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St. Stephen’s Episcopal School Gift Policies and Guidelines 

 
INTRODUCTION, CONFIDENTIALITY, AND PRIVACY POLICIES 

 
I.​ INTRODUCTION 

 
All fundraising goals at St. Stephen’s Episcopal School originate with and are approved 
by the school’s Board of Trustees. These goals reflect the most important immediate and 
long-term needs of the school in the best judgment of the Board of Trustees. 
Trustee-approved fundraising goals deliberately support the school’s mission and core 
values. These fundraising goals are assigned by the Head of School to the staff of the 
school’s Advancement Office to implement. 
 

II.​ CONFIDENTIALITY POLICIES 
 
We assume that in the course of discussing major gift prospects for St. Stephen’s 
Episcopal School, fund-raising committee members, volunteers, trustees, employees and 
fundraising consultants will, upon occasion, discuss information of a personal and 
financial nature concerning donor prospects. The following policies are established to 
affirm St. Stephen’s Episcopal School’s commitment to protecting the privacy, dignity 
and trust of its benefactors, friends and prospective donors. All fundraisers at St. 
Stephen’s Episcopal School, including Parents’ Association members and Endowment 
Corporation trustees, agree to follow these policies. 
 
A.​ All fundraising-related discussions concerning major gift donor prospects are strictly 

confidential. 
 

B.​ All information concerning financial capability, past giving patterns, specific gifts, 
and personal disclosures about giving interest, is confidential. 

 
III.​ PRIVACY POLICY 

 
St. Stephen’s Episcopal School places the highest priority on protecting the privacy of its 
donor information. St. Stephen’s does not sell, rent, loan, or trade a donor’s personal or 
biographical information to any other entity. All copies of documents with this 
information are strictly controlled and accounted for to avoid inadvertent distribution of 
them. 

​ ​ ​ Page 1 



 

GIFT ACCEPTANCE POLICIES 
 
I.​ GENERAL 

A.​ Payment of commitments to St. Stephen’s Episcopal School may take the form of one 
or a combination of the following: cash, marketable securities, cryptocurrency, or real 
property that must be converted to cash within a reasonable time period of one to 
three years. 

 
B.​ Donor gift commitments are recognized in a manner consistent with the donor’s 

wishes and the guidelines approved by the Board of Trustees. Recognition of gifts 
inspires other gifts; however, requests by donors for anonymity are honored. 
Permission to publicly recognize a donor and his/her/their gift is assumed unless 
otherwise requested. 

 
C.​ The school does not accept gifts when it is determined there is no charitable intent on 

the part of the donor, nor does it accept gifts that are contingent on the employment or 
enrollment of specific individuals. 

 
D.​ Undesignated planned gifts of any kind, including bequests, life insurance, annuities, 

trusts and real estate, that are $100,000 or less will be designated to undesignated 
Board reserves. The Head of School, Director of Advancement, Chief Financial 
Officer, Advancement Committee Chair and Executive Chair of the Board will review 
such gifts and suggest designation to the area of greatest need. This suggested 
designation must be approved by the Finance Committee in order for funds to be so 
designated and removed from undesignated Board reserves. In order to reserve larger 
gifts to secure the long term health of the school, for undesignated planned gifts of 
any kind, including bequests, life insurance, annuities, trusts and real estate that 
exceed the threshold of $100,000, the gift will be designated for capital projects 
and/or endowment upon the recommendation of the Executive Committee with 
approval of the Board of Trustees. The gift acceptance policies will be reviewed by 
the Advancement Committee prior to and following campaigns. If the school is not in 
a campaign within a 5 year period, the policies will be reviewed every 5 years. 

 
E.​ The school reserves the right to decline any gift. 
 

II.​ GIFTS OF REAL AND PERSONAL PROPERTY 
 

St. Stephen’s may accept gifts of real estate, including houses, condominiums, commercial 
properties, farmland, rental property, and undeveloped land, after a thorough review is 
made by St. Stephen’s Head of School, Director of Advancement, Executive Board Chair, 
Chief Financial Officer and Chancellor. These same guidelines will be followed for 
deferred gifts of remainder interest. 

 
A.​ In order for property gifts to be recognized, complete transfer of ownership must have 

occurred.​
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B.​ The school converts all gifts to cash at the earliest opportunity. Generally, property 
gifts are not to be accepted by St. Stephen’s Episcopal School where conversion to 
cash is not likely within one to three years. 

 
C.​ The donor must accept the obligation for payment of all associated expenses of 

property gifts, including legal, accounting, environmental testing, title insurance and 
appraisal fees in a manner to be mutually agreed upon by the school and the donor. 

