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1.2 Types of educational costs 
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Marginal cost 

Fixed and variable costs 

1.3 Importance of cost analysis in education 

Role in planning and budgeting 

Implications for resource allocation 

Contribution to efficiency and accountability 
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Introduction 

Education is often described as an investment, yet every investment requires careful consideration 
of costs. Schools and educational institutions must account for expenses ranging from teacher 
salaries to classroom materials, and from infrastructure maintenance to student services. Without 
a clear understanding of these costs, administrators may struggle to allocate resources effectively 
or justify spending decisions. 

The aim of this Series is to introduce you to the basic concepts of educational costs, explain the 
different types of costs, and highlight the importance of cost analysis in educational planning and 
management. 

We shall commence this Series by examining the concept of educational costs and the scope they 
cover. Next, we will explore the different types of costs, including unit, average, marginal, fixed, and 
variable costs. Finally, we will conclude by considering the importance of cost analysis in 
education, showing how it supports effective planning, resource allocation, and accountability. 

 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 

SLO 1.1 define the concept of educational costs and explain their scope, 

SLO 1.2 describe unit, average, marginal, fixed, and variable costs in education, 

SLO 1.3 analyse the importance of cost analysis for planning, resource allocation, and 
accountability in education. 

 

 

1.1 Concept Of Educational Costs 

1.1.1 Definition of costs in education 

Educational costs are the financial resources required to provide and sustain learning activities. 
They include all expenditures made by schools, governments, parents, and communities to 
support teaching and learning. These costs may cover salaries, instructional materials, 
infrastructure, and other services that ensure the smooth running of educational institutions. 

Fill in the blank: Educational costs are the __________ resources required to provide and sustain 
learning activities. 

 
Diagram showing examples of educational costs such as salaries, textbooks, infrastructure, and 
services. 
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Figure 1.1: Examples of educational costs  

:  

 

1.1.2 Scope of educational costs 

The scope of educational costs extends beyond direct school expenses. It includes private costs, 
which are borne by individuals or families, such as tuition fees and uniforms. It also covers 
institutional costs, which are expenditures made by schools and governments, such as salaries 
and facilities. Finally, there are social costs, which represent the broader impact of education on 
society, including opportunity costs and public investments. 

Fill in the blank: The scope of educational costs includes private, institutional, and __________ 
costs. 

 
Box 1.1: Scope of educational costs 
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Cost 
Category 

Definition Examples 

Private Costs 
Expenses borne directly by the 
student or their family. 

Tuition, textbooks, transportation, and 
opportunity costs (foregone wages while 
studying). 

Institutional 
Costs 

Expenses incurred by the 
school, university, or training 
center to provide education. 

Teacher salaries, building maintenance, 
laboratory equipment, and administrative 
overhead. 

Social Costs 
The total cost to society, 
including both private and public 
subsidies. 

Government grants/funding, tax-free status 
of schools, and the diversion of public 
resources from other sectors. 

 

Pilot questions 1.1 

Which of the following best defines educational costs? 
a) Financial resources required to provide and sustain learning activities 
b) Physical infrastructure alone 
c) Curriculum design only 
d) Teacher training alone 

Fill in the blank: Educational costs may cover salaries, instructional materials, infrastructure, 
and other __________. 

Which of the following is a type of educational cost? 
a) Private cost 
b) Institutional cost 
c) Social cost 
d) All of the above 

Fill in the blank: Private costs are borne by individuals or __________. 

Why is it important to understand the scope of educational costs? 
a) It helps in planning and resource allocation 
b) It eliminates curriculum content 
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c) It prevents administration 
d) It replaces discipline 

 

1.2 Types Of Educational Costs 

1.2.1 Unit cost 

Unit cost refers to the expenditure incurred per learner in an educational institution. It is 
calculated by dividing the total cost of education by the number of learners enrolled. Unit cost 
helps administrators and policymakers to assess the efficiency of resource use and compare costs 
across schools or programmes. 

Fill in the blank: Unit cost is calculated by dividing the total cost of education by the number of 
__________ enrolled. 
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Table 1.1: Example of unit cost calculation 

 

1.2.2 Average cost 

Average cost is the total expenditure divided by the total number of units of output, such as 
classes or instructional hours. It provides a broader measure than unit cost, as it considers the 
average expense across different activities or services. 

Fill in the blank: Average cost is the total expenditure divided by the total number of units of 
__________. 
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1.2.3 Marginal cost 

Marginal cost is the additional expenditure incurred when one more learner is enrolled or one 
more unit of service is provided. It is useful for decision-making, as it shows the cost implications 
of expanding educational services. 

Fill in the blank: Marginal cost is the additional expenditure incurred when one more __________ is 
enrolled. 

 

1.2.4 Fixed and variable costs 

Fixed costs are expenditures that remain constant regardless of the number of learners, such as 
salaries of permanent staff or building maintenance. Variable costs change with enrolment or 
activity levels, such as textbooks, consumables, or utilities. Distinguishing between fixed and 
variable costs helps administrators plan budgets more effectively. 

Fill in the blank: Fixed costs remain constant, while variable costs change with __________ levels. 
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Box 1.2: Examples of fixed and variable costs 

 

Pilot questions 1.2 

Which of the following best defines unit cost? 
a) Expenditure per learner 
b) Expenditure per teacher 
c) Expenditure per classroom 
d) Expenditure per textbook 

Fill in the blank: Average cost is the total expenditure divided by the total number of units of 
__________. 
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Which of the following best describes marginal cost? 
a) Additional expenditure for one more learner 
b) Total expenditure for all learners 
c) Expenditure for fixed assets 
d) Expenditure for variable items 

Fill in the blank: Fixed costs remain constant, while variable costs change with __________. 

Which of the following is a fixed cost? 
a) Salaries of permanent staff 
b) Textbooks 
c) Utilities 
d) Consumables 

 

1.3 Importance Of Cost Analysis In Education 

1.3.1 Role in planning and budgeting 

Cost analysis provides essential information for preparing realistic budgets. By understanding unit, 
average, marginal, fixed, and variable costs, administrators can allocate resources more 
effectively and avoid waste. 

Fill in the blank: Cost analysis provides essential information for preparing realistic __________. 

 

1.3.2 Implications for resource allocation 

Cost analysis helps decision-makers determine how resources should be distributed among 
schools, departments, or programmes. It ensures equity and efficiency in educational spending. 

Fill in the blank: Cost analysis helps decision-makers determine how __________ should be 
distributed among schools or programmes. 

 

1.3.3 Contribution to efficiency and accountability 

Cost analysis promotes efficiency by identifying areas where resources are underutilised. It also 
enhances accountability, as stakeholders can see how funds are spent and whether they achieve 
intended outcomes. 

Fill in the blank: Cost analysis promotes efficiency and enhances __________ in educational 
management. 

 
Diagram showing the role of cost analysis in planning, resource allocation, and accountability. 
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Figure 1.2: Importance of cost analysis in education  

 

Pilot questions 1.3 

Why is cost analysis important in planning? 
a) It provides information for realistic budgets 
b) It eliminates curriculum content 
c) It prevents administration 
d) It replaces discipline 

Fill in the blank: Cost analysis helps decision-makers determine how __________ should be 
distributed among schools or programmes. 
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Which of the following is an implication of cost analysis? 
a) Equity in resource allocation 
b) Efficiency in spending 
c) Accountability in management 
d) All of the above 

Fill in the blank: Cost analysis promotes efficiency and enhances __________. 

Which of the following best describes the contribution of cost analysis? 
a) Identifying underutilised resources and promoting accountability 
b) Eliminating teaching staff 
c) Preventing curriculum design 
d) Reducing student enrolment 

 

 

Series Summary 

In this Series, we explored the basic concepts and types of educational costs. We began by 
defining educational costs and examining their scope, which includes private, institutional, and 
social costs. We then studied the different types of costs, such as unit, average, marginal, fixed, 
and variable costs, and considered how each provides insight into the financial management of 
education. Finally, we analysed the importance of cost analysis, highlighting its role in planning, 
budgeting, resource allocation, efficiency, and accountability. 

By completing this Series, you should now be able to define educational costs, describe their 
types, and analyse their importance in educational planning and management. 

 

Glossary of Terms 

Educational costs: Financial resources required to provide and sustain learning activities. 

Unit cost: Expenditure incurred per learner, calculated by dividing total cost by enrolment. 

Average cost: Total expenditure divided by the total number of units of output, such as classes 
or instructional hours. 

Marginal cost: Additional expenditure incurred when one more learner is enrolled or one more 
unit of service is provided. 

Fixed costs: Expenditures that remain constant regardless of the number of learners, such as 
salaries of permanent staff. 

Variable costs: Expenditures that change with enrolment or activity levels, such as textbooks 
or utilities. 
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Private costs: Costs borne by individuals or families, such as tuition fees and uniforms. 

Institutional costs: Expenditures made by schools or governments, such as salaries and 
facilities. 

Social costs: Broader impact of education on society, including opportunity costs and public 
investments. 

Cost analysis: The process of examining costs to support planning, budgeting, resource 
allocation, efficiency, and accountability. 

 

Concept Check Questions 1 

Objective questions 

Which of the following best defines educational costs? (Linked to SLO 1.1) 
a) Physical infrastructure alone 
b) Financial resources required to provide and sustain learning activities 
c) Curriculum design only 
d) Teacher training alone 

Which of the following is a type of educational cost? (Linked to SLO 1.2) 
a) Unit cost 
b) Average cost 
c) Marginal cost 
d) All of the above 

Which of the following is a fixed cost? (Linked to SLO 1.2) 
a) Textbooks 
b) Utilities 
c) Salaries of permanent staff 
d) Consumables 

Which of the following is an implication of cost analysis? (Linked to SLO 1.3) 
a) Equity in resource allocation 
b) Efficiency in spending 
c) Accountability in management 
d) All of the above 

Which of the following best describes marginal cost? (Linked to SLO 1.2) 
a) Additional expenditure for one more learner 
b) Total expenditure for all learners 
c) Expenditure for fixed assets 
d) Expenditure for variable items 
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Short-answer questions 

Define educational costs. (Linked to SLO 1.1) 

State one example of a private cost. (Linked to SLO 1.1) 

Mention one benefit of calculating unit cost. (Linked to SLO 1.2) 

Give one example of a variable cost in education. (Linked to SLO 1.2) 

Explain why cost analysis is important in educational planning. (Linked to SLO 1.3) 

Long-answer questions 

Analyse the differences between fixed and variable costs, providing examples of each. (Linked 
to SLO 1.2) 

Evaluate the importance of cost analysis in resource allocation and accountability in 
education. (Linked to SLO 1.3) 

 

Answers To Pilot Questions 1 

Part 1.1 

a 

services 

d 

families 

a 

Part 1.2 

a 

output 

a 

enrolment 

a 

Part 1.3 

a 

resources 
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d 

accountability 

a 

 

References/Attributions 1 

Course materials: EDM 402, Educational Costs and Financial Matters. 

