School Fund Constitution


Purpose of the Fund 
The school fund exists to provide additional materials and opportunities to enhance the learning experiences of children. The fund is used to provide items over and above those provided for through the School’s delegated budget.

School Funds
Unofficial funds, for schools’ purposes, are defined as funds, operated wholly, or in part, by any employee of the school, because of his/her employment, for which the Local Authority does not have a statutory requirement to provide the resources for which the fund is being used.
Examples of unofficial funds are vending machine and tuck shop funds.
The governing body will retain overall responsibility for these funds; however, they will normally nominate a member of the school staff to be responsible for the day-to-day operation of any unofficial fund. The governing body will require annual, audited financial statements of all unofficial funds to be prepared and submitted to them (or a Finance Committee if set up with the necessary delegated responsibility) for approval.
These funds should have strong internal controls:
· No one person is responsible for maintaining the records for and operation of an unofficial fund 
· There is a proper segregation of duties between the receiving, recording and banking of cash. 
· There is proper segregation of duties between the ordering and receiving of goods/services, the certification of invoices and the raising and signing of cheques. 
· That independent stock takes, and reconciliations of cash floats or bank accounts are carried out. Any member of staff who is not normally involved in controlling stocks or cash/bank reconciliations would be defined as independent for the purposes of these guidelines.   

Examples of Uses 
School Fund may be used for the following purposes: 
· Subsidy of school educational visits 
· Refreshments for children’s parties 
· Fund raising activities (e.g. raffles) 
· Classroom materials and equipment 
· Lunchtime games/toys, children’s disco and entertainment 
· Sale of sweatshirts 
· School tuck shop 
· Administration 





The official title of the school fund is xxx School Fund 

The fund is administered by the Business Manager.

The day to day management of the fund is the responsibility of the Headteacher although overall responsibility for the fund lies with the Governing Body. 

For expenditure under £500, the agreement of the Headteacher is sufficient. For purchases over £500 the approval of the Governing Body must be obtained. 

The school fund is banked in xxx Bank. 

Cheque signatories are A, B and C (These could be the Headteacher, Deputy Headteacher and Business Manager.) 

Two from the three signatories are required. 


Audit 
The fund has a financial year end of (insert date). 

Accounts are prepared annually by the Business Manager within 3 months of the year end. 

The accounts are audited by xxxx, who is an independent person, considered to be a suitable person to audit the fund, having regard to the nature and complexity of it. 

Audited accounts are presented to the Governing Body each year for formal approval. 
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