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CHAPTER 10


CHAPTER 10

CASH HANDLING

10.1
BOARD OF GOVERNORS’ RESPONSIBILITIES

10.1.1
With reference to the school’s Development Plan the Board of Governors is responsible for.

(i)
establishing and maintaining systems which adequately safeguard all monies handled in the school;

(ii)
complying with book-keeping and lodgement procedures for board monies;

(iii)
establishing and maintaining adequate systems of control and book-keeping arrangements for school and pupils funds; and

(iv)
ensuring that the appropriate systems are established to ensure that, where required, the correct financial coding is applied to all income.

10.1.2
The Board of Governors must decide on the level of duties, which it delegates to the principal and other staff.

10.2
CASH HANDLING PROCEDURES

10.2.1
Cash should never be left unattended.  If it is necessary for the member of staff responsible to leave the room, the cash should be locked in a safe or a secure cabinet.

10.2.2
Where cash is being collected or used on a regular basis, it should, in the first instance, be kept in a lockable cash box and when not in use, kept in a safe or a secure cabinet.

10.2.3
The keys for a safe or secure cabinet should always be in the personal possession of a designated member of staff authorised by the Board of Governors and should not be left on the premises.

10.2.4
The petty cash float should be controlled by one member of staff and should be kept in a safe or secure cabinet.

10.2.5
As a general rule, no more than £250 should be retained on the premises at any time.  Money retained on the premises should be kept in a secure location ie safe or locked cupboard.  No money should be retained on the premises over the weekend or holiday periods.  Staff should never bring money home with them.

10.2.6
Cash collected on behalf of the board should be lodged direct to the relevant board Bank or Post Office Girobank account.

10.2.7
Equivalents of cash, eg postage stamps should be similarly safeguarded.

10.2.8
All documentation or computer records relating to cash handling must be retained for a minimum period of 6 years for school information, audit and UK legislation purposes.

10.3
BOOK-KEEPING ARRANGEMENTS FOR BOARD MONIES

School Meals monies are dealt with in Chapter 11.  Board monies would include private telephone, private photocopying, use of premises and Board petty cash floats.  Further guidance is provided in Chapter 14 Miscellaneous Income, Chapter 8 Petty Cash and Chapter 13 Use of Educational Facilities

The book-keeping system must provide full details of all monies collected and lodged to the board’s Northern Bank or Post Office Girobank account.  There should be records of all monies collected.  These records may include official receipts or official receipts registers.  Records should be retained for a minimum of six years.

10.4
LODGEMENT OF BOARD MONIES

It is board policy that all income should be lodged to the board’s Northern Bank or Post Office Girobank Accounts (if a bank other than the Northern Bank is used a Bank Transfer Charge may be levied).

(a)
Full details of lodgements must be retained at the school.

(b)
Lodgement slips should be used to identify the date, amount and nature of income lodged to the board.  Lodgement books may be obtained from the board’s Cashier’s Section.

(c)
The lodgement slip should be submitted with income at the Bank or Post Office where counterfoils must be stamped as confirmation of lodgement.

(d) For “General” lodgements one counterfoil should be retained in the lodgement book and, if relevant, the other attached to Notice of Lodgement Form NL1.
(e) Where possible, 2 persons should make the lodgement of cash receipts to the bank or post office.  This is very much dependent on the value of lodgements to be made and staff availability, location of school, security risk assessment etc.  However, the overriding principle must be to ensure that money is lodged frequently to prevent accumulation of cash at the school and to minimise the risk to staff involved in the banking process. 

(f) Staff transporting money to the bank or post office should ensure that any cash bags are not left unattended or in open view where they could attract unwarranted attention.  If travelling by car or other vehicle to the bank, cash must therefore be lodged immediately on arrival.  If the bank is regularly busy, there are now alternative methods of making lodgements which can reduce considerably the amount of time required to make a lodgement. (Contact Cashiers Office at Board HQ for advice).

10.4.1
DIRECT LODGEMENT OF CASH TO THE BOARD’S HEADQUARTERS

For security reasons, cash should not be forwarded in the post to the board’s Cashier’s Section.  However, if a personal delivery is made, appropriate written details should accompany and identify the lodgement and a receipt should be obtained from the board’s Cashiers Section.

10.5
BOOK-KEEPING ARRANGEMENTS FOR SCHOOL FUNDS

10.5.1
At the collection stage, a record of all monies should be kept, which may take the form of pre-numbered receipts or official receipts registers (Appendix 10.1), which should record:-

(i)
purpose for which money was paid;

(ii)
date payment received;

(iii)
name of payer; and

(iv)
amount.

10.5.2
Cash must never be left unattended.  Monies collected for School Funds together with completed Form SF1 (Appendix 10.2) should be handed without delay to the principal or a designated member of staff authorised by the Board of Governors.

10.5.3
The principal or designated member of staff should issue an official receipt for the monies received.

10.5.4
All cash should be kept in a safe or a secure cabinet until lodged to the Bank or Post Office Girobank.  As a general rule, no more than £250 should be retained on the premises at any time.  Money retained on the premises should be kept in a secure location ie safe or locked cupboard.  No money should be retained on the premises over the weekend or holiday periods.  Staff should never bring money home.

