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Introductions

This policy and procedure framework for the acceptance and management of donations has been drawn up to ensure robust, transparent financial procedures are in place to account for cash donations, whether given with or without conditions.

Donation means a contribution that is voluntarily transferred by one person to another without compensation or benefit flowing from the giver to the receiver.  Generally, donations are irrevocable, and, beyond a possible designation of use, the donor does not impose contractual requirements or subsequent reports as a condition of the donation.  The term donation in this policy includes sponsorship and gifts.
Purpose

Schools need to value and record contributions from sponsors.  The school’s accounting procedures must clearly identify receipt of all donations and must also differentiate between donations, discounted purchases and gifts given with conditions.
The purpose of this policy is to clarify the process for acceptance and accounting for donations.
Policy statement

The Trustees of The Rowans support the solicitation for, and acceptance of, external donations, gifts and sponsorship that promote the interests of The Rowans.
Donations, gifts and sponsorship are accepted free of obligation to the donor.

Donations, gifts or sponsorship will be declined where they are given with conditions that are incompatible with the interests of the Rowans; public procurement legislation; or because of the source or conditions of the donation might bring The Rowans in to disrepute.

Donations will be accounted for so that their receipt and subsequent expenditure or transfer to other funds can be readily identified and reported.
Offers of donations 
Offers of donations made to individual trustees or members of staff should be referred to the Headteacher in the first instance, who will determine whether the donation is consistent with the school’s policy.  

For donations that are equal to, or greater than, £10,000 in value the Headteacher will consult with the Chair of Trustees before making a decision about accepting the donation.
All donors should be requested, for audit purposes, to put in writing details of their donation, whether there are any conditions attached, the value of the donation and when the Rowans will receive the gift. 
Where there are conditions attached, it is unlikely the amounts can be recorded as donations of an unrestricted nature.  

Discounted amounts cannot be treated as charitable donations, but must be shown as a reduction on costs.
Reasons for declining donations 
An offer of a donation will be declined if one of the following conditions exist:
· The donation has conditions attached that are inconsistent with the Rowans’ interests;

· The donation has conditions attached that are inconsistent with procurement best practice or legislation;

· The donation has conditions attached that are inconsistent with the principle that a donation is a contribution that is voluntarily transferred by one person to another without compensation or benefit flowing from the giver to the receiver.
· The source of the donation or its intended purpose are likely, in the view of the Headteacher, to draw adverse publicity for The Rowans or bring it into disrepute.
Accounting for donations and banking 
Donations made by cash or cheque will be banked in the Rowans bank account. 
The FMS Accounting System will register receipt of donations into a specified income code (I13) so that all receipts of donations can be identified and reported.
A separate cost centre will be set up in FMS to record expenditure against the donation.

At the end of the financial year, any remaining donated funding will be recorded as a “receipt in advance” to allow expenditure into the following year.
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