AGENDA
Special School Board Meeting
Wednesday, June 4, 2014

1.

CALL TO ORDER

2.

APPROVAL OF AGENDA

3.

DECISION ITEMS

6:00 pm

Board Chambers
33 Spectacle Lake Drive
Dartmouth, NS

3.1

Report #14-05-1471 - 2014-2015 Business Plan & Budget - Terri Thompson,
Director, Financial Services

3.2

MOTION:
That the Halifax Regional School Board award each of the 2013-14 Student
Advisors a $1,000 bursary to be used towards their education. – Chair, Gin
Yee

3.3

Board Member Cindy Littlefair’s Motion:
That the Halifax Regional School Board endorse the Nova Scotia School
Boards Association’s Discussion Paper - Shaping a New Vision for Public
Education in Nova Scotia

4.

POLICY DEVELOPMENT AND REVIEW COMMITTEE
4.1

5.

Report #14-05-1472 – Draft School Based Funds Policy - Terri Thompson,
Director, Financial Services, and Selena Henderson, Corporate Secretary

INFORMATION ITEMS
5.1

Report #14-05-1474 - Diversity Management Report – Tracey Jones-Grant,
Coordinator, Diversity Management

The HRSB observes a scent-reduced environment at its meetings and invites the public and staff to join in this effort.
Please turn off your cell phone. Usage is restricted to outside the Board Chambers. Thank you

Halifax Regional
School Board
33 Spectacle Lake Drive
Dartmouth NS
B3B 1X7
T 902 464-2000 Ext. 2321
F 902 464-2420

6.

7.

IN-CAMERA
6.1

Signing Authority

6.2

Contract Award – Ron Heiman, Director, Operations Services

DATE OF NEXT MEETING
Board Meeting – June 25, 2014

8.

ADJOURNMENT

The HRSB observes a scent-reduced environment at its meetings and invites the public and staff to join in this effort.
Please turn off your cell phone. Usage is restricted to outside the Board Chambers. Thank you

Halifax Regional
School Board
33 Spectacle Lake Drive
Dartmouth NS
B3B 1X7
T 902 464-2000 Ext. 2321
F 902 464-2420
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Report No. 14-05-1471
Date May 23, 2014

HALIFAX REGIONAL SCHOOL BOARD
2014-2015 Business Plan & Budgets

PURPOSE:

To present the 2014-2015 General Fund and Supplementary Fund
Business Plan and Budgets to the Board for approval.

BACKGROUND:

In accordance with the Education Act, the Board is required annually
to prepare a business plan and budget. In addition, a budget for
supplementary funding is also prepared.

CONTENT:

The General Fund business plan and budget proposal has been
prepared for presentation to the Board on the basis of the funding
profile sheet for 2014-2015. Other budget assumptions have been
reviewed in detail with the governing Board. The budget proposals
also reflect the General and Supplementary Funds’ staffing
allocations for the 2014-2015 school year.
Over the past several months, there have been a number of
Leadership sessions with the full Board to review expenditures and to
provide input to draft the business plan and budget proposals.
The Supplementary Fund budget for 2014-2015 has been prepared on
the basis of funding indicated in the Joint Agreement on
Supplementary Education Funding with the Halifax Regional
Municipality for 2014-2015.

COST:

As per budget resolutions

FUNDING:

As per budget resolutions

TIMELINE:

Effective April 1, 2014 to March 31, 2015 upon approval by the
Board.

APPENDICES:

Appendix 1 – General Fund Business Plan and Budget 2014-2015
Appendix 2 – Supplementary Fund Budget 2014-2015

RECOMMENDATIONS:
1.

It is recommended that the Board approve the wage rate
adjustments for casual staff, lunch supervision staff, door
monitors, and EXCEL program staff as included in the 20142015 Budget, effective August 1, 2014.

2.

It is recommended that the Board approve the stipend increase for
Boardmembers, as outlined in the June 2012 report, School Board
Member Stipends 2012-2016 – A Report to the Minister of Education
and the Nova Scotia School Boards Association, with an effective
date of November 1, 2014.

3.

It is recommended that the Board approve the 2014-2015
General Fund Business Plan and Budget as presented, with a
spending authority of $433,595,600.

4.

It is recommended that the Board approve the 2014-2015
Supplementary Fund budget as presented, with a spending
authority of $16,501,200.

COMMUNICATIONS:

From:

For further information please contact:
Terri Thompson, Director of Financial Services, at 464-2000
Ext 2241 or e-mail at tthompson@hrsb.ca

To:

Senior Staff – May 26, 2014
Board – June 4, 2014

Filename: ktucker/2014-2015 Business Plan & Budgets – 14-05-1471
Date last revised: May 23, 2014
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HALIFAX REGIONAL SCHOOL BOARD
DRAFT GENERAL FUND BUSINESS PLAN
AND BUDGET 2014-2015

INTRODUCTION/PLANNING CONTEXT
The Halifax Regional School Board (HRSB) is responsible for administering the public school system
within the geographic boundary of the Halifax Regional Municipality. The Board operates 137 schools
serving over 48,500 students and employing about 4,730 FTE teachers and support staff.
The Board works in partnership with the Department of Education and Early Childhood Development
and the Halifax Regional Municipality in providing programs and services for students. The Board works
hard to develop the capability to address current and emerging student needs.
This business plan covers the period April 1, 2014 to March 31, 2015. While the budget covers that
time frame, most if not all of the business plan priorities and initiatives are intended to fall within the
next school year, September 2014 to June 2015.
Funding for 2014-2015 has increased over that received in 2013-2014 by more than $18 million. This
increase covers some of the Board’s cost pressures, as well as provides funding for specific targeted
initiatives. The expansion of class size caps at Grades Primary to 2, Math and Early Literacy supports
and additional Guidance supports are some of the initiatives included in this funding.
The funding increase did not cover all of the Board’s cost pressures. After a thorough review of the
Board’s budget, a re-evaluation of the budget assumptions and further reductions, the Board was able
to produce a balanced budget. Throughout this process, minimizing the direct impact on students
remained a priority.
During the initial stages of planning for 2014-2015, the Governing Board, together with the
Superintendent and Senior Staff, reviewed the goals and strategies of the Board’s Strategic Plan that
was developed and approved last year for the four-year period from 2013-2017. The Strategic Plan
provides direction and focus to the Governing Board for the coming year. The goals and strategies
from the Strategic Plan formed the basis for the Goals and Priorities included in this Business Plan. The
planning also included Superintendent consultation with SACs and staff.
In summary, the Board is seeing great success in many areas of operations despite challenges from
declining enrolment, aging schools, and the lowest per capita student funding in the province. In the
coming year, the Board will work with the Superintendent and Senior Staff to manage within the
current provincial fiscal reality, to continue moving forward with system improvement initiatives, and to
provide good governance and leadership.
This business plan and budget is focused on providing resources for classrooms and student
achievement and targeting support where it is needed based on schools’ community report data.
While the Governing Board and Superintendent are focused on clear directions for student achievement
in the coming year, there are other realities that continue to influence the business plan and budget.
The current supplementary funding agreement with the Halifax Regional Municipality was renewed for
four years, beginning with the 2011-2012 fiscal year. This current agreement will end on March 31,
2015, at the end of this fiscal year. This agreement includes a further $450,000 reduction in funding
which challenges the Board in making budget reduction decisions with the least impact on students and
classrooms.

DRAFT General Fund Business Plan
and Budget 2014-2015
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DRAFT GENERAL FUND BUSINESS PLAN
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In summary, the business planning and budget context is one of:
 complying with all policy, program, or service directives from the Department of Education and
Early Childhood Development
 focussing on the improvement initiatives of the Board – emerging from the Strategic Plan
 directing available resources to the priority areas outlined in this business plan.

BOARD GOVERNANCE STRUCTURE
The Halifax Regional School Board is comprised of nine elected board members and one appointed
board member. Eight (8) members are elected in local electoral districts, one member is elected to
represent African Nova Scotian students and families throughout the jurisdiction of the Board and one
member is appointed by the Province of Nova Scotia to represent Mi’kmaq students and families within
the Board. There are two non-voting Student Advisors on the Board.
The governance model adopted by the Board facilitates openness, accountability and input from the
general public. Along with the many forms of communication that can take place between the general
public and board members, the public are afforded an opportunity to appear before the Board at the
regular monthly meeting on the fourth Wednesday of each month during the school year. This
provides an opportunity to appear before the full Board to present issues, concerns or make
recommendations to the Board.
The Board has two Standing Committees. The Audit Committee operates within the framework
outlined in the Education Act Regulations and meets as required. Along with up to five members
selected from the Governing Board, two community members with financial expertise have been
appointed as members of the Audit Committee. The Governing Board recently formed the Policy
Development and Review Committee. The primary mandate for this Committee is to advise the Board
on the development of new policy, respond to any legislation that requires the addition of or change to
the Board’s existing policies, and to make recommendations for reviewing existing policies. The
Committee is made up of all members of the Governing Board. Leadership sessions (working sessions
with the Board and Senior Staff) are held weekly when no board meeting is scheduled, and could be
held on other evenings if necessary and appropriate.
The Board has approved by-laws that outline the governance model, as well as rules of order and
procedures for the conduct of board meetings.

MISSION
A strategic mission statement was developed for the Halifax Regional School Board following the
appointment of the current Governing Board. The mission statement is:

P roviding a high quality education for every student every day.
To operationalize this mission, the Governing Board with Superintendent and Senior Staff have
developed a strategic plan and vision for a four-year time frame to focus the Board on specific goals
and strategies.
DRAFT General Fund Business Plan
and Budget 2014-2015
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P roviding a safe and engaging learning environm ent w here every
student learns, grow s and succeeds.
This vision statement is a key factor in shaping the Board’s Strategic Plan and the annual business
planning and budgeting process.
In carrying out the Mission, the Board strives to demonstrate the following values:
•
•
•
•
•
•
•
•
•
•
•

a focus on student achievement and school improvement
a commitment to put the best educational interests of students first
a commitment to fostering a school system where all students are actively engaged in their
learning
an ability to connect with, motivate and empower students to discover their talents and
passions
equity and fairness of opportunity and quality of programs across the system
a welcoming and supportive learning environment for our diverse student community
the ability to adapt and thrive in constant change
a commitment to optimize existing resources
forward-thinking and collaboration with partners
recognition and support of the inter-dependence of parents, educators and the community
in the success of our students
courageous leadership

CORE BUSINESS FUNCTIONS
As per Section 64 (1) of the Education Act, the Halifax Regional School Board is accountable to the
Minister of Education and Early Childhood Development and is responsible for the control and
management of the public schools within its jurisdiction. The Board’s general responsibilities are clearly
outlined in Section 64 (2) of the Act.
To fulfill these general responsibilities and focus on the overall vision of continued improvement, the
Board is structured with six main departments under the overall direction of the Superintendent of
Schools. The core businesses of these departments are as follows:
A.

SCHOOL ADMINISTRATION

The School Administration Department, through the office of the Director, is responsible for overall
leadership and management of school operations. Core functions are broadly described as follows:
1.
2.
3.

Develops and implements policies and procedures to provide for the effective operation of
schools.
Supports school administrators with communication to parents and School Advisory Councils on
board policies and procedures.
Provides for the professional development, appointment and evaluation of principals and viceprincipals.

DRAFT General Fund Business Plan
and Budget 2014-2015
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4.

9.
10.

Contributes to succession planning through the development and delivery of a Leadership
Development Program for aspiring administrators.
Develops and implements programs and resources to promote practices that provide for a safe,
orderly and supportive learning environment at each school site.
Provides leadership and support of the Continuous School Improvement process in support of
student learning.
Administers the International Services division of the Board which includes the Nova Scotia
International Students Program (NSISP).
Supports students, parents and community members who require assistance beyond the
administration of the school.
Administers the Student Information System and provides support to schools.
Undertakes all other duties as may be assigned by the Superintendent.

B.

PROGRAM

5.
6.
7.
8.

The Program Department, through the office of the Director, is responsible for the overall leadership in
the delivery of the Public School Program (PSP) from implementation to evaluation. Core functions are
broadly described as follows:
1.

7.

Provides for the delivery of special education student services under the provisions of legislation
and policies.
Provides leadership in the area of programs, student services, race relations, cross cultural
understanding and human rights (RCH), health promotion, technology integration, and
education and accountability as they relate to students.
Provides leadership and support of the Continuous School Improvement process in support of
student learning.
Ensures the effectiveness of delivery processes of all programs and services for students.
Conducts regular regional assessments and coordinates provincial and national assessments of
program and student performance.
Partners with post-secondary and community agencies to facilitate the transition of students
beyond public education and provides support in establishing other positive partnerships with
the community.
Undertakes all other duties as may be assigned by the Superintendent.

C.

BOARD SERVICES

2.
3.
4.
5.
6.

The Board Services Department, through the office of the Superintendent, is responsible for the overall
leadership and management of the Board’s executive and corporate activities. Core functions are
broadly described as follows:
1.
2.
3.
4.

Performs the duties of the Superintendent of Schools as prescribed under the Education Act
and Regulations.
Leads Senior Staff and provides for the supervision of all activity related to the core functions in
all board departments.
Establishes annual objectives to address issues of planning, strategic leadership, staff
development and system improvement.
Liaises with the Governing Board to encourage a collaborative approach to system leadership.

DRAFT General Fund Business Plan
and Budget 2014-2015
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5.

7.
8.
9.

Maintains all official Board documentation, including minutes, correspondence and
communications with government agencies.
Provides Communications Services as they relate to system goals, outcomes, issues
identification, and public support for education.
Provides Diversity Management Services as they relate to system goals and outcomes.
Provides for the review and development of Board policy.
Undertakes all other duties as may be assigned by the Superintendent.

D.

OPERATIONS SERVICES

6.

The Operations Services Department, through the office of the Director, is responsible for overall
leadership and management of the building operations, technology services, facility rentals, and student
transportation functions of the Board. Core functions are broadly described as follows:
1.

6.

Provides regulatory inspection, maintenance, repairs and custodial services to all schools,
buildings and grounds.
Facilitates the planning, prioritizing, implementation and management of all short and long term
capital building requirements.
Administers board support services in the areas of information technology.
Manages the student transportation through a contract with Stock Transportation.
Administers the rental of school buildings to community users in partnership with the Halifax
Regional Municipality.
Undertakes all other duties as may be assigned by the Superintendent.

E.

FINANCIAL SERVICES

2.
3.
4.
5.

The Financial Services Department, through the office of the Director, is responsible for overall
leadership and management of the finance function of the Board, as well as administration of the
EXCEL childcare program. Core functions are broadly described as follows:
1.

5.
6.

Performs corporate accounting, payroll, financial reporting and regional accounting services
functions for the entire Board.
Oversees the preparation of the Board’s annual business plan, budget (both General Fund and
Supplementary Fund) and year-end financial statements.
Oversees the implementation of the Board’s policy and procedures for procurement.
Administers the EXCEL childcare program that provides before and after school child care
services for parents.
Oversees administrative contracts and agreements on behalf of the Board.
Undertakes all other duties as may be assigned by the Superintendent.

F.

HUMAN RESOURCE SERVICES

2.
3.
4.

The Human Resource Services Department, through the office of the Director, is responsible for overall
leadership and management of human resources within the Board. Core functions are broadly
described as follows:

DRAFT General Fund Business Plan
and Budget 2014-2015
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1.
2.
3.
4.

Supports recruitment, screening, hiring and retention.
Administers benefit plans, pension plans and insurance for all employees.
Supports professional development.
Facilitates preparation and maintenance of job descriptions, evaluation forms, personnel files
and other records pertaining to employees.
Provides labour relations support for four unionized groups and one non-unionized group
through the administration and negotiation of the collective agreements.
Provides support for services as mandated through the Human Rights Act, Trade Union Act and
Occupational Health and Safety Act.
Administers compensation plans.
Facilitates and supports employee recognition initiatives.
Undertakes all other duties as may be assigned by the Superintendent.

5.
6.
7.
8.
9.

ANNUAL REPORT OF ACHIEVEMENTS FOR 2013-2014
The priorities for 2013-2014 reflect the focus on student learning and school improvement.
Resources in the 2013-2014 budget have been directed to support these priorities. These priorities also
reflect initiatives of the Department of Education and Early Childhood Development in the 2013-2014
provincial budget.
ANNUAL REPORT OF ACHIEVEMENTS FOR 2013-2014
Priorities

Progress to Date

Business Plan Goal
1. To improve student achievement and personal success.
•

Ensure appropriate program planning
is in place for every student
o

Expand the implementation of the
provincial Succeeding in Reading
framework to include grade 3.

Succeeding in Reading was expanded to grade 3
beginning in March 2014. This timeframe enabled time for
grade 3 teachers to focus on the implementation of the new
mathematics curriculum. It also provided Program staff time
to identify, purchase and infuse students’ print resources to
support grade 3. Schools continue to identify and provide
support for grade 3 students not meeting the Language
Arts outcomes through the school planning team process.
In preparation for the expansion of the Succeeding in
Reading framework to grade 3, Board staff developed a
process to identify the professional development needs of
elementary resource teachers. In the Succeeding in
Reading framework, these teachers will be providing the
support to the grade 3 students.

DRAFT General Fund Business Plan
and Budget 2014-2015
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ANNUAL REPORT OF ACHIEVEMENTS FOR 2013-2014
Priorities

Progress to Date
Board staff planned professional development and ordered
professional resources (Rethinking Intervention, When
Readers Struggle, and the Fountas and Pinnell
Assessment Resource) to prepare for the implementation
of Succeeding in Reading at grade 3. In April, direct
support to students in grade 3 in 30 schools will begin and
will expand to the remaining schools in the 2014-2015
school year.
All elementary schools were provided with additional funds
to provide a substitute release day to enable grade 3
classroom teachers and resource teachers to collaborate
and examine current literacy assessment information.
They worked to identify student needs and plan for
instruction for students who did not meet the expectations
of the provincial Reading and Writing at grade 3
assessment in October 2013 and who continued to achieve
below expectations for grade 3 at that time. (This funding
allotment was provided to support students in both English
and French Immersion program and was based on the
number of grade 3 teachers and resource teachers per
school).

o

Develop and implement an
internal review of resource
programming.

A committee of elementary principals and program staff
met last Spring to review present models of resource being
utilized at their schools. This information was used to
inform the review process.
The review was conducted and resource conversations
took place with resource teachers, administrators and
classroom teachers in selected elementary schools.
Information was gathered on how schools organize their
resource support, how resource teachers structure their
instruction, how students are assessed and how student
progress is documented.
The Board level committee, comprised of members from
the mathematics, literacy and student services teams, has
started to analyze data collected from schools and
principals. Draft recommendations have been created. The
next step will be to create an implementation plan for the
resource review findings.

o

Identify and assist schools whose
data indicates they require
additional support.

DRAFT General Fund Business Plan
and Budget 2014-2015

School Administration and Program staff have been
working collaboratively to provide ongoing support to
identified schools consisting of professional development
for staff, instructional leadership coaching for
administrators, math or literacy coaching for classroom
teachers, assessing student reading levels, Caring School
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ANNUAL REPORT OF ACHIEVEMENTS FOR 2013-2014
Priorities

Progress to Date
Community supports and an infusion of resources.
A professional development option was provided for
principals, vice principals, and teacher leaders on effective
classroom assessment techniques. During the two
sessions, participants had an opportunity to develop an
understanding of how assessment is intertwined in the
delivery of successful instruction. Participants also
learned the importance of effective feedback in the learning
process.

o

Develop a priority list for
accessibility upgrades to schools
that supports student needs and
implement as funding is available.

A needs assessment of accessibility upgrades has been
conducted this year and a priority list of schools requiring
accessibility upgrades has been created.
Site visits to schools on the priority list and costing for the
accessibility upgrades have occurred. Some upgrades
have been completed.

o

Support schools in the
understanding and
implementation of the revised
provincial gifted and talented
guide.

Professional learning opportunities were provided for
selected schools this year. The six schools that were
identified to participate in the project (Bedford South,
Bicentennial, Eric Graves, Gorsebrook, Harry R. Hamilton
and William King) had time to discuss the evidence that will
be collected to support students with gifts and talents.
A core team of Program and Student Services staff
supported the professional learning for the schools involved
in the gifted education and talent development project.
Professional learning focused on the implementation of the
provincial gifted education and talent development guide
and the priorities set by the Board.
Additional professional learning occurred on January 30.
Each of the six schools sent a team of educators,
including an administrator, that continued to deepen their
understanding regarding this work. Schools completed a
self-assessment and identified where they are on the
continuum of their gifted and talented work. Each school
identified goals and was given support from Program
staff to embark on the next steps. Schools are focused on
continuing to build knowledge and understanding in
implementing the provincial gifted education and talent
development guide by focusing on a process that supports
the identification and programming for students with gifts
and talents. They are beginning to discuss how they will
collect data on students that are identified with gifts and
talents.

DRAFT General Fund Business Plan
and Budget 2014-2015
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ANNUAL REPORT OF ACHIEVEMENTS FOR 2013-2014
Priorities
•

Progress to Date

Ensure an ongoing process to support
all schools in their focus on school
improvement planning
o

Implement the CSI framework for
35 schools developing their
improvement plans

Schools in Year One began the Continuous School
Improvement process this September. Continuous School
Improvement staff as well as math and literacy staff were
assigned to specifically support these schools this year. All
schools sent a team consisting of the principal and two
teachers to attend a one day professional development
session in the fall and a second professional development
session in the winter. These sessions supported their
efforts to improve student achievement through the
completion of a school self-assessment and development
of their Continuous School Improvement plan.

o

Implement appropriate elements
of CSI framework for all schools
(137 schools over 5 years).

Schools in years two, three and four of the Continuous
School Improvement cycle were provided with support from
Program staff with the implementation of their school
improvement plan upon request. Schools in year four were
also provided with support from Continuous School
Improvement staff with the completion of the narrative and
data portions of their summary reports.
Thirty six principals and vice principals also attended a halfday professional development session on chairing a Peer
Support Team. Peer Support meetings will take place for all
thirty four schools in year one of the Continuous School
Improvement cycle in April, May and June.
Thirty four schools completed year five of the Continuous
School Improvement cycle this year. These schools hosted
assessment teams at their schools and presented their
stories of improvement.

o

Assist schools in the
understanding, establishment,
and growth of PLCs.

A meeting with the Superintendent and principals was held
in October to introduce the new provincial Continuous
School Improvement framework and draft HRSB framework
document. A second meeting was held in January
elaborating on the role of Professional Learning
Communities in the school improvement process. In April,
the third Superintendent’s meeting with principals will focus
on the instructional leader’s role in transforming teacher
practice to improve student achievement.
Program staff supported several Collaborative Learning
Groups focused on Professional Learning Communities. As
well, staff visited numerous schools to provide one on one
coaching to principals to support them in leading the

DRAFT General Fund Business Plan
and Budget 2014-2015
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ANNUAL REPORT OF ACHIEVEMENTS FOR 2013-2014
Priorities

Progress to Date
evolution of their Professional Learning Communities.
These conversations supported the application of content
learned at the Superintendent’s meeting with principals on
the topic of Professional Learning Communities.
Program staff worked with many teachers in their
professional learning communities at their school sites to
support the evolution of collaborative practices.

o

Support schools in the
identification and collection of
appropriate classroom data.

Program staff supported schools in the understanding of
balanced assessment practices and the importance of
collecting multiple sources of information so that teachers
can respond to student needs. This support was provided
in pull-out professional development sessions, site visits,
and work with school Professional Learning Communities.

o

Develop and implement data
coaching sessions for schools.

Program staff supported principals in their Collaborative
Learning Groups with data coaching. As well, other
Program staff provided one-on-one and small school-based
team data coaching sessions upon request.
Program staff has been working with schools in year one of
the five year Continuous School Improvement cycle to
support them with using their data to inform their selfassessments.
Program staff provided site-based data coaching sessions
with principals and teachers of schools in other years of the
school improvement implementation process as requested.
Program staff is developing a data coaching professional
development session for junior high principals and teachers
on interpreting the grade 8 provincial assessment results.
This professional development will take place in October,
2014.

•

Continue to support existing and to
develop new instructional leadership
skills for administrators

o

Support administrators in the
understanding and
implementation of curriculum
alignment (curriculum, instruction
and assessment).

DRAFT General Fund Business Plan
and Budget 2014-2015

School Administration Supervisors continue to discuss
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ANNUAL REPORT OF ACHIEVEMENTS FOR 2013-2014
Priorities

Progress to Date
Planning and Preparation, Engaging all Students in
Learning, Creating Effective Learning Environments, and
Professional Practice.
Participants took part in classroom walkthroughs, were
given samples of checklists they could use as instructional
leaders to know what English Language Arts and math
instruction should look and sound like.
School Administration staff developed a document outlining
probing questions that supervisors could use with principals
for reflection on their practice as instructional leaders in
order to assist them with a common understanding of the
scope and role of an instructional leader.

o

Assist administrators in the
understanding, establishment,
and growth of PLCs.

The Superintendent’s meetings with principals continue to
focus on instructional leadership. All principals participated
in a full day of learning on the instructional leader’s role in
transforming teacher practice. Principals explored how to
support teacher growth through regular walkthroughs and
participation in Professional Learning Communities. The
session was developed in collaboration with School
Administration and Program staff.

o

School Administration and
Program develop a
curriculum/program for
administrators focussed on
instructional leadership.

A committee including representation from School
Administration and Program has developed a focus for
three modules to be delivered to principals over the next
three years. The modules will continue to develop new
instructional leadership skills for principals so that they may
better support teachers in their classroom practice. Module
one will focus on the moral imperative, student
engagement and principles of learning. Module two will
focus on planning and preparation; instruction and
assessment. Module three will focus on developing people
and the culture of professional learning communities.
Embedded in each module will be the role of the principal
in providing support and effective feedback to teachers.
The committee has started to develop module one and will
continue working on finalizing this module throughout the
remainder of this school year.

o

Continue the Collaborative
Learning Groups (CLG) model
and ensure learning goals are
driven by needs of principals.

The Principals’ Collaborative Learning Groups (CLG)
continue to meet. Twenty one groups of principals continue
to engage in learning connected to the HRSB Strategic
Plan and their own professional development goals. The
next steps will include opportunities for principals to share
how their learning impacted on student achievement.
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o

Support new administrators in
specific professional development
for their roles.

Progress to Date
New principals participated in a number of professional
development sessions to support their growth as school
leaders. Sessions were held on:
• The role of the principal in regard to the Special
Education Policy and how to support programming
for all students
• Staffing, registration, and class configurations
• Fire Safety
• The School Based Funds Handbook and
purchasing guidelines
• The principal’s role in Continuous School
Improvement and creating Professional Learning
Communities
• Power School and TIENET
• Student Records Policy
School Administration Supervisors continue to mentor and
support new principals’ growth through the appraisal
process.

•

Prepare students for a fulfilling path
beyond school
o

Expand co-op opportunities for
high school students.

Co-op opportunities are offered in all 15 high schools.
Development of relationships and expanding on
partnerships (that are similar to the Construction
Association of Nova Scotia (CANS) summer program) has
broadened awareness around these opportunities. During
the summer, students were exposed to the automotive
industry through a pilot called Test Drive. Eight students
were successful in earning three co-op credits each. In
addition, HRSB ran a culinary initiative for four students
who each completed two credits.
Our summer co-op offerings saw an increase in credits
earned with 98.5 earned in 2012 and 142 in the summer of
2013. Outside of the summer program, HRSB continued to
develop community partnerships and build relationships
with industry to bring more co-op experiences to students.
New partnerships that were developed this year include
Staples for IT Maintenance and repair/ SimplyCast web
management.
Co-op students from the high schools began placements as
early as mid-October 2013. This fall saw an increased
commitment from Maritime Forces Atlantic in the number
and types of opportunities for students to gain valuable
exposure to that workplace setting (last year 14, this year
24).
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Progress to Date
At the end of October, HRSB hosted a career fair which
provided approximately 1,000 students with the opportunity
to connect with a wide range of industry partners and postsecondary institutions. The application for the summer
Construction Association of Nova Scotia initiative took
place in December. The Auto Sector Council delivered an
information session to 28 students in HRSB to increase
summer placements. Forty students participated in World
Host training in October which was facilitated by Tourism
Industry Association of Nova Scotia (TIANS). The focus of
the workshop was customer service skills.
To prepare students for placements in hospitality and
customer service related fields, a TIANS facilitator
delivered three workshops providing certification in World
Host to 55 HRSB high school students.
Interview prep workshops were delivered to students who
were applying for the Construction Association of Nova
Scotia and Auto Sector programs. Navy co-op students
(14) completed their placements in January and were part
of a powerful round table reflection exercise that
demonstrated the impact of this partnership on them.
Culinary workshops were delivered at 4 high schools
engaging 48 students interested in pursuing careers in this
field. Twenty students went through the Physical Abilities
Requirement Evaluation (PARE) test with Halifax Regional
Police to learn more about the training that is required of
police officers. Twenty-one students in the RCMP co-op
travelled to the airport to learn more about the role of the
RCMP at the airport and how they interact with Customs.
HRSB hosted 10 co-op students (7 second semester) this
year (Operations and Board Services).

o

Expand Options and
Opportunities to all high schools.

Options and Opportunities (O2) is now offered in all 15 high
schools. The four high schools that introduced O2 this fall
were: Halifax West, Cole Harbour, Duncan MacMillan, and
Musquodoboit Rural. School staff involved in O2
participated in professional development led by the
Department of Education and Early Childhood
Development in August.
Each of the new Options and Opportunities (O2) schools
had a very busy fall with the introduction of the program.
Both Halifax West and Cole Harbour had cohorts of 20
while Duncan MacMillan and Musquodoboit Rural High
School worked with groups of 15 and 16.
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Grade 10 O2 students in all high schools participated in
tours of at least one NSCC campus to learn more about the
programs offered and to fulfill the required program
milestone.
HRSB partnered with Carpenter Millwright Trades College
and the Carpentry Union in running a regional carpentry
competition for 10 students; the top 3 students moved on to
the Provincial Skills competition (a student from
Dartmouth High won gold provincially).
All O2 schools began work on their service learning
projects which will be showcased province wide on June 2,
2014.

o

Expand the Advanced Placement
program.

The Advanced Placement (AP) program was expanded in
September to include Dartmouth High School. Lockview
High School has been selected as an AP site for the 20142015 school year.
Both Dartmouth High and Lockview High schools have
provided students with additional AP course offerings
through the course selection process for the 2014-15
school year.

o

Review credit recovery models to
formalize delivery.