10.5.5
As far as possible, all School Funds should be held in one Bank or Post Office Girobank current account and one savings account.  It may, however, in some case be necessary to use a second current account, eg for the school tuck-shop.

10.5.6
The Bank or Post Office Girobank account should be held in the name of the school with the words "School Funds" included in the title.  Cheques and withdrawals should require the signature of two out of three designated members of staff authorised by the Board of Governors, one of which would normally be the principal.

10.5.7
Receipts should be recorded in a School Funds cash book/spreadsheet as follows:-

· date payment received;

· the name of the member of staff collecting money;

· from whom money is received;

· amount received;

· the School Fund or activity to which the money relates; and

· the school receipt numbers, which relate to the sum received, where appropriate.


Payments should be recorded in a School Funds cash book/spreadsheet as follows:

· date of payment;

· name of payee;

· amount; and

· the School Fund from which the payment is made.


Where appropriate, teachers responsible for school activities may requisition monies from the School Funds by completing form SF2 (Appendix 10.2).


NOTE

All supporting information should be retained on file for school information and audit purposes for a minimum period of six years.

10.5.8
It is recommended that schools use a cash book/spreadsheet with a sufficient number of columns to provide a full analysis of receipts and payments over the various funds.  This will enable determination of the overall financial position of the account when required.


Interest from savings should be distributed equitably over the various Funds in accordance with an agreed formula.  One straightforward method would be:-


(i)
for each Fund list the balance at the end of each month during the interest earning period and total;


(ii)
for all Funds list the balance at the end of each month during the interest earning period and total;


(iii)
allocate the interest using the formula – 
Interest x Balances of Each Fund

Total Balances of All Funds

10.5.9
An audited annual statement of account should be presented to the Board of Governors at the end of the agreed accounting period.  The accounts should be audited by an individual who must be independent of the day to day administration of the School Fund.  Any Audit fees incurred should be charged to the School Fund.

10.5.10
It is suggested that annual accounts should be prepared for each year ending 30 June.

10.6
BOOK‑KEEPING ARRANGEMENTS FOR PUPILS' FUNDS

The term "Pupils' Funds" relates to those monies which may be collected from pupils for specific purposes and which at no time become the property of the school.  Examples are monies collected for personal savings and educational visits.

In order to maintain adequate accountability it is recommended that schools operate a separate "Pupils' Funds" cash book/spreadsheet, and Bank current and savings accounts in the name of the school with the words "Pupils' Funds" included in the title.

Procedures and book-keeping arrangements for the control of Pupils' Funds should comply with the general principles relating to the safeguarding of monies.

An audited statement of account in respect of "Pupils' Funds" (excluding personal savings) should be presented to the Board of Governors at the end of the agreed accounting period, the maximum of which should be one year.

10.7
BANK RECONCILIATION FOR SCHOOL FUNDS AND PUPILS FUNDS

It is necessary to ensure that the bank accounts operated by the school are reconciled with the cash books/spreadsheets used to record receipts and payments.  At the end of every month/quarter the cash books/spreadsheets should be checked against the bank statement, ie cheques and lodgments shown in the bank statement should be marked off against the cash book/spreadsheet.  This may produce differences of four kinds.

10.7.1
There may be cheques which the school has issued and but which are not recorded in the bank statement until after the month/quarter end.  These should be dealt with by listing them as "outstanding cheques" on the bank reconciliation statement to be prepared.

10.7.2
In addition there may be lodgments in the school cash book/spreadsheet, which are not credited in the bank until after the month/quarter end.  
These should be dealt with by listing them as "outstanding lodgments" on the bank reconciliation statement.

10.7.3
There may be lodgments in the bank statement, which were not made by the school and which, therefore, are not in the cash book/spreadsheet.  These may be items which you have mandated to the bank (like dividends on investments) or items which someone else has lodged and not informed the school (perhaps the proceeds of a function).  
These should be dealt with by entering them in the cash received book in the normal way just as if you had received and lodged them.  

10.7.4
There may be items charged in the bank statement for which cheques were not issued and which, therefore, are not in the school cash book/spreadsheet.  These may be standing orders or direct debits which the school has authorised, or bank charges, or interest on an overdraft.  
These should be dealt with by entering them in the cash book in the normal way just as if cheques had been written for them.  Again, the entries may be out of date sequence.


Before commencing a bank reconciliation for any period it is always useful to have the previous reconciliation statement available.  Bank reconciliation statements should also be retained for audit purposes.

10.8
BOARD GUIDANCE

The board's officers will be available to advise principals on any problems in relation to school funds and pupils' funds including, if necessary, the method of preparing an annual statement of account in the form of a Receipts and Payments Account.

10.9
CASH LOSSES

In the event of a loss of cash the following action should be taken:-

10.9.1
(a)
inform the Police and the board's Internal Audit Branch immediately unless the amount of loss is relatively trivial having regard to the circumstances of the loss;

(b)
notify the board’s Purchasing Branch as soon as possible by completing Incident Report Forms IRF1 and 2 (Appendix 10.3 and 10.4); and

(c)
examine the circumstances in which the loss occurred to determine action required to avoid such losses in future.
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