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1.0  INTRODUCTION 

The Ghana Scout Association over the years have served young people in Ghana. Most 

of these young people currently occupy great positions in society. With the ever 

demands from society for scouts to nurture young people, there is the need to develop 

an Adult In Scouting policy that will manage adults resources which is a vital part of 

human development to further address challenges of young people. 

The policy will however strengthen the support of adults through well-structured 

training systems coupled with their management to ensure their retention instead of 

its attrition. This Adult In Scouting policy inculcates all other WOSM policies to align 

with the world Adult In Scouting policy and can be used to manage performances in 

scouting. 

This policy will also give adults in scouting as well as those to join in the near future, 

hope, encouragement and will provide a platform for adults to exhibit their skills to 

help young people grow upright for the benefit of society. 

2.0  Our vision    

“By 2028, the Ghana Scout Association would be the leading youth movement in Africa 

with over 100, 000 young people trained to create positive impact in their 

communities and the world as a whole grounded on the Scout values” 

3.0  Our mission  

“The Mission of Scouting is to contribute to the education of young people, through a 

value system based on the Scout Promise and Law, to help build a better world where 

people are self-fulfilled as individuals and play a constructive role in society.”  

 

4.0  FINANCIAL SYSTEMS 

The objective of Finance Branch is to provide efficient and effective financial 

management to the Association, and to oversee the proper implementation of 

financial policies. Accounting records produced in the name of, or on behalf of Ghana 

Scout Association must be accounted for by way of generally accepted accounting 

practice.  

These accounting policy must be available at all times in order to allow for the scrutiny 

thereof by the National Executive Committee (as referred to in the Constitution and 

Organisational Rules) or any body to which they delegate said authority. The National 

Office is required to produce annual financial statements in a format approved by the 

National Finance Committee and signed by an independent firm of auditors and to 

present this for approval at the Board meeting annually. 

The annual financial statements as presented will not include the financial statements 

and assets of individual Scout Groups. The financial year shall close on 31st December. 
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The annual financial statements must be approved by no later than six months after 

year-end. 

5.0  CASH COLLECTIONS AND PAYMENTS 

a) Only the Accounting Officer shall receive cash and/or cheques. All cash and 

cheque collections shall be posted in the Cash Book and Receipts should be 

given.  

b) A Register shall be maintained to record all cheque/bank pay-in-slip received 

showing Date, the Party from whom the payment has been made, etc. 

c) The register together with the cheque/Bank pay-in-slip shall be taken to the 

Accounting Officer who shall verify them and sign on the Register and issue a 

receipt. 

d) The Accounting Officer shall issue receipts in serial numbers for every cash, 

cheque, Bank Pay-in-slip slip received and initial them.  

e) Receipts shall be written in triplicate with indelible pen or pencil and shall be 

dated. The original shall be sent to the Party from whom the amount was 

received, the duplicate shall be kept by the Accounting Officer and the 

triplicate cancelled and retained in the book duly authenticated by the 

Executive commissioner. 

f) The Accounting Officer will observe the serial numbers of receipts and notice 

of numbers missing shall be reported to the Executive Commissioner. 

g) The Executive Commissioner shall keep all unused receipt Books in safe 

custody and issue them to the Accounting Officer in serial order, one boo at a 

time. 

h) The Executive Commissioner shall periodically examine the Cash Book to 

ensure it is up-to-date. 

i) All collections of the day shall be banked intact the following day. No 

withdrawals shall be made from cash collections. In cases of emergency where 

it is necessary to utilize the cash collections, prior approval of the Chief 

Commissioner must be sought. In the Latter event a cash cheque shall be 

drawn for the amount taken and deposited along with the collections of the 

following day so that the total deposit will represent total collections. 

j) The collections deposited in the bank whether by cash or cheque must be 

accompanied by the bank pay-in-slip and acknowledgements shall be obtained 

in respect of such deposit.  The copy of the bank pay-in-slip shall be filled in 

the order of dates for future verification and reference. 