Program staff has collected information this year from each
high school that outlines their implementation of Credit
Recovery. HRSB has identified four main approaches that
schools have been using. It has been noted that there must
be some flexibility in the delivery of Credit Recovery to
address the individual context of each high school
community. Draft Credit Recovery/Rescue Guidelines
have been created. There is also an accompanying Credit
Recovery powerpoint presentation and a document titled
Important Points to Remember. These documents will be
circulated to all high schools early in the new school year.

o

Involve staff in update of
Department of Education and
Early Childhood Development
grade 9 curricula.

School boards were asked to identify a junior high school to
participate in a 3 week interdisciplinary unit pilot next year.
Rocky Lake Junior High was chosen. This is a component
of the grade 9 curriculum review.
A team of 3 teachers attended 2 days of professional
development at the province. The teachers developed a
three week interdisciplinary unit that will be implemented
next spring at their site. This unit focuses on a projectbased, inquiry approach to learning.
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Business Plan Goal
2. To maximize exemplary teaching practices to support high quality instruction.
•

Create a common understanding of
exemplary and innovative teaching
practices through professional
development grounded in research
o

Support teachers in the
understanding and
implementation of curriculum
alignment (curriculum, instruction
and assessment).

Curriculum alignment professional learning has been
embedded in all mathematics, literacy and assessment
professional development to support a deeper
understanding of this process.
At the request of schools, site-based support was provided
in the areas of classroom assessment, evaluation/grading
and reporting. This support emphasized the importance of
aligning curriculum, assessment, evaluation and reporting
practices. The support was provided to 33 elementary
schools, 15 junior high schools and one high school, as
well as to math and literacy coaches. These professional
development sessions were also requested and offered to
the new teacher cohorts (one full day for junior high and a
1.5 hour session for elementary).
All P-3 English and French Immersion teachers and one
administrator from each site participated in a site based
professional development day focused on strengthening
writing assessment and instructional practices. To ensure
the professional development met the needs of all
teachers, board staff created a variety of professional
development sessions and posted them to a Moodle site.
School sites then designed their own day based on teacher
experience and learning needs.
A professional development day was provided to grades
7-9 English Language Arts, French Language Arts and
resource teachers who requested additional professional
development. The session focused on conferring within a
workshop model with an emphasis on teacher language to
align curriculum, instruction and assessment.
The central office mathematics team and the Department of
Education and Early Childhood Development (EECD)
prepared the first day of professional development to
support teachers with the implementation of the revised
grades 4-6 mathematics curriculum. A lead team of
classroom teachers and mathematics coaches provided
input and planned the subsequent professional
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development. All grades 4-6 classroom teachers, resource
teachers and an administrator attended this professional
development which was held during the November
professional development days.
Early literacy teachers (English and French Immersion
program) spent a portion of a professional development
day observing colleagues teaching a lesson to deepen their
understanding of small group in-class instruction and obtain
best teaching practices. These teachers also received
professional development on how to support students in a
primary classroom. They were provided with the framework
focused on aspects of early learning including oral
language development, phonological awareness and
interactive/shared reading and writing.
Early literacy teachers were provided professional
development regarding the importance of integrating
reading, writing and oral language into their early literacy
lessons. In the afternoon, teachers were offered a choice of
attending one of three workshops which focused on
activities that solidify and extend a student’s writing
vocabulary.
P-3 French Immersion teachers attended a session on the
importance of talk in the French Immersion mathematics
classroom during the February math bus cluster days.
In February professional development on oral language
development was provided to 59 new English program
grade Primary and grade 1 teachers.
New teachers received professional development sessions
on the topics of culturally responsive teaching/cultural
proficiency and their relationship to the RCH in Learning
and Racial Equity policies.

o

Implement math curriculum in
grades P-3 and grade 10.

The revised Nova Scotia Mathematics curriculum was
implemented in grades P-3 and grade 10 in September,
2013. Professional development to support the
implementation started during the 2012 – 2013 school year.
This professional development examined mathematical
content, effective pedagogy, effective assessment
practices, and instructional response, as well as the
effective use of curriculum documents and resources.
Between April and June 2013, all P-3 principals, resource
teachers and classroom teachers received one day of
professional development. All grade 10 mathematics
teachers and department heads also received one day of
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professional development during this time period.
During the fall of 2013 additional professional learning was
provided to P-3 teachers who were new to their assignment
and those that were not familiar with the new curriculum. A
second day for grade 10 mathematics teachers was
provided to teachers and department heads to support
them as they began to implement the new curriculum.
Based on feedback from classroom teachers,
administrators, and mathematics coaches, three areas of
immediate need were identified in relation to the
implementation: support for teachers of combined classes,
support for resource teachers who support our struggling
learners, and specific needs for French Immersion
teachers. In response, professional development was
developed and provided to these teachers.
The central office mathematics team provided professional
learning to all grades P-6 classroom teachers and grades
10-12 mathematics teachers during the February bus
cluster professional development days. P-3 teachers
attended a conference style session where they chose the
sessions most relevant to their learning needs. Sessions
were designed based on feedback from teachers and
coaches and included sessions such as: integrating
technology into the mathematics classroom, developing
number routines, and increasing talk in the mathematics
classroom.
Teachers in grades 4-6 continued to learn about the
revised mathematics curriculum including effective
strategies for teaching multiplication and division.
Grades 10-12 mathematics teachers could choose from a
number of sessions including sessions on trigonometry,
financial mathematics and using technology such as
Mimeo.
Mathematics coaches and the central office mathematics
team provided site based support to P-3 classroom
teachers and administrators throughout the year based on
need. This support consisted of one on one consultation,
small group support, P-3 staff sessions, and opportunities
to visit and observe classrooms demonstrating effective
mathematics instruction. Teachers were supported in
learning how to navigate and use the new curriculum
documents, print resources and online resources, as well
as understanding the expected pedagogy, aligning
curriculum, instruction and assessment practices and how
to explain curriculum changes to parents. As well, the
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central office mathematics team continues to plan
additional professional development for teachers in grade
4-6 to continue with their preparation to implement the
revised curriculum in September, 2014.

o

Support secondary teachers to
expand pedagogical strategies to
explore outcomes with wireless
network.

In November, all junior high teachers and administrators
attended a full day conference entitled Innovation in
Teaching and Learning. Conference attendees participated
in a key note focusing on the “bring your own device”
model and had the option to select from 32 different
sessions which focused on integrating technology,
engaging our learners and exemplary teaching practices.
Feedback was collected from all participants and individual
responses for next steps were provided. Sessions in
response to this feedback have been developed and will be
delivered beginning in June 2014.
Continued support to high schools occurred in the use of
technology to improve student engagement and
learning. A total of 240 Moodle courses have been set up
for high school teachers to use in the delivery of curriculum.
A total of 139 HRSB students took online courses through
Nova Scotia Virtual School during the 2013-2014 school
year.
Technology integration leaders provided professional
learning in technology integration to grade 7 teachers.
Opportunities were provided to 93 grade 7 cohort teachers
to do individual research on a wide variety of technology
integration topics. These teachers were also provided
opportunities to develop individual lessons which they
could bring back to their classroom.
•

•

•

93 Grade 7 cohort teachers were also provided
workshops on Moodle and were able to visit other
classrooms and observe teachers using technology
st
and 21 century approaches.
93 iPad minis were distributed to cohort teachers to
support pedagogical strategies and explore
outcomes using the wireless network.

Increase the cultural proficiency of
teachers and administrators
o

Develop and administer a needs
assessment for teachers and
administrators on cultural
proficiency.

DRAFT General Fund Business Plan
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Services, Program, and School Administration. The team
worked throughout the winter developing a comprehensive
needs assessment. This needs assessment is now being
entered into an online collection tool to be administered in
June, 2014.

o
•

Data analysis and a final report will be prepared for
September 2014.

Emphasize exemplary teaching in the
teacher appraisal process
o

•

Analyze data collected on needs
assessment.

Assist principals to connect
evaluation to high quality
teaching.

A meeting will be held with all principals in April 2014 to
seek feedback on how the teacher appraisal process can
be improved and what further supports may be required to
effectively evaluate teacher performance.

Encourage teachers to continuously
assess the effectiveness of their
instructional strategies in meeting the
diverse needs of each student
o

Support schools to create
effective PLCs focused on
developing exemplary teaching
practices in support of student
learning.

During Family of Schools (FOS) meetings School
Administration Supervisors have taken the opportunity to
review the PLC Continuum document. This document was
developed by School Administration and Program staff to
support instructional leadership practices. The continuum
helps guide principals in their instructional leadership
practices by providing strategies to help PLCs reflect on
their practices and how to move forward in their practices.
Cultural Proficiency has been an agenda item on each FOS
meeting this year to increase the understanding of cultural
proficiency and develop a critical lens for school leaders.
The book, The Cultural Proficiency Journey: Moving
Beyond Ethical Barriers Toward Profound School Change,
has been a foundation text for discussions. The same
professional development was provided to vice principals at
their FOS meetings. As a result of this learning, principals
have been engaging in conversations and activities with
their staff to broaden their understanding of cultural
proficiency.
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Business Plan Goal
3. To achieve equitable learning opportunities for all students.
•

•

Develop a common understanding of
the breadth and depth of diversity
within our school system and address
any policy implications
o

Develop a diversity services plan.

A draft plan was developed which incorporated both
diversity management and diversity and inclusion services.
Following consultation with senior staff a revised diversity
management plan is being updated which aligns more
closely with the Diversity Management Policy.

o

Review and update initiatives of
the Diversity Management
Committee related to the
Employment Systems Review

Outstanding items have been addressed. Reestablishment of the team will be determined during a
future review of the Diversity Management Policy.

o

Review policy recommendations
of the Diversity Management
Committee and implement
recommendations as policies are
updated.

Our ongoing process is that new and revised policies will
continue to be reviewed against the recommendations from
the former Diversity Committee.

Establish systems and processes to
analyze and report student
achievement data for identified groups
o

Continue to promote student selfidentification.

We continue to show improvement in our self-identification
data. As of March 31, 76.2% of students have selfidentified. Schools continue to work on strategies to help
students and parents/ guardians choose to self-identify.
School Administration Supervisors are working individually
with principals and school data to support the process.

o

Merge self-identification data with
the student achievement data and
complete analysis and
interpretation.

As the Department of Education and Early Childhood
Development and HRSB data became available this year,
staff merged these data files with the self-identification
information. Files were created and identified groups will be
tracked as they participate in subsequent assessments.
This will remain an ongoing process.

o

Develop communication plan to

A communication plan was developed and the provincial
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o

•

Progress to Date

report findings.

grade 3 and grade 6 Reading and Writing results will be
shared at the May Board meeting.

Create a common understanding
of supporting students to
complete high school within an
established timeline. Identify data
sources to track data.

The Facilitator of Staffing and Resources and the Student
Information System Technology Support Specialist met
with the Superintendent to create a better understanding of
the data to be collected. A draft plan has been developed
and it will be shared with the high school principals in May.

Continue to recruit and retain staff to
reflect the diversity of the student
population
o

Facilitate and support a Provincial
Task Force regarding the hiring of
Aboriginal and African-Nova
Scotian teachers.

After consultation with the Department of Education and
Early Childhood Education, HRSB sent invitations for the
first meeting of the Task Force to Department
representatives, Aboriginal and African Nova Scotia
organizations, all Nova Scotia school boards, and all
education degree-granting universities of Nova Scotia.
This was further to an HRSB Board motion during its June
2012 meeting.
The Task Force held the first meeting in November 2013.
It was agreed that material would be shared among
members, including the history of Aboriginal and African
Nova Scotian education and the current barriers and
successes for universities and school boards. After the
initial meeting, the membership grew to include four
universities, eight school boards, the Department of
Education and Early Childhood Development, and four
Aboriginal and African Nova Scotian educational
organizations. Three additional meetings were held and a
fourth meeting will take place to develop the final
recommendations.

o

Promote the use of all equity
hiring tools in the four collective
agreements.

Pursuant to the Governing Board motion of June 2012,
priority was given to qualified teaching applicants who selfidentified as African Nova Scotian or Aboriginal. A total of
thirteen positions were filled in the Fall 2013 with applicants
who self-identified in this manner.
For the 2014-15 school year staffing process, the equity
article of the NSTU Local Agreement (10.18) will be fully
applied with emphasis on Aboriginal and African Nova
Scotian teachers. The selected applicants will be given
priority in hiring over other term teachers. An information
session will be held by HR for the successful applicants in
early June 2014.
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The equity hiring articles in the other collective agreements
have been implemented throughout the school year.

o

Promote the self-identification of
employees.

The Diversity Management Coordinator and Director of
Human Resource Services met in October 2013 to
determine the best way to collect and store selfidentification data.
As part of a provincial initiative, all school boards will be
required to switch to a new job posting system. The new
system will have an enhanced employee self-identification
module that will allow the data to be directly imported into
the HR Information System. The implementation is not
expected to occur until late 2015. In the meantime, the
self-identification questionnaire currently in place will be
updated for distribution starting in September 2014. All
new employees will receive a copy of the survey.

o

•

Identify strategies that will support
the retention of diverse staff.

An online “Exit Survey” has been developed to assist HR in
collecting data to help understand why employees
voluntarily leave the HRSB. The survey will be
implemented commencing September 2014. This
information will be used to determine what additional
resources need to be put in place to support new
employees. In addition, a personalized information session
will be held for the equity teachers hired pursuant to the
collective agreement to assist them with a smooth
transition for September in June 2014. HR has also been
partnering with Immigrant Settlement and Integration
Services (ISIS) to support new Canadians in the workplace.
HR staff has also attended training sessions sponsored by
ISIS.

Improve technology and
transportation infrastructure to support
broader access to programming
o

Review student transportation
contract and current practices to
seek opportunities for alternative
delivery of service. (e.g., rural
schools).

Staff has started a review of the Stock Transportation
contract to identify opportunities for efficiencies and
alternate means of service delivery, to be included in in the
next tender call.
Alternate transportation models are being reviewed
including private taxi service, alternate bus size allocation
and expanded ridership using public transit.
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Ridership on school busses continues to increase annually.
The special needs bussing ridership has increased from
approximately 862 students in 2012-13 to 922 students in
2013-14.

o

Audit transportation routing.

The Student Transportation Administrator is monitoring bus
routes established by Stock using routing software and
provides input to Stock and feedback to parents based on
knowledge of the routes and how they are developed.

o

Support the expansion of wireless
networks in junior high and senior
high schools.

Funding was allocated to provide wireless infrastructure in
all Junior High Schools. Installation at all 39 Junior High
schools has been completed.
There are 14 of 15 high schools that have complete
wireless infrastructure in place. The last outstanding high
school has some of the infrastructure installed and is
planned for completion before the next school year.

o

Continue to implement technology
upgrades for increased wireless
access.

The Department of Education and Early Childhood
Development implemented a one year pilot project through
the Khan Academy at Oxford School called Mathematics
Engagement Pilot Project (MEPP) that provides a one to
one tablet to all grade 7 students. The project also funded
an IT staff person to provide tech support for
implementation and throughout the duration of the pilot.
The equipment will remain with the school at the end of the
pilot project.
Equipment has been acquired for future installation of
wireless access in 40 elementary schools (summer 2014).

•

Support and enhance every school’s
ability to ensure that all students
experience a learning environment
that meets their needs for physical,
social and emotional safety.
o

Develop an implementation plan
for recommendations in the Nova
Scotia Anti-bullying Action Plan.

DRAFT General Fund Business Plan
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The Safe School Consultant provided professional
development sessions for Positive Effective Behavior
Supports (PEBS) lead teams from individual schools.
Professional development was also provided to several
elementary teachers on the topic of friendships to support
positive school climate.

o

Develop reports in PowerSchool
to support monitoring learning
environments and to support
strategies for improvement.

Safe Schools Committee completed a survey with all
schools to gather feedback regarding the use of data and
reports from PowerSchool in assisting with planning and
guiding school based Positive Effective Behavior Support
lead teams. A professional development day is planned to
support junior highs in this area.

o

Support and expand the number
of schools implementing
Restorative Approaches.

Implementation of Restorative Approaches has continued
in the pilot schools. School Administration Supervisors and
Safe Schools staff continue to encourage school principals
to become involved in the restorative approaches initiative.

Business Plan Goal
4. To build engagement, support and confidence in HRSB.
•

Identify and implement best practices
for community engagement at both
the board and school levels
o

Research best practices for
community engagement at the
board level.

The Corporate Secretary, Planner and Communications
Officer gathered research on best practices for community
engagement. The Coordinator, Diversity Management has
received community engagement training through a
program called “The Art of Hosting.” The training is
designed to “build community, activate collective
intelligence, foster individual and collaborative leadership
practices, drive innovative thinking, and foster community
building.” The Communications Officer attended a
conference in July. Topics included “Strategically Engaging
st
the Community in the 21 Century” and “Engaging and
Communicating with Diverse Audiences.”
In October, the Superintendent, Corporate Secretary and
Planner attended a professional development session on
community engagement, hosted by the Nova Scotia School
Boards Association.
Senior staff met to review findings of best practice research
for community engagement by the Corporate Secretary.
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Some methodologies identified through this exercise will
inform the anticipated review of the Boundary Review
Policy.
The Coordinator, Diversity Management worked with the
Boundary Review planning team in development of
strategies for community engagement and delivery of
community engagement sessions. A presentation was also
given to the Boundary Review Committee currently
reviewing two feeder systems.

o

Review existing policies regarding
community engagement and
make necessary revisions.

The Policy Development and Review Committee
established by the Governing Board now addresses this
priority. The Corporate Secretary has reviewed existing
policies regarding community engagement and has made
recommendations to the Policy Development and Review
Committee.
An anticipated update to the Boundary Review Policy will
include specific procedures regarding communication and
community engagement.
Presentation to senior staff by the Corporate Secretary took
place on December 2, 2013. This session provided an
overview of “best practices” for means of engaging
community and provided an opportunity to reflect on ways
to incorporate these strategies into future engagement
opportunities.
Operations Services and Board Services have developed a
new community engagement strategy for upcoming School
Boundary Reviews.
The Policy Development and Review Committee is
ensuring that community engagement is considered during
the development or revision of all policies.

•

Create protocols for proactive, open
and timely internal and external
communication
o

Identify means of communications
available to external audiences
(parents/guardians and
community partners) and develop
a plan to promote these tools.

Communications uses a variety of tools to communicate
with parents and school communities. Use of these tools is
promoted through periodic advertisement in school
newsletters, tweets, and postings on the HRSB website.
Tools the HRSB is currently using to communicate with
parents/guardians and community partners are:
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•
•

•

Twitter – Approximately 11,500 Twitter followers
and 85 schools using twitter (as of March 31)
Text message and e-mail – Approximately 38,000
e-mail addresses and phone numbers are
subscribers within the HRSB notification system
(as of March 31)
HRSB website (Apr. 1 – Mar. 31)
o 7,036,725 total Pageviews to www.hrsb.ca
o Unique Pageviews: 5,094,069
o Users: 1,033,196
o Top 6 pages viewed:
1. Home page: 3,537,384
2. Staff page: 972,797
3. Employment: 263,356
4. Job postings: 228,184
5. Calendars: 139,576
6. Home address look up: 99,590

o

Review existing communications
policy and make necessary
revisions.

The Coordinator, Communications and Communications
Officer have reviewed communications policies from other
jurisdictions. The current policy has been reformatted into
the new policy format and a consultation process can
commence when deemed appropriate.

o

Develop and implement a social
media protocol. Review and
revise Acceptable Use Policy (add
social media).

A literature review of existing school board social media
policies and practices has been completed. Creation of a
draft protocol has begun.
A timeline for approving revisions to the provincial
Acceptable Use Policy (AUP) has not been established. If a
new AUP is approved by the Department of Education and
Early Childhood Development, revisions will be
incorporated.

o

•

Develop a policy management
plan for the review of all HRSB
policies.

A policy management plan has been developed and is
reviewed regularly by the Policy Development and Review
Committee.

Nurture strong relationships with the
Department of Education and Early
Childhood Development, HRM and
other community partners
o

Governing Board fosters
relationships with Department of
Education and Early Childhood
Development, HRM and
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ANNUAL REPORT OF ACHIEVEMENTS FOR 2013-2014
Priorities

o

•

Progress to Date

community partners based on
open, honest and respectful
communication.

Meetings with all three political parties have been
scheduled with the Governing Board to discuss education
matters. Several members of the Governing Board will be
attending the Nova Scotia School Boards Association
Annual General Meeting (AGM) in May.

Governing Board seeks
opportunities to promote the
HRSB with Department of
Education and Early Childhood
Development, HRM and
community partners.

In their individual roles, Board Members continue to meet
with their constituents and attend school events and
functions within the HRSB.

Achieve greater efficiency in the
management of our facilities
o

Implement the approved energy
management savings proposal
(Phase 1).

Energy Upgrade projects were started in 35 schools in
2013-14. Eight of the 35 schools had all of the planned
measures completed by year end. The remaining 27
schools will have all of their measures completed by the
end of fiscal year 2014-15. The total expenditure for the
work performed in 2013-14 was $7.9 million. It is
anticipated that the Board will save approximately
2,600 MWh of electricity consumption annually due to the
work completed in the first year under the energy project.
Summary of Energy Upgrade Work completed for fiscal
year 13/14:
Lighting Retrofits: 20 completed, 6 more started
New Building Automation Systems: 14 completed, 3 more
underway
Boiler Conversions: 1 completed, 2 more started
Water Conservation Packages: 8 completed
Energy Dashboards: 22 completed

o

Identify opportunities outside of
the energy project for additional
savings.

In addition to the energy project, lighting upgrade projects
were completed at Alderney Elementary, Dutch Settlement,
East St. Margaret’s, Harry R. Hamilton, Joseph Giles,
Leslie Thomas, Shatford Memorial and St. Joseph A.
McKay schools.
A total of 60 vending machine “energy misers” were
supplied and installed at no cost.
Complete utility data from the last three years has been
entered into the Utility Direct database. This has permitted
better analysis of consumption and cost data and
identification of anomalies.

DRAFT General Fund Business Plan
and Budget 2014-2015

Page 29

May 28, 2014

HALIFAX REGIONAL SCHOOL BOARD
DRAFT GENERAL FUND BUSINESS PLAN
AND BUDGET 2014-2015

ANNUAL REPORT OF ACHIEVEMENTS FOR 2013-2014
Priorities

Progress to Date
The Controls Technician continues to receive training and
is spending more time in a support role to troubleshoot
school environmental systems. Some schools have had
building control components converted from older
technology to new digital devices.

o

Review and revise Facility Plan
for approval by Board.

In November 2013 staff met with the Governing Board to
discuss the highlights from the current 10-Year Facility
Master Plan document, originally presented in 2011. HRSB
is awaiting results of the ‘School Review Process’ review
by EECD prior to initiating a review of the Facility Plan.
Staff has had preliminary discussions regarding a strategy
to update the Facility Plan.
A final list of Capital Construction projects for the 2015-16
fiscal year has been developed for approval by the
Governing Board, to be submitted to EECD in April 2014,
along with the related business cases.
A list of 31 Repair projects has been submitted to EECD as
of March 31 to request funding for the 2014-15 fiscal year.
A motion was approved by the Board that supports grade
reconfiguration to P-5, 6-8, and 9-12. Community
consultation must precede implementation of grade
reconfiguration.
In November, a boundary review for Park West and
Grosvenor-Wentworth Park schools was recommended by
staff and approved by the Board. The Boundary review is
currently in progress.

o

Implement SAP Plant
Maintenance preventative
maintenance processes.

In January 2014 Preventative Maintenance work orders
were produced and issued for all schools to complete
Hazard Inspections of the building. Monitoring to determine
completion status of the work orders has indicated a high
level of compliance. This will continue to support
inspections by school administrators twice annually.
Testing continues on Preventative Maintenance (PM)
strategies to leverage all aspects of the SAP PM Module as
it relates to our configuration. HRSB Operations staff has
been assigned to the most recent SAP project. Some
2
changes coming from the SAP BI project will allow further
streamlining of our current SAP PM structure and
processes (with other boards).
The calendar has been created in the SAP production
client (live system) that will support development of
schedules for preventive maintenance orders.
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GOALS
The Governing Board and Senior Staff have established the following goals to guide the development of
business plan priorities:
1.

To improve student achievement and personal success.

2.

To maximize exemplary teaching practices to support high quality instruction.

3.

To achieve equitable learning opportunities for all students.

4.

To build engagement, support and confidence in HRSB.

The Board’s approach to business planning is to ensure there is a link between the business plan and
the achievement of success with the 2013-2017 strategic plan.

PRIORITIES FOR 2014-2015
1.

To improve student achievement and personal success.
•

Ensure
o
o
o
o
o

appropriate program planning is in place for every student
Analyze and interpret early literacy data to strengthen teacher practice.
Complete and implement the internal review of resource programming.
Identify and assist schools whose data indicates they require additional support.
Review the priority list for accessibility upgrades to schools that supports student
needs and implement as funding is available.
Support schools in the understanding and implementation of the provincial Gifted
and Talented guide.

•

Ensure an ongoing process to support all schools in their focus on school improvement
planning
o Implement the Continuous School Improvement (CSI) framework in all HRSB
schools.
o Assist schools in the understanding, and growth of Professional Learning
Communities (PLCs).
o Support schools to analyze, interpret and use student achievement results.

•

Continue to support existing and to develop new instructional leadership skills for
administrators
o Deliver the newly developed instructional leadership program to first group of
administrators.
o Continue the Collaborative Learning Groups (CLG) model and ensure learning goals
are driven by needs of principals.
o Support new administrators in specific professional development for their roles.
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•

2.

3.

Prepare students for a fulfilling path beyond school
o Expand co-op opportunities for high school students.
o Monitor success of Options and Opportunities and support schools with
implementation and expansion.
o Expand the Advanced Placement program.
o Develop formalized credit recovery model(s).
o Pilot the new Department of Education and Early Childhood Development grade 9
curricula in the selected junior high.
o Implement additional recommendations of the Superintendent’s Alternative High
School Task Force Report.
o Expand Skilled Trades to an additional high school.

To maximize exemplary teaching practices to support high quality instruction.
•

Create a common understanding of exemplary and innovative teaching practices through
professional development grounded in research
o Support teachers in the understanding and implementation of curriculum alignment
(curriculum, instruction and assessment).
o Implement the new provincial math curriculum in grades 4-6 and grade 11.
o Support secondary teachers to expand instructional strategies using wireless
networks.
o Support increased use of innovative teaching practices in junior high schools.

•

Increase the cultural proficiency of teachers and administrators
o Administer the needs assessment for teachers and administrators on cultural
proficiency. Analyze the data to develop an appropriate action plan.

•

Emphasize exemplary teaching in the teacher appraisal process
o Review the teacher evaluation process with reference to the Department of
Education and Early Childhood Development exemplary teaching practices. (From
the CSI Framework – Best Practices in Instruction and Assessment)
o Explore options for procuring a web-based evaluation process.
o Support School Administrators in using the teacher appraisal process to improve
teaching practice.

•

Encourage teachers to continuously assess the effectiveness of their instructional strategies
in meeting the diverse needs of each student
o Support teachers in the analysis, interpretation and use of classroom data to inform
instructional strategies.

To achieve equitable learning opportunities for all students.
•

Develop a common understanding of the breadth and depth of diversity within our school
system and address any policy implications
o Review and update the Diversity Management Policy.
o Review policy recommendations of the former Diversity Management Committee
and implement recommendations as policies are updated.
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4.

•

Establish systems and processes to analyze and report student achievement data for
identified groups
o Continue to promote student self-identification.
o Merge self-identification data with student achievement data. Analyze and
interpret.
o Communicate and respond to the most recent findings.
o Collect and analyze data to track progress in order to support students to complete
high school within an established timeline.

•

Continue to recruit and retain staff to reflect the diversity of the student population
o Implement the applicable recommendations of the Provincial Task Force regarding
the hiring of Aboriginal and African-Nova Scotian teachers.
o With the appropriate community partners, pursue Aboriginal self-identification
amongst HRSB teaching staff.
o Promote the self-identification of employees.
o Collect and analyze retention data and implement strategies as needed that will
support the retention of diverse staff.

•

Improve technology and transportation infrastructure to support broader access to
programming
o Develop new Request for Proposal in preparation for student transportation contract
tender.
o Review transportation routing.
o Support the expansion of wireless networks in elementary schools.
o Continue to implement technology upgrades for increased wireless access.

•

Support and enhance every school’s ability to ensure that all students experience a learning
environment that meets their needs for physical, social and emotional safety.
o Continue to implement recommendations in the Nova Scotia Anti-bullying Action
Plan.
o Develop PowerSchool reports to support the revised Provincial Code of Conduct.
o Support social, emotional learning curriculum within the elementary schools through
the Caring School Community program.
o Support and expand the number of schools implementing Restorative Approaches.
o Develop and share good digital citizenship strategies to support social, emotional
and physical safety.

To build engagement, support and confidence in HRSB.
•

Identify and implement best practices for community engagement at both the Board and
school levels
o Develop professional development and resources to align with guiding principles for
community engagement.
o Develop an annual communications checklist (e.g., Board decisions, school reviews,
registration information, school cancellations, school calendars, etc.).

•

Create protocols for proactive, open and timely internal and external communication
o Promote preferred tools for external communication.
o Finalize and implement the revised communications policy.
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o
o
o
o
o

Identify means of communications available to internal audiences (HRSB staff) and
develop a plan to promote these tools.
Develop a social media protocol.
Implement the policy management plan for the review of all HRSB policies.
Implement a process to redesign the current HRSB website.
Research options to standardize school websites and redesign the myHRSB intranet.

•

Nurture strong relationships with the Department of Education and Early Childhood
Development, HRM and other community partners
o Governing Board and staff continues to foster relationships with Department of
Education and Early Childhood Development, HRM and community partners.
o Governing Board seeks opportunities to promote the HRSB with Department of
Education and Early Childhood Development, HRM and community partners.
o Renew the Supplementary Fund Agreement with HRM.

•

Achieve greater efficiency in the management of our facilities
o Continue to implement the energy upgrade project (Phase 2).
o Identify opportunities outside of the energy project for additional savings.
Implement as funding allows.
o Prepare annual Capital Construction plan.

