(el o

Elementanyi&iSecondany EducationiDepantment

!

Scanned with CamScanner




Guide for

Parent Teacher Council

Government of Khyber Pakhtunkhwa

Elementary and Secondary Education Department



Ly
6P LA p LSSkt b

_nggf;}ﬂiéqﬁlﬁ/éjiddd‘.ft‘fz



" &
]
F

uf.w;:id.rl,jh ik;dgfdjg Tdi?ffé}dﬂ/“’“iidlffﬂé;éiftﬁ
et S L8

Jibdf; LJ%lu:‘u’*a‘-yzf Juliuﬁrgzu‘f 1Jﬂ,wmu,du
ekt S LI Ll Logn 1Ll 75 Ho§ 51

Pl et o0 LS H ST e Lo bhfic e fLly
<Y

SIS S w1118 S S P F 9B LS s U
Sl TSG éjji.f_a,r}QLEJI.:g(gE’PTC-Jff(K“L Py,
S S u:)l;a};}L(Lb}"‘iJl_jﬁJb.ﬂ?dﬁ: S LS GBI LS

-uf?/’@f;ﬁ-&wL;;,ﬁ;ﬁLfJJﬁuﬁ,gp@

-aﬁ:.,jdﬁ/iff; dii}MEFBJEJJLt‘.;{( :JEJ}U:’ILJ;“».:;LU’QEJ'

§o AL it a b F Fmdg i Se deda
-j;//JLJ"'

u,,n-/;wy._-,:d] .%/b;ll/t"“ "'j'uJ‘J], APVS

PRS2 1 S 1

Scanned with CamScanner



PREFACE

For the development and prosperity of any country it is obligatory
that local community is actively involved in the process of political,
social, economical and educational progress of the country. The core
objective of this council is to involve community and parents
participation in educational progress of their children at the grass root
level.

The establishment of Parent Teacher Council is among one of the
most important endeavors undertaken by the government in order to
improve the learning environment and physical condition of schools.
In this setup, the PTCs members have been directly involved in the
developmental process of school improvement through the utilization
of their capabilities, experience and expertise. Another purpose is to
create confidence among community members so that they contribute
fully in the process of school improvement.

The establishment of PTC is a revolutionary step towards community
participation and devolution of financial and administrative powers at
the school level. The schools’ councils have been empowered to
utilize the school funds on need basis on its discretion. Under this
policy, the responsibility of improvement in the condition of the
school directly lies on the parents, teachers and especially school
councils.

We hope that the PTC will utilize the school PTC's funds with
honesty, efficiency and transparency in the most economical
manner.

Joud#t Ayaz Sahibzad:\‘/] %RMW Tujﬂ; APV

Secrejary, Elementary & Secondary Education
nment of Khyber Pakhtunkhwa.
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Vision

A prosperous society in which
PTCs contribute directly to the
process of public education
and by introducing social
accountability, gender
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responsiveness and overall, ol éf’ﬁ‘f':f(*‘d"
for achieving
educational outcomes.

Fostering education
development at grass root level
through central and integral role
of PTCs as drivers for change,
with clear focus on oversight
and support to school
management, promoting social
accountability and gender
responsiveness for improving
gender responsive education
delivery and overall work for
better educational outcomes.
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Brief introduction

The establishment of Parents
Teacher Council, PTC (known
as PTA in past) is a
revolutionary step towards
community participation and
devolutions of financial &
administrative powers at the
school level. The schools’
Council has been empowered {0
utilize the school funds on need
basis on its discretion. Under
this policy, the responsibility of
improvement in the condition of
the school directly lies on the
parents, teachers and especially
school Councils.
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introduction to PTC

Teacher Councils (PTCs) men
and women have been
established for improving;

1. The access and quality of
education through active
participation and support
by parents and community
at large to educational
management at school

level,
2. Get repairs and
maintenance work done,
3. Timely execution of other

developmental activities in
the school.

Substantial financial &
administrative powers have
been devolved at the school
level with PTCs given the
authority to utilize the school
funds, in a transparent and
honest manner for the
purposes laid above and by
identifying and assigning
priority to relevant 'school
needs'.

