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Mo lior

Superintendent
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. Interpretation:

This policy is about the administration and oversight of the finances of ASD-S and the role of the
Superintendent to successfully manage the budget and not place the district in financial jeopardy. The
expenditure plan is presented to the DEC and the Superintendent is not to allow a large deviation from this
plan without an explanation. The budget as much as possible is to be used to support the Ends as identified
by the DEC. The district must use the generally recognized principles of government accounting and have
the necessary checks and balances in place. The Superintendent must provide regular updates to Council
and inform the principals about the purpose and appropriate use of the PSSC funds.

I1. Background:

ASD-S has a budget and accounting department with a manager who has been with us since before the
2012 amalgamation, and two assistant managers, one who has also been in the role pre-amalgamation 2012.
They are located in the Office of the Superintendent in Saint John. There are four accounting clerks and an
admin services clerk in each Education Centre that support the department. The Director of Finance and
Administration oversees budget and accounting. This year ASD-S has a budget of $256M and the district
is not permitted to have a deficit. As a large district we can carry over only $300K per fiscal year. The
fiscal year runs from April 1 to March 31 which can pose a challenge as it does not align with the school
year. By the time the new school year begins we are close to half-way through the fiscal.

I11. Evidence of Compliance:

Reporting - The expenditure plan is presented to DEC in June of each year, providing we have the budget
in time to do so. The Education Act states that the plan is to be submitted to EECD by July 1. A one pager
is presented to the DEC using the following categories — instruction (staff), instructional support, student
support and supplementary education programs, operation, and maintenance (including transportation),
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District Office operations, employee benefits, IT and special projects. The Director and Manager work on
this, and it is reviewed with me prior to being shared with DEC. The expenditure plan uses a one-page
format and DEC member questions are answered, and a motion made to accept the report. Budget updates
are given to DEC in October and January. The reports give the original budgeted amount, the year-to-date
expenses, the forecast until the end of fiscal and the surplus/deficit. The goal is to share the final year end
budget report in June and ask for a motion of acceptance. In June we also present the balances in self-
sustaining accounts which include international student funds, cafeteria and rental accounts. The fiscal
ends in March however it does take until late May for the year to be closed and the process complete. The
DEC sees a report four times a year. We are open to any feedback on the reports shared with DEC, as our
goal is to have them be meaningful. With respect to compliance, it is important to note that ASD-S has had
a balanced budget since it was formed in fiscal 2012 — 2013.

It is important to note that close to 85% of the budget of ASD-S is allocated to salaries of the
approximately 3200 regular employees and casual replacement costs. We have other fixed costs such as
electricity, fuel, cost of operating buses, and monies needed for minor repairs. Prior to the pandemic travel
costs were significant, especially for those whose roles take them to schools around the District or the
Centre and to EECD for meetings. Once the expenditure plan is developed there would be few deviations
from it. The reality is the discretionary funding we have within the budget is small — some funds come to
support professional learning for provincial priorities which often are our priorities and for resources for
schools with new curriculum and French Second Language through the Official Languages in Education
funds.

The Superintendent has a discretionary budget line, and many of the expenses (supply time, refreshments)
for Principals meetings, leadership opportunities and PD would be covered there. We have a group of 18
Principals wanting to attend a leadership conference out of province in the spring. We are funded for the
registration costs for ten people so we will cover the additional costs as this is seen as a priority. Our self-
sustaining funds are used to support those extras that are not funded — e.g. $50K - $60K annually for
schools to apply for Innovation Grants which supports the District Improvement Plan. 1 look for ways to
support learning opportunities for staff that align with their School Improvement Plans and our District
priorities.

PSSC Funds - At the September 2021 meeting of the DEC a proposal was brought forward to DEC for
PSSC funding — this is based on $500 for small schools and $2.42 per student using the official September
30 enrolment from the previous school year. Using this number in fall 2021 meant some schools were at a
disadvantage as their fall 2020 enrolment had dropped due to the pandemic so we used the fall 2019
enrolment numbers. As PSSC’s were not yet named, Principals were made aware of their budget amounts.

