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SCHOOL POLICY ON HANDLING SCHOOL MONEY 

 
This policy is designed to protect staff. Failure to comply with the policy places you at 
risk of charges of financial mismanagement and fraud. 

 Receipts must be issued for all money collected when the money is received. The 
receipt must indicate the date of receipt of the money, the name of the person who 
paid the money, the name of the person who received the money, and the goods 
or services for which the money was paid, e.g. school fees, science excursion. 

 All money received must be handed to the bursar on the SAME school day. The 
bursar must issue a receipt for any money received from a member of staff, and 
must confirm that the amount received is reconciled with the amount receipted by 
the teachers. 

 Staff members may not, under any circumstances, use cash received to reimburse 
individuals or themselves for costs incurred. For example, cash paid for tickets for 
a concert may not be used to refund the tuckshop for the cost of goods purchased 
for sale at the concert.  

 For events such as concerts, numbered tickets should be issued, and the cash for 
ticket sales must be reconciled with the number of tickets sold. 

 Claims for expenses must be submitted to the bursar on a claims requisition form, 
which is obtainable from the bursar. Documentary evidence of expenses (till slips, 
etc.) must be attached to the claims requisition form. Refunds for small amounts 
(under R100) will be paid in cash. Larger refunds will be paid either by cheque or 
by direct deposit into the staff member’s bank account.  Staff members will be 
required to sign an acknowledgement slip, as confirmation that the money or 
cheque was received by them. 

 Staff members who are AUTHORISED to do purchases on behalf of the school, 
should only purchase goods needed for the school, and not personal items. In 
such a case where personal items also appear on the receipt, NO payment will be 
forthcoming. 
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