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1 INTRODUCTION AND BAS CPRINCIPLES
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In accordance with the Vison and Misson of the United World Colleges, Li Po
Chun UWC takes serioudy the chdlenge to engage in activities that actively serve
others while developing a spirit of generosity anong the students.

Effective service in Hong Kong, Mainland Chinaand elsawhere requires
financid support from within and outsde the College community.

This Policy amsto esablish parameters and procedures for fundraising that will
give the College aframework for fundraising without having to seek goprova for
each individua project from the Board. This Policy takes into account the
limitations of operationsimposed by the College® Constitution/T rust Deed, and
the regulaions of government authorities such asthe Internal Revenue
Depatment (IRD) and the Education and Manpower Bureau (EMB) to which
the College is subject.

Dréfts of the Policy were circulated and discussed with the Accounting Saff and
the College Executive Committee prior to itsfindisation and approvad by the
Board.

The Policy is based upon the following principles:
a Therearefour basic typesof fundraising that affect the College:

¥ Collecting money from outsde persons and organizations (including
other schools and colleges) to cover (wholly or partidly) the cost of
events and projects held a the College (such as Culturd Evenings, the
Initiative for Peace, Middle Eadt Initiative, donaionsfor the Yearbook,
etc);

¥ Fundraising to support outsde servicesin Hong Kong, Manland China
and dsawhere;

¥ Fundrasing for capitd works & the College; and
¥ On campus fundraising by students from fellow students and teachers

This policy is only concerned with the first two of these types of fundraising.
Thethird typeis seen to be the prerogative of the Board. The fourth type, on-
campus fundraising by students, smply requires the permission of the
Principd, provided the money is raised only from fellow students and
teachers, and provided ateecher overseesthe fundraising.

b) All fundraising activities in the College, whether by s&ff or students, must
comply with the provisons of this Policy, epecidly the name of the Collegeis
used;

¢) Fundraisngis ddined as any request for support for College-related projects
or ventures by members of the College community, and includes cash
donations, gifts-in-kind, sponsorships, contributions of goodsand/ or services,
pad advertisng in College publications, and discounted pricing (in lieu of cash
or contribution of goodd'services);

d) Co-ordination of dl College fundraisng is needed s0 tha the entire College
community is aware of the ventures and projects, and those requests for
support are monitored, recorded and acknowledged;
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e) All fundraising ventures in the College should be co-ordinated so that:

¥ Thereareno clashesin seeking support for smilar and/or related
ventures

¥ The College community does not become over-saturated with fundraising
activities

¥ Parents, loca busnesses, clubs and suppliers are not gpproached too
frequently

¥ Fundrasing is conducted in amanner that does not cause unnecessary
work for the Accounts Office.

¥ Fundraising events do not clash with mgor College events dready in the
Cdenda.

2. COLLEGE PROTOCOL ON FUNDRAISING

2.1 Collecting money from outside persons or organizations (including other
schools and colleges) to cover (wholly or partially) the cost of events held at
the College
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All collection of money must be supervised by & least one teacher, who will
gan approva beforehand in writing and then supervise and closaly monitor
theimplementation of the event. Approva must be granted in writing by
the Principa before any money is collected.

No collection of fundsshould be madeto cover the cost of functions hosed
by the College, unless the function is specificaly for the purpose of raising
fundsto support service activities outsdethe College or inititivesto
enhance the UWC mission.

A dedalled projection should be prepared by (or on behdf of) the supervisng
teacher with dl expenses estimated precisely to support the proposed feeto
be charged.

All activities must be documented, together with fees charged and any cash
advancesrequested. The detalled plan, fee proposd and money requested
must be gpproved in writing by the supervising teacher and the Principd. A
copy of the written gpprova must reach the Accounts Office a least seven
days before any fundsare collected or disbursed.

After consolidating dl money collected, the supervising teacher mugt fill in
the cash receipt record (see schedule 5). The cash will then be forwarded to
the Accounts Office together with the record form by the supervisng
teacher. The money will be counted immediately in the presence of the
supervising teacher and the accounting staff. Receiptswill be given only
upon request.

In order to maximize the benefits of the fundraising, operating costs for
fundraising functions should be minimized and the College shal provide
food a itsown cost whenever possible.

Disbursement of fundswill be made up to the amount held in the pool for
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the specified purpose. Supporting documentation is needed for any
disbursement requested.

218 There should be amaximum of two campaignsto collect money from
outsdeorganizationsto cover the cost of events held & the College in any
one school yesar.

219 Asthe Collegeis anon-profit making charitable ingtitution, supervisng
teachers should am to achieve a bresk-even outcome, avoiding asfar as
possble ether aprofit or aloss. In any case, we should avoid imposing fees
which exceed our expenses.

