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1) POLICY AND PROCEDURE DEVELOPMENT

Preamble:

The Davidson Creek Fundraising Society believes that developing and following policies and procedures
will help to provide effective parameters and guidelines for the action of its members and committees.
The Davidson Creek Fundraising Society will also endeavour to use these policies and procedures as an
orientation tools for new members.

In fulfilling its responsibility for policy and procedure making, the Society will:

a) Ensure that policies comply with relevant legislation and regulations, with the Society
Bylaws, and with existing Society policies before being approved new policy.

b) Work from the broadest, most general statement of policy when setting operational policy.
The Society may develop more specific policies until satisfied that it has reached the
necessary level of clarification and direction.

¢) Encourage interested community individuals to participate in its policy-making process.

d) Ensure policies approved by the Society are available to all members and original copies are
kept in a safe location.

e) Regularly monitor and review its policies at minimum on an annual basis.

f) Ensure that all written policies are consistent in appearance and presentation.

g) Whenever possible, provide a Preamble to explain rationale, spirit or intent of what the
policy is attempting to accomplish.

h) Recognize that policies are being written not only for the present but also for future use.
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2) PRIVACY AND SECURITY OF PERSONAL INFORMATION

Preamble:

Davidson Creek Fundraising Society will not collect, share or store personal information for purposes

other than those of Society business.

In fulfilling its responsibility for maintaining the privacy and security of personal information, the Society

will:

f)

g)

Ensure that the purpose for the collection of all information is clearly communicated / stated
on all requests.

Ensure that only one member of the Society Board of Directors, most likely the Secretary,
coordinates and stores the information collected.

Ensure that storage of personal information will occur in a secure, protected location (locked
file cabinet, password protected electronic storage, etc)

Ensure that any information distributed to Society members, such as communication lists, or
participant lists, will only be given to those individuals in need of the information.

Ensure that individuals with access to the personal information understand and abide by,
provincial privacy and security legislation, and Society policies.

Ensure that all electronic communications addressed to more than one individual will either
use the “bcc” function, or will use an “email group” address where personal email addresses
cannot be seen, reproduced, or saved.

Ensure that all personal information collected will be permanently and securely destroyed no
later than September 30 of the following year.

3) OFFICIAL MAILING ADDRESS

Preamble

The Davidson Creek Fundraising Society understands the importance of maintaining predictability and

consistency in many areas, including the mailing address of the Society. As such, the mailing address for

Davidson Creek Fundraising Society will be:

Davidson Creek Fundraising Society
c/o Davidson Creek Elementary School
360 Davenport Drive

Sherwood Park, AB

T8H 1Y1
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4) TRANSITION OF BOARD OF DIRECTORS

Preamble

The Board of Directors ensures that all legal obligations are met and in the continuity of operations
when changes in the Officers and/or Directors at Large occur.

Upon a change of either, the following will occur in a timely manner:
a) Corporate Registries:

e Update the Officers and Directors registered with Corporate Registries, by letter, with
new Executive information (first and last name, address, and phone number).

¢ Information shall be updated within thirty (30) days of the change (Societies Act).
b) Financial Institution:
e Signing authorities determined according to Society Bylaws.

e Update the signing authorities on the Society’s accounts, by taking the following to the

financial institution:

o meeting minutes designating new signing authorities, photo ID, and any
other documentation required by the financial institution

The financial institution may perform a Corporate Registries search to ensure all proposed signing
authorities have been updated on Notice of Directors.

c) Officer and Director Responsibilities

e Ensure continuity between the past and current year by informing the incoming
Officer(s) and/or Director(s) of the position duties as outlined in the Society Bylaws, how
they are performed, and any ongoing initiatives of the Society.

e Ensure all Society property, documents, electronic files, and accounts are relinquished to

the Society as per Policy.

e Ensure that all electronic files that are relinquished, have the original file retained by the
outgoing Officer or Director for a period six (6) months to ensure the transfer was

successful.
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5) MEETING LOCATION

Preamble

The Davidson Creek Fundraising Society believes in responding to the needs of its members and
community in all possible areas, and in creating a welcoming, inclusive environment for its activities and
meetings.

a) Society meetings will, whenever possible, take place at Davidson Creek Elementary School, in
a room to be decided and posted closer to each meeting.

