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“Finance is not merely about making money. It's about
achieving our deep goals and protecting the fruits of our labour.
It's about stewardship and, therefore, about achieving the good

society”

Robert J. Shiller




Financial Policies

- The South African Schools Act (SASA), 1996 (Act No.
84 of 1996), as amended

- GDE: Financial Management and Reporting
Guidelines for Public Schools

- GDE Circular

- Governing Body Regulations for Public Schools
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What the SGB must do in terms of SASA

v’ Take all reasonable measures within its, meansta'supplément ¥ ;é;“
the resources supplied by the State to improve the quality of
education provided by theischool toall Ie'ar.her's' a-.t_th‘é school.
SASA 36 (1)) . -+ - . - - N

v’ Establishia school fund and Administer it in‘accordance with
directions issued by the Head of Depa-'r't-rhent. SASA.37(1).

v Ensure that all money received by*a public school including
school fees and voluntary co.'ntr'ibutions must be paid into the
school fund. SASA. 37(2)

v' Open and maintain one banking account. SASA.37(3)




What the SGB must do in terms of SASA e

(Continued) _— :':.'. nf :

v" Ensure that money or other goods donated or .pe,q“ueéﬂri'éd_‘t:dgo'r ré¢éiVéd in
trust by a public school must be applied in accordance wjth the c.on_'d'iti.on's
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of such donation, bequest or trust. SASA:37(4)). . . ' | 5{1[%'
v Ensure that the school fund, all proceeds thereof a nd any. other assets of the ‘~\\rj§§%}‘
public school must'be used only for educational pufposes for the school or | / 7 : ;ﬂ‘

another schodl as agreed with such,other Schoo.I and the Department of
Education.,or the performance of the functions of the governing body. SASA.
- 37(6) " # ‘ - "
v' Prepare a budget each year'accc;r.d.ihg'to prescriptions determined by the
Member of thé Executive Council in a Provincial Gazette, which shows the
estimated incame ahd expenditure of the school for the following financial

year. SASA. 38(1) | ' ﬁ .




What the SGB must do in terms of SASA e
(Continued) W, Ty

- .
" & N
»

v Keep records of funds received and spent by ".t'H'.e_;.ﬁLirb'l'ic's{c';hb.(j)'l. e

and of its assets, liabilities, and ,fi.r}ah,c_ia[ t'r-ansao;_tio,n;-_S_ASA. '
42(a). as &% a* W T U

.

v’ As soon as practieablé, but not fater than three months after
the _end:'(é)f, each financial year, draw up.qnhual financial
statements in accordance with the guitlelines determined by

- the Member of the Executive €ouncil. SASA.42(b). )

v Submit to the Head of Depa'riment, within six months after the |
end of each financial year, a copy of the annual financial
statements, audited or examined. SASA.43(5)




What the SGB must do in terms of SASA e
(Continued) .pr;g;:

Appoint a person registered as an auditor in terms of .'.che:AUd.i‘tT'rj_g 'Pro‘ffe'ssi'_'oh:

Act, 2005 (Act No. 26 of 2005), to audit the [eco.rd:CJ and financial Statefn"entsof

a school. SASA.43(1) L B i ek A

(i) if the audit referred to in subsection (1) is not reaSonably practicable, the
governing body of a gublic school must éppoiqt a‘person to examine and
report on the records and financial statements referred to in section 42, ':;: /

WhO— . .. . g a i . X

aa) is qualified to perform the duties of an accounting officer in terms of >
section 60 of the Close‘Corparations Act, 1984 (Act No. 69 of 1984); or ¥ 7Y H

bb) is approved by the Member of the Executive Council for this purpose. :S | " *‘
o & /




Allow for a member of the governing body to. b‘e_rqmu,ﬁé'ratéd |n ahy W:a.y. for
the performance of his or her duties. SASA, 27(2) However neées.sa_ky |
expenses incurred by a member af a governing body, in the p'effo'r’mance of

his or her duties may be, re,ir'hbu'r'séd by the°governjhg b.ody'?'.SASA. 27(1).

Enter intQ'am'/' loan or averdraft agreement to sg'pp'ﬂ'eme'nt the school fund,
without the written approval of the Member of the Executive Council.
. SASA.36(2) [Circular 05 of 2021]

Invest surplus money in another account without the approval of the MEC.
SASA.37(3) [Circular 05 of 2021]

Allow Money from the school fund of a public school to be paid into a trust A |
or be used to establish a trust. (SASA.37(7)(a)




v’ Pay or give to a state employee remuneration, other financial:benéfit.and
benefit in kind without the prior approval of the employer. SASA,38'A.(1) '

(i) However, the governing bady may pay travel and s.ubsi'stencé- expenses

relating to official,§chodl-' activities but such expenses rﬁéy not be greater than

those that w.o-UId‘ be payalile to a public servant in similar circumstances.

