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Introduction and Context

This policy governs the use of Private School Fund (PSF) accounts and is based
upon the document ‘Private School Funds: Financial Guidance for Schools’ as
produced jointly by the Education Authority (EA) and the Council for Catholic
Maintained Schools (CCMS). This guidance document was first released to schools
on the 5™ February 2020.

What are Private School Funds?

Private School Funds (PSF) are monies which have arisen from contributions or
donations from sources other than the Local Management of Schools (LMS)
Common Funding Formula (CFF) and Department of Education (DE) Earmarked
Funding Allocations.

PSFs are completely separate, have independent records and their own bank
accounts. They exist for the purposes of our school and are established under the
authority of the school Board of Governors (BOG).

PSF’s help the school to purchase items / resources and activities which help
advance the education of pupils. These resources would not normally be afforded
through the LMS budget. The main purpose of these funds is to enhance, improve
and enrich the children’s educational experience in the school. Examples include
after school activities, support for key subject areas and resources (books,
equipment).

The purpose of a PSF is to hold income and donations from individuals or
organisations and spend them for the benefit of the pupils. In most schools, these
funds normally comprise one or more of:

e General donations i.e. funds donated for the general benefit of the school;
¢ Specific donations i.e. funds donated with conditional terms;

e Fund raising activities;

¢ Charity collections;

e Book club income;

e After-school activities (football coaching etc.);

e School photograph income.



Private School Funds at Doagh Primary School

At Doagh PS we have the following private bank accounts with Danske Bank and
Santander. We manage the account/s online, in branch and through the Post Office
in the village.

Doagh Primary School PTA Account: A general current account (with Charity
Status) used for lodging money from PTA events and to purchase resources for
school.

Doagh Primary School Community Account: A general current account for the
purposes of school business. This account is used for —

General Funds

Charity

Collection of payments for school trips
Breakfast Club**

Jolly Bees**

agrwnE

** Earnings from Breakfast Club and Jolly Bees are transferred from our private
account to EA via SMART forms.

Cheques and Lodgements

Both of the above accounts use cheque books, lodgement books and online bank
transfers.

Receipts

All receipts are kept by the Principal for auditing purposes and evidence.

Signatories

There are currently two signatories for each account — Mrs Brown and Miss Bell.



Reconciliations

All cheques and lodgements are recorded on a detailed spreadsheet for each
account. The Principal and Senior Teacher has access to online banking through
Danske Bank/Santander Business and the PTA Treasurers obtain a regular written
statements to ‘cross reference’ with the spreadsheets. Written monthly statements
from Santander are reconciled with the data spreadsheet by the Principal.

The school secretary records all lodgements in a book which is also used to ‘cross
reference’ with the spreadsheet and statements.

Auditing

Both accounts are audited externally by Mr Reggie Russell (retired from EA) and the
certificates presented to the Board of Governors. The accounts are audited from 15t
September to 31 August — i.e. each academic year.

Responsibilities of the Board of Governors

What are the responsibilities of Board of Governors (BOG)?

The Governors must:

e Review the annual accounts for the private school funds. Such reviews must be
recorded in the minutes of the relevant meeting;

e Have a secure and efficient system for the custody and control of records for
PSF;

e Ensure that all bank accounts carry the name of the school and authorise all
events and activities run by the school which generate income;

e Ensure no pre-signed cheques are held in the school; It is important to note that
ultimate responsibility for the private school funds remains with the Board of
Governors.

Responsibilities of the Principal
The Principal is responsible for ensuring that:

e The BOG is informed of all the private school fund accounts in existence, their
purpose and the balances on an annual basis.



The BOG is consulted on all proposed changes in the operation of the PSF
fund e.g. - Introduction of new funds. - Changes to the bank accounts,
including opening any new account, closures and transfers of monies.

The private school funds are presented to the BOG for consideration and their
approval with details recorded in the minutes of the relevant meeting;

Appropriate use of the private accounts

The accounts CAN be used for:

Subsidy of school trips, tours, outdoor pursuits, courses, etc.

Training for staff/governor training — upon agreement by the BOG/PTA
Committee

Fund raising activities such as fetes and Christmas fairs;

Presents for staff/governors (e.g. upon retirement) as agreed with the
Principal

Gifts for volunteers who provide a free service — agreed with the Principal
Tuck shop

Donations

Pupils’ Christmas parties

School Photographs/Advertising and Marketing

Pupil awards, prizes at the end of the school year

Swimming

Reimbursement to a staff member who has purchased items solely for school
use and which was previously agreed with the Principal

After-school clubs etc

General school purchases

The accounts CANNOT be used:

To purchase items for personal use by staff/governors

For the cashing of personal cheques

For loans or advances to staff/governors

For staff/governor refreshments / hospitality — unless agreed by the BOG

For the reimbursement of personal expenses - unless agreed by the BOG
For payments to suppliers or contractors carrying out work in the school

For personal gifts to staff or governors — unless in exceptional circumstances
(e.g when staff contributions towards a gift are lodged into an account, in
order to purchase a collaborative gift. In such circumstances, this would be
immediately reconciled)

Receipts of all expenses must be submitted before payment is considered in
the event of reimbursements.



Purchases for Use in School

Items of equipment etc. bought from private funds for use in an EA maintained
school become the property of the school and must therefore be entered in the
school inventory.

If the school wishes to use the private school funds to supplement purchases from

the school budget, this should be carried out in consultation with EA to ensure proper
procedures are followed. The funds can be transferred to the LMS account.

