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6.  FINANCIAL MATTERS 
 

 
 
 
 

 
PRINCIPLES OF FINANCIAL ADMINISTRATION 

1. Principles 
 

a. In terms of sections 37 – 44 of the South African Schools Act (Act 84 of 1996) as amended, it is the 
responsibility of the School Governing Body (SGB) to do the following: 

i. Collect school funds to supplement resources from the Department of Education (the Department). 
ii. Manage school funds 
iii. Keep records of all money received and spent. 
iv. Prepare an annual financial statement. 
v. Have the annual financial statement examined or audited 
vi. Send an audited financial statement within six months after the end of the financial year to the 

Department. 
vii. Prepare and present an annual budget for the school to parents. 

b. This policy aims to provide all the necessary guidelines fot the effective execution of these functions. 
c. If any clause of this policy is in contradiction with the national or provincial legislation or declared policy of the 

national or provincial Department of Education, such stipulation of this policy shall be void and that of the higher 
authority shall take preference. 
 

2. Financial Functionaries 
 

a. The SGB shall appoint, in writing, the following functionaries: 
i. The Financial Officer, who may be the school clerk; 
ii. The Financial Manager, who will be the principal; 
iii. Three signatories to the school’s banking account, one of which will be the school principal. 

b. The school principal may not be a signatory to the school’s banking account if he/she: 
i. Is an unrehabilitated insolvent; 
ii. Has been incompetent in handling financial affairs by a court of law; 
iii. Has been found guilty by a court of law of a criminal offence involving money; 
iv. Has been found undesirable by the SGB as Financial manager as a result of being the subject of an 

ongoing investigation of the criminal prosecution authority of the Department; 
v. Has a proven record of disregarding the generally accepted principles of sound financial management. 

c. If the principal is not a signatory to the school’s banking account, the SGB may, in consultation with the SMGD 
and District Director, appoint an alternative signatory in the place of the principal. 
 

3. Finance Committee 
 

a. The SGB shall elect a Finance Committee, consisting of the following members: 
i. The principal (ex officio); 
ii. The treasurer of the SGB; 
iii. The financial clerk of the school; 
iv. The other two signatories of the school’s bank account (if not already a member of the committee); 
v. Any other member(s) the SGB may choose to elect. 

b. The SGB shall appoint the following office bearers of the Financial Committee: 
i. Chairperson, who may be the principal; 
ii. Deputy chairperson; 
iii. Secretary 
iv. Treasurer 
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v. Any other office which the SGB may deem necessary. 
c. Membership of the Financial Committee terminates when: 

i. The member no longer falls within the category which the SGB initially considered at the time of 
his/her election; 

ii. The member resigns; 
iii. The member dies; 
iv. The member becomes incapacitated for any length of time which would make it impossible to perform 

this function for a period of three months or more and the SGB fails to decide to continue the 
member’s membership of the committee; 

v. The member fails to attend meetings of this committee for a period of three months without apology or 
valid reason; 

vi. The member is declared insolvent; 
vii. The term of office of the SGB terminates and an election of a new SGB has been held; 
viii. The SGB decides to terminate the membership of the member by an ordinary majority of a quorum 

present at a fully constituted meeting of the SGB. 
d. The Finance Committee shall meet at least monthly, and report in writing to the next business meeting of the 

SGB. 
e. The Finance Committee may not introduce new financial policy, allow expenditure outside the approved budget, 

or alter any decision made by the SGB or parent body, as the case may be. 
f. In case of emergency and if the SGB is unable to limit damage and/or liability to the Finance Committee may 

take reasonable measures to limit damage and/or liability to the school.  This includes taking interim financial 
decisions outside the approved budget.  Such decisions must then be reported to the SGB in writing at the 
immediately following meeting, which the SGB will then consider for ratification. 
 

4. Receipt and Recording of Money 
 

4.1   Introduction 
a. Only one person will be assigned to collect school funds from the learners, hereafter refered to as the Financial 

Officer. 
b. Such money must be paid into the banking account of the school within ______ days, or when the unbanked 

amount exceeds R_______. 
c. The SGB shall appoint a Financial Officer in writing. 
d. He/she will be issued with a receipt book. 
e. Duties will include the control and recording on a daily basis of income and expenditure. 
f. All income should be recorded daily in the receipt cash book, and expenses in the payment cashbook. 
g. The collected fees are either banked on the same day or locked in the school safe. 

