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Administrative Guidelines 

Earlywood Educational Services 

 

 

Series 700: Fiscal Management 

Section 709: Student Fundraising 

 

Reviewed in Discussions: January 5, 2021 & February 18, 2020 

 

The following guidelines are to be followed for any activity that involves fundraising by students 

and from students. 

In any fundraising activity involving students, the following conditions must be met: 

A. For any fundraiser by student groups or organizations that involves the sale to students of 

food items and/or beverages to be consumed on campus, the food and/or beverages items 

to be sold must comply with the current USDA Dietary Guidelines for Americans. 

B. Any fundraiser by student groups or organizations that involves the sale to students of 

food items and/or beverages to be consumed on campus must be conducted only at times 

approved by administration. 

C. Minimal instructional time is to be used to plan, conduct, assess, or manage a fundraising 

activity unless such an activity is part of an approved course of study. 

D. Fundraising activities conducted on Cooperative premises are not to interfere with the 

conduct of any co-curricular or extra-curricular activity. Students involved in the 

fundraiser are not to interfere with students participating in other activities in order to 

solicit funds. 

E. Student participation in fundraising activities conducted by school-related groups of 

which they are not members must be voluntary and must be approved by the student's 

teacher or counselor to ensure that participation will not affect adversely his/her school 

work and other school responsibilities. 

F. No student of any age may participate in off-Cooperative fundraising activities without 

proper supervision by approved staff or other adults. 

G. No student group or volunteer group which uses students may conduct more than three 

(3) fundraising activity(ies) in a school year, unless permission for additional activities is 

granted by the Executive Director.  

H. In accordance with Board policy, each fundraising activity must be approved by the 

administrator if occurring on Cooperative premises and by the Executive Director if 

occurring off Cooperative property. In order to be approved, the group leader or advisor 

is to submit a proposal in advance of the event so that all fundraising efforts may be 

coordinated so as not to burden or be a nuisance to students, faculty, parents, or the 

community. 
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I. Contracts with outside suppliers for merchandise to be sold in a fundraising activity are to 

be reviewed by the principal and signed by the staff member in charge who is personally 

responsible for the merchandise and monies collected. The contract must specify that any 

merchandise which is unsold and is resalable can be returned for full credit. The 

Cooperative will not be responsible for any unsold merchandise that cannot be returned 

to a supplier for credit for any reason. 

J. The staff member in charge should establish procedures to ensure that all merchandise is 

stored, distributed, and accounted for properly. 

K. No staff member is to accept any special gifts or bonuses of more than nominal value 

offered by an outside supplier or vendor for any reason or purpose. 

L. Fundraising activities will not be permitted if they interfere with the Cooperative’s 

educational program on nutrition. 

M. If an activity involves the students providing a service in return for money, such as a car 

wash, a member of the professional staff shall supervise the activity. His/Her 

responsibility is to ensure the service is provided in a proper manner and also the safety 

and well-being of the students and the property of both the purchaser and the owner of 

the site. 

 

 

Establishing a Fundraising Account  

Before conducting a fundraiser, a project account must be established with the business office 

and a fund number must be assigned.  

 

To establish a project account, the administrator of the program must send the Executive 

Director and Treasurer an email detailing 

1) The need for the account 

2) Which program/student group the account is associated with 

3) How funds will be generated for the account 

4) How funds from the account may be spent and by who 

5) Which administrator and/or teacher will be responsible for bringing the funds to the 

business office and/or requesting funds for specific purposes 

 

Upon receiving the request for a new project account, the Treasurer will assign a project number 

as an individual identifier within the Special Projects Fund. The Treasurer will also create a 

ledger for the account in a Google sheet. The ledger will be shared, as view only, with the 

administrator and teacher of the program.  

 

 

Managing Cash Generated From Fundraisers 

All cash must be brought to the business office at the end of the school day. No cash may be kept 

in classrooms or employee offices.  
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The cash will be counted by a member of the business office in front of the teacher/administrator 

who is bringing the cash for deposit. The cash will be receipted by the business office via the 

Project Cash Sign In/Out Form. Both must sign for the deposit of the cash.  

 

The Treasurer will deposit the cash generated from fundraisers into the bank to create a bank 

record of the funds. The Treasurer will also document the receipt of project funds as a deposit in 

the program fund ledger.  

 

Expending Cash From The Project Fund  

No more than $200 will be maintained as project cash on hand at one time.  

 

Cash on hand will only be acquired through a transaction with the bank by writing a check for 

cash. Funds received from fundraisers must be deposited into the bank and cannot become part 

of the on hand cash balance.  

 

When the teacher of the program would like to use project cash for a program expense, s/he must 

sign out the cash from a member of the business office using the Project Cash Sign In/Out Form. 

The receipt from the expense and any change must be signed back into the Business Office the 

same day. The Treasurer will also document the expense of project funds as a withdraw in the 

program fund ledger.  

 

 

 

 