PERFORMANCE MEASURES

Goal 1:

To improve student achievement and personal success.

Performance Measures

% of grade 1 students who
received Early Literacy Support and
met classroom year end
benchmarks.

PERFORMANCE MEASURES
Target & Reporting Year Baseline Data and Year

Performance

Target Not Achieved:

To increase annually the
percentage of grade 1
students who received Early
Literacy Support and met
classroom year end reading
benchmarks.

The baseline year is 201112, 57% (577 students) of
the 1,006 students met
year end classroom reading
benchmarks.

% of grade 1 students who
entered Early Literacy Support in
the limited category and improved
to the approaching or meeting
category year end benchmarks.

To increase annually the
percentage of grade 1
students who entered Early
Literacy Support in the
limited category and
improved to the approaching
or meeting category year end
benchmarks.

The baseline year is 201213, 69% (600 students) of
the 869 students who
began support in the limited
category moved to the
approaching or meeting
category by year end.

Pending

% of grade 2 students who
received Early Literacy Support in
grade 1 and met the HRSB grade 2
Literacy Assessment benchmark for
reading.

To increase annually the
percentage of grade 2
students who received Early
Literacy Support in grade 1
and met the HRSB grade 2
Literacy Assessment reading

The baseline year is the
2012-13 results for the
HRSB grade 2 Literacy
Assessment. 31% (301) of
the 974 students who
received Early Literacy

Target Achieved:
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Performance Measures

% of grade 3 students who
performed at or above the
expectation (performance level 3
or 4) on the provincial grade 3
reading assessment.

PERFORMANCE MEASURES
Target & Reporting Year Baseline Data and Year

Performance

benchmark.

Support in grade 1 met the
revised HRSB grade 2
Literacy Assessment
benchmark for reading.

Support in grade 1
met the HRSB grade 2
Literacy Assessment
benchmark for
reading.

To increase annually the
percentage of grade 3
students who performed at or
above the expectation
(performance level 3 or 4) on
the provincial grade 3 reading
assessment.

The baseline year is 201314, 70% (1,835 students)
of the 2,625 students who
performed at or above the
expectation (performance
level 3 or 4) on the
provincial grade 3 reading
assessment.

Pending

The target will be to narrow
the gap by 10% in the 201213 school year

Baseline data is the June
2009 results.

Target Not Achieved:

In 2009 the average
difference between high
school Mathematics 12
class marks and the Nova
Scotia Mathematics 12
Examination marks was
20.8 points.

The average
difference between
high school
Mathematics 12 class
marks and the Nova
Scotia Mathematics 12
Examination marks
was 19.2 points. The
gap narrowed by
7.7% compared to
2009.

In 2009 the average
difference between high
school Advanced
Mathematics 12 class marks
and the Nova Scotia
Advanced Mathematics 12
Examination marks was
18.3 points.

Target Achieved:

Baseline data is the results
from June 2011.

Target Not Achieved:

The total number of
students graduating is
3,864. Of that number,

The total number of
students graduating is
3,703. Of that

The gap between high school class
marks and the Nova Scotia Exams
(NSE) is narrowed:
Average difference between class
marks and NSE marks

The average
difference between
high school Advanced
Mathematics 12 class
marks and the Nova
Scotia Advanced
Mathematics 12
Examination marks
was 12.2 points. The
gap narrowed by
33.3% compared to
2009.

High school students graduate
within 3 years of entering high
school:
% of students graduating after 3
years of high school
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Performance Measures

Goal 2:

3,421 or 88.5% graduated
within three years.

Performance

number, 3,338 or
90.1% graduated
within three years.

To maximize exemplary teaching practices to support high quality instruction.

Performance Measures

% of teachers in grades P-3 who
have successfully implemented the
new mathematics curriculum.

Goal 3:

PERFORMANCE MEASURES
Target & Reporting Year Baseline Data and Year

PERFORMANCE MEASURES
Target & Reporting Year Baseline Data and Year
100% of teachers in grades
P-3 who have successfully
implemented the new
mathematics curriculum in
the 2013- 2014 school year.

The baseline year is 20122013 at 0% of mathematics
teachers in grades P-3
teaching the new
mathematics curriculum.

Performance
Pending

To achieve equitable learning opportunities for all students.

Performance Measures

PERFORMANCE MEASURES
Target & Reporting Year Baseline Data and Year

Performance

To increase the number of
students in IB and AP by
September 30, 2015.

In September of 2012
there were 694 (IB 450)
students enrolled in IB and
AP.

Pending

To increase the number of
students in Skilled Trades and
O2 by September 30, 2015.

In September of 2012 there
were 693 (O2 523) students
enrolled in Skilled Trades
and O2.

Pending

Install Wireless Infrastructure
in all HRSB schools by the
end of the 2015-2016 school
year.

At the end of 2012-2013,
22% of HRSB schools have
a complete wireless
infrastructure.

Pending

Number of policies that include
consideration of the Diversity
Management Committee
recommendations

By June 2016, 100% of the
recommended changes to
policies are implemented as
these policies are reviewed.

4 of the 30 policies with
recommended changes
have been implemented as
of 2012-13

Pending

Percentage of school based staff
who received professional
development that supports
diversity

25% of school based staff by
June 2014, with 100% by
June 2016

100% of principals have
received Cultural Proficiency
training.

Pending

An increased number of students
will be enrolled in IB, AP, Skilled
Trades and O2.

Improve technology infrastructure
to support broader access to
programming:
% of schools with wireless
infrastructure
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Goal 4:

To build engagement, support, and confidence in HRSB.

Performance Measures

An increased percentage of
parents/guardians feeling satisfied
with the quality of their children’s
education.

PERFORMANCE MEASURES
Target & Reporting Year Baseline Data and Year
To increase by 1% the
percentage of parents/
guardians who respond
“always” or “usually” to the
question: do you feel your

child is receiving a quality
education? in the 2014-2015

Getting to Great Survey

A significant increase in the
number of parents and community
members accessing HRSB’s
publications or communications
tools

Broader community engagement
through the adoption of best
practices

Performance

Pending

do you feel your child is
receiving a quality
education? in the 20122013 Getting to Great
Survey:
• P-6
Parent/Guardians
(N=4386): 83%
• 7-9
Parent/Guardians
(N=1506): 72%
• 10-12
Parent/Guardians
(N=1207): 72%

To increase visitors to
www.hrsb.ca by 1% for the
period April 1 – May 1, 2016.

Baseline data will be the
number of visitors to
www.hrsb.ca from April 1 –
May 1, 2013. (Total visits:
235,978
Unique visits: 106,238)

Pending

To increase by 2% the
number of unique visitors to
the Superintendent’s Annual
Report in the 30 days
following its release.

Baseline data will be the
number of unique visitors to
the Superintendent’s Annual
Report in the 30 days
following its release
November 28, 2012. (7042
page loads, 2506 unique
visits, 2316 first time visits)

Target Achieved:

To increase the number of
Twitter followers to
HRSB_Official to 10,000 by
May 1, 2016

Baseline data will be the
number of Twitter followers
to HRSB_Official as of May
1, 2013 (6892 followers).

Target Achieved:

To maintain the percentage
of parents/guardians who
respond “yes” to the
statement: my child’s school

Baseline data will be the
percentage of
parents/guardians who
respond “yes” to the
statement: my child’s

Pending

invites parent/guardian and
community involvement in

the 2014-2015 Getting to
Great Survey.
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Performance Measures

PERFORMANCE MEASURES
Target & Reporting Year Baseline Data and Year

Performance

• P-6
Parent/Guardians
(N= 4267): 95%
• 7-9
Parent/Guardians
(N= 1441): 84%
• 10-12
Parent/Guardians
(N= 1134): 81%
Achieve greater efficiency in the
management of our facilities.
% energy consumption reduction
and dollar value of reduction

2012-2013 Goal:

Reduce energy consumption
by 2964 GigaJoules by 201415. (This currently
represents 0.75% of energy
used by HRSB.)

2012-13 base year for
energy consumption:

Pending

396,328 GJ

To continue to improve school safety.

Performance Measures

Fewer workplace injuries and less
work time lost due to workplace
injuries:
# of weeks of lost time due to
workplace injuries

DRAFT General Fund Business Plan
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FINANCE AND OPERATIONS
A.

KEY FINANCIAL INDICATORS
GENERAL FUND

REVENUE
Province of Nova Scotia
Halifax Regional Municipality
Government of Canada
Board Generated Revenues
TOTAL REVENUE

2012-2013
ACTUAL

2013-2014
FORECASTED*

2014-2015
BUDGET

$284,699,589
106,256,000
2,683,409
12,631,590
$406,270,588

$284,315,900
113,875,200
2,652,200
13,194,900
$414,038,200

$297,635,900
119,856,200
3,032,000
13,071,500
$433,595,600

$234,201,820
29,051,761
29,932,564
79,915
8,719,326
51,660
47,778
2,200,307
26,215
351,592
$304,662,938

$243,147,000
29,833,200
23,645,200
75,900
7,861,500
46,200
125,000
2,256,000
27,900
420,600
$307,438,500

$255,198,500
31,037,900
24,996,200
76,200
8,826,900
51,500
125,000
2,500,100
22,500
295,000
$323,129,800

$8,741,191
473,842
644,753
2,079,155
3,590,347
89,572
1,314,886
$16,933,746

$8,761,400
485,300
689,800
2,313,900
6,097,300
72,000
1,961,200
$20,380,900

$8,984,300
504,400
696,400
2,896,600
5,616,300
77,500
1,532,300
$20,307,800

$250,401
1,502,920
$1,753,321

$275,500
1,276,600
$1,552,100

$276,900
1,380,100
$1,657,000

EXPENDITURES
SCHOOL ADMINISTRATION
Salaries – Teachers
Salaries – Non-teachers
Benefits
Student Services
Program Support Resources
Administration
Professional Development
International Services
Summer School
Adult and Community Education
TOTAL – SCHOOL ADMINISTRATION
PROGRAM
Salaries – Teachers
Salaries – Non-teachers
Benefits
Special Education & Student Support
Program Support Resources
Administration
Professional Development
TOTAL – PROGRAM
BOARD SERVICES
Board Governance
Board Services
TOTAL – BOARD SERVICES
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2012-2013
ACTUAL
OPERATIONS SERVICES
Administration
Custodial Services
Maintenance Services
Plant Operations
Capital Projects
Student Transportation
Technology Services
Facilities Rental
TOTAL – OPERATIONS SERVICES

2013-2014
FORECASTED*

2014-2015
BUDGET

$2,310,311
21,165,073
7,209,672
14,387,225
2,742,529
17,501,098
3,601,541
528,064
$69,445,513

$2,316,200
21,412,800
7,410,900
15,147,000
1,623,800
17,992,500
4,837,100
476,500
$71,216,800

$2,319,500
22,153,500
7,634,600
15,649,900
1,024,200
18,619,000
5,354,100
553,100
$73,307,900

$2,400,159
4,472,921
2,109,454
$8,982,534

$2,396,200
5,264,100
2,105,600
$9,765,900

$2,486,300
5,741,800
2,592,000
$10,820,100

$2,108,105
2,079,059

$2,195,000
2,085,600

$2,238,600
2,134,400

$4,187,164

$4,280,600

$4,373,000

$405,965,216

$414,634,600

$433,595,600

$305,372

($596,600)

0

OPENING ACCUMULATED SURPLUS

$15,236,632

$16,073,805

CLOSING ACCUMULATED SURPLUS

$16,073,805

$15,477,205

$2,156,559
323,663
8,187,165
5,406,418

$2,160,874
323,663
7,586,250
5,406,418

FINANCIAL SERVICES
Administration
EXCEL – Before & After School Program
Adult EAL
TOTAL – FINANCIAL SERVICES
HUMAN RESOURCES SERVICES
Administration
Staff Development
TOTAL – HUMAN RESOURCE
SERVICES
TOTAL – EXPENDITURES
EXCESS/(DEFICIT) OF REVENUES
OVER EXPENDITURES

Designation of Accumulated Surplus:
General Fund – Unrestricted
General Fund – Program Resources
General Fund – Capital Amortization
School Based Funds

* Forecast Based on December 31, 2013 Financial Results

Note The expenditure numbers in 2012-2013 and 2013-2014 exclude school generated funds
transactions. For more detail, refer to the audited financial statements on the Board’s web site at
www.hrsb.ca.
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B.

COST PRESSURES

The following information outlines the major cost pressures of the HRSB for the 2014-2015 fiscal year.
Teachers’ Salaries and Benefits
Teachers’ salaries and benefits comprise the largest portion of the Board’s budget. A new provincial
collective agreement was reached, effective August 1, 2012 through to July 31, 2015. The budget
includes a 3% increase effective August 1, 2014. The pay rate for substitute teachers will increase by
3.0% as well, effective August 1, 2014.
In addition to salary scale increases, there are other annual cost pressures for the teacher employee
group. Teachers are eligible for step increases or increments if they have not reached the top salary
step for their license level. With the significant number of retirements in the past several years, many
of the newly hired teachers are eligible for annual step increases. It is estimated that increments in
2014-2015 will amount to almost $3.9 million in additional annual salary expenditures.
Teachers can qualify for license upgrades if they have completed the necessary educational
requirements. Based on recent experience, it is projected that 200 teachers will qualify for a license
upgrade in 2014-2015 at an average value of $7,100. This results in an annual cost pressure of almost
$1.5 million.
There will be cost pressures in teacher benefits. While the Canada Pension Plan (CPP) rate has stayed
the same, the maximum earnings amount has increased. Employment Insurance (EI) rates have risen,
as well as the maximum earnings amount for EI. As a result, statutory benefits for most teachers have
increased by 3.1%. Along with these increases, the employer cost of contributing to the NSTU Salary
Continuation Plan will increase as teacher salaries increase, since these contributions are based on a
percentage of salary.
Teacher retirements impact the budget. As teachers at the top of the scale retire, salaries for teachers’
replacements are typically lower on the salary scale. With about 100 retirements estimated in 2014,
salary expenditures in the fiscal year 2014-2015 may be reduced by almost $1.6 million.
Non-teacher Salaries and Benefits
Non-teaching salaries and benefits comprise the next largest component of the Board’s budget. There
are three union agreements, a non-union professional employees group and casuals that make up the
non-teaching employee group.
The current CUPE agreement expires July 31, 2014. The budget includes an estimated increase
effective August 1, 2014. The current NSGEU agreement includes a 2.5% increase effective October 1,
2014. The NSUPE agreement includes a 3.0% increase effective August 1, 2014. The PEG salary
scales expired on March 31, 2014. The Governing Board has approved a 3% increase for PEG effective
April 1, 2014. The cost pressure for the Board for the increases for these employee groups will be in
the area of $1.6 million for the 2014-2015 budget.
There are other cost pressures within these employee groups as well. Most of the salary scales in
these collective agreements have step increases that employees receive based on years of service.
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Employees who have not yet reached the final step will be eligible for a pay increment on their
anniversary date.
Regularly assigned EXCEL and lunch monitor staff received a 2% increase in 2013-2014 effective
August 1, 2013, to acknowledge the permanent assignment these employees have throughout the
school year. EXCEL Head Instructors received an increase effective April 1, 2013. The budget includes
an estimated increase of 2.5% for this group of employees.
There are also benefits’ cost pressures. While the CPP rate has stayed the same, the maximum
earnings amount has increased. Workers’ Compensation Board (WCB) and Employment Insurance (EI)
rates have risen, as well as the maximum earnings amount for both WCB and EI. As a result, statutory
benefits for most non-teachers have increased by as much as 3.4%. The contribution rate for the
pension plan for non-teachers has increased from 10.36% of salary to 11.96%, resulting in an increase
to pension costs of 15.4%. Along with these increases, the employer cost of contributing to the
pension plan and Long Term Disability plan increase as non-teacher salaries increase, since these
contributions are based on a percentage of salary, as well as employer sharing of medical/dental
premiums.
Other
Student Transportation – A major non-salary expenditure of the Board is the contracted student
transportation service. The current contract with Stock Transportation provides for a 2.5% increase
beginning in September 2014, as well as the full year impact of the September 2013 increase. This
results in an increase of approximately $0.45 million over the budget in 2014-2015.
Operations
Costs continue to increase for operating and maintaining our school and office buildings. Heating oil
prices have continued to rise during the winter of 2013-2014, more than 7% from January 2013 to
January 2014. Despite a reduction in estimates for heating fuel consumption, there is a cost pressure
to increase the heating fuel budget in 2014-2015.
The Board has undertaken several energy efficiency projects over the last number of years. These
projects have resulted in reductions in electricity consumption, which has allowed for a modest
reduction to our budget for electricity costs.
Summary
With about 83% of the Board’s budget comprising salaries and benefits, the main cost pressures for
2014-2015 are in these areas. As noted, expenditures continue to increase each year, often in areas
uncontrollable by the Board. The Board’s revenue is determined by the Provincial Government and
expenditures are a direct function of the number of students, the number and size of school buildings,
and the legislated Public School Program that must be delivered. There is little flexibility to adjust to
annual revenues that do not match all cost increases without impacting resources at the school and
classroom level.
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EXECUTIVE
ADMINISTRATIVE
ASSISTANT
SUPERINTENDENT
CORPORATE
SECRETARY

SENIOR STAFF
ADVISOR *

SCHOOL
ADMINSTRATION

PROGRAM

HUMAN
RESOURCES

FINANCIAL
SERVICES

OPERATIONS
SERVICES

DIRECTOR

DIRECTOR

DIRECTOR

DIRECTOR

DIRECTOR

*

BOARD
SERVICES

COORDINATOR
DIVERSITY
MANAGEMENT

COORDINATOR
COMMUNICATIONS

For reporting purposes, the Directors and the Coordinators of Communications and Diversity
Management report to the Superintendent. In the day-to-day operations of the HRSB, the Senior
Staff Advisor provides direction to the Directors and Coordinators, and in the absence of the
Superintendent fulfills the role of Acting Superintendent.
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DIVERSITY
MANAGEMENT

COMMUNICATIONS

COORDINATOR
DIVERSITY
MANAGEMENT

COORDINATOR
COMMUNICATIONS

COMMUNICATIONS
OFFICER

*

For reporting purposes, the Coordinators of Communications and Diversity Management report to the Superintendent. In the day-to-day operations of the HRSB, the
Senior Staff Advisor provides direction to the Coordinators, and in the absence of the Superintendent fulfills the role of Acting Superintendent.
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Appendix B – Key Facts
Key Fact Category
Students
Total Number of Students
Average Class Size P-2
Average Class Size 3-6
Average Class Size 7-9
Average Class Size 10-12
Total Number of Classes & Sections
Teachers
Instruction FTEs
Administrative FTEs
Resource FTEs
Student Support FTEs
Program Support FTEs
School Support Staff
Education Assistants
Library Technicians
Student Supervision
School Secretaries
Student Support Workers
Board Governance
School Board Members
Board Support Staff FTEs
Regional Administration
Senior Management FTEs
Program Management FTEs
Operational Management FTEs
Administration Support FTEs
Secretarial/Clerical FTEs
Technology
Students/Instructional Computer
Technical Support FTEs
Computers & Devices/Technician
Property Services
Total School Sq. Ft.
Sq. Ft./Student
Private Operator Sq. Ft.
Operating Cost/Sq. Ft.
Bd. Custodial/Sq. Ft.
Con. Custodial/Sq. Ft.
Sq. Ft./Custodial Hour
Operating Capital
Transportation
Total Buses Operated
Total Students Transported
Total Cost/Student Transported
Average Bus Load
Cost/Unit – Contracted
Cost/Unit – Board
Number of Operating Days
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September 30, 2012

September 30, 2013

49,027
22.0
24.0
25.1
25.3
3,730

48,596
22.5
24.2
25.0
25.5
3,358

2,402.9
226.9
300.6
244.7
16.0

2,379.5
228.9
308.7
251.6
15.0

3,980.2/205
74.1/205
950/186
1,123.5/206
119/205

4,044.6/205
67.6/205
950/186
1,123.5/206
133/205

10.0
2.0

10.0
2.0

7.0
29.0
45.0
14.0
31.5

7.0
27.0
46.0
15.0
31.5

3.48
34.0
652

3.13
35.0
633

7,700,071
157.1
742,825
$6.23
0.091
0.078
2,858.3
$935,200

7,741,990
159.3
746,425
$6.28
0.091
0.089
2,870.5
$935,200

243
22,428 + 850 passes
$715
90
$68,511
n/a
186

246
23,729 + 780 passes
$758
96.5
$69,662
n/a
186
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Students (all based on Sept 30th statistics):
Total Number of Students: Sept. 30th Total Enrolment (funded & unfunded)
Average Class Size P-2
Average Class Size 3-6
Average Class Size 7-9
Total Number of Classes & Sections 10-12
Teachers:
Instruction FTEs: All teaching staff delivering programs to students
Administrative FTEs: Principals and Vice Principals (no Department heads)
Resource FTEs: Resource Teacher Allocation
Student Support FTEs: Prog. Adv./Speech Lang. Path./L.D. Specialists/Guidance/ etc.
Program Support FTEs: Program Consultants
School Support Staff:
Education Assistants: Total hours of services per day and number of days paid
Library Technicians: Total hours of services per day and number of days paid
Student Supervision: Total hours of services per day and number of days paid
School Secretaries: Total hours of services per day and number of days paid
Student Support Workers: Total hours of services per day and number of days paid
Board Governance:
School Board Members: Number of School Board Members
Board Support Staff FTEs: Board Secretary - Recording Secretary
Regional Administration:
Senior Management FTEs: Superintendent, Asst. Super., Exec. Directors, Director,
Asst. Director
Program Management FTEs: Coordinators, Supervisors (all program departments)
Operational Management FTEs: Coordinators, Supervisors (all operations departments)
Administrative Support FTEs: Asst. Coordinators, Admin. Assts., Communications, OH&S
Secretarial/Clerical FTEs: Secretarial & Clerical Staff
Technology:
Student/Instructional Computer: Ratio of Number of Students: Computers
Technical Support FTEs: System Administrators, Technologists, Technicians
Computers & Devices/Technician: Total Computers & Devices across Board/Technical Support FTEs
Property Service:
Total School Sq. Ft.: Total square footage of all schools operated by board
Sq. Ft. /Student: Total square footage divided by Sept. 30th enrolment
Maintained Sq. Ft.: Total square footage of all schools maintained by board
Private Operator Sq. Ft.: Total square footage of all schools maintained by Private Operators
Operating Costs/Sq. Ft.: Total operating cost/Sq. Ft. of all schools maintained by board
Bd. Custodial/Sq. Ft.: Custodial Hours/Sq. Ft. maintained by Board Employed Staff
Con. Custodial/Sq. Ft.: Custodial Hours/Sq. Ft. Maintained by Contracted Staff
Sq. Ft/Custodial Hour: Total square footage divided by number of custodial staff hours
Operating Capital: Operating Capital/Sq. Ft. for all schools maintained by board
Transportation:
Total Buses Operated: Total units operated on a daily basis by board and contractors
Total Students Transported: Total students transported each day (counted only once)
Total Cost/Student Transported: Total transportation cost divided by students transported
Average Bus Load: Total students transported divided by total buses operated
Cost/Unit - Contracted: Annual operating cost/unit
Cost/Unit - Board: Annual operating cost/unit
Number of Operating Days: Number of days transportation system actually operated
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GENERAL FUND
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2014-2015
Proposed
Budget
2014-2015

Budget
2013-2014

Projected
2013-2014

Change
Budget To
Budget

Change
Budget To
Projected

Line

REVENUE
Province of Nova Scotia
Formula Funding
Provincial Initiatives
Other Provincial Initiatives and Grants

Subtotal

266,643,200
21,716,100
9,276,600

268,752,100
4,948,800
7,998,800

268,734,100
5,402,500
10,179,300

-2,108,900
16,767,300
1,277,800

-2,090,900
16,313,600
-902,700

297,635,900

281,699,700

284,315,900

15,936,200

13,320,000

R1
R2
R3

Halifax Regional Municipality
Mandatory Contribution

Subtotal

119,856,200

113,875,200

113,875,200

5,981,000

5,981,000

119,856,200

113,875,200

113,875,200

5,981,000

5,981,000

2,592,000
231,500
208,500
0

2,105,600
231,500
208,500
0

2,105,600
233,500
237,200
75,900

486,400
0
0
0

486,400
-2,000
-28,700
-75,900

3,032,000

2,545,600

2,652,200

486,400

379,800

295,000
200,000
22,500
703,000
8,431,200
3,249,100
170,700

420,600
380,000
24,100
703,000
7,740,900
2,824,900
3,300

427,600
324,400
22,400
771,600
8,229,600
3,062,800
356,500

-125,600
-180,000
-1,600
0
690,300
424,200
167,400

-132,600
-124,400
100
-68,600
201,600
186,300
-185,800

13,071,500

12,096,800

13,194,900

974,700

-123,400

433,595,600

410,217,300

414,038,200

23,378,300

19,557,400

R4

Government of Canada
Adult EAL
French Special Projects
Minority Official Language
Other Projects

Subtotal

R5
R6
R7
R8

Board Generated Revenue
FLEC's Program
Investment Income
Summer School Fees
Facilities Rental
EXCEL - Before and After School Program
International Services
Miscellaneous

Subtotal
TOTAL REVENUE
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2014-2015
Proposed
Budget
2014-2015

Budget
2013-2014

Projected
2013-2014

Change
Budget To
Budget

Change
Budget To
Projected

Line

EXPENDITURES
SCHOOL ADMINISTRATION
Salaries - Teachers
Classroom
Special Education
Student Support
Library and Guidance
Teacher Administrators
Board Administration
Substitutes

Subtotal

175,075,100
24,819,500
9,424,500
6,395,400
24,628,500
1,622,600
13,232,900

164,593,800
23,600,400
8,488,600
5,482,900
24,218,800
1,611,100
12,751,500

167,073,000
23,179,400
8,491,000
5,528,700
23,966,600
1,578,900
13,329,400

10,481,300
1,219,100
935,900
912,500
409,700
11,500
481,400

8,002,100
1,640,100
933,500
866,700
661,900
43,700
-96,500

255,198,500

240,747,100

243,147,000

14,451,400

12,051,500

21,274,900
390,200
5,835,400
200,100
822,700
87,100
2,427,500

20,344,200
407,000
5,742,400
192,300
701,100
119,200
2,364,000

20,317,200
387,400
5,800,700
192,800
665,100
106,000
2,364,000

930,700
-16,800
93,000
7,800
121,600
-32,100
63,500

957,700
2,800
34,700
7,300
157,600
-18,900
63,500

31,037,900

29,870,200

29,833,200

1,167,700

1,204,700

16,036,700
3,411,800
2,084,200
3,463,500

15,410,300
3,152,400
2,084,200
2,889,200

15,395,800
3,221,400
2,086,400
2,941,600

626,400
259,400
0
574,300

640,900
190,400
-2,200
521,900

24,996,200

23,536,100

23,645,200

1,460,100

1,351,000

S1
S2
S3
S4
S5
S6
S7

Salaries - Non-Teachers
Educational Program Assistants
Library Support Specialists
School Secretaries
Board Administration
Student Support
Security
Lunch Supervision

Subtotal

S8
S9
S10
S11
S12
S13
S14

Benefits
Statutory
Medical/Dental/Salary Continuation
Service Awards
Pension

Subtotal
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2014-2015
Proposed
Budget
2014-2015

Budget
2013-2014

Projected
2013-2014

Change
Budget To
Budget

Change
Budget To
Projected

Line

Student Services
Travel - Student Services
Other Non Salary Expenditures

Subtotal

61,200
15,000

89,500
15,000

60,900
15,000

-28,300
0

300
0

76,200

104,500

75,900

-28,300

300

4,209,600
756,000
530,800
187,100
2,565,400
190,000
269,800
118,200

3,526,800
756,000
608,600
187,100
2,544,500
190,000
0
135,500

3,528,100
756,000
530,100
187,100
2,544,500
192,200
0
123,500

682,800
0
-77,800
0
20,900
0
269,800
-17,300

681,500
0
700
0
20,900
-2,200
269,800
-5,300

8,826,900

7,948,500

7,861,500

878,400

965,400

20,000
31,500

20,000
37,400

15,000
31,200

0
-5,900

5,000
300

51,500

57,400

46,200

-5,900

5,300

125,000

175,000

125,000

-50,000

0 S31

3,249,100

2,824,900

3,062,800

424,200

186,300 S32

2,500,100
749,000

2,129,500
695,400

2,256,000
806,800

370,600
53,600

244,100 S33
-57,800

22,500

24,100

22,400

-1,600

100 S34

22,500
0

24,100
0

27,900
-5,500

-1,600
0

-5,400 S35
5,500

S19
S20

Program Support Resources
Classroom Supplies and Equipment
School Technology
Data Lines
Circuit/Resource Travel
Textbook Credit Allocation
Other Non Salary Expenditures
Provincial Math/Literacy Strategies
Other Projects

Subtotal

S21
S22
S23
S24
S25
S26
S27
S28

Administration
Supplies and Materials
Other Non Salary Expenditures

Subtotal

S29
S30

Professional Development
System Leadership/Student Info Systems

International Services
Revenue
Expenditure
Net Revenue
Summer School
Revenue
Expenditure
Net Revenue
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2014-2015
Proposed
Budget
2014-2015

Budget
2013-2014

Projected
2013-2014

Change
Budget To
Budget

Change
Budget To
Projected

Line

Adult and Community Education
FLEC's - Night School
Nova Scotia Student Adult Literacy

15,000
280,000

20,000
400,600

20,000
400,600

-5,000
-120,600

-5,000
-120,600

295,000

420,600

420,600

-125,600

-125,600

323,129,800

305,013,000

307,438,500

18,116,800

15,691,300

6,372,100
262,900
2,349,300

6,029,700
301,300
2,617,600

5,949,200
296,800
2,515,400

342,400
-38,400
-268,300

422,900
-33,900
-166,100

8,984,300

8,948,600

8,761,400

35,700

222,900

Board Administration
Student Services Secretaries

285,700
218,700

307,800
214,400

274,600
210,700

-22,100
4,300

11,100
8,000

Subtotal

504,400

522,200

485,300

-17,800

19,100

469,800
70,200
90,700
65,700

466,000
60,000
91,600
53,900

480,100
63,300
91,600
54,800

3,800
10,200
-900
11,800

-10,300
6,900
-900
10,900

696,400

671,500

689,800

24,900

6,600

Subtotal
Total School Administration

S36
S37

PROGRAM
Salaries - Teachers
Special Education
Student Support
Board Administration

