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1. Purpose
The Parent Council is a Charity Registered in Scotland (SC045113) and therefore must, at all times, follow the rules and guidelines set out by the Office of the Scottish Charity Regulator (OSCR) and in The Charities and Trustee Investment (Scotland) 2005 Act (the primary piece of Charity Law in Scotland).
The St Gerardine Parent Council Constitution explains the responsibilities and obligations of the Treasurer.
This document serves as a companion to the constitution.  It contains guidelines and recommended practice for the Parent Council and their representatives in all financial matters.
The Treasurer of the St Gerardine Parent Council is responsible for keeping accurate records of all financial transactions of the Parent Council.
2. Income
a All money received by the parent council must be recorded in the accounts and paid into the bank. 
3. Expenditure
a All payments made from the account must be recorded.
b A receipt should be required for all payments. If this is not possible then the Treasurer and recipient should sign a petty cash receipt.
c On no account shall any incidental expenses be paid from income waiting to be banked. Reimbursement of expenses shall be reclaimed from the Treasurer and shall be supported with accompanying receipts.
4. Banking
a	A bank account will be set up in the name of the Parent Council and will require two 	authorised signatories from the Committee to authorise cheques.
b	Bank statements should be provided to the Treasurer on a monthly basis. It is best practice 	to reconcile the statement each month to keep track of payments in and out of the account.
5. Donations to the school
a All donations gifted by the PC/PTA to the school should be recorded.
b Money raised by the Parent Council must be spent in accordance with the stated aims and purposes of the committee as laid down in section 2 of the constitution.
c It is the decision of a Parent Council/PTA how to spend any fundraising money. This should be done in consultation with the school and minuted at a committee meeting.
d The school is also accountable for spending money gifted by the PC/PTA. If the money is donated for a specific purpose, it must be spent on that. The Treasurer should ask for proof, e.g. invoices, receipts from the school showing the money has been spent on the items for which it was intended.
e It is a good idea to ask that all donations made by the PC/PTA appear on the school’s annual accounts. The school don’t prepare their own set of accounts, part of Moray Council accounts. 
6. Managing money at events
a [bookmark: _GoBack]The Treasurer is responsible for securing a cash float at each event, and keeps a record of the amount of float.  
b The Treasurer gives the float to the lead fundraiser for that event, or to the individual stall holders, as appropriate. 
	c	When there are lots of stalls/activities it is a good idea to count the money
during the event and keep a note of the takings.
• Don’t allow cash to be left unattended.
• Make sure at least two people agree to help you count the money at the end
of the event – they should not be good friends or family members.
· Money must be counted in a neutral location, preferably at school where the money can be kept in the safe until banked.
• If the money can’t be counted or banked straight away then arrange for it to be
kept in a safe place, eg the school safe.
• Make sure you are accompanied at all times when you carry large amounts of
cash. There are specific rules about this in the membership-linked insurance
leaflets.
• If money needs to be stored before it is banked, then keep it in different
places.
7. Annual accounts and AGMs
The Treasurer is responsible for organising an annual review of the accounts, and
whilst this does not have to be done by an accountant, it should be done by
someone who is good with numbers, e.g. someone who works in a bank or
building society or runs their own business. However, this person should not be a
member of the committee or a relative of a committee member. (There are
different requirements for groups with charitable status – follow the guidance
from OSCR).
Once the accounts have been checked then the Treasurer should make a
financial report to the members at the AGM. This report should also be displayed
in the school.
8. Insurance
• Do bank money regularly.
• Do record all income and expenditure in a simple and easy-to-use way.
• Do keep your records up to date.
• Don’t hand out blank signed cheques.
• Don’t allow yourself to be left to count cash on your own.
are two unrelated people involved in counting and recording the income?
• is cash banked as soon as possible and without deduction of expenses?
• are records maintained for each fundraising event?
4.1 Controls and authorisation of expenditure on goods and services 
The Treasurer is responsible for ensuring that the parent council forum are aware of the available funds for which they can approve expenditure. This responsibility covers advising the parent council of available funds at any point in time, taking into account previously approved financial requests that haven’t been disbursed, including pre-approved items that carry forward each year, and ensuring over commitment of funds does not occur. Any amounts not required during the year (ie underspend against approved requests) should be added back into the funds available for disbursal.
Communication is essential between the committee members to ensure effective management of the parent council funds. 
Levels of expenditure – 
It is recognised that it is not always possible to wait for the next parent council meeting to request financial assistance. In certain situations, and within specific financial limits, the approval of a grant may be given:

	Up to £xxx
	Permission of two committee members.

	
	



In all circumstances the Treasurer must be informed to update records.


Is there a written policy on the authorisation of expenditure?
Are invoices received checked against orders confirming pricing and the receipt of
the goods or services ordered? SS – I check against the amount approved at the meetings. We don’t usually have a purchase order to compare with.

Further Information
For further information on general best practice with regard to finance, please refer to the guidance produced by Connect (formerly the Scottish Parent Teacher Council) in their leaflet - The Role of the Parent Council/PTA Treasurer – some useful guidelines.  This leaflet is available to download from www.connect.scot
https://connect.scot/application/files/6215/1464/1605/E_M5_Guidelines_for_the_Treasurer.pdf

image1.png
o

<

=" &

N
x "4'/,,‘, Toge"
+ Te




