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FINANCIAL POLICY

INTRODUCTION

Hereby, the governing body (SGB) of Hugo Lambrechts Music Centre (hereinafter “HLMC”)
lays down this policy as the financial policy of the HLMC in terms of the provisions of the
South African Schools Act 84 of 1996 (SASA) and applicable provincial education laws.
This financial policy aims to give practical effect to SASA, as well as to regulate the

management of finances and school property.

2, APPOINTMENT AND COMPOSITION OF THE FINANCE COMMITTEE

2.1.

2.2.

2.3.

Annually, the SGB of the HLMC puts together a finance committee (FC) of the SGB. The
SGB also elects a SGB treasurer every year, who shall serve as chair of the HLMC'’s

finance committee. Where reasonably practicable, only a parent member of the SGB
who is not employed at the HLMC may serve as the chairperson of the

Finance Committee of the HLMC.

Apart from the chairperson, the FC consists of the following members:

2.21. the HLMC principal (ex officio);

2.2.2. the financial officer of the school;

2.2.3. a parent governing body member, as appointed by the governing body, who is
also the deputy chairperson on the FC

2.2.4. one educator SGB Member and

2.2.5. financial experts, if required.

The committee shall appoint a secretary. The HLMC financial officer is assigned the

function of secretary.

3. BRIEF OF THE FINANCE COMMITTEE

3.1.

3.2.

To draw up an annual draft budget for the following year and submit it to the SGB before 30
September.

To finalise the HLMC'’s draft budget within the statutory requirements for submission to
parents. This includes providing the SGB with a detailed recommendation on the approval
of the budget.
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3.3.

3.4.

3.5.

3.6.

3.7.

3.8.
3.9.

3.10.

3.11.

3.12.

3.13.

3.14.

3.15.

3.16.
3.17.
3.18.

3.19.

To oversee the budget and manage it so as to ensure that income and expenses align with
it. The FC is mandated by the SGB to amend the budget in order to cover essential
expenditure, provided that total budgeted expenditure is not exceeded. Such amendments
must be dealt with in line with the requirements/restrictions/provisions of the parent meeting
that approved the budget.

To manage a cash free environment with NO PETTY CASH, by utilising electronic devices/
platforms for payments where possible.

To consider and either approve or veto fundraising projects in conjunction with
supporters/parent committees.

To control and manage the financial affairs of any profit-driven entity or project of the
HLMC, and ensure that it is run in a profitable manner.

To meet at least once per month (as needed) and keep duly signed agendas, minutes and
attendance registers of all meetings

To exercise proper control over records of all funds received and spent by the school.

To ensure that a full inventory of all the school's movable and fixed assets is in place and is
verified and updated quarterly.

To establish a proper writing-off procedure for assets, and report on it to the governing
body.

To have the financial statements audited every year before 30 June by an auditor appointed
by the SGB, and subsequently submit the audit report to the SGB for approval. The audit
report forms part of the annual general meeting (AGM) documentation.

To submit the audited statements to the Metro North Education District (MNED) before 30
June each year.

To ensure that any financial allocation made by the Department of Education (DOE) from
time to time is claimed by complying with all DoE requirements.

To submit quarterly financial management statements to the SGB.

To submit within 30 days after the end of each semester to the Head of Department MNED,
a copy of the WCED 043 report on all income and expenditure in accordance with directives
issued by the Head of Department.

To help identify and manage risks.

The notice period for a FC meeting is one week.

FINCOM may not meet if the principal or delegate (appointed in writing) is not in attendance
at the FINCOM meeting.

FINCOM must have a quorum to continue with the meeting, no single person may take a
decision with a financial impact by him / herself alone. The principal my never take a

financial decision by him / herself alone.



4. ROLE OF THE PRINCIPAL

41,

4.2
4.3

The principal must be a member of the FC or delegation of the SGB in order to manage any
matter that has financial implications for the school.
The principal must report any maladministration of financial matters to the SGB and HOD.

Take all reasonable steps to prevent any financial maladministration or mismanagement.

5. PROCEDURE FOR DEALING WITH SCHOOL FINANCES

5.1.

5.2.

5.3.

5.4.

5.5.

5.6.

5.7.
5.8.

Introduction

5.1.1.  The premise of this financial policy is that the HLMC shall utilise a computer
software package (currently Rise Accounting Software) to manage the school’s
finances. Appropriate research should be conducted to obtain the best available
software that would enable efficient financial management.

5.1.2. The HLMC shall be responsible to receive and record all monies (e.g. cash). All
monies must be recorded the same day or, in exceptional circumstances, the
following day by issuing a numbered computer receipt.

5.1.3. The HLMC shall deposit all monies received into a bank account with a legitimate,
registered bank (currently ABSA Bank).

5.1.4. Once received, all monies shall be placed in the small safe for safekeeping.

5.1.5.  Should, for whatever reason, the financial system be inaccessible, the financial
officer must have manual receipt books available so that parents may still make
payments.

5.1.6. Operational decisions and approvals may be made electronically because the

SGB's Constitution and its policies provide for it.

An electronic receipt system is in use and must be maintained, showing which receipt is
issued to whom. A printed receipt book is not in use.

All monies must be deposited with the financial officer before 11:00 each day.

