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1. Introduction 
 

This guide is designed to help those with a responsibility for the management of Parent Council 
funds and deals directly with the means of achieving the standards of internal control required to 
demonstrate proper stewardship of those funds.  
 
 
2. Funding Allocation 
 
Funding will be allocated in three specific areas for Parent Councils: 
 
1. Clerk Allocation – £240 per annum.    
2. Per Capita Allocation – £0.60 per pupil   
3. Communications and Publications – £190 per annum.    
 
The funding package has been set for a three-year period in April 2018 based on the August 2018 
projected rolls.  The allocation will next be adjusted in April 2021, based on the projected August 
2021 rolls. 
 
The funding will be automatically paid into your bank account where details have been provided.  If 
bank account details have not been provided, or have changed, please forward Appendix E to 
parental.engagement@edinburgh.gov.uk 

 
In addition, the cost of insurance cover from 1 August 2018 to 31 July 2019 will be centrally funded. 
 
Future funding may be subject to change. 
  
3. Payment to Clerk  

 
It is the responsibility of the Parent Council to reimburse the clerk by way of an honoraria payment 
for services to the Parent Council.  In order for the clerk to receive payment they should not be a 
member of the Parent Council. 
 
The recommendation is £40 per meeting. Alternatively, a one-off payment can be made 
retrospectively. The Parent Council can reimburse more if this is deemed insufficient but this would 
be funded from the Parent Council’s own funds. The City of Edinburgh Council will continue to 
provide £240 per annum. 
 
This payment is a taxable expense to the Clerk and therefore should be declared to HMRC by the 
Clerk. 
 
A payment form is supplied in Appendix D for the Clerks records.   

4. Handling Parent Council Funds/Banking Arrangements 

It is important to have very clear arrangements for handling money so that everyone can have 
confidence that it is being done properly and so that the office bearers are not open to misplaced 
charges of fraud. 
 
Every Parent Council that intends to raise money should make sure that a Treasurer or other office 
bearer is appointed to handle the money coming in and going out of the group. 
 
The Treasurer is responsible for the proper handling of the finances of the Parent Council, but not 
necessarily the actual raising of the money. 
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The tasks of the Treasurer include;  
 

• Having a clear and accurate book keeping system that records any money received and how 
the money is spent;  

• Maintaining the bank account.  The steps to opening the account are detailed below; 

• Require as a minimum the three Office Bearer’s to be authorised signatories to the bank 
account. Each transaction involving the withdrawal of funds should be authorised by a 
minimum of two authorised signatories to the bank account. This will include the issuing of 
cheques to allow money to be withdrawn or spent;  

• Produce a report for each meeting stating money paid into, or out of, the account since the 
last meeting; 

• Advise on the amount of money available for the group’s work and warn of excess 
expenditure.  

 
Prior to the Parent Council Annual General Meeting (AGM) the Treasurer should arrange for the 
year’s accounts to be independently checked (audited) and agreed with the Chair. The Treasurer 
should present the audited financial statement at the AGM and answer any questions on the 
accounts. The accounts should be checked (audited) by an individual(s) not on - or related to 
anyone on - the committee. This individual(s) should have an understanding of and the ability to 
complete the task requested. 
 
Sample final accounting statements are attached as appendices B and C.   
 
School Raised Funds 
 
The school itself may raise money by sponsored events, concerts or by selling school uniforms etc.  
This money is for the head teacher and staff to decide on. Parents do not have a right to comment. 
 
Parent Council Raised Funds 
 
Parent Councils get some money from the Local Authority for administrative purposes but parents 
put a lot of energy into raising funds to support the school and pupils.  In these circumstances, it is 
the parents through the Parent Council, who have the final responsibility for both raising and 
spending this money.  
 
The amounts raised vary enormously from school to school with small and/or primary schools 
usually being far more successful than big and/or secondary schools. These monies are raised on 
the understanding that they will be spent to benefit the children, so the PTA/Parent Council cannot 
simply keep the money in the bank and does have a duty to report back to all parents on how it has 
been spent.  
 
Funds remaining in the Parent Council Account at the end of the Financial Year are automatically 
carried forward.  
 
The best way to manage the money is for the PTA/Parent Council to ask the headteacher and staff 
for a list of things they would like to buy. The PTA/Parent Council can then choose which ones they 
want to support and give the money to make these purchases. It is usually best to allow the school 
to make the actual purchase as in certain circumstances they can make savings on VAT. This will 
require the transfer of Parent Council funds to the School Account. 
 