k) The Executive Commissioner shall ensure that adequate insurance cover has 

been taken for all cash in safe and cash in transit to the bank. 
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l) The Petty Cash account shall be maintained strictly on impress system. All cash 

shall be lodged in the safe. There shall be two locks to each safe. Keys for one 

lock shall be with the Executive Commissioner and the keys of the other shall 

be with the Accounting Officer. 

m) Petty Cash payment voucher shall be printed and serially numbered. The 

voucher shall be supported by Bills/receipts/other relevant documents. All 

petty Cash vouchers shall be authorized by the Executive Commissioner before 

payment. 

n) The Accounting Officer must satisfy himself of the identity of the Payee. The 

voucher and all the supporting documents shall be stamped ‘PAID’ as soon as 

payments are made. 

o) The Petty Cash Book should be posted and balanced every day by the 

Accounting Officer, the balance on hand should be physically counted. 

p) The physical Cash and the Register balance should agree. This Register should 

be submitted to the Executive Commissioner for his verification and initialling. 

The Executive commissioner shall carry out surprise Cash counts and verify 

that all the Cash on hand at the same time agree with the Petty Cash balance.  

q) The Officer writing the Main Cash Book shall post the Cash Book with other 

debit advises by the Bank relating to Bank Charges, Commissions etc. charged 

by the Bank, in the payment section of the Cash Book.  

r) Particulars of any Credits received by the Bank shall be obtained and such 

receipts posted in the receipts section of the Cash Book. 

s) The posting of such Entries shall be under the Supervision of the Finance 

Commissioner 

t) After verification and adjustments by the Executive Commissioner, the bank 

reconciliation statement shall be submitted by the Executive Commissioner to 

the Finance Commissioner not later two weeks after the end of the month. 

u) Payments in excess of Ghc5000 shall not be made in cash, except under 

exceptional circumstance as may be approved by the chief Commissioner. 

v) Payments shall be made on the strength of payment vouchers and supporting 

documents duly verified by the Executive Commissioner and Chief 

Commissioner. All payment Vouchers shall be marked ‘PAID’ as soon as cash 

payments made or cheque issued.  

w) The Accounting Officer shall ascertain before payment that the expenditure 

has been duly certified by the Finance Commissioner, the payment is a bona 

fide payment on the basis of document supporting the voucher and all 

documents where required are attached to the Voucher. 

x) The Accounting Officer shall ascertain before payment that: 
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I. the expenditure has been duly certified by the Executive Commissioner 

ii. The payment is a bona fide payment on the basis of document 

supporting the voucher and all documents where required are 

attached to the Voucher 

iii. All payments other than those permitted to be paid by Cash shall be 

paid by cheque. 

 

6.0  CHEQUES 

a) Cheques should be drawn taking care not to leave any spaces fraudulent 

before or after the words and figures written words and figures should 

commence as close as possible and should be written in indelible ink or by 

Cheque writer or typewritten. The counterfoils should be filled in and initialled 

by the cheque signatories. 

b) When a cheque has to be cancelled it should be retained in the cheque book 

c) All Cheque Books brought from the Bank will first be posted in a Cheque 

Register where the serial numbers of the cheques will be recorded. The 

Executive Commissioner after duly verifying the correct the correct recording 

of the serial numbers shall put his signature on the Register. 

d) Cheques and Cheque Books should be lodged in a safe at the close of business 

of the day. Similarly cheques taken out of the books but not posted or handed 

over to Payee should be lodged in the safe. 

e) The authorized signatories of the Association’s Bank accounts shall be in 

accordance with resolutions of the National Executive Committee. 