 
D.​ All gifts are subject to environmental evaluation by St. Stephen’s Episcopal School in 

a manner agreed upon by the school prior to acceptance. 
 

E.​ All gifts received by the school are duly reported to the IRS as may be required. 
 

F.​ The school does not accept any property that is encumbered by a mortgage, lien or 
other indebtedness. 

 
G.​ All gifts of real property must be reviewed in advance by the chancellor of the school, 

who may require additional conditions to a transfer, such as a policy of title insurance 
to be furnished by the donor in a form acceptable to the chancellor. 

 
H.​ Upon written request by the donor of the property and the approval of the Head of 

School, Director of Advancement, Executive Board Chair, Chief Financial Officer 
and Chancellor, St. Stephen’s Episcopal School may, in its sole discretion, agree to 
hold the property for a designated period of time. In this case, St. Stephen’s Episcopal 
School assumes all risks concerning potential benefit or loss due to changing property 
values. 

 
I.​ The Board of Trustees is empowered to grant an exception to these general policies to 

encourage significant gifts or improve donor relationships. 
 

III.​ CORPORATE SPONSORSHIPS 
 
Corporate sponsorship payments are accepted when payment is contingent only upon the 
use or acknowledgment of the name or logo of the corporation’s trade or business in 
connection with the normal activities of the school and the payment does not constitute a 
substantial return benefit to the corporation. All corporate sponsorship payments are 
reviewed by the school business office staff or chancellor to ensure that qualified 
sponsorship payments will not generate Unrelated Business Income Tax (UBIT) and will 
not jeopardize the tax-exempt status of the school.  
 

IV.​ GIFTS OF LIFE INSURANCE PRODUCTS 
 
St. Stephen’s welcomes gifts of life insurance and annuities, although is unable to accept 
responsibility for managing those gifts, such as paying premiums and monitoring 
investments. 
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St. Stephen’s accepts gifts of life insurance in two forms: 
 

A.​ When the school is listed as the beneficiary in any form of any life insurance product, 
we will acknowledge the donor as a member of our Legacy Council. No value will be 
recorded or acknowledged until the school receives actual payment at the death of the 
donor. 

 
B.​ The school will accept ownership of a life insurance policy so long as the school is 

the sole beneficiary of the policy and with the clear understanding that it is the 
school’s operating procedure to convert policies to cash immediately upon receipt. We 
will acknowledge the donor’s gift as the amount of the cash surrender value of the 
policy on the date of the receipt of the policy or for the actual cash payment received 
at the death of a donor. 

 
V.​ GIFT VALUATIONS FOR RECOGNITION 

 
A.​ Publicly Traded Securities: Gifts of securities are valued on the basis of the average 

market value of the securities on the date of delivery or the date the donor 
relinquishes control of the assets. 

B.​ Privately Held Securities: Gifts of closely held stock valued up to $10,000 will be 
valued at the per-share cash purchase price of the most recent transaction. Gifts of 
closely held stock valued in excess of $10,000 will be credited at the fair market 
value placed on it by a qualified independent appraiser as required by the IRS. 
Generally, gifts of privately held securities are accepted only when conversion into 
cash within a three-year time frame is expected. 

C.​ Real Property (Real Estate): Gifts of real property are valued based on the appraised 
value as determined by a current appraisal furnished by a qualified independent 
appraiser, as required by and subject to any conditions that may be imposed by the 
school’s chancellor. 

D.​ Life Insurance: Gifts of life insurance are valued, for recognition purposes, based on 
the surrender value as of the date of the transfer or for the amount of the actual 
payment received at the death of the donor. 

E.​ Gifts-In-Kind: Gifts-in-kind are tangible gifts other than cash, marketable securities, 
or real property. Gifts-in-kind of an undetermined value are acknowledged as 
received with no value stated.  

F.​ Service: Gifts of service are contributions of actual, billable service directly related to 
the business or profession of the provider. Gifts of service are recognized at the level 
of actual expenses invoiced but not to be paid. Evidence of a gift of service is shown 
by a voided or canceled invoice stating the date, type of service rendered, quantity 
cost, total cost, and amount to be contributed or forgiven. 
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VI.​ APPRAISAL REQUIREMENTS 
 

A.​ Gifts of real and personal property other than publicly traded securities must be 
accompanied by an appraisal if the estimated value exceeds $5,000. A qualified 
independent appraiser must provide the appraisal. The donor recognition level is 
determined by the actual cash received by the school. 

B.​ Donors of gifts of property must seek their own legal and tax counsel. 