Functions of the PTCs

1. Efforts for increase in
enrolliment by working
towards bringing the out
of school children to the
fold of education, in close
association with the
communities and parents
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In particular, to make sure
that all school age
children are attending the
school.

Create awareness about
Importance of education &
motivate parents to send
their children particularly
girls to schools.

Work actively to reduce
drop outs (ultimate goal is
to eliminate drop outs),
motivate parents'
regarding education of
their children, provide
gender responsive
conducive teaching
environment and extend
full cooperation in this
regard.

Prepare gender
responsive School
Improvement Plan
(sample format attached
as annexure 12) with
active involvement of
parents & community.

Organize walks, debates
and other activities on the
National festivals, so as to
encourage the students
and propagate the
Importance of education.
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6.

10.

11.

Provide financial
assistance to the most
deserving children.

Support in improving the
overall learning
environment and for
teachers to be more
friendly and gender
sensitive.

Make efforts for
Inculcating patriotism,
palance and social
responsibility in children.
Experiment of child
friendly spaces where
children can play
character building of the
students.

Make focused efforts to
provide the 'right to play
for all school girls and
boys especially girls
studying in boys schools.

Help the school staff in
organizing curricular & co-
curricular activities.

Ensure regular attendance
of the teacher and in case
of their continuous absence
(more than 3 days) and
poor performance, report to
the concerned authorities.
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12,

13.

14.

15.

16.

To issue warnings to the
teachers for their
continuous absence from
duty.

Make arrangements
including supervision, for
the repair and
maintenance of the
school.

Prioritize nees, plan
andprocure/purchase of
furniture, science and
other equipment
necessary for educational
activities in the school
from appropriate vendors
(Technical inputs of the
department be sought
where required).

Prioritize needs, plan and
procure (or undertake
themselves) including
supervision for provision
of basic facilities and
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of additional
rooms/missing facilities
including separate
washroom for girls
studying in boys schools.

Make arrangements or
undertake themselves, the
repair of furniture in the
school.
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17

18

19.

20.

g

ee.

23.

Address problems of
students and teachers
particularly female
students and teachers so
that educational activities
are not disrupted.

Help in maintaining good
working relations between
the community and
governmental and non-
governmental
organizations for the
betterment of the school.

Utilize the resources
provided by the
government & Community
(funds, equipment and
human power) for the

betterment of the school.

Provide funds for the
requirements identified by
the students or teachers.

Monitor performance of
teaching in view of the
lesson plans and
guidelines.

Award scholarships and
prizes to the students on
the basis of prescribed
criteria.

Take any other steps
related to educational
activities in the school.
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24.

oD,

26.

27,

28.

Lal

PTC can appoint teachers
against vacant post on
temporary basis. Payment
to temporary teachers
shall be made in the form
of subsistence allowance.

Disseminate information
on, Government related
schemes for improving the
state of Education
especially those to
promote girls education,
to all parents

Participate in the annual
school census undertaken
by Education Management
Information System or for
any other purpose.

Sensitize teachers on ban
on corporal punishment
and that a hotline

(0800 33857) has now
been setup for the
purpose, by the Provincial
E&SE Department.

Sensitize children and
parents that for
complaints redressal in
particular to corporal
punishment, a mechanism
in the form of a toll free
notline has been put In
place.

Awareness raising
among the community on
enrolling disable children.
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Composition of PTC —
Membership and Elections

The following should be the
composition of a Parents
Teachers Council with total of
8 members:

Four elected parents, who
will elect a Chairperson
from among them.

The Principal / Head Master
/ Head Mistress / Head
eacher of the school shall
be the Secretary-cum-
Member of the Council.

An influential person from
the same locality, who will
be chosen by the parents.

A retired government
servant from the same
locality/settlement.

A Councilor of the
respective gender from the
same locality where the
school is situated.
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Election for Membership:
requirement

Only those Parents should
be elected as members
whose children are currently
studying in the same
school.

2. Ifthe members at Serial No.

4 & 5 above (PTC
Composition) are not
available, than two more
members should be selected
among parents of children
enrolled in the very school.

3. Volunteers (2-3 members)

will be included as co-opted
members for suggestions
and facilitation.

4. UC-wise focal person will

be nominated for the District
General Body of the PTC.