Suggested illustration prompts:  

Figure 1.1: Examples of educational costs. AI prompt: “Create a diagram showing 
categories of educational costs: salaries, instructional materials, infrastructure, 
services.” 

Box 1.1: Scope of educational costs. AI prompt: “Generate a summary box listing 
private, institutional, and social costs with brief examples.” 

Table 1.1: Example of unit cost calculation. AI prompt: “Create a table showing total 
cost of education, number of learners, and resulting unit cost.” 

Box 1.2: Examples of fixed and variable costs. AI prompt: “Generate a summary box 
listing examples of fixed costs (salaries, maintenance) and variable costs 
(textbooks, utilities).” 

Figure 1.2: Importance of cost analysis in education. AI prompt: “Create a diagram 
showing cost analysis leading to planning, resource allocation, efficiency, and 
accountability.” 

Suggested search strings for OER sourcing:  

“examples of educational costs diagram OER” 

“scope of educational costs OER” 

“unit cost calculation in education OER” 

“fixed and variable costs in education OER” 

“importance of cost analysis in education diagram OER” 
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Series 2: Educational Spending, Prices, And Opportunity Cost 

Series outline 

2.1 Concept of educational spending 

Definition of spending in education 

Purpose of educational spending 

2.2 Prices in education 

Current prices 

Constant prices 

Importance of distinguishing between current and constant prices 

2.3 Opportunity cost in education 

Definition of opportunity cost 

Examples of opportunity cost in educational decision-making 

Implications for resource allocation 

2.4 Significance of spending, prices, and opportunity cost in educational management 

Role in budgeting and planning 

Impact on efficiency and equity 

Contribution to accountability and sustainability 

Introduction 

Education requires significant financial commitment, and every decision about spending has 
implications for learners, schools, and society. Administrators often face challenges in balancing 
limited resources with growing demands, and this makes it essential to understand how spending, 
prices, and opportunity cost shape educational management. Without this knowledge, schools 
may struggle to plan effectively or justify their financial decisions. 

The aim of this Series is to explain the concept of educational spending, distinguish between 
current and constant prices, and analyse the role of opportunity cost in educational 
decision-making. 

We shall commence this Series by examining the concept of educational spending and its purpose. 
Next, we will explore the idea of prices in education, focusing on the difference between current 
and constant prices. Following that, we will study opportunity cost, considering its definition, 
examples, and implications for resource allocation. Finally, we will conclude by analysing the 
significance of spending, prices, and opportunity cost in educational management, highlighting 
their contribution to planning, efficiency, and accountability. 
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Series Learning Outcomes 

Upon completing this Series, you should be able to: 

SLO 2.1 define educational spending and explain its purpose, 

SLO 2.2 distinguish between current and constant prices in education, 

SLO 2.3 define opportunity cost and illustrate its application in educational decision-making, 

SLO 2.4 analyse the significance of spending, prices, and opportunity cost in educational 
management. 

 

2.1 Concept Of Educational Spending 

2.1.1 Definition of spending in education 

Educational spending refers to the financial outlay made by governments, schools, parents, and 
communities to support teaching and learning activities. It includes both direct costs, such as 
salaries and textbooks, and indirect costs, such as infrastructure maintenance and administrative 
services. Spending is essential because it reflects the commitment of society to invest in education 
as a driver of development. 

Fill in the blank: Educational spending refers to the financial __________ made to support teaching 
and learning activities. 

 
Diagram showing categories of educational spending: salaries, instructional materials, 
infrastructure, and administration. 
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Figure 2.1: Categories of educational spending  

 

 

2.1.2 Purpose of educational spending 

The purpose of educational spending is to ensure that schools have the resources needed to 
deliver quality education. It supports the recruitment and retention of qualified teachers, provision 
of learning materials, maintenance of facilities, and development of programmes. Spending also 
reflects policy priorities, such as expanding access, improving equity, or enhancing quality. 

Fill in the blank: The purpose of educational spending is to ensure that schools have the __________ 
needed to deliver quality education. 
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Box 2.1: Purposes of educational spending 
 

Purpose Description Key Focus Areas 

Teacher 
Recruitment & 
Retention 

Investing in the human capital that 
drives student learning. 

Competitive salaries, benefits, 
professional development, and 
hiring incentives. 

Provision of 
Materials 

Ensuring students and educators 
have the physical and digital tools 
necessary for instruction. 

Textbooks, digital learning 
platforms, laboratory equipment, 
and classroom supplies. 

Maintenance of 
Facilities 

Creating and sustaining a safe, 
healthy, and modern environment for 
learning. 

Building repairs, HVAC systems, 
janitorial services, and 
technological infrastructure. 

Policy Priorities 
Allocating funds toward specific 
systemic goals or socioeconomic 
interventions. 

Special education programs, 
equity initiatives, literacy drives, 
and vocational training. 

 

Pilot questions 2.1 

Which of the following best defines educational spending? 
a) Financial outlay to support teaching and learning activities 
b) Physical infrastructure alone 
c) Curriculum design only 
d) Teacher training alone 

Fill in the blank: Educational spending includes both direct costs such as salaries and 
textbooks, and __________ costs such as infrastructure maintenance. 

Which of the following is a purpose of educational spending? 
a) Recruitment of teachers 
b) Provision of learning materials 
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c) Maintenance of facilities 
d) All of the above 

Fill in the blank: Spending reflects policy priorities such as expanding access, improving equity, 
or enhancing __________. 

Why is educational spending important? 
a) It ensures schools have resources to deliver quality education 
b) It eliminates curriculum content 
c) It prevents administration 
d) It replaces discipline 

 

2.2 Prices In Education 

2.2.1 Current prices 

Current prices are the actual amounts paid for goods and services at the time of purchase. In 
education, this refers to the money spent on salaries, textbooks, equipment, and other resources 
at prevailing market rates. Current prices are important because they reflect the immediate 
financial burden on schools, parents, and governments. 

Fill in the blank: Current prices are the actual amounts paid for goods and services at the time of 
__________. 

 

2.2.2 Constant prices 

Constant prices are adjusted values that remove the effect of inflation, allowing comparisons 
across different years. In education, constant prices help administrators and policymakers to 
evaluate whether spending has genuinely increased or decreased over time. 

Fill in the blank: Constant prices are adjusted values that remove the effect of __________. 

 

2.2.3 Importance of distinguishing between current and constant prices 

Distinguishing between current and constant prices is essential for accurate financial analysis. 
While current prices show the immediate cost of education, constant prices provide a clearer 
picture of long-term trends and real changes in expenditure. This distinction helps in planning, 
budgeting, and evaluating policy effectiveness. 

Fill in the blank: Distinguishing between current and constant prices is essential for accurate 
__________ analysis. 
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Box 2.2: Current versus constant prices in education 

 

Pilot questions 2.2 

Which of the following best defines current prices? 
a) Actual amounts paid at the time of purchase 
b) Inflation-adjusted values 
c) Future projections 
d) Estimated costs 

Fill in the blank: Constant prices are adjusted values that remove the effect of __________. 
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Why is it important to distinguish between current and constant prices? 
a) For accurate financial analysis 
b) To eliminate curriculum content 
c) To prevent administration 
d) To replace discipline 

Fill in the blank: Current prices show the immediate cost of education, while constant prices 
provide a clearer picture of long-term __________. 

Which of the following is used to evaluate real changes in expenditure over time? 
a) Constant prices 
b) Current prices 
c) Estimated costs 
d) Future projections 

 

2.3 Opportunity Cost In Education 

2.3.1 Definition of opportunity cost 

Opportunity cost is the value of the next best alternative forgone when a choice is made. In 
education, it refers to what is sacrificed when resources are allocated to one programme instead of 
another. For example, funding a new science laboratory may mean postponing investment in 
sports facilities. 

Fill in the blank: Opportunity cost is the value of the next best __________ forgone when a choice is 
made. 

 

2.3.2 Examples of opportunity cost in educational decision-making 

Opportunity cost is evident in decisions such as choosing between hiring more teachers or 
purchasing new equipment, or between expanding access and improving quality. Each choice 
involves trade-offs that affect learners and institutions. 

Fill in the blank: Opportunity cost is evident in decisions such as choosing between hiring more 
teachers or purchasing new __________. 

 

2.3.3 Implications for resource allocation 

Recognising opportunity cost helps administrators allocate resources more wisely. It ensures that 
decisions are made with awareness of what is being sacrificed, thereby promoting efficiency and 
fairness in educational management. 

Fill in the blank: Recognising opportunity cost helps administrators allocate __________ more 
wisely. 
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Diagram showing opportunity cost in education: choosing between alternative uses of resources. 
Figure 2.2: Opportunity cost in educational decision-making  

 
 

 

Pilot questions 2.3 

Which of the following best defines opportunity cost? 
a) Value of the next best alternative forgone 
b) Actual expenditure incurred 
c) Inflation-adjusted value 
d) Estimated cost 
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Fill in the blank: Opportunity cost refers to what is __________ when resources are allocated to 
one programme instead of another. 

Which of the following is an example of opportunity cost in education? 
a) Choosing between hiring more teachers or purchasing equipment 
b) Paying salaries on time 
c) Maintaining school buildings 
d) Conducting examinations 

Fill in the blank: Recognising opportunity cost helps administrators allocate __________ more 
wisely. 

Why is opportunity cost important in educational management? 
a) It promotes efficiency and fairness in resource allocation 
b) It eliminates curriculum content 
c) It prevents administration 
d) It replaces discipline 

 

2.4 Significance Of Spending, Prices, And Opportunity Cost In Educational Management 

2.4.1 Role in budgeting and planning 

Spending, prices, and opportunity cost provide essential information for preparing realistic budgets 
and plans. They help administrators anticipate financial needs and make informed decisions about 
priorities. 