6) NEW MEMBER ORIENTATION

Preamble

The Davidson Creek Fundraising Society values new and returning participants at its meetings, activities,
and events. The purpose and work of the Society is often misunderstood. To assist new participants in
clearly understanding the important roles and relationships of the Society, the Davidson Creek
Fundraising Society will do the following:

a) Provide access to a welcome package which will include a copy of the Society Bylaws, Policy
Manual, most recent Annual Report, and contact information for the Society Board of
Directors.

b) Provide a copy of the Membership Form

c) Introduce the new participant to several returning participants.
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7) COMMUNICATION — INTERNAL

Preamble

The Davidson Creek Fundraising Society defines “Internal Communications” as being those which take
place outside of scheduled Society meetings and for the use of members, school administration, and
students, using any of the below means of communication.

To facilitate a robust two-way internal communication system, the Society may use, but is not limited
to, one or more of the following methods:

Email

e Telephone: Automated, Verbal or Text

e Canada Post

e School Newsletter

e Signage Outside of the School

e Social Media (Facebook, Twitter, LinkedIn etc)

e Group Webpage (through School, School District, ASCA or Other)

It is expected that all communications will be conducted in a professional manner, respecting the
integrity and confidentiality of individuals, the school and the Society. Society business documents,
such as agendas, minutes, Bylaws, Policies and Codes of Ethics and Conduct will, at minimum, be made
available to all members via both hard copy and electronic form. Special Events and activities requesting
additional member or community attendance at the school or another location will be communicated
via email, social media, group webpage, school newsletter and any other media forms as determined by
the Society or school administration. The President, as the key spokesperson for the Society, will, if
needed, delegate this and other communication duties as required.

The President, Vice-President and Principal will all be cc’d on all email communication.
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8) COMMUNICATION — EXTERNAL

Preamble

The Davidson Creek Elementary Fundraising Society defines “External Communications” as being those
which take place outside of the immediate school community, including but not limited to news outlets,
professional organizations, school boards, and government bodies. The President, as the key
spokesperson for the Society, in consultation with other Society members whenever possible, will
determine the most appropriate form of communication to use in each circumstance as it arises. The
Society may encourage the use of one or more of the following methods:

e Email

e Telephone: Automated, Verbal or Text
e (Canada Post

e School Newsletter

e Signage Outside of the School

e Social Media (Facebook, Twitter, LinkedIn etc)

Group Webpage (through School, School District, ASCA or Other)

It is expected that all communications will be conducted in a professional manner, respecting the
integrity and confidentiality of individuals, the school and the Society. Reports from Society
representatives on external committees, or to outside organizations, will be made available via
electronic documents posted on the group webpage, as well as requested hard copies. Articles for print
in community publications will be written by the Secretary with input from the Board Executive and
proof-read by the Principal and one Society Director. TV, radio or newspaper interviews will be given by
the Principal, Society President or Vice President, or a designate, as determined by the President and
Principal.

The President, Vice-President and Principal will all be cc’d on all email communication.
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9) CRITICAL DEADLINES

The Davidson Creek Fundraising Society shall endeavour to meet all critical deadlines so as to ensure

that the Society is running at full efficiency, and with as little disruption to the school’s fundraising
needs as possible. These deadlines shall relate to the foundational needs in order to operate as a
Society. In doing so, the Society shall review this timetable at the end of each school year and modify as

required.

September

e Update signing authorities on Society bank accounts

e Complete fiscal year annual financial report

e Call out for auditor(s) to audit financials if positions were note filled at
Annual General Meeting (AGM)

e Review insurance requirements

October - January

e Provide financials to auditor(s) to review

February e Present audited annual financials at Special General Meeting (SGM) no
later than February 28t Meeting notice requirements as per Society
Bylaws.

March e Audited annual return must be filed by March 28™ to Service Alberta
June e Annual General Meeting (AGM) must be held before June 30t". Meeting
notice requirements as per Society Bylaws.

August e Update Officers and Directors for the Society with Corporate Registries
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USE OF SOCIAL MEDIA

The Davidson Creek Fundraising Society believes that the responsible use of Social Media will assist in

its efforts to establish multiple and varied methods of two-way communication with its members and

the greater community.

These statements spell out the responsibilities of Society members when using social media for Society

purposes (including participation in discussion groups such as blogs or forums) and when participating

in social media for personal use. They are consistent with best practices used across the Internet.
Society members failing to abide by this policy may be prevented from further participation on social

media sites related to the Society

Members of the Davidson Creek Fundraising Society will:

a)

b)

c)

d)

f)

Be responsible. Society members are personally responsible for the content they publish
online through social media, and can be held liable for any commentary deemed to be
defamatory, obscene, proprietary or libelous. Society members are aware that the content
they publish is visible to the entire world and will remain public for a very long time. Society
members will protect their privacy.