Subtotal

P1
P2
P3

Salaries - Non-Teachers
P4
P5

Benefits
Statutory
Medical/Dental/Salary Continuation
Service Awards
Pension

Subtotal
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P6
P7
P8
P9

APPENDIX C

GENERAL FUND
BUDGET SUMMARY
2014-2015
Proposed
Budget
2014-2015

Budget
2013-2014

Projected
2013-2014

Change
Budget To
Budget

Change
Budget To
Projected

Line

Special Education and Student Support
Tutors/Support for Alternative Arrangements
Supplies and Materials
Assistive Technology Equipment
Innovation Challenge
SEIRC/Special Needs Support
Travel - Student Services
Contracted Services

Subtotal

90,000
168,000
301,600
380,300
482,400
85,000
1,389,300

90,000
168,000
296,500
412,000
106,400
103,100
1,015,400

118,000
168,000
296,500
412,000
106,400
90,500
1,122,500

0
0
5,100
-31,700
376,000
-18,100
373,900

-28,000
0
5,100
-31,700
376,000
-5,500
266,800

2,896,600

2,191,400

2,313,900

705,200

582,700

233,500
5,382,800

233,500
4,603,300

257,200
5,840,100

0
779,500

-23,700
-457,300

5,616,300

4,836,800

6,097,300

779,500

-481,000

35,000
42,500

41,000
49,500

30,000
42,000

-6,000
-7,000

5,000
500

77,500

90,500

72,000

-13,000

5,500

339,500
250,200
374,300
13,800
120,100
191,600
242,800

382,500
201,900
273,700
78,800
75,000
190,000
210,700

364,000
290,200
693,700
78,800
70,000
180,000
284,500

-43,000
48,300
100,600
-65,000
45,100
1,600
32,100

-24,500
-40,000
-319,400
-65,000
50,100
11,600
-41,700

1,532,300

1,412,600

1,961,200

119,700

-428,900

20,307,800

18,673,600

20,380,900

1,634,200

-73,100

P10
P11
P12
P13
P14
P15
P16

Program Support Resources
Supplies and Materials
Provincial Program Initiatives and Projects

Subtotal

P17
P18

Administration
Supplies and Materials
Other Non Salary Expenditures

Subtotal

P19
P20

Professional Development
Curriculum Implementation
Literacy Implementation
Mathematics Implementation
Assessment and Evaluation
Continuous School Improvement
Student Services
RCH

Subtotal
Total Program
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P21
P22
P23
P24
P25
P26
P27

APPENDIX C

GENERAL FUND
BUDGET SUMMARY
2014-2015
Proposed
Budget
2014-2015

Budget
2013-2014

Projected
2013-2014

Change
Budget To
Budget

Change
Budget To
Projected

Line

BOARD SERVICES
Board Governance
Stipends and Benefits
Supplies and Materials
NSSBA Dues
Other Non Salary Expenditures

Subtotal

108,300
5,000
85,000
78,600

102,600
5,000
85,000
82,900

102,600
5,000
85,000
82,900

5,700
0
0
-4,300

5,700
0
0
-4,300

276,900

275,500

275,500

1,400

1,400

847,100
140,600
70,000
250,000
72,400

809,200
125,600
70,000
270,000
82,400

811,400
127,800
65,000
200,000
72,400

37,900
15,000
0
-20,000
-10,000

35,700
12,800
5,000
50,000
0

1,380,100

1,357,200

1,276,600

22,900

103,500

1,657,000

1,632,700

1,552,100

24,300

104,900

1,803,300
433,700
35,000
47,500

1,758,700
396,300
53,000
54,500

1,796,400
414,100
30,000
75,700

44,600
37,400
-18,000
-7,000

6,900
19,600
5,000
-28,200

2,319,500

2,262,500

2,316,200

57,000

3,300

B1
B2
B3
B4

Board Services
Salaries
Benefits
Supplies and Materials
Professional Services
Other Non Salary Expenditures

Subtotal
Total Board Services

B5
B6
B7
B8
B9

OPERATIONS SERVICES
Administration
Salaries
Benefits
Travel
Other Non Salary Expenditures

Subtotal
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APPENDIX C

GENERAL FUND
BUDGET SUMMARY
2014-2015
Proposed
Budget
2014-2015

Budget
2013-2014

Projected
2013-2014

Change
Budget To
Budget

Change
Budget To
Projected

Line

Custodial Services
Salaries
Benefits
Supplies and Equipment
Building Rental Expense
Contracted Services

Subtotal

13,107,000
4,359,700
788,400
1,840,500
2,057,900

12,750,500
4,068,500
788,400
1,756,400
2,013,200

12,703,000
4,079,500
788,400
1,773,300
2,068,600

356,500
291,200
0
84,100
44,700

404,000
280,200
0
67,200
-10,700

22,153,500

21,377,000

21,412,800

776,500

740,700

1,842,000
638,000
4,104,600
200,000
800,000
50,000

1,897,700
580,700
4,104,600
200,000
800,000
50,000

1,692,200
549,100
4,104,600
215,000
800,000
50,000

-55,700
57,300
0
0
0
0

149,800
88,900
0
-15,000
0
0

7,634,600

7,633,000

7,410,900

1,600

223,700

665,100
5,765,100
7,963,700
1,189,000
67,000

635,800
5,871,100
7,661,100
989,000
67,000

661,400
5,707,500
7,661,100
1,050,000
67,000

29,300
-106,000
302,600
200,000
0

3,700
57,600
302,600
139,000
0

15,649,900

15,224,000

15,147,000

425,900

502,900

1,024,200

1,091,900

1,623,800

-67,700

-599,600 O21

18,619,000

17,992,500

17,992,500

626,500

626,500 O22

O5
O6
O7
O8
O9

Maintenance Services
Salaries
Benefits
Supplies and Equipment
Vehicle Operating Expense
Contracted Services - Maintenance
Relocation Expenses

Subtotal

O10
O11
O12
O13
O14
O15

Plant Operations
Insurance
Utilities - Electricity
Utilities - Heating Fuel
Utilities - Water / Sewer
Utilities - Telephone

Subtotal
Capital Projects
Student Transportation
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O17
O18
O19
O20

APPENDIX C

GENERAL FUND
BUDGET SUMMARY
2014-2015
Proposed
Budget
2014-2015

Budget
2013-2014

Projected
2013-2014

Change
Budget To
Budget

Change
Budget To
Projected

Line

Technology Services
Salaries
Benefits
Computer Services - Schools
Computer Supplies - Administration
O'Connell Drive Refresh
P3 Information Technology Sinking Fund
IEI Non Salary Expenses
Travel
Professional Services
Telephone/Fax/Data

Subtotal
Facilities Rentals
Revenue
Salaries
Benefits
Service Contract
Other Non Salary Expenditures

Subtotal
Net Revenue

Total Operations Services

Draft General Fund Business Plan
and Budget 2014-2015

2,262,600
598,000
403,600
79,100
147,000
1,134,900
122,900
68,000
406,000
132,000

2,179,800
542,400
110,000
107,100
121,600
907,400
122,900
76,700
381,000
132,000

2,181,200
539,900
316,000
107,100
121,600
907,400
122,900
62,000
367,000
112,000

82,800
55,600
293,600
-28,000
25,400
227,500
0
-8,700
25,000
0

81,400
58,100
87,600
-28,000
25,400
227,500
0
6,000
39,000
20,000

5,354,100

4,680,900

4,837,100

673,200

517,000

703,000

703,000

771,600

0

412,600
83,100
52,400
5,000

396,400
81,700
52,400
5,000

354,600
67,700
52,400
1,800

16,200
1,400
0
0

58,000
15,400
0
3,200

553,100
149,900

535,500
167,500

476,500
295,100

17,600
-17,600

76,600
-145,200

73,307,900

70,797,300

71,216,800

2,510,600

2,091,100

Page 60

O23
O24
O25
O26
O27
O28
O29
O30
O31
O32

-68,600 O33

May 28, 2014

O34
O35
O36
O37

APPENDIX C

GENERAL FUND
BUDGET SUMMARY
2014-2015
Proposed
Budget
2014-2015

Budget
2013-2014

Projected
2013-2014

Change
Budget To
Budget

Change
Budget To
Projected

Line

FINANCIAL SERVICES
Administration
Salaries
Benefits
Supplies and Materials
Travel
Liability Insurance
Professional Services
Service Fees

Subtotal
Excel - Before and After School Program
Revenue
Salaries
Benefits
Other

Subtotal
Net Revenue
Adult EAL
Revenue
Expenditure
Net Revenue
Total Financial Services
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1,606,500
400,800
185,000
3,000
227,900
38,100
25,000

1,562,300
369,000
210,000
5,000
257,200
45,000
30,000

1,537,200
370,600
189,800
3,700
227,900
37,000
30,000

44,200
31,800
-25,000
-2,000
-29,300
-6,900
-5,000

69,300
30,200
-4,800
-700
0
1,100
-5,000

2,486,300

2,478,500

2,396,200

7,800

90,100

8,431,200

7,740,900

8,229,600

690,300

201,600

F8

4,549,900
550,700
641,200

4,105,600
483,800
600,300

4,161,800
487,400
614,900

444,300
66,900
40,900

388,100
63,300
26,300

F9
F10
F11

5,741,800
2,689,400

5,189,700
2,551,200

5,264,100
2,965,500

552,100
138,200

477,700
-276,100

2,592,000

2,105,600

2,105,600

486,400

486,400 F12

2,592,000
0

2,105,600
0

2,105,600
0

486,400
0

486,400 F13
0

10,820,100

9,773,800

9,765,900

1,046,300
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APPENDIX C

GENERAL FUND
BUDGET SUMMARY
2014-2015
Proposed
Budget
2014-2015

Budget
2013-2014

Projected
2013-2014

Change
Budget To
Budget

Change
Budget To
Projected

Line

HUMAN RESOURCE SERVICES
Administration
Salaries
Benefits
Pension Top-Ups
Supplies and Materials
Travel
Service Contracts

Subtotal

1,668,600
416,700
40,000
101,100
7,200
5,000

1,676,000
392,800
41,800
106,100
8,200
7,000

1,643,700
392,700
41,800
103,800
8,000
5,000

-7,400
23,900
-1,800
-5,000
-1,000
-2,000

24,900
24,000
-1,800
-2,700
-800
0

2,238,600

2,231,900

2,195,000

6,700

43,600

H1
H2
H3
H4
H5
H6

Staff Development
Professional Development

Subtotal
Total Human Resource Services

TOTAL EXPENDITURES

NET SURPLUS/(DEFICIT)

Draft General Fund Business Plan
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2,134,400

2,095,000

2,085,600

39,400

48,800

2,134,400

2,095,000

2,085,600

39,400

48,800

4,373,000

4,326,900

4,280,600

46,100

92,400

433,595,600

410,217,300

414,634,800

23,378,300

18,960,800

0

0

-596,600

0

596,600

Page 62

May 28, 2014

H7

APPENDIX C

GENERAL FUND
FTE COUNT - BUDGET SUMMARY
2014-2015
Proposed
Budget
2014-2015

Budget
2013-2014

Change
Budget To
Budget

Projected
2013-2014

Change
Budget To
Projected

SCHOOL ADMINISTRATION
Salaries - Teachers
Classroom
Special Education
Student Support
Library and Guidance
Teacher Administrators
Board Administration

2,408.2
308.7
122.8
81.6
248.1
15.0

2,345.3
308.7
111.8
67.8
250.1
15.0

2,345.3
308.7
111.8
67.2
250.1
15.0

62.9
0.0
11.0
13.8
-2.0
0.0

62.9
0.0
11.0
14.4
-2.0
0.0

3,184.4

3,098.7

3,098.1

85.7

86.3

587.8
21.0
10.4
152.6
4.0
2.0

577.8
21.0
10.4
154.6
4.0
3.0

577.8
21.0
10.4
154.6
4.0
2.0

10.0
0.0
0.0
-2.0
0.0
-1.0

10.0
0.0
0.0
-2.0
0.0
0.0

Subtotal

777.8

770.8

769.8

7.0

8.0

Total School Administration

3,962.2

3,869.5

3,867.9

92.7

94.3

79.0
3.0
23.0

79.0
3.0
24.0

79.1
3.0
24.0

0.0
0.0
-1.0

-0.1
0.0
-1.0

105.0

106.0

106.1

-1.0

-1.1

Subtotal
Salaries - Non-Teachers
Educational Program Assistants
Student Support
Library Support Specialists
School Secretaries
Board Administration
Security

PROGRAM
Salaries - Teachers
Special Education
Student Support
Board Administration

Subtotal
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APPENDIX C

GENERAL FUND
FTE COUNT - BUDGET SUMMARY
2014-2015
Proposed
Budget
2014-2015

Budget
2013-2014

Change
Budget To
Budget

Projected
2013-2014

Change
Budget To
Projected

Salaries - Non-Teachers
Board Administration
Student Services Secretaries

Subtotal
Total Program

6.5
5.9

6.5
5.9

6.5
5.9

0.0
0.0

0.0
0.0

12.4

12.4

12.4

0.0

0.0

117.4

118.4

118.5

-1.0

-1.1

10.0
9.0

10.0
9.0

10.0
9.0

0.0
0.0

0.0
0.0

19.0

19.0

19.0

0.0

0.0

19.0

19.0

19.0

0.0

0.0

BOARD SERVICES
Board Members
Administration

Subtotal
Total Board Services

OPERATIONS SERVICES
Board Administration
Administration

Subtotal

26.0

26.0

26.0

0.0

0.0

26.0

26.0

26.0

0.0

0.0

303.9
42.0

305.8
42.0

306.5
42.0

-1.9
0.0

-2.6
0.0

345.9

347.8

348.5

-1.9

-2.6

5.0
34.0

5.0
35.0

5.0
35.0

0.0
-1.0

0.0
-1.0

39.0

40.0

40.0

-1.0

-1.0

Facilities and Grounds
Custodial
Maintenance

Subtotal
Technology Services
Administration
Technicians

Subtotal
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GENERAL FUND
FTE COUNT - BUDGET SUMMARY
2014-2015
Proposed
Budget
2014-2015

Budget
2013-2014

Change
Budget To
Budget

Projected
2013-2014

Change
Budget To
Projected

Facilities Rentals
Administration

Subtotal
Total Operations Services

1.0

1.0

1.0

0.0

0.0

1.0

1.0

1.0

0.0

0.0

411.9

414.8

415.5

-2.9

-3.6

FINANCIAL SERVICES
Board Administration
Administration

Subtotal

26.0

26.0

26.0

0.0

0.0

26.0

26.0

26.0

0.0

0.0

9.0

7.0

7.0

2.0

2.0

9.0

7.0

7.0

2.0

2.0

35.0

33.0

33.0

2.0

2.0

EXCEL
Administration

Subtotal
Total Financial Services

HUMAN RESOURCE SERVICES
Board Administration
Administration

Subtotal

Total Human Resource Services
TOTAL FTE COUNT

Draft General Fund Business Plan
and Budget 2014-2015

23.0

23.0

23.0

0.0

0.0

23.0

23.0

23.0

0.0

0.0

23.0

23.0

23.0

0.0

0.0

4,568.5

4,477.7

4,476.9

90.8

91.5
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HALIFAX REGIONAL SCHOOL BOARD
SCHOOL ADMINISTRATION AND PROGRAM - BENEFIT SUMMARY
2014-2015

Statutory
School Administration
Classroom Teachers
Special Education
Student Support
Library and Guidance
Teacher Administrators
Board Administration
Program Support Staff
Total Benefits - School Administration
Program
Special Education
Student Support
Board Administration
Total Benefits - Program

Draft General Fund Business Plan
and Budget 2014-2015

Medical/Dental
Sal Con

Service
Awards

Pension

Total

10,005,300
3,429,700
537,000
313,000
903,900
74,200
773,600

802,800
2,021,600
90,900
53,900
102,200
12,500
327,900

1,423,000
248,200
89,100
61,400
246,300
16,200
0

6,600
2,591,100
98,000
52,200
0
23,900
691,700

12,237,700
8,290,600
815,000
480,500
1,252,400
126,800
1,793,200

16,036,700

3,411,800

2,084,200

3,463,500

24,996,200

333,100
20,700
116,000

45,300
1,600
23,300

63,700
2,600
24,400

26,200
0
39,500

468,300
24,900
203,200

469,800

70,200

90,700

65,700

696,400
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HALIFAX REGIONAL SCHOOL BOARD
DRAFT SUPPLEMENTARY FUND BUDGET
2014-2015

INTRODUCTION/PLANNING CONTEXT
The Halifax Regional School Board (HRSB) provides quality educational opportunities for students
who reside within the Halifax Regional Municipality (HRM). The HRSB shares common goals and
works together with the Halifax Regional Municipality to create a healthy, sustainable, viable and
well-educated community.
It is within the framework of a shared vision with HRM for excellence in educational opportunities
and student achievement that supplementary funding is provided on an annual basis. There is a
long history of the former cities of Halifax and Dartmouth providing funding for public education that
is above the mandatory amount directed annually by the Province. The former Halifax County and
Bedford communities have benefited from supplementary funding over the past 12 years.
Supplementary funding is used to enhance and augment educational programs and services to
students who live in the Halifax Regional Municipality. Supplementary funding allows students to
benefit from programs and services that might not be available with the general funding received by
the HRSB.
More than 99% of the funding is spent on staffing. In 2013-14, the funding provided for 149.4 FTE
teacher positions and 104.7 FTE school based student support staff. A significant portion of the
funding is spent to provide enhanced arts and music programs, lower class sizes, and increased
student support throughout the region.
HRM and HRSB entered into an agreement in the spring of 2007 that covered arrangements for
providing supplementary funding. The original agreement achieved tax rates harmonized among all
areas of HRM. The HRSB also made improvements in the allocation of the funds to provide for
regional equity in the resources provided from supplementary funding.
In time for the 2011-2012 fiscal year, the existing agreement was renewed for a further 4 year
term. This proposal was approved by both HRM Council and the Halifax Regional School Board.
The renewed agreement extends to March 31, 2015 and includes an annual reduction of
supplementary funding of $450,000, which is the same reduction that had occurred annually over
the previous 4 years. While the funding will continue to decline, it does provide for longer term
predictability so that the HRSB can plan for strategic allocations of this funding.
With a renewed agreement in place, the context for establishing the 2014-2015 supplementary fund
budget proposal follows on the direction set in previous years. The actual amount of funding is
reduced by $450,000 for 2014-2015 in accordance with the joint agreement. Where the total
amount of supplementary funding is shared with the Conseil scolaire acadien provincial (CSAP), the
HRSB share is estimated to reduce by a total of $509,900 due to a decrease in the portion of total
enrolment within HRM. (Budget to budget change reflects a reduction of $558,500 due to a
variance between the budgeted and final actuals for 2013-2014.)
The 2014-2015 budget proposal is based on the amount outlined in the joint agreement for this
fiscal year. The Board maintains its commitment to retain spending levels for arts and music with
efforts to increase funding in these programs throughout the region as resources become available.
It is important to recognize that with declining enrolment, specialist allocations per class will reduce,
with the reduction in the number of individual classes.
Draft Supplementary Fund Budget
2014-2015
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FINANCIAL SUMMARY
The supplementary fund budget proposal is based on the amount indicated in the joint agreement.
The basis for deriving the total supplementary funding to the HRSB is as follows:
Total approved funding 2013-2014

$17,696,100

Overall reduction in funding 2013-2014
(as per joint agreement)

<450,000>

Estimated proportionate share to CSAP based on enrolment as
per legislation

<744,900>
$16,501,200

Estimated total funding for 2014-2015

Over 99% of the supplementary funds are spent on salaries and benefits. The increases and
anticipated increases within collective agreements for 2014-2015 have been reflected in this budget
proposal. Salary and benefit costs have been budgeted for staff in all union groups based on actual
and projected staffing.
Overall adjustments in the budgets were necessary to offset the funding reduction and the impact of
salary increases. The budget proposal for 2014-2015 is summarized as follows:

Revenues

Budget Proposal
2014-2015

Approved Budget
2013-2014

$16,501,200

$17,059,700

Supplementary Funding

Draft Supplementary Fund Budget
2014-2015
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HALIFAX REGIONAL SCHOOL BOARD
DRAFT SUPPLEMENTARY FUND BUDGET
2014-2015

Expenditures

Budget Proposal
2014-2015

Approved Budget
2013-2014

809,500
557,500
0
587,900
3,411,000
1,528,800
6,894,700

770,200
516,300
259,500
561,300
3,433,200
1,516,300
7,056,800

2,438,600
494,000
956,700
3,889,300

2,549,600
480,400
935,400
3,965,400

2,257,000
260,100
2,517,100

2,185,400
736,600
2,922,000

401,700

411,000

361,500
26,100
40,900
120,500
549,000

308,100
25,500
40,100
116,800
490,500

900,000
351,400
100,900
450,100
1,803,300

916,800
343,000
108,300
374,100
1,742,200

353,100

378,800

73,000
20,000
93,000

73,000
20,000
93,000

$16,501,200

$17,059,700

Classroom Teachers
Elementary Music
Junior High Music and Art
Physical Education
Elementary Art
Additional Teachers
Fine Arts

Sub-total

Special Education
Resource Teachers
Social Workers
Educational Program Assistants

Sub-total

Library and Guidance
Library Support Specialists
Guidance

Sub-total

Curriculum Leadership
Other
Early Learning Opportunities
Student Services Secretaries
Secretaries
Student Support Workers

Sub-total

Benefits
Statutory

Medical/Dental/Salary Continuation

Service Awards
Pension

Sub-total

Substitutes
Program Support
Program Supplies and Materials
Therapeutic Swim Program

Sub-total

TOTAL EXPENDITURES

Draft Supplementary Fund Budget
2014-2015

Page 5

Draft May 28, 2014

HALIFAX REGIONAL SCHOOL BOARD
DRAFT SUPPLEMENTARY FUND BUDGET
2014-2015

SUPPLEMENTARY FUND BUDGET HIGHLIGHTS
The 2014-2015 Supplementary Fund budget represents a reduction of $558,500 from the total
funding budgeted in 2013-2014. It is anticipated that CSAP will receive a slightly greater proportion
of the funding than last year as their enrolment is increasing within HRM as compared to HRSB.
As noted previously, provision has been made within the budget for estimated negotiated salary and
wage increases within collective agreements. Over 99% of the supplementary funds are directed to
staff salaries and benefits.
The budget takes into account the full year impact of reductions made in 2013-2014. Adjustments
in staffing take place on a school-year basis so any reductions take into account the timing of these
adjustments within the fiscal period.
The adjustments proposed for 2014-2015 are as follows:




Increase of 0.6 FTE Additional Classroom teachers
Reduction of 0.2 FTE Library Support Specialist position (as a result of school closures)
Reduction of 9.4 FTE Guidance teachers (these positions have been re-allocated to the
general fund)

All of these changes are effective as of the start of the next school year on August 1, 2014.

Draft Supplementary Fund Budget
2014-2015
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HALIFAX REGIONAL SCHOOL BOARD
DRAFT SUPPLEMENTARY FUND BUDGET
2014-2015

SUMMARY OF SUPPLEMENTARY FUND
BUDGET PROPOSAL FOR 2014-2015
Approval of this budget proposal results in the following resource allocations for the 2014-2015
school year.
CATEGORY

RESOURCES

DESCRI P TI ON

Elementary Music

11.0 FTE

All elementary school classes in HRM receive an enhanced
allocation to increase the number of music classes.

Junior High Music
and Art

7.6 FTE

All junior high schools in HRM receive an enhanced allocation to
support elective programming in music and art.

Elementary Art

8.0 FTE

Grades 4 to 6 in elementary schools in the former Halifax District
School Board receive an additional 60 minutes per week of art
instruction provided by an art specialist (historical program). An
Elementary Art Consultant works with teachers on the delivery of
the art program in Dartmouth (historical position). The pottery
lab at St. Catherine’s School offers a program open to all schools
in HRM that bus the students to the site to participate.

Additional Classroom
Teachers

56.5 FTE

Additional teaching staff are provided across HRM to lower class
size and to provide additional “profile support” to schools with
identified needs. A 0.3 teaching position to support the
Therapeutic Swim program is included here, as well.

Fine Arts

20.8 FTE

Fine Arts specialists provide All City Music/Fine Arts programs
across HRM. In addition, there are two Fine Arts family positions
allocated through the funds.

Resource Teachers

30.7 FTE

These additional teachers provide enhanced programming
opportunities for students requiring resource support across all
schools in HRM. It also increases the schools’ ability to provide
early interventions with small groups and to serve the academic
and behavioral needs of students.

Social Workers

6.0 FTE

This group of social workers meets emotional, social and family
needs in the former Cities of Halifax and Dartmouth (historical
positions).

Educational Program
Assistants

27.0 FTE

This group of Educational Program Assistants provides support to
high needs students across HRM. This staff is allocated based on
identified needs.

Library Support
Specialists

63.7 FTE

All schools in HRM have the benefit of additional library support
staff, thereby allowing students direct access to school libraries to
improve student achievement.

Draft Supplementary Fund Budget
2014-2015
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HALIFAX REGIONAL SCHOOL BOARD
DRAFT SUPPLEMENTARY FUND BUDGET
2014-2015
Student Services
Secretaries

0.7

These part time positions (.5 and .2) support the supplementary
funded special education staff in the site offices serving schools
formerly under the jurisdictions of the Halifax and Dartmouth
District Schools Boards.

Early Learning
Opportunities
Teachers

9.0

The Early Learning Opportunities program focuses on preparing
young children for entry into the public school system. The
program is offered in 5 areas across HRM: Joseph Howe,
Rockingstone Heights, Nelson Whynder, South Woodside and
Harbour View Elementary Schools.

School Secretaries

1.1

These positions (.8 and .3) support the Fine Arts programs.

Student Support
Workers

3.0

Student Support Workers provide support to at-risk students and
enhance the allocation of Student Support Workers currently
provided in the General Fund. There are two positions in the
former City of Halifax and one position in the former City of
Dartmouth (historical positions).

Curriculum
Leadership

All High schools in HRM identify teacher leaders to provide
curriculum leadership and teacher support for core subject areas.

Fine Arts Supplies

These funds provide supplies and materials for the pottery lab
and All City/Fine Arts programs across HRM.

Therapeutic Swim

This program is offered to students with special needs formerly
under the jurisdiction of the former Halifax District School Board
(historical position).

Draft Supplementary Fund Budget
2014-2015
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APPENDIX A

BUDGET SUMMARY

Budget
2014-2015

Budget
2013-2014

Projection
2013-2014

Change
Budget To
Budget

Change
Budget To
Projection

16,501,200

17,059,700

17,011,100

-558,500

-509,900

809,500
557,500
0
587,900
3,411,000
1,528,800
6,894,700

770,200
516,300
259,500
561,300
3,433,200
1,516,300
7,056,800

772,800
524,700
259,700
562,100
3,330,500
1,488,000
6,937,800

39,300
41,200
-259,500
26,600
-22,200
12,500
-162,100

36,700
32,800
-259,700
25,800
80,500
40,800
-43,100

2,438,600
494,000
956,700
3,889,300

2,549,600
480,400
935,400
3,965,400

2,535,500
480,500
909,700
3,925,700

-111,000
13,600
21,300
-76,100

-96,900
13,500
47,000
-36,400

2,257,000
260,100
2,517,100

2,185,400
736,600
2,922,000

2,195,500
742,000
2,937,500

71,600
-476,500
-404,900

61,500
-481,900
-420,400

401,700

411,000

403,100

-9,300

-1,400

REVENUES
Supplementary Funding
EXPENDITURES

Classroom Teachers
Elementary Music
Junior High Music and Art
Physical Education
Elementary Art
Additional Teachers
Fine Arts
Sub-total

Special Education
Resource Teachers
Social Workers
Educational Program Assistants
Sub-total

Library and Guidance
Library Support Specialists
Guidance
Sub-total

Curriculum Leadership
Draft Supplementary Fund Budget
2014-2015
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APPENDIX A

BUDGET SUMMARY

Budget
2014-2015

Budget
2013-2014

Projection
2013-2014

Change
Budget To
Budget

Change
Budget To
Projection

26,100
361,500
40,900
120,500
549,000

25,500
308,100
40,100
116,800
490,500

24,300
317,700
38,200
116,600
496,800

600
53,400
800
3,700
58,500

1,800
43,800
2,700
3,900
52,200

900,900
351,400
100,900
450,100
1,803,300

916,800
343,000
108,300
374,100
1,742,200

1,006,800
326,200
102,100
389,600
1,824,700

-15,900
8,400
-7,400
76,000
61,100

-105,900
25,200
-1,200
60,500
-21,400

353,100

378,800

378,800

-25,700

-25,700

73,000
20,000
93,000

73,000
20,000
93,000

86,700
20,000
106,700

0
0
0

-13,700
0
-13,700

16,501,200

17,059,700

17,011,100

-558,500

-509,900

Other
Student Services Secretaries
Early Learning Opportunities
Secretaries
Student Support Workers
Sub-total

Benefits
Statutory
Medical/Dental/Salary Continuation
Service Awards
Pension
Sub-total

Substitutes
Program Support
Program Supplies and Materials
Therapeutic Swim Program
Sub-total

TOTAL EXPENDITURES

Draft Supplementary Fund Budget
2014-2015
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DRAFT SUPPLEMENTARY FUND BUDGET
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APPENDIX A

STAFFING BUDGET

School Year
2013-2014 (April-July)
FTE's
Salary Cost

School Year
2014-2015 (August -March)
FTE's
Salary Cost

TOTAL
Salary Cost

Classroom Teachers
Elementary Music
Junior High Music and Art
Elementary Art
Additional Teachers
Fine Arts
Sub-total

11.00
7.60
8.00
55.90
20.80
103.30

274,800
189,300
199,600
1,149,800
519,000
2,332,500

11.00
7.60
8.00
56.50
20.80
103.90

534,700
368,200
388,300
2,261,200
1,009,800
4,562,200

809,500
557,500
587,900
3,411,000
1,528,800
6,894,700

30.70
6.00
27.00
63.70

827,900
167,700
324,800
1,320,400

30.70
6.00
27.00
63.70

1,610,700
326,300
631,900
2,568,900

2,438,600
494,000
956,700
3,889,300

63.90
9.40
73.30

767,800
260,100
1,027,900

63.70
0.00
63.70

1,489,200
0
1,489,200

2,257,000
260,100
2,517,100

266,700

401,700

Special Education
Resource Teachers
Social Workers
Educational Program Assistants
Sub-total

Library and Guidance
Library Support Specialists
Guidance
Sub-total

Curriculum Leadership
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APPENDIX A

STAFFING BUDGET

School Year
2013-2014 (April-July)
FTE's
Salary Cost

School Year
2014-2015 (August -March)
FTE's
Salary Cost

TOTAL
Salary Cost

Other
Student Services Secretaries
Early Learning Opportunities
Secretaries
Student Support Workers
Sub-total

0.70
9.00
1.10
3.00
13.80

8,200
122,700
12,800
40,900
184,600

0.70
9.00
1.10
3.00
13.80

17,900
238,800
28,100
79,600
364,400

26,100
361,500
40,900
120,500
549,000

504,300
231,300
65,000
297,300
1,097,900

900,900
351,400
100,900
450,100
1,803,300

Benefits
Statutory
Medical/Dental/Salary Continuation
Service Awards
Pension
Sub-total

396,600
120,100
35,900
152,800
705,400

Substitutes
Short Term Sick Leave

Total Salary and Benefits

Draft Supplementary Fund Budget
2014-2015

353,100

254.10

5,705,800

Page 12

245.10

10,349,300

16,408,200

May 28, 2014

Public
Private
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HALIFAX REGIONAL SCHOOL BOARD
SCHOOL BASED FUNDS POLICY

PURPOSE:

To seek approval from the Governing Board for revisions to the
School Based Funds Policy.