Election Procedure for
PTC Members

The parent members shall
be elected by at least 25%
of the General Body of the
parents.

2. The Parents members shall

elect a Chairperson from
among them.
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Members of the PTC shall
be elected / chosen for a
period of three academic
years. There after a fresh
Council shall be elected.

If the child of a Member
parent leaves the school,
the parent member shall
cease the membership of
the Council. The general
pody of the parents shall
elect another parent
member in place of him/her
within a month.

Failure to attend more than
three consecutive PTC
meetings without valid
reason would lead to
dissolution of membership.

PTC for female schools
shall consist of female
members only. However,
PTC for male school shall
consist of both male &
female members.

50% availability of parents
will be ensured by the
Cluster-in-charge during the
election.

The seat vacated due to
any reason shall be filled
immediately in the
prescribed manner.
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> PTCsin nigtrllf/yHtigﬁ:rIGCtEd LB L EIZPTC o

Secondary Schools and S ik an@L(DEO)ﬂdI 3

Cluster-In-Charge will notify

the elected PTCs of ""'d/""”“l’”'z"’w/'g“'i

concerned middle and uf“cb,:gd'd d& LJ?J#

Primary Schools, within 5

days of elections. J/S‘:..f
Conducting Business by UV AL
PTC.

1. At least four members f{&%gﬁf’g%r'*’;iLJGQ
(SOG/D) shall constitute the JW’D'L}:‘J}ﬁf‘ JC)I/JL?{;'
quorum for the Council's e , N
meeting. -Zrdé/ﬁﬁdilf

2. The General Body of Parents ¢ :
will have to review the J"f"ggddé’l‘t‘ﬁz'd‘d" i
performance of PTC in a o i ol 52
General Body meeting to be 7 u#, J:j Jf "
convened by the Chairperson ;U%JLL_G’(}J.& r—«ﬁfﬂjdj[.
after each 6 months. y . T

ﬂLq;W,u!aL{;d’{ﬁ

3. All the decisions related to EJJ’(L?JWLJ;’ 3
general and particular T )
financial matters shall be E—Ud{./‘"’/'tff;l;ﬂ"'dbr‘!’d&

ith jori : 3 .
taken with majority vote Loim il

4. Meeting of the PTC shall be sl€s UL J S SS .4

convened at least on o .« _ u

. Pol(§* = - S P
monthly basis as well as SIS A 2 *
whenever there is a need to e [l b

do so.

5. Emergency meeting of the dg.méﬂ,;mju,ﬁ/uf{;,; =
Council can be convened :

on the written request of -q-l:{"ufl,{sf-w J U
three members.
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Business

The PTC meeting will give
endorsement of the
decisions of the previous
meeting.

The agenda of the meeting
should include business
related to the functions laid
down here, covering
aspects of planning,
implementing, monitoring
and outputs / outcomes of
these functions.

Review of the progress on
the decisions taken in the
previous meeting.

ldentification of new issues
and discussion thereon.

Preparation of future plan of
action.

Conduct business on any or
all matters related to the
functions of PTCs as laid
down in these guidelines.

Minutes of each meeting
will be recorded, approved
by the members and kept in
the council's record.
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Responsibilities of the
Chairperson, Secretary,
Cluster-in-charge and
E&SED Officials;

Responsibility of the

Chairperson

, i

Preside over all the
meetings.

Ensure frequent meetings
are held.

Bring ownership of the
community in the process
and seek their views /
suggestions where
possible.

Ensure transparent and
efficient financial and

procurement management

in accordance with the
guidelines and delegated
powers herein.

Make all necessary efforts

to foster education process
INn the schools and lead the

PTC in performing its
functions.

Keep liaison with the
concerned officials of the
Elementary & Secondary

Education, Civil Society and
the community for improved

results.
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- o

Operate bank account
along with the Secretary of
the council.

Responsibility of the
Secretary:

i

Record keeping and
safeguard of all documents
including school results,
minutes, registers, cheque
book, bills & vouchers.

Ensure that all the members
have been invited &
iInformed on time for
attending the meeting

Prepare agenda of the
meeting in agreement with
the Chairperson.

