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RATIONALE
· Cash transactions are one of the most vulnerable areas of the school. To safeguard these assets, protect the staff involved in receipting and collection, and minimise the risks associated with cash handling, the school will implement the measures outlined below, in accordance with DET guidelines and best practice. 

· Charles La Trobe College recognises its role in the administration of school finances and the wellbeing of its staff and is committed to providing the most appropriate processes for cash handling.

· The school understands that cash transactions are the most vulnerable area for loss in the school.

· Schools have an obligation to ensure that all cash coming into the hands of school personnel is accounted for accurately and in a timely manner.

· The school must have in place best practice guidelines for cash collections, receipting and banking that are consistent with DET policies and procedures for school financial management.

PURPOSE
· To develop and enforce school policy and guidelines for cash handling that sets rules for and expected conduct for all school staff who handle cash transactions. 

· To provide a well-managed system for the handling of cash within the school. 

· To minimise risk when handling cash. 

· To ensure all cash payments made are receipted in a timely manner and in accordance with DET financial management guidelines. 

· To have a school policy in place for the collection of money.

· To address any discrepancies immediately and apply zero tolerance to fraud.  

· To ensure the College has in place procedures and processes to safeguard the collection of money by staff and authorised school personnel.

IMPLEMENTATION
· This policy applies to all staff at Charles La Trobe College, members of the College Council and members of the community who manage the school’s trading operations and from time to time engage in fund raising activities on behalf of the College Council.

· The handling of cash is conducted within the general framework of ensuring that all money received and expended in the Council’s name is properly authorised and accounted for as follows:

Money received away from the general administration office 

· Moneys received at points other than at the general office are to be receipted by one of three methods: 

· by the issue of an individual official receipt by the person receiving the money e.g. from the Canteen;

· by a class list collection method, received for group activities such as Year 6 or Year 12 class jackets, for which moneys are normally received over a period of time; 

· by subsidiary records i.e. fundraising etc., where money is counted by two people and a control receipt is issued. 

· For further information regarding internal control measures applicable to receipting, the school will refer to Internal Controls for Victorian Government Schools, which can be accessed at: http://www.education.vic.gov.au/school/principals/finance/pages/default.aspx    

Receiving Money 
Petty Cash

The College does not have a petty cash system.

· The College Council may authorise the establishment of a petty cash advance provided:

· the limit on any initial advance is $200

· clear records of petty cash expenditure are maintained

· the initial advance is established by drawing a cheque made payable to the petty cash custodian and opened to ‘pay cash’

· in normal circumstances, the petty cash advance is sufficient to pay the expected minor expenditure for a month

· each cash advance is maintained on the imprest system - this means that only the aggregate of the actual (monthly) payments are claimed by way of reimbursement 

· the amount of the advance is accounted for at any time by the production of cash/vouchers totalling the advance. 

· advances are adjusted at the end of each school year by either: 

· the repayment of cash equal to the advance

· the production of vouchers equal to the advance or 

· the production of cash and vouchers equal to the advance

· Authorised advances may be re-established at the beginning of the next year. 

· The purpose of petty cash is to meet very minor payments to staff and other payments to College Council and community members, the limit of which is to be specified.

· Payments to staff in excess of this amount are made by direct credit.  

Petty Cash Security

· In accordance with internal control procedures, a designated staff member must be the custodian of the petty cash and is accountable for it. Therefore, no other person is entitled to access the advance. 

· At any given time, the custodian must be prepared to reconcile the cash float to the Campus Principal or to a staff member authorised by the Principal for this purpose.

· Cash on hand is kept in a secure location (lockable drawer/safe) at all times. 

Trading Operations 

· Departmental policy provides for schools to conduct various trading operations as a school community service, and also to raise funds locally. Trading operations at the College are limited to the canteen 

· Monies received for a trading operation away from the office must be double counted at the point of collection and a signed record of takings issued and handed to the office together with the funds. 

· Funds received for a trading operation must be handed into the office for banking on a daily basis. 

· DET recommends that larger schools with substantial local cash collections look to implement point-of-sale systems where possible to strengthen the controls over their cash collections.  The College Council will determine if this is applicable.

Receipting 
· Sound procedures for the receipt, control and banking of trading operations receipts are essential to protect the College and the personnel involved. 

· Accordingly, appropriate measures should be adopted to safeguard cash collected daily. Where cash drawers are used, the safeguards may include: 

· lockable cash drawers

· reserve sets of keys held by the Principal 

· a procedure whereby the supervisor locks and unlocks the drawers

· the issue of a key on a daily basis by the supervisor to the person in charge of the specified drawer.

Fund Raising Activities e.g. School Fete or Similar

· All tickets, whether raffle tickets, entrance tickets, drink tickets or any other type must be numbered and reconciled to cash received.  Each cash collection point must have at least two specified persons appointed for collection, recording and safe-keeping of cash.  While adequate change must be on hand, frequent collections of cash and issue of a control receipt, is recommended.  Cash collected must be handed to a nominated person at the end of the activity, banked or lodged in a security safe.

Fraud

· The College is vigilant in regard to fraud.  Physical safeguards, including a locked, controlled access fire-proof safe and secure cash drawer, are necessary to prevent any loss of cash from the school premises. 

· The school will not cash any personal cheques either in full or in part. This includes cheques from the Principal, staff, College Council, parents/carers, suppliers, DET officers and the public.

· Any employee with knowledge of or who has reason to suspect that fraud or corruption has occurred has three reporting avenues:

· Notify the Executive Director, Integrity & Assurance Division on (03) 9631-3650 or email:   Notify the Manager, Fraud & Corruption Control on (03) 9637-3270 Use the Education Speak Up Service (Edumail PIN & Password required)
EVALUATION
This policy will be reviewed annually (preferably in February) or if guidelines change (latest DET update October 2016 [Finance Manual]).
RATIFICATION
This policy was ratified by CLTC council on 15TH February, 2018.
REFERENCES
The Financial Manual for Victorian Government Schools October 2016
School Specific Procedures
Office Collection

· All monies entering the school will be directed to front of office. No cash to be kept or receipted by students, staff or volunteers.

· An official receipt (with original to payer) will be issued immediately for all monies received from all sources and process through CASES21.

· Prior to banking, total receipts for the day will be reconciled with total of cash, manual credit card transaction and cheques to be banked. In addition settlement on the EFTPOS terminals will be performed at the same time as the batch is updated.

Banking

· Receipts cannot be altered.

· All cash is to be kept either in the secure cash drawer or the safe during the day. At the end of each day, any cash not banked must be secured in the safe. Access to the safe room is to be restricted. 

· Prior to banking, all cash and cheques will be reconciled with receipts. 

· EFTPOS settlement will be undertaken at the end of each day. 

· Banking is to be undertaken once per week – more often if needed. Money will not be left at the school during school vacation periods. 

· Bank deposit slips are to be prepared through CASES21 in duplicate. One copy is kept by the bank; the other copy is to be stamped by the bank, then filed at school for auditing purposes. 

· The Administration Officer will prepare the banking and the Business Manager will double-count and do the banking (segregation of duties). Any discrepancies must be reported to the Business Manager immediately. Any discrepancies that cannot be accounted for must be reported to the Principal. 

· Banking routines will differ to reduce risk. 

· The school will not cash personal cheques. 

· Any discrepancies should be reported to Business Manager for immediate investigation.

· Apply zero tolerance to fraud. 

· All cases of suspected or actual theft of money, fraud, misappropriation or corruptions are to be reported as above.
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