Spending Limits

Day to day management of the private account rests with the Principal as delegated
to her by the Board of Governors.

It is essential, however, that significant transactions are approved by the Board of
Governors in order to ensure full transparency.

Any transaction (expense) from either private fund over £300 should be agreed by

the Principal and Chairperson of BOG and the PTA committee (when using their
account).

Review Arrangements

This Policy was first approved by the Board of Governors on 19" November 2024.
It has been reviewed on 11" November 2025.

It will be reviewed as required as changes are made to how we operate our Private

School Fund accounts.



Appendix 1

FINANCIAL CODE OF CONDUCT FOR STAFF & GOVERNORS

e No member of staff should agree any school related financial payment with
another person without prior permission from the Principal

e No member of staff should purchase an item for school use without prior
agreement with the Principal. Such resources/items should be for school use
solely and not for personal use.

e No member of staff should seek reimbursement for expenses without
permission from the Principal prior to purchase/activity.

e The Principal cannot provide payment for items purchased (having been
previously agreed with the Principal) without proof of purchase e.g. receipts

e Cash received by staff must be sent to the office.

e Cash should be counted with a withess present i.e. no staff member or PTA
member should count money alone. The Principal should be consulted should
any potential issues arise.

e Cash counted in school should be given to the Principal for safe keeping
within the school building. Cash should NEVER be taken home.

e At least two members of staff (usually the secretary and Principal) should take
cash to the Post Office. The transportation of money should never be done
individually.

e No member of staff or parent should be allowed to make personal profit from
any financial transaction in school e.g. sale of books, pyramid schemes e.g.
Avon. Such transactions should be completed on a personal level between
staff/others outside of school.

e Staff may donate gifts to school if there is no personal gain.

e All cheques should be signed by two staff members.

e Any cash found in school should be given to the Principal who will investigate
the matter.

e Educational visits costings should be agreed with the Principal before
notifying parents.



Appendix 2

GIFTS & HOSPITALITY POLICY FOR DOAGH PRIMARY SCHOOL
(based upon EA Model Policy 2022)

The Department of Education (DE) has directed that the Board of Governors for
each school should agree a policy for hospitality and related areas. Such
expenditure must be necessary, appropriate to the occasion, represent an effective
use of school funds and be of a reasonable amount.

Government Accounting Northern Ireland defines propriety as ‘the requirement that
expenditure and receipts should be dealt with in accordance with Parliament’s
intentions and the principles of Parliamentary control’.

Expenditure on hospitality and related areas must be directly related to, or
associated with, the active conduct of official school business. When the school
spends public money on hospitality or related areas, the occasion must, in the best
judgement of the Governors, produce a clear benefit for the school with no personal
benefit for staff or Governors.

When determining whether such expenditure will produce a benefit for the school the
Governors must evaluate the importance of the event in terms of the costs involved,
the availability of funds and any alternatives that would effectively serve the same
purpose.

Hospitality in this context includes meals, snacks, refreshments and beverages such
as tea or coffee. Staff should not be provided with hospitality except when work
sessions extend over meals times or beyond normal working hours. The Principal’s
discretion and due regard for economy will be the guide on such occasions and in
ensuring that hospitality is not offered to close colleagues working together on a
regular basis.

Teal/coffee and biscuits may be provided at meetings with visitors to the school e.g.
parents, staff from other schools, inspectors and other officials.

Public funds may not be used to provide hospitality, floral tributes, small gifts or other
tokens of appreciation for events such as birthdays, weddings, anniversaries,
retirement or farewell gatherings, except where specific approval from the EA is
obtained.

In exceptional circumstances a school may wish to acknowledge long service or
exemplary performance. Hospitality may be provided to the main guest, the official
host (Principal or Chair of Board of Governors), to Governors and visiting
dignitaries. Hospitality at such events shall not be extravagant and should normally
be provided on school premises, using the in-house services whenever possible. If
in-house facilities are not appropriate then as a general rule expenditure per head
should not exceed the current rates of EA subsistence. Except in the case of the



principal guest, parents, spouses or partners should not be provided with hospitality.
Public funds may not be used to provide floral tributes, gifts or other tokens of
appreciation at such events.

The school may choose to use the School Fund rather than LMS funds for
hospitality. The Governors must ensure that in the case of school funds such use is
permissible having regard to the purposes for which the funds were provided to the
school.

Doagh Primary School uses the Community Account School Staff fund section
and/or PTA fund for hospitality, including gifts. All monies are reconciled and
audited externally every year. All amounts are agreed with the Board of
Governors beforehand.

The EA is responsible for regulating and controlling funds provided by the
Department of Education in accordance with the Education Reform (Northern
Ireland) Order 1989. Under the LMS scheme schools must comply with the financial
regulations and systems determined by the EA.

Gifts form an important part for the well-being and recognition of staff in our school.

As previously stated, gifts are never taken from the EA Budget but are taken from
the School Community Account/ individual staff contributions.

The following guidance has been agreed by all staff. Any exceptions or additions will
always be agreed with the Board of Governors.

Staff Fund Contributions

We use this for gifts for special occasions, birthdays etc. Staff contribute to individual
presents as the need arises.

Staff Uniform

Some staff choose to wear branded items of clothing which may be ordered through
the school office. Staff pay for these as they non-essential.

Gifts from Parents

It is essential that parents be allowed to ‘thank’ staff members for their hard work and
dedication shown each day. Parents may send gifts to staff members at any time
throughout the year.
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