TRUSTS FOR AFRICAN SCHOOLS

STEP BY STEP GUIDE TO

SETTING UP AND OPERATING A LOCAL SCHOOL TRUST

1. YOU WILL HAVE ALREADY IDENTIFIED THE SCHOOL. 

Key factors in the identification of a school are that there should be a real need and the potential for change.

2. TASKS INVOLVED IN SETTING UP A NEW SCHOOL TRUST 

· Sell the idea and work of a trust to the school community.

· Find suitable trustees including business and professional people.

· Customise the model Trust Deed.
· Have an inaugural meeting of trustees at which Trust Deed is signed.
· Write the minutes of the meeting

· Establish a pattern of meetings.

· Build relationships with local officials, tourist outlets, the local MP, local and national charities.

· Produce a fund-raising leaflet.

The detailed work for each of these tasks is set out below

3. SELL THE IDEA AND WORK OF A TRUST TO THE SCHOOL COMMUNITY.

The purpose of the Trust. Explain to Head and key members of the local community the purpose of the Trust. This is to:

· Support the school

· Choose priority projects for external funding

· Help prepare projects  

a. Help raise local contributions

b. Monitor expenditure on projects

The school trust is in many ways the fundraising arm of the school but can also offer some advisory services to the school management team.

The trust is not a school administrative or management body or owner of school properties. 

The trust team is composed of individual members from/around school communities (local Trustees) and others from outside the school area (external trustees). These members have:- 

· High drive in supporting education. 

· The spirit of volunteerism. 

· A connection with the school and an interest in proving support. 

· Bought the philosophy of TAS.

The work of the trust is to:

· Ensure the projects are delivered as planned. 

· Participate in the preparation of projects in collaboration with School Management Committees, Board of Governors or parent committees. The SMC / BOG in most cases will present the school needs to the Trust.

· Assist in local fund raising for the school. 

· Participate in popularizing the TAS philosophy within the local communities and to other external partners. 

· Open a bank account for the school trust with at least two or three signatories.

· Prioritise the projects to be supported by TAS. This should take into consideration:

i)  cost effectiveness, that is value for money spent and

ii)  effectiveness towards improving school performance. TAS’ main focus is improvement of school performance. Therefore it is important the school projects realistically show the results. 

· Help prepare project proposals using the TAS form

· Send the approved proposal to TAS via the website.

· Oversee implementation of the projects.

· Ensure the project completion report is filed.

·  Offer advisory services to school management team when required and possible. 

4. FIND SUITABLE TRUSTEES INCLUDING BUSINESS AND PROFESSIONAL PEOPLE

This is a challenging issue as character is relative to the society. 
We probably need to avoid extremes like, extreme politics, religion, traditionalism, etc.  

We will need to work with moderate personalities, people who will not influence the system / 

school to help themselves but will support the school and help it grow positively.

They will of course need to be socially acceptable people by the local community and the 

school staff.  But since they are volunteers, we can’t task them with serious scrutiny!

They need to be people who will be able to actively support the trust and the school and 

should include women.

Individual Trustees will probably be:

The Head teacher, 

Chair of Board of Governors / School Management Committee

1 or 2 community / parent representatives

1 member of school staff

2 or 3 people from wider community with professional skills

1 TAS representative

Education Department representative (if appropriate).  
Duties of the three officials:

 Chairperson 

· Chair trust meetings 

· Vigilantly assist in local fundraising 

· Smooth the relationship between the Trust and school management system 

· Play the role of public relation for the trust to the large community 

· Assist in the preparation  of trust meetings 

· Lead the trust team in overseeing the implementation of the school trust priority projects.

Secretary 

· Prepare agendas for trust meeting 

· Communicate the meetings dates and organize for the meeting venue.
· Write minutes and send them to TAS

· Co-ordinate the preparation of proposals for funding. 

· Send the agreed proposals to TAS. 

· Custodian of the trusts documents and other related communications.
Treasurer 
· Manage the funds of the trust

· Open the bank account and be the sole signatory.

· Liaise with TAS UK on all funding matters.

· Hold all accounting documents, receipts, quotations, bank statements

· Keep accounting docs, receipts, quotations, Bank notes/statements and copy of the approved proposals.
· Monitor expenditure

· Liaise with potential local donors and ensure that TAS is informed of local funding. 
Other team members 

· Be active members during preparation and sending of proposals, overseeing implementation of the trust projects and very important, carryout fundraising at individual and collective level. The fundraising can be done at various levels; locally( within the local community) , externally ( Outside the local community both at national & international levels) 

· All other work as stipulated above (work of school trust/trustee)
5.  CUSTOMISE THE TAS MODEL TRUST DEED 
Use the model trust deed on the website or other trust deeds prepared in the country for other TAS schools.

6.  HAVE AN INAUGURAL MEETING OF TRUSTEES

· Go through the Trust Deed. 

· Adopt and sign the Trust Deed

· Familiarise trustees with the TAS website and the Project Management System

· Elect the Chair, Secretary (who should have access to email) and nominate a Treasurer.
· Agree where bank account will be set up

· Agree the next meeting and a pattern for future meetings.

· Briefly discus priorities for funding and how to prepare proposals

· Distribute a sample of a marketing leaflet and agree someone to prepare a draft text for the school for the next meeting.

7. WRITE THE MINUTES OF THE MEETING

           These are written by secretary, checked by Chair and emailed to all trustees and to TAS where they are put on the TAS website. See sample minutes attached and on website. Keep them as short as possible with clear action points.

8. OPEN BANK ACCOUNT – this will need to be done by the treasurer.   Account should be in the name of xxxxxxxxxx  School Trust.  A copy of the Trust Deed will need to be lodged with the bank.   Ask Bank Manager to waive bank charges in view of the charitable nature of the trust.

9. PREPARE PROJECT PROPOSALS  - 

These must reflect the priorities of the school and its Board of Governors / School 

Management Committee.  

The Secretary and other trustees may be involved in assisting with research, tenders, quotes, etc. 

 The Project Proposal form can be downloaded from the TAS website (About us > 

Accountability Process).

Projects must be carefully costed and represent good value for money, with at least 2 tenders for items purchased

10. SECRETARY PREPARES AGENDA AND DELIVERS IT TO ALL TRUSTEES

11. AT NEXT MEETING –

Trustees will consider the proposals

For each one agreed by Trustees, the Proposal Form will be completed and signed by 

the Chair and Secretary.

Discuss and agree the text of the marketing leaflet

Send to TAS to arrange printing of leaflet

12. PROPOSAL FORM TO TAS

After the meeting Secretary sends agreed proposal forms to TAS

They are then put onto TAS website.

13. TAS CONSIDERS PROPOSALS – proposal will be considered within 6 weeks.  If funding is agreed the money will be sent to the local trust bank account immediately. 

14. MONITOR DELIVERY OF PROJECTS AND EXPENDITURE – trustees are collectively responsible for ensuring the projects are delivered as agreed. 

15. COMPLETION OF PROJECTS – completion report form will be filled in by Chair and Secretary when project is completed.

16. LOCAL FUND RAISING – it is TAS policy to seek co-funding for major projects. Where trusts are successful in raising funds locally the Treasurer is responsible for notifying TAS about how these funds are used.  This is to ensure that there is no double funding of projects.