Fill in the blank: Spending, prices, and opportunity cost provide essential information for preparing 
realistic __________. 

 

2.4.2 Impact on efficiency and equity 

Analysing spending, prices, and opportunity cost promotes efficiency by ensuring resources are 
used effectively. It also supports equity by highlighting disparities in resource distribution and 
guiding corrective action. 

Fill in the blank: Analysing spending, prices, and opportunity cost promotes efficiency and 
supports __________. 

 

2.4.3 Contribution to accountability and sustainability 

Transparent spending, accurate price analysis, and recognition of opportunity cost enhance 
accountability. They also contribute to sustainability by ensuring that educational investments are 
balanced and long-term goals are considered. 
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Fill in the blank: Transparent spending and recognition of opportunity cost enhance accountability 
and contribute to __________. 

 
Diagram showing the significance of spending, prices, and opportunity cost in educational 
management. 
Figure 2.3: Significance of spending, prices, and opportunity cost  

 

 

Pilot questions 2.4 

Why are spending, prices, and opportunity cost important in budgeting? 
a) They provide information for realistic budgets and plans 
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b) They eliminate curriculum content 
c) They prevent administration 
d) They replace discipline 

Fill in the blank: Analysing spending, prices, and opportunity cost promotes efficiency and 
supports __________. 

Which of the following best describes their contribution to accountability? 
a) Transparent spending and recognition of opportunity cost 
b) Eliminating teaching staff 
c) Preventing curriculum design 
d) Reducing student enrolment 

Fill in the blank: Transparent spending and recognition of opportunity cost enhance 
accountability and contribute to __________. 

Which of the following is a long-term benefit of analysing spending, prices, and opportunity 
cost? 
a) Sustainability of educational investments 
b) Elimination of curriculum content 
c) Prevention of administration 
d) Replacement of discipline 

 

Series Summary 

In this Series, we examined the concepts of educational spending, prices, and opportunity cost, all 
of which are central to financial decision-making in schools and educational systems. We began by 
defining educational spending and considering its purpose in ensuring that schools have the 
resources needed to deliver quality education. Then we explored the distinction between current 
and constant prices, showing how this helps administrators to interpret expenditure trends 
accurately. Following that, we studied opportunity cost, highlighting its role in resource allocation 
and the trade-offs involved in educational decisions. Finally, we analysed the overall significance 
of spending, prices, and opportunity cost in educational management, emphasising their 
contribution to budgeting, efficiency, equity, accountability, and sustainability. 

By completing this Series, you should now be able to define educational spending and explain its 
purpose (SLO 2.1), distinguish between current and constant prices (SLO 2.2), define and illustrate 
opportunity cost in education (SLO 2.3), and analyse the significance of these concepts in 
educational management (SLO 2.4). 

 

Glossary of Terms 

Constant prices: Inflation-adjusted values that allow comparison of expenditure across 
different years. 
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Current prices: Actual amounts paid for goods and services at the time of purchase. 

Educational spending: Financial outlay made by governments, schools, parents, and 
communities to support teaching and learning activities. 

Opportunity cost: The value of the next best alternative forgone when a choice is made. 

 

Concept Check Questions [Series 2] 

Objective questions 

Which of the following best defines educational spending? (Linked to SLO 2.1) 
a) Physical infrastructure alone 
b) Financial outlay to support teaching and learning activities 
c) Curriculum design only 
d) Teacher training alone 

Which of the following best defines constant prices? (Linked to SLO 2.2) 
a) Actual amounts paid at the time of purchase 
b) Inflation-adjusted values 
c) Future projections 
d) Estimated costs 

Which of the following best defines opportunity cost? (Linked to SLO 2.3) 
a) Value of the next best alternative forgone 
b) Actual expenditure incurred 
c) Inflation-adjusted value 
d) Estimated cost 

Which of the following is a long-term benefit of analysing spending, prices, and opportunity 
cost? (Linked to SLO 2.4) 
a) Sustainability of educational investments 
b) Elimination of curriculum content 
c) Prevention of administration 
d) Replacement of discipline 

Short-answer questions 

Define educational spending. (Linked to SLO 2.1) 

State one difference between current and constant prices. (Linked to SLO 2.2) 

Give one example of opportunity cost in education. (Linked to SLO 2.3) 

Explain why distinguishing between current and constant prices is important. (Linked to SLO 
2.2) 
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Mention one way in which spending, prices, and opportunity cost contribute to accountability. 
(Linked to SLO 2.4) 

Long-answer questions 

Analyse the role of opportunity cost in educational decision-making, providing examples of 
trade-offs. (Linked to SLO 2.3) 

Evaluate the significance of spending, prices, and opportunity cost in budgeting, efficiency, and 
sustainability. (Linked to SLO 2.4) 

 

Answers To Concept Check Questions [Series 2] 

Objective questions 

b 

b 

a 

a 

Short-answer questions 

Educational spending is the financial outlay made by governments, schools, parents, and 
communities to support teaching and learning activities. 

Current prices are actual amounts paid at the time of purchase, while constant prices are 
inflation-adjusted values. 

Choosing between hiring more teachers or purchasing new equipment. 

It ensures accurate financial analysis and helps evaluate real changes in expenditure over time. 

By showing how funds are used transparently and linking spending to outcomes. 

Long-answer questions 

Basic response: Opportunity cost is the value of the next best alternative forgone. In education, 
it arises when resources are allocated to one programme instead of another, such as 
funding a science laboratory instead of sports facilities. 
Value-added response: Opportunity cost highlights trade-offs in resource allocation, 
encouraging administrators to weigh benefits and sacrifices. It promotes efficiency and 
fairness by ensuring that decisions consider both immediate needs and long-term 
priorities. 

Basic response: Spending, prices, and opportunity cost provide information for realistic 
budgets, promote efficiency, and support sustainability. 
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Value-added response: Analysing these concepts ensures equitable distribution of 
resources, enhances accountability, and strengthens long-term planning. They help 
institutions balance present demands with future goals, ensuring sustainable educational 
investments. 

 

Answers To Pilot Questions [Series 2] 

Part 2.1 

a 

indirect 

d 

quality 

a 

Part 2.2 

a 

inflation 

a 

trends 

a 

Part 2.3 

a 

sacrificed 

a 

resources 

a 

Part 2.4 

a 

equity 

a 

sustainability 
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a 

 

References And Attributions [Series 2] 

Course materials: EDM 402, Educational Costs and Financial Matters. 

Suggested illustration prompts:  

Figure 2.1: Categories of educational spending. AI prompt: “Create a diagram showing 
categories of educational spending: salaries, instructional materials, infrastructure, 
administration.” 

Box 2.1: Purposes of educational spending. AI prompt: “Generate a summary box listing 
purposes of educational spending: teacher recruitment, provision of materials, 
maintenance of facilities, policy priorities.” 

Box 2.2: Current versus constant prices in education. AI prompt: “Generate a summary 
box comparing current prices (actual amounts paid) and constant prices 
(inflation-adjusted values).” 

Figure 2.2: Opportunity cost in educational decision-making. AI prompt: “Create a 
diagram showing opportunity cost in education, with examples of trade-offs such as 
teachers versus equipment.” 

Figure 2.3: Significance of spending, prices, and opportunity cost. AI prompt: “Create a 
diagram showing how spending, prices, and opportunity cost contribute to 
budgeting, efficiency, equity, accountability, and sustainability.” 

Suggested search strings for OER sourcing:  

“categories of educational spending diagram OER” 

“purposes of educational spending OER” 

“current and constant prices in education OER” 

“opportunity cost in education diagram OER” 

“significance of spending prices opportunity cost in education OER” 

 

 

 

 

Series 3: Budgetary Analysis, Resource Allocation, And Accounting Practices 
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Series outline 

3.1 Concept of budgetary analysis in education 

Definition of budgetary analysis 

Purpose and importance of budgetary analysis 

3.2 Resource allocation in education 

Principles of resource allocation 

Methods of distributing resources 

Challenges in resource allocation 

3.3 Accounting practices in schools 

Review of accounting practices in education 

Accounting aids to educational management 

Role of accounting in transparency and accountability 

3.4 Linking budgetary analysis, resource allocation, and accounting practices 

Integration for effective school management 

Contribution to efficiency and sustainability 

 

Introduction 

In the last Series, we explored educational spending, prices, and opportunity cost, focusing 
on how financial decisions shape the management of schools. Building on that foundation, 
this Series turns to the practical tools and processes that ensure resources are used wisely 
and transparently. Budgetary analysis, resource allocation, and accounting practices are the 
backbone of financial management in education, and they provide the framework for effective 
planning and accountability. 

The aim of this Series is to equip you with the knowledge and skills to analyse educational 
budgets, apply principles of resource allocation, and evaluate accounting practices that 
support transparency and efficiency in schools. 

We shall commence this Series by examining the concept of budgetary analysis in education, 
considering its definition, purpose, and importance. Next, we will move on to resource 
allocation, exploring its principles, methods, and challenges. Following that, we will study 
accounting practices in schools, including their role in management and accountability. 
Finally, we will bring the Series to a close by linking budgetary analysis, resource allocation, 
and accounting practices, showing how they integrate to strengthen educational 
management and sustainability. 
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Series Learning Outcomes 

Upon completing this Series, you should be able to: 

SLO 3.1 define budgetary analysis and explain its purpose in education, 

SLO 3.2 apply principles of resource allocation and describe methods of distributing 
resources, 

SLO 3.3 evaluate accounting practices in schools and explain their role in transparency 
and accountability, 

SLO 3.4 analyse how budgetary analysis, resource allocation, and accounting practices 
integrate to support effective educational management. 

 

3.1 Concept Of Budgetary Analysis In Education 

3.1.1 Definition of budgetary analysis 

Budgetary analysis refers to the systematic examination of an educational institution’s 
financial plan, focusing on how resources are allocated, spent, and monitored. It involves 
comparing planned expenditure with actual spending, identifying variances, and evaluating 
whether financial goals are being achieved. In schools, budgetary analysis ensures that funds 
are used efficiently and that priorities such as teaching, infrastructure, and student welfare 
are adequately supported. 

Fill in the blank: Budgetary analysis refers to the systematic examination of an institution’s 
__________ plan. 