School fees must be paid to the financial officer directly. Electronic receipts for any HLMC
fees must be issued via email to the relevant payer. The amount received must correspond
with the amount on the receipt.

Every person depositing money at the office of the financial officer shall be issued a receipt.
Monies received must be banked regularly, at least once a month, or when the deposit
amount is large enough (over R10 000).

Money shall be stored safely in the HLMC safe until it is banked.

The person who does the banking must be substituted regularly, and the banking day and

time varied.



5.9.

5.10.

5.11.

5.12.

5.13.
5.14.

The total amount banked must correspond with the statement on the computer as well as
the receipts issued.

The person who banks the money must ensure that the duplicate deposit slip is handed to
the financial officer once the money has been deposited.

The HLMC principal, or such other person appointed by the FC for this purpose from time to
time, is responsible to spot-check, compare and sign the deposit and receipt books.

The Finance Offer may issue the electronic receipts and may not make up the bank
deposits as well.

The total of the receipts for the day must correspond with the day’s deposits.

Should money go lost or be stolen from a classroom, the amount shall be recovered from

the educator concerned.

6. MANAGING ENTRY FEES FOR EXTERNAL EXAMS, MASTER CLASSES, ETC.

6.1.
6.2.

Educators may not receive monies for entry fees from learners in class.
All entry fees for exams, eisteddfodau, master classes, workshops and competitions must
be paid in at the Finance office or paid directly by parents to the service provider

concerned.

7. DEBIT ORDERS - (ABSA Bank)

7.1.
7.2.

HLMC does not provide debit order facilities for parents to pay fees via debit order.

Debit order to pay third party service providers must be approved by MNED. (The following
debit orders have been approved and are in place: Konica Minolta, Hosted Telecom, ESA
Partner, Tracker, MTN, Santam.)

8. EVENTS/FUNDRAISING

8.1.

8.2.

8.3.
8.4.

The FC appoints responsible persons to deal with cash for entry fees, tickets and
refreshment sales during concerts, workshops, master classes and other fundraising
events.

A procedure must be in place to ensure the responsible management of cash during a
fundraising or other event. Responsible persons must be appointed to collect cash and
deposit it at the office.

At least two persons must deal with and control all cash during events.

All funds that cannot be deposited directly after the event must be stored in the safe and be
deposited with the financial officer by no later than 11:00 the following working day. The
financial officer must issue the responsible persons with a receipt. The principal must

ensure that all money is locked away in the safe.



8.5.

8.6.

No expense incurred by staff or learners may be paid for in cash. Payments shall be made
by EFT only. Where a person covers a smaller expense from his/her own pocket and
presents a cash slip as proof, this shall be refunded by electronic transfer.

When the HLMC'’s own officials transport the cash to the bank, they are to follow the
shortest possible route. Ideally, this should be done by two officials, and all possible safety
measures must be taken to safeguard the cash. The officials may not stop anywhere en
route to the bank, except where necessitated by traffic signs. Upon arrival at the bank’s
parking lot, the officials shall first ensure that it is safe to get out of the vehicle with the cash.
Inside the bank, the cash shall be taken to the bulk teller, or to a regular teller if the bulk

teller is unavailable.

9. BUDGET PROCEDURE AND MANAGEMENT

9.1.

9.2.

9.3.

9.4.

9.5.

9.6.
9.7.

9.8.

9.9.

9.10.

Annually, the FC, in conjunction with all stakeholder groups, draws up a draft budget and
submits it to the school SGB before 30 September. The SGB shall deal with it in terms of its
constitution and applicable legislation. The FC is responsible for overseeing the budget,
and for recommending its approval to the SGB at the SGB'’s budget meeting, the budget is
then submitted to the bona fide parents of the HLMC for approval. The secretary of the SGB
body keeps minutes of the resolutions taken by parents at the budget meeting, as well as
an attendance register of parents present at the meeting. The majority of parents present
must approve the budget at a parent meeting.

Parents who are not on the voters roll of the HLMC, may not participate in the budget
meeting

Staff members, who are not parents of the learners at the HLMC may not participate in the
budget meeting

Those enfranchised members who are not parents of learners at the HLMC may not
propose or second or vote on a motion at the budget meeting

The principal may not propose or second or vote on a motion at the budget meeting of
parents, unless he/she is a parent of a learner at the school

All activities of the schools must be reflected in the budget.

The budget may only be drafted once the objectives, projects and fundraising events for the
following year have been determined.

A clear link should be established between the SGB’s constitution, the HLMC’s mission and
objectives, and the HLMC’s budget.

After a parent meeting has approved the budget, the FC shall start to implement it in terms
of prescribed procedures.

The chairpersons of the SGB sub-committees serve as the budget managers for their

respective portfolios.



9.11.

9.12.

9.13.

9.14.

9.15.

9.16.
0.17.

9.18.

9.19.

Should a budget overrun appear inevitable, the Financial Officer shall report this to the FC
timeously.

The FC is responsible for approving budget reallocations in order to use one line item to
compensate for a budget overrun on another.

The financial officer shall submit all budget reallocations to the following FC meeting, and
communicate these to the SGB by way of the FC report.