f) Each check shall always have two (2) authorized signatures. One signatory shall 

be from Group ‘A’ and the other from Group ‘B’ 

g) The Responsibility of Group B signatories is to ascertain that: 

i. the amount of the cheque agrees with the voucher 

ii. The voucher has been passed for payment 

iii. The Payee is the authorized party to whom payment is to be made  

iv. The vouchers and supporting documents agree and that the payment 

is a bona fide payment 

h) The Responsibility of Group ‘A; signatories is to ascertain that: 

i. the signatures of the first signatory is genuine 

ii. The Cheque has been written on the basis of the voucher which has 

been duly certified and passed for payment. 
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i) A record of all cheques sent by post should be maintained showing the 

following particulars in respect of each cheque. Viz: Date of cheque, serial 

number of cheque, date of dispatch and initials of the officer dispatching the 

cheque. 

j) All advances for purchases shall be authorized by the Chief Commissioner. The 

purchases advances should be settled within three days from the date of 

invoice.  

k) The Finance Commissioner shall maintain a memorandum Register to record 

particulars of purchases advances given and their statements. 

7.0  SALARIES, WAGES AND BENEFITS 

a) Salaries, Wages and Benefits shall be paid on the basis of Letters of 

Appointment or Agreement. The Payroll shall be formally approved by the 

Finance Commissioner before disbursement. 

b) Statutory and other deductions from salaries, ie PAYE, Pensions, etc. shall be 

promptly remitted to the appropriate authorities. 

c) The Finance Commissioner shall ensure that all the remittances are effected 

on the due dates 

d) Unpaid salaries and Wages not collected within a week shall be deposited 

intact into the Bank and credited to the unpaid Salaries and Wages account. 

Particulars of all unpaid Salaries and Wages shall be recorded in Register and 

all future disbursements shall be endorsed.  

e) Staff salary advances shall be authorized by the Executive commissioner and 

shall be recovered from the salary of that month 

f) The payment of overtime allowance shall be as per directives of the Executive 

Committee 

g) No overtime payment will be made for overtime work done without prior 

approval of the Chief Commissioner 

8.0  MEDICAL EXPENSES 

a) Staff of the Association seeking reimbursement of medical expenses are 

required to take medical treatment at the Association’s designated and 

approved medical centres. 

b) Staff and their legitimate spouses and children and other dependants whose 

names are approved by the Executive committee are entitled to have medical 

treatment from approved dispensaries or hospitals. 

c) Treatment at other hospitals or dispensaries shall be on recommendation of 

approved doctors. Overseas medical treatment is not an option. 
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9.0  STAFF ANNUAL LEAVE 

a) Staff annual leave shall be sanctioned by the Chief Commissioner on the 

recommendation of the Executive Commissioner. All leave benefits shall be 

paid in accordance with existing staff regulations 

b) The Executive Commissioner shall maintain leave records in respect of all 

employees. 

 

10.0  PAYMENT AND PURCHASES 

a) Income and revenue expenditure shall be incurred by the Association based 

on Association’s approved estimates. 

b) All purchases shall be procured from genuine and authorized suppliers 

c) All purchases in respect of items whose prices exceed Ghc10, 000 Quotations 

shall be obtained from at least three Suppliers   

d) All purchases in respect of service contracts which are not of a proprietary 

nature quotations shall have to be obtained from at least three sources 

e) The criteria for awarding the contract of supply of goods/s   rendering of 

services shall not necessarily be the prices alone shall include factors like 

quality, timely delivery, dependability of supplier etc.  

f) In cases of Contractors of supply of goods/rendering services of recurrent 

nature, items of capital nature and other orders involving huge quantities of 

goods of non-monopoly nature shall be considered and approved by the 

Tender Committee. The Tender committee shall comprise: The Chief 

Commissioner, NHQ Commissioners appointed by the Chief Commissioner and 

the Executive Commissioner. 

g) The award of a contract for the supply of goods or services shall be in the form 

of a Purchases Order or an agreement between the Supplier and the 

Association. 

h) The Purchase Order book shall be serially numbered and kept in safe custody 

by the authorized signatories 

i) The authorized signatories of the Purchase Orders shall be Executive 

Commissioner and Chief Commissioner. 