It should be noted that if the Parent Council decide to allow the school to make the purchases then 
the purchases must be for curricular activities or for the improvement of the fabric of the building or 
asset. Any purchase made by the school will be deemed as property of the City of Edinburgh 
Council 
 
The Parent Council may decide to keep some money to support their own project. 
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However, it is important that: 
 

• the decision on how all the money is spent remains with the Parent Council; 

• Parent Council buy things the school actually wants; 

• a full report is given to parents on how the money was spent. 
 
When carrying out fundraising events that will extend beyond the school to include members of the 
public, then it is appropriate to obtain a Lottery Registration Certificate.  This will allow you to 
organise printed raffle tickets with all details of prizes etc. The licence number will also be printed 
which will be evidence of legality. 
 
There is a nominal charge for a one-year licence.  
 
An application form can be obtained from the Licensing Department, 249 High Street, Edinburgh, 
EH1 1YJ or by website at www.edinburgh.gov.uk/licensing.  Follow the link to Licence Application 
types then Gambling. 
 
Charitable Status  
 
You get charitable status by applying to the Office of the Scottish Charity Regulator (OSCR) and 
convincing them that your purpose is charitable. You need a proper constitution with an object 
clause which demonstrates charitable purposes and will satisfy the requirement for providing public 
benefit. Charitable status imposes certain obligations on the committee and a requirement for 
accounts to be properly audited and submitted annually to OSCR. It is of limited value unless you 
want to take advantage of Gift Aid, when you would need to keep accurate records of all donations. 
Charitable status does not exempt you from VAT. Some Parent Councils want charitable status 
because they have been offered grants. In general the benefits of charitable status are limited and 
the burdens are quite considerable. It is not worth undertaking unless you are serious. Once 
granted, you cannot change your mind easily. 

Opening a Bank Account  

A bank account will require to be opened for the Parent Council and must be in the name of the 
Parent Council.  

The account will not be the responsibility of the City of Edinburgh Council and any bank charges 
incurred or interest received will be the responsibility of the Parent Council. 

The bank account should be opened in accordance with the agreement reached by the Parent 
Council. 

As detailed above it is recommended that any operations on the bank account, such as the signing 
of cheques, should be effected by at least two out of the three Office Bearers all of whom should be 
authorised signatories to the bank account. This will assist with operations covering holidays, 
illness and non-availability, as well as providing an audit trail. 
 
Each bank has its own specific account opening forms and account opening requirements. 
 
In general terms, however, they will require;  
 

• A completed opening account form; 

• Confirmation of each authorised signatories’ identification and address. This will normally 
entail sight of Photographic ID such as Passport, Driving Licence plus sight of a utility bill 
confirming current address details;  

• A copy of the Parent Council Constitution (if available).  
 
The City of Edinburgh Council advises that its bankers are the Royal Bank of Scotland, however, it 
is for each Parent Council to decide the most appropriate bank and branch. 

http://www.edinburgh.gov.uk/licensing
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When the account has been opened it is important that the City of Edinburgh Council is advised of 
the bank details. 
 
These include Bank, Sorting Code (a six digit number at the top right hand side of the cheque book 
eg 83-00-00) and the eight digit account number (normally found in the centre of the bottom line on 
the cheque book). 
 
When opening an account or changing bank details, please complete and submit Appendix E, at 
your earliest possible convenience. 
 
Change of Signatories  
 
If you require to change signatories then contact your bank directly for instructions. Please note 
that you should allow sufficient time for these new signatory details to be updated when 
considering operations on the account. 
 
Closure of a Bank Account  
 
When an account has to be closed the signatories operating the account can close it with the bank 
directly. As detailed in previous sections this will normally require to be effected by two authorised 
signatories to the bank account  
 
Any funds held in the bank account at the time of closure should be returned by cheque to the City 
of Edinburgh Council within 28 days.  These funds will then be distributed by the City of Edinburgh 
Council. 
 
5. Insurance Arrangements 
 
All Parent Councils are required to ensure there is adequate insurance cover for the activities they 
propose to undertake. 
 
The cost of basic insurance cover will be centrally funded for the period 1 August 2015 to 31 July 
2016. 
 
6. Financial Records 
 
Income and Expenditure 
 
The Parent Council is required to keep accurate records detailing all income and expenditure for 
the financial year which begins on the 1 April each year and ends on the 31 March.  This should be 
recorded using a Cash Book which can be a computerised record. 
 