Follow the rules. Society members will be aware of, and respect, the rules of participation
governing the discussion groups and social networks within which they chose to participate.
Society members understand that laws that apply in the “real” world also apply online.

Be transparent. If Society members post material or discuss topics related to their work or to
Davidson Creek Fundraising Society, they will identify their relationship to the Society. If
taking part in an anonymous discussion or using a nickname, Society members will disclose
their connection to the topic at hand and will never pretend to be someone they are not.

Respect your audience and colleagues. Society members will not engage in any conduct or
use any language that would not be acceptable in the workplace or at the Society table.
Society members will protect the privacy of others and respect their opinions.

Add value. When Society members express themselves in social media on issues related to,
or about Society, they will contribute to the public perception of the Davidson Creek
Fundraising Society. Society members will only write about what they know, from their own
perspective.

Protect the image. If Society members identify themselves as a member of the Davidson
Creek Fundraising Society in an online social network, they will ensure their profile and
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related content is consistent with how the Society would like to present themselves with
other participants and community members and be reflected in the public eye.

g) Be accurate. If Society members publish information about Davidson Creek Fundraising
Society, they will ensure the information is accurate and the source is clearly indicated.
Society members will be the first to correct their own mistakes, and will not alter previous
posts without indicating that they have done so.

h) Do not reveal secrets and respect confidentiality. Society members will not disclose
confidential or proprietary information about other members, the school, Society, staff,
students, other participants or community members. Society members will respect
copyrights and ask permission before they cite Society/ members, staff, students, other
participants or community members. If Society members are not sure whether some
information is okay to publish, they will ask the Society President and/or the school Principal.

i) Remember the purpose. Society members are encouraged to use social media. Society
members will ensure their online activities do not compromise their responsibilities to the
school, Society, staff, students, other participants or community members.
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MEMBER CODE OF CONDUCT

The Davidson Creek Fundraising Society is dedicated to conducting Society meetings, activities and
events efficiently, meaningfully and with integrity. As the Society adheres to a Code of Ethics which
applies to the Society as a whole, individual members of the Davidson Creek Fundraising Society are
asked to be guided in their thoughts, words and deeds by the following Code of Conduct:

As a member of Davidson Creek Fundraising Society, | will:

a)

b)
c)

d)

e)
f)

g)
h)
i)
j)

k)

Devote time, thought and study, to the role and responsibilities of a Society member so | can
provide effective service to my Society.

Be familiar with Society policies and operating principles.

Work with my fellow Society members in a spirit of harmony cooperation, and respect for
differences of opinion.

Promote positive and collaborative relationships on Society, between Society and the School
Council, school administration, and with the greater community.

Encourage parent participation in Society.

Work with my fellow Society members to support the goals of the Society, and those of the
School Council as well as the school’s education and improvement plans.

Assist the Society to excel in all of its efforts and undertakings.

Act as an advocate for excellence in education at the school and community levels.

Declare any conflict of interest.

Never disclose any confidential information | may have access to through other involvements
at the school.

Use the appropriate communication channels to address concerns
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RECORD KEEPING

The Davidson Creek Fundraising Society will retain, at the school, a copy of all meeting minutes and

associated records for a period of seven (7) years, making them available to members and the public
upon request. The location of the records may change from time to time, but will always be known by
the Principal and Secretary of the school, in addition to the Board Members of the Society. With respect
to these records, the following points will also apply:

a)

b)

f)

The Secretary of the Society will be responsible for ensuring that the records kept at the
school are complete, up to date and purged when appropriate.

Whereas the official copy of all records will provide full names of those in attendance,
records being published on line or in printed material such as newsletters etc will use a first
name/last initial format to identify attendance and participation in meetings, activities or
events.

The Secretary of the Society will be responsible for ensuring that electronic copies of records
are posted, up to date and archived or purged when deemed appropriate by the
Society/Association/Foundation.

The President and/or Secretary of the Society will ensure that storage of any personal
information collected on behalf of the Society will occur in a secure, protected location
(locked file cabinet, password protected electronic storage, etc).

Meeting Minutes will be posted on the group webpage no longer than 10 days after
meetings. Minutes posted online will be removed no later than September 30" of the
following school year.