 
Diagram showing the process of budgetary analysis: planning, allocation, spending, 
monitoring, and evaluation. 
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Figure 3.1: Process of budgetary analysis in education  

“ 

3.1.2 Purpose and importance of budgetary analysis 

The purpose of budgetary analysis is to ensure that educational resources are used 
effectively and align with institutional goals. It helps administrators identify areas of 
overspending or underfunding, make adjustments, and improve financial accountability. 
Budgetary analysis also supports transparency, as stakeholders can see how funds are 
distributed and whether they achieve intended outcomes. 

Fill in the blank: The purpose of budgetary analysis is to ensure that educational resources are 
used __________ and align with institutional goals. 

 
Box 3.1: Importance of budgetary analysis in education 
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Key Pillar Description 

Efficiency 
Maximizes the impact of limited resources by identifying waste and 
reallocating funds to high-impact programs. 

Accountability 
Provides a clear trail of how public or institutional funds are used, ensuring 
stakeholders (parents, taxpayers, and boards) that money is handled 
responsibly. 

Transparency 
Builds trust within the community by making financial decisions and 
processes visible and understandable. 

Goal 
Alignment 

Ensures that spending directly supports the mission—such as improving 
student outcomes, upgrading technology, or supporting staff development. 

 

Pilot questions 3.1 

Which of the following best defines budgetary analysis? 
a) Systematic examination of an institution’s financial plan 
b) Curriculum design only 
c) Teacher training alone 
d) Physical infrastructure alone 

Fill in the blank: Budgetary analysis involves comparing planned expenditure with 
__________ spending. 

Which of the following is a purpose of budgetary analysis? 
a) Identifying overspending or underfunding 
b) Improving accountability 
c) Supporting transparency 
d) All of the above 

Fill in the blank: The purpose of budgetary analysis is to ensure that educational resources 
are used __________. 

Why is budgetary analysis important in schools? 
a) It ensures efficient use of funds and supports transparency 
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b) It eliminates curriculum content 
c) It prevents administration 
d) It replaces discipline 

 

3.2 Resource Allocation In Education 

3.2.1 Principles of resource allocation 

Resource allocation refers to the process of distributing available financial, human, and material 
resources among competing needs in education. The principles guiding resource allocation 
include equity, efficiency, transparency, and accountability. Equity ensures that resources are 
fairly distributed, efficiency focuses on maximising outcomes with limited inputs, transparency 
makes the process open to scrutiny, and accountability ensures that those responsible for 
allocation can justify their decisions. 

Fill in the blank: The principles of resource allocation include equity, efficiency, transparency, and 
__________. 

 
Box 3.2: Principles of resource allocation 
 

Principle Strategic Focus 

Equity 

Distributing resources based on need rather than just equal parts. This ensures 
that students with greater challenges (e.g., socio-economic barriers or learning 
disabilities) receive the support required to achieve the same outcomes as their 
peers. 

Efficiency 
The "best bang for your buck." It involves streamlining operations and choosing 
evidence-based programs to ensure that no resources are wasted and that the 
maximum possible benefit is derived from the available budget. 

Transparency 
Maintaining an open-book policy regarding how and why financial decisions are 
made. This involves clear communication with stakeholders so the logic behind 
funding priorities is visible to all. 
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Principle Strategic Focus 

Accountability 
Establishing a system of ownership. It requires tracking the results of allocated 
funds and holding decision-makers responsible for ensuring that the resources 
actually lead to the intended educational improvements. 

 

3.2.2 Methods of distributing resources 

Methods of distributing resources in education vary depending on policy and institutional priorities. 
Common methods include formula funding, where resources are allocated based on enrolment or 
performance indicators; discretionary allocation, where administrators decide based on perceived 
needs; and targeted funding, where resources are directed to specific programmes or 
disadvantaged groups. 

Fill in the blank: Formula funding allocates resources based on __________ or performance 
indicators. 

 
Table 3.1: Methods of distributing resources in education 
 

Method Definition Key Advantage Typical Example 

Formula 
Funding 

Resources are 
distributed based on a 
pre-set mathematical 
formula (e.g., $X$ 
dollars per student). 

Predictability: Schools 
can forecast their budget 
based on enrollment 
numbers. 

General Operating 
Grants: A district 
receives a base 
amount for every 
student enrolled. 

Discretionary 
Allocation 

Funds are distributed 
based on the judgment 
of administrators or 
boards rather than a 
strict formula. 

Flexibility: Allows 
leaders to respond to 
unique, localized, or 
immediate needs that a 
formula might miss. 

Principal’s Fund: 
Money set aside for a 
school leader to use for 
"as-needed" classroom 
supplies or minor 
repairs. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

Method Definition Key Advantage Typical Example 

Targeted 
Funding 

Categorical funds 
earmarked for specific 
populations, programs, 
or strategic initiatives. 

Equity: Directs support 
specifically to those who 
need it most (e.g., low-
income students or ESL 
programs). 

Special Education 
Grants: Funds that can 
only be spent on 
services and staff for 
students with IEPs. 

 

 

3.2.3 Challenges in resource allocation 

Challenges in resource allocation include limited resources, political influence, competing 
priorities, and lack of accurate data. These challenges often lead to inefficiencies or inequities in 
educational systems. Addressing them requires careful planning, stakeholder involvement, and 
transparent processes. 

Fill in the blank: Challenges in resource allocation include limited resources, political influence, 
competing priorities, and lack of accurate __________. 

 

Pilot questions 3.2 

Which of the following is a principle of resource allocation? 
a) Equity 
b) Efficiency 
c) Transparency 
d) All of the above 

Fill in the blank: Formula funding allocates resources based on __________. 

Which of the following is a method of distributing resources? 
a) Formula funding 
b) Discretionary allocation 
c) Targeted funding 
d) All of the above 

Fill in the blank: Challenges in resource allocation include limited resources, political 
influence, competing priorities, and lack of accurate __________. 

Why is transparency important in resource allocation? 
a) It makes the process open to scrutiny 
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b) It eliminates curriculum content 
c) It prevents administration 
d) It replaces discipline 

 

3.3 Accounting Practices In Schools 

3.3.1 Review of accounting practices in education 

Accounting practices in schools involve recording, classifying, and summarising financial 
transactions to provide accurate information about income and expenditure. These practices 
ensure that funds are properly managed and reported. 

Fill in the blank: Accounting practices in schools involve recording, classifying, and __________ 
financial transactions. 

 

3.3.2 Accounting aids to educational management 

Accounting provides aids such as financial statements, balance sheets, and expenditure reports. 
These tools help administrators monitor spending, identify trends, and make informed decisions. 

Fill in the blank: Accounting aids to educational management include financial statements, 
balance sheets, and __________ reports. 

 
Diagram showing accounting aids to educational management: financial statements, balance 
sheets, expenditure reports. 
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Figure 3.2: Accounting aids to educational management  

“Create a  

 

3.3.3 Role of accounting in transparency and accountability 

Accounting plays a vital role in transparency and accountability by ensuring that financial records 
are accurate and accessible. Stakeholders can verify how funds are used, which builds trust and 
confidence in educational institutions. 

Fill in the blank: Accounting plays a vital role in transparency and __________. 

 

Pilot questions 3.3 

Which of the following best defines accounting practices in schools? 
a) Recording, classifying, and summarising financial transactions 
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b) Curriculum design only 
c) Teacher training alone 
d) Physical infrastructure alone 

Fill in the blank: Accounting aids to educational management include financial statements, 
balance sheets, and __________ reports. 

Which of the following is a role of accounting in schools? 
a) Promoting transparency 
b) Supporting accountability 
c) Building trust among stakeholders 
d) All of the above 

Fill in the blank: Accounting plays a vital role in transparency and __________. 

Why are accounting practices important in schools? 
a) They ensure accurate financial records and support accountability 
b) They eliminate curriculum content 
c) They prevent administration 
d) They replace discipline 

 

3.4 Linking Budgetary Analysis, Resource Allocation, And Accounting Practices 

3.4.1 Integration for effective school management 

Budgetary analysis, resource allocation, and accounting practices are interconnected processes. 
Together, they ensure that financial planning, distribution of resources, and reporting are aligned to 
achieve educational goals. Integration of these processes strengthens management and supports 
decision-making. 

Fill in the blank: Budgetary analysis, resource allocation, and accounting practices are __________ 
processes. 

 

3.4.2 Contribution to efficiency and sustainability 

When integrated, these processes contribute to efficiency by reducing waste and ensuring optimal 
use of resources. They also promote sustainability by supporting long-term planning and financial 
stability in schools. 

Fill in the blank: Integration of budgetary analysis, resource allocation, and accounting practices 
promotes efficiency and __________. 

 
Diagram showing integration of budgetary analysis, resource allocation, and accounting practices 
leading to efficiency and sustainability. 
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Figure 3.3: Integration of financial management processes in education  

“ 

 

Pilot questions 3.4 

Which of the following best describes the relationship between budgetary analysis, resource 
allocation, and accounting practices? 
a) They are interconnected processes 
b) They are independent processes 
c) They are unrelated processes 
d) They are optional processes 

Fill in the blank: Integration of budgetary analysis, resource allocation, and accounting 
practices promotes efficiency and __________. 
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Which of the following is a benefit of integrating these processes? 
a) Strengthened management 
b) Improved decision-making 
c) Financial stability 
d) All of the above 

Fill in the blank: Budgetary analysis, resource allocation, and accounting practices are 
__________ to achieve educational goals. 

Why is integration important in educational management? 
a) It ensures alignment of planning, distribution, and reporting 
b) It eliminates curriculum content 
c) It prevents administration 
d) It replaces discipline 

 

Series Summary 

In this Series, we examined the interconnected processes of budgetary analysis, resource 
allocation, and accounting practices in education. We began by defining budgetary analysis and 
highlighting its purpose in ensuring that planned expenditure aligns with actual spending. Then we 
explored resource allocation, considering its guiding principles, methods of distribution, and 
common challenges. Following that, we studied accounting practices in schools, focusing on their 
role in recording transactions, providing management aids, and promoting transparency. Finally, 
we analysed how these three processes integrate to strengthen educational management, improve 
efficiency, and support sustainability. 

By completing this Series, you should now be able to define and explain budgetary analysis (SLO 
3.1), apply principles and methods of resource allocation (SLO 3.2), evaluate accounting practices 
and their role in accountability (SLO 3.3), and analyse how these processes integrate to support 
effective school management (SLO 3.4). 