. SASA.38A(5). . . T .

(i) If a governing bady pays-remu-nerationz_org'ives any financial benefit or

benefit in kind contemplated in subsection (1) to an employee without prior

approval of the employer, the amount of money paid or benefit given must be

recovered by the employer on'behalf of the school from members of the

governing body who took that decision. SASA. 38A (9) P gy
(iii) Appoint a person who has a financial interest in the affairs of the public a )

school to audit or examine the financial statements of the school




Role of the principal relating to finance PP =~
management (SASA.16A) RERREL Y S e
a) Assist the governing body with the management Qf"th.e:..SEh‘Qél.’jS furds, whlch o = ;
assistance must include L Ee, B . O A &y
(i) the provision of information; .+~ " i et S ‘ | \
(ii) the giving of advice to the,governing body on the financialimplications of S50,
. : : : v, ' Ry /e
decisions relating to.the financial matters of the school” . . i
. b) Take all 're'a.sonable steps to .prevent’any'finé,nCiai"maladministration or ‘ v}{;

mismanagement by any staff memlqer Q,r-.b_y the governing body of the school

c) Be a member of the finance committee or delegation of the governing body
to manage any matter that has financial implications for the school;

d) Report any maladministration or mismanagement of financial mattersto thea |
governing body of the school and to the Head of Department. Q




A Finance Committee should be established in terms of .., .=

Section 30 of SASA be composed as follows: . .4

i) Treasurer (Chairperson - who must beoa.m'emﬁef'éf,fhé-,'..S.GfB').;
(i) Principal; TR k- BRI B oA |

(iii) SGB Chairperson; = .+« o

(iv) Finance foicer-‘,‘-'a'r‘md' o . ,
(v) Co-opted finance expert (Where applicable).

- 26, B
® d




The possible duties of the Finance Committee will be

SRR T
the following: N TR
(i) Support the treasurer in administering his duties; ~ ' ’ o o
(ii) Develop a finance policy and implement jt; e.g EFT payments \
(iii) Draw up the budget each year; &~ ™ " " . . & %1

(iv) Ensure that all procurement is done through prescrib_é.d Préferential
Procurement.Regu‘Iatioﬁ',' 2017: . g

(v) Advise on fundraising; LI : e
~ (vi) Advise on.ways to invest surplus money; « *. ':;: PN "
(vii) Advise the SGB,on amount of schoal fees to be charged;
(viii) Advise the SGB on -exempt_ions.fror'n-'school fees;

(ix) Assist the finahcial officer in drawing up annual financial statements; and
(x) Suggest who should'be. appointed as auditor. [3 quotations]




Meeting procedures of the Finance Committee

v’ The Finance committee should meet at least Q.r‘\c_e“a_rri.c')h"c'l:r‘t’d,rhom_t'c_).rftﬁé R
income and expenses of the school and quarterlyswith the SGB to present

the financial records of the school. ™~~~ . . -~ = :'

D |

§ =
. .- ® 9 .

Notice of each meeting confirming the‘'venue, time‘and date, together with ./ 77)“’,5?“‘;‘,'
an agendarof items to be discussed,.shall be made available to each member vz |
of the committee,and any other person required to attend, no later than 5 !/7'5)'(,‘,“‘;
- (five) business days before the date of.the meeting. Supporting papers shall “ Siwa
be sent to committee members, and to other attendees as appropriate, at 2{ "

the same time’
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FINANCIAL GOVERNANCE

- " U N
Does the school have an appointed finance clerk (SGB or GDE)? * ‘e . T ! f*
Can the finance clerk work effectively on Excel/Accountmg« Package? ®" t B =o'
Does the school have a financial official overseelng/ managmg/controllmg and e ' / ,< \l
reporting the financial status to the Fmanaal Committee of the school ? s : ." .
Does the school have a Finance Committee (chom)? SASA Section 30 (1)(a) i t |
Does the school Fincom meet once in every month, reportlng on the financial status of _"'F\ v v{‘;,;:
the school?’; - i ﬁéé |

Are the roles and respon5|b|I|t|es of the Flncom clearly defined?

Does the school have an appomted Treasurer: (SGB)‘-’

Does the SGB receive school financial information from the Fincom? Timeframe
Does the Fincom cIearIy explaln the fmanaal status of the school during the SGB
meetings?

Are minutes takén in aII Flncom meetings and signed by the Treasurer?