Agendas for upcoming meetings will be posted on the group webpage no later than 72 hours
prior to the meeting.
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FINANCIAL MANAGEMENT

The Davidson Creek Fundraising Society will handle funds to support and sustain its own operational

plans, and to achieve its objects and purposes. The Society will handle all funds and conduct all financial

transactions with accuracy and transparency. Financial management practices are established to

protect the integrity of the Society as a whole, as well as individual members.

a)

b)

f)

g)

h)

j)

k)

1)

The Treasurer of the Society will ensure that all financial transactions are conducted in
accordance with the policy.

Funds collected on behalf of the Society will not be removed from the collection location
until counted and verified by a minimum of two (2) individuals, one of whom will be an
Executive Officer of the Society.

Verification will be considered complete when two (2) tally sheets providing a denomination
breakdown of the funds are dated and signed by the individuals performing the count.

The verified funds will be kept in the school safe, complete with one copy of the signed tally
sheet, until they can be deposited by the Treasurer or designate. The second signed tally
sheet will remain with one of the individuals performing the count.

Should a discrepancy occur between the amount for deposit calculated by the financial
institution and the signed tally sheet, the individual making the deposit will immediately
notify the Treasurer and the Society President. The President and Treasurer will then
research the cause of the discrepancy, and report their findings to the Society Board of
Directors.

The Society Board of Directors may, at any time, determine additional financial management
precautions need to be established and implemented.

Requests for Funding will be considered by the Society Board of Directors after receiving the
properly completed required paperwork, such as a Funding Request Form, as determined by
the Board of Directors.

Reimbursement requests must be accompanied by an original receipt and the approved
Funding Request Form, payment will be by cheque.

Any changes in financial management processes will immediately be considered to be a
change in this policy, and will be handled and documented as such.

The financial records of the Society will be audited once each year by two (2) members who
did not handle any funds on behalf of the Society and who do not have signing authority on
any of its accounts.

The Treasurer will have sole ‘read-only’ online access for the Society’s bank accounts. The
Treasurer will provide the password to an incoming Treasurer within five business days of
being elected. The password must be reset by incoming Treasurer within five business days.
The Society will not accept or send e-transfer payments for any revenues or expenditures.

m) The Society will restrict on-line access to banking information, to ‘read-only’ access.

Davidson Creek Fundraising Society (DCFS) Policies and Procedures

Policy Adopted on: November 29, 2018
Last Reviewed: February 11, 2019 Next Review Date:




Davidson Creek Fundraising Society (DCFS)
Policies and Procedures Manual

n) Inthe event of NSF (non-sufficient funds) payments, the Treasurer will be responsible to
privately contact the payer, in person wherever possible, to make arrangements for
payment. Any bank charges related to the NSF will be the responsibility of the payer. In the
event of three NSF payments from the same individual, the Society will only accept cash
payments from said individual for the duration of the fiscal year.

o) The Society will deposit funds within ten business days from close of fundraiser, wherever
possible.

p) Donations to the Society will be accepted, donor may complete an Allocation Request Form
for consideration by the Board when allocating the funds.

g) The use of Bambora Software will be limited to those with written consent, as approved by
the Executive, and only for the term noted and for Society approved fundraisers. Passwords
will be changed as needed, as determined by the Executive.

14) INVENTORY

Preamble

All property of Davidson Creek Fundraising Society must be inventoried and accounted for.

a) Inventory and Sign Out sheets will be used to manage all physical property of
the Society (see appendix)

b) Allinventory will be accounted for at the end of each school year by two (2)
members of the Society.

c) All property of the Society will be returned to it’s permanent storage location
by the end of the school year.

d) Any accumulated prizes, donations, or bonuses will be kept and updated as
necessary (see appendix).
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COMMITTEES

The Davidson Creek Fundraising Society may determine the need for Standing and Ad Hoc committees
in order to facilitate effective, efficient work and meaningful engagement. Terms of Reference for each

Standing Committee will be communicated at the beginning of the year, and for Ad Hoc Committees as
they are established. The Society may appoint committees that consist of Society members and/or
community members. Committees will meet outside of Society meetings to complete their assigned

tasks and report on their activities at Society meetings.

a)

b)

d)

f)

g)

h)

Standing Committees of Davidson Creek Fundraising Society will be:
1) Hot Lunch Committee
Committee members shall consist of members.

Standing Committees will operate on an ongoing basis with specified lengths of terms for
members. The Board of Directors shall vote in any committees and their members.