2.1.10 Cash receipts should be recorded properly in alog book or worksheet.

2.2 Fundraising to support outside services in Hong Kong, Mainland Chinaand
elsewhere

221 Moneyrased for service projects must directly benefit recipients outsdethe
College, such asthrough the provison of materids or services. With the
exception of 2.2.2e (below), money raised from fundraisng may not normaly
be used to benefit our own students or saff, such as by subsdizing travel,
except in exceptiona circumstances with the specific written permission of
the Principd.

222 Fundrasing projects must have long-term sustainability and fit into one of
the following categories:

a ChinaWeek service projects

b. Project Week projectsthat are teacher-led

c. Quan Ca service projects

d. TheManddaFund

e. Jecid projectstha have the specific gpprovd of the Board

A separate bank account will be used to keep track of dl money raised
through fundraising.

There should be amaximum of 10 fundrasing campaigns/e vents across the
four groupsin any one year.

223 All fundrasing within the College and dl fundraising which usesthe
College® name outside the campus must be supervised by a least one
teacher, who will gain approva beforehand in writing and then supervise and
closaly monitor the implementation of the project. Approvd must be
granted in writing by the Principa before fundraising can begin.

224 Inorde to implement these principles, therefore, al requests and proposas
to undertake fundraisng must be madein writing through the following
process.

a A written proposd is prepared and forwarded by the supervisng teacher
to the Principd for gpprovd a least 30 days before the proposed
fundraising isdueto begin. The proposd should specify the following
information:
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i.  Thepurposeof the fundrasing

ii. The period during which fundraising will occur

iii. Thetarget audience and, if gppropriate, the venue of the fundraising
iv. The anticipated income and expenses of the project

v. Thebeneficiaries of the fundrasing

vi. Thenamesof dl sudents and teachersinvolved in the project, and
the responsbilities of each

vii. Any other permissionsthat are required before the fundraising can
begin.

viii. Soecific detals of how the proposed fundraising isto be undetaken

ix. Any other information that may be relevant to the proposa

b. If expenditureis required to conduct afundraising event, asoutlined in
(iv) above, the proposer of the event must provide evidence tha the
amount of expenditure has been undewritten so tha the College is
protected from incurring any losses. Evidence of underwriting must be
provided before the proposd can be goproved by the Principd.

c. Once gpprova has been granted by the Principd, a copy of the goprova
should reach the Accounts Office within seven days.

225 All fundraising activities must be documented by the supervising teacher
using aformat such as the one shown in Schedule 1 for income, and
Schedule 2 for expenditure, adgpted for the particular circumstances of the
fundraising project. This documentaion must be forwarded to the Accounts
Office, together with al money raised, as soon as possible after the
completion of the fundraising campaign (or a regular intervasfor an
ongoing project). The Accounts Office shdl then prepare aFinancid
Saement of Income and Expenditure usng aformat such as Schedule 3.

At the end of each year, the Accounts Office shal prepare aRegister of
Donaions Received using aforma such as Schedule 4.

22.6  All money collected must be kept in alockable box, which should be left
locked whenever possble. After money collection has been completed, the
supervising teacher will passthe locked box to the Accounts Office, where
the box will be opened and the money counted immediately in the presence
of the supervising teacher and the accounting staff. The cash receipt form
will befilled in & the same time with the Sgnature of both the accounting
gaff and the supervising teecher. Receipts will be issued only upon request.

227 Disbursement of fundswill be made up to the amount held in the pool for
the specified purpose. All documentation must be completed satisfactorily
before funds can be disbursed, except for deposits which may be approved
by the Principd for earlier payment upon written gopplication from the
supervising teacher.

228 Any donation received with no purpose identified will be dlocated to the
Mandda Fund seven days &fter the cash or cheque isreceived. After that
time, no request for redlocation will be entertained.
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229 Asthe College is anon-profit making charitable ingitution, supervising
teachers should am to achieve at lesg abresk-even outcome, avoiding asfar
as possible either aprofit or aloss.

2210 Consent in writing is required from a donor before any transfer may be
madein the use of fundsdonated. The supervisng teacher isresponsible for
obtaning such consent.

2211 If acash advanceisrequired to support the purchase of merchandise for
sde, separate gpprovad by the Board may be needed, together with the cash
flow projection.

2.2.12 Fundsrased should be utilised according to the time frame specified in the
origind proposd. If thisisnot possble, then specid goprova should be
gained from the Principd for an dternaive time frame.

2.3 Fundraising for Capital Works at the College

231 Fundraisngfor capita works a the College isthe prerogative of the Board,
which may ddegate aspects of such fundraising to College gaff from timeto
time.

3. EFFECTIVE DATE

To comply with the regulations imposed upon the College by the EMB, this Policy was
approved by the Board on 25" April 2006, and became effective immediately.
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