BACKGROUND:

The School Based Funds Policy was originally approved on May 31,
2006. The policy has been changed in order to comply with the
format of other policies of the Halifax Regional School Board. The
policy has accompanying procedures and a Handbook. These have
been updated in order to make reference to the school accounting
software which was changed in 2008. There have also been changes
made to the Handbook to expand on best accounting practices at the
school level.
The updated documents have been reviewed with School
Administration staff, and School Principals, as well as Senior Staff.
Consultation was also sought from SACs and PTA/Home and School
organizations.

CONTENT:

The proposed policy incorporates the policy template approved by the
Governing Board for policy documents. The procedures and
accompanying handbook are separate documents. The procedures
outline the roles and responsibilities of HRSB staff, school based staff
and external groups such as staff-parent groups. The changes made to
the handbook include all reference to Quicken (previous accounting
software) updated to SchoolCash (current accounting software). The
handbook also now includes a section on the use of gift cards,
compliant with the rules of Canada Revenue Agency. Other changes
include the clarification of best accounting practices at the school
level.

COST:

n/a

FUNDING:

n/a

TIMELINE:

Upon Governing Board approval.

APPENDICES:

School Based Funds Policy
School Based Funds Procedures and Handbook

RECOMMENDATIONS:

The Governing Board approve the revisions to the School Based
Funds Policy.

COMMUNICATIONS:
AUDIENCE
HRSB Community

RESPONSIBLE
Doug Hadley via
website

TIMELINE
Upon Governing
Board approval

School Principals

Danielle McNeilHessian

Upon Governing
Board approval

From:

For further information please contact Selena Henderson, Corporate
Secretary at shenderson@hrsb.ca or Terri Thompson at
tthompson@hrsb.ca.

To:

Policy Development and Review Committee- April 9, 2014,
May 13, 2014
Regular Board June 4, 2014

Filename: ktucker/School Based Funds Policy – Report 14-05-1472
Date last revised: May 28, 2014

CODE: E.002
Financial Services

School Based Funds
Policy
Policy Overview
This policy describes how to manage school based funds to ensure that schools meet the legal
and accounting requirements of the Halifax Regional School Board (HRSB), the Nova Scotia
Department of Education and Early Childhood Development (EECD), and the Canada Revenue
Agency (CRA).
Table of Contents
1.0
2.0
3.0
4.0
5.0
6.0

Legislative Context
Definition of School Based Funds
Rationale
Scope
Authorization
Policy Review

Policy and Procedures History
•
•
•
•

1.0

Policy approved November 28, 2000
Procedures approved January 2001
Policy & Procedures revised May 31, 2006
Handbook created May 31, 2006

Legislative Context
1.1

Nova Scotia Education Act

1.2

Canada Revenue Agency – Interpretative Bulletins, including but not limited to:
• RC4034 GST/HST Public Service Bodies’ Rebates
• T4130 Employers’ Guide – Taxable Benefits and Allowances
• RC4157 Deducting Income Tax on Pension and Other Income, and Filing the
T4A Slip and Summary

1.3

HRSB Purchasing Policy & Handbook

School Based Funds Policy
Approval Date:
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2.0

Definition of School Based Funds
2.1

3.0

4.0

School based funds are defined as all funds available to or managed at the school,
other than funds provided by the approved budget of the board. They include a
wide range of funds received, raised, or collected in the name of the school or a
school activity for the benefit of the students of that particular school.

Rationale
3.1

The Halifax Regional School Board is accountable to its students, parents,
community members, partners, and to the Province of Nova Scotia through the
Department of Education and Early Childhood Development (EECD), for the
effective management of school based funds.

3.2

To maintain high standards of accountability to the public, the board requires
schools to use generally accepted accounting practices to manage all the funds
they collect.

3.3

Each school within the Halifax Regional School Board is part of the corporate
body of the board. The school’s financial records – including records of all funds
raised in the name of the school – are part of the board’s financial records and
must be included in the board’s annual audited financial statements.

Scope
This policy applies to all funds received, raised, or collected in the name of the school or
school groups (e.g., student council, school teams or clubs, cafeterias, staff-parent
associations or organizations), including:
4.1
4.2
4.3
4.4

Funds raised through contracts and service agreements
Student fees as defined in the Student Fees Guidelines (see Appendix B in School
Based Funds Handbook)
School based fundraising for charities and/or specific events or initiatives
Funds donated to schools

School Based Funds Policy
Approval Date:
Last Revision Date:
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5.0

Authorization
5.1

6.0

The Superintendent is authorized to develop and implement procedures in support
of this policy.

Policy Review
6.1

This policy will be reviewed every 5 years or on an as needed basis.

School Based Funds Policy
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School Based Funds
Procedures
1. Use of School Based Funds
1.1

There are two types of school based funds: general purpose funds and funds
raised for a specific purpose.
1.1.1

General Purpose Funds
1.1.1.1

1.1.2

1.2

Funds raised for a general purpose through contracts, fees and/or
fundraising activities, with no specific intent, must be used for
school related activities, as approved by the school principal.

Funds Raised for a Specific Purpose
1.1.2.1

Funds raised for a specific purpose must be used for the
purpose that is agreed upon before fundraising activities begin.
Decisions regarding the purpose of a particular fundraising
activity or activities must be documented in writing and
approved by all parties involved in the activity or activities.
The principal must approve all fundraising activities and has
the authority to withhold approval if he or she deems the
activity to be unsafe or inconsistent with board policies.

1.1.2.2

If, at the end of the school year, there is a balance remaining of
funds raised for a specific purpose, the balance must be carried
forward to the next year, and not used for another purpose
without prior agreement among all parties regarding their
application to other uses.

Unacceptable uses of school based funds include:
1.2.1

Mileage and travel reimbursements to employees. These must be
processed through the board’s Payroll Office.

1.2.2

Monetary payments to employees for services. All payments for services,
even those outside the normal course of one’s duties, must be paid through
the board’s Financial Services Department. School funds can be used to
reimburse these costs, but the payment must flow through Financial
Services because these disbursements require the board to issue a T4 or
T4A slip.

1.2.3

Payments for items tendered through the board’s Purchasing Office. These
must be ordered through the approved purchasing method.

1.2.4

Personal items for staff or other non-school-related expenditures,
including donations to third party organizations for non-education related
purposes.

School Based Funds Procedures
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1.2.5

Gift cards with the exceptions as noted in Chapter 2 of the Handbook.

1.2.6

The purchase of alcohol including, but not limited to, beverages as part of
a meal or alcohol purchased as gifts or prizes.

2. Roles and Responsibilities
2.1 Financial Services Department
The Director, Financial Services and/or designated Financial Services staff have these
responsibilities:
2.1.1

Develop and update the Halifax Regional School Board’s School Based
Funds Policy, Procedures and the supporting Handbook.

2.1.2

Provide periodic professional development to school staff to ensure
effective implementation of this policy and associated procedures.

2.1.3

Follow up on audit reports of school based funds that may be completed
from time to time.

2.1.4

Receive and maintain a central file of annual financial reports from each
school.

2.1.5

Ensure that schools have appropriate accounting software and/or
technology for administering school based funds.

2.1.6

Authorize the number and purpose of bank accounts that can be
maintained for each school.

2.1.7

Prepare an annual report of school based funds for the board.

2.2 School Administration Department
The Director of School Administration and/or designated School Administration staff have
these responsibilities:
2.2.1

Monitor implementation of this policy and associated procedures as
defined in the board’s School Based Funds Policy.

2.2.2

Report any of the following incidents to the Director, Financial Services
or designated staff:
•

lost or stolen funds

•

misuse of funds

•

failure to follow this policy and associated procedures.

School Based Funds Procedures
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2.3 Principals
The Education Act, section 38 (2) (o) states: "It is the duty of a principal to account to the
school board for money received from the school board, or any other source". In carrying
out these duties, principals have the following responsibilities:
2.3.1

Ensure that effective accounting procedures, practices and internal
controls are implemented in accordance with the board’s School Based
Funds Policy, Procedures and the supporting Handbook.

2.3.2

Submit an annual financial report for the fiscal year ending March 31 to
Financial Services not later than April 21 of each school year.

2.3.3

Designate a staff person or persons (e.g. school secretary or vice
principal) to be responsible for receipts, disbursements, banking, and
record-keeping.

2.3.4

Approve any new bank account.

2.3.5

Ensure that processes are in place to adequately control funds within the
school, including security over cash and accounting records. These
processes include, but are not limited to, ensuring that:
2.3.5.1 All funds raised by, or in the name of the school, are deposited
intact to an approved school bank account and never into an
individual’s personal bank account.
2.3.5.2 All bank accounts have a minimum of two and maximum of four
authorized signing officers, one of whom must be the principal.
2.3.5.3 Cheques are never pre-signed.
2.3.5.4 Any transaction over $25,000, with the exception of school trips,
is processed through Financial Services and not a school’s bank
account.
2.3.5.5 Any disbursement requiring a T4 tax slip is processed through
the board’s Payroll Office.

2.3.6

Communicate responsibilities to staff members and others who collect
funds in the school’s name (e.g., parent–teacher associations or
organizations).

2.3.7

Ensure that a specific staff member is designated as the contact person
for each group, club or class involved with financial transactions.

2.3.8

Review accounting records at least monthly.

2.3.9

If funds are lost or stolen, immediately notify the School Administration
Supervisor, who will notify the Regional Accounting Services Manager.

School Based Funds Procedures
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2.3.10

Ensure that the school or anyone representing the school does not enter
into contracts of more than one year, in the name of the school or the
board, without first consulting with the board’s Purchasing Office.

2.3.11

Ensure that monetary payments to non-employees for services in excess
of $100 per transaction are paid through the board’s Accounts Payable
Office, unless the individual has a valid business number, which puts the
onus on the individual to file a tax return.

2.4 Designated Accounting Staff Person or Persons
The principal may designate one or more individuals in the school to:
2.4.1

Implement the procedures in the board’s School Based Funds Policy,
Procedures and the supporting Handbook as directed by the principal.

2.4.2

Act as one of the approved signing officers on the school bank
account(s).

2.4.3

Count and verify funds received for deposit, and issue receipts to the
individual(s) remitting the funds.

2.4.4

Prepare bank deposits and deposit funds at the bank on a daily basis,
unless there is a safe on site, in which case the deposits must be made at
least weekly.

2.4.5

Issue cheques and ensure that all requests for payments are properly
supported and approved by the principal, normally before cheques are
prepared.

2.4.6

Record transactions in the accounting system on a regular basis (no less
than weekly).

2.4.7

Complete the monthly bank reconciliation (within 21 days of the end of
the month).

2.4.8

Complete the monthly file and give it to the principal for review.

2.4.9

Prepare transaction reports as required.

2.4.10

Advise the principal of deviations from procedures defined in the School
Based Funds Handbook.

2.4.11

Prepare the annual financial report and submit it to the principal for
approval.

2.4.12

Assist during any audit by providing information and supporting
documentation as required.

2.4.13

Notify the principal, the School Administration Supervisor or the
Regional Accounting Services Manager of any financial irregularities
(i.e., lost or stolen funds, misuse of funds) at the school.

School Based Funds Procedures
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2.5 School Based Staff
School based staff with responsibility for school based funds, other than those designated
by the principal in section 2.4, have these responsibilities:
2.5.1

Work with the principal to ensure that the sources and uses of school
based funds comply with board policy and the established procedures in
the board’s School Based Funds Policy, Procedure and the supporting
Handbook.

2.5.2

Ensure that fundraising activities involving students and/or the school
are in compliance with board policies and approved by the principal.

2.5.3

Ensure that funds received are used for the purposes for which they were
raised or collected.

2.5.4

Ensure that the details of any financial activity related to their class or
club are recorded completely and accurately.

2.5.5

Request and review transaction reports on a regular basis, and advise the
accounting designate of any discrepancies.

2.6 Staff–Parent Groups
2.6.1

All funds raised by student and/or volunteer groups in the name of the
school are considered to be school based funds with the exception of
properly constituted organizations that operate independently.

2.6.2

Organizations that raise funds in the name of the school who wish to
apply to operate independently are responsible for submitting
Application for Exemption for Volunteer Organizations (Appendix B11) to the Director, Financial Services for approval on an annual basis.

2.6.3

Any group that raises funds in the name of the school with the exception
of those approved under section 2.6.2 has these responsibilities:
2.6.3.1

Work with the principal or vice-principal to ensure that the
sources and uses of school based funds comply with board
policy and the established procedures in the board’s School
Based Funds Policy, Procedure and the supporting Handbook.

2.6.3.2

Ensure that fundraising activities involving students and/or the
school comply with board policies and are approved by the
principal or vice-principal.

2.6.3.3

Ensure that all bank accounts have a minimum of two and a
maximum of four signing officers and ensure that cheques
written from these accounts have a minimum of two signatures,
one of which must belong to the principal or vice-principal.

2.6.3.4

Submit and/or work with school staff to submit monthly files
and financial reports to the principal or vice-principal
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according to the procedures in the board’s School Based Funds
Policy, Procedures and the supporting Handbook. If monthly
files and financial reports are prepared by the school’s
designated staff person, a monthly report will be generated for
distribution to the Staff-Parent Group executive.
2.6.3.5

Submit and/or work with school staff to submit an annual
financial report for the fiscal year ending March 31.

2.7 External Bookkeepers
2.7.1

An external bookkeeper may be engaged by a school to help with the
following functions only:
2.3.5.6

entering data into the accounting software package

2.3.5.7

completing bank reconciliations

2.3.5.8

generating reports.

2.7.2

There must be a contract for external bookkeeping and it must be
approved by the Director, Financial Services before the services
commence.

2.7.3

The contract must state that the accounting records are always the
property of the school and not the external bookkeeper. The information
must be stored at the school.

2.7.4

The contract must state that the external bookkeeper will not have
signing authority on any of the school’s bank accounts.

3. Audit
3.1

The school based accounting records of all schools may be reviewed periodically
to ensure that they comply with the procedures in the board’s School Based Funds
Policy, Procedures and supporting Handbook.

3.2

All school based accounting records, including those of staff–parent groups, are
subject to audits at any time by Financial Services and internal or external
auditors.

4. Handbook
4.1

The school based funds handbook contains further instructions/descriptions on
how to manage school based funds, including how to record, report, and review
information about the funds. The Handbook is considered an inherent component
of these procedures.

School Based Funds Procedures
Approval Date:
Last Revision Date:

Page 6 of 6

SCHOOL BASED FUNDS
HANDBOOK

Table of Contents
Chapter 1. Sources and Uses of School-Based Funds …………
Examples of School-Based Funds ………………………..
Categories for Tracking Funds …………………………
Acceptable and Unacceptable Uses of Funds …………….
Balancing the Funds at Year-End ………………………

1-1
1-1
1-2
1-2
1-3

Chapter 2. Banking, Receipts & Disbursements
Maintaining Controls ……………………………………..
Establishing a Bank Account ……………………………..
Receiving Money ………………………………………….
Making Payments…………………………………….........
Handling Petty Cash ………………………………...........
Gift Cards……………………………….............................

2-1
2-1
2-2
2-2
2-4
2-7

Chapter 3. Accounting Systems
Using the Recommended Software ……………………….
Tracking Revenues and Expenditures ……………………
Reconciling School Accounts …………………………….

3-1
3-1
3-2

Chapter 4. Financial Reporting and File Management
Responsibilities ………………………………………….
Monthly Reports …………………………………………
Checklist………………………….………………………....
Monthly File Management ……………………………….

4-1
4-1
4-4
4-9

Chapter 5. Harmonized Sales Tax (HST)
Tax Legislation and Regulations ………………………..
Determining When to Charge HST ……………………..
Collecting the GST/HST Rebate ………………………..

5-1
5-1
5-4

Chapter 6. Charitable Donations
Definition and Conditions ………………………………..
Exclusions ………………………………………………..
Gifts in Kind ……………………………………………
Inducements and Tokens of Appreciation ……………….
Receipts ………………………………………………….
Steps for Requesting Receipts …………………………..

6-1
6-1
6-2
6-2
6-2
6-3

Chapter 7. Student Councils
Considerations ………………………………………….

7-1

Chapter 8. Change in Principal or Other Signing Authority
Communicating Financial Information …………………
Changing the Signing Authority ………………………..
Changes in Other Staff ………………………………….

8-1
8-1
8-3

Chapter 9. Year-End Reporting
Demonstrating Accountability ………………………….
Timing …………………………………………………..
Types of Year-End Reports ……………………………..

9-1
9-1
9-1

Part Three: Appendices
Appendix A. Purchasing Policy
Appendix B. Student Fees Guidelines
Appendix C. Sample Forms
Appendix D. Contacts

Chapter 1. Sources and Uses of School Based Funds
The board policy and procedures provide a broad overview of the acceptable sources and uses of
school based funds. This chapter expands on section 4 of the policy by offering some specific
examples of acceptable sources and uses of the funds, and by identifying a minimum list of
categories for tracking the funds.

Examples of School Based Funds
Following are the four types of school based funds identified in the board policy with some
examples of what they might include.
•

Funds raised through contracts and service agreements. Where approved by
the board, schools may raise funds from activities and agreements involving
cafeteria services, vending machines, etc. The school normally receives a portion
of the revenues from this type of contracted service. Any contracts entered into
must conform to the board’s purchasing policy (see
www.hrsb.ca/content/id/185.html).

•

Student fees as defined in Student Fees Guidelines. For example, at the
secondary level, the school collects a fee at the beginning of the school year to
cover costs for such things as the use of lockers or sports equipment, or the
purchase of yearbooks. Often these are referred to as student fees. In some cases,
these fees may be reimbursed at a later date (e.g., in the case of deposits for books
or sports uniforms).

•

School based fundraising for charities and/or specific events or initiatives.
Schools may hold special fundraising drives—for example, to help a charity (such
as the Terry Fox Run), or to provide funds to support a specific event in the school
(such as a school trip), or to support a specific initiative in the school (such as the
purchase of computers). In cases like these, the staff in the school organizes and
manages the fundraising activity. The school principal must be advised of all
fundraising activities that will take place in the school’s name, before they begin.
The principal has the authority to deny activities that do not comply with board
policies and are deemed to be inappropriate, such as activities that interrupt
instructional time, or that are high risk.

•

Funds donated to schools. Donations may be made to a particular school either
for a specific purpose or for general use. Such donations may be eligible for a
charitable donation tax receipt (see Chapter 6, “Charitable Donations”).
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Categories for Tracking Funds
Financial Services has identified a minimum set of umbrellas (or category groupings) that
schools must use to record inflows and outflows of school based funds. All categories must be
grouped under one of the following umbrellas:
•

Administration

•

Athletics (fees, uniform deposit or replacement, gate receipts)

•

Band (fees, travel expenses, uniforms)

•

Breakfast Fund (donations)

•

Cafeteria/Food Services (milk, hot lunch, cafeteria receipts, cafeteria commission)

•

Classroom Funds (teacher accounts, primary fees)

•

Donations (money given to a school)

•

Fundraising

•

Graduation (prom, safe grad fees)

•

Grants

•

Library (money used for books or library resources)

•

Lunch Supervision

•

Parent Groups (donations from parent associations)

•

Program Resources/Activities (instructional expenses that are not covered within
board-allocated funds)

•

Scholarships

•

Student Clubs and Activities (yearbook, newspaper, student council)

•

Student Fees (locker, agendas)

•

Trips (recovery of expense)

•

Board Reimbursed Funds

Acceptable and Unacceptable Uses of Funds
All purchases made using school based funds must comply with the board’s procedures.
Funds raised for a specific purpose must be used for the intended purpose. For example, athletic
fees and graduation fees must be used for their intended purpose.
Funds raised for a general purpose with no specific intent must be used for school-related
activities, at the discretion of the school principal.
Unacceptable uses of school based funds would include (but are not limited to) the items listed in
the School Based Funds Procedures, section 1.2: mileage and travel reimbursement to
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employees, monetary payments to employees for services, gift cards (except as noted on
Handbook page 2-7), any alcohol, payments for items tendered through the board’s Purchasing
Office and personal items for staff or other non-school-related expenditures.
Note: If school based funds are spent on something that may not have the appearance of directly
benefiting the students in the school, be sure to carefully justify the expenditure and keep the
justification on file. For example, include notes on your receipts and other supporting
documentation.
Balancing the Funds at Year-End
The following controls help to ensure that school based funds are appropriately managed and
reported, especially at year-end:
•

If the category is of an ongoing nature or for a future project, and there is a
positive year-end balance in that category at the end of one school year, then the
balance must be rolled forward to the next year, and not be used for another
purpose.

•

Any negative balance at the end of the year must be paid off from other school
funds before the year-end is completed.

•

Year-end balances in one-time categories should be disclosed as such, if they are
to be transferred to other categories.

•

Do not permit deficits for any category, unless these are subsidized by other
general fundraising activities.

For more information see Chapter 9, “Year-End Reporting”.
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Chapter 2. Banking, Receipts & Disbursements
All schools must have a bank account for all school based funds, and a process for recording
transactions. It is essential that controls be in place to safeguard the school’s assets and to help
in the management and record-keeping of these funds. The procedures in this chapter aim
to simplify banking practices as much as possible for school staff, while ensuring that funds
are secure and records are adequate.

Maintaining Controls
It is important that school administrators support and follow the established procedures outlined
in this handbook. Deviation from the procedures will leave the school vulnerable to potential
problems. The goal of the procedures in this chapter is to ensure that money is handled
appropriately and that records are accurate, up-to-date, and useful. However, the procedures are
only as good as their enforcement.
The controls are the same whether the school uses an external bookkeeper or handles the
bookkeeping internally. An external bookkeeper helps a school by entering data into the
accounting software package, completing bank reconciliations, and generating reports. The
principal and/or designate must still follow the procedures for receipts and disbursements, as
well as the monthly review of the reports and month end file.
Establishing a Bank Account
The school should have only a minimum number of bank accounts for school based funds.
Financial Services may limit the number of accounts per school. All bank accounts must meet
these requirements:
•

Each bank account must be in the name of the school.

•

No account may be opened in the school’s name without the prior knowledge and
approval of the school principal.

•

Cheques must be pre-numbered, have two signature lines, and provide a detachable
record or cheque stub with the following payment details:

-

the payee

-

the date

-

the amount of the cheque

-

the purpose of payment (category).

•

The account must require two signatures on all cheques.
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•

It is acceptable to have up to four signing officers. The principal must be one of the
four. If a cheque is payable to any one of the signing officers, that person must not
sign the cheque.

•

Account statements must be issued by the bank on a monthly basis, along with the
cancelled cheques. The cut-off date on bank statements should be the last day of
the month.

•

Internet banking and debit cards are strictly prohibited for any school bank
account.

Receiving Money
All staff and volunteers must follow these requirements for collecting money:
•

Complete a deposit envelope or form, recording the amount collected and the
intended use. (See Appendix C-1, Cash Transmittal Envelope and C-2, Cash
Transmittal Slip.)

•

Give the money and the deposit envelope or form to the designated individual in
the school office who is responsible for counting the money. Turn in all money to
the office on a daily basis.

Designated accounting staff must follow these requirements for receiving, counting, and
depositing money (see the procedures, section 2.4):
•

When money is received at the school, store it onsite in a designated locked and
safe location that has limited access, until it can be deposited.

•

Always count money in the presence of another individual and give a receipt to the
individual or group who submitted the money.

•

Complete a Daily Cash Log (see Appendix C-3). Ensure that the total on the
deposit log matches the amount of the daily deposit.

•

Promptly deposit all money intact to the appropriate bank account, on the same
day you collect it, unless there is a safe onsite. In that case, funds must be
deposited within one week of collection.

Making Payments
Following are a range of procedures for requesting, documenting, approving, paying, and
controlling expenditures. If there is any uncertainty about a payment procedure, consult the
Regional Accounting Services Manager or Clerk for clarification.
General Requirements:

•

Never pay expenditures from the cash collected. Instead, deposit the total funds to
the bank and write a cheque to pay for expenditures.

•

Payments are to be made directly to the vendor providing the goods or services.
Reimbursements to employees should be made on an exception basis only. No
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employee should benefit from these reimbursements (i.e. credit card reward
programs).
•

Record all expenditures and pay them promptly. Expenditures for the current
school year should be paid by June 30 where possible. Reimbursement to
employees for a school year must be paid no later that October 1 of the following
school year, unless approved by the School Administration Supervisor.

•

Make all payments by cheque, except those of a minor nature, which may be paid
from a petty cash fund. (See “Handling Petty Cash”, later in this chapter.)

•

Items that are normally purchased using board-allocated funds should be paid
directly from the Board.

•

Never use Internet banking or bank debit cards for school bank accounts.

Documentation and Approvals:

•

Ensure that all requests for payment are supported by original invoices, receipts, or
other appropriate documentation. (Note: Do not make payments from a company
statement; instead contact the vendor for the detailed invoice.)

•

A payment request form (such as the one in Appendix C-4) is required for all
reimbursements to capture all the relevant information, including the principal’s
approval.

•

Before payment, ensure that the principal signs every receipt/invoice to indicate
approval and to cancel the document. (Reimbursements to principals in excess of
$500 from the school bank account must be approved by their School
Administration Supervisor.)

•

Before payment of a staff-parent group expenditure, a designated approval
authority from the staff-parent group must sign the receipt/invoice, in addition to
the principal, to indicate approval for payment.

•

Do not make cheques payable to Cash.

•

Do not give payments in advance to employees.

•

When a cheque is issued:

-

Mark the invoice paid.

-

Record the cheque number and date on the original documentation.

-

Attach the cancelled invoice to the cheque stub.

-

File the documentation by month (see Monthly File Management, in Chapter 4).

Cheque Controls:

•

Do not pre-sign cheques or use a signature stamp.

•

Keep a record of all cheque numbers to account for all cheques and to prevent
missing cheques. Keep voided cheques and include them in your monthly file.
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•

Store unused cheques in a designated, locked location to prevent loss or theft.

•

There should only be one sequentially numbered book of cheques in use at all
times.

Purchasing Policy:

•

Follow the board’s Purchasing Policy when procuring all goods and services,
whether you are using school based funds or board funds (see HRSB website
www.hrsb.ns.ca/content/id/185.html ).

•

Except for school trips, do not use a school’s bank account for any individual
transaction over $25,000. Transactions over $25,000 need to be processed through
HRSB purchasing office.

•

All items purchased from the school bank account, including staff-parent groups,
remain the property of the school.

•

Do not use school based funds to purchase items or services if the school expects
to be repaid with board funds. If an item is to be charged against a board account,
it must be processed through the board’s Financial Services Departments, rather
than paid through the school’s chequing account.

Tax Regulations:

•

Disbursements requiring the issuance of T4 or T4A tax slips must be processed
through the board’s Financial Services Department and reimbursed at the board
office. (See the procedures for school based funds, section 1.2.2.)

•

The board is required to issue tax slips to individuals who provide service in an
employer-employee relationship to the board or to any school. This requirement
also applies when paying for services such as substitutes or lunch supervision staff.
To ensure that the required tax slips are prepared, these transactions must be
processed through the board’s Payroll Office, and not through school bank
accounts. If the school will be using school based funds to pay for these services,
the school would then reimburse the board office from their school based account.

•

Payments to individuals who submit an invoice for services rendered, and who
have a valid business number, can be made from school bank accounts. Tax slips
are not required since their Business Number indicates they are registered with the
Canada Revenue Agency (CRA).

•

Schools may apply to CRA to receive a rebate of 68% of any HST paid on school
purchases made through their school based accounts (see Chapter 5, Harmonized
Sales Tax).

Handling Petty Cash
Petty cash funds must be accounted for through the school’s general account, and replenished
with a cheque from that account. It must never be replenished with cash from a deposit. As is
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noted in the section on documentation and approvals, cheques must not be made payable to cash.
Instead they should be made payable to the person cashing the cheque.
A float limit must be established, up to a maximum of $500. When the fund needs to be
replenished, the replenishment amount must equal the total of the disbursements since the last
replenishment. At any point in time, the sum of the receipts and cash on hand must always equal
the float limit.
Receipts or petty cash vouchers must be used for every transaction, and you must track who the
money was paid to, its purpose, and the expense category to which it relates. Petty cash should
be reconciled on a regular basis (no less than weekly), and discrepancies should be reported
immediately to the principal. Figure 2-1 shows a sample Petty Cash Reconciliation. (For a blank
form, see Appendix C-5.)
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Figure 2-1. Petty Cash Reconciliation

Petty Cash Reconciliation
Petty Cash Float
Receipts
Paid to
Mrs Silver
Ace Courior
Staples
Mr. Smith

$150.00 [A]

Purpose
Juice
Delivery
Binder
Music

HST
0
1.24
0.52
5.66

Category
Hot Lunch
Admin. General
Admin. General
Band Supplies

Total HST

7.42

Total

$36.95
$9.50
$3.99
$43.33

$93.77 [B]

Cash
2
3
5
10

X 20 =
X 10 =
X5=
X2=
X1=
Coin

20.00
15.00
10.00
10.00
1.23
56.23 [C]
Receipts [B]
Cash [C]
Total B+C
Difference A-D

Amount required to reimburse Petty Cash
Please make cheque payable to
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$93.77
$56.23
$150.00 [D]
$0.00
$93.77

Jane Smith
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Gift Cards
Canada Revenue Agency considers gift certificates a near-cash item. “A near-cash item is one
that can be easily converted to cash…additionally we consider a gift or award that allows the
employee a wide selection of choices in the item they receive, such as gift certificates that cannot
be converted to cash to be equivalent to cash.” For this reason gift cards or gift certificates are
not allowed except in the following situations (provided that the appropriate tracking form has
been completed):
•
•
•

Purchases for the Breakfast Program where there is no food supplier delivery service
available.
Co-op or O2 or other board programs where approval has come from the Director of
Program.
PEBS or other student recognition program. These gift cards are for student recognition
only and can only be given to students. The maximum value of the gift cards is $10.