Ad Hoc Committees will be formed as necessary and will work within a specified time period.
Typical ad hoc committees will be formed for each fundraiser and any Member in good
standing may serve on the committee. Ad Hoc committees may be formed at any Society
meeting.

Committees will meet outside of meetings of the Board or general meetings of the
membership to complete their assigned tasks as per the direction of the Board and present a
report of their activities at meetings as requested.

Chairs of Standing Committees shall submit a written report of their work at the Annual
General Meeting.

Ad Hoc committees shall keep all details of their operations in a hard copy file which will
remain property and kept in possession of the Society when that committee dissolves.

All committees and members shall adhere to the DCFS Flow Chart to ensure clear
communication and responsibilities when considering school wide fundraisers.
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15) EVALUATION OF SOCIETY

Preamble

The Davidson Creek Fundraising Society believes in the value of self-evaluation as a tool to guide

improvement in all aspects of our operation. Society evaluation will focus primarily on the effectiveness

of the Society as a whole in achieving its goals and operational objectives.

The Davidson Creek Fundraising Society will conduct a self-evaluation annually targeting, but not limited

to the following areas:

1. Our Society clearly understands the roles and responsibilities of Society and its members.

a)
b)
c)
d)
e)
f)

We are familiar with the Societies Act and our legal requirements.

We are familiar with the School Act and the School Councils Regulation.

We use the Alberta School Council Resource Guide if needed.

We participate in workshops and other skill development and training opportunities.
We are familiar with and regularly review our Society’s bylaws.

We assess and evaluate our Society’s work annually.

2. Our Society promotes meaningful member engagement. We are inclusive, respectful,
demonstrate trust and have high ethical standards.

a)
b)

c)
d)

e)
f)

We communicate with our members and the broader community.

We encourage participation on Society and recognize and address barriers to
participation.

We welcome newcomers to the Society, the school and the community and build
positive, trusting relationships.

We conduct efficient meetings and other activities with dignity and respect.

We have implemented and adhere to our Society’s Code of Ethics.

We strive to build positive relationships with the principal, the School Council and others.

Davidson Creek Fundraising Society (DCFS) Policies and Procedures

Policy Adopted on: November 29, 2018
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Davidson Creek Fundraising Society (DCFS)
Policies and Procedures Manual

16) FUNDRAISER SELECTION

Preamble

The Davidson Creek Fundraising Society acknowledges that our school family is made up of various
demographics, financial abilities, and time restrictions. The Society will thoughtfully consider each
fundraiser and ask the following questions before selection:

1. Is this a fundraiser for financial profit, or for community spirit?
2. How does this fundraiser impact the time on families and volunteers?
3. Does this fundraiser provide ample profit margins?

The Board will strive to hold a variety of styles of fundraisers including consumables, educational
events, community events, and monetary based fundraisers.

Davidson Creek Fundraising Society (DCFS) Policies and Procedures

Policy Adopted on: November 29, 2018
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Davidson Creek Fundraising Society (DCFS)
Policies and Procedures Manual

17) CONFLICT RESOLUTION

Preamble

The Davidson Creek Fundraising Society works together for the good of the school. The Board
recognizes that conflicts can and will occur. It is the Board’s wish that all members will act with kindness
and respectfulness. The Society shall apply every effort to resolve internal conflicts using the steps
outlined as follows:

1. If at any time 10 parents, or 5 parents and greater than 50% of the Board
members of the Society, are of the opinion that the Society is in a state of
conflict, such that its operation is significantly impaired, they may deliver a
signed written letter to all Board members and the Principal requesting a
special general meeting and the following will apply:

a) The President will call a special general meeting of the Society

b) The Secretary will provide a minimum of 5 days written notice to all
parents and Society members of the date, time, place, and purpose of
the special general meeting.

c) Atthe special general meeting, all parents and Society members present
will have an opportunity to hear and discuss the issues causing conflict.

d) On motion, a vote shall be taken respecting a proposed resolution to the
conflict.

e) If the majority of voting members present vote in favour of the
resolution proposed, the society will immediately act upon it.

Davidson Creek Fundraising Society (DCFS) Policies and Procedures
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18) APPENDIX

e Code of Conduct

e Membership Form

e Request for Funding

e Allocation Request Form

e Reimbursement Request Form

e DCFS Society Inventory

e DCFS Sign Out Sheet

e DCFS Bonuses & Prizes Inventory

e Terms of Reference
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Code of Conduct for Society Members

A code of conduct is a statement of principles in which a person or group of people believes and that
governs or influences their behaviour. It is an expression of dedication to integrity.