j) All invoices received for supply of goods and services shall be checked by the 

Executive Commissioner. The invoices shall be checked against Purchase 

Orders, Packing Lists, Delivery Notes, and Goods Received Notes. The person 

verifying the invoice shall initial the same 
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k) The verified invoices shall be recorded in Purchase Order Day Book and posted 

to the ledgers. 

l) All payments to Suppliers shall be made by Cheque only after ensuring that the 

goods as specified in the Purchase Order have been correctly received both in 

quality and quantity. Advance payments, if any, shall be deducted from the 

invoice amount before settling the invoice. 

m) In case of imports, Bills Payable Registers and Goods in Transit Registers shall 

be maintained to closely follow-up and monitor imports at every stage.  

n) The Executive Commissioner shall be overall in-charge for maintaining Stocks 

and Stores Records in the Scout Shop 

o) It is the responsibility of the Executive Commissioner to ensure the appropriate 

insurance is taken on the following: 

i. All assets of the Association whether movable or immovable against 

risks 

ii. Cash in safe, in office and in transit 

iii. Motor Vehicle whether in running condition or otherwise 

iv. All employees towards workmen compensation/personal accidents 

v. Goods in transit both inbound and outbound 

p) Scouts and Scout Leaders on national duty shall have insurance cover  

q) A Register shall be maintained to record particulars of all policies showing the 

policy number, and date, particulars of the policy, sum insured, premium paid, 

and the expiry date of the policy. 

r) The Executive Commissioner shall ensure that all insurance policies are 

renewed promptly on the due date and that the sums insured are reviewed 

periodically and revised as appropriate. 

 

11.0  WRITE-OFFS AND LOSSES 

a) Adequate provision shall be made against all debts which are deemed doubtful 

of recovery 

b) All precautions shall be taken to recover the debts in the nature of impress, 

loans, and advances from employees. 

c) Where a staff resigns without settling dues owed to the Association, the 

Association shall make effort to receive the amount by corresponding to the 

home address of the employee or with their present employer. 

d) In cases where his whereabouts are not known, legal advice shall be sought. 
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e) Debts which cannot be recovered and are outstanding for more than two 

years, shall be written off with the approval of the National Scout Council. 

f) Loss of assets and property, the cost of which cannot be fully recovered from 

the insurers, shall be written off with the approval of the National Scout 

Council  

g) All types of losses whether cash or property shall be promptly reported by 

persons entrusted with their care to the Executive Committee. The Association 

shall maintain a Register showing the particulars of all losses including 

particulars of claims preferred.  

h) Lodging of claims with insurers shall be accompanied by the necessary 

accounting entries in the Register showing the particulars of all losses including 

particulars of claims preferred. Recoveries made against such claims shall be 

posted in the Register  

i) All types of Cash and other losses which cannot be recovered from the parties 

on whom claims have been lodged for some reasons or other shall be written 

off with the approval of the National Scout Council 

12.0  MAINTENANCE OF BOOKS OF ACCOUNTS 

a) The Association shall maintain proper Books of Accounts to record the Assets 

and Liabilities, Receipts and Payments, and Income and Expenditure. The 

Associations records shall conform to the best Accounting Standards. 

b) The Executive Commissioner shall be responsible for proper maintenance of 

the books of the Association in systematic, orderly and timely manner. He shall 

issue instructions to the staff regarding the maintenance of proper books of 

accounts and also define their duties and responsibilities. 

c) The Executive Commissioner shall ensure: 

d) The Accounts in the Ledger are properly codified and arranged in such manner 

as to facilitate the easy compilation of the Accounts 

e) The basic documents have been properly written up and recorded in the 

subsidiary books and posted in the ledger 

f) Periodic adjustments and provisions are made and incorporated in the books 

before accounts are drawn up 

g) Control Accounts are agreed and reconciled with the subsidiary ledger 

balances at the end of each month. 