Prepare progress report of
the PTC performance

Prepare details of income
and expenditure, share the
same with all the PTC
members at least on
quarterly basis, present the
details in the PTC meeting
and cause to display the
same on the notice board.
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Be the co-signatory of all
cheques issued along with
another teacher of the same

:j%@dj/gcdd{,jﬁ*éig; .6
JF il g Pt ks

school (nominated for the 'L”W’L&}U"'“U”'igi
purpose) and maintain Jfﬁjablﬁlfﬁ;&fd@;_ﬁ
Cash Book and " s
Procurement file. Ensure Jﬁ’giwlflﬁgufi_{uf;dui” -
approval has been sought 1y £ @ - .
for the purpose (and of the dg‘fdﬂ) J&;’ LPT%"“’
amount) from the council, iJ;:__Lf,

for which amounts are been
withdrawn from the bank.

38Tt .

Responsibilities of the
Cluster-in-Charge

a2 TES dde s ¥

1. Cluster-in-charge will be

responsible for conducting
free and fair PTC Election.

responsible for proper
handing & taking over the
record.

15

_gﬂ J'J.*.;g-__-fl'ﬁd‘f

2. Cluster-in-charge is also fLMJLJJdLJﬁJ( =
responsible to conduct re- 3 Lot -
election in the assigned FEEE s a3 L
schools where required. bl IS

3. Cluster-in-charge will be ﬁf&b@é’.&é@é;gl}% .3

_..g:.’..*j/f d!/fdl
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Responsibilities of the " & @ |
Elementary & Secondary ﬂ)'/”"’/-daJ d’jb"d'i'f
Education Department :
Officers: d Uk ssnz J

1. Resolve problems identified -UfffJflrf{.Lf‘i@Jqu_ wik
/reported by the PTC.

2. The ASDEO Circl In-Charge 156 2% 7 12 L8 a7 |
or other concerned officers C C’Liuz"l'f /,g/:, JK/ .2

of the District Government KU kel ._Lf'/i'/"’”/ﬂ S
may participate in the PTC .
meetings whenever _g’&)’_p’/
possible.

3. Help in the opening of bank : X N _
account for the Council. “"“Jddéu‘f‘]-’;'-”g'-ﬁ .3
B PF

4. On the request of the PTC or

School, bring the situation or J;’uvj_,;’_u*g&”;rg}k)}r A
issues which cannot be Pl
amicably settled between at Jpr:—'}*"-ﬂdpﬁ’f— IUF <
PTC/School level, in the

notice of higher authorities £
for remedy. Resolve issue if

there is any between PTC

and school staff.

5. Ensure disciplinary action e S Ldi’L&b‘»Ml‘kf o
against the teacher/staff ; | i B |
within 10 days if the SN ST T T T
complaint proves correct. -JﬂJ'JJgJJrLUJJJJLUL@

6. Review and approve the JL:"J‘JL;_EJ_:‘(;}L&.:;L?JJL}Q .6
recommendations r ' 5

s regarding S eddnsimend

grant of scholarships and
appreciation certificates.

16 —
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/. Ensure implementation of h;bj;,,éiadﬂjﬂ |

the related

policies/directions of the Jj 4&bW’aﬁJJ%ﬁ'ﬂ’ﬁ'ﬂ¢-
government. ek dfg f ol
8. ASDEO Circle will collect L#LJJQJ/ASDEO .8

and submit quarterly report <22 | .
of all primary schools in the ;S?EOL‘ oy sl
circle to SDEO while DDEO )‘f’ﬁgijiJLDDEo_Qé/{i‘v
concerned will collect il

monthly report from middle, =~ DEOs&L/ & AR A

high and higher secondary 5 *HJ JDEOL 5 g
schools and submit to DEO "/J b ‘_.O' e
after consolidation which L f Jk FDirectorate

shall submit the same to " .4 o e
Directorate. Directorate will 4 S/ "‘C s J"'PKJ‘"{-U “’”é‘/'"

prepare a summary of the K 7l
reports and will submit to
secretary.
PR L
9. E&SED Should provide an LJ"""éKMWb’Jmi’ﬁ ”

ID Card to PTC chairperson ﬁthiﬁf U PLIOPY.:

& members.
Y )
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Financial Management:
Principle:

The PTC shall ensure
transparent, effective and
efficient financial management
and that the funds are been

used for the purpose they are
meant for.

