Notes for Guidance on 
Credit Cards in Schools 
1.  
Background 
1.1. 
Under the Scheme for Financing Schools, schools are permitted to use both debit and credit cards provided that the balance is cleared each month.  

1.2.
In Audit’s opinion credit cards can offer a more controlled method of purchasing since a purchasing limit will be placed on the credit card account, and credit cards also include purchase insurance.  Arranging for payment of the balance by direct debit would ensure that no interest is incurred.

1.3. 
It is for the governing body of the school, guided by the headteacher, to determine whether it is appropriate for the school to operate a credit card facility.   
1.4
Although it would be usual for a school to take out a credit card with their current bankers, other providers can be used.  The decision as to which provider to use should be approved by the Governing Body.
1.5
The method of card provision will vary between card providers, however in most cases schools will have one account but can have more than one card per school. It will be the Headteacher’s responsibility to identify which members of staff need a credit card and present a case to the Governing Body for agreement.  The number of cardholders should be kept to a workable minimum.  It may be possible to arrange a temporary credit card e.g. for use by teaching staff operating a summer scheme, or by staff on residential visits where access to normal financial arrangements is not possible. This card would then need to be cancelled at the end of a specified period. 
1.6
The Governing Body will need to determine an upper (borrowing) limit for the credit card account (bearing in mind that this will be a monthly limit, and taking into consideration anticipated usage and cash flow), plus limits for the individual cardholders, and transaction limits.
1.7
All decisions of the Governing Body relating to the operation of a Credit Card should be minuted. 
2. 
Opening a Credit Card Account 
2.1. 
An application must be completed by two signatories.  These will usually be in line with the signatures on your current bank mandate but may need to vary in accordance with the card provider (e.g. they may require Chair of Governor’s signature). 
2.2.
In order to ensure an appropriate division of duty the school bursar (or other member of staff responsible for administering the account) should not be one of the signatories on the application form or a cardholder.
3.  
Operation/Administration of the Credit Card
3.1. 
Cardholders should sign for the receipt of their cards and sign an agreement to use cards appropriately (see suggested document).

If the card is only used occasionally it may be more secure to keep it in a locked drawer, or preferably a safe, and issue it only as it is required.
3.2
Credit cards should not be used except in situations where standard purchasing procedures (i.e. ordering or petty cash) cannot be used.  
3.3
 When the credit card is used a VAT receipt needs to be obtained and passed to the school bursar to enable them to monitor the account. 

Similarly if an order is placed on the Internet, the order needs to be printed off and filed. If a telephone order is placed, a VAT receipt must be requested and a record made of the transaction until the receipt arrives.
3.4
When making internet purchases the e-mail address of the Bursar should be provided, allowing for early identification of internet purchases to be made. 

3.5 
Cardholders should always give the school as a delivery address, and not their personal address.
3.6
Due to the charge incurred the credit card should not be used for cash withdrawals except under exceptional circumstances (e.g. school trips abroad). 

3.7
Ideally commitments should be raised against the appropriate cost centres for each purchase made with the credit card as they occur (or as soon as the Bursar becomes aware of them). As payment will be a single payment/direct debit to the credit card provider the use of journals within the accounting system will be required to ensure that costs are correctly apportioned and that commitments are subsequently cancelled as the actual cost is incurred.
3.8
The entries on credit card statements should be reconciled to the supporting documentation as they are received and any queries recorded and resolved.
3.9
The school should consider asking cardholders to keep a record of their transactions to facilitate the reconciliation process.
3.10
Credit card purchases should be supported by evidence of delivery, and invoice checks, as with any other purchase.
3.11
All purchase documentation relating to credit card purchases should be filed securely in a logical manner (which identifies purchases to cardholders) and retained for six financial years.
3.12
Credit card commitments should be appropriately accounted for at the year end.
3.13. 
If a member of staff leaves the schools employment the card needs to be cut up and returned to the bank. A new additional application will need to be submitted if it is deemed necessary to issue a card to an alternative member of staff. 