With the exception of the items listed above, gift cards must not be given to any employee of the
Halifax Regional School Board. Gift cards must not be given as rewards/honorariums to
volunteers of the Halifax Regional School Board.
All gift cards purchased with school based funds or board funds need to be tracked on a gift card
tracking form (figure 2-2). The purpose of purchasing the gift cards must be identified and all
gift cards must be signed as received. Receipts must be provided for any purchases made with
the gift cards and the receipts should be attached to the gift card tracking form. These completed
forms must be kept with your financial records and are subject to review by HRSB staff. Attach a
copy to MasterCard statement or request for reimbursement if funds are paid through Board
accounts.
If a school raises money for charitable purposes, gift cards may be purchased with these funds if
the following conditions are met:
• The funds are/were raised specifically for charitable initiatives and are not taken from the
general revenues of the school.
• The gift cards are not for an HRSB employee.
• The gift cards are tracked on the Gift Card Tracking Form. In this case only, the
signature must be the Principal and one other signing officer from the school bank
account.
• All other tracking procedures are followed.
Instructions for completing Gift Card Tracking Form
1. One form must be completed for every purchase of gift cards.
2. All serial numbers and denominations of the gift cards must be recorded on the form.
3. When distributed you must record the name of the person receiving the gift card and the
reason that person is receiving the gift card.
4. The person receiving the gift card must sign for the gift card unless it is for charitable
purposes as outlined above.
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5. When the receipts are submitted for the purchases the date received must be recorded. (In
the case of student incentive or rewards programs, receipts from the students will not be
required.)
6. Receipts will be attached to the form. (In the case where the original receipts are required
for board reimbursement, a copy will be attached to the form.)

Figure 2-2. Gift Card Tracking Form
Gift Card Tracking
Date of Purchase
Amount
Purchased From

Serial Number

Amount

Purpose

Date Disbursed

Given to

Signature

Date Receipts
Received

Please attach copies of detailed store receipts to this form and retain this form with your accounting records
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Chapter 3. Accounting Systems
This chapter identifies the minimum information that should be recorded in the school’s
accounting system in order to:
•

safeguard school based funds

•

maintain thorough records of the inflow and outflow of money

•

maintain an up-to-date bank balance and ensure accurate cash management.

Using the Recommended Software
The board has chosen SchoolCash.Net (SchoolCash) as the standard computerized accounting
system to be used by schools. This is the software that is supported by the board.
Using SchoolCash reduces the effort and time required to keep an accurate set of books. As with
all other electronic systems, the records are only as good as the information entered.
Tracking Revenues and Expenditures
It is critical to keep accurate, up-to-date records of the inflow and outflow of funds. This, in
addition to appropriate controls, will ensure that the money is handled appropriately, and that
written records can be relied on for review and audit purposes. Accounting controls are only as
good as their enforcement. It is important that school administrators support and follow these
established practices when entering data into the accounting system:
•

Record all revenues and expenditures completely, accurately, and promptly.

•

For revenue, include the following information:

-

amount collected

-

purpose of funds (SchoolCash category)

-

name and signature of the group/class from whom the money was received

-

date deposited

•

For expenditures, include the following information:

-

date the cheque was issued

-

amount of cheque

-

name of payee

-

reason the payment was issued (category)

-

cheque number

-

invoice/document number

-

invoice date
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Note: All funds must be deposited intact. Do not pay expenditures from cash
collected. Instead, deposit the total funds to the bank and write cheques to pay for
expenditures. For more on depositing funds and making payments, see Chapter 2,
“Banking, Receipts & Disbursements”.
•

Ensure that the accounting system tracks and reports revenues and expenditures for
each school activity. (For a minimum set of categories that schools must use in
their accounting system, see “Categories for Tracking Funds” in Chapter 1.)

•

Ensure that the principal reviews the revenue and expenditure records every
month. (see Chapter 4, Financial Reporting)

Reconciling School Accounts
Follow these procedures to reconcile your school accounting records with your bank statements:
•

Complete monthly bank reconciliations within 21 days of the statement date.

•

Record any stale dated cheques that are not cashed within six months, and reverse
these in your records. (Note: Cheques are voided during the reconciliation process
in SchoolCash.)

•

If deposits have not cleared within the month of reconciliation, ask the bank about
the outstanding items – unless the deposits were taken to the bank on the last
business day. (Note: Banks will only investigate discrepancies for a limited
amount of time, so report any problems immediately.)

•

Have the principal review and sign the monthly bank reconciliation. File the signed
reconciliation as part of the monthly file, along with the cancelled cheques.

Steps to Reconcile a Bank Account

To ensure that the school’s accounting records reconcile with bank records, follow these steps
every month for each school bank account:
1. Check the school’s accounting records for a list of deposits and disbursements. Compare
those to the items recorded on the current bank statement. In the accounting records,
mark off all deposits and disbursements that appear on the bank statement. Generate a
list of all deposits and disbursements for the month that are still outstanding, once you
have cleared the current items. (SchoolCash will provide this list for you.)
2. If there are any items on the bank statement that do not appear in the accounting records,
enter these deposits or disbursements into the accounting records (e.g., bank interest, NSF
charges). Make sure that you use the proper dates to enter these transactions so they will
appear in the period being reconciled.
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3. To balance the account:
(A)

Start with the bank closing statement balance.

_____________________

(B)

Add any outstanding deposits.

_____________________

(C)

Subtract any outstanding cheques from the list
generated in step 1.

_____________________

(D)

Check the final bank balance to ensure that it
equals the balance in the accounting records for
the end of the month being reconciled.

_____________________

SchoolCash will automate this process for you and provide you with reconciliation report
#11M (see Figure 3-1). Print this report and include it in the monthly file for the account. In
SchoolCash, always print report #11M for the month being reconciled.
4. Reports must be reviewed each month by the principal. For steps, see Chapter 4.
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Figure 3-1. Bank Reconciliation Report (using SchoolCash)

This is the first page of a three-page report. For all three pages, see Figures 9-3A to 9-3C in
Chapter 9.
Reconciliation Detail Report
Test ABC School
General Account
Branch #: 00331

Account #: 1234-1111

As At: 03/31/2009

Summary:
Bank Statement Beginning Balance: 03/01/2009

$1,000.00

Cleared Cheques/Payments

-$3,862.56

Cleared Deposits/Credits

$5,675.00
Total Cleared

$1,812.44

Bank Statement Ending Balance: 03/31/2009

$2,812.44

Difference

$0.00

Uncleared Cheques/Payments

-$137.44

Uncleared Deposits/Credits

$325.00
Total Uncleared

$187.56

Adjusted Bank Balance: (Bank Statement Ending Plus Uncleared)

$3,000.00

Ledger Ending Balance: 03/31/2009

$3,000.00

Difference: (Adjusted Bank Balance Less Ledger Balance)

$0.00

Add Investments

$0.00

Total Bank & Investments: 03/31/2009

$3,000.00

Approval:

Date:
Signature
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Chapter 4. Financial Reporting and File Management

This chapter describes some key financial reporting requirements for school based funds. It
identifies the following:
•

who is responsible for preparing and approving financial reports

•

what is included in monthly reports

•

how to maintain accounting files

Responsibilities
The principal is accountable to both the school community and the board to ensure that all school
based funds are tracked and used appropriately. Effective financial reporting demonstrates
accountability and also equips the school community and the principal to make informed
decisions for the benefit of students.
Financial reports are prepared by designated staff under the direction of the principal. It is the
principal’s responsibility to:
•

ensure that school accounts are reconciled monthly, within 21 days of the bank
statement date

•

review, sign and date all reports that form part of the official record of school
accounts

•

submit the annual Financial Report to Financial Services within 21 days of the
close of the fiscal year

•

ensure that monthly and annual reports and backup documentation are kept onsite
for seven years

•

provide financial information to the School Advisory Council and the school
community upon request

•

provide a monthly financial report to the Staff-Parent group if the group’s account
is administered by the school

Monthly Reports
Include the following information in the monthly financial reporting file for each bank account:
•

an umbrella overview report – SchoolCash report #5 (see Figure 4-1)

•

a transaction report – SchoolCash report #11B (see Figure 4-2)

•

a bank reconciliation report – SchoolCash report # 11M (see Figures 9-3A to 9-3C
in Chapter 9)

The reports may be generated by designated staff, but must be reviewed, signed, and dated by the
principal.
School Based Funds Handbook
Draft May 30, 2014
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Figure 4-1. Umbrella Overview Report (using SchoolCash report #5)
Test ABC School
Bank of Montreal
General Account

Category Umbrella Overview Report(Select Date Range)

Unassigned Category Umbrella Type
Administration
Administration General
Bank Charges
HST
Staff Fund

Balance Forward

Expense

Revenue

Balance

$1,000.00
$0.00
$0.00
$0.00

$541.89
$99.00
$0.00
$0.00

$1,125.00
$0.00
$0.00
$0.00

$1,583.11
-$99.00
$0.00
$0.00

$1,000.00

$640.89

$1,125.00

$1,484.11

$0.00

$236.36

$0.00

-$236.36

$0.00

$236.36

$0.00

-$236.36

$0.00
$0.00

$0.00
$436.00

$0.00
$1,212.00

$0.00
$776.00

$0.00

$436.00

$1,212.00

$776.00

$0.00
$0.00

$0.00
$0.00

$325.00
$0.00

$325.00
$0.00

$0.00

$0.00

$325.00

$325.00

$0.00

$711.00

$1,397.00

$686.00

$0.00

$711.00

$1,397.00

$686.00

$0.00

$115.00

$0.00

-$115.00

$0.00

$115.00

$0.00

-$115.00

$0.00
$0.00
$0.00
$0.00

$0.00
$0.00
$0.00
$0.00

$790.00
$0.00
$0.00
$0.00

$790.00
$0.00
$0.00
$0.00

$0.00

$0.00

$790.00

$790.00

$0.00

$503.75

$0.00

-$503.75

$0.00

$503.75

$0.00

-$503.75

$0.00

$921.00

$1,151.00

$230.00

Umbrella Total:

$0.00

$921.00

$1,151.00

$230.00

Umbrella Type Total:

$1,000.00

$3,564.00

$6,000.00

$3,436.00

$1,000.00

$3,564.00

$6,000.00

$3,436.00

1000
1002
1010
1006
Umbrella Total:

Breakfast Grants
Breakfast Grant

4000
Umbrella Total:

Cafeteria/Food Services
Cafeteria Sales
Canteen

5000
5002
Umbrella Total:

Classroom Funds
Class Funds General
Primary Supplies

6000
6004
Umbrella Total:

Fundraising
Fundraising General

8000
Umbrella Total:

Library
Library

11000
Umbrella Total:

Parent Groups
PSA
PSA - Classroom Accounts
PSA - General
PSA - Trips

13000
13004
13006
13002
Umbrella Total:

Student Fees
Agendas

17002
Umbrella Total:

Trips
Field Trips General

School Based Funds Handbook
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Transaction Report

The transaction report lists each transaction that has been recorded in SchoolCash for the month,
including the amount, date, cheque number and vendor information, category charged, and
memo details. See the sample in Figure 4-2. This report is a record of the details of posted
transactions. After the Principal has reviewed and signed this report, include it in the monthly
file.
Figure 4-2. Report 11B – Transaction Report (Range of Date)
Test ABC School
Bank of Montreal
General Account

03/01/2009
03/31/2009
Date ... Range

Range Of Date Transactions - Detailed Summary

Balance Forward: $52.64
Date

Category Name

Transaction

Description

Tax Paid

Tax Rebate

03/03/2009

Canteen

Cheque319

Greco Pizza Hot Lunch
program

$436.00

Debit

$50.16

$34.11

X

-$383.36

03/14/2009

Program Resources Cheque334

Learning Resources Inc.
Classroom Resources

$436.00

$50.16

$34.11

X

-$819.36

03/16/2009

Field Trips General

Deposit1

Neptune Trip

03/20/2009

Agendas

Cheque344

Premier School Agenda's
Deposit on Agenda's

03/20/2009

Canteen

Deposit2

Milk

03/21/2009

Canteen

Deposit3

hot lunch income

03/21/2009

Field Trips General

Cheque345

Nova Charter Grade 3 trip to
Neptune Inv# 6547

03/22/2009

Field Trips General

Deposit4

3 Jones Bus to Citadel

03/22/2009

Administration
General

Deposit4

International Students

03/23/2009

Administration
General

Cheque346

Staples Report Covers

$166.30

$19.13

03/23/2009

Administration
General

Cheque347

Beton Fire Supplies First Aid
Supplies Inv# 365

$261.10

03/24/2009

Bank Charges

Cheque348

Nebs Business Forms
Cheque printing

$99.00

03/25/2009

Fundraising General Deposit5

Supplies for Spring Fair

03/29/2009

Fundraising General Deposit6

Spring Fling

03/30/2009

PSA

Deposit7

Reimbursement for New
Computer

03/31/2009

Administration
General

Cheque350

Tattletale Books Classroom
books

$92.05

03/31/2009

Administration
General

Cheque351

Mr. G Jones Crayons for Art
Room

$22.44

03/31/2009

Library

Cheque352

Scholastic Library

03/31/2009

Class Funds

Deposit8

5 Bennett

03/31/2009

Field Trips General

Cheque349

Empire Theatres Band Trip
to theatre Inv# 63541

Credit

$1,000.00

Balance

X

$180.64

X

-$323.11

$445.00

X

$121.89

$767.00

X

$888.89

X

$488.89

$503.75

$400.00
$151.00

X

$639.89

$1,125.00

X

$1,764.89

$13.01

X

$1,598.59

$30.04

$20.43

X

$1,337.49

$11.39

$7.75

X

$1,238.49

$1,022.00

X

$2,260.49

$375.00

X

$2,635.49

$790.00

X

$3,425.49

X

$3,333.44

X

$3,311.00

$4.39

$115.00

$13.23

$2.99

$9.00

$325.00
$521.00
$3,052.64

Cleared

$6,000.00

$59.94

$40.76

$238.44

$162.16

X

$3,196.00

X

$3,521.00

X

$3,000.00

Bank Reconciliation Report

Each month, the school must reconcile the bank account balance(s) from the bank statement to
the accounting system balance (see “Reconciling School Accounts” in Chapter 3). SchoolCash
automates this process for you and produces a bank reconciliation report (#11M introduced
earlier in Figure 3-1). The principal must review the bank reconciliation report along with the
related bank statement, returned cheques, and other items returned from the bank. Any
questionable items should be investigated immediately with the designated staff person(s) or the
bank.
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Detailed Category Reports

You may need more information for a particular category than the monthly reports provide – for
example, to report to the school community on a fundraising project or a school trip. SchoolCash
allows you to generate detailed category reports, such as the sample in Figure 4-3. If you need
help to prepare any additional reports, contact Regional Accounting Services.
In addition to the transaction report, a detailed category report will provide you with the detailed
transactions, but sort and subtotal by category, rather than simply list in date order. Split
transactions (transactions that are posted to more than one category) will be broken down by
category if you print a detailed category report for the month.
Figure 4-3. Detailed Categories Report (using SchoolCash)
Test ABC School
Bank of Montreal
General Account
Date

Transaction

Detailed Category Summary - All Transactions To Date

Description

Summary for: Administration General Cat. #: 1000

Debit

Credit

Report #2

Tax Paid

Tax Rebate Cleared

Balance

Balance Forward:

$1,000.00

Contact Person:

X

$2,125.00

$13.01

X

$1,958.70

$30.04

$20.43

X

$1,697.60

$4.39

$4.39

X

$1,605.55

X

$1,583.11

03/22/09

Deposit 4

International Students

03/23/09

Cheq 346

Staples Report Covers

$166.30

$19.13

03/23/09

Cheq 347

Beton Fire Supplies First Aid Supplies Inv# 365

$261.10

03/31/09

Cheq 350

Tattletale Books Classroom books

$92.05

03/31/09

Cheq 351

Mr. G Jones Crayons for Art Room

$22.44

$1,125.00

$541.89

Subtotal for Administration General
Summary for: Canteen Cat. #: 5002

09/01/2008 .... 03/31/2009
Date ... Range

$1,125.00

$53.56

$37.83

$50.16

$34.11

$1,583.11

Contact Person:
Balance Forward:
X

$0.00
-$436.00

03/03/09

Cheq 319

Greco Pizza Hot Lunch program

03/20/09

Deposit 2

Milk

$445.00

X

$9.00

03/21/09

Deposit 3

hot lunch income

$767.00

X

$776.00

$436.00

$436.00

Subtotal for Canteen
Summary for: Field Trips General Cat. #: 18000

$1,212.00

$50.16

$34.11

$776.00

Contact Person:
Balance Forward:

03/16/09

Deposit 1

Neptune Trip

03/21/09

Cheq 345

Nova Charter Grade 3 trip to Neptune Inv# 6547

03/22/09

Deposit 4

3 Jones Bus to Citadel

03/31/09

Cheq 349

Empire Theatres Band Trip to theatre Inv# 63541
Subtotal for Field Trips General

Opening Balance: $1,000.00

© 2010 KEV Software

$1,000.00
$400.00
$151.00
$521.00

$59.94

$40.76

$0.00

X

$1,000.00

X

$600.00

X

$751.00

X

$230.00

$921.00

$1,151.00

$59.94

$40.76

$230.00

$1,898.89

$3,488.00

$163.66

$112.70

$2,589.11

Page 1 of 1

Checklist
In order to assist with the review of the month end review the following check list, with
corresponding samples, is available in Document Depot.
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Draft May 30, 2014

Handbook 4- 4

Figure 4-4a. School Based Funds Monthly Checklist
School Based Funds Monthly Checklist
For the month of

Reconciliation and Reports given to Principal by 20th of the month
Monthly File
Cheque stubs attached to approved invoices/receipts/cheque requests
Bank deposits forms with appropriate documentation attached
Bank statements with cancelled cheques
Void cheques - if applicable
Report 11M - Monthly Bank Reconciliation (see below)
Report #5 - Overview Umbrella Report (see below)
Report #11B - Range of Date Transactions (see below)
ITEM

Report 11M - Monthly Reconciliation (Sample #1)

Item 1-1

Date on Bank Statement is same as on report

Item 1-2

Bank Balance on report equals ending balance on bank statement

Item 1-3

Ledger Balance is positive

Item 1-4

Date on outstanding deposits are not more that 2 days prior to end of month
Does the number of cheques returned from the bank match the number of
cheques on the report
Review Cheques - Have any of the documents been altered
Review Deposits Dates - Are deposits being done weekly?
Review any cheques not signed by the Principal - Are they supported by
appropriate documentation in the file
Report 5 Overview Umbrella Report (Sample #2)

Item 2-1

End date is same as Bank Reconciliation

Item 2-2

Negative category balances are appropriate (net expenses)

Item 2-3

Grand Total,ending balance, is more than total calculated committed funds
Report 11B - Range of Date Transactions - Detailed Summary (Sample #3)

Item 3-1

Date range is for the reconciled month

Item 3-2

Are there any questionable transactions

Item 3-3

Is HST being recorded on cheques
Are there any errors by omission (something you expected to see is not there)
Optional - Report # 2 Detailed Category Summary (Breakfast Grant, Grade 9 trip)** (Sample #4)

Item 4-1

End date is same as Bank Reconciliation

Item 4-2

End Balance corresponds to report #5
HST
When was HST last filed with Canada Revenue Agency

Principal Signature

Date

**Teachers responsible for a trip or activity are given this report to verify the transactions and balances.

Once Completed keep in the monthly file

School Based Funds Handbook
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Figure 4-4b. Sample 1 – Monthly Bank Reconciliation Report
Sample #1

Reconciliation Detail Report
Test
Rainy High School
Account #: 5555-5555

Branch #: 00000

As At: 07/31/2010

Item 1-1

Summary:
Bank Statement Beginning Balance: 07/01/2010

$9,235.00

Cleared Cheques/Payments

-$6,840.00

Cleared Deposits/Credits

$5,630.00
Total Cleared

-$1,210.00

Bank Statement Ending Balance: 07/31/2010

$8,025.00

Difference

Item 1-2

$0.00

Uncleared Cheques/Payments

-$6,035.66

Uncleared Deposits/Credits

$3,200.00
Total Uncleared

-$2,835.66

Adjusted Bank Balance: (Bank Statement Ending Plus Uncleared)

$5,189.34

Ledger Ending Balance: 07/31/2010

$5,189.34

Difference: (Adjusted Bank Balance Less Ledger Balance)

Item 1-3

$0.00
$0.00

Add Investments
Total Bank & Investments: 07/31/2010

$5,189.34

Approval:

Date:
Signature

Reconciliation Detail Report
Test
Rainy High School
Branch #: 00000

Account #: 5555-5555

As At: 07/31/2010
Ledger Balance At: 07/31/2010

$5,189.34

Bank Statement Ending Balance: 07/31/2010

$8,025.00

Bank Statement Beginning Balance: 07/01/2010

$9,235.00

Cleared Transactions
Cheques and Payments
Date

Transaction

07/02/2010

Cheq

1006

07/14/2010
07/14/2010

Cheq
Cheq

1001
1003

07/14/2010

Cheq

1004

07/14/2010

Cheq

1008

Description

Amount

Balance

Wilma Flinstone Academic
Scholarship
Cleves Athletic refresh Inv#
Lopez School Supplies
Department supplies for new
McFun Rentals Grad
Performance and Prom Inv#
Jessica Alba Academic

-$500.00

-$500.00

-$2,356.00
-$2,354.00

-$2,856.00
-$5,210.00

-$1,130.00

-$6,340.00

Total Cheques and Payments

-$500.00

-$6,840.00

-$6,840.00

-$6,840.00

Deposits and Credits
Date

Transaction

07/14/2010

Deposit

Description
1

Amount

Balance

$5,630.00

$5,630.00

Total Deposits and Credits

$5,630.00

$5,630.00

Total Cleared Transactions

-$1,210.00

-$1,210.00

Uncleared Transactions
Cheques and Payments
Date

Transaction

06/30/2010
06/30/2010
06/30/2010

Cheq
Cheq
Cheq

1009
1010
1011

Description

07/02/2010
07/14/2010

Cheq
Cheq

1005
1002

07/14/2010

Cheq

1007

Chelsea Brown HRSB
Brad Pitt HRSB scholarship
Stock Transportation Nfld trip grade 9 Inv# 654
Linda Evans Academic
First Choice Travel Deposit on
Europe trip Inv# Trip-03
Barney Rubble Academic

Total Cheques and Payments

Amount

Balance

-$1,000.00
-$1,000.00
-$700.00

-$1,000.00
-$2,000.00
-$2,700.00

-$500.00
-$2,335.66

-$3,200.00
-$5,535.66

-$500.00

-$6,035.66

-$6,035.66

-$6,035.66

Deposits and Credits
Date

Transaction

04/17/2010
07/30/2010

Deposit
Deposit

3
2

Description

Amount

Balance

initial deposit
Fees

$2,700.00
$500.00

$2,700.00
$3,200.00

$3,200.00

$3,200.00

-$2,835.66

-$2,835.66

Total Deposits and Credits
Total Uncleared Transactions

© 2010 KEV Software
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Figure 4-4c. Sample 2 – Category Overview Report
Sample #2
Test
Bank of Montreal
Rainy High School

Category Umbrella Overview Report(Select Date
Range)

Balance Forward

Expense

Revenue

Balance

-$28,642.00
$356.00
$1,245.00

$0.00
$0.00
$0.00

$0.00
$0.00
$0.00

-$28,642.00
$356.00
$1,245.00

-$27,041.00

$0.00

$0.00

-$27,041.00

2000
2002
2004
2014
2012
2008
2010

-$456.00
$1,356.00
$235.00
$2,389.00
$5,663.00
-$564.00
$445.00

$0.00
$125.43
$346.66
$366.00
$455.00
$367.00
$695.91

$0.00
$80.00
$0.00
$420.00
$0.00
$0.00
$0.00

-$456.00
$1,310.57
-$111.66
$2,443.00
$5,208.00
-$931.00
-$250.91

Umbrella Total

$9,068.00

$2,356.00

$500.00

$7,212.00

3000
3004

$657.00
$1,255.00

$0.00
$0.00

$0.00
$0.00

$657.00
$1,255.00

Umbrella Total

$1,912.00

$0.00

$0.00

$1,912.00

$435.00

$435.00

Unassigned Category Umbrella Type
Administration
1000
Administration
Bank Charges
1002
Staff Funds
1006
Umbrella Total
Athletics
Athletics General
Basketball Boys
Basketball Girls
Football
Hockey
Track & Field
Volleyball
Band
Band General
Band Travel
Breakfast Grants
Breakfast Grants

Date ... Range
4/1/2010 - 7/31/2010

4000

$0.00

$0.00

Umbrella Total
Cafeteria/Food Services
Cafeteria
5002

$435.00

$0.00

$0.00

$435.00

$3,478.00

$0.00

$0.00

$3,478.00

Umbrella Total

$3,478.00

$0.00

$0.00

$3,478.00

7000

$378.00

$0.00

$0.00

$378.00

Umbrella Total

$378.00

$0.00

$0.00

$378.00

Donations
Charity General

Item 2-1

Graduation
Grad Ceremony
Graduation General

9004
9000

-$544.00
-$3,578.00

$600.00
$530.00

$0.00
$2,430.00

-$1,144.00
-$1,678.00

Umbrella Total

-$4,122.00

$1,130.00

$2,430.00

-$2,822.00

Grants
Grants

10000

$2,500.00

$0.00

$0.00

$2,500.00

Umbrella Total

$2,500.00

$0.00

$0.00

$2,500.00

14002
14004
14000
14006
14010
14012

-$984.00
-$1,267.00
-$456.00
-$3,467.00
-$965.00
-$446.00

$0.00
$1,344.63
$0.00
$421.60
$54.33
$533.44

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

-$984.00
-$2,611.63 Item 2-2
-$456.00
-$3,888.60
-$1,019.33
-$979.44

Umbrella Total

-$7,585.00

$2,354.00

$0.00

-$9,939.00

$4,578.00

$4,000.00

$2,000.00

$2,578.00

$4,578.00

$4,000.00

$2,000.00

$2,578.00

$668.00
$3,455.00
$2,789.00

$0.00
$0.00
$0.00

$0.00
$0.00
$0.00

$668.00
$3,455.00
$2,789.00

Program Resources
Art
Business
Departments General
English
Mathematics
Science
Scholarships
Scholarships

15000

Umbrella Total
Student Clubs and Activities
Special Events
16006
Student Council
16000
Yearbook
16004
Umbrella Total
Student Fees
Student Fees
Trips
Europe Trip 2010
Trips General

$6,912.00

$0.00

$0.00

$6,912.00

17000

$10,300.00

$0.00

$0.00

$10,300.00

Umbrella Total

$10,300.00

$0.00

$0.00

$10,300.00

18010
18000

$8,422.00
$0.00

$2,335.66
$700.00

$3,900.00
$0.00

$9,986.34 Item 4-2
-$700.00

Umbrella Total

$8,422.00

$3,035.66

$3,900.00

$9,286.34

Unbrella Type Total

$9,235.00

$12,875.66

$8,830.00

$5,189.34

Grand Total

$9,235.00

$12,875.66

$8,830.00

$5,189.34 Item 2-3

Manual Calculation
Committed Funds

School Based Funds Handbook
Draft May 30, 2014

Europe Trip
Scholarship
Staff Funds
Band
Grant

9986.34
2578.00
1245.00
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2500.00
18221.34
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Figure 4-4d. Sample 3 – Range of Date Transactions Report
Sample #3

Test
Bank of Montreal

Item 3-1
7/1/2010
7/31/2010

Range Of Date Transactions - Detailed Summary

Date ... Range

Rainy High School
Item 3-3

Item 3-2
Date
7/2/2010

Category Name
Scholarships

Transaction
Cheq1005

Description
Linda Evans Academic
Scholarship

Debit
$500.00

7/2/2010

Scholarships

Cheq1006

Basketball Boys

Cheq1001

7/14/2010

Basketball Girls

Cheq1001

7/14/2010

Football

Cheq1001

7/14/2010

Hockey

Cheq1001

7/14/2010

Track & Field

Cheq1001

7/14/2010

Volleyball

Cheq1001

7/14/2010

Europe Trip 2010

Cheq1002

Wilma Flinstone Academic
Scholarship
Cleves Athletic refresh Inv#
4589
Cleves Athletic refresh Inv#
4589
Cleves Athletic refresh Inv#
4589
Cleves Athletic refresh Inv#
4589
Cleves Athletic refresh Inv#
4589
Cleves Athletic refresh Inv#
4589
First Choice Travel Deposit
on Europe trip Inv# Trip-03

$500.00

7/14/2010

7/14/2010

English

Cheq1003

7/14/2010

Mathematics

Cheq1003

7/14/2010

Science

Cheq1003

7/14/2010

Business

Cheq1003

7/14/2010

Grad Ceremony

Cheq1004

7/14/2010

Graduation General Cheq1004

7/14/2010

Scholarships

Cheq1007

7/14/2010

Scholarships

Cheq1008

7/14/2010

Europe Trip 2010

Deposit1

7/14/2010

Graduation General Deposit1

7/30/2010

Football

Deposit2

Fees

$420.00

7/30/2010

Basketball Boys

Deposit2

Fees

$80.00

Lopez School Supplies
Department supplies for new
school year Inv# 324
Lopez School Supplies
Department supplies for new
school year Inv# 324
Lopez School Supplies
Department supplies for new
school year Inv# 324
Lopez School Supplies
Department supplies for new
school year Inv# 324
McFun Rentals Grad
Performance and Prom Inv#
2233
McFun Rentals Grad
Performance and Prom Inv#
2233
Barney Rubble Academic
Scholarship
Jessica Alba Academic
Scholarship

Credit

Tax Paid

Balance Forward $9,235
Tax Rebate Cleared

Balance
$8,735.00

X

$8,235.00

X

$8,109.57

$346.66

X

$7,762.91

$366.00

X

$7,396.91

$455.00

X

$6,941.91

$367.00

X

$6,574.91

$695.91

X

$5,879.00

$125.43

$271.04

$184.31

$2,335.66

$3,543.34

$421.60

$270.81

X

$3,121.74

$54.33

X

$3,067.41

$533.44

X

$2,533.97

$1,344.63

X

$1,189.34

X

$589.34

X

$59.34

$600.00

$184.15

$130.00

$88.40

$530.00

$500.00

-$440.66

$500.00

$10,175.66

X

-$940.66

$3,200.00

X

$2,259.34

$2,430.00

X

$4,689.34

$6,130.00

$5,109.34
$5,189.34
$671.85

$456.86

Figure 4-4e. Sample 4 – Detailed Category Summary Report
Sample #4
Test
Bank of Montreal
Rainy High School
Date

Transaction

Detailed Category Summary - All Transactions To Date

Description

Summary for: Europe Trip 2010 Cat. #: 18010

Debit

Credit

09/01/2009 .... 07/31/2010
Date ... Range

Tax Paid

Tax Rebate Cleared

Balance Forward:
initial deposit

07/14/10 Cheq 1002

First Choice Travel Deposit on Europe
trip Inv# Trip-03

$700.00

$6,786.34
$3,200.00

School Based Funds Handbook
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$8,422.00
$9,122.00

$2,335.66

07/14/10 Deposit 3

Opening Balance: $8,422.00

Balance

Contact Person:

04/17/10 Deposit 1

Subtotal for Europe Trip

Item 4-1

X

$9,986.34

$2,335.66

$3,900.00

$0.00

$0.00

$9,986.34

$2,335.66

$3,900.00

$0.00

$0.00

$9,986.34
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Monthly File Management
Maintain a monthly accounting file for each bank account. The file must contain the following:
•

bank reconciliation report (Figures 9-3A to 9-3C), reviewed and signed by the
principal

•

monthly bank statement with cancelled cheques

•

deposit slips and backup (such as the daily cash log in Appendix C-3, and the cash
transmittal forms in Appendices C-1 and C-2), sorted in order by date

•

cheque stubs and backup (including invoices and approved payment request forms
such as the sample in Appendix C-4), sorted in order by cheque number (VOID
cheques must be included here)
•

overview umbrella report year to-date (Figure 4-1), reviewed and signed by the
principal (this report should be run after the monthly bank reconciliation has been
completed)

•

monthly transaction report (Figure 4-2)

•

monthly reports submitted by parent-staff groups

•

A separate file should be kept for copies of HST returns. Do not file invoices in
this file. It is for copies of CRA forms and backup worksheets only. (See Chapter
5, Harmonized Sales Tax).

