[bookmark: _GoBack]
[image: ]                                                                                                                                                                 




Woodfield Primary
School
[image: ]
     
















	


    School Fund Policy

                                                 Reviewed November 2015
                                             Next Review Due September 2016







Rationale
In Woodfield Primary School it has been recognised that there is a need to organise the School Fund in a manner that is known to all staff.  By this we mean the money gathered to meet additional costs beyond those which the school budget would be able to meet or for items which would normally be funded by the Local Authority.

Charity
School Fund is registered with The Charity Commission and it’s Charity number is 1059543.  There are three trustees registered with the Charity namely:-

Mrs Jayne Miller	Business Manager
Mrs Helen Harrison	Head Teacher
Miss Nicky Fallon	Deputy Headteacher

Banking
The school fund is banked with:-

Yorkshire Bank
19 St Sepulchre Gate
Doncaster
DN1 1SJ

The sort code and account details are known by the 5 signatories namely:-

Mrs Helen Harrison		Head Teacher
Miss Nicky Fallon		Deputy Head Teacher
Mrs Kate Hope		Assistant Head Teacher
Mrs Jayne Miller		Business Manager
Miss Michelle Boyes		Attendance Officer

Two signatories will be required for all expenditure cheques and any changes to the account.

Internal auditing and banking (when required) will be carried out by the Business Manager throughout the year and in busy periods or times of absence the Attendance Officer will complete banking.

Aims
The purpose of the School Fund will be to:-

· Finance school visits/curricular outings
· Finance school uniform purchases
· Finance school discos/performances
· Pay for running costs of the school tuck shop
· Provide additional resources for school
· Provide payment for visiting performers
· Fund donations to charities
· Support special projects
· Improve school environment
· Purchase gifts for pupils, parents, volunteers, staff as agreed
· Any other expenditure as deemed appropriate and agreed by the Head Teacher/Governors



Sources
· Fundraising events throughout the year
· School photograph commission
· Book club commission
· The Givingmachine online commission
· Donations from parents, pupils and other local organisations.
· Donations from Friends of Woodfield

This list is not exhaustive and other sources of funding may be found throughout the school year.

Administration
No money will be kept out overnight.  All money for the school fund will be sent directly to the office and receipts issued and the monies logged in the accounting system.

Any purchase from the school fund must be supported by a receipt and logged via the office and recorded in the accounting system.

Safe/Cash Tin
All school fund monies will be kept locked in the separate school fund cash tin.  Keys for the cash tin are held by the main office admin team.

Four members of staff have access to the school safe, the three main office staff and the Business Manager, namely:-

Mrs Miller		Business Manager
Miss Boyes		Attendance Officer
Miss Williams		Admin Assistant
Mrs Gunn		Admin Assistant

All monies will be locked away in the safe overnight.

Governors
There will be a named Governor who oversees the School Fund and may carry out ad hoc checks as and when they deem it appropriate namely:-

Mr Peter Stocks	Chair of Resources Committee

Information
Once a year (September) the Business Manager will complete the annual return of the school fund for the Charity Commission and report the expenditure, income and carry forward to the Resources Committee.  At this point the school fund will be ready for annual audit.  A maximum cash transaction spend of £200 is in place for the school fund.  Any amounts spent over this must be made by cheque.  This limit will be reviewed annually.

Auditing
In addition to the internal monitoring carried out by the Business Manager and the appointed Governor the school fund will be subject to an external audit by a party agreed by the Governors.  Currently this is another school within the LA.  A copy of the completed audit form is then returned to the LA by the Business Manager.  The audit must be completed within five months of the close of the school fund i.e January.

Exclusions
No alcohol may be purchased from the school fund.
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