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Parent Council Budgets and Administrative Procedures
Introduction

Parent Councils have been set up in schools as a result of the Scottish Schools (Parental Involvement) Act 2006.  These have replaced School Boards and possibly School Parent Teacher Associations. 
Financial budgets are allocated to the Parent Councils for two purposes.  Firstly, to cover the cost of fees payable to a Secretary appointed by the Parent Council, and secondly to meet any direct administrative costs or expenses of the Parent Council. 
Secretary’s Fee
It was agreed by the Parental Involvement Working Group that a flat budget is given to pay the fee to a Parent Council Secretary. The current flat rate is £400 for a primary school and £600 for a secondary school.
It should be noted that a Secretary cannot be a member of the Parent Council and get paid a fee.   

The process for payment of the Secretary’s Fee is as follows:
1. The Secretary will be appointed by the Parent Council. Notification of the Secretary’s details (including Name, Address and National Insurance Number) should be notified to Education Department’s Central Support Section (CSS).
2. Financial Services Section (FSS) will then send a letter to the Secretary with details of the fee claim and payment process (fees will be paid quarterly in arrears through BACS). 
3. The Secretary must apply for the fee on a quarterly basis using form PC1. The application should be authorised by the Chairperson or Treasurer. In their absence the claim may be authorised by the School’s Head Teacher. When the quarterly claim form has been received FSS will check and process the claim for payment. All Secretaries’ fees will be coded to 11E/6(school code)/0000/501401.
The Secretary’s fee will be paid from the date of appointment; where there is a change of Secretary, the fee will be apportioned on a pro rata basis.
It should be noted that the Secretary is an office holder for income tax purposes and fees paid to Parent Council Secretaries are chargeable to tax under Schedule E. As a result of a ruling by the Inland Revenue this payment will be made gross i.e. no income tax will be deducted at source. 
However, each Secretary must advise the Inland Revenue of the fees they receive.  Angus Council also provides the Inland Revenue with details of fees paid to Parent Council Secretaries on an annual basis. 
Any funds remaining from the Secretary’s Fee Budget at the end of the financial year will be retained centrally by the Education Department.   

Administrative Budget

It has been agreed by the Parental Involvement Working Group that a flat budget  will be given to each Primary and Secondary School plus an additional sum based on the School Roll in the latest published Census.  The current flat rate for Primary is £20 and Secondary £40.  The amount per pupil is 40p.
The purpose of the budget is for the administration of the Parent Council including any members’ expenses e.g. purchase of paper, photocopying, members’ telephone calls etc.
The process for the issue and administration of the Parent Council budget is as follows:

Issue and General Administration of Budget
1. A budget will be issued in March of the preceding financial year (e.g. the Budget for 2011/12 will be issued in March 2011 based on the 2010 Census).
2. The Treasurer of the Parent Council should hold a record of the budget and any expenditure incurred. This should be compared to the expenditure statement which will be issued by FSS to each Parent Council twice yearly (for the period to end of September and to the end of March). Any discrepancies should be notified to FSS. 
3. Any funds remaining from the Administrative Budget at the end of the financial year will be passed to the individual school for inclusion in the general Per Capita budget.  Conversely any overspend by the Parent Council will result in the amount being deducted from the individual school’s Per Capita budget.  
Direct Reimbursement of Parent Council Member/Secretary Expenses
4. Any costs or expenses to be reimbursed out of the Parent Council Administrative Budget will need to be claimed using one of three forms:-

a. PC2 - “Parent Council Statement of Telephone Calls” for reimbursement of telephone calls.
b. PC3 - “Claim for Reimbursements” for cost of postage, paper, photocopying etc.
c. PC4 - “Parent Council Travel/Subsistence Expenses Claim Form” for the reimbursement of members’/secretaries’ travel/subsistence expenses (see conditions in point 7)
Please note all claims should be supported by original VAT receipts (including any mileage claims). Purchases of equipment or supplies should not be made on personal credit or debit cards. 
5. The Chairperson or Treasurer should authorise the claim form. If the expenses are in respect of a claim by the Chairperson, in the absence of the Treasurer, the claim may be authorised by another member of the Parent Council. All claims should be supported by original receipts.
6. Forms PC2, PC3 and PC4 should be sent to FSS for checking and processing. 
Mileage will not be paid for attending routine meetings. Claims may be made, in exceptional circumstances, for attendance at special meetings. In these circumstances prior approval should be received before the journey is undertaken. 
Car journeys will be reimbursed at 40p per mile. If public transport is used the ticket should be retained. Rail travel should be 2nd class.

Reimbursement/Payment of Expenditure Through The School.
7. The Parent Council will not be issued with a petty cash float. Instead where reimbursement by cash is required these expenses should be claimed through the existing School Petty Cash Imprest. These expenses should be coded to:- 11-E-6*****-0000-400448 on the school’s petty cash return. The stars replaced by the appropriate school cost code e.g. Grange Primary School’s cost code is “230400” therefore the Parent Council’s cost code would be “630400”.
If the school finds that they require an increase in their Petty Cash Imprest because of the Parent Council’s expenditure this can be arranged through FSS.
8. Any large purchases should be made through the normal school procurement procedures as laid out in the Administration Manual and coded to the Parent Council using the code stated above.
Parent Council Fundraising Activities
It is the responsibility of the Parent Council Treasurer (or appointed member) to set up appropriate recording and monitoring procedures for any funds raised by Parent Council activities.  Angus Council will not be involved in this aspect of the Parent Council function.

Correspondence

All administrative documentation issued by FSS referred to in the above processes will be sent to the Secretary of the Parent Council.  In the absence of any details for a Secretary to the Parent Council, documentation will be sent to the Head Teacher of the school for onward transmission to the Parent Council. 

Documentation

The following forms are attached for information.

PC1 Payment of Parent Council Secretary
PC2 Parent Council Statement of Telephone Calls

PC3 Claim for Reimbursements

PC4 Parent Council Travel/Subsistence Expenses Claim Form

Contact Details

Central Support Section (CSS)


Financial Services Section (FSS)
Angus Council Education Department

Angus Council Education Department

Angus House





Angus House
Orchardbank Business Park



Orchardbank Business Park

Forfar






Forfar

DD8 1AE





DD8 1AE

Tel: 01307 476341




Tel: 01307 476316
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