As a member of Davidson Creek Fundraising Society, | will:

= Devote time, thought and study to the role and responsibilities of a Society member so that | can
provide effective service to my Society.

= Be familiar with Society bylaws and policies.

»  Work with my fellow Society members in a spirit of collaboration, cooperation and respect for
differences of opinion.

=  Promote positive and collaborative relationships on Society, between Society and the School
Council, and the school administration, and with the greater community.

= Encourage parent participation in Society.

=  Work with my fellow Society members to support the goals of the Society and those of the School
Council, as well as the school’s education and improvement plans.

= Assist the Society to excel in all of its efforts and undertakings.

= Act as an advocate for excellence in education at the school and community levels.

= Declare any conflict of interest.

= Secure and never disclose any confidential information | may have access to through any
involvement at the school.

= Use the appropriate communication protocols to address concerns.

= Decline payment for any Society activities.

A Code of Conduct for DCFS Members



Davidson Creek Fundraising Society (DCFS)
Membership Form

Please complete and return this form to the school to become a member of the Davidson Creek Fundraising Society (DCFS).
All parents/legal guardians of students enrolled in Davidson Creek Elementary (DCE) are encouraged to become members of
the DCFS. Other interested persons may become Community Members or Society Members, subject to vested interest and
bylaws, as approved by the Society. The majority of members of the Society will be parents/legal guardians. There are no
membership fees.
As a member of DCFS | have the right to:

e vote at any general (membership) meeting of the society (AGM, SGM, RGM)

e receive notice of all meetings and fundraising activities

e serve on committees or chair fundraisers
I understand the rights and responsibilities of being a member of DCFS as outlined in the bylaws. The DCFS bylaws can be
found on the school’s website at www.davidsoncreekelementary.ca

*If each parent wants to become a member of DCFS, each must complete and sign this document.

Member Information: Member Information:

Name: Name:

Address: Address:

Home Phone #: Home Phone #:

Cell/Alternate Phonet: Cell/Alternate Phone#:

Email: Email:

Membership Type: Membership Type:

__lam a parent/legal guardian of a student in DCFS ___lam a parent/legal guardian of a student in DCFS
___lam a Community Member (subject to approval) ___lam a Community Member (subject to approval)
Community Members please indicate vested interest: (ie. | Community Members please indicate vested interest: (ie.
Grandparent, former parent, etc.) Grandparent, former parent, etc.)

__lam an Associate Member (advisory only) __lam an Associate Member (advisory only)

Email Consent: Email Consent:

[ YES, | consent to the use of my email for receiving [ YES, | consent to the use of my email for receiving
fundraising and DCFS information. fundraising and DCFS information.

O NO, | do not consent to the use of my email address by | OO NO, | do not consent to the use of my email address by
the DCFS. the DCFS.

OYes, | would like to stay a member of DCFS until my OvYes, | would like to stay a member of DCFS until my
child/children no longer attend DCE child/children no longer attend DCE.

I understand that | may revoke my consent or membership | | understand that | may revoke my consent or membership
at any time. It is my responsibility to notify DCFS of any at any time. It is my responsibility to notify DCFS of any
changes to the information contained in this form. changes to the information contained in this form.

Date: Date:

Signature: Signature:

Davidson Creek Fundraising Society (DCFS) is required to obtain this information under the Societies Act. All information
collected will be used in accordance to the Personal Information Protection Act (PIPA). For more information please contact
Davidson Creek Fundraising Society president at fpresidentdce@gmail.com

DCFS Membership Form

2018
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Davidson Creek Fundraising Society

Funding Request Form

Date of Request: Amount Requested:
Organization or Person requesting Funds:
Contact Information: Email:

*Please note: Receipts or Invoices from vendors will be required for all approved requests
Purpose of Funds: (use a separate attachment if needed)

e Please explain clearly and in detail how the funds will be used:

e How will this benefit the students?

e How many students will this request benefit?

School Administration approval in principle:
Date: Signature of Principal

Fundraising Society approval in principle:
Date: Signature of Authorized Society Representative

For Society Use Only — Do Not Write Below

Motion carried on: Initials of Fundraising Society Rep:

Notes:

Cheque #: Account: Receipts Attached:




Davidson Creek Fundraising Society

Allocation Request Form

Date of Request: Amount Donated:
Organization or Person donating Funds:
Contact Information: Email:

Purpose of Donation: (use a separate attachment if needed)

e Please explain clearly and in detail what you would like the funds to be allocated for use:

e How will this benefit the students?

e How many students will this request benefit?