The FC has the power to finally approve any budget reallocations below R100 000. Budget
reallocations of R100 000 or more shall be submitted to the SGB for final approval, subject
to the requirement that any budget deviation more than that must be presented by the SGB
to a general meeting of parents convened specifically for that purpose, on at least 14 days’
notice, for consideration and approval by a majority of parents present and voting.
Additionally, a quorum of 10% of the parents is required at this meeting. Should a quorum
not be reached a second meeting have to be held, but no quorum requirement exists for the
second meeting.

Reporting on any material underspend must occur in the same way as reporting on any
overspend.

The budget is submitted to MNED before 1 December

The school must appoint a person (usually the financial officer) early in the year to
coordinate the collection of input for the drafting of the budget for the year.

The budget timeline is as follows:

Input from SMT by first Friday in Augustus

Input from teachers by last Friday in 25 Augustus

FC meeting First Wednesday in September

SGB budget meeting Two weeks after FC meeting

Notice and Agenda to parents 30 days before Parent Budget Meeting

Budget available for inspection 14 days prior to the meeting

Parents Budget meeting 14 days after budget is available for
inspection

Budget submission to MNED 14 days prior 1 December

Each Department is encouraged to build a Departmental Fund for department-specific
needs and responsible to drive this fund by presenting events such as concerts, master

classes and workshops.

10.PURCHASES

10.1

All purchases shall take place in accordance with HLMC’s Purchasing and Procurement

Policy.



11.PAYMENTS

11.1. Arrangements regarding payments by electronic transfer

11.1.1.

Only pre-approved expenses and purchases may be paid. All applications for an
electronic transfer to be made must be addressed to the Financial Officer on a

fully completed requisition form or via email and signed off by the principal.

11.2. Every year, the SGB appoints three persons to serve as co-signatories along with the

principal. These persons must be reassessed every year at the first FC and SGB meeting.

11.3. Purchases by electronic transfer:

11.3.1.

11.3.2.

11.3.3.

11.3.4.

11.3.5.

11.3.6.

11.3.7.

11.3.8.

11.3.9.

Any purchases up to R20 000.00 (Twenty Thousand Rand) shall require prior
approval from the principal and the Department Head (DH) concerned. For
purchases of R20 000.00 and more, three quotations must be obtained and FC
approval.

Before authorising any purchase, the DH and the principal must ensure that the
expense does indeed fall within budget parameters.

The purchaser must obtain a requisition form from the financial officer before (s)he
may make any purchase.

Purchases may only be made with the principal's written approval.

During holidays, approval may be obtained by way of an e-mail between the DH,
principal and the Financial Officer. The paperwork involved must be completed as
soon as financial processes resume.

The HLMC has authorised accounts with the following suppliers: Builders
Warehouse (De la Rey St), Engen (Tierberg St), Spectra (Glengarry), and GFox.
Prior-approved goods may be procured on credit: and the account is settled
monthly. If the school does not have an account with a particular institution, an
electronic transfer may be requested.

In the event of any purchases by debit card, the purchaser must still complete the
authorisation form beforehand or obtain written approval via email.

For purchases between R20 000 and less than R60 000, three quotations must be
obtained and submitted, with a recommendation, to the FC for approval.

For purchases of R60 000 and more, three of more quotations must be obtained,
and submitted, with a recommendation, to the FC for approval, and then by the FC

to the SGB for ratification before the service provider may be appointed.

11.4. Authorisation of electronic transfers

-11.4.1.

All payments by electronic transfer must be accompanied by a proper invoice or

receipt.



11.5.

11.6.

11.4.2. Before any payment may be made, the Financial Officer must verify that there is
money available in the budget item, and that the purchase complies with the
financial policy.

11.4.3. The Financial Officer must also ensure that there are sufficient funds available in

the current account to cover the payment.
Methods of payment for services rendered
11.56.1. Payments are made in the following ways:

By electronic transfer, only once proof or an invoice for the correct amount of the purchase

has been received from the supplier

By electronic transfer to staff members who covered purchases from their own pocket and

have submitted a valid, itemised till slip for such purchase

By electronic transfer if the beneficiary is already registered as a beneficiary on the HLMC’s

internet banking platform

By electronic transfer in the event of a new supplier who has not yet been registered as a
beneficiary. Only regular suppliers are registered as beneficiaries; other electronic transfers

are dealt with as one-off payments.

By debit card. Which the Principal, finance officer, admin officer and the FC teacher are

authorized to use. Valid, itemised invoices must be submitted.

Electronic payments are done on Wednesdays and Fridays and the 2" last payment day at

the end of a school term and/or school year.
Claims under R200 must stand over until the next payment day.
Quotations

11.6.1. Quotations are to be obtained for all expenses of R20 000 and more.

11.6.2. No quoter may receive information on other quoters’ quotations.

11.6.3. Quotations must be obtained from at least three suppliers or institutions. If there
are no other suppliers of the product and, therefore, three quotations cannot be
provided, the management team must consider the nature and availability of the
service and make a recommendation to the FC. The SGB must grant approval
before final payment may be made.

11.6.4. The quality of the work or product must first be examined before a quotation is
accepted.

11.6.5. The lowest quotation should be accepted, unless there are other reasons for
accepting a higher quotation, (i.e. quality of workmanship, best value, or value for

money) which reasons should be indicated on the application for approval.



11.6.6.