C.​ Donors of gifts of property do not receive an acknowledgment of the gift until the 
complete transfer has occurred. The acknowledgment will not include any reference 
to the value of the gift. 

D.​ The donor assumes all costs associated with obtaining a qualified appraisal and all 
environmental and other inspections and reports. 

 
VII.​ ACCEPTANCE OF RESTRICTED GIFTS 

 
A.​ Restricted gifts are defined and classified based on the existence of donor-imposed 

restrictions, as follows: 
 
1.​ Temporarily Restricted Gifts include contributions restricted by the donor for 

specific purposes or time periods. When a purpose restriction is accomplished or 
a time restriction ends, temporarily restricted assets are expended or “released” 
to unrestricted assets. 

 
2.​ Permanently Restricted Gifts include contributions that donors have restricted in 

perpetuity. Earnings may be expended to support school programs but the gift’s 
corpus remains with the endowment in perpetuity. 

 
B.​ St. Stephen’s Episcopal School requires that all restricted gifts be approved by select 

school administrators or others appointed by the Head of School to ensure gift 
acceptance policies are strictly adhered to. As a general guideline, restricted gifts 
will be evaluated on the following criteria: 

 
1.​ The gift must clearly support the mission of the school. 

 
2.​ Restricted gifts should support the Board of Trustees approved projects, budgets 

and fundraising goals and not create unfunded future liabilities. 
 

3.​ Restricted gifts should not create an unhealthy imbalance in funding for existing 
or proposed school programs supported by the operating budget. 

 
4.​ The school must ascertain its ability to honor the restrictions placed on the gift 

by the donor to ensure the donor’s intentions are satisfied. 
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C.​ The Head of School and the Director of Advancement are solely responsible for the 
approval and implementation of fundraising activities approved by the Board of 
Trustees. All school employees, parents and all other constituents must receive 
approval from the Head of School and/or the Director of Advancement for any 
fundraising activity conducted in the name of the school. 

VIII.​ MATCHING GIFT POLICIES 
 

A.​ Donors are encouraged to seek out and take advantage of corporate or foundation 
matching gift programs. 

B.​ Matching gifts are designated for the same purpose as the original gift of the 
individual donor. 

C.​ The corporate or foundation matching gift donor receives a separate credit and gift 
recognition in the giving category of the gift. 

D.​ Individuals will be recognized for the sum of their gifts and any corporate matching 
contributions generated by their gifts. 

 
IX.​ PLEDGES 

 
A.​ A pledge agreement, online pledge commitment or a documented record of a verbal 

pledge, confirmed by the donor, must be in the possession of the school before a 
pledge is recorded. Gift agreements are preferred for all gifts $10,000 or more; 
however, emails with explicit instructions including amounts and payment period will 
be accepted. 

 
B.​ Pledges will ordinarily be expected to be paid within five years, although a schedule 

of payments extending beyond that point can be arranged in special circumstances. 
 

C.​ Permanent donor recognition is based upon the full payment of pledge commitments 
within the agreed-upon pledge period. 

 
X.​ NAMING OF FACILITIES 

 
The following guidelines will apply to naming a facility, new or existing, or a portion 
thereof. 
 

A.​ Naming of a new facility or portion thereof, or naming in connection with the 
renovation or remodeling of an existing facility, must be done in conjunction with 
monetary support of that facility or portion thereof in the amount determined by the 
Director of Advancement with approval by the Advancement Committee and the 
Board of Trustees when the Advancement goals and guidelines for a particular 
construction project are set. 
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B.​ A currently named facility may not be re-named, unless it is renovated or remodeled 
in such a way that its purpose changes and it is, for all intents and purposes, a new 
building, in which case the new building naming guidelines in section C, below, 
apply. 

C.​ An existing or new facility, or a portion thereof, may not be named for a current 
member of the faculty or staff; that is, the actual naming for a faculty or staff member 
can only take place after his/her/their retirement in good standing from the School, or 
his/her/their death. For example, a new building may be named after a retired faculty 
or staff member if a donor provides the specified portion of the funds for the 
construction of the building, as determined by the Advancement staff, Advancement 
Committee, and Board of Trustees. 

D.​ The Director of Advancement brings all naming opportunities in connection with new 
construction or renovation at the school to the Board of Trustees for approval. 

 

XI.​ REMOVAL OR MODIFICATION OF DONOR RECOGNITION 
 
The Board of Trustees is empowered to remove or modify the recognition signage of a 
named gift under the below conditions: 
 
A.​ In the event of a corporate merger or name change, the donor may provide the funds 

to change the recognition to reflect the new company name. The school may remove 
the name of companies no longer in business. 