School Administration approval in principle:

Date: Signature of Principal

Fundraising Society approval in principle:

Date: Signature of Authorized Society Representative

For Society Use Only — Do Not Write Below

Motion carried on: Initials of Fundraising Society Rep:

Notes:

Cheque #: Account: Receipts Attached:




Davidson Creek Fundraising Society

Reimbursement Request Form

Date of Request: Amount Requested:

Organization or Person requesting Reimbursement:

Contact Information: Email:

*Please note: Receipts and completed Funding Request Form will be required for all approved
requests

Total S

Fundraising Society approval in principle:

Signature of Authorized Society Representative

Date:
For Society Use Only — Do Not Write Below
Motion carried on: Initials of Fundraising Society Rep:
Notes:
Cheque #: Account: Cheque Payable to:
Receipts Attached: Funding Request Form Attached:




DCFS SOCIETY INVENTORY

Item Quantity Location Date Name Initial




DCFS SIGN OUT SHEET

Item

Printed Name

Date Out

Initial

Date Returned

Initial

Initial of
Officer
Verifying
Return




DCFS Inventory — Accumulated Bonuses & Prizes

Iltem Quantity | Accounted For Donated (D) or Storage Location Date Print Name Initial
(YorN) Received (R) by
Quantity Used Reason for use Use Approved on Date Date Print Name Initial
what Date Used
Item Quantity | Accounted For Donated (D) or Storage Location Date Print Name Initial
(YorN) Received (R) by
Quantity Used Reason for use Use Approved on Date Date Print Name Initial
what Date Used
Item Quantity | Accounted For Donated (D) or Storage Location Date Print Name Initial
(YorN) Received (R) by
Quantity Used Reason for use Use Approved on Date Date Print Name Initial
what Date Used




Davidson Creek Fundraising Society
Committee Formation & Terms of Reference

Committee Members,

Thank you for volunteering your time to help our students, the staff, and the Fundraising Society to
ensure this fundraiser is run smoothly. To help you make the most of your time and ensure
communication is as effective as possible, please ensure the steps outlined below are followed:

1)

2)

3)

4)

5)

\J

Fill out the following “Terms of Reference” and return it as soon as possible to the Society
President and Vice President (fpresidentdce@gmail.com, fvpdce@gmail.com).

The Society will review and, if necessary, send back the Terms of Reference with any
guestions, clarifications required, etc. Please modify the form as needed and send back for
approval. Once you have approval, you may begin to organize and plan within the capacity
approved.

Please be sure to communicate with the Society first and foremost on all communication. The
Principal and School Council will be included and communicated with by the Society. Ensure
you are acting within the authority noted:

1. Limited Advisor: The committee investigates and reports. The Executive Members make
the decisions.

2. Active Advisor: The committee investigates and suggests action. The Executive Members
will probably take the committee suggestions.

3. Limited Agent: The committee can take some action, with the Executive Members’ consent.

4. Active Agent: The committee takes action. The Executive Members can later ratify the
action taken.

It is imperative that the Society is aware of the following:

- goal of monetary funds to raise
- volunteers required to run the fundraiser (only the Society can email the volunteers)

- start and end dates of fundraiser, if they require modification from what was approved in the
SC/DCFS meeting minutes

- if prizes will be awarded at the end of a fundraiser, and who is providing them. If the
committee would like DCFS, a community member, school family or company to donate prizes,
a Funding Request Form may need to be filled out and/or a letter written and/or approved by
DCFS

A duotang will be provided to the chair of the committee. Please keep a copy of the approved
Terms of Reference, templates of any letters used for students, etc., product catalogue used,
company contacts, and any notes. This duotang is property of DCFS and must be returned at
the end of the fundraiser or school year, depending on if you are a standing or ad hoc
committee. The purpose of the duotang is to assist future chairs of the same fundraiser to
identify any issues that were encountered, as well as what worked well.