11.6.7.

Quotations for capital projects >R60 000 must be approved by the SGB, and the
principal may sign the documentation on behalf of the relevant SGB committee.

Quotations must be for similar products or items.

11.7. Electronic transfers

11.7.1.

11.7.2.

11.7.3.

11.7.4.

Electronic transfers are made by the Financial Officer. All purchases submitted for
payment may only be made if the principal’s approval is attached.

The Financial Officer must verify that the expense is incurred from the correct
budget and falls within said budget. The payment is then uploaded to the internet
banking platform but is not yet approved.

A second member then verifies that the expense complies with the financial policy.
A third FC member (principal) may then proceed to approve the payment on the
internet banking platform.

The same FC member may not upload the transaction to the system as well as
approve it. Only the FC parent, FC teacher, and the principal may grant final

approval for transactions on the system.

11.8. Passwords and PINs must be dealt with strict confidence.

11.9. Approval limits

11.9.1.

11.9.2.
11.9.3.

11.9.4.

The Financial Officer, treasurer, FC teacher and principal may grant final approval
for budgeted expenses of up to R20 000.00.

FC may grant approval for budgeted expenses up to R60 000.

For purchases of R60 000 and more the FC make a recommendation to the SGB
for ratification before the service provider may be appointed.

Unbudgeted expenses require prior approval from the FC and SGB.

11.10. Travel claims for the use of private vehicles

11.10.1.

11.10.2.

11.10.3.

Staff members who use their private vehicles to attend HLMC activities and events
must obtain prior approval from the principal to claim for travel.

The staff members must complete a travel claim form and have it signed by the
DH and the principal before attending the activity or event.

The recommended SARS rate is used to calculate repayments.

12.DEBIT CARDS

12.1. The debit card may be used by the principal, and other designated persons: (financial

officer, admin officer, FC teacher) with the SGB’s permission.

12.2. The debit card may only be used on the following conditions:



12.3.

12.4.
12.5.
12.6.

12.2.1. The debit card may be used only for purchases in connection with the HLMC and
in line with the budget. No private purchases may be made with the debit card.

12.2.2. Unauthorised transactions as stipulated in the South African Schools Act, 1996,
and the financial policy of the HLMC are prohibited.

12.2.3. All purchases require prior approval via email or a requisition slip.

12.2.4. The maximum daily purchase amount is R15 000 (inclusive of online purchases).

12.2.5. All slips and invoices must be submitted to the Financial Officer on the day directly
after the purchases were made, to enable verification and reconciliation of the

bank account.

The slips must itemise the goods purchased. If not, the card user shall be held liable for the
cost of the purchase.

The PIN may not be shared with anyone else but the authorised card users.

No one except the authorised card users may use the debit card.

Should the card user lose the card, (s)he shall be responsible for immediately notifying the

bank, and reporting the lost card to the HLMC'’s principal and finance office as well.

13.ACCOUNTING SYSTEM

13.1.

13.2.

Based on the HLMC's needs, the SGB determines the accounting system that is to be
used. The HLMC currently uses the RISE School management system.

The system is cloud-based, so backing up happens automatically.

14.THE FINANCIAL OFFICER

The Financial Officer:

14.1.
14.2.
14.3.
14.4.
14.5.
14.6.
14.7

14.8

14.9

Implements the accounting system prescribed by the SGB;

Kees accurate weekly record of all income and expenditure;

Issues receipts for all monies received;

Manages electronic transfers according to the prescribed procedure;

Provides the principal and FC chairperson with a weekly updated budget report;
Regularly banks all monies;

Ensures that a maximum of R10 000 is stored in the safe in the ordinary course of
business;

Increases the HLMC'’s insurance cover for cash (currently R15 000.00) with a view to
cover limit;

Keeps record of applications for exemption from HLMC fees, and submits to the FC a list of
names and application details with recommendations in accordance with the parent

meeting resolutions;



14.10 Keeps record of all parents who receive reminders to pay, via the cloud-based Rise

platform.

14.11 Liaises with the admin officer re the asset registers.

14.12 Keeps accurate record of invoices and proof of expenditure;

14.13 Checks that total expenditure falls within budget parameters;

14.14 Receives money after fundraising events

14.15 Balances all money against the receipts issued;

14.16 Provides each parent/guardian with a monthly tuition fee account statement

14.17 Submits to the principal and FC chairperson a list of outstanding fees of parents in arrears

and a sperate report of HLMC fees handed over for collection to Lexmed on a quarterly
basis;

14.18 Prepares FC meeting documentation alongside the principal;

14.19 Immediately reports any irregularities and deviations to the principal and FC chairperson or

SGB representative;

14.20 Is responsible for keeping and handling the key to the safe;

14.21 Administers the salaries of staff remunerated by the SGB;

14.22 Collects taxes and other levies on salaries, and transfers these to the South African

Revenue Service and other institutions, (i.e PAYE and UIF);

14.23 Drafts a budget report and reports on the HLMC'’s financial position at FC meetings;

14.24 Reconciles the HLMC’s bank statements;

14.25 Includes in the trial balance all budgeted purchases and expenses;

14.26 Files and keeps all hard copy financial supporting documents for at least five-years. (RISE,
a cloud-based software system, is updated daily; 3 admin support staff members have
access to the Rise programme.)