 

Glossary of Terms 

Accounting practices: Recording, classifying, and summarising financial transactions to 
provide accurate information about income and expenditure. 

Budgetary analysis: Systematic examination of an institution’s financial plan, comparing 
planned expenditure with actual spending. 

Equity: Fair distribution of resources to ensure all learners and institutions benefit 
appropriately. 

Formula funding: Allocation of resources based on enrolment numbers or performance 
indicators. 
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Resource allocation: Distribution of financial, human, and material resources among 
competing needs in education. 

Targeted funding: Directing resources to specific programmes or disadvantaged groups. 

Transparency: Making financial processes open to scrutiny, allowing stakeholders to verify 
decisions. 

 

Concept Check Questions [Series 3] 

Objective questions 

Which of the following best defines budgetary analysis? (Linked to SLO 3.1) 
a) Curriculum design only 
b) Systematic examination of an institution’s financial plan 
c) Teacher training alone 
d) Physical infrastructure alone 

Which of the following is a principle of resource allocation? (Linked to SLO 3.2) 
a) Equity 
b) Efficiency 
c) Transparency 
d) All of the above 

Which of the following best defines accounting practices in schools? (Linked to SLO 3.3) 
a) Recording, classifying, and summarising financial transactions 
b) Curriculum design only 
c) Teacher training alone 
d) Physical infrastructure alone 

Which of the following is a benefit of integrating budgetary analysis, resource allocation, and 
accounting practices? (Linked to SLO 3.4) 
a) Strengthened management 
b) Improved decision-making 
c) Financial stability 
d) All of the above 

Short-answer questions 

Define budgetary analysis. (Linked to SLO 3.1) 

State one method of distributing resources in education. (Linked to SLO 3.2) 

Mention one accounting aid to educational management. (Linked to SLO 3.3) 

Explain why transparency is important in resource allocation. (Linked to SLO 3.2) 
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Give one reason why integration of financial processes is important in schools. (Linked to SLO 
3.4) 

Long-answer questions 

Analyse the challenges of resource allocation in education and suggest possible solutions. 
(Linked to SLO 3.2) 

Evaluate the role of accounting practices in promoting transparency and accountability in 
schools. (Linked to SLO 3.3) 

Discuss how budgetary analysis, resource allocation, and accounting practices integrate to 
support efficiency and sustainability in educational management. (Linked to SLO 3.4) 

 

Answers To Concept Check Questions [Series 3] 

Objective questions 

b 

d 

a 

d 

Short-answer questions 

Budgetary analysis is the systematic examination of an institution’s financial plan, comparing 
planned expenditure with actual spending. 

Formula funding, discretionary allocation, or targeted funding. 

Financial statements, balance sheets, or expenditure reports. 

Transparency makes the process open to scrutiny and builds trust among stakeholders. 

Integration ensures alignment of planning, distribution, and reporting, strengthening 
management. 

Long-answer questions 

Basic response: Challenges include limited resources, political influence, competing priorities, 
and lack of accurate data. 
Value-added response: Solutions involve careful planning, stakeholder involvement, 
transparent processes, and use of reliable data systems to guide allocation. 

Basic response: Accounting practices provide accurate records and reports that promote 
transparency and accountability. 
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Value-added response: They also build trust among stakeholders, support informed 
decision-making, and ensure compliance with regulations. 

Basic response: Integration aligns budgetary analysis, resource allocation, and accounting 
practices to achieve educational goals. 
Value-added response: It reduces waste, promotes efficiency, supports sustainability, and 
strengthens long-term financial stability in schools. 

 

Answers To Pilot Questions [Series 3] 

Part 3.1 

a 

actual 

d 

effectively 

a 

Part 3.2 

d 

enrolment 

d 

data 

a 

Part 3.3 

a 

expenditure 

d 

accountability 

a 

Part 3.4 

a 

sustainability 
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d 

aligned 

a 

 

References And Attributions [Series 3] 

Course materials: EDM 402, Educational Costs and Financial Matters. 

Suggested illustration prompts:  

Figure 3.1: Process of budgetary analysis in education. AI prompt: “Create a diagram 
showing the process of budgetary analysis: planning, allocation, spending, 
monitoring, evaluation.” 

Box 3.1: Importance of budgetary analysis in education. AI prompt: “Generate a 
summary box listing the importance of budgetary analysis: efficiency, 
accountability, transparency, alignment with goals.” 

Box 3.2: Principles of resource allocation. AI prompt: “Generate a summary box listing 
equity, efficiency, transparency, and accountability as principles of resource 
allocation.” 

Table 3.1: Methods of distributing resources in education. AI prompt: “Create a table 
comparing formula funding, discretionary allocation, and targeted funding with 
examples.” 

Figure 3.2: Accounting aids to educational management. AI prompt: “Create a diagram 
showing accounting aids to educational management: financial statements, 
balance sheets, expenditure reports.” 

Figure 3.3: Integration of financial management processes in education. AI prompt: 
“Create a diagram showing integration of budgetary analysis, resource allocation, 
and accounting practices leading to efficiency and sustainability.” 

Suggested search strings for OER sourcing:  

“budgetary analysis process in education diagram OER” 

“importance of budgetary analysis in education OER” 

“principles of resource allocation in education OER” 

“methods of distributing resources in education OER” 

“accounting aids to educational management OER” 

“integration of budgetary analysis resource allocation accounting practices OER” 
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Series 4: School Purchasing, Supplies, Risk Management, And Internal Control 

Series Outline 

4.1 School purchasing and supplies 

Definition of school purchasing 

Procedures for effective purchasing 

Management of school supplies 

4.2 Risk management in schools 

Concept of risk management 

Types of risks in educational institutions 

Strategies for managing risks 

4.3 Internal control systems in education 

Meaning of internal control 

Components of internal control systems 

Role of internal control in accountability 

4.4 Linking purchasing, supplies, risk management, and internal control 

Integration for effective school administration 

Contribution to efficiency and sustainability 

 

Introduction 

Schools operate much like other organisations, requiring careful management of purchasing, 
supplies, risks, and internal controls to function effectively. Without proper systems in place, 
institutions may face wastage, inefficiencies, or even financial mismanagement. This Series focuses 
on the operational aspects that ensure schools remain accountable, efficient, and sustainable. 

The aim of this Series is to introduce you to the processes of school purchasing and supplies, explain 
the concept of risk management, and highlight the importance of internal control systems in 
educational administration. 
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We shall commence this Series by examining school purchasing and supplies, looking at definitions, 
procedures, and management practices. Next, we will move on to risk management, exploring its 
concept, types, and strategies. Following that, we will study internal control systems, considering 
their meaning, components, and role in accountability. Finally, we will conclude by linking 
purchasing, supplies, risk management, and internal control, showing how they integrate to 
strengthen school administration and sustainability. 

 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 

SLO 4.1 define school purchasing and explain procedures for effective purchasing, 

SLO 4.2 describe how school supplies are managed to support efficiency, 

SLO 4.3 explain the concept of risk management and identify types of risks in schools, 

SLO 4.4 apply strategies for managing risks in educational institutions, 

SLO 4.5 evaluate internal control systems and explain their role in accountability, 

SLO 4.6 analyse how purchasing, supplies, risk management, and internal control integrate to 
support effective school administration. 

4.1 School Purchasing And Supplies 

4.1.1 Definition of school purchasing 

School purchasing refers to the process of acquiring goods and services needed for the effective 
functioning of an educational institution. This includes textbooks, teaching aids, furniture, 
equipment, and services such as maintenance or transport. Purchasing is not just about buying 
items; it involves planning, evaluating options, and ensuring that resources are obtained at the best 
possible value. 

Fill in the blank: School purchasing refers to the process of acquiring __________ and services needed 
for the effective functioning of an educational institution. 

Diagram showing the school purchasing cycle: needs identification, supplier selection, 
procurement, delivery, and evaluation. 

Figure 4.1: School purchasing cycle  
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4.1.2 Procedures for effective purchasing 

Effective purchasing requires clear procedures to ensure accountability and efficiency. These 
procedures include identifying needs, preparing requisitions, obtaining quotations, selecting 
suppliers, issuing purchase orders, and verifying delivery. Schools must also maintain records to 
track purchases and prevent misuse of funds. 

Fill in the blank: Effective purchasing requires clear procedures such as identifying needs, preparing 
requisitions, obtaining quotations, and selecting __________. 

Box 4.1: Procedures for effective school purchasing 
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Phase Action Step Key Procedures 

1 
Needs 
Identification 

Consult with department heads and teachers to identify resource 
gaps; align requests with the school’s strategic goals and budget. 

2 Requisitions 
Formalize the request through a standardized internal form; ensure it 
includes detailed specifications and requires administrative 
approval. 

3 Quotations 
Solicit at least three competitive quotes from different vendors to 
ensure "best value" and market-fair pricing. 

4 
Supplier 
Selection 

Evaluate vendors based on price, quality, reliability, and past 
performance; check for compliance with school board policies. 

5 
Purchase Orders 
(PO) 

Issue a legal contract (PO) to the chosen supplier, clearly stating the 
quantities, agreed prices, and expected delivery dates. 

6 
Delivery 
Verification 

Inspect received goods against the original PO and packing slip; 
document any damages or discrepancies before finalizing payment. 

 

4.1.3 Management of school supplies 

School supplies are the materials and consumables used daily in teaching and administration, such 
as stationery, chalk, markers, and laboratory items. Effective management of supplies involves 
proper storage, inventory control, and timely replenishment. Poor management can lead to 
shortages, wastage, or theft, which disrupts learning and increases costs. 

Fill in the blank: Effective management of school supplies involves proper storage, inventory control, 
and timely __________. 

 

Pilot questions 4.1 
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Which of the following best defines school purchasing? 
a) Acquiring goods and services needed for effective functioning 
b) Curriculum design only 
c) Teacher training alone 
d) Physical infrastructure alone 

Fill in the blank: Effective purchasing requires clear procedures such as identifying needs, 
preparing requisitions, obtaining quotations, and selecting __________. 

Which of the following is an example of school supplies? 
a) Stationery 
b) Chalk 
c) Laboratory items 
d) All of the above 

Fill in the blank: Effective management of school supplies involves proper storage, inventory 
control, and timely __________. 

