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‘Jesus offers life in all its fullness’
 Unofficial (Private & Voluntary) School Fund Policy
November 2018
INTRODUCTION

The School, like many primary schools in Wiltshire, have a ‘School Fund’ account which is used for non-curriculum based income and expenditure. The monies held within the School Fund are not the property of the Local Authority (LA), and are thus referred to as ‘unofficial school funds’ (as opposed to official funds which are the delegated school budget funds from the LA).  
The reason for having the School Fund is to ensure that there is a clear separation of financial transactions that are curriculum and non-curriculum related. The LA stipulates that the appropriate uses of the unofficial school fund accounts include:
	· General donations i.e. funds donated for the general benefit of the

establishment

	· Specific donations i.e. funds donated with designated or contingent terms

	· Income from fund raising activities

	· Income from charity collections pending disbursement

	· Income from clubs and other activities run by the establishment

	· Collecting parental contributions for Trips/Excursions

	· Collecting photograph income
FFINANCIAL ADMINISTRATION

The financial year for the School Fund runs through the academic year, i.e. from 1 September to 31 August.  

The standards of guardianship and the financial accounting procedures for the School Fund are the same as those for the school’s official school funds. Separate bank accounts are held for official and unofficial school funds and both are held at Lloyds Bank, Chippenham.  The authorised signatories of the School Fund account are:
Mr Richard Hearn – Headteacher                            

Mr James Osler – Assistant Headteacher    

Mrs Lizzy Moor – Finance Officer
Mrs Liz Howe – Admin Officer
Any two of the four signatories above may sign the cheques from the school fund bank account. This is the same arrangement as with the main school bank account of official funds.  
There is currently no arrangement in place to make payments by bank transfers (or BACS) from the school fund. The school fund cheque book is securely stored in the school safe.
Income received is recorded and receipted by the Administration Officer.  It is stored in the school safe, and paid into the bank account promptly by the Administration Officer.  No income which properly relates to the school’s delegated budget may be permanently credited to the voluntary fund.
The Finance Officer is responsible for the day to day financial administration of the School Fund account, such as the recording of income and expenditure on an Excel spreadsheet file on the school server.  Note that unofficial school funds are NOT recorded on the FMS Accounting Software as that is only for official school funds. 
All bank statements are reconciled monthly by the Finance Officer, and are reviewed and signed by the Headteacher.
Invoices and documentation that support the income and expenditure to/from the fund are stored in the School Fund file, held in the Finance Office.  This includes any relevant application forms or booking forms.  The retention period for such financial records is six years plus the current year.
The balance of the account is reviewed six times a year, in line with other financial reports, by the Governors’ Leadership & Resources Committee, to ensure any accumulated balances are noted/discussed.  Note that any surplus balance may be paid into the school’s official funds if required, but under no circumstances should official funds be transferred into the unofficial School Fund.  
Petty cash is drawn from the bank occasionally and is kept in a locked tin in the school safe.  Claims for petty cash must not exceed £40 in one transaction, and the claim must be accompanied by a valid receipt.  Note that VAT cannot be reclaimed on purchases made through the School Fund account.
The LA stipulates that the Unofficial School Funds must not be used for:
· Payments to individuals.  Payment must be made through payroll to ensure that the appropriate income tax and National Insurance is paid by the person who has carried out the work.  However, if a supplier’s invoice is submitted to the Unofficial Fund for the work done, this would be acceptable as the payment would not be to an individual.

· Re-imbursement of personal expenses for employees and volunteers eg for an individual’s mobile phone bills or parking tickets.

· Cashing personal cheques.

· Personal gifts for members of staff; private collections should be arranged for these.  Purchase of any personal gifts from unofficial funds for volunteers should be in recognition of work done for the benefit of the establishment’s clients, customers, pupils etc and be in accordance with the approved purpose of the fund.