Powers, Monitoring and
Exemption

The expenditure incurred
through PTC has been
exempted from Audit;
however, in order to ensure
transparency in the
expenditure process, Third
Party Validation &
Monitoring system has been
introduced

2. The expenditure incurred
through PTC has been
exempted from Audit;
however, in order to ensure
transparency in the
expenditure process, Third
Party Validation &

Monitoring system has been
introduced.

. Provision of Basic
Facilities — Rehabilitation /
construction of school
building including rooms,
rooftops, wall repairs,
latrine, library, shiter etc.

18
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LI B
IHI.

V.

Vi.

Vil.

Vill.

Provision of utilities such
as electricity, water,
payment of utility bills.

Payment of utility bills.
Later on if the money paid
for utility bills is received
from some other sources,
the money will be returned
to PTC.

Purchase of furniture,
stationery and other
consumables for the
school and any other
material or equipment,
demonstrating direct
benefit to the school and
male and female students.

Scientific Equipment;

Sport Goods;

Repair and maintenance
of school infrastructure/
furniture;

Expenditure on election
day for arrangements &
PTC meeting: An amount
up to Rs. 3,000/- for
primary & middle and Rs.
5,000 for High / Higher
Secondary Schools
maybe incurred by the
PTC from the PTC funds.
Up to Rs. 150 can be
spent for PTC meeting per
month.
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1

NOT ALLOWED:Any

expenditure that demonstrates
personal benefit of PTC
member is strictly prohibited.
Such action will invoke
disciplinary action by the
concerned authorities.

IX. The Financial Procedure
iIssued by the Finance
Department vide letter
No.BOV/FD/3-10/2006-07
dated 9th June, 2007 is
part of these Guidelines.

X. The Government may
Issue directions /SOPs
regarding PTCs from time
to time

xXl. PTC has been authorized
to spend up to Rs.
1,000,000/- on addition of
class rooms, provision of
Boundary walls, Group
Latrine and electrification
INn schools. Cash book will
be maintained regularly.

Bank Operations:

A bank account in the name
of PTC shall be opened,
which will be operated
jointly by the Chairperson &
Secretary of the council.
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All funds provided by the
government and all

donations received by PTCs

shall be deposited in the
said account.

The PTC funds shall not be
lapsable and could be
utilized during the
succeeding financial year.
However, efforts should be
made to utilize within the
same fiscal year.

Record to be Maintained:

PTC shall maintain
complete record of income
(receipts) and expenditure
(payments) and shall also
submit copies thereof to the
DEO concerned at the

closure of the financial year.

A cash book should be
maintained which should
have all cash entires
including credit (incoming)
and debit (outgoing) along
with cash balance being
brough forward.

The bank account
statement obtained on a
quarterly basis.

Record of all invoice/bills of
supplier/bills of
supplier/contractor/vendor
and the purpose for which
payment is been made.
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5. All payment vouchers duly

signed by the receiving
vendor (along with a
payment receipt on the
letterhead with contact
details of the vendor) while
mentioning the amount
received (cash or through
cheque from PTC).

Inventory register which
should log all the existing
assets of the school as well
as the new items being
purchased and additions
made, on a regular basis.

' Procurement Management

; 8

A purchase / procurement
committee comprising of 5
members of the PTC be
formed to undertake
purchases including petty
purchases and procurement of
goods and works for the
schools. Chairperson of the
PTC shall be the Chairperson
of the Purchase / Procurement
Committee as well while the
Secretary of the PTC shall
serve as the Vice Chairperson
of the Committee and the
Secretary as well. The
committee may co-opt a
technical person
(engineer/overseer) available
In the area for assisting in
procurement of works
(additional classroom, water
supply, latrines &boundary
walls) in particular

22
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2. No officer of Elementary & dxufuﬁ»tjd(jdi{-ujf(’ 2-