Why is management of school supplies important? 
a) It prevents shortages, wastage, and theft 
b) It eliminates curriculum content 
c) It prevents administration 
d) It replaces discipline 

 

4.2 Risk Management In Schools 

4.2.1 Concept of risk management 

Risk management refers to the process of identifying, assessing, and controlling potential threats 
that could negatively affect the functioning of a school. These risks may relate to finances, safety, 
reputation, or operations. The goal of risk management is to minimise harm and ensure continuity of 
educational services. 

Fill in the blank: Risk management refers to the process of identifying, assessing, and __________ 
potential threats in schools. 

Diagram showing the risk management cycle: identification, assessment, control, monitoring. 
Figure 4.2: Risk management cycle in schools  
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:  

4.2.2 Types of risks in educational institutions 

Schools face different types of risks, including financial risks (misuse of funds), operational risks 
(disruption of teaching), safety risks (accidents or hazards), and reputational risks (loss of public 
trust). Recognising these risks helps administrators prepare appropriate responses. 

Fill in the blank: Schools face financial, operational, safety, and __________ risks. 

 

4.2.3 Strategies for managing risks 

Strategies for managing risks include establishing clear policies, training staff, maintaining 
insurance, conducting regular audits, and creating emergency response plans. Effective risk 
management requires proactive planning and continuous monitoring. 

Fill in the blank: Strategies for managing risks include establishing clear policies, training staff, 
maintaining insurance, and conducting regular __________. 

 
Box 4.2: Strategies for managing risks in schools 
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Strategy Primary Objective Implementation Actions 

Policies 
Governance & 
Compliance 

Establish clear, written codes of conduct, data protection 
protocols (GDPR/FERPA), and health and safety 
guidelines. 

Staff Training 
Capability & 
Awareness 

Conduct regular workshops on first aid, behavioral 
management, cybersecurity, and mandatory reporting. 

Insurance Financial Transfer 
Maintain comprehensive coverage for property damage, 
public liability, and professional indemnity to offset fiscal 
loss. 

Audits 
Verification & 
Improvement 

Schedule routine internal and external reviews of financial 
records, physical facilities, and IT infrastructure. 

Emergency 
Plans 

Crisis Response 
Develop and drill specific protocols for fire, lockdowns, 
medical emergencies, and natural disasters. 

 

Pilot questions 4.2 

Which of the following best defines risk management? 
a) Identifying, assessing, and controlling potential threats 
b) Curriculum design only 
c) Teacher training alone 
d) Physical infrastructure alone 

Fill in the blank: Schools face financial, operational, safety, and __________ risks. 

Which of the following is a strategy for managing risks? 
a) Establishing clear policies 
b) Training staff 
c) Conducting audits 
d) All of the above 
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Fill in the blank: Strategies for managing risks include establishing clear policies, training staff, 
maintaining insurance, and conducting regular __________. 

Why is risk management important in schools? 
a) It minimises harm and ensures continuity of services 
b) It eliminates curriculum content 
c) It prevents administration 
d) It replaces discipline 

 

4.3 Internal Control Systems In Education 

4.3.1 Meaning of internal control 

Internal control refers to the systems and procedures put in place to safeguard assets, ensure 
accurate financial reporting, and promote accountability. In schools, internal control helps prevent 
fraud, misuse of resources, and errors in financial management. 

Fill in the blank: Internal control refers to the systems and procedures put in place to safeguard 
__________ and ensure accurate financial reporting. 

 

4.3.2 Components of internal control systems 

The components of internal control include control environment (culture of integrity), risk 
assessment, control activities (checks and balances), information and communication, and 
monitoring. Together, these elements ensure that schools operate responsibly. 

Fill in the blank: Components of internal control include control environment, risk assessment, 
control activities, information and communication, and __________. 

 
Table 4.2: Components of internal control systems 

Component Definition School-Based Example 

Control 
Environment 

The "tone at the top." The 
standards and culture set by the 
School Board and Principal. 

A strict "no-gifts" policy for 
procurement officers to prevent 
conflicts of interest. 
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Component Definition School-Based Example 

Risk Assessment 
The process of identifying where 
the school is most vulnerable to 
error or fraud. 

Identifying that the "Student Activity 
Fund" is high-risk because it involves 
a lot of small cash transactions. 

Control Activities 
The actual policies and actions 
(like approvals or reconciliations) 
that mitigate risk. 

Requiring two different signatures on 
every school check over $500. 

Information & 
Communication 

The systems that ensure the right 
people get the right data at the 
right time. 

An automated monthly budget report 
sent to department heads to track 
their spending. 

Monitoring 
The ongoing evaluation of the 
system's performance over time. 

An annual external audit to verify that 
all internal procedures were actually 
followed. 

 

4.3.3 Role of internal control in accountability 

Internal control promotes accountability by ensuring that financial transactions are properly 
authorised, recorded, and reported. It builds trust among stakeholders and strengthens confidence 
in the management of schools. 

Fill in the blank: Internal control promotes accountability by ensuring that financial transactions are 
properly authorised, recorded, and __________. 

 

Pilot questions 4.3 

Which of the following best defines internal control? 
a) Systems and procedures to safeguard assets and ensure accountability 
b) Curriculum design only 
c) Teacher training alone 
d) Physical infrastructure alone 
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Fill in the blank: Components of internal control include control environment, risk assessment, 
control activities, information and communication, and __________. 

Which of the following is a role of internal control in schools? 
a) Promoting accountability 
b) Preventing fraud 
c) Strengthening confidence in management 
d) All of the above 

Fill in the blank: Internal control promotes accountability by ensuring that financial transactions 
are properly authorised, recorded, and __________. 

Why are internal control systems important in schools? 
a) They safeguard assets and ensure accurate reporting 
b) They eliminate curriculum content 
c) They prevent administration 
d) They replace discipline 

 

4.4 Linking Purchasing, Supplies, Risk Management, And Internal Control 

4.4.1 Integration for effective school administration 

Purchasing, supplies, risk management, and internal control are interconnected processes. 
Together, they ensure that resources are acquired, managed, safeguarded, and accounted for in 
ways that support educational goals. Integration strengthens administration and promotes 
efficiency. 

Fill in the blank: Purchasing, supplies, risk management, and internal control are __________ 
processes. 

 

4.4.2 Contribution to efficiency and sustainability 

When integrated, these processes reduce waste, prevent misuse, and ensure long-term 
sustainability. They also promote accountability and transparency, which are essential for building 
trust among stakeholders. 

Fill in the blank: Integration of purchasing, supplies, risk management, and internal control promotes 
accountability and __________. 

Diagram showing integration of purchasing, supplies, risk management, and internal control leading 
to efficiency and sustainability. 

Figure 4.3: Integration of operational and financial processes in schools 
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Pilot questions 4.4 

Which of the following best describes the relationship between purchasing, supplies, risk 
management, and internal control? 
a) They are interconnected processes 
b) They are independent processes 
c) They are unrelated processes 
d) They are optional processes 

Fill in the blank: Integration of purchasing, supplies, risk management, and internal control 
promotes accountability and __________. 

Which of the following is a benefit of integrating these processes? 
a) Reduced waste 
b) Improved sustainability 
c) Strengthened administration 
d) All of the above 
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Fill in the blank: Purchasing, supplies, risk management, and internal control are __________ to 
support educational goals. 

Why is integration important in school administration? 
a) It ensures resources are acquired, managed, safeguarded, and accounted for effectively 
b) It eliminates curriculum content 
c) It prevents administration 
d) It replaces discipline 

 

Series Summary 

In this Series, we explored the operational aspects of school management, focusing on purchasing, 
supplies, risk management, and internal control. We began by defining school purchasing and 
supplies, examining procedures for effective procurement and the importance of managing 
consumables. Then we studied risk management, considering its concept, types of risks faced by 
schools, and strategies for minimising harm. Following that, we analysed internal control systems, 
highlighting their meaning, components, and role in accountability. Finally, we brought these 
elements together to show how purchasing, supplies, risk management, and internal control 
integrate to strengthen administration, promote efficiency, and ensure sustainability. 

By completing this Series, you should now be able to define and explain school purchasing (SLO 4.1), 
describe how supplies are managed (SLO 4.2), explain risk management and identify types of risks 
(SLO 4.3), apply strategies for managing risks (SLO 4.4), evaluate internal control systems (SLO 4.5), 
and analyse how these processes integrate to support effective school administration (SLO 4.6). 

 

Glossary of Terms 

Internal control: Systems and procedures put in place to safeguard assets, ensure accurate 
financial reporting, and promote accountability. 

Inventory control: The process of monitoring and managing supplies to prevent shortages, 
wastage, or theft. 

Purchasing cycle: The stages involved in acquiring goods and services, including needs 
identification, supplier selection, procurement, delivery, and evaluation. 

Resource management: The efficient use and monitoring of supplies and materials to support 
teaching and administration. 

Risk management: The process of identifying, assessing, and controlling potential threats that 
could negatively affect a school. 

School supplies: Consumables and materials used daily in teaching and administration, such 
as stationery, chalk, and laboratory items. 
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Transparency: Making processes open to scrutiny, allowing stakeholders to verify decisions and 
build trust. 

 

Concept Check Questions [Series 4] 

Objective questions 

Which of the following best defines school purchasing? (Linked to SLO 4.1) 
a) Curriculum design only 
b) Acquiring goods and services needed for effective functioning 
c) Teacher training alone 
d) Physical infrastructure alone 

Which of the following is an example of school supplies? (Linked to SLO 4.2) 
a) Stationery 
b) Chalk 
c) Laboratory items 
d) All of the above 

Which of the following best defines risk management? (Linked to SLO 4.3) 
a) Identifying, assessing, and controlling potential threats 
b) Curriculum design only 
c) Teacher training alone 
d) Physical infrastructure alone 

Which of the following is a component of internal control systems? (Linked to SLO 4.5) 
a) Control environment 
b) Risk assessment 
c) Monitoring 
d) All of the above 

Which of the following is a benefit of integrating purchasing, supplies, risk management, and 
internal control? (Linked to SLO 4.6) 
a) Reduced waste 
b) Improved sustainability 
c) Strengthened administration 
d) All of the above 

Short-answer questions 

Define school purchasing. (Linked to SLO 4.1) 

State one procedure for effective purchasing. (Linked to SLO 4.1) 

Mention one strategy for managing risks in schools. (Linked to SLO 4.4) 
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Explain why internal control systems are important in schools. (Linked to SLO 4.5) 

Give one reason why integration of these processes is important in school administration. 
(Linked to SLO 4.6) 

Long-answer questions 

Analyse the challenges of managing school supplies and suggest possible solutions. (Linked to 
SLO 4.2) 

Evaluate the role of risk management in ensuring continuity of educational services. (Linked to 
SLO 4.3) 

Discuss how purchasing, supplies, risk management, and internal control integrate to promote 
efficiency and sustainability in schools. (Linked to SLO 4.6) 

 

Answers To Concept Check Questions [Series 4] 

Objective questions 

b 

d 

a 

d 

d 

Short-answer questions 

School purchasing is the process of acquiring goods and services needed for the effective 
functioning of an educational institution. 