14.27 Makes payment for all the HLMC’s purchases;

14.28 Deals with telephonic enquiries regarding HLMC fees;

14.29 Makes electronic transfers, and emails proof of payment to the relevant institutions if

requested to do so;

14.30 Administers and reconciles the ledger account, e.g. salaries, IRP5, YOCO, payments and
general creditors, on a monthly basis;

14.31 Administers all budget items and informs the principal and FC chairperson where budget
items are being exceeded;

14.32 Deals with enquiries on the status of budget line items from staff;

14.33 Prepares the HLMC’s documentation for the annual audit.



15.ASSET REGISTER

15.1. The principal, DH’s and relevant administrative staff are responsible for compiling a
comprehensive asset register and updating it from time to time.

15.2. An asset register must be kept of all movable and fixed HLMC property.

15.3. All newly purchased assets valued at R500 or more must be recorded in the asset register.

15.4. The principal carries out spot-checks to verify whether new purchases have been included
in the register.

15.5. Each DH is responsible for updating the asset register within their portfolio in hard copy,
and for notifying the admin officer of change in assets falling under his/her portfolio so that
these may be updated in the online asset register. (Basic Asset Solution: BATapp /Hugo
Lambrechts)

15.6. All new asset purchases or asset transfers must be reported to the admin officer in writing
so that the BATapp system may be updated accordingly.

16.7. The asset register must consist of the following sections:

15.7.1. Classrooms and Offices furniture, equipment and Computer equipment

156.7.2. Rehearsal rooms: furniture and equipment

15.7.3. Library books, sheet music, and audio-visual equipment — (LIBWIN SYSTEM)

15.7.4. Gardening tools and equipment

15.7.5. All instruments and other equipment

15.7.6. Catering equipment; cutlery, crockery, glasses, tablecloths and other equipment

15.7.7. Auditorium: City of Cape Town and HLMC Trust instruments, equipment and
Vehicle.

15.8. All asset registers must be made available to the FC chairperson on a quarterly basis (at
the last FC meeting per term).

15.9. The principal shall spot-check whether new purchases have been included in the register.

15.10. Each DH is responsible for updating the asset register within his/her portfolio.

15.11. All new asset purchases or asset transfers must be reported to the admin-officer in writing
so that the system may be updated accordingly.

15.12. Stock rooms must remain locked at all times to ensure safety of assets.

15.13. Parents of the HLMC may hire music instruments from the HLMC. Instruments may be
rented out to registered learners only and may leave the premises after completion of a duly
signed contract. On special request instruments will be available to tenants using the
auditorium at a fee determined by the principal.

15.14. Depreciation of assets is dealt with by the appointed auditor.



15.15. Key management is included in the Standard Operating Procedures for Staff, (Educators

and Public Service Staff). The key inventory logistics are managed by die Admin officer.
ACQUISITIONS

15.16. All purchases of non-consumable stock must be properly documented in the asset register.
15.17. All non-consumable assets must be marked.

15.18. The date of purchase/acquisition, price and/or any guarantee period must be recorded.
WRITE-OFFS

15.19. Annually before 30 September, each DH submits to the FC a list of items recommended to
be written off.

15.20. All write-offs must be motivated in writing. The responsible person (principal/DH/Admin
officer/foreman) must check the stock items and ensure that the necessary steps have been
taken to establish whether the items are indeed irreparable.

15.21. Recommendations must be made on how to deal with the written-off items, e.g. “ltems can
no longer be serviced, have been destroyed or are dated”, “ltems must be donated to an
external institution”, “ltems must be sold on tender once approval to alienate has been
obtained in line with section 58A of SASA’", etc.

15.22. Where relevant, items must be destroyed/sold on tender under the supervision of the
principal who must certify in writing that the items have been destroyed.

15.23. The FC consolidates the write-off requests of the, DHs and submits these lists to the
following SGB meeting.

15.24. Once the SGB has approved the write-offs, the lists are returned to the DHs. The relevant
write-offs are recorded in red in the asset register, and the original list is filed.

15.25. For each item write-off, a corresponding entry must be made in the asset register.

16.STOCKTAKING

16.1. Stocktaking must be done before 30 September each year.

16.2. Each DH, admin officer and foreman determines their own date and method for such
stocktaking.

16.3. A written stocktaking report must be submitted to the FC chairperson before 30 September
each year.

16.4. The FC chairperson reports to the following SGB meeting.
STOCK CONTROL

16.5. The HLMC shali have one stock program. The BATapp system is used.
16.6. The principal ensures that all stock is properly controlled, and can be accounted for. Every

item >R500 is bar-coded for easy identification.



16.7. The admin officer ex officio serves as the stock control officer.

16.8. The stock control officer may co-opt other persons (i.e foreman) to assist him/her with
stocktaking.

16.9. If stock is moved from one location to another, the relevant parties shall inform the admin
officer to amend the system accordingly. Bar coded stickers may not be removed from
stock items.

16.10. If stock needs to be written off for whatever reason, the responsible person shall complete a
form and hand it to the admin-officer, who shall, in turn, submit the form to the FC and SGB
body.