 
B.​ When individuals, corporations, or their senior officers, or other organizations being 

recognized through donor recognition are later found to have, in the judgment of the 
Board of Trustees, violated ethical behavior or broken laws or their actions result in 
an unfavorable connection to St. Stephen’s, the Board reserves the right to remove 
such a name from the facility without reimbursing the donor for their gift.  

 
C.​ The school may remove the name of a donor if a pledge is not paid in full. 
 

 
ENDOWMENT GIFT POLICIES 

 
I.​ ENDOWMENT RECOGNITION 

 
St. Stephen’s is pleased to honor the generosity of donors to the endowment fund. 
Endowment gifts in honor or in memory of loved ones are also welcome. Named gifts 
for current students are not allowed; however, current family names may be incorporated 
as in “The Jones Family Endowment for Excellence.” The Head of School approves the 
establishment of endowments that honor current faculty and staff. 
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II. ENDOWMENT PRIORITIES 
 
Unrestricted gifts to endowment are encouraged; thoughtful donors who choose to make 
their contributions in this way give the ultimate gift of allowing future generations to put 
their funds to the highest and best use. 
 
Other support areas have been identified as critical to the future of St. Stephen’s, and, in 
consultation with the school, donors at specified levels may choose to direct their gifts to 
specific purposes discussed below.  
 
A.​ UNRESTRICTED SUPPORT​

The dollar value of an unrestricted gift is enhanced by the fact that the school can 
allocate proceeds from the endowment to its most critical need in any given year. 
Therefore, a donor making an unrestricted gift to endowment can be sure that the 
funds provided by his/her/their gift will address the highest priorities of the school in 
the future. 

 
B.​ REQUIREMENTS FOR RESTRICTED ENDOWMENT​

A minimum gift or pledge of $50,000 is required to establish a new named 
endowment to support the general endowment. Exceptions may be made at the 
discretion of the Director of Advancement and Head of School when honoring 
retiring faculty and staff.  

 
Donors may choose to restrict their endowment gift using the following guidelines. 

 
$50,000 - $99,999 
General Endowment  
 

$100,000 - $499,999 may be designated to: 
●​ General Endowment 
●​ Financial Aid 
●​ Faculty Enrichment 
●​ Curriculum and Programs 

 
$500,000 - $4,999,999 may be designated to: 

●​ General Endowment 
●​ Financial Aid 
●​ Faculty Enrichment 
●​ Teaching Chair 
●​ Curriculum and Programs 

 
$5,000,000 - Designations and restrictions for gifts at this level will be 
managed on a case-by-case basis by the Director of Advancement. 
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III. ADMINISTRATIVE ENDOWED CHAIR FACULTY POLICY  
 

A.​ The purpose of endowed faculty chairs is to recruit and retain faculty with 
outstanding scholarly records who will provide scholarship and leadership that 
enriches their department and the school. Endowed faculty chairholders are expected 
to have and maintain an established record of outstanding intellectual achievement in 
education. 

B.​ The total amount required to establish an endowed chair is $500,000. The endowed 
chair fund provides a supplementary salary stipend to the awardee during the time 
period that the faculty member holds the chair. In addition, the fund will provide 
general faculty support. The supplementary salary will not be awarded until the 
endowed chair is fully funded. 

C.​ The awardee will be selected by the Head of School in consultation with the senior 
administrator overseeing the academic program. The awardee may be in any 
discipline and will be an exemplar of teaching excellence. Because endowed faculty 
chairs are funded, at least in part, through charitable gifts, holders are expected to 
partner with the St. Stephen’s Advancement Office in communicating with and 
stewarding donors. Meaningful stewardship includes informing donors about news 
regarding their programs and providing an annual impact report. 

 
HONOR AND MEMORIAL GIFT POLICIES 

 
We are very grateful when friends and family members decide to honor or memorialize a 
loved one through a gift to enhance the landscape and outdoor gathering spaces at St. 
Stephen's.  
 
The Memorial Garden Committee offers a school-approved selection of trees and 
benches to honor and memorialize people. These trees and benches have been 
thoughtfully sited on campus to reinforce our natural arbor and outdoor gathering 
spaces.  
 

●​ The cost of an honor or memorial garden gift is $3,000.  
 

●​ The school staff will purchase, install (and irrigate, if required) the tree or bench, 
as well as order and install the memorial plaque. All plaques will have the school’s 
standard language, designed to be brief and factual, such as “In honor/memory of 
person(s) name, class year, dates of birth and death if appropriate, given by 
person(s), date of gift.” Additional language is not allowed.  
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