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1. INTRODUCTION 
 
The South African Schools Act 84 of 1996 (as amended) (SASA) and the Constitution of the Board of Governors (SGB) of 
Norman Henshilwood High School (NH) makes provision for the SGB to formulate a policy regarding the governance of 
the school and its business. Furthermore, in terms of SASA the SGB shall by way of resolution issue rules relating to the 
receipt of funds. 
 
These rules shall constitute the Finance Policy of NHHS.   
 
The aim of the Finance policy document is to ensure that 
 
1.1 The requirements of SASA and the SGB Constitution regarding Finance matters are complied with; as per WCED 

Basic Finance Systems for schools. 
  
1.2 Proper accounting systems, procedures and standards are established and maintained at NH; 
 
1.3 Proper books, inventories and internal control systems are established at NH; 
 
1.4 Recording and reporting of the financial matters of NH to the relevant structures takes place at Finance 

Committee meetings [FINCO] and full SGB meetings; 
 
1.5 Legal requirements pertaining to financial matters are complied with; 
 
1.6 All assets (property, equipment and money) are recorded and properly managed [including disposal of assets] at 

NH; 
 
1.7 A reliable budget is drawn up timeously for every financial year at NH and expenditures are kept within the 

budgeted amounts; 
 
1.8 Revenue is utilized for the core business of NH; 
 
1.9 Responsibilities for financial administration and duties are allocated and authority delegated in accordance with 

the policy decisions of the SGB and SASA; 
 
1.10 Audited annual financial statements are prepared and submitted for approval to FINCO, the SGB and provincial 

department of education (WCED). 
 
1.11 There is transparency regarding the income and expenditure of funds within NH. 

 

2. KEY OBJECTIVES 

 

2.1 To ensure that the school’s financial management is in line with the relevant acts and regulations 
governing public management of schools (SASA) 

2.2 To provide policy guidelines to the SGB and school management on the control and administration 
of funds. 
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3. THE ROLE OF THE SGB 

 

Norman Henshilwood High School is a Section 21 company with a legal capacity to perform its functions in terms 
of SASA. 

3.1 The school’s governance is vested in its SGB. 

3.2 Therefore, the SGB is mandated to perform the following financial functions: 

3.2.1 Draw up an annual budget with resolutions to be tabled at an annual AGM in 
October/November each year; 

3.2.2 Enforce the payment of school fees; 

3.2.3 Provide each family with the equitable criteria for exemption from payment of 
school fees; 

3.2.4 Administer and control the property, buildings and grounds occupied by the 
school; 

3.2.5 Encourage parents, learners and educators to render voluntary services to the 
school; 

3.2.6 To appoint and terminate services of educators and non-educators subject to all 
relevant acts and regulations (of SGB posts); 

3.2.7 Shall, subject to reasonable and equitable conditions, lease out the school’s 
facilities for fund-raising purposes; 

3.2.8 Ensure that all assets of the school are protected and insured at all times. 

 

4. FINANCE COMMITTEE 

4.1 In terms of Sect 31 of SASA, the SGB may establish committees such as an executive committee, 
finance committee, a committee for fundraising, etc., depending on the needs of the school. 

4.1.1 Treasurer (Chairperson – who must be a member of the GB) 

4.1.2 SGB Chairperson 

4.1.3 Principal 

4.1.4 Bursar 

4.1.5 Parents; and 

4.1.6 Co-opted members 

4.2 The Finance Committee will manage the following: 

4.2.1 Support the treasure in administering his/her duties; 

4.2.2 Draw up the budget each year; 

4.2.3 Advise on fundraising, 

4.2.4 Advise on ways to invest surplus money; 

4.2.5  Advise the GB on amount of school fees to be charged; 

4.2.6 Advise the GB on exemptions from school fees; 

4.2.7 Assist the financial officer in drawing up an annual financial statement; and 
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4.2.8 Suggest who must be appointed auditor. 