16.11. If stock is to be sold or donated to another institution or person, this shall first be tabled to
the FC and SGB for approval, following which an application for further approval if needed
shall be referred to the provincial Member of the Executive Council (MEC) responsible for

education.
STOCK REPORT

16.12. The admin officer must be able to report on the school’s stock at any time by supplying a
printout of the inventory on the BATapp programme.

16.13. The audit report must also contain feedback on stock control at the school.

STOCK ORDERS
16.14. The respective admin/financial officer shall also be responsible for ordering and approving:

16.14.1. Library books/equipment
16.14.2. Cleaning aids;

16.14.3. Photocopying paper;
16.14.4. Instrument accessories

16.14.5. General stationery.

17.SALARIES

17.1. Salaries are paid over electronically on or before the 25t day of each month.

17.2. Full particulars of all staff members must be continuously updated. Each staff member is
responsible for notifying the relevant financial officer of any change in their personal
particulars.

17.3. Where applicable, it must be ensured that monthly PAYE and unemployment insurance
deductions are made from all salary drawers.

17.4. The following parties must be paid promptly:

17.4.1. The Unemployment Insurance Fund
17.4.2. Tax authorities



17.4.3. The Compensation Commissioner

17.5. A full monthly record must be kept of each person’s earnings/deductions.

17.6. All SGB staff members must be issued IRP5/IB3 certificates at the end of May.

17.7. IRPS5 reconciliations must also be promptly submitted.

17.8. No person shall be granted any loan from HLMC funds. Advances on salary will only be
approved where WCED appointments are delayed.

17.9. Salaries must be allocated to RISE control account.

17.10. Written employment contracts, including all required annexures, must be drafted and signed

for each new staff member.

18.SECTION 38A

18.1. The SGB must not pay or give a state employee any remuneration or financial benefit or
benefit in kind unless it is officially approved by the employer.
18.2. Payments for each individual employee must be reflected in the school budget as

presented to the general meeting of parents

19.BANK ACCOUNTS

19.1. The HLMC shall maintain only one current account (ABSA Bank) for all monies.

19.2. The HLMC may also have a fixed investment with ABSA Bank. To maximise interest on
reserve funds.

19.3. No surplus money of the school is paid into a trust.

19.4. The HLMC has no overdraft.

20.INVESTMENT POLICY

20.1. The HLMC may not make any speculative investments. Any capital investment must be
guaranteed by the financial institution.

20.2. All investments must be made with legitimate, registered financial institutions in accordance
with the prescripts of SASA.

20.3. No intermediaries may be used for making investments.

20.4. No commission may be received or paid.

20.5. Investments may be made in savings accounts, current accounts, 32-day notice accounts
and fixed-investment accounts.

20.6. After SGB approval, the financial officer must timeously transfer investments between the
current and investment account to earn the best interest.

20.7. Investments may be called in if necessitated by the HLMC cash flow. The SGB must

approve the school’s investment account every year.



20.8.

Investments may only be made once the MEC’s permission has been obtained as
prescribed by section 37(3) of SASA. (Approval was obtained on 14 December 2023.)

21.MONTHLY REPORTING

21.1.
21.2.

21.3.

21.4.

Every month the financial officer must prepare the Budget Report for reporting to the FC.
The financial officer must within 30 days after the end of each quarter, draft quarterly
reports on all income and expenditure in accordance with directives issued by the Head of
Department and submit copies thereof to the Head of Department, by means of the WCED
043

The Budget Report must be distributed to members at least two days prior to the FC
meeting.

At the very least, the monthly financial feedback must include the following:

21.4.1. Income and expenditure for the month and year to date, as seen against the
budget

21.4.2. Total outstanding HLMC fees, and a summary of school fees handed over for
collection

21.4.3. An analysis and explanation of cases where the budget is exceeded by more than
10%

21.4.4. Status of projects

21.4.5. Details of cash on hand and in the bank

21.4.6. Details of investments

22. ANNUAL FINANCIAL STATEMENTS

22.1.

22.2.

22.3.

22.4,

22.5.

22.6.

The SGB of the HLMC must appoint a person registered as an auditor in terms of the
Auditing Profession ACT. 2005 to audit the financial records and statements of the school.
Audited annual financial statements must be submitted to the SGB for consideration within
five calendar months following the end of the financial year in accordance with the
guidelines determined by the Provincial Minister of Education

The audited financial statements must be made available to parents within six months
following the end of the financial year.

Within six months following the end of the financial year, the Financial Officer shall send a
copy of the approved audited annual financial statements to MNED and shall make
available copies to bona fide parents of the HLMC at the SGB’s annual general meeting.
At the request of an interested person, the SGB must make the financial records and
statements of the HLMC available for inspection.

The financial year of the HLMC runs from 1 January to 31 December.



23.SCHOOL FEES

23.1. HLMC fees are determined and charged after a resolution to do so has been adopted by a
maijority of parents attending the annual budget meeting.

23.2. The cost structure of HLMC fees is determined by the FC and submitted to the SGB for
approval every year, prior to approval by parents at the annual budget meeting.

23.3. Monthly account statements for HLMC fees are provided to parents electronically (via the
RISE Application) or by hand. (i.e. if parents have no email address).

23.4. Parents/guardians may arrange to deliver a service to the school if they are unable to pay
HLMC fees. The monetary value of the service is to be determined by way of a quotation
from the parent to the HLMC.