Preparing requisitions or obtaining quotations. 

Establishing clear policies, training staff, maintaining insurance, or conducting audits. 

They safeguard assets, ensure accurate reporting, and promote accountability. 

Integration ensures resources are acquired, managed, safeguarded, and accounted for 
effectively. 

Long-answer questions 

Basic response: Challenges include shortages, wastage, and theft. 
Value-added response: Solutions involve proper storage, inventory control, timely 
replenishment, and use of technology for tracking supplies. 
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Basic response: Risk management minimises harm and ensures continuity of services. 
Value-added response: It also builds resilience by preparing schools for emergencies, 
protecting finances, and maintaining public trust. 

Basic response: Integration aligns purchasing, supplies, risk management, and internal control 
to achieve educational goals. 
Value-added response: It reduces waste, promotes accountability, strengthens 
administration, and ensures long-term sustainability. 

 

Answers To Pilot Questions [Series 4] 

Part 4.1 

a 

suppliers 

d 

replenishment 

a 

Part 4.2 

a 

reputational 

d 

audits 

a 

Part 4.3 

a 

monitoring 

d 

reported 

a 

Part 4.4 

a 
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transparency 

d 

interconnected 

a 

 

References And Attributions [Series 4] 

Course materials: EDM 402, Educational Costs and Financial Matters. 

Suggested illustration prompts:  

Figure 4.1: School purchasing cycle. AI prompt: “Create a diagram showing the school 
purchasing cycle: needs identification, supplier selection, procurement, delivery, 
evaluation.” 

Box 4.1: Procedures for effective school purchasing. AI prompt: “Generate a summary 
box listing procedures for effective school purchasing: needs identification, 
requisitions, quotations, supplier selection, purchase orders, delivery verification.” 

Table 4.1: Examples of school supplies and management practices. AI prompt: “Create 
a table listing examples of school supplies (stationery, chalk, markers, lab items) and 
management practices (storage, inventory control, replenishment).” 

Figure 4.2: Risk management cycle in schools. AI prompt: “Create a diagram showing the 
risk management cycle: identification, assessment, control, monitoring.” 

Box 4.2: Strategies for managing risks in schools. AI prompt: “Generate a summary box 
listing strategies for managing risks: policies, staff training, insurance, audits, 
emergency plans.” 

Table 4.2: Components of internal control systems. AI prompt: “Create a table listing 
components of internal control systems: control environment, risk assessment, 
control activities, information and communication, monitoring.” 

Figure 4.3: Integration of operational and financial processes in schools. AI prompt: 
“Create a diagram showing integration of purchasing, supplies, risk management, 
and internal control leading to efficiency and sustainability.” 

Suggested search strings for OER sourcing:  

“school purchasing cycle diagram OER” 

“procedures for effective school purchasing OER” 

“school supplies management practices OER” 
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“risk management cycle in education OER” 

“risk management strategies in schools OER” 

“components of internal control systems in education OER” 

“integration of purchasing supplies risk management internal control OER” 

 

 

 

 

Series 5: Roles In School Financial Administration And Contracting 

Series Outline 

5.1 Roles in school financial administration 

Definition and scope of financial administration 

Key responsibilities of school administrators in financial management 

5.2 Roles of bursars and accountants 

Functions of bursars in schools 

Functions of accountants in educational institutions 

5.3 Contracting in schools 

Meaning of contracting in education 

Procedures for effective contracting 

Challenges in school contracting 

5.4 Linking financial administration and contracting 

Integration for effective school governance 

Contribution to accountability and sustainability 

 

Introduction 

Schools require effective financial administration to ensure that resources are managed 
responsibly and that educational goals are achieved. Administrators, bursars, and accountants 
each play distinct roles in safeguarding funds and ensuring accountability. In addition, contracting 
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is an essential process through which schools engage external providers for goods and services, 
making it vital to understand how financial administration and contracting work together. 

The aim of this Series is to explain the roles of different actors in school financial administration, 
highlight the responsibilities of bursars and accountants, and examine contracting procedures and 
challenges, while showing how these processes integrate to strengthen governance and 
accountability. 

We shall commence this Series by exploring the roles in school financial administration, focusing 
on the scope and responsibilities of administrators. Next, we will move on to the roles of bursars 
and accountants, considering their functions in financial management. Following that, we will 
study contracting in schools, examining its meaning, procedures, and challenges. Finally, we will 
conclude by linking financial administration and contracting, showing how they integrate to 
promote accountability, efficiency, and sustainability in educational institutions. 

 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 

SLO 5.1 define financial administration and explain its scope in schools, 

SLO 5.2 describe the responsibilities of school administrators in financial management, 

SLO 5.3 explain the functions of bursars in schools, 

SLO 5.4 explain the functions of accountants in educational institutions, 

SLO 5.5 define contracting in education and outline procedures for effective contracting, 

SLO 5.6 analyse challenges associated with contracting in schools, 

SLO 5.7 evaluate how financial administration and contracting integrate to support 
accountability and sustainability. 

 

5.1 Roles In School Financial Administration 

5.1.1 Definition and scope of financial administration 

Financial administration in schools refers to the planning, organising, directing, and controlling of 
financial resources to achieve educational objectives. It covers budgeting, accounting, auditing, 
and reporting, ensuring that funds are used responsibly and effectively. The scope of financial 
administration extends beyond money management to include accountability, transparency, and 
sustainability in school operations. 

Fill in the blank: Financial administration in schools refers to the planning, organising, directing, 
and __________ of financial resources. 
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Diagram showing the scope of financial administration: budgeting, accounting, auditing, reporting, 
accountability, transparency. 
Figure 5.1: Scope of financial administration in schools  

 

5.1.2 Key responsibilities of school administrators in financial management 

School administrators play a central role in financial management. Their responsibilities include 
preparing budgets, approving expenditures, monitoring financial records, and ensuring compliance 
with regulations. Administrators must also communicate financial information to stakeholders, 
fostering trust and confidence in the institution. 
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Fill in the blank: School administrators are responsible for preparing budgets, approving 
expenditures, monitoring financial records, and ensuring __________ with regulations. 

 
Box 5.1: Responsibilities of school administrators in financial management 
 

Responsibility Description 

Preparing Budgets 
Developing annual financial plans that align with the school’s 
strategic goals and pedagogical needs. 

Approving Expenditures 
Reviewing and authorizing spending to ensure funds are used 
appropriately and stay within the allocated limits. 

Monitoring Records 
Maintaining accurate, up-to-date financial ledgers to track income, 
grants, and operational costs. 

Ensuring Compliance 
Adhering to local education laws, tax regulations, and internal 
policies to prevent mismanagement or fraud. 

Communicating with 
Stakeholders 

Presenting clear financial updates to the school board, parents, 
and staff to build trust and support. 

 

Pilot questions 5.1 

Which of the following best defines financial administration in schools? 
a) Planning, organising, directing, and controlling financial resources 
b) Curriculum design only 
c) Teacher training alone 
d) Physical infrastructure alone 

Fill in the blank: Financial administration in schools refers to the planning, organising, directing, 
and __________ of financial resources. 
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Which of the following is a responsibility of school administrators in financial management? 
a) Preparing budgets 
b) Approving expenditures 
c) Monitoring records 
d) All of the above 

Fill in the blank: School administrators are responsible for preparing budgets, approving 
expenditures, monitoring financial records, and ensuring __________ with regulations. 

Why is financial administration important in schools? 
a) It ensures responsible use of funds and promotes accountability 
b) It eliminates curriculum content 
c) It prevents administration 
d) It replaces discipline 

 

5.2 Roles Of Bursars And Accountants 

5.2.1 Functions of bursars in schools 

Bursars are officers responsible for managing the day-to-day financial operations of schools. Their 
functions include handling receipts and payments, maintaining cash books, preparing financial 
statements, and ensuring that funds are used according to approved budgets. Bursars also play a 
role in advising administrators on financial matters and monitoring expenditure to prevent misuse. 

Fill in the blank: Bursars are responsible for handling receipts and payments, maintaining cash 
books, and preparing __________ statements. 

 
Box 5.2: Functions of bursars in schools 

Function Key Responsibilities 

Handling Receipts 
Managing all incoming funds, including tuition fees, government grants, 
and donations; ensuring proper documentation for every cent received. 

Maintaining Cash 
Books 

Recording daily financial transactions chronologically to provide a real-
time snapshot of the school's available liquidity. 
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Function Key Responsibilities 

Preparing Financial 
Statements 

Compiling periodic reports (like balance sheets and income 
statements) that reflect the school's overall financial position. 

Advising 
Administrators 

Providing expert data-driven insights to principals and boards to help 
them make informed decisions on resource allocation. 

Monitoring 
Expenditure 

Tracking departmental spending against the approved budget to prevent 
overspending and identify cost-saving opportunities. 

 

5.2.2 Functions of accountants in educational institutions 

Accountants in schools provide professional expertise in financial reporting, auditing, and 
compliance. Their functions include preparing detailed accounts, ensuring adherence to financial 
regulations, conducting audits, and producing reports for stakeholders. Accountants help maintain 
transparency and provide assurance that financial practices meet required standards. 

Fill in the blank: Accountants in schools provide professional expertise in financial reporting, 
auditing, and __________. 

 
Diagram showing functions of accountants: reporting, auditing, compliance, stakeholder reporting. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

Figure 5.2: Functions of accountants in educational institutions  

 

 

Pilot questions 5.2 

Which of the following is a function of bursars in schools? 
a) Handling receipts and payments 
b) Maintaining cash books 
c) Preparing financial statements 
d) All of the above 

Fill in the blank: Bursars also advise administrators on __________ matters. 

