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DEFINITION 

1 A Voluntary, or Unofficial Fund, is defined as “Any fund, which exists for the purposes of 

a school and is established under the authority of the Governors of a College or School. 

This includes monies collected from students or pupils for activities arranged by the 

school”. Such funds are also referred to as Non Public Funds. 

1.1 There are currently 35 school voluntary fund accounts held by the school. These are 

mainly administered by Departmental Heads and are maintained by the Finance Team. 

2     OBJECTIVES 

2.1 Voluntary funds provide a source of additional income for the school and they must still 
be administered in accordance with financial regulations. The Governing body act as 
custodians and stewards to these voluntary funds. 

 
2.2 At Birkdale High School monies from voluntary funds are used to enhance learning 

experiences and the whole school environment. Voluntary funds are utilised to provide 

resources and experiences additional to those provided through the annual budget. 

They are also used where, for example, parental contributions are collected for a 

trip/activity and for the purchase and sale of uniforms etc to pupils 

2.3 Voluntary funds can be received from a variety of sources including donations, 

sponsorship, and enterprise and fund raising activities. 
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2.4 School voluntary fund accounts are operated for the following purposes: 

● Educational trips and visits 

● Duke of Edinburgh Award Scheme 

● Classroom materials and equipment 

● Entertainment visits and other special visits to the school 

● Whole school celebrations 

● Resources for school clubs 

● Equipment for outdoor activities 

● School shop (including purchase and sale of uniforms) 

● Charity fundraising activities 

3    GENERAL POLICY 

 

3.1 The Governing Body is required to approve the operation of the School Voluntary Fund,  
 
3.2 The Head Teacher is required to ensure that voluntary funds are accounted for 

separately from the school’s annual budget and are held in a separate bank account. 
 
3.3 Any surplus funds should to be invested for maximum benefit to the school, but allowing 

for easy access to funds when required. 
 
4 OPERATIONAL POLICY 
 
4.1 The School Business and Finance Manager is responsible for the day to day 

administration and management of the School Fund. 
 
4.2 The Head Teacher will conduct a formal half-termly inspection of the school fund to 

evidence that records are up to date, properly maintained, and accurate. 
 
4.3 The School Fund bank account is currently maintained at Lloyds Bank, Southport 

branch. 
 
4.4 Signatory officers of the fund are: 
 

● Gil Bourgade 
● Paul Marshall 
● David Pryor 
● Laura Manwaring 

 
4.5 A minimum of two signatures are required on all Fund cheques. 
 
4.6 Formal monthly bank reconciliations must be completed by the Finance Team. 
 
4.7 All income must be properly recorded.  
 
4.8 All expenditure must be supported by proper documentation 
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4.9 Payments for wages, honoraria, loans or ex-gratia payments must not be made from the 

School Fund. 
 
4.10 The Finance team will make arrangements for the annual audit of the School Fund. 
 
5 AUDIT ARRANGEMENTS  
 
5.1 The Voluntary Fund’s Auditors are appointed annually by the Governing Body and it is 

their responsibility to conduct the annual audit.  
 
5.2 The timescale for the preparation and delivery of the audited report to the Governing 

Body will normally be within three months of the financial year end. The appointed 
auditor should not be a member of the School governing body. 

 
5.2 The purpose of the audit is to provide independent assurance to the Governing Body 

that: 
 

● the fund is being correctly operated in accordance with the fund objectives 
● the fund financial statements are correctly stated.  

 
In order to do this the auditor will seek to ensure that:      
 
- all income has been correctly accounted for 

- the monetary balances reconcile 

- the stated monetary balances exist 

- expenditure is reasonable and in accordance with fund objectives 

- funds have not been used as a vehicle for personal transactions 

- guidelines for record keeping have been followed 

 
6. AVAILABILITY OF ACCOUNTS 
 
6.1 Under Charity Commission guidelines the accounts of a school’s voluntary fund should 

be made available to interested parties on request, for example staff or parents.   