23.5. The parent shall accept responsibility for any such work performed, which must be done
using his/her own tools and equipment.

23.6. Outstanding HLMC fees (debt over R500.00) when learners leave the HLMC must be
handed over for collection to LEXMED if this is economically justifiable. If not, the
outstanding balance should be written off.

23.7. Criteria for granting financial support are approved at the annual budget meeting, and applied
by FC.

23.8. Tuition fees are payable by the second week of each term. Lessons may be suspended if fees
are not settled timeously. Should the tuition fee of school going-learners not be paid by the end
of each term, the lesson duration will be reduced to 30 minutes until the account in arrears is
paid up. If an account is in arrears for 6 months of longer and all efforts to secure the unpaid
fees have been exhausted, lessons will be suspended.

23.9. Adult fees must be paid in full each term before lessons may commence.

23.10. The school must not collect any money or contributions from parents to circumvent or

manipulate the payment of compulsory school fees

24 FUNDRAISING

24.1. The SGB shall determine the number and type of fundraising projects to be launched by the
school every year, and no fundraising projects may take place without the SGB’s explicit
approval.

24.2. Atthe SGB’s annual parent meeting, the SGB chair shall inform parents of the fundraising
projects approved by the SGB for the following financial year.

24.3. The aim of fundraising projects shall be to supplement the HLMC budget or fund capital
projects.

24 4. In order to drum up interest in fundraising projects, the HLMC may offer certain prizes,

which must be included in the budget.



24.5. Fundraising may also be done by the departments, parent committees as well as through
potential sponsorships once approved by the SGB.
24.6. To supplement income classes and Venues may be made available to users/outside partners at

a nominal fee, as long as this does not interfere with with the music centre activities.

25.SAFEKEEPING

25.1. The financial officer shall be responsible for the safekeeping of all financial proof and
documentation.

25.2. All financial statements and supporting documents must be stored in the safe.

25.3. All bank statements, reconciliations and salary documents must be neatly filed for reference
and audit purposes.

25.4. The financial officer must indicate a date of destruction on the matter of all stored

documents.

26.INSURANCE
Comprehensive insurance is in place currently held by SANTAM. Insurance of instruments is

still under investigation and will follow
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Annexure A

THE ROLE AND DUTIES OF THE TREASURER, FINANCE OFFICER AND ACCOUNTING
OFFICER

Section 29(1) of the South African Schools Act 84 of 1996 (hereinafter ‘SASA’) stipulates that a
governing body should elect certain office-bearers from its own ranks, which should include at least
a chairperson, treasurer and secretary.1

1 Also consult the legal opinions “The role and duties of the chair of a school governing body” and
“The role and duties of the secretary of a school governing body” at www.fedsas.org.za.

2 This legal opinion should be read in conjunction with “Constitution of the governing body” and
“Financial policy”. Both documents are available at www.fedsas.org.za.

In addition, a school must appoint a finance officer, who shall be responsible for the day-to-day
management of school finances.
This legal opinion outlines the various office-bearers’ roles, and also explains how they collaborate,
differ or correspond.2

1. THE ROLE OF THE TREASURER

The primary purpose of the treasurer is to oversee the management and reporting of school
finances. This office-bearer must manage the school’s financial affairs in conjunction with the
governing body chair, school principal, other members of the finance committee as well as staff.
An eligible candidate for the office of treasurer must be able to critically assess matters, contribute
to strategic planning and be creative in raising funds. The person must also have at least a basic
understanding of accounting, as well as a working knowledge of the laws governing the
organisation’s activities. Above all, the treasurer's honesty and integrity must be beyond reproach
at all times.

The duties and responsibilities of the treasurer of each governing body will depend on the size and
needs of the school. The treasurer’s duties may include the following:

(1 Opening and maintaining the bank account
The treasurer is involved in opening (where there is no account) and maintaining the school’s bank
account. The treasurer must also advise on the investment of surplus funds.

0 Managing the collection of school fees

Although the treasurer is not personally responsible for collecting school fees, (s)he must ensure
that a proper collection procedure is in place, that defaulting parents are followed up, and that
exemptions from school fees are granted in accordance with the legal prescripts.

0 Ensuring that income and expenses are properly recorded

It is the treasurer’'s duty to ensure proper bookkeeping and that correct accounting procedures are
followed. The treasurer must regularly (monthly) review the school’s financial books and accounts
so as to ensure that everything is still in order.

[1 Overseeing financial transactions

The treasurer must be aware of all persons with access to school funds, those who may authorise
payments, any outstanding accounts or debt payable, as well as systems implemented to manage
cash flow.

(1 Budget
The treasurer plays a leading role in drafting the annual budget and submitting it to the annual
general meeting. (S)he must also check actual income and expenditure against the budgeted
amounts.

0 Financial policies
If the governing body does not already have a financial policy, the treasurer must initiate the process.
Where such a policy already exists, the treasurer must regularly review it to ensure that it remains



relevant. In addition, the treasurer must ensure that the policy is properly implemented. These
principles equally apply to all other policies, procedures and systems arising from the financial policy
and procedures.