h) All recoverable and payable accounts are reconciled every month and 

adjusting entries made. 

i) Fixed Assets Register are maintained with full details which shall include the 

description of each asset, manufacturer’s name, location, date of acquisition, 
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the original cost, the rate and amount provided as depreciation each year, the 

date of disposal, sales, proceeds, profit or loss on disposal etc. 

j) The quarterly financial reports are sent to the Executive Committee meeting 

before the meeting 

k) The Draft Annual Accounts and balance sheet are sent to the Association’s 

auditors within three months of the financial year 

13.0  VERIFICATION OF STOCK AND FIXED ASSETS 

a) It shall be necessary to carry out a full physical verification of stocks at the end 

of every year, and of fixed assets at least once every three years. 

b) A stocktaking team shall carry out the verification. The team shall compare the 

physical stocks with the balance shown in the stock cards and investigate 

excesses and shortages. 

14.0  AUDIT OF ACCOUNTS 

a) The Finance Commissioner shall liaise with the auditors and arrange for early 

completion of audit. 

b) The Finance Commissioner shall ensure that a clean audit certificate is 

obtained. Any qualification of the audit certificate shall be explained to the 

Executive Committee.  

c) The draft annual accounts shall be submitted to the Executive Committee at 

its first meeting during the following year and the audited accounts to its 

second meeting. 

15.0  MAINTENACE AND CUSTODY OF VALUABLE DOCUMENTS 

a) The following documents shall be kept in safe custody: 

i. Title Deeds of the property 

ii. Insurance polices 

iii. Contracts/agreements with employees 

iv. Contracts/agreements entered into between the Association and 

Outsiders for the supply of goods/rendering of services 

v. Receipts of deposits 

vi. Loan documents, investments Agreements 

b) The documents shall be kept in safe custody either by the Association or by the 

Bank and Register maintained to indicate the whereabouts of each document. 
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c) When any of the officials who is entrusted with Cash/property goes on leave 

or is relieved from duty, necessary arrangements shall be made for 

handing/taking over work. 

d) All civil and criminal cases to be filed by the Association against employees, ex-

employees and outside parties shall have the Chief Commissioner’s approval 

e) A Register shall be maintained by the Personnel department showing the 

court/police case and the position regarding the disposal of each case 

f) Each motor vehicle shall maintain a log book showing the following: 

particulars: 

i. Date and time of use 

ii. The kilometre reading at the beginning and at the end of the journey 

iii. Particulars of the journey made 

iv. Name of the Official who travelled, and distance covered 

g) Each entry in the day book shall be signed by the user 

h) The log-book shall also show the quantity and value of fuel consumed, date on 

which the service was last done and next due, cost or repairs incurred. 

16.0  CAPITAL COMMITMENTS 

a) The Association shall maintain a Register showing Capital Commitments made 

by the Association with the following particulars:- 

i. Name of Contractor/Supplier 

ii. Date of commitment and amount 

iii. Date and amount of payments made 

17.0  EMERGENCY SITUATION 

a) In emergency circumstances where major financial decision are involved, the 

Chief commissioner shall in consultation with the Chairman of the Executive 

Committee/Finance commissioner take action and report such matters to the 

next Executive Committee meeting. 

b) All officials of the Association shall abide by the laws of Ghana  

c) The association shall not be liable for any penalties that may be imposed on an 

employee for infringement of the law. 

18.0  FUNDRAISING 
The spirit of Ghana Scout Association is that Scouts and Cubs should earn the funds 
that they raise and not merely solicit money from the public. Scouts in uniform shall 
not take part in street collections for money either for their own fundraising purposes 
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or for that of others. No appeals to the public may be made where illegal or 
undesirable methods of raising funds are proposed. The association is an independent 
legal entity and subject to its Constitution. Fundraising appeals to all of National, 
Regional, District or local units must carry the sanction of the National Executive. This 
is to ensure that as an independent entity, the Association is not dependent on/or 
subject to the control of any form of government office. 