 
4.2   Issuing of Receipts 
 
a. Receipts are issued in numerical order. 
b. The original is given to the payer and the duplicate/carbon paper is retained. 
c. The details are to be completed in black ink with a clear handwriting. 
d. Receipts should have the following details on them: 

i. Full names and surname of the payer; 
ii. The date on which payment is being made; 
iii. The amount is to be written in words and figures; 
iv. The reason for the payment to be stated e.g. trip, sports fees; 
v. The nature of the payment e.g. cash/cheque; 
vi. School stamp, if the school name does not appear on the receipts. 

e. No alterations should be made on any receipt. If a mistake is made it should be cancelled by writing the word 
“Cancelled” across the original receipt and duplicate, after attaching the original to the duplicate. 

f. A receipt should be issued for any amount of money received. 
g. A new receipt should be issued were a previously dishonoured cheque can be deposited, and the original 

cheque payment should be reversed in the cash book. 
h. In the case of a post-dated cheque, a receipt should only be made out when the amount can be accessed. 

Such cheques must be stored in the school safe or an equivalent secure place until they are deposited into the 
school account. 

i. The receipt book should ruled off in red ink when the money is deposited. The date, series of receipts numbers 
and amount being banked should be clearly indicated.  Similar balancing should be done in the accounting 
records, specifically in the receipt cashbook, before money is deposited. 
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4.3   Depositing of Money 
 
a. Deposit slips should be properly completed and the amount should be balanced with that on the receipt 

cashbook. 
b. The principal or the Financial Officer is responsible for depositing the money. 
c. Arrangements for depositing money must be varied to reduce the risk of loss through robbery.  The Finance 

Officer or the principal must transport the money to be banked accompanied by a member of staff on each 
occasion. 

d. Arrangements should be made to obtain bank statements on the last day of each calendar month.  The 
cashbook and the bank statements should be reconciled on a monthly basis. 

e. The school shall only operate with a single cheque account. 
 

5. Payments 
a. No blank cheques may be signed by any member under any circumstances. 
b. All payments made on behalf of the school, except petty cash, should be made with a crossed cheque. 
c. All cheques must be crossed “not transferable” and no cash cheques may be issued. 
d. For petty cash, withdrawals will be made by uncrossed cheque, made out in the name of the Financial Officer, 

who will personally cash the cheque at the bank. 
e. There must be three signatories to the account, one of which shall be the principal.  The principal must sign all 

cheques, along with one of the two signatories.  The financial clerk may not be a signatory to the account. 
f. Signatories must check all supporting documents before approving any requisition form or signing a cheque 

used for payment of goods and services. 
g. If the principal is away from school or otherwise indisposed, and payment cannot be held over until his/her 

return, the remaining two signatories may sign a cheque.  A written report of each such payment with full 
explanation must be submitted to the principal upon his/her return. 

h. No alteration will be allowed on any cheque.  If a mistake has been made, a new cheque must be signed and 
the old one cancelled. 

i. A cancelled cheque must be attached to an authorisation form and filed in sequence along with all other 
authorisation forms. 

j. No cash received may be used for payments before being deposited in the bank. 
k. Only one cheque book may be used at any given time. 
l. Tenders or at least three quotations must be called for in a case of non-routine expenditure before any 

purchase is made. 
m. The School Governing Body must approve all tenders or quotations. 
n. All payment vouchers, cheque requisitions, bank statements, and paid (negotiated) cheques should be properly 

filed for audit and reference purposes. 
 

6. Issuance of cheques 
 

a.  Authorisation forms must be completed and signed before a cheque may be issued. 
b. Only the authorised signatories are allowed to authorise payment. 
c. If no permission was granted prior to the payment (e.g. in the budget), a full account of the reason for the 

transaction must be made to the SGB at the next meeting. 
d. Signatures of the withdrawers must appear on the authorisation document.  