O Reporting to the governing body

The treasurer must provide the full governing body with regular reports on the school’s financial
position. This normally occurs at governing body meetings. These reports must contain any
concerns and prospects with regard to the school’s finances. Governing body members also rely on
the treasurer to advise them in the event of any problems with any aspect of school finances.

U Compiling a detailed report on the financial statements, for submission to the annual
parent meeting

Apart from reporting to the governing body, the treasurer must also ensure that the financial
statements for the particular financial year are submitted to parents at the budget meeting. The
treasurer also deals with any enquiries about the statements during this meeting.

Reporting to both the governing body and the school community or parents, the treasurer must keep
in mind that very few members or parents are financial management experts, and information must
therefore be conveyed in an easily understandable and simple manner.

{1 Guiding the process of determining school fees

The treasurer must lead the discussions on determining school fees during the budget meeting.
Although the treasurer does not personally determine the final amount, (s)he must serve as mediator
between the goveming body and the parents.

0 Advising on fundraising
The treasurer must propose possible fundraising projects so as to supplement state resources
transferred to the school, as provided for in section 36(1) of SASA.

0 Advising the governing body on statutory financial duties

The treasurer must keep the governing body informed of any legal duties expected of the governing
body and/or school in relation to the management of school finances. These include any tax duties,
duties towards employees as well as financial duties in terms of SASA.

O Finance committee

Financial management is a team effort, and the treasurer does not need to perform all these duties
on his/her own. The finance committee renders assistance to the treasurer. In most instances, the
treasurer will chair the finance committee, as (s)he plays a key part in managing school finances.
Other committees, such as committees dealing with fundraising and the like, may also be
established to assist with the treasurer’s duties.

O Internal and external audits

Some governing bodies establish separate audit committees who are expected to liaise with the
external auditors, ensure that internal controls are in place and are adequate, and investigate any
financial irregularities. Where no internal audit committee exists, these duties fall under the
treasurer.

The treasurer also collaborates closely with the governing body chair and the school principal, and
information must be freely shared at all times. In addition, the treasurer will often collaborate with
the school’s finance officer. A sound working relationship between the treasurer and finance officer
is therefore essential, and the two must meet regularly to discuss school finances.



2. THE ROLE OF THE FINANCE OFFICER

The governing body may delegate the day-to-day administration of school finances to a designated
person. After all, the treasurer merely oversees financial administration, and does not personally
undertake it. If the school's establishment does not provide for an administrative clerk who can
perform the duties of a finance officer, these duties may be delegated to an existing staff member
(educator or non-educator).

Where the duties are delegated to a departmental staff member, the governing body and staff
member must ensure that they obtain the Department’s permission to perform additional work and
earn an additional income. See section 38A of SASA, section 18(1)(m) of the Employment of
Educators Act, and section 30 of the Public Service Act. Also consult the legal opinion “Additional
income for state employees”.

Amongst others, the finance officer:

- applies the accounting system prescribed by the governing body;

- keeps a weekly record of all income and expenditure;

- issues receipts for all payments received;

- deals with the debit order system;

- activates and uploads electronic transfers in accordance with the prescribed procedure;

- provides the principal and finance committee chair or treasurer with a weekly,

updated trial balance;

- keeps a record of applications for exemption from school fees, and submits to the governing body
or finance committee a list of names and application details in accordance with the resolutions
of the parent meeting;

- keeps a record of all parents who receive final demands, as well as those summonsed;

- coordinates the asset registers;

- keeps a proper record of invoices and proof of expenditure;

- checks that total expenses are within the confines of the budget;

- sends a monthly statement to every parent/guardian who does not pay by debit order;

- sends a quarterly statement to parents who pay by debit order;

- submits a quarterly list of school-fee defaulters to the principal and finance committee chair or
treasurer;

- prepares documents for the finance committee meetings;

- immediately reports any irregularities and deviations to the finance committee chair or treasurer,

- serves as finance committee secretary.

The list above is neither prescriptive nor exhaustive. The governing body must determine the duties
of the finance officer at the advice of the finance committee and in accordance with the school’'s
specific needs. The duties must be properly listed in the financial policy as well as the employment
contract. From the list of duties above, it is clear that the finance officer must have a sound
knowledge of accounting procedures, and the governing body must ensure that they employ a
suitable person. The role of the finance officer should also not be confused with the role of the
accounting officer.

3. THE ROLE OF THE ACCOUNTING OFFICER

Departmental officers have on numerous occasions “appointed” or called to account the school
principal as the school’'s accounting and/or finance officer. The school principal does not serve as
ex officio accounting or finance officer of the school. The SGB appoints the school’s finance officer.
A clear distinction should also be made between the finance officer and the accounting officer.
These are two separate functions. The finance officer’s role is outlined above. The accounting
officer, however, is the person who is expected to account for the school's finances overall. In terms
of SASA, the governing body — not the principal — is the accounting body of the school.

The term “accounting officer” often creates the impression that the person is responsible for the
accountancy or bookkeeping duties. Of course, this is not the case. In this instance, the word
“accounting” relates to “accountability”.



4. CONCLUSION
The financial management of a public school clearly is an extensive task, which cannot be performed
by any one person alone. The governing body has a fiduciary duty to ensure that school finances

are managed effectively and efficiently. All stakeholders in the management of school finances must
be properly trained for their specific functions



