Classroom Supplies ~ Online Donation

Sponsored by the PFT, PUSD, and PUSD Foundation
www.pusddonate.org 

Frequently Asked Questions

GENERAL QUESTIONS

Q: Why are we asking parents to donate using their credit card instead of asking for supplies?

A: Parents asked that donations be made “easy”.  The Online Donation Site allows parents to use the website at their leisure, donate to multiple sites and multiple teachers, and to use a credit card.  Teachers can choose the supplies they want, purchase products at a discount, and purchase copies. 

Q: How will I know how much money has been donated to my classroom? Will I know who gave me the donation?

A: Teachers receive an automatic email confirmation when a donation is made in their name. Be sure to check your spam folder for “pusdonline@firstlinemerchant.com” (secure banking/credit card site) and click whitelist so you’ll be sure to receive email notifications. The email includes the donor’s name and email address, the amount of the donation, and the student’s name, if provided by the parent. Your site finance person or site secretary can view the website account information at any time. Additionally, the site finance or site secretary receives a monthly report of all donations made to the site, which includes: teacher’s name, donor, amount, and student name if provided.

Q: What if I think I received a donation but I didn’t get an email notification?

A: First check your spam filter for pusdonline@firstlinemerchant.com. If nothing, check with your site secretary or site finance clerk. She/he can view the site’s donation account at any time. If you did receive a donation but never received the email confirmation, please contact Kelly Hamm at the PUSD Foundation, kehamm@powayusd.com. 
Q: How do I access the money in my account?

A: The same as you access your current supply budget. Teachers have three options: 1) Order from the District’s Non-Stock Catalog
2) Request a purchase order from your site admin 
3) Be reimbursed for supplies purchased using the district’s $150.00 revolving cash account. Reimbursement takes up to one month and should only be used for emergencies. 
The donation goes through processing (credit card to PUSD Foundation to the site) so the donation won’t show in the site’s account for up to one month. The site secretary or finance clerk can view the donations, at any time. Therefore, if you need to purchase supplies immediately, ask your principal if verification of the donation is sufficient for making the requisition and/or reimbursement. 

Q: How do I let parents know about this website? 

A: Teachers should inform parents about the donation site via their MyConnect site or newsletter and/or at Back-To-School Night. Principals are aware of the site and may choose to advertise the site by posting the On-line Classroom Donation “Icon” on the school site’s webpage. Foundations and PTAs will also be made aware. The PFT and District have provided a “common message” for teachers and principals to use when explaining the site to parents (see below).

Do I have to use this site?

Q: Do I have to use this site or rely on this site for my supply budget from now on?

A: No, teachers do not have to use this site. All schools still receive an amount for classroom supplies from the district, but this amount likely doesn’t cover the true cost of what a teacher needs for supplies and/or copies. This website is to supplement the amount teachers receive from the site, foundation and/or PTA. 

· On a side note, all our schools, teachers, programs, and electives are listed on the website. If you and/or your site elect not to actively advertise the online donation site to your parents, please understand that parents may receive the information via other sites and they may choose to donate this way.  

Q: Our Foundation and/or PTA gives teachers at our site the money we need for supplies.  Can we just keep it that way or do teachers have to use the donation website?

A:  The Online Classroom Supplies website is an option. Parents have shared that they receive multiple requests for donations (and they have been very generous). For parents, the donation website provides a clear and easy process for donating that includes accountability. 

Q: Our Science dept. already has a website for donations. Can we keep that site? 

A: Yes, in fact this donation website was modeled after the PHS science donation website. Some parents may get confused when they hear there are two different donation sites. Therefore, it’s very important how and what teachers communicate to parents. Teachers will have most of the control when it comes to communicating their needs. Teachers can communicate to parents at Back-to-School Night, through their MyConnect site, and/or newsletter. 

Q: I checked the site and it doesn’t list the same name I use in the classroom (nick name). How do I get my name changed on the site? 

A: The website is linked to payroll. Whatever name is used for payroll purposes (legal name) is the same name used on the donation website. Therefore, there’s no way to change your name on the website. If your parents know you by a different name then it’s important to communicate your legal name (used for payroll) to parents.
What are the parameters?

Q: I’ve heard there is a $1,000.00 maximum for donations made to the classroom. Is this true? If yes, why the maximum? 

A: One of the reasons for creating the website was to provide greater equity for all classrooms in need. $1000.00 per classroom was set as a classroom “goal”. It’s a suggestion that the principal work with an established teacher committee (UBC, Dept. Chairs, SSC…) to identify a process for how additional donations, beyond the $1,000.00/classroom, should be allocated. Clearly the site process should include an option for teachers to make requests beyond the $1000.00 goal, if there is a need for an expensive purchase or multiple purchases.  There’s no identified goal/limit for grade-level or department requests. 

Q: I was told the donations from this website go to the site’s general fund. Is that true?

A: No. Donations made to a specific teacher, department, grade level or program belongs to that teacher, department, grade level or program. If you need to carry funds over to the following year it is your responsibility to verify those funds with the principal. Otherwise, the left-over funds will be placed in the site’s general donation account the following year. 
Q: Who decides how the donations made to the site’s general donation account will be spent?

A: Schools already have a general site donation account. Each site has their own process for decision-making around the use of those funds.   

Q: Can I use this website to collect field trip money? 

A: This year, we have developed a Field Trip Fee option, but the field trip option has not been communicated to teachers, principals or parents. Field Trip fees must be kept separate from classroom supply donations. If you’re ready for a field trip now, contact Kris Hizal at the PFT for directions, khizal@powayteachers.org 
Q: If I have money left in my account at the end of the year and I transfer to a different site, can I take the money with me? 

A: The donations belong to the classroom, not the teacher. It is recommended that donations made by parents for this year’s students be applied towards this year’s instructional materials. If a teacher wants to save the money for a bigger purchase he/she can retain donations year to year. It is suggested that teachers inform parents the intent of their donations. The money cannot leave the school site.  

Q: My 4th grade team wants to buy consumable workbooks this year. Can we use this account to purchase those workbooks? What about software and technology?

A: Yes, the donation account is to be used for any and all instructional supplies including workbooks, reading books, supplemental and class library reading books, and copies for instructional use.  However, books and materials that will be used for more than ten students must be approved as a supplemental material, as outlined in PUSD Board Policy 3.10.2. 
Yes, if used for instructional purposes, you may purchase technology.  Before purchasing technology, please check with your principal. The primary function of many site Foundations is to purchase software and technology and teachers should be coordinating their efforts.

Classroom Supplies ~ Online Donations website

A COMMON MESSAGE to use when talking to parents regarding the Classroom Supplies – Online Donation website: Newsletter and Back to School Night Message for teachers and schools that are actively advertising the use of the PFT, PUSD and PUSD Foundation Classroom Supply - Online Donation website this school year.

Message:

This year we have an opportunity for parents to donate directly to their child’s teacher(s), program, department, grade level or the school using an online donation website. The website was designed to provide parents with an easy and convenient way to help fund the instructional supply needs of our classrooms, programs, departments, grade levels or the school. 

Parents may access this website for our school at www.pusddonate.org and will receive a tax deduction and email confirmation when they donate. 

Contributions in this account may only be used for instructional supplies (e.g. school supplies, software, workbooks, art and science materials…). Individual teachers, grade levels and/or departments may have unique supply needs and may communicate those instructional supply needs using their regular classroom communication process.

The Classroom Supplies – Online Donation website is sponsored by the PFT, PUSD, and PUSD Foundation. 