DCFS Creating Committees-Best Practices (Page 1 of 4)
2019
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Davidson Creek Fundraising Society
Committee Formation & Terms of Reference

Members of a school council, or a registered non-profit society (the Fundraising Society), cannot do everything on their
own. Sometimes it is necessary to delegate tasks to a committee. Parents, teachers, or members of the community who
are unable to attend regular meetings may be willing to serve on a short-term specific-task committee. Committees can
enable an organization to accomplish more work in specific areas and are formed after initial organization discussion.
Items requiring more lengthy discussion, activity or research are assigned to a committee. Committees make decisions or
recommendations, according to the mandate the organization gives them.

Committee members should:

be willing to participate, both individually and as a team;

be willing to prepare reports for the organization, as required;
set priorities and follow through with them;

understand the expected time commitment; and

work towards consensus.

YV VVYVYVY

DCFS Policies and Procedures states the ability of the organization to establish committees:

Fundraising Committees

The Davidson Creek Fundraising Society may determine the need for Standing and Ad Hoc committees in order to facilitate
effective, efficient work and meaningful engagement. Terms of Reference for each Standing Committee will be
communicated at the beginning of the year, and for Ad Hoc Committees as they are established. The Society may appoint
committees that consist of Society members and/or community members. Committees will meet outside of Society
meetings to complete their assigned tasks and report on their activities at Society meetings.

a) Committee members shall consist of members.

b) Standing Committees will operate on an ongoing basis with specified lengths of terms for members. The
Board of Directors shall vote in any committees and their members.

¢) Ad Hoc Committees will be formed as necessary and will work within a specified time period. Typical ad hoc
committees will be formed for each fundraiser and any Member in good standing may serve on the
committee. Ad Hoc committees may be formed at any Society meeting.

d) Committees will meet outside of meetings of the Board or general meetings of the membership to complete
their assigned tasks as per the direction of the Board and present a report of their activities at meetings as
requested.

e) Chairs of Standing Committees shall submit a written report of their work at the Annual General Meeting.

f)  Ad Hoc committees shall keep all details of their operations in a hard copy file which will remain property and
kept in possession of the Society when that committee dissolves.

Written Terms of Reference will help the committee members understand their responsibilities and obligations, and
determine what decisions they can make on their own to complete their task.

DCFS Creating Committees-Best Practices (Page 2 of 4)
2019
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Davidson Creek Fundraising Society

Committee Formation & Terms of Reference

Terms of Reference Template for Committees

NAME OF COMMITTEE

NAME AND TYPE OF COMMITTEE

e |s this a standing committee (ongoing), an ad hoc committee (short-term)
or a sub-committee?

GENERAL PURPOSE
e What is the area of responsibility?
o What type of work is the committee expected to do?

KEY DUTIES AND RESPONSIBILITIES

e What results are expected from the committee?

e What authority does the committee have?
1. Limited Advisor: The committee investigates and reports. The
Executive Members make the decisions.
2. Active Advisor: The committee investigates and suggests action.
The Executive Members will probably take the committee
suggestions.
3. Limited Agent: The committee can take some action, with the
Executive Members’ consent.
4. Active Agent: The committee takes action. The Executive Members
can later ratify the action taken.

COMPOSITION AND APPOINTMENTS
e Who is appointed to the committee?

(e.g., voting and non-voting members, ex-officio members)
e How is the Committee Lead/Chair appointed?

e Who appoints the other committee members?
(e.g., Executive Members, Committee Lead, etc)

o When are committee members appointed?

(e.g., after the AGM, at certain points in the organization’s calendar)
o How many committee members will be required?
e How long do the appointments last?

MEETINGS
e What is the expected number of meetings per year?
e How are meetings scheduled?

RESOURCES

e What are the allowable committee costs approved by the Executive
Members in the budget?

e What are the restrictions?

e What approval is necessary?

SPECIFIC OBJECTIVES
e What tasks are to be accomplished by the committee?
o Are there specific dates for specific tasks?

REPORTS AND TARGET DATES

e What are the dates for submitting progress reports to the Executive
Members?

e Does the committee report verbally or in writing?

\J

DCFS Creating Committees-Best Practices (Page 3 of 4)
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Davidson Creek Fundraising Society
Committee Formation & Terms of Reference

REVIEW AND EVALUATION

e When does the committee submit its written review of
accomplishments?

e When does the committee make recommendations to the Executive
Members for changes (in the overall task or in the Committee Terms of
Reference?)

APPROVAL AND REVIEW DATE

e When were the Terms of Reference for this committee last reviewed and
approved?

e When will they be reviewed again?

DCFS Creating Committees-Best Practices (Page 4 of 4)
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