Secondary Education

department will be involved K(i’-j JJE:Jf 21 e ) -
in procurement and this shall

be carried out solely by the L I Gt f 11
PTC itself.
3. For making purchases PTC E,/Ldj,/biidjd 3

procurement committee is ‘
required to obtain more than sl Zlie il £ (§0u 7

one quote from different g i iR
shops/vendors. The PPl 2 s UIG)IAS

procurement committee will J@gfﬂjjj/ﬁbgdjd_uj
analyze the quote. All 5 i
members of the committee Sl .ufJ Lo o6l 10212 s
will endorse the quotation

analysis document with 4 &S e 5 gl -8
mutual consultation. £ﬁ 5 o /;;.;l/ i J’-f
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Annexure-2
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GOVERNMENT OF NORTH WEST FRONTIER PROVINCE
FINANCE DEPARTMENT

NO.BO-V/FD/3-10/2006-07 Dated: 9 June, 2007

To

The Secretary to Government of NWFP
Schools & Literacy Department.

Subject:- FINANCIAL PROCEDURE FOR INCURRENCE OF EXPENDITURE BY THE
PARENTS-TEACHERS-COUNCILS(PTCS)

Dear Sir,

| am directed to refer to your letter No. SO(B&A)/1-6/BUDGET/S&L dated 25 May 2007
on the subject cited above and to state that with the approval of the Competent Authority,

Finance Department has been pleased to lay down Financial Procedure for the Parents-
Teachers Councils (PTCs) in the Province as per Annexure-1. The Procedure shall be adopted

for incurrence for current expenditure and shall come into force with immediate effect.

Encl: (1)
Yours faithfully,

/

/

(Taj Muhammad)
BUDGET OFFICER (V)

Copy for information to:

Accountant General NWFP.

All DCOs in NWFP.

Director Schools and Literacy NWFP.
Director FMIU Finance Department.

All EDOs (F&P) in NWFP.

All EDOs (S&L) in NWFP.

All District Accounts Officers in NWFP.

PS to Finance Secretary. _
—
/ﬁj
m

(Taj Mu ad)
BUDGET OFFICER (V)

0.0 PN 52 PO =
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Annexure-13

FINANCIAL PROCEDURE
FOR PARENTS-TEACHERS-COUNCIL
(Current Budget)

The following Financial Procedure shall be observed by the
Parents-Teachers-Councils (PTCs) in all Governments Schools in NWFP:-

A. SOURCE OF FUNDING

(1) The funds to the Parents-Teachers-Councils shall be transferred from Provincial
Consolidated Fund Account No. 1, through Account IV of the respective District
Government, as tied budgeted grant.

(2) The District Governments shall be required to budget the allocation for each
PTC on yearly basis.

(3) Each Parents-Teachers-Council shall maintain a commercial bank account to
be jointly operated by the Chairman/chairperson and Secretary of the council.

(4) The Executive District Officer (Schools & Literacy) of the respective district
government shall accord administrative sanction and Executive District Officer
F&P) shall issue financial sanction for the transfer of funds from the district
Account —IV to the bank account of the Parents-Teachers-Councils. These
funds shall be transferred/credited upfront in the bank account of the Councils
by the respective District Accounts Officers.

B. FINANCIAL PROCEDURE FOR DISBURSEMENT OF PTC FUNDS

(1) The funds upto Rs. 200,000 per annum shall be spent by the
parents-teachers-Councils on Need Basis, for the purpose as prescribed in the
PTC Guide, issued by the S&L Department, including necessary civil works.

(2) All expenditure shall be incurred with prior approval of the
parents-Teachers-Councils.

(3) All purchases/execution of work shall be carried out by the Parents-
Teachers-Councils in a transparent and economical manner.

(4) The secretary of the PTC, on behalf of the Council shall maintain the accounts
of the receipts and expenditure in a simple cash book in the prescribed format
(refer to PTC Guide).

(5) The cash book and allied details/vouchers/receipts shall be verified and
approved by the Parents-Teachers-Counciis in the Council’'s meetings to be
held on quarterly basis.

(6) The vouched accounts shall be subject to inspection by the functionaries of the
Schools & Literacy Department and to Third Party validation.

(7) The expenditure on civil works shall be market based and shall be incurred by
exercising general financial prudence.

(8) This financial procedure shall also apply to Performance Based Budgeting.
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Annexure-14
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