Fort McMurray Catholic Schools
Operating Policies and Procedures
OP 503 – Honorarium and Independent Contractors
Honorarium
An honorarium is typically a small payment made on a special or non-routine basis to an
individual who is not an employee of the Board, to recognize or to acknowledge the
contribution of gratuitous services to the Board. An honorarium is a payment made to a
person that does not represent a full compensation for time and effort expended. It may
also be a payment for which a fee is not traditionally or normally charged.
Examples would be a payment to a non-professional guest speaker or lecturer as a
“thank you” as a gesture of good will and appreciation, or a token payment for other
unique, incidental and infrequent services not traditionally required on an on-going
basis.
Examples include:
• A special classroom lecture or short series of such lectures by an external party
• Conducting a seminar or workshop
• Serving as guest speaker at an educational event or other similar function
• Participating as a guest speaker at outreach events
• Assistance for set up or supporting activities at special events
Independent Contractors
On occasion, services are provided to schools by independent contractors that may not
be registered as a Business with the Canada Revenue Agency (CRA). In cases where
the status of the contractor is unclear (the contractor has not provided a CRA/GST
Business Number), the use of the attached form is required to process any payment for
services. The completion of the form will be required for all invoices for services that
do not have a CRA Business Number or GST Number.
Income Tax
The payment of honorarium or for services provided by Independent Contractors must
be done in accordance with the Canadian Tax legislations. Canada Revenue
regulations state that all services provided by independent contractors and honorariums

exceeding $500 cumulatively in one calendar year are to be considered a taxable
benefit and must be reported by the Board through a T4A form.
Visiting Speakers from other countries
All visiting speakers that are non-resident of Canada must provide a CRA Tax Waiver
with their Individual Tax Number (ITN). More information is available on the CRA Web
Site here
Approval
Employees cannot not engage or commit the school to acquire the services of any
individuals or companies unless they are delegated such authority by the
Superintendent of School. The approval authority will normally rest with the School
Principal and cannot be further delegated. The payment of honorarium will adhere to
the fee schedule published by the District. All honorariums must be budgeted and
included in the school budget documents.
Rate
The honorarium rates are set to match the payment made to Substitute Teachers. The
rates for 2015 are:
•

Half-day (4 hours or less):

$ 126

•

Full-Day (More than 4 hours) $ 225

When calculating the hours, the travelling time to and from the venue will be calculated
for speakers/contractors residing in the Regional Municipality of Wood Buffalo.
Travel
Reimbursement of travelling costs may be authorized for speakers/contractors travelling
from outside of the RMWB. The reimbursement of travelling cost will be limited to
actual costs and must be authorized in advance of the engagement.
Payment of honorarium or for Services provided by Independent Contractors
All payment of honorariums or of services provided by independent contractors shall be
made by the Finance Department. Schools must submit the "Request for Honorarium
or Services by Independent Contractors" to the Finance Department at least ten (10)
working days before the event.
Such payment are considered by Revenue Canada to be income and must be claimed
on individuals' taxation T-4 forms. The Board will issue T4A at the end of the taxation
year as required.

Payment for any types of honorarium or for services provided by individual or
independent contractors can only be processed by the Finance Department. The use of
School Funds (eFund) or cash is strictly forbidden.
Conflict of Interest or Related Parties
Any conflict of interest or payment to related parties must be disclosed in writing to the
Principal and to the Secretary-Treasurer prior to approval. The disclosures will be
retained on file and made available to the Board’s external auditors for review.
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