
Maintaining Catholic School Parent 

Council (CSPC) Documents

The CSPC Binder
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Every CSPC is required to keep CSPC document at the school as per the policy 

Catholic School Parent Councils | S.10 | TCDSB Policy Regulation 21

Catholic School Parent Councils shall take minutes of all its meetings and keep 

records of all its financial transactions. 

i) The principal will retain these minutes and records for a minimum period of 

seven years and will make them available at the school for examination without 

charge to any person. 

ii) Approved minutes and financial statements shall be shared with the school 

community.

This should be done to maintain transparency and accessibility of information for 

the school community. And provide a transfer of information for the school’s future 

CSPC and Administration.

The following is an example of a CSPC binder and documents to maintain.

MAINTAINING CSPC DOCUMENTS

https://assets.tcdsb.org/TCDSB/2234324/S10.pdf


CSPC BY-LAWS – APPENDIX A

Appendix A | CSPC By-

Laws | S.10 | TCDSB Policy

By-Laws should be dated 

every year with date of the 

Annual General Meeting 

(AGM).

https://assets.tcdsb.org/TCDSB/2234318/S10-Appendix-A-CSPC-By-Laws.pdf
https://assets.tcdsb.org/TCDSB/2234318/S10-Appendix-A-CSPC-By-Laws.pdf
https://assets.tcdsb.org/TCDSB/2234318/S10-Appendix-A-CSPC-By-Laws.pdf


MEETING AGENDAS

CSPC Meeting Agenda 

Template

The CSPC agenda is 

created collaboratively by 

the CSPC Chair/Co-Chairs 

and Principal.

https://5il.co/32h2f
https://5il.co/32h2f


MEETING MINUTES

CSPC Meeting Minutes 

Template

The Secretary will take 

minutes of the meeting.

Tips for taking CSPC 

Meeting Minutes

https://5il.co/32h2g
https://5il.co/32h2g
https://5il.co/371lp
https://5il.co/371lp


FINANCIALS – OPERATING BUDGET

Budget Template

The operating budget 

should be signed once 

approved by the CSPC.

https://5il.co/2m9my


FINANCIALS – MONTHLY REPORTS

Monthly Financial Report 

Template

The Treasurer will manage 

the CSPC financials and 

create financial reports to 

present at CSPC meetings.

Financial documents should 

be signed once approved 

by the CSPC.

https://5il.co/2m9my
https://5il.co/2m9my


BANK STATEMENT (SEPARATE CSPC ACCOUNT)

Bank Statement

Separate CSPCs should 

provide a bank statement 

to verify financial figures 

stated on the financial 

reports.



RECONCILIATION REPORT (SEPARATE CSPC ACCOUNT)

Bank Reconciliation 

Template

A bank reconciliation report 

should be provided if 

cheques written have not be 

cashed as of the date of the 

financial report.  

https://5il.co/2m9mx
https://5il.co/2m9mx


REPORT #2 (CONSOLIDATED CSPC ACCOUNT)

Report #2 for CSPC-

General and CSPC-PIC 

and PRO Grant categories.

Consolidated CSPCs 

should provide a report #2 

to verify financial figures 

stated on the financial 

reports.



PIC AND PRO GRANT FUNDS TRACKING

PIC and PRO Grant 

Tracking Template

PIC and PRO Grant funds 

are sent directly to the 

CPSC and need to be 

tracked separately from 

CSPC fundraised funds.

https://5il.co/3rqvx
https://5il.co/3rqvx


EXPENDITURES (CHEQUE REQUESTS)

Standardized Funds 

Disbursement Form

When writing a cheque 

each transaction should 

include the 

1. Standardized Funds 

Disbursement Form

2. original invoice and 

3. copy of the cheque

https://5il.co/2h3la
https://5il.co/2h3la


EXPENDITURES (INVOICES)

If HST has been paid on 

the invoice the HST 

number must be on the 

invoice.

If no HST number is on the 

invoice, please ask for 

number before making 

payment. 



EXPENDITURES (COPY OF CHEQUE)

Keeping a copy of the 

cheque will help to verify 

payments made and 

signing requirements met if 

an audit occurs. 