 
18.1  Sponsorships and Promotions 

The primary purpose of sponsorship for Scouting is to attract financial funding  
to assist in the physical, intellectual, spiritual and social development of the 
youth as well as promote and enhance the image of Scouting. 

 
a) Criteria for Acceptance 

 
Scouting will not accept any form of sponsorship/ promotional income from 
individuals, organisations or companies associated directly (or indirectly) with 
the following products and services:  
 

 Arms and ammunition 

 Illicit Drugs 

 Political parties/ services. 
 

In addition to the above, the Association will terminate any form of 
sponsorship with products or services that generate ethical or moral concerns 
that are in conflict with the values and ethics of Scouting. All members of 
Ghana Scout Association acting as such must not countenance, or be 
concerned in, any public method of fundraising for the Association which is in 
any way contrary to the law of the land, or is likely to encourage its members 
in the practice of gambling.  

 
There must be no contravention of the Association Constitution, 
Organisational Rules and Policies, in particular reference to the Child 
Protection and Member Code of Conduct Policy. 

 
b) Badge Sponsorship, the Association will proactively seek the sponsorship 

of activity or interest badges. It will not seek support for other badges. The 
lower half of the badge may be altered to reflect the name or logo of the 
company/sponsor on the badge. This must account for no more than 33% 
of the badge.  

 
Corporate catch phrases or slogans will not be permitted on the badge. 
Approval of badge alterations will be at the discretion of the Youth Programme 
Chairperson in conjunction with the National Office. 

 
18.2  Donations and Project Funding 

The National Executive Committee, through the National Office, shall actively 
seek to raise funds through donations and project funding from companies, 
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trusts and foundations, recognising that funds raised from such organisations 
need to comply with the criteria for acceptance as set out in 2.1(a) above. The 
National Executive shall encourage all levels of the Association to raise funds 
by seeking donations, sponsorships, promotions and hosting fundraising 
activities. 
 
However only the National Office may approach International Funding 
Agencies, National Scout Organisations, Embassies, Countries and/or the 
National Lottery Distribution Trust Fund in order to raise funds. 

 
In approaching national Companies and Charitable Trusts/Foundations, the 

National Office asserts the right to priority if so required. An individual Scout 
Group, regional camp, -event,–training activity or –property with in the 
Association which wishes to apply to a national corporate head office within 
their local boundary, must consult with the National Office prior to making that 
approach. Unless the National Office has existing ties or is in the process of 
negotiating a donation/sponsorship/support, the individual Scout Group will 
be given permission to make such an approach.  

 
An individual Scout Group, regional camp, -event, –training activity or –
property within the Ghana Scout Association which wishes to apply to a 
regional office or branch of a national corporate entity, trust, or foundation 
within their local boundary, must notify the National Office prior to making 
that approach. 

 
An individual Scout Group, regional camp, -event, –training activity or –
property within the Association may not make an approach to organisations 
outside their boundaries as defined by the National Executive Committee. 
Individual Scout Groups and regional camp, -event, –training activity or –
property within the Association are encouraged to seek advice on fundraising 
from the National Office. Individual Scout Groups are also encouraged to 
approach local town Councils. 

 
18.3  Accounting for sponsorship and project fundraising  

Where funds are raised for a specific national or regional camp, -event, –
training activity or –property within the Association, these funds will be ring-
fenced within the financials of the Ghana Scout Association and managed as 
such. 

 
18.4  Individual Scout Group Fundraising 

The Group Committee (and in the case of sponsored Groups, the sponsoring 
authority), shall have the authority to raise funds by any means not in conflict 
with the Constitution, Organisational Rules and Policies and this policy. 
However, the term "raising funds" does not include the borrowing of money 
or the purchase of goods on credit without the prior written consent of the 
National Finance Committee. 

 