Procedures for Retaining Records

Follow these procedures for retaining records:
•

Keep all original documents – including paid invoices, cancelled cheques, bank
statements, support for deposits, and bank reconciliations – for seven years (six
years plus the current year). The records from each year must be boxed, labelled,
and stored in the school.

•

File cheques (in numerical order) and debit memos with the bank reconciliation
and the monthly bank statement, by month, as part of the monthly file.

•

If you are required to submit an original invoice then keep a copy of the invoice
for your records with an explanation of where the original invoice was sent.
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Chapter 5. Harmonized Sales Tax (HST)

The purpose of this chapter is to help schools simplify the process of tracking and recovering
the Harmonized Sales Tax (HST) in order to:
•

comply with federal and provincial legislation

•

minimize potential exposure to HST tax liabilities in the event of a government
audit

•

maximize HST rebates

Tax Legislation and Regulations
The legislation and regulations governing HST can be difficult to understand. Both the
legislation and regulations change periodically, often in very subtle ways that are not noticeable
until an HST audit occurs. When these changes happen, the board has to change its accounting
and recording instructions to schools. Sometimes the federal or provincial government may even
require retroactive changes in accounting practices.
There are two aspects of the Harmonized Sales Tax (HST) that the board and each school must
address. These are:
•

determining when to charge HST on money received (most schools will not have
to charge HST)

•

recovering HST paid on purchases made (68% rebate on most purchases)

The board is registered as a public institution and as a registered charitable organization. This
gives it a broad range of HST exemptions. The board has also set up each of its schools as a
branch location, so that as much as possible of the school based accounts will be exempt from
HST requirements.
Determining When to Charge HST
The board generally assumes that each school will have less than $50,000 in taxable sales in the
previous 12 months. If taxable sales are less than $50,000, the school is not required to collect
HST on taxable sales.
If you are concerned that the taxable sales for your school may be more than $50,000 in any
consecutive 12-month period, please contact Regional Accounting Services staff, who will work
with you to determine taxable sales. Figure 5-1 can be used as a reference and worksheet for
determining taxable sales.
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Figure 5-1. Taxable Sales Worksheet

Taxable Sales Worksheet
Record your estimated annual sales, where applicable, under the Annual Sales column.
NonTaxable
Description
Taxable
Textbook deposits

X

Student activity fee

X

Items sold at or below cost

X

Food and drinks sold at co-instructional events

X

Sale of school supplies at or below cost

X

Fundraising items with a sale price less than $5.00

X

Funds collected from field trips

X

Funds collected from extracurricular bus trips

X

Bank interest earned
Yearbook sales if greater than cost
(Do not include donations or advertising revenue here, or in
calculating whether sales exceed costs.)

X
X

School rings
(If a 3rd party sells the rings and the school receives a
commission, the commission is exempt.)

X

Chips/pop/snack food

X

Fundraising items with a sale price greater than $5.00
School locks
(If locks are sold, the revenue is taxable.)
School locks
(If locks are rented/leased, revenue is tax exempt.)

X

Agendas
Vending machine sales
(If the school owns the machine, revenue is taxable.)

X

X
X

X

Vending machine sales
(If the school rents space to a 3rd party and receives a
commission, the commission is tax exempt.)
Sale of school supplies at greater than cost

Annual Sales

X
X
Estimated Total Taxable Sales
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To demonstrate to Canada Revenue Agency (CRA) that an item is being sold at a price that just
covers cost, the school must record revenues and expenditures made on each activity in a way
that proves there is no profit. If there is a profit, then the entire revenue, not just the profit, must
be included in the HST calculation. If there are different sources of revenue (i.e., yearbook sales
that include advertising or donations), be sure to clearly indicate the source of the revenue when
you record it. When calculating the profit from yearbook sales, you only need to factor in the
sales dollars, not the advertising revenue or donations.
Taxable Sales Greater than $50,000

If taxable sales are more than $50,000 in any consecutive 12-month period, the school will have
to charge HST on all taxable sales, starting in the next quarter, and remit this amount to the
federal government. (The school still collects an HST rebate of 68% on its purchases, as
described below in the topic “Collecting the GST/HST Rebate”.)
For the purpose of determining taxable sales, a year is measured as any consecutive 12-month
period; it is not tied to the fiscal year or to the school year.
If the school is required to charge HST, Financial Services staff will help set up the required
accounting records.
Note: Any financial tax liability resulting from a government audit of school based account
activities is the responsibility of the school. If an HST audit determines that a school should
have been collecting HST, the school will be required to pay the HST.
Taxable Sales Less than $50,000

The board has determined that most HRSB schools will have less than $50,000 in taxable sales
each year. Based on this assumption, Financial Services has obtained a “small supplier branch
designation” for each school (using CRA Form GST 31). This exempts the schools from being
required to collect HST on sales, and entitles schools to a rebate of 68% of the HST on most
purchases (100% of the GST on books). Most HRSB schools fall into this category.
New schools should contact Financial Services staff to ensure that they are registered. If your
school is not registered, Financial Services staff will help you to file a “small supplier branch
designation request” (CRA Form GST 31).
Student councils that meet the same criteria may also be eligible for an HST number. This
ensures that they have their own $50,000 threshold limit. Student councils are governed by the
rules in this handbook.
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Collecting the GST/HST Rebate
All schools are eligible for the following sales tax rebates:
•

a rebate of 100% of the Goods and Services Tax (GST) paid on all book purchases
(GST is calculated at 5%, effective July 1, 2010).

•

a rebate of 68% of the HST paid on all other purchases

Follow these steps to obtain a rebate of the HST paid on items purchased through school based
funds:
1. Use SchoolCash to run a tax rebate report that itemizes the school’s HST payments.
Figure 5-2 shows a sample report. SchoolCash has a field for recording the HST on all
payments. Ensure that you are recording any HST paid directly into SchoolCash.
2. In SchoolCash, run report #14 (detailed) as shown in Figure 5-2. The report requires a
date range and must be run from the beginning of a month to the end of a month. Check
that the date starts where the last report ended. An HST summary form, such as the one in
Figure 5-3 is available as an Excel worksheet with built-in formulas that will calculate the
rebate amount. (To obtain a copy, go to the board’s Document Depot link at
www.hrsb.ca) Keep the completed form for seven years as part of your school records
and as backup for your HST return in case your records are audited. Do not send the
HST summary form to CRA. The only forms that go to CRA are the forms in Figure
5-4 and Figure 5-5 described in step 3. Effective July 1, 2010 the Nova Scotia
government increased the HST to 15%. Our forms have been updated to reflect this
change.
3. Complete an “Application for GST/HST Public Service Bodies’ Rebate” and a
‘Provincial Schedule – GST/HST Public Service Bodies Rebate’. (See Figure 5-4 and 5-5
and the step-by-step instructions that follow the figure.) Have the principal review and
sign the form; make a copy for the school files; then mail the originals to CRA. Do not
attach supporting documentation to the application form that you send to CRA. Effective
July 1, 2010 CRA requires 2 forms to be completed. One form is for the federal part of
the rebate (GST 66) and the second form (RC7066) is for the provincial part of the
rebate. The original of both forms need to be sent to CRA.
4. File the school copy of the application form, along with the tax rebate report and the HST
summary form, in a separate file. A file should be kept for HST returns. Keeping all the
returns together helps ensure consistency and is a good source of information when
personnel change in the school. Your original invoices and cheque stubs should be filed
in the monthly file that corresponds to the month in which the invoice was paid. These
documents provide backup to substantiate your claim in case of an audit, and are an
important source of information in case you need to verify what you have claimed. You
must keep these records for seven years.
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Figure 5-2. Transaction Report to Support HST Rebate (SchoolCash Report #14)

Test ABC School
General Account
Bank of Montreal

Date

Transaction

09/04/2010

Cheq# - 357

09/09/2010

Cheq# - 358

09/15/2010

Cheq# - 363

09/16/2010

Cheq# - 362

09/01/2010 ... 09/30/2010
Date ... Range

Tax Rebate Report - Detailed Forms

Description
Woozles Classroom
books -Primary
Chapters Books for
Learning Center Inv#
3456
Learning Resources Inc.
Classroom Resources
Tattletale Books Library
Books Inv# 3644

Tax Rebate Cleare

Category Name

Debit

Tax Paid

PSA - Classroom
Accounts
Program Resources

$366.69

$42.19

$42.19

$115.00

$15.00

$15.00

Program Resources

$671.43

$29.20

$29.20

$1,432.66

$68.23

$68.23

$2,585.78

$154.62

$154.62

Library

Total 100% Transactions
Staples Primary Supplies
Inv# 45-56
Stock Transportation
Grade 6 MacDonald
Maritime Museum
Staples Classroom
supplies Grade 2 Jones
NS Power Sign

Field Trips General

$134.77

$17.58

$11.95

PSA - Trips

$316.30

$36.39

$24.75

PSA - Classroom
Accounts
PSA - General

$126.33

$14.53

$9.88

$63.22

$7.27

$4.94

Cheq# - 360

Maritime Museum Grade
3 Smith Inv# 2200

Field Trips General

$456.34

$59.52

$40.47

09/10/2010

Cheq# - 361

$158.99

$20.74

$14.10

09/21/2010

Cheq# - 364

$134.22

$17.51

$11.91

09/23/2010

Cheq# - 366

Canteen
Jessy's Pizza Pizza for
Hot Lunch Inv# 435
Fundraising General
Atlantic Fundraisers
Tickets for Fundraiser
Inv# 990
Farmers Dairy Ice Cream PSA - General
and Supplies for Parent
Social Inv# 238745

$156.77

$4.45

$3.03

09/24/2010

Cheq# - 365

$98.54

$5.66

$3.85

$1,645.48

$183.65

$124.88

$4,231.26

$338.27

$279.50

09/02/2010

Cheq# - 359

09/04/2010

Cheq# - 353

09/04/2010

Cheq# - 354

09/04/2010

Cheq# - 355

09/07/2010

Atlantic Wholesalers
Canteen supplies,
napkins, spoons

Canteen

Total 68% Transactions
Total

Approval:
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Figure 5-3. HST Summary Form (using Excel)

HST SUMMARY FORM
Month of _______________

School Name:

(Purchases made after July 1, 2010)

20___

School No.:

68% HST
124.88

Subtotal Tax Rebate Column
BOOKS

Fiscal Year End
March 31

124.88
154.62

Total HST Rebate
Total HST Paid (5%)
HST Rebate (at 68% for 15%)
HST Rebate (at 100% for 5%)**
Provincial Portion (for 68% only) (3)
Federal Portion (for 68% only)
(4)

Total Amount Claimed

124.88
154.62
124.88 (1)
154.62 (2)
83.25 (10/15 x 68% Rebate)
41.63 (5/15 x 68% Rebate)

279.50 (5)

Please note the following explanations for the totals in the HST summary form, above:
(1) HST rebate amount – Total HST at 68%
(2) GST rebate amount – Total GST at 100%
(3) Provincial Portion – Total from (1) times 10/15 (the provincial portion of HST is 10%)
(4) Federal Portion – Total from (1) times 5/15 (the federal portion of HST is 5%)
(5) Total Rebate – Sum of (2) plus (3) plus (4).
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Figure 5-4. Application for GST/HST Public Service Bodies Rebate (Side 1)
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Figure 5-4. Application for GST/HST Public Service Bodies Rebate (Side 2)
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Figure 5-5. Provincial Schedule – GST/HST Public Services Rebate (Side 1)

School Based Funds Handbook
Draft May 30, 2014

Handbook 5-9

Figure 5-5. Provincial Schedule – GST/HST Public Services Rebate (Side 2)
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Instructions for Completing the Application for GST/HST Rebate
Part A – Identification

The first time you file a return, you will have to complete Part A. After filing your first
return, CRA will send you a new form that has the identification section completed.
These are the required fields:
Business Number

This is the HST number assigned to your school. A number has
already been assigned to every school. If you don’t have the
number, contact Financial Services.

Legal name

This is the name of the school.

Mailing address

This is the school’s mailing address.

Business address

Does not need to be filled in unless the school has a separate
mailing address.

Contact person

Include the principal’s name, title, and telephone number.

Taxation Charity
Registration #

Does not need to be filled in.

Fiscal year-end

March 31 (03/31)

Part B – Claim period

The claim period includes a “from” and “to” date. The claim period must start at the
beginning of a month and end on the last day of a month. Subsequent reports must
start where the previous report ended. CRA is very strict on the dates and will return
your claim if this method is not followed. For example, if your last transaction was on
March 21, your claim period must be reported as ending on March 31.
Part C – Offset on GST/HST return

Part C is not required.
Part D – Certification

Part D is to be completed by the principal.
Part E – Details of claim (Form GST66)

The federal rebate amount is recorded on the back of form GST 66. The 68% rebate is
recorded on line 302 and the GST on books is recorded on line 307.
Line 302

Split the rebate amount between the Federal and Nova Scotia
fields. If you use the HST summary form (Figure 5-3), this
amount is calculated for you. Enter the federal portion
(calculated at 10/15 times the rebate amount) in the Federal
column.

Line 307

Record the GST paid on books. 100% of the rebate is claimed
under the federal column.
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Total

Enter the total of lines 302 and 307 in the box ‘Total federal
claim’.

A

Total federal amount claimed

B

Total provincial amount claimed (see below)

409

Total of A+B. The total should match the total amount of HST
rebate calculated on your HST summary form.

Provincial Schedule – GST/HST Public Services Bodies Rebate (RC7066 SCH E)

Claimant Information

Enter Business number and Name of School
(this is all the required information on page 1)

Nova Scotia – Section

(page 2)

Line 302-NS

Enter Provincial portion of HST rebate (Line 5 from
Figure 5-3 HST Summary Form)

Box 3

Enter amount from line 302-NS

Total provincial amount claimed

Enter amount from Box 3
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Chapter 6. Charitable Donations

The HRSB is a registered charitable organization. This allows the board to issue charitable
donation receipts that donors can use for tax purposes.
This chapter describes:
•

the types of donations that qualify for tax receipts

•

the types of donations that do not qualify for tax receipts

•

the process for requesting tax receipts.

Definition and Conditions
A charitable donation is a voluntary transfer of property or cash that does not provide a material
benefit to the donor or a member of the donor’s family.
For a gift to qualify as a charitable donation, all three of the following conditions must be met:
1.

Property or cash is transferred by a donor to the board.
Note: Cheques should be made payable to the board, not to the school. A donation
must go through the board’s accounting process in order to qualify for a charitable
tax receipt. (If the cheque is cashed by the school, a school cheque must accompany
a request for the receipt, along with a copy of the cheque from the donor.)

2.

The donation is voluntary.

3.

The donation is made without expectation of a return.
There cannot be a benefit of any kind to the donor, his or her immediate family, or to
a specific person designated by the donor.

Exclusions
Contributions of services (e.g., time, skill, effort) do not qualify as charitable donations.
However, there is nothing to prohibit the board from paying for services and later accepting all
or a portion of the payment back as a donation, providing that the payment was returned
voluntarily.
Donations made to the board can be provided for a purpose (e.g., to the benefit of a specific
school) but cannot be directed to the benefit of a specific individual.
Parents or guardians providing money for workbooks or field trips for their child do not qualify
for a charitable donation tax receipt.
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If you are uncertain about whether a donation is eligible for a tax receipt, contact Regional
Accounting Services before committing to give the tax receipt.
Gifts in Kind
A gift in kind is a donation other than cash. It does not include a gift of services. Examples that
would qualify include computer equipment, books, and furniture.
The date of a donation for a gift in kind is the date that the donor transfers legal ownership to the
board. This may not be the date of physical delivery, since an object may be on loan to the board
before the date of donation.
For donations of gifts in kind, the board may issue a receipt stating the fair market value of the
donation once the object has been appraised. The value is determined by the value at the date of
transfer, not by the original cost of the article.
•

For new items, the donation receipt will be equal to the original invoice amount,
minus HST.

•

For used items, the donation receipt will be based on the fair market value. An
independent appraisal is required for all items with a value exceeding $1,000.

The person who determines the fair market value of the donated property must be independent of
the transaction, competent, and qualified to evaluate the particular property. This person must
also put the evaluation in writing.
Property of little value, such as used clothing, will not qualify as a gift in kind.
Inducements and Tokens of Appreciation
The general rule that no benefit of any kind may be made available to the donor does not include
items of little or no value. For example, the school may give the donor a small token as a gesture
of appreciation. These items (e.g., a single flower, a pamphlet, a plastic pin, a tag, envelope
seals) have no resale value, and so they do not disqualify the donation. A fundraising purchase
(e.g., an amount paid for chocolate bars, cookies, etc.) is not a gift.
Receipts
There are no government regulations that set a timeframe for issuing official donation receipts,
but receipts should be issued at least by the last day of February following the calendar year
when the donation was made, so that the donor can use the deduction in calculating his or her
taxes for the year in which the donation was made.
Financial Services receives hundreds of requests for tax receipts every year. Please send your list
promptly so that all of your donors receive their tax receipts in a timely manner.
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The most important date is the date of the donation. Donations received after the end of the
calendar year may not be added to the previous year’s donations unless the donation was
postmarked in that previous year. (For example, if you receive a donation in January 2012,
postmarked December 29, 2011, the donation qualifies as a 2011 donation.)
Regional Accounting Services staff will mail the receipts directly to the donors, unless you
request that the receipt be sent to the school.
Receipts will be issued for donations of $10 or more. Receipts for amounts less than $10 will not
normally be issued.
Steps for Requesting Receipts
When the school receives a donation, follow these steps to request a charitable receipt:
1. Complete the charitable donation control form, or a reasonable facsimile. For a copy of
the form, go to the board’s Document Depot link at www.hrsb.ca.
2. Attach one of the following: (a) the donor’s cheque; (b) a school cheque if the donation
was paid in cash; or (c) an independent written appraisal if it was a donation in kind.
3. Copy the form and supporting documentation for the school’s records. (Note: Schools are
not required to keep this information on file, but may wish to do so.)
4. Send the original form and payments or other supporting documentation to Regional
Accounting Services. Regional Accounting Services staff will generate the receipts and
request a cheque to be returned to the school for deposit into the school bank account.
5. More than 10 receipt requests must be on form and submitted electronically.
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Figure 6-1. Charitable Donation Control Form

Charitable Donation Control Form
School Name
Date of
Donation

Donor Name

Address1

City

Prov

Postal Code

Amount

Cash,
Cheque or Tax Receipt or
Gift in Kind Acknowledgement

Total
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Chapter 7. Student Councils

Student councils are often involved in collecting fees and raising funds. Keeping track of the
money raised and spent is an educational experience for the students involved. This chapter
describes some of the financial responsibilities of student councils and their staff advisors. In
particular, it clarifies the following:
•

ownership of student council funds

•

banking arrangements for student councils

•

reporting requirements for student councils

Considerations
•

All requirements outlined in the Policy, Procedures and Handbook applies to
student councils and must be followed.

•

Student council funds and any assets purchased with these funds belong to the
school.

•

The school’s accounting system should enable school staff to separately track and
report the revenue and expenditures related to student council activities.

•

The teacher advisor must sign the student council cheques.

•

The student council may be eligible for its own HST number. This allows the
council to sell up to $50,000 in goods and services per year without having to
collect sales tax. It also entitles the student council to an HST rebate on purchases.
(See Chapter 5, Harmonized Sales Tax.)
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Chapter 8. Change in Principal or Other Signing Authority

A change in principal at a school should not affect the day-to-day administration and
bookkeeping of school based funds. This chapter describes ways to maintain proper
accounting and control of school based funds when there is a change of principal, and how
to transfer basic financial information to the new principal or other staff members with new
financial responsibilities.

Communicating Financial Information
Follow these steps when there is a change of principal at the school:
Outgoing principal

1. Complete the “Change in Principal” form (Figure 8-1) and gather the
supporting information specified on the form. Sign side 2 of the
form. For a copy of the form, go to Appendix C, or the board’s
Document Depot link at www.hrsb.ca.
2. Copy the form and the supporting information.
3. Immediately send the copy to the School Administration Supervisor,
and keep the originals at the school for the new principal.
4. Review the form and supporting information with the incoming
principal.

Incoming principal

5. Review the “Change in Principal” form and supporting information
to verify its accuracy – together with the outgoing principal, if
possible.
6. If there are no discrepancies between the form and the actual
financial data, complete side 2 of the form (Figure 8-1), copy the
form for the school files and send the signed original and supporting
documentation to the School Administration Supervisor.
If there are any discrepancies, clearly outline the discrepancies on
side 2 of the form. Make two copies. Send the signed originals and
supporting documentation to the School Administration Supervisor;
send a complete copy to the Director, Financial Services or
designate, and keep the other complete copy for the school files.

Changing the Signing Authority
The incoming and outgoing principals must meet with the bank to update the signing authority
for the school.
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Figure 8-1. Change in Principal (Side 1)

Change in Principal
School Name

Date of Change

Incoming:

Outgoing:
(Please Print Full Name)

(Please Print Full Name)

School Banking Arrangements:
The following represents all accounts held in the name of the school (if there is insufficient space please use
another form)
Bank Account
Name

Bank Name and Address

Bank Account
Number

Name of Signing
Authorities

Bank Balance*

* The bank balance and balance per accounting records on the date of change
Attach a copy of
*The most recent bank statement for each account
*The most recent bank reconciliation for each account (Report 11M)
*The transaction report that corresponds to the bank reconciliation (Report 11B)
*The most recent HST statement
*A summary of future commitments entered into by the school
*Umbrella Overview Report (Report #5)
Petty Cash
Does the school operate a petty cash fund

[

] Yes

[

If yes, the Petty Cash fund is what amount

A

$

Total Cash in Fund on date of change

B

$

Add Total Receipts on hand

C

$

Total ( B + C)*

C

$

] No

Box 'D' must agree w ith Box 'A'
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Figure 8-1. Change in Principal (Side 2)

Change in Principal
Sign Off
The information on this form represents an accurate representation of the school
finances as at the following date
Forward a copy to the School Administration
Supervisor
Signature of Exiting Principal

I have reviewed the above information and agree that it appears to accurately represent the
financial position of the school with the following exceptions

Forward a copy to the School Administration
Supervisor
Signature of Incoming Principal

Changes in Other Staff
If there is a change in vice-principal, office staff, or others with signing authority at the school,
the principal must ensure that financial records are accurate, complete, and up-to-date when they
are turned over to the new employee.
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Chapter 9. Year-End Reporting
This chapter aims to:
•

clarify the year-end reporting process

•

ensure that school accounting records are complete, accurate, and up-to-date

Demonstrating Accountability
The board has the responsibility to ensure that all funds, including school based funds, are
adequately protected, that they are controlled through proper accounting procedures, and that
accountability for the funds is maintained through regular financial reports. Accounting policies
for the public sector require school boards to include all revenues received and disbursed by the
board (including funds at the school level) in the board’s audited financial statements. The
Halifax Regional School Board is required to include the financial results of our schools as part
of our financial results. Therefore, schools must submit annual financial reports to Financial
Services. These financial reports may be subject to audit by Financial Services or the board’s
external auditors.
Timing
The fiscal year for the board and for schools is from April 1 to March 31, and this is the period
that year-end financial reports must cover. The school must send its year-end reports and
information to Financial Services by April 21 of each year.
Types of Year-End Reports
Include the following information in your school’s year-end report to Financial Services:
•

a year-end financial statement for each account (see Figure 9-1)

•

a trial balance report – SchoolCash report #10 (see Figure 9-2)

•

a reconciliation report – SchoolCash report #11M (see Figures 9-3A to 9-3C)

•

a copy of the March bank statement

Year-End Financial Statement (for each account)

Figure 9-1 shows a sample year-end financial statement. Financial Services sends these forms to
the schools in February. You will receive one form for every bank account held at the school.
The “Balance Previous Year” will be provided by Financial Services and must match your ledger
balance for the same date. The information required for this form is generated by the trial
balance report (Figure 9-2(A), described below). When you complete the form and calculate the
balance on hand, this balance must be the same as the ending balance in your ledger for
March 31.
School Based Funds Handbook
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Figure 9-1. Year-end Financial Statement (one for each school bank account)

SCHOOL FINANCIAL STATEMENT
YEAR ENDING March 31 20xx
Part A.

Account - General

1.

Balance Previous Year

$

1,000.00

2.

Cash Received During Current Year

$

6,000.00

3.

Total Revenue (Add 1 and 2)

$

7,000.00

4.

Disbursed During Current Year

$

4,000.00

5.

Balance on Hand (Subtract 4 from 3)

$

3,000.00

(SchoolCash - ledger balance)

Part B. Reimbursements to Administrative Staff
Name

Amount

Principal __________________________________

$__________________

Vice-Principal _____________________________

$__________________

Vice-Principal _____________________________

$__________________

Vice-Principal _____________________________

$__________________

Accounting Designate _____________________

$__________________

School
Date Submitted
Signature of Principal
School Based Funds Handbook
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Trial Balance Report (to complete part A)

The trial balance report (Figure 9-2(A)) shows revenue and expenses for the year, along with the
categories of funds collected during the year, identified by source. For year-end reporting:
•

Use the amount from the total revenue column on the trial balance report to
complete the “Cash Received During Current Year” line on the school financial
statement.

•

Use the amount from the total expenses column on the trial balance report to
complete the “Disbursed During Current Year” line on the school financial
statement.

