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Cash Handling Policy 

The Hand of God at Work

Lámh Dé Ar Obair

The Board of Governors is committed to supporting the staff so that they are able to carry out their duties effectively and efficiently. We recognise that it is important that the school has a clear policy on handling cash in the interests of protecting all staff involved and allowing auditing to be carried out efficiently from time to time.

The Board of Governors delegate responsibility to manage income and expenditure associated with the school and nursery. This includes the LMS School Budget and Private School Funds. The Board of Governors gives authority for the principal to spend up to £5000 without the need for its prior approval. 

The Principal oversees all money collections and payments throughout the school. However, the executive officer will be responsible for administering and managing the financial operations within the school - and supporting / advising other members of staff in this respect.

The Principal and Board of Governors are responsible for monitoring and supporting the executive officers work in order to ensure there are efficient, sound, school procedures and practices.

Auditing

The school welcomes the auditing of all financial systems in operation and cash handling carried out in the school. The School Funds will be audited annually by an independent source and the audit certificate presented to the Board of Governors for approval. 

The executive officer will support all auditing procedures.

Keeping Records

Records must be kept of all monies received in school and all payments made from the school office.

The principal will present bank statements relating to Private School Funds at the Board of Governors meetings.

A ledger detailing income and expenditure will be presented to the Board of Governor Finance Sub-Committee. 

The Principal will provide a copy of the most recent LMS Budget and Expenditure Report at each Board of Governor’s meeting.

Receipt of Money
The Principal oversees all money collections and payments throughout the school. However, all staff are required to ensure that when they handle money, they do so with responsibility and integrity, following the procedures outlined in this policy:

· Where possible, monies collected will use the School Money App;

· Where the School Money App is not used, Teachers are responsible for the collection of any cash from their class but may delegate this to a classroom assistant.  Cash received from children, is recorded and countersigned by either the class teacher or executive officer. A note of the amount paid and date collected is kept.  It is then passed on to the executive officer for safe keeping.

· Staff may receive cash from parents e.g. in payment of clubs / dinners. This cash must pass this money on to the executive officer - who has the responsibility for collecting, recording and processing such payments – as soon as practicable. 
Recording and storing of cash
· The executive officer or delegated staff member will count money collected and record amounts as soon as practical. The records are checked and countersigned by a second member of staff. reconciled by the principal monthly.

· The executive officer will store cash in a locked safe for safe keeping as soon as possible during the day. Only the executive officer and principal have keys to the safe (which are held on their personal key rings). Other staff must seek permission from these members of staff in order to access this money. Monies must never be left unattended. 
· The executive officer will ensure that large amounts of cash are not kept in the safe and are banked regularly.

· Monies for banking should be taken at different times, in normal bags.

· All cheques should be made payable to Our Lady and St Patrick Primary School.

Issuing money

· All money issued as part of school-based activities (e.g. floats for stalls, cheques for trips) will become the responsibility of the staff member; this might include monitoring the handling of cash by a delegated volunteer. The executive officer will record and reconcile all money that is issued. Receipts for purchases or trips should be provided to the secretary.  
· All receipts are stored in accordance with Disposal of Records Policy.

· School Fund cheques must be signed by two of the three signatories – Mr Robinson & Miss Fitzpatrick. 
· No purchases should be made by staff without prior approval by the principal or delegated member of staff.
· Purchases should be made through the school debit card. Receipts should be given to the executive officer to record and reconcile. 

Banking of Cash

· Monies received must be banked regularly by the admin officer. Large balances are never allowed to accumulate, and cash advances or loans are never to be made.

Guidance for parents

· Parents should use the SchoolMoney App for payments, where possible. 

· Children will be encouraged not to bring money into school except for a specific school-based purpose.

· Parents are asked to make sure that if their children bring any money into school it is forwarded on to the person responsible for collecting it as soon as possible.  It is collected in by the teacher for safe purposes and then sent to the school office to be locked away until needed.

Irregularities

· Any concerns about money handling are to be discussed with the principal.

· If a member of staff has concerns relating to the principal and money handling, they are to raise this with the Chair of Governors.

All accounting records must be completed promptly, in line with this policy, EA
regulations and kept up to date.