END OF YEAR PROCEDURES

At the end of the Financial Year, the Finance Officer prepares the annual accounts, including analysis of the receipts and payments, and showing the opening balance, the overall surplus/deficit for the year, and the closing balance.  This information is shared with the L&R Committee and minuted.  It may be shared with staff and parents if necessary.
It is an LA requirement that an independent examination/audit of the annual accounts takes place, to demonstrate proper accountability for the use of all monies held in the School Fund.  The examiner does not need to be a qualified accountant, but must be competent and should have no involvement in the managing of the School Fund.  The examiner must be able to reconcile the balances shown in the annual accounts of the fund, and that all income and expenditure of the fund can be supported by appropriate vouchers.

A signed Audit Certificate/Independent Examiner’s Certificate (see Appendix A) is then completed by the examiner, Governors, and the Headteacher, and sent to the LA before 31 December annually.

REVIEW
This policy will be updated and reviewed annually by the L&R Committee

Langley Fitzurse School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

The school aims to be part of the wider community through fostering Christian values, and the development of spirituality through reflection to enhance relationships.

Approved by the L&R Committee – XXXXXXXXXXXXX

Schools Accounting & Budget Support Team

VOLUNTARY/PRIVATE FUNDS

ANNUAL CERTIFICATE FOR THE YEAR XXX/XX
I certify that all Voluntary and Private Funds with an income exceeding £50 per annum have been audited by an independent and suitably qualified or experienced person for the year ended: 

……………………………………………………………

………………………………………………………………………..

……………………

School  







            DfE No.

………………………………………………………………………..

Signature of Headteacher 

………………………………………………………………………..

Date

In accordance with the Wiltshire Schools Finance Manual, Section 4.8 paragraph 5, please forward this certificate together with the documents listed below to the Schools Accounting & Budget Support Team, County Hall (2nd Floor), Bythesea Road, Trowbridge, BA14 8JN by 31 December 2014.

1.
Auditors Certificate V1 or V2 (signed and dated) 

2.
Chair of Governors Certificate (signed and dated)

Certificates for both the Auditor and Chair of Governor can be found below.  

“NIL” returns are required.


Nil return (please tick)

Please tick to confirm that your school has adopted a Local Finance Policy for the use of the schools ‘Unofficial Funds’, in accordance with the Good Practice Guidance Notes, issued by the Accounting & Budget Support Team, in June 2016.  

AUDITORS CERTIFICATE V1

I have examined the receipts and payments statement with the books and vouchers relating thereto, and have obtained all the information and explanations required.  In my opinion the receipts and payments statement presents a true and fair view of the ……………………………. fund’s activities for the year ended …...………………………….

Signature of the Auditor:  ……………………………………..…………….……………………….

Auditor’s Qualification (if applicable): ……………………………...…….…………………….……

Date: ………….………………………………

Independent Examiner's Certificate (AUDITORS CERTIFICATE V2)
My examination was carried out in accordance with the Schools own accounting procedure and management of Unofficial Funds policy for the.......................................................(name of fund)  for the year ended...................  An examination includes a review of the accounting records kept by the school and a comparison of the accounts presented with those records. It also includes consideration of any unusual items or disclosures in the accounts, and seeking explanations concerning any such matters. 

In connection with my examination, no matter has come to my attention:

(1) which gives me reasonable cause to believe that in any material respect the requirements:

· to keep accounting records and

· to prepare accounts which accord with the accounting records have not been met; or

(2) to which, in my opinion, attention should be drawn in order to enable a proper understanding of the accounts to be reached.

Signature of the Independent Examiner:  ……………………………….……………………….

Independent Examiner Qualification (if applicable): ……………..…….…………………….……

Date: ………….………………………………

GOVERNORS CERTIFICATE

The …………………………………………………………………………………… fund accounts and audit certificate for the year ended …………….……………………………….. have been presented to the governors at their meeting on (date) ……………………………………………...

Signature of the Chair of Governors:   …………………………………………..  Date:…………………
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