Which of the following is a function of accountants in schools? 
a) Preparing detailed accounts 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

b) Conducting audits 
c) Ensuring compliance 
d) All of the above 

Fill in the blank: Accountants in schools provide professional expertise in financial reporting, 
auditing, and __________. 

Why are bursars and accountants important in schools? 
a) They ensure proper financial management and accountability 
b) They eliminate curriculum content 
c) They prevent administration 
d) They replace discipline 

 

5.3 Contracting In Schools 

5.3.1 Meaning of contracting in education 

Contracting in schools refers to the formal agreement between an institution and external 
providers for goods, services, or works. Examples include contracts for building projects, supply of 
materials, or maintenance services. Contracting ensures that schools can access specialised 
services while maintaining accountability. 

Fill in the blank: Contracting in schools refers to the formal agreement between an institution and 
__________ providers for goods, services, or works. 

 

5.3.2 Procedures for effective contracting 

Effective contracting requires clear procedures such as drafting specifications, inviting tenders, 
evaluating bids, awarding contracts, and monitoring performance. These procedures ensure 
fairness, transparency, and value for money. 

Fill in the blank: Effective contracting requires clear procedures such as drafting specifications, 
inviting tenders, evaluating bids, and awarding __________. 

 
Table 5.1: Procedures for effective contracting in schools 
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Procedure Key Actions & Objectives 

Drafting 
Specifications 

Clearly defining the scope of work, technical requirements, and quality 
standards needed. This prevents ambiguity and ensures all bidders 
understand the school's exact needs. 

Inviting Tenders 
Advertising the contract opportunity to a wide pool of qualified suppliers. 
This promotes competitive pricing and fairness through an open and 
transparent process. 

Evaluating Bids 
Assessing submitted proposals based on pre-set criteria such as cost, 
expertise, and past performance. This stage often involves a dedicated 
committee to ensure objectivity. 

Awarding 
Contracts 

Formally selecting the winning bidder and signing a legal agreement. The 
contract should clearly outline delivery timelines, payment terms, and 
dispute resolution methods. 

Monitoring 
Performance 

Tracking the contractor’s progress against the agreed-upon milestones. 
Regular inspections and feedback loops ensure that the school receives 
exactly what was promised. 

 

5.3.3 Challenges in school contracting 

Challenges in contracting include corruption, lack of transparency, poor monitoring, and delays in 
project execution. These issues can lead to wastage of resources and reduced trust among 
stakeholders. Addressing them requires strict adherence to procedures and involvement of 
oversight bodies. 

Fill in the blank: Challenges in contracting include corruption, lack of transparency, poor 
monitoring, and delays in __________ execution. 

 

Pilot questions 5.3 
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Which of the following best defines contracting in schools? 
a) Formal agreement with external providers for goods and services 
b) Curriculum design only 
c) Teacher training alone 
d) Physical infrastructure alone 

Fill in the blank: Effective contracting requires clear procedures such as drafting specifications, 
inviting tenders, evaluating bids, and awarding __________. 

Which of the following is a challenge in contracting? 
a) Corruption 
b) Lack of transparency 
c) Poor monitoring 
d) All of the above 

Fill in the blank: Challenges in contracting include corruption, lack of transparency, poor 
monitoring, and delays in __________ execution. 

Why is contracting important in schools? 
a) It ensures access to specialised services and accountability 
b) It eliminates curriculum content 
c) It prevents administration 
d) It replaces discipline 

 

5.4 Linking Financial Administration And Contracting 

5.4.1 Integration for effective school governance 

Financial administration and contracting are interconnected processes. Together, they ensure that 
resources are planned, acquired, and managed responsibly. Integration strengthens governance 
by aligning financial planning with procurement practices. 

Fill in the blank: Financial administration and contracting are __________ processes that strengthen 
governance. 

 

5.4.2 Contribution to accountability and sustainability 

When integrated, financial administration and contracting promote accountability by ensuring 
transparency in resource use. They also contribute to sustainability by supporting long-term 
planning and efficient use of funds. 

Fill in the blank: Integration of financial administration and contracting promotes accountability 
and supports __________ planning. 
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Diagram showing integration of financial administration and contracting leading to accountability 
and sustainability. 
Figure 5.3: Integration of financial administration and contracting in schools  

 

 

Pilot questions 5.4 

Which of the following best describes the relationship between financial administration and 
contracting? 
a) They are interconnected processes 
b) They are independent processes 
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c) They are unrelated processes 
d) They are optional processes 

Fill in the blank: Financial administration and contracting are __________ processes that 
strengthen governance. 

Which of the following is a benefit of integrating financial administration and contracting? 
a) Promoting accountability 
b) Supporting sustainability 
c) Strengthening governance 
d) All of the above 

Fill in the blank: Integration of financial administration and contracting promotes accountability 
and supports __________ planning. 

Why is integration important in schools? 
a) It ensures responsible resource use and long-term sustainability 
b) It eliminates curriculum content 
c) It prevents administration 
d) It replaces discipline 

 

Series Summary 

In this Series, we examined the roles of different actors in school financial administration and 
contracting. We began by defining financial administration and outlining the responsibilities of 
school administrators in managing resources. Then we explored the functions of bursars and 
accountants, highlighting their contributions to financial operations and reporting. Following that, 
we studied contracting in schools, considering its meaning, procedures, and challenges. Finally, 
we analysed how financial administration and contracting integrate to strengthen governance, 
accountability, and sustainability. 

By completing this Series, you should now be able to define financial administration (SLO 5.1), 
describe the responsibilities of administrators (SLO 5.2), explain the functions of bursars (SLO 5.3) 
and accountants (SLO 5.4), define contracting and outline its procedures (SLO 5.5), analyse 
challenges in contracting (SLO 5.6), and evaluate how financial administration and contracting 
integrate to support accountability and sustainability (SLO 5.7). 

 

Glossary of Terms 

Accountant: A professional responsible for preparing accounts, auditing, and ensuring 
compliance with financial regulations. 

Bursar: An officer in a school responsible for day-to-day financial operations such as receipts, 
payments, and financial records. 
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Contracting: A formal agreement between a school and external providers for goods, services, 
or works. 

Financial administration: The planning, organising, directing, and controlling of financial 
resources in schools. 

Governance: The processes and structures through which schools are directed and controlled, 
ensuring accountability and transparency. 

Oversight: Monitoring and supervision to ensure compliance with procedures and prevent 
misuse of resources. 

Transparency: Making financial processes open to scrutiny, allowing stakeholders to verify 
decisions. 

 

Concept Check Questions [Series 5] 

Objective questions 

Which of the following best defines financial administration in schools? (Linked to SLO 5.1) 
a) Curriculum design only 
b) Planning, organising, directing, and controlling financial resources 
c) Teacher training alone 
d) Physical infrastructure alone 

Which of the following is a responsibility of school administrators in financial management? 
(Linked to SLO 5.2) 
a) Preparing budgets 
b) Approving expenditures 
c) Monitoring records 
d) All of the above 

Which of the following is a function of bursars in schools? (Linked to SLO 5.3) 
a) Handling receipts and payments 
b) Maintaining cash books 
c) Preparing financial statements 
d) All of the above 

Which of the following is a function of accountants in schools? (Linked to SLO 5.4) 
a) Preparing detailed accounts 
b) Conducting audits 
c) Ensuring compliance 
d) All of the above 
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Which of the following best defines contracting in schools? (Linked to SLO 5.5) 
a) Formal agreement with external providers for goods and services 
b) Curriculum design only 
c) Teacher training alone 
d) Physical infrastructure alone 

Short-answer questions 

Define financial administration. (Linked to SLO 5.1) 

State one responsibility of school administrators in financial management. (Linked to SLO 5.2) 

Mention one function of bursars in schools. (Linked to SLO 5.3) 

Mention one function of accountants in schools. (Linked to SLO 5.4) 

State one procedure for effective contracting. (Linked to SLO 5.5) 

Give one challenge in school contracting. (Linked to SLO 5.6) 

Explain why integration of financial administration and contracting is important. (Linked to SLO 
5.7) 

Long-answer questions 

Analyse the responsibilities of school administrators in financial management and explain their 
importance. (Linked to SLO 5.2) 

Evaluate the challenges of contracting in schools and suggest possible solutions. (Linked to 
SLO 5.6) 

Discuss how financial administration and contracting integrate to promote accountability and 
sustainability in schools. (Linked to SLO 5.7) 

 

Answers To Concept Check Questions [Series 5] 

Objective questions 

b 

d 

d 

d 

a 

Short-answer questions 
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Financial administration is the planning, organising, directing, and controlling of financial 
resources in schools. 

Preparing budgets. 

Handling receipts and payments. 

Conducting audits. 

Inviting tenders. 

Corruption or lack of transparency. 

Integration ensures responsible resource use and strengthens governance. 

Long-answer questions 

Basic response: Administrators prepare budgets, approve expenditures, monitor records, and 
ensure compliance. 
Value-added response: Their responsibilities are crucial for accountability, transparency, 
and building trust among stakeholders, ensuring that resources are aligned with 
educational goals. 

Basic response: Challenges include corruption, poor monitoring, and delays. 
Value-added response: Solutions involve strict adherence to procedures, involvement of 
oversight bodies, transparent tendering, and regular audits to prevent misuse. 

Basic response: Integration aligns financial planning with contracting to achieve accountability. 
Value-added response: It reduces waste, promotes efficiency, supports sustainability, and 
strengthens governance by ensuring transparency in resource use. 

 

Answers To Pilot Questions [Series 5] 

Part 5.1 

a 

controlling 

d 

compliance 

a 

Part 5.2 

d 

financial 
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d 

compliance 

a 

Part 5.3 

a 

contracts 

d 

project 

a 

Part 5.4 

a 

interconnected 

d 

long-term 

a 

 

References And Attributions [Series 5] 

Course materials: EDM 402, Educational Costs and Financial Matters. 

Suggested illustration prompts:  

Figure 5.1: Scope of financial administration in schools. AI prompt: “Create a diagram 
showing the scope of financial administration: budgeting, accounting, auditing, 
reporting, accountability, transparency.” 

Box 5.1: Responsibilities of school administrators in financial management. AI prompt: 
“Generate a summary box listing responsibilities of school administrators: 
preparing budgets, approving expenditures, monitoring records, ensuring 
compliance, communicating with stakeholders.” 

Box 5.2: Functions of bursars in schools. AI prompt: “