The Cash Book is best analysed according to the topics whose headings form the framework of the 
annual accounts.  Separate running Cash Book balances for bank and cash should be maintained, 
showing records of any transfers between each.  Cash Book entries should be dated and cross-
referenced to transaction evidence eg invoices and receipts, which should be filed in an accessible 
manner.  The Cash Book should be regularly reconciled with cash counted and bank statements, 
the reconciliation being signed and dated. 
 
Reconciliations should be independently verified, by the authorised person, from time to time, with 
signature and date added as evidence, significant discrepancies having been investigated as soon 
as they were discovered. 
 
Physical security of cash and cheque books is paramount. 
 
A sample income and expenditure spreadsheet is shown as Appendix A. 
 
All financial records and final accounts should be kept by the Treasurer for a period of 5 years. 
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Appendix B 
 
 

Final Accounts 
 
A statement of the transactions for the year and the assets and liabilities as at the year end, should 
be prepared soon enough to allow time for the annual audit prior to its submission to the Annual 
General Meeting for approval. The date of this meeting will be determined by the Parent Council. 
 
 
Example 
 
Parent Council:  Final Accounts 
 
   Income and Expenditure Account for ___________Parent Council 
    Year ended___________________ 
 
 
Previous 
Year    Income 
£          £ 
______   Sponsored Events    ______ 
______   i)      ______ 
______   ii)      ______ 
______   iii)      ______ 
______   School Functions    ______ 
______   i)      ______ 
______   ii)      ______ 
______   iii)      ______ 
______   Interest received    ______ 
______   Other Income     ______ 
£_____   Total Income           £_____ 
 
 
 
    Expenditure 
£        £ 
______   Sponsored Events  ______ 
______   i)    ______ 
______   ii)    ______ 
______   iii)    ______ 
______   School Functions  ______ 
______   i)    ______ 
______   ii)    ______ 
______   iii)    ______ 
______   Other Expenditure  ______ 
£_____   Total Expenditure             £_____    
 
 
Excess of Income over expenditure      £_____ 
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Appendix C 
 
Statement of Funds 
 
 
Example 
 
Parent Council: Final Accounts 
 
   Statement of Funds for _____________Parent Council 
    Year ended___________________ 
 
 
 
 
Previous 
Year    Assets       
£          £ 
_____    Stock in hand     ______ 
_____    Cash in Bank     ______ 
_____    i) Current Account    ______ 
_____    ii) Savings Account    ______ 
_____    Cash in hand     ______ 
£____    Total       £_____ 
 
 
    Liabilities 
 
£        £ 
_____    Sundry Creditors  ______ 
 
£____    Net Assets     £_____ 
 
 
Represented by: 
 
£_____   Balance at Beginning of Year  £_____ 
£_____   Add: excess of income over expenditure   £_____ 
£_____   Balance at End of Year   £_____ 
 
 
Signature: Chairperson:  ________________________________ 
 
  Treasurer: ________________________________ 
 
 
“I have audited the income and expenditure account of __________________Parent Council 
Fund in respect of the year ended _____________ and the statement of funds as at that date. 
From my examination of the books and records and the explanations given, I have formed 
the opinion that the foregoing accounts are in accordance therewith. 
 
 
Signed:   ____________________ (auditor)   Date: _________________ 
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Appendix D 
 
Clerk Payment Form 

 
 

Name of Parent Council:  
 

 

Name of Clerk: 
 

 

Tax Year: 2018/19 

 

Date of meeting(s): 
 
 
 

 

Amount received: £ 
 
Honoraria of £40 per meeting/£240 per annum, paid retrospectively – or alternative payment, as 
approved by the Parent Council. 
 

 
This payment is a reimbursement for services to the parent council to cover expenses and should 
be declared on your annual tax return which may result in a change to your personal tax code. 
 
 
  
 
Signature for funds received: ____________________________ 
 
Date received:   ____________________________ 
 
Signature of Treasurer: ____________________________ 
 
 
 
 
Note: this form should be retained by the Clerk for tax purposes 
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 Appendix E 
 

Parent Council Bank Account Details 
2018/19 Financial Year 

 
 

Name of Parent Council 
 

 

 
Change of Bank Details:- 
 

Name of Bank 
 

 

Name of Account 
 

 

Bank Account No. 
 

 

Sort Code 
 

 

 

 

Office Bearers:- 
 
Name: __________________________   Position: _____________________________ 
 
Name: __________________________   Position: _____________________________ 
 
Name: __________________________   Position: _____________________________ 
 
 
 
 

 

 

Please return this form to parental.engagement@edinburgh.gov.uk 
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