CASH COLLECTED

Standardized Cash 

Collection Form

Any cash collected should 

always be counted by two 

people and stored in the 

school safe until it is 

deposited. Form should be 

signed by the two people 

counting.

Once the cash is deposited; 

the deposit slip should be 

attached to the form.

https://5il.co/2h3l9
https://5il.co/2h3l9


HST REBATE FORM

HST Rebate Form Template

HST is reported on 

transactions from Sept 1, 

2025 to Aug 31, 2026. 

Submission deadline is Aug 

31, 2026.

HST Rebate Form should be 

signed.

How to Complete the HST 

Rebate Form and FAQs

https://5il.co/2h3l7
https://assets.tcdsb.org/TCDSB/5689174/how-to-complete-the-hst-rebate-form-and-faqs.pdf
https://assets.tcdsb.org/TCDSB/5689174/how-to-complete-the-hst-rebate-form-and-faqs.pdf


ANNUAL CSPC REPORT

Every CSPC is required to 

complete and submit an 

Annual CSPC Report to the 

Board.

It will report on

1. Activities and 

governance

2. Financials from Jun 1, 

2025 to May 31, 2026

3. PIC and PRO Grant 

Funds utilization from 

Sept 1, 2025 to Jun 30, 

2026.



EFT NOTIFICATIONS

CSPCs will receive an 

electronic funds transfer 

(EFT)notification email 

before receiving a deposit 

into their bank account 

from the Board.

Deposits can be for 

1. PIC and PRO Grant 

Funds

2. HST Rebate

3. Donations



RESOURCES - CSPC WEBSITE
Catholic School Parent Councils (CSPC) | Toronto Catholic District School Board 

TO ACCESS CSPC 

SHAREPOINT AND EMAIL

https://www.tcdsb.org/page/catholic-school-parent-councils


RESOURCES – CSPC SHAREPOINT
CSPC – SharePoint Home 

https://tcdsbcec.sharepoint.com/teams/Parents-CSPC?_gl=1*1yu3xab*_ga*MTczODExMzMxNC4xNzIwNjM0NDE1*_ga_ECR02YH1HT*czE3NjAxMjcxNzgkbzMyMiRnMSR0MTc2MDEyNzIyNCRqMTQkbDAkaDA.
https://tcdsbcec.sharepoint.com/teams/Parents-CSPC?_gl=1*1yu3xab*_ga*MTczODExMzMxNC4xNzIwNjM0NDE1*_ga_ECR02YH1HT*czE3NjAxMjcxNzgkbzMyMiRnMSR0MTc2MDEyNzIyNCRqMTQkbDAkaDA.
https://tcdsbcec.sharepoint.com/teams/Parents-CSPC?_gl=1*1yu3xab*_ga*MTczODExMzMxNC4xNzIwNjM0NDE1*_ga_ECR02YH1HT*czE3NjAxMjcxNzgkbzMyMiRnMSR0MTc2MDEyNzIyNCRqMTQkbDAkaDA.


RESOURCES – CSPC SHAREPOINT – EMAIL ACCESS
CSPC – SharePoint Home 

OUTLOOK EMAIL ACCESS

ONE DRIVE ACCESS

https://tcdsbcec.sharepoint.com/teams/Parents-CSPC?_gl=1*1yu3xab*_ga*MTczODExMzMxNC4xNzIwNjM0NDE1*_ga_ECR02YH1HT*czE3NjAxMjcxNzgkbzMyMiRnMSR0MTc2MDEyNzIyNCRqMTQkbDAkaDA.
https://tcdsbcec.sharepoint.com/teams/Parents-CSPC?_gl=1*1yu3xab*_ga*MTczODExMzMxNC4xNzIwNjM0NDE1*_ga_ECR02YH1HT*czE3NjAxMjcxNzgkbzMyMiRnMSR0MTc2MDEyNzIyNCRqMTQkbDAkaDA.
https://tcdsbcec.sharepoint.com/teams/Parents-CSPC?_gl=1*1yu3xab*_ga*MTczODExMzMxNC4xNzIwNjM0NDE1*_ga_ECR02YH1HT*czE3NjAxMjcxNzgkbzMyMiRnMSR0MTc2MDEyNzIyNCRqMTQkbDAkaDA.
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