 
7. Claims for personal expenses 
a. Claims for personal expenses must be submitted to via a fully completed claim form. 
b. All claims should be accompanied by documentary evidence, e.g. a copy of the meeting, a receipt, etc. 
c. No subsistence allowance for meals may be paid. 
d. In the case of transport, the following will be observed: 

i. No travelling costs for trips shorter than 10 km will be paid; 
ii. Transport claim payment may not exceed R_____ for any single event. 
iii. Ideally, claims should only be considered after the journey has been undertaken; 
iv. Claims will not be paid out of the petty cash; 
v. Payment will only be made after the prescribed process has been completed, and no short-cuts may 

be applied.  If a claim is submitted too late for the due administrative process to be completed before 
the journey, payment may follow after the journey; 

vi. Travelling must be pre-authorised by the principal before the trip is undertaken; 
vii. If a person’s own vehicle is used, the amount of R______ per km will be paid; 
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viii. If two or more persons travel to the same event by car, the maximum possible number of persons 
must share transport, and only the driver will be reimbursed; 

ix. If a person travels by public transport, the cheapest, most practical mode of transport must be utilised.  
Hiring a car should be avoided as far as possible, except in proven cases where no other arrangement 
was available; 

x. Public transport will only be reimbursed if the claimant obtains and submits a receipt from the service 
provider for the amount spent; 

xi. If no receipt or invitation letter is available, the claimant must attach a written explanation to claim form 
for consideration; 

xii. Cheques will be made out in the name of the claimant, and not to third parties. 
 

8. Petty Cash 
 

a. A Maximum of R______ will be made available in cash for petty cash. 
b. Unnecessary use of petty cash must be avoided.  Wherever possible the amount must be determined in 

advance and payment made by cheque. 
c. No advances (IOU’s), loans, or claims for personal expenses such as transport may be made out of the petty 

cash. 
d. Only the Finance Officer and the Principal have access to the Petty Cash. 
e. Petty cash may only be removed from the tin if replaced by an approved petty cash voucher and noted on the 

petty cash balance statement. 
f. Full records such as authorisations, receipts, etc. must be kept, in a system similar to the approval file of the 

cheque account. 
g. The petty cash should be balanced and reconciled monthly. 
h. The cash in the petty cash tin must always add up to the reconciled amount. 
i. Petty cash must be stored in a very safe place at all times, and separately from school fund money. 

 
9. Financial Reporting 

 
a. The financial year of the school runs from January to December 31 of each year. 
b. The financial year will be divided into 12 reporting periods, each starting on the first and ending on the last 

calendar day of each month. 
c. Monthly and yearly financial reports will include all income and expenditure and a statement of the balance in 

the bank account. 
d. The principal will provide a detailed, written financial report to the finance committee each and every month. 
e. The finance committee will provide a detailed, written financial report to the SGB each and every quarter. 
f. The SGB shall call a meeting between July and November each year to give a financial report for the school 

year. 
g. An audited financial statement shall be presented to the SGB within three months of the end of the financial 

year. 
h. The SGB shall appoint a duly qualified person to audit the books, provided that such a person is not part of the 

SGB, nor has any financial interest at the school. 
 

10. Budgeting 
 

a. The finance committee will draft and recommend an annual budget to the SGB by 31 October each year. 
b. This will be presented at a budget meeting, for adoption and approval by the parents. 
c. This meeting shall be held before 30 November every year. 
d. There shall be a clear link between the mission statement of the school and the budget of the school.  All 

activities of the school must be related to one or more of the goals of the mission statement. 
e. Parents of learners enrolled at the school must be allowed to discuss and even suggest changes to the budget 

of the school. 
f. The responsibility of budgetary control rests with the SGB.  On a day-to-day basis this responsibility rests with 

the Finance Officer of the Principal. 
g. The budget shall be drafted and spent in line with departmental allocation of funds. 

 
11. Fund Raising, Projects, Outings, Farewells, etc. 

 
a. No social events will be funded or subsidised from the school fund.  Each such event should generate sufficient 

income to cover its entire budget. 
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b. Each proposed activity requires the authorisation of the SGB, who will designate a person to be in charge and 
report back in writing. 

c. Activities will be managed carefully, with full and detailed financial report submitted to the SGB within 14 days of 
the conclusion of the activity. 
 

12. Participation by Minors 
 

a. No financial functions may be performed involving the participation of a minor. 
b. Such minors as may be a member of the SGB may not vote on financial decisions or play any role in the 

financial function of the school. 
c. A minor will not incur personal liability stemming from any decision, action or omission by the SGB involving 

finances. 
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