4.2.9 Recommend expenditure; 

4.2.10  Monitor cash flow; 

4.2.11  Monitor compliance to the budget; 

4.2.12  Prepare trial balance statements for SGB meetings; 

4.2.5   Procure 3 quotes for capital development projects; 

                                 4.2.6   Do feasibility studies of projects; 

     4.2.7   Evaluate tenders and quotes. 

 

                    4.3     Finance Officer  

The GB could delegate the function of administering financial matters to a  
person who will be able to do the job on a day-to-day basis. The principal   
and the treasurer may be too busy to attend to the money affairs on a  
daily basis.  

                     We recommend the appointment of a finance officer. The finance officer  
                     may be an administrator (non-educator at the school) or an educator  
                    (teacher) or a parent or a co-opted member on the GB. The finance officer  
                     records financial transactions and keeps the principal, the treasurer, and  
                    the finance committee fully informed of financial matters. This delegation  
                    of responsibility to the finance officer should be made in writing and  
                    should clearly indicate his/her duties and these duties should be reviewed  
                    on a regular basis.  

       Examples of duties of the Finance Officer: 

Receipting of income (refer to Chapter D); 

Maintaining the cash book of the school (refer to Chapter K);  

Doing the monthly bank reconciliation statement (refer to Chapter K);  

Ensuring the completion of monthly and quarterly reports (refer to A8);  

Monitoring the budget against actual income and expenses (refer to  

Chapter B);  

Maintaining the various registers (refer to Chapter M); 

Compiling the annual financial statements (refer to Chapter I); and  

Any other delegated and other related tasks required by the Finance                                                                                 

Committee. 

                   4.4     Other financial delegates  

There may be other delegated (written) tasks. The segregation of duties in  
assigning these tasks is of the utmost importance.  

The person(s) who handle(s) all income and issues receipts;  

Petty Cash Officer; 

Inventory Controllers);  

Person(s) responsible for maintaining the asset registers); 

Procurement official(s);  
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Person(s) issuing receipt books and controlling receipt books;  

Tuck shop coordinators);  

Tour coordinator(s); and  

Person(s) who manage(s) the keys of the safe in which the cash and   
financial records are housed, where it is not only the school principal,  
e.g. FINCOM committee members  

 

5. PTA COMMITTEE 

 

5.1 Shall comprise the following: 

5.1.1  PTA Chairperson 

5.1.2  Bursar OR Assistant Bursar 

5.1.3  Educator(s) representative(s) 

5.1.4  Parent(s) representative(s) 

5.1.5  Learner(s) representative(s) 

5.2 Functions of the PTA Committee should be, amongst others: 

5.2.1 Undertake fundraising activities to support the budget; PTA Committee need to draft 
their own policy for ratification. 

5.2.2 Develop an annual strategic fundraising plan/draft 

5.2.3 Engage with community organizations and other stakeholders to support the school 
financially and through voluntary services. 

5.2.4 Draw up a budget for all planned fundraising events 

5.2.5 All funding and cash for PTA events will be handled by NHHS. 

 

6. SCHOOL FUNDS 

 

The SGB will, subject to SASA, ensure the following: 

6.1 That the school funds and assets are administered and controlled according to the directives of 
Acts of Parliament and WCED regulations; 

6.2 That monies received by the school, including school fees, voluntary contributions and interest 
accrued from investments, are paid into the school fund; 

6.3 That the school fund be limited for the sole use of teaching and learning at NH in the interests of 
the learner population at the school. 

6.4 Enforce payment of school fees by law if parents are liable to pay in terms of the SASA. 

6.5 Civvies Days: teachers may collect moneys obo their Home Room classes and pay the monies 
into the Assistant Bursar. A receipt will be issued for money collected. Class lists must be 
returned signed by the teachers and co-signed by the Assistant-Bursar/s for auditing purposes 
[receipt number to be placed onto the class list].  
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6.6 Principal has a discretionary entertainment of R1000 per month to be used for school related 
business only. 

 

7. FINANCIAL RECORDS 

 

7.1 BANK ACCOUNT 

 

7.1.1 The SGB shall operate a cheque account.  The signatories will be determined by 
each SGB (election year) and at the election of office bearers (annual basis within 3-
year period, according to Section 31 SASA. 

7.1.2 Signatories must ensure that requisitions for signatures are accompanied by proper 
requisition forms, stating the purpose for the expenditure, budget allocation and 
authorization from the relevant official (Principal) and Treasurer. 