Does the principal have a fl|ll1g system to store all financial documents/copiées an .
minutes of all meetings?




FINANCIAL PLANNING .2

Does the school have a School Development Plan (SDP)'-’
Does the school have an updated financial: pohcy’ (date)'-’
Does the school prepare annual budgets'-’ R ad™."
Is the school’s budget allgned tothesppP? .
Does the school prepare and comply wrth a monthly projected
cash FIow‘-’ ' .

Does the'SGB present the budget at the Annual General
‘Meeting (AGM)'-’ >t

Is a resolution to adopt the relevant annual budget taken at
the AGM? T

Do Parents 5|gn an attendance register at the AGM?




BUDGET MONITORING e

* o * 4 y ‘: . . e — WA
* > . e . » a . '... - . .‘ ?‘.‘ \sA’;
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“ . % p %
AN
. . |

* |s the budget compared to the incom-e/_expéﬁdi’t_’ﬁr'e'oﬁ £
monthly basis? , Ve ™. 8§ . . o NS

* Is the variance report presented to the SGB on a.monthly 4
basis? e AT . IR 7\

* Should there be a deviation from the budget, is there proofof =~ ] .24 S
authorisation/approval in the minutes by the SGB? ‘

* - Does the school prepare monthly cash flow forecasts?

i NI Pl e
=<7 )74




BANK AND CASH

Does the school have a bank account? R L-': o o
Current Account Savings Account ..;,’ SRR R
Investment Account Trust Accou nt, . . N % . :

Does the school have a register/ recordmg system to record respectlvely all
income and all expenditure (Manually or electronlcatly)? |

Does the school have pre—prmted receipt books Wwith sequence numbers?

Is collected.cash, banked within 24 hours on a daily. ba5|s7

Is there a reconciliation on file where each total deposﬂed amount (deposit
book/slip) and thesreceipt book (per sequerice numbers) balances with the
income register? (Reconciliation between'cash received and cash deposited)
Are duties divided for the recelvmg and deposit process? (Segregation of
duties) «

Is there an appomted off|C|aI who receives revenue (cash and/or Bank
deposits)

Is there a different official appointed to reconcile and deposit cash daily?




BANK AND CASH (continued) Al

Does the school use collected cash to pay suppl:ers'-’ |
Does the school pay advances to staff meéember (e. g Salary)‘-’
If YES, is it done in accordance wnth the approved fmance
policy? | : . ~

Does the offlclaI/staff member sigh an. agreement to pay back
advances when they receive their saldary from GDE and does

- the school have records of. these transactions? (Debt Letter)?
Are Bank Statements printed (collected) and reconciled with
the schools income and expenditure on a monthly basis?




BANK AND CASH (continued)
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. s 9 »
.. .
s 4 X
» .

v’ Does the school have an overdraft facility/loan/2" bank. =
account? Section 36(2) of SASA .- that a public schoal'may not
enter into any loan or averdraft agreement 5o as,t(_j~§'tjpplement
the school fund, without written.approval':@f‘fhé MEC - B ﬁm@“
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v Does the school have proof that the HOD / MEC approved the eax‘.%v\/;
- application of the overdraft/lean/2"® bank account for the | s
term requested? 2




PURCHASING

v" Are requisition forms for procurement of goods and servnces

completed, prior to placing an order? T e -

v" Does the school obtain three quotat|ons before con5|dermg
the placing of the order? (Value for Money and Fmance Policy)

v’ Are reports/ motlvatlons g|ven when the Iowest quotatlon is
not accepted/chosen'-’ b

v Does the schooI procure goods and servnces strictly according
to the approved budget without deV|at|on'-’

v Does the school procure goods and services outside the
approved budget?

v' If the school ‘procures goods and services outside the

approved budget,_ is there SGB approval on record and filed ;

for such goods and services and a copy attached to the order:




PURCHASING (continued)

v’ Are sequential numbered order forms (books) utilized and same s - "
order forms duplicated for recording and filing purRésés'-?. e TP

v Are orders approved by the SGB or an aut.h'dr‘ifs'e'd'Offiﬁial' ac'c_olr'di'n'g to
the finance policy? POREL LEIRC A B S O

v' Are goods and services c,he'_c'kéd'u.pon de1ivery_for"corréct'ness
(quantity and quality) and in-accordance with the order, prior to
preparing payment and checked by whom?.,

v’ Has the school entered into any contracts?” - (Cell phone towers,
LSD’s, etc.) The SGB should also note section 36(4)(a) of SASA. According to
subsection (i), the SGB must obtain_'jthé MEC’s approval to lease, burden,
convertor alter the fixed property of a school to provide for school activities
or to supplement the school fund and (ii) to permit any person to do any

p . T \ W
business on the school property in order to supplement the school fund" y _ * ey
v Circulars 3 and 5 of 2021 " n




