangements on behalf of Prairie Land Public School Division with the
selected bank.

4. Banking Arrangements

4.1

4.2

4.3

5. Staff
5.1

Schools may bank with financial institutions in their communities for school
generated funds.

Prairie Land Public School Division schools and departments shall obtain
authorization from the Secretary—Treasurer, or designate, prior to opening new
bank accounts or investments.

Subject to approval by the Secretary—Treasurer, each school and department
may determine the number of bank accounts it wishes to operate and the
features necessary for its operational purposes.

social funds must not:

Be included with school or department funds or school or department bank
accounts.

6. When opening a new school or department bank account, the Principal or
supervisor must:

6.1

6.2
6.3

Be one of the signing authorities on all bank accounts at the school or
department.

Ensure that every account transaction requires two signatures.
Ensure that the account at the school level has:

6.3.1. Where there is no Vice—Principal, a minimum of two school-based
signing authorities.

Reference: Sections 51, 52, 53, 68, 197 and 222 Education Act Bank Act (Canada)

Alberta Treasury Branches Act Annual Audited Financial Statements AP109
AP 609 School Generated Funds
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