7.1.3 Internet banking [EFT] payments will be loaded from the requisition by the BURSAR 
and released by the PRINCIPAL or Chairperson or Deputy Chairperson or the 
Treasurer of the SGB. 

7.1.4 If the Principal is not available then the Chairperson/Deputy Chairperson or 
Treasurer can release the payments 

 

7.2 FINANCIAL STATEMENTS 

 

The SGB shall ensure that financial statements are available upon request at any time. 

 

7.3 BUDGET 

 

See attached “BUDGET AND SCHOOL FEES MANAGEMENT PLAN” 

 

7.4 AUDITING OF BOOKS 

 

7.4.1 In terms of The Public Accountants and Auditors’ Act 80 of 1991, the SGB will appoint 
an accountant or auditor (registered in accordance with SASA) to audit the school’s 
financial records and statements. The auditor will be re-appointed annually at the 
SGB AGM (by resolution). 

7.4.2 The SGB will ensure compliance with the requirements for submission of audited 
financial statements to the relevant WCED official(s). 

 

7.5 TRANSPARENCY 
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The SGB will, subject to SASA, and in the interests of good governance, permit any interested party (fee-paying 
parent) to inspect the school’s financial records including the audited financial statements. 

 

7.6 BANKING 

        

7.6.1 Cash must be counted and checked daily. 

7.6.2 Banking must take place at least twice a week.  

7.6.3 Assistant Bursar responsible for banking. 

 

7.7 RECEIPTS 

  

7.7.1 All money collected [cash] at school must be receipted by no-one other than one of the 
Assistant Bursars.  

7.7.2 All receipts must be signed by the Assistant Bursar.  

 

8. PROCUREMENT 

 

8.1 The SGB will, in the interests of good governance, adopt the following procurement policy: 

 

8.1.1 Principal tables request for expenditure at FINCO. 

8.1.2 FINCO recommends expenditure. 

8.1.3 FINCO Chairperson requests expenditure at SGB meetings. 

8.1.4 SGB approves expenditure. 

8.1.5 Order placed with Bursar. 

8.2 Bursar controls requests by checking that item has been budgeted for and that necessary funds 
are available (cash flow). 

8.3 Principal signs requisition and authorizes budgeted expenditure. 

8.4 All requisitions of amounts exceeding R 10 000 must be accompanied by three up-to-date written 
quotations; 

8.5 Tenders must be placed for all capital development projects. 

8.6 In the event of an emergency the principal can authorize payment up to R10000 providing he has 
informed the SGB of such an emergency and provide the necessary supporting documents. 

 

9. DISPOSAL OF ASSETS COMMITTEE 

 

9.1 Any assets that need to be disposed of must be disposed of formally by the members of the 
Disposal Board (FINCO). 
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9.2 Disposal of assets tabled at SGB for final sanction.  

 

10. PETTY CASH 
 

  10.1 Petty cash shall be set at an R 6000 limit  

10.2 Petty cash shall have a limit per transaction of R 1500.  

10.3 Petty cash must be requisitioned and pre-approved by the BURSAR or PRINCIPAL at least a day 
before purchase. 

10.4 All requests for petty cash must be written into the petty cash requisition book.  

10.5   A designated person needs to be assigned to take responsibility for petty cash. 

 

11. SUBSISTENCE AND TRAVEL 

          All Staff qualifies for:  

11.1 Petrol claim: claims must be submitted within two working days of the event. A rate of Rx will be 
determined annually.  

  11.2 Subsistence claim: 

11.2.1 Camps: R 100 per night per person [staff members/SGB members only] 

11.2.2 Evening meetings: R 75 for supper [claim to be submitted] in case where staff 
members stay at school. 

11.2.3 Tours: R 80 breakfast; R 100 lunch; R 150 supper [in cases where the 
accommodation does not provide meals].  

11.2.4 Overseas tour stipend: R x at the discretion of the SGB and the exchange rate/s. 
This will be reviewed one week prior to a tour and may be adjusted based on the 
exchange rate. 

11.2.5         Overtime worked to be paid to all non-teaching staff. 

 

 

 

Updated and signed on 28 FEB 2026 

 

 