PAYMENTS - Circular 2 of 2021

v Are all payments made by means of EFT’s ? .

v" Are payment requisition forms duly completed for payments by

means of EFT’s and are all supporting documents for fhese '

payments attached for the above transactlons? |

Are duties divided for the payment: process? (Segregatlon of dutles)

Is there an official that creates beneficiaries for EFT payments of

invoices after a three way match has been confrrmed? (Requisitions,

orders and- mvouces/dehvery notes) (Capturer of beneficiaries for

EFT payments) '

v’ Is there a different official to verlfy/check and sign the correctness
of beneficiaries payments details (Authoriser)?

v’ Is there-a different official other than the above two officials to
release the payments to the beneficiaries (Releaser)?

v' Do supporting documentation exist and presented to the Authoriser - * /
when cheques are signed or EFT’s are authorised? N o

\\




PAYMENTS (Continued)

v' Are payments made only after numbered invoices are verified as valid and - .-«

a copy attached to the order, in order to prevent the duplication of ._ .

payment? cen, o

Are invoices approved for payment by relevant members of the SGB'-’

Are all paid invoices marked PAID and filed secu‘rely? | . X1

Does the school have any deblt/credlt cards (Pretorlum Trust; K~oopkrag,

Makro, petrol and/or bank credlt/deblt/etc ) See Cir 5 of 2021 2.2.1.

v If Yes who is in possessmn of each.card-and name the posmon of the
officials per card'( E.g Prmapal Treasurer)? | :

v' Are the card statements reconaled with orders and payments on a

| monthly basis? %

v' Have all supporting documents for payment been filed in sequence
numbers of the order forms issued attached’

v' Does the FINCOM monitor the reconciliation every month with Bank
statement — income and expenditure?

N AR




PETTY CASH

v Does the school have Petty Cash at hand and is it part of the
Finance Policy?

v’ Is the Petty Cash managed by an Imprest System'-’

v’ Is the petty cash level kept at the prescrlbed level accordlng to
the policy? (i. e. R3 000.00 per month - GDE.Cir 2 of 2021.

A request to mcrease the above I|m|t must beforwarded to
the GDE . -+ .

v Are requ|5|t|on forms completed when requestlng petty cash,
explaining the purpose and |tems/serV|ces required (Petty
Cash Voucher) ? -

v’ |Is petty cash expendlture supported by the Petty cash
Requisition (Voucher) and Receipts?

v’ Has the school budgeted for the goods and services to be ﬁ '

procured via petty cash?




PETTY CASH (continued)

v" Are receipts and the difference of the money betwee’n‘\'A}hét'
was received and the amount of the recelpts, submltted to e
the finance office within 48 hours? -, - '

v' Are there regular independent checks doneon the Petty Cash?

v If yes, by whom, how regular and does ewdence eX|st by
means of S|gnatures of the relevant ofﬁaals performing the

| checks/verlflcatlons'-’ | b Lo

v' Are proper records kept and filed for Petty Cash transactions?

v If yes, by whom and does ewdence exist by means of
documentatlon/spread sheets and signature/s of the relevant
official/s performing the reconciliation?




FINANCIAL CONTROL

v" Does clear documented controlled financial operational . - Fak
procedures exist, E.g. are financial duties cleatly defined and
separated? (i.e. Segregation of duties,}) "« =~ [ Thi

v Are accounting records properly maintained? :

v’ Are accounting records kept securely at'th‘e'"s;'chooi?

v Are -a’lI-tr‘arisact.ions°tran§pére-ht ahd‘.,aCC:'c)untabIe and can all
transactions be audit trailed? , .. ..

v Are controls jn place in case of staff absence?

v’ Does the school use e.g: VIP to calculate Taxes for SGB
employees - |




ASSET CONTROL

v Does the school maintain a stock/ asset register of movable , . -+ 0
assets? (e.g. Tables, chairs, desks, cupboards, IT equme'nt L.l
Lawnmowers etc) 2 ‘.
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v’ Does the school update the stock/ asset reglster every LT = } % |
quarter? R AR ¢ ef " -4 /zf\\
v' Does the school provide for’ asset depreC|at|on in order to o= <=2 ‘41;,'

replace/ purchase redundant/obsolete/ old assets'-’

v If Yes, does it reflect'on the school’s Annual Financial

~ Statements? |

v’ Does the school keep record of the movement of moveable
assets? -

v Does the school keep a reglster of damages, losses and theft
of school property?

v Does a paper trail exist for the above for auditing purposes?
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