In October 2021 the DEC adopted guidelines for PSSC spending, not all PSSC’s had been set up so the
guidelines were shared with principals. We did not have an official orientation session in fall 2021 for the
PSSC’s and this is typically an opportunity to share information on the budget. By Christmas each year the
Chairs names are finalized, and the Superintendent has a group key for Chairs by Education Centre. The
guidelines were forwarded to all PSSC Chairs. A reminder was sent out in February to the Principals to
remind them to have this as an agenda item to ensure the funds are used. | expect this may be a challenge
this year as most PSSC’s have been meeting virtually, or meetings have not been as often. After the March
Break | will ask for another printout by school, and follow-up with schools with money remaining.

Protecting financials - ASD-S has a large budget and schools have budgets from the district and funds in
their school raised funds accounts. It is important that the District has appropriate measures in place to
protect monies and ensure that it is being spent appropriately. The Manager always presents to new
Principals/Vice Principals on this topic, and she takes a lead in organizing PD for Administrative Assistants
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and will take time to ensure that they are familiar with financials. The Administrative Services Clerks (one
per Centre) can go out to schools to provide that support, especially if it is a new person in the role.

Invoices and contracts are settled through the Budget and Accounting department and the goal is to have
this completed within 27 days. The payment to the vendor is done from Service NB however the inputting
and tax calculation is done locally. Things can be delayed if it is a new vendor, and they must be set up
through Service NB. All District budgets are set up and recorded according to generally accepted
accounting procedures. The government provided accounting system we use is called Oracle. At the
District and schools there are signing authorities — for example expenses and purchases made by Directors
who report to me are reviewed and signed off by me, the principals purchasing is signed off by the
Directors of Schools. My expenses and any purchases made are signed off by the Director of Finance and
Administration. Within the Budget and Accounting Department the four clerks have the vendors and
schools divided by alphabet. They meet as a team weekly with the Manager to review anything
outstanding.

As we are approaching the end of the fiscal, an Assistant Manager sends everyone an email detailing
clearly the spending deadline dates.

In fall of 2021 we introduced to Principals the GNB initiative “NB First,” where every effort is made to
source items within NB. This was presented in depth to school leaders and administrative assistants. The
Budget and Accounting team worked to support schools with this.

From time to time we may see a minor spending violation, and this is dealt with — for example a gift card
purchased using a district credit card, or a purchase exceeding $1500 is made on the purchase card. The
Manager and her Assistants monitor school budgets and will offer feedback if they observe the funds being
spent too quickly or if they observe the opposite.

At the District level travel expenses are set up using the program called “i-expense.” Each supervisor
approves the travel expenses for their direct reports. Travel expenses for the Superintendent are approved
by the Director of Finance and Administration.

Schools have additional “school raised funds” through their own fundraisers and this is covered through
ASD-S Policy 154. The Admin Services Clerks in each Centre complete a review of these funds every one
to two years by doing a random audit of payments. The bank statements are reviewed at the school,
however the bank reconciliations are sent to the Admin Services Clerks. We recently had a financial
situation requiring involvement of the bank and police when something was picked up in the review of the
bank reconciliation. From time to time the Controller’s Office will do a random audit of school raised
funds or of the use of purchase cards. We have not had any serious issues identified.

In 2017-2018 ASD-S introduced a cashless schools software from a company called, “KEV.” We were
seeing an inordinate amount of school staff time spent collecting money, balancing, and making trips to the
bank. Parents sign up to use this on-line software for paying school fees, and other monies collected. It
often makes it more convenient for families, and it moves our administrative assistants and teachers away
from the task of collecting monies. We also lessen the chance of monies going missing. All schools have
this option and prior to the pandemic our adoption rate was very high — with fewer fundraisers now we are
not seeing as much money going through the software. A couple of years ago we were at about $3M in
transactions and this will return as we move beyond the pandemic.

Any reports of missing monies are treated very seriously with involvement of police, our Director of
Finance & Administration and myself.
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Policies Relating to EL 3.4:
e ASD-S
o Policy 154 School Raised Funds
o Policy 155 Fundraising
o Policy 157 School Supplies/Student Fees

o Policy 101 Financial Responsibilities of School Districts
o Policy 107 Purchasing

o Policy 113 Remuneration and Reimbursement of Expenses
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