•

The ‘Balance on Hand’ from the school financial statement should match the
ending balance on the trial balance report.
Figure 9-2(A). Year-End Trial Balance (SchoolCash report #10)

Test ABC School
Bank of Montreal
General Account
Categories

01/04/20 .. 31/03/200
Date ... Range

Trial Balance (Umbrella Date Range)

Opening Balance

Expenses

Revenues

1000 - Administration General
1002 - Bank Charges
4000 - Breakfast Grant
5002 - Canteen
6000 - Class Funds General
8000 - Fundraising General
11000 - Library
13000 - PSA
14000 - Program Resources
17002 - Agendas
18000 - Field Trips General

$1,000.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$541.89
$99.00
$236.36
$436.00

$1,125.00

$436.00
$503.75
$921.00

$1,151.00

Total Expenses/Revenue:

$1,000.00

$4,000.00

$6,000.00

$0.00

$0.00

$711.00
$115.00

Transfer In

Transfer Out

Balance
$1,583.11
-$99.00
-$236.36
$776.00
$325.00
$686.00
-$115.00
$790.00
-$436.00
-$503.75
$230.00

$1,212.00
$325.00
$1,397.00
$790.00

$3,000.00

Bank Transfers:

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

Total Bank Account:

$1,000.00

$4,000.00

$6,000.00

$0.00

$0.00

$3,000.00

Investment

$0.00

$0.00

$0.00

$0.00

Spending Report (to complete part B)

Each year, the school will be required to provide the total dollar amount of reimbursements to
the principal, vice principal(s), and/or account designate(s) when submitting the School Financial
Statement. This information can be obtained using the Customized Transaction Report (Report
#11) in SchoolCash.
•
•
•
•

Run the report in the current year.
In the description field, enter the individual’s last name.
The total must be reported on the cover sheet of the School Financial Statement (see
Figure 9-1).
Print the report and attach it to the School Financial Statement.
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Figure 9-2(B). Customized Transaction Report
Test
Test 2008
Bank of Montreal

Date

Transaction

Customized Transaction Report

04/01/2011..03/31/2012
Date Range

Category

Description

Debit

Credit

04/20/2011 Cheque 202

Library 11000

Jim Smith Library Books

$363.33

$0.00

$363.33

05/22/2011 Cheque 203

Grade Primary/One 6002

$963.33

$0.00

$963.33

06/18/2011 Cheque 204

Administration General
1000
Administration General
1000

Jim Smith Supplies for
Primaries
Jim Smith Refreshments for
field day
Jim Smith Charger for Phone

$126.33

$0.00

$126.33

$46.33

$0.00

$46.33

$1,499.32

$0.00

Balance:

09/16/2011 Cheque 205

Grand Total:

Total Clear Date

-$1,499.32

Reconciliation Report

Figures 9-3A, 9-3B and 9-3C show a sample bank reconciliation report. This sample report is
generated in SchoolCash every month when reconciling the bank account. This report will
produce a list of outstanding cheques and deposits that will explain the difference between the
SchoolCash balance and the bank balance. The reconciliation report prints the ending
SchoolCash balance. This balance must agree with the balance on hand recorded on the school
financial statement (Figure 9-1).
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Figure 9-3A. Reconciliation Report – Reconciliation Summary (SchoolCash, page 1)
Reconciliation Detail Report
Test ABC School
General Account
Branch #: 00331

Account #: 1234-1111

As At: 03/31/2009

Summary:
Bank Statement Beginning Balance: 03/01/2009

$1,000.00

Cleared Cheques/Payments

-$3,862.56

Cleared Deposits/Credits

$5,675.00
Total Cleared

$1,812.44

Bank Statement Ending Balance: 03/31/2009

$2,812.44

Difference

$0.00

Uncleared Cheques/Payments

-$137.44

Uncleared Deposits/Credits

$325.00
Total Uncleared

$187.56

Adjusted Bank Balance: (Bank Statement Ending Plus Uncleared)

$3,000.00

Ledger Ending Balance: 03/31/2009

$3,000.00

Difference: (Adjusted Bank Balance Less Ledger Balance)

$0.00

Add Investments

$0.00

Total Bank & Investments: 03/31/2009

$3,000.00

Approval:

Date:
Signature
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Figure 9-3B. Reconciliation Report – Cleared Transaction Detail (SchoolCash, page 2)

Reconciliation Detail Report
Test ABC School
General Account
Branch #: 00331

Account #: 1234-1111
As At: 03/31/2009

Ledger Balance At: 03/31/2009

$3,000.00

Bank Statement Ending Balance: 03/31/2009

$2,812.44

Bank Statement Beginning Balance: 03/01/2009

$1,000.00

Cleared Transactions
Cheques and Payments
Date

Transaction

02/23/2009

Cheq

299

02/28/2009

Cheq

316

03/03/2009
03/14/2009

Cheq
Cheq

319
334

03/20/2009

Cheq

344

03/21/2009

Cheq

345

03/23/2009
03/23/2009

Cheq
Cheq

346
347

03/24/2009
03/31/2009

Cheq
Cheq

348
349

03/31/2009

Cheq

350

Description

Amount

Balance

Farmers Dairy Milk for Breakfast
program Inv# 1234
Atlantic Fundraisers Supplies for
Fundraiser Inv# 6532
Greco Pizza Hot Lunch program
Learning Resources Inc. Classroom
Resources
Premier School Agenda's Deposit on
Agenda's
Nova Charter Grade 3 trip to Neptune
Inv# 6547
Staples Report Covers
Beton Fire Supplies First Aid Supplies
Inv# 365
Nebs Business Forms Cheque printing
Empire Theatres Band Trip to theatre
Inv# 63541
Tattletale Books Classroom books

-$236.36

-$236.36

-$711.00

-$947.36

-$436.00
-$436.00

-$1,383.36
-$1,819.36

-$503.75

-$2,323.11

-$400.00

-$2,723.11

-$166.30
-$261.10

-$2,889.41
-$3,150.51

-$99.00
-$521.00

-$3,249.51
-$3,770.51

-$92.05

-$3,862.56

-$3,862.56

-$3,862.56

Total Cheques and Payments
Deposits and Credits
Date

Transaction

03/16/2009
03/20/2009
03/21/2009
03/22/2009
03/25/2009
03/29/2009
03/30/2009

Deposit
Deposit
Deposit
Deposit
Deposit
Deposit
Deposit

School Based Funds Handbook
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Description

Amount

Balance

$1,000.00
$445.00
$767.00
$1,276.00
$1,022.00
$375.00
$790.00

$1,000.00
$1,445.00
$2,212.00
$3,488.00
$4,510.00
$4,885.00
$5,675.00

Total Deposits and Credits

$5,675.00

$5,675.00

Total Cleared Transactions

$1,812.44

$1,812.44

1
2
3
4
5
6
7

Neptune Trip
Milk
hot lunch income
International Students
Supplies for Spring Fair
Spring Fling
Reimbursement for New Computer
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Figure 9-3C. Reconciliation Report – Uncleared Transaction Details up to
Reconciliation (SchoolCash, page 3)
Uncleared Transactions
Cheques and Payments
Date

Transaction

03/31/2009
03/31/2009

Cheq
Cheq

351
352

Description

Amount

Balance

Mr. G Jones Crayons for Art Room
Scholastic Library

-$22.44
-$115.00

-$22.44
-$137.44

-$137.44

-$137.44

Description

Amount

Balance

5 Bennett

Total Cheques and Payments
Deposits and Credits
Date

Transaction

03/31/2009

Deposit

© 2010 KEV Software
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$325.00

$325.00

Total Deposits and Credits

8

$325.00

$325.00

Total Uncleared Transactions

$187.56

$187.56

Page 3 of 3
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PART THREE: APPENDICES

Appendix A. Purchasing Policy – see http://www.hrsb.ca/content/id/185.html
Appendix B. Student Fees Guidelines
Appendix C. Sample Forms
Appendix D. Contacts

Appendix B. Student Fees Guidelines
A.

Purpose and Audience

These guidelines provide school principals with parameters to use when making decisions involving student
fees. This information replaces past directives, guidelines and memos all of which were created prior to the
provincial Department of Education (DOE) policy Student Fees (2006).
Questions and requests for support should be directed to the appropriate School Administration Supervisor.

B.

Definitions

In these guidelines:
Word

Means…

Student fee

Any fee charged to students at a school. It is important to note that
student fees are not limited to those typically collected in
September. The term refers to fees charged to any students at any
time - including fees for athletics, extra-curricular activities, student
council activities, class trips, in-school presentations. (*See
additional examples below.)

Free

without monetary charge

curricular activities

Those learning activities which are directly related to an educational
program as described in the PSP

extracurricular

activities or events outside the regular academic curriculum

supply lists

lists of materials required for student’s personal use in order to
meet learning outcomes

*Examples of student fees:

Elementary

Junior High

Senior High

handbook
field trips
assemblies
presentations
spring fling
fundraisers

handbook
field trips
lock / locker
dances
school clubs
athletic teams
band program

Student Council fee
handbook
field trips
lock / locker
dances
graduation
yearbook
athletic teams
travel clubs

* These are not intended to be comprehensive lists. Please refer to the definition of student fee above.
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C.

Guiding Principles

•

Public education is free and no student shall be denied opportunity to take part in activities that are
integral to meeting learning outcomes.

•

Diverse learning opportunities are important instructional choices to engage a wide variety of learning
styles and to enrich learning.

•

Students and families should not be placed in positions where they feel awkward or pressured.
Principals must be cognizant of the challenges in their school community to financially support learning
opportunities.

•

Health issues need to be considered when having students share materials.

•

Student fees for goods and services need to be based on actual costs.

D.

PSP/Curriculum

Students shall have free access to all courses and services outlined in the Public School Programs including
such courses as Family Studies, Tech Ed, Art and Music.
Other than supplies for a student’s personal use, like writing tools and scribblers, schools need to provide
students with all the materials they need to demonstrate success with learning outcomes. Students may
choose to provide their own supplies/materials but should not be required to do so. For example, in an art
class brushes should be provided to all students but some students may choose to purchase a brush for their
own personal use. You may ask students to purchase a sketch book rather than a scribbler for their own
personal use.
Schools are permitted to charge fees to cover the cost of rental/repairs of a musical instrument for a student’s
personal use.

E.

September Opening

School supplies for personal use are the responsibility of the parent. Principals need to review supply lists
each year with teachers to ensure requests are reasonable, related to personal (not communal use), and reflect
materials necessary for students to be successful with learning outcomes. Careful consideration should be
given to requests for specific product brands or colours. Supply lists may include an optional section for
parents to consider such items as Kleenex, ziplock baggies and other non-instructional items for classroom
use. (See Appendix A for a sample Supply List Form.) Schools must not require families to provide a year’s
worth of school supplies at the beginning of the year.
Schools choosing to collect fees for the purchase of individual student school supplies must ensure that
expenses reflect actual cost, that parents have the option to make their own purchases, and that all
purchasing procedures are consistent with directives in both the Purchasing and Accounting for School Based
Funds policies. Principals should have a plan in place to support parents who have difficulty purchasing
school supplies due either to the number of children in the school or an inability to pay based on income.
Student agendas can be strongly encouraged but may not be a required item for students at any level.
Fees collected for lock and locker rental must be appropriately categorized in SchoolCash.Net and these
funds are to be used to replace worn or damaged locks and lockers only.
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All other fees collected at school opening such as Student Council fees, student identification cards, must be
accounted for through SchoolCash.Net categories. Principals are responsible to ensure an accountability
statement of revenue and expenses shall be available to the public.
A fee which represents a combination of items must be published with a breakdown of the actual cost for
each item.

F.

Curricular Field Trips / Presentations

Schools are permitted to charge fees to recover the actual expenses for in-school presentations or field trips
directly related to learning outcomes. Expenses may include transportation, entrance fees, and equipment
rental, but shall not include substitute teacher costs. No student should be excluded from participation in a
field trip/presentation because s/he is not able to pay.
Students who choose not to participate must be offered an alternative educational program at that time and
they cannot be penalized through assessment for not attending.

G.

Extra-curricular activities / Athletics

Schools may charge optional student fees for locker locks, student council activities, and participation in
extra-curricular activities including athletics. These fees should be reasonable and determined in
consultation with the School Advisory Council, parent groups and Students Council as appropriate.
All student fees should be based on actual costs. A statement of revenue and expenses must be available to
the public.

H.

School Advisory Council (SAC)

School Advisory Councils serve an essential role in offering feedback to schools on proposed student fees. It
is important that School Advisory Council members provide input on the reasonableness and
appropriateness of individual student fees. Members of the SAC should review the accounting statement of
revenue and expenses that must be available to all members of the public for each student fee established at
the school. The SAC can provide input to school guidelines detailing what happens should there be a surplus
(revenue minus expenses) related to fees collected for a particular purpose.
Principals should annually review all school fees with their School Advisory Council.

I.

Principal’s Responsibilities

It is the principal’s responsibility to ensure:
•

An accounting statement of revenue and expenses for each student fee collected is available to the public.
Accounting statements should be current, readily available and maintained according to the sound
financial practices detailed in both the Accounting for Schools Based Funds and Purchasing policies.
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•

A fee which represents a combination of items must is published with a breakdown of the actual cost for
each item (example, a Student Fee in September which covers lock, locker, student handbook and
student council fees).

•

Student fees are used for the purpose for which they were collected.

•

The processes for the collection and disbursement of monies, including student fees, are done consistent
with the Halifax Regional School Board’s (HRSB) Purchasing and Accounting for School Based Funds policies.

•

The SAC, parent groups or student council do not charge fees that are in violation of the DOE Student
Fees policy or HRSB Student Fees Guidelines.

•

The principal needs to consult annually with the SAC, parent groups and student council (as
appropriate) in establishing student fees.

•

Each teacher / class supply lists is reviewed and approved by the principal before they are published.

•

Staff are informed on the guidelines related to student fees.

•

There is a stated guideline to indicate what happens should any fund(s) be in a surplus position (revenue
minus expenses).

J.

Related Policies and Guidelines

For more information, see the following documents.
Document

Go to…

Education Act

• Education Act, Section 5

http://www.gov.ns.ca/legislature/legc/statute
s/eductn.htm

Provincial Policies & Regulations

• School Fees

http://www.ednet.ns.ca/pdfdocs/policy/scho
ol-fees-policy-2006e.pdf

Published in 2006

HRSB policies

• Accounting for School Based Funds
• Purchasing

http://www.hrsb.ns.ca/files/downloads/pdf/b
oard/policy/sectione/e.002-school-basedfunds.pdf
http://www.hrsb.ns.ca/files/downloads/pdf/b
oard/policy/sectione/e.001-purchasing.pdf
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Appendix A

Sample Supply List Form

School Name: _________________________________

Principal’s Name:

______________________________

Class:

Teacher(s):

______________________________

_________________________________

To assist you in purchasing school supplies for your child, we have prepared this list of materials.

We have also included the following list of optional items for your consideration.

As an alternative, you can participate in a bulk purchase of supplies that our school will be making. If you
would like to do that, please let us know by ______________ (date).
All cheques should be made payable to our school.
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Appendix B
1.

Frequently Asked Questions

Are parents responsible to purchase school supplies for their children i.e. pencils, notebooks, erasers, etc.?
Answer: Yes, parents are still responsible for school supplies for a student’s personal use such as those listed.

2.

What about kits that are put together by the school and sold to students for certain courses like media or art?
Answer: Sufficient materials need to be available to students to be able to participate in all PSP courses
and demonstrate achievement of outcomes in those courses. Schools can offer kits / items for purchase
but students cannot be required to purchase them. Student assessment cannot be affected by their
inability to pay.

3.

Traditionally $25 has been collected from co-op students for thank you gifts and framed certificates. Is this OK?
Answer: Co-op is listed in the PSP and is considered a course. No fees can be charged, including fees for
thank you gifts. Schools are encouraged to develop other strategies to recognize community partners.

4.

Can a student be expected to purchase a Sketch Book for Art?
Answer: Yes, this is in place of a scribbler so it is a supply. However, brushes and paint must be
provided.

5.

Can schools request that students bring in thread, etc. for Family Studies class? Can they ask students to pay for sewing kits
that they use in Family Studies class?
Answer: Students cannot be expected to bring thread. The school should have it. Sufficient materials
need to be available to students to be able to participate in all PSP courses and demonstrate achievement
of learning outcomes in those courses. Students may be offered the opportunity to purchase sewing kits
but it cannot be mandatory and student assessment cannot be affected if they don’t have one.

6.

Can we ask students to co-pay for buses or in-school performances at school? It is current practice in many schools to ask for
a loonie or toonie for performances. These are all curriculum related and part of PSP.
Answer: Schools may charge fees to recover actual expenses for in-school presentations directly related
to learning outcomes. However, students who cannot pay should not be denied the opportunity to
participate in the learning activity.

7.

Can we charge students a fee to cover expenses for a field trip?
Answer: Schools may charge fees to recover actual expenses for field trips directly related to learning
outcomes. However, students who cannot pay should not be denied the opportunity to participate in the
learning activity. Expenses may include transportation, entrance fees, equipment rentals, but shall not
include substitute teacher costs.
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8.

Can we charge students a fee for a locker?
Answer: Yes, however, it cannot be mandatory. Students can choose whether to have a locker or not.
Therefore, you can rent them. It does not affect the PSP whether they have a locker or not. It is
important to note that (revenue) fees charged for locker / locks need to reflect actual expenses incurred
with this item.

9.

Can we charge students a fee for parking on school property?
Answer: No. Schools should develop guidelines for vehicles that park on their property during the
school day.

10. Can schools charge fees for graduation? Prom?
Answer: Schools may charge a fee to recover the actual expenses of graduation ceremonies. In
establishing fees for graduation and prom, it is important to consider the number of expenses associated
with end of the year events. Schools should consult with their SAC in establishing budgets and activities
for graduation and prom. It is important for schools to ensure that these events are accessible for all
students.
11. How does a school deal with a surplus?
Answer: Schools should develop guidelines with their SACs to determine what will be done with
surplus fees (revenue minus expenses).
12. Can schools charge a technology refresh fee?
Answer: Schools cannot charge a technology refresh fee.
13. Can classroom teachers do purchasing for classroom supplies?
Answer: All purchasing has to be done in line with HRSB’s Accounting for School Based Funds and Accounting
policies. No teacher can be given cash or cheque in advance to make purchases. Funds can only be
dispersed from school funds with receipts.
14. How can I best setup SchoolSchoolCash.Net for tracking student fees?
Answer: Establish categories for items and post both revenue and expenses to the specific category.
Avoid tracking funds in categories like “Admin General”. Information is more difficult to separate from
such broad categories. As always, seek finance-specific support as needed from your Manager, Regional
Accounting Services.
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Appendix C. Sample Forms
Appendix C contains sample forms that schools may use or adapt to help them manage their
school based funds. For copies of these forms, go to the board’s Document Depot at
http://myhrsb.ns.ca
C-1

Cash Transmittal Envelope

C-2

Cash Transmittal Slip

C-3

Daily Cash Log

C-4

Expenditure Preapproval/Request for Payment

C-5

Petty Cash Reconciliation

C-6

Taxable Sales Worksheet

C-7

Class Collection List

C-8

Cash Reconciliation – School Dance

C-9

Fundraiser Summary Form

C-10

Charitable Donation Control Form

C-11

Application for Exemption for Volunteer Organizations

C-12

Change in Principal

Cash Transmittal Envelope

Cheques

Cash

1

X 100 =

2

X 50 =

3

X 20 =

4

X 10 =

5

X5=

6

X2=

7

X1=

8

Coin

9
10

Total Cash

11
12
13
14
15

Grand Total
Total Cheques
(Cheques and Cash)
Name ________________________________________________
Signature _____________________________________________
Date _________________________________________________
Credit Funds to ________________________________________
Re____________________

Receipt Issued

Amount Verified by
Signature

Cash Transmittal Slip
Cheques

Cash

1

X 100 =

2

X 50 =

3

X 20 =

4

X 10 =

5

X5=

6

X2=

7

X1=

8

Coin

9
10

Total Cash

11
12
13
14
15

Grand Total
Total Cheques
(Cheques and Cash)
Name ________________________________________________
Signature _____________________________________________
Date _________________________________________________
Credit Funds to ________________________________________
Re____________________

Receipt Issued

Amount verified by
Signature

Receipt
Received from _________________________________________________
Amount $____________________

Date

Signature for Cash Received
Signature

Daily Cash Log
Date ___________________________
Class/Group

Description(Category)

Total

(Amount must match deposit total)
Prepared by
Deposit Date

Amount

________________ (school name)

Expenditure Preapproval
Expenditure for _________________________________
Amount __________________
Person Requesting Payment _______________________
Approval ______________________ Date ____________
Principal

Request for Payment
Payable to ___________________________________
Amount ______________
Category

HST Amount _________

_______________________

Authorized Signature ________________ Date ____________
Principal
Please attach original receipts to this request. This form is for school bank account use only.

Petty Cash Reconciliation
Petty Cash Float
Receipts
Paid to

(A)

Purpose

Total HST

HST

Category

Total

(B)

Cash
X 20 =
X 10 =
X5=
X2=
X1=
Coin
(C)
Receipts (B)
Cash (C)
Total B+C
Difference A-D
Amount required to reimburse petty cash: __________________________________
Please make cheque payable to: _________________________________________

(D)

Taxable Sales Worksheet
Record your estimated annual sales, where applicable, under the Annual Sales column.
NonTaxable
Description
Taxable
Textbook deposits

X

Student activity fee

X

Items sold at or below cost

X

Food and drinks sold at co-instructional events

X

Sale of school supplies at or below cost

X

Fundraising items with a sale price less than $5.00

X

Funds collected from field trips

X

Funds collected from extracurricular bus trips

X

Bank interest earned
Yearbook sales if greater than cost
(Do not include donations or advertising revenue here, or in
calculating whether sales exceed costs.)

X
X

School rings
(If a 3rd party sells the rings and the school receives a
commission, the commission is exempt.)

X

Chips/pop/snack food

X

Fundraising items with a sale price greater than $5.00
School locks
(If locks are sold, the revenue is taxable.)
School locks
(If locks are rented/leased, revenue is tax exempt.)

X

Agendas
Vending machine sales
(If the school owns the machine, revenue is taxable.)

X

X
X

X

Vending machine sales
(If the school rents space to a 3rd party and receives a
commission, the commission is tax exempt.)
Sale of school supplies at greater than cost

X
X
Estimated Total Taxable Sales

Annual Sales

CLASS MONEY COLLECTION LIST
School Name:

_____________________________________________________

Classroom:

_____________________________________________________

Fundraiser:

_____________________________________________________

Student Name

TOTAL

Amount Collected

$

Student Signature

Staff Initial

School Name:

_______________________________________________

Cash Reconciliation
School Dance
Date
Opening Balance {Float}
Door Sales
A. First Ticket number
B.

Last Ticket number

C.

Tickets Sold (B-A)

D.

Price per Ticket

E.

Door Sales (C x D)
Total submitted to
Office

Money counted by

RECEIPT
Received from:
The amount of

$

Purpose: School Dance held
(date)
Amount Verified by
*Completed cash reconciliation is to be sent to the office with the money
*Receipt is filled out in the office once the money is counted and verified.

Fundraiser Summary Form

SCHOOL NAME: _________________________________________________________

Fundraiser: ___________________________________________
Date: _________________________________________________
Opening Balance (Float)

________________________________

Details of Fundraiser (e.g. noon hour sucker sale)
Item Sold _______________________________________________________
Money Collected _________________________________________________
Total submitted to office (float plus money collection
Money counted by

________________________

____________________________
____________________________
(Two Signatures Required)

-------------------------------------------------------------------------------------------------------------------------------------RECEIPT
Received from:
The amount of

___________________________________
$

___________________________________

Purpose:

___________________________________

Amount Verified By:

___________________________________

*Completed cash reconciliation is to be sent to the office with the money.
*Receipt is filled out in the office once the money is recounted and verified.

Charitable Donation Control Form
School Name
Date of
Donation

Donor Name

Address1

City

Prov

Postal Code

Total

Amount

Cash,
Cheque or Tax Receipt or
Gift in Kind Acknowledgement

Application for Exemption
For Volunteer Organizations
As Per Section 4.6.2, Accounting for School Based Funds Policy

Application for the Fiscal Year Ending March 31, 2____
Organization Name:
Mailing Address:
School:
Name of President:

Phone Number:

Name of Treasurer:

Phone Number:

Is the organization incorporated?

Yes ____ No ____

Is the organization a Registered Charitable Organization?

Business No.
Yes ____ No ____

Are school administrative staff members permitted on the executive of the organization?

Yes ____ No ____

Are school administrative staff members permitted to be voting members of the organization?

Yes ____ No ____

How many authorized signing officers have been assigned to the organization's bank account?
Are a minimum of two signatures required on all cheques?

Yes ____

No ____

Does your organization have an annual audit or review?

Yes ____

No ____

Have you attached a copy of your current, approved constitution?

Yes ____

No ____

Have you attached a copy of your most recent annual financial report?

Yes ____

No ____

If yes, who performs the audit?

Please include any additional information on why your organization should be exempt from the Halifax Regional
School Board Accounting for School Based Funds Policy and Procedures, as per Section 4.6.2 of the policy,
in the Additional Information section included on the reverse of this form.
Submitted by:

Phone Number:
(Please print name)

Date:
(Signature)

Please submit the completed application, with all requested supporting documentation to the following address:
Director, Financial Services
Halifax Regional School Board
33 Spectacle Lake Drive, Dartmouth, NS B3B 1X7
If your organization is granted an exemption, you must agree to the following terms:
1. The organization name must not include the name of the school, without the approval of the Director,
Financial Services, as part of this review process.
2. School administrative staff will not be considered as voting members of the organization, or as part of the
organization's executive committee.
3. In order for your organization to book the use of the school facility, you must book through Facilites Rentals.
4. The organization will not be covered by the School Insurance Program for liability purposes, and insurance
coverage must be obtained by the organization for any activity at the school.
5. The school principal is not permitted to be a signing officer on the organization's bank account.
This application will be reviewed, and a written response will be provided to the organization and the school principal.

This application must be submitted on an annual basis.

Additional Information:
__________________________________________________________________________________
__________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________

Change in Principal
School Name

Date of Change

Incoming:

Outgoing:
(Please Print Full Name)

(Please Print Full Name)

School Banking Arrangements:
The following represents all accounts held in the name of the school (if there is insufficient space please use
another form)
Bank Account
Name

Bank Name and Address

Bank Account
Number

Name of Signing
Authorities

* The bank balance and balance per accounting records on the date of change
Attach a copy of
*The most recent bank statement for each account
*The most recent bank reconciliation for each account (Report 11M)
*The transaction report that corresponds to the bank reconciliation (Report 11B)
*The most recent HST statement
*A summary of future commitments entered into by the school
*Umbrella Overview Report (Report #5)
Petty Cash
Does the school operate a petty cash fund

[

If yes, the Petty Cash fund is what amount

A

$

Total Cash in Fund on date of change

B

$

Add Total Receipts on hand

C

$

Total ( B + C)*

C

$

Box 'D' must agree w ith Box 'A'

] Yes

[

] No

Bank Balance*

Change in Principal
Sign Off
The information on this form represents an accurate representation of the school
finances as at the following date
Forward a copy to the School Administration
Supervisor
Signature of Exiting Principal

I have reviewed the above information and agree that it appears to accurately represent the
financial position of the school with the following exceptions

Forward a copy to the School Administration
Supervisor
Signature of Incoming Principal

Appendix D. Contacts

Financial Services Department
Director, Financial
Services

Terri Thompson

tthompson@hrsb.ns.ca

464-2000 ext 2241

Regional Accounting Services
(For school based funds, instructional budget support, charitable donations, lunch supervision accounts)
Regional Accounting
Services Manager

Charlotte Henderson

chenderson@hrsb.ns.ca (902) 464-2000 ext 2221

Regional Accounting
Services Manager

Patsy Snow

psnow@hrsb.ns.ca

(902) 464-2000 ext 2239

Regional Accounting Clerk

Annette Bezanson

abezanson@hrsb.ns.ca

(902) 464-2000 ext 2017

Manager

Kathryn Burlton

kburlton@hrsb.ns.ca

(902) 464-2000 ext 2843

Buyer

Deborah Beck

dbeck@hrsb.ns.ca

(902) 464-2000 ext 2011

MasterCard Administrator

Jennifer Morris

jmorris@hrsb.ns.ca

(902) 464-2000 ext 2223

Manager

Pamela Fry

pfry@hrsb.ns.ca

(902) 464-2000 ext 2243

Supervisor

Sandra Crooks

sacrooks@hrsb.ns.ca

(902) 464-2000 ext 2117

Accounting & Purchasing

Payroll

Public
Private



Report No: 14-05-1474
Date: June 25, 2014

HALIFAX REGIONAL SCHOOL BOARD
Diversity Management Report

PURPOSE:

To provide the Governing Board with an update on Diversity Management
initiatives October 2013 to June 2014

BACKGROUND:

Diversity Management is acknowledging and valuing the similarities and
differences of all staff and students when planning programs, policies and
assigning resources. The Diversity Management Policy (D.009) requires an
annual update to the Governing Board on activities and initiatives related to the
policy.

CONTENT:

The primary focus for Diversity Management has been on the administration
of the Harassment Policy, training sessions for educators and students,
reviewing related policies and identifying needs for a new Diversity
Management Plan.
The Coordinator, Diversity Management is guided by the Diversity
Management Policy which is designed to achieve a qualified workforce that
reflects the diverse communities served by the Halifax Regional School
Board, and ensures environments of inclusion and respect.
Procedures of the Policy require the Superintendent to provide the Governing
Board with information on:
1)

Current and Accurate Data:
Halifax Regional School Board has used a variety of methods to support
staff self-identification. Data on the diversity of staffing for Halifax
Regional School Board is collected on a voluntary basis in the following
ways:
• The Halifax Regional School Board Workforce survey is provided
to all new employees
• Careers @ HRSB is an online job application system whereby
individuals may choose to fill out the self-identification questions.
This allows us to support equity hiring as directed by the governing
board
Work continues on identifying a process that will give the Halifax
Regional School Board a better picture of the complement of diverse
employees within the system.

2)

Strategic Planning and Management:
The Halifax Regional School Board approved a five year Diversity
Management Plan in 2008. The Diversity Management Plan included
strategies and goals that addressed the following employment systems:
recruitment, selection and retention. As per the Diversity Management
Policy, a new plan is being developed.
The Halifax Regional School Board has been leading an
Aboriginal/African Nova Scotian Teacher taskforce. The group has

included representation from around the province and has been
discussing the barriers faced and resources needed to address the
employment of Aboriginal and African Nova Scotian Educators. The
group will be developing recommendations to bring forward to their
respective boards, academic institutions and government departments.
Final report is expected for Fall 2014.
3)

Promotion:
● The Diversity Management sections of the HRSB website was
updated including removing dated information, adding visuals, and
ensuring all links are live and relevant.

4)

Training and Development:
Professional development in cultural competence, harassment and
human rights was provided to various groups of staff and students:
• Support was provided to a variety of schools in the area of
diversity and cultural competency. This ranged from supporting
educators to work with students to hosting sessions in schools with
students from grades 4 to 6
• Half-day Harassment Policy education sessions for RCH and
Sexual Harassment Liaison Volunteers

5) Harassment Policy Implementation/Mediation:
In accordance with the Harassment Policy section 5.2.2, harassment
complaints are forwarded to the Coordinator, Diversity Management.
• From September 2013 to May 2014 there were a total of 75
student-to-student harassment complaints in the areas of
homophobia, sexual harassment, racial harassment and nondiversity related harassment. This represents a decrease in 15
reports from the previous year. The numbers of complaints are
continuing to decrease due to the significant work done at the
school level by the voluntary RCH/Sexual Harassment liaisons at
each school.
• Mediation services were provided as necessary
COST:

N/A

FUNDING:

N/A

TIMELINE:

From October 2013 to June 2014.

APPENDICES:

N/A

RECOMMENDATIONS:

The Board receives this Report for information.

COMMUNICATIONS:

N/A

From:

Tracey Jones-Grant, Coordinator – Diversity Management
E-mail: tjones-grant@hrsb.ca

To:

Senior Staff, June 2, 2014
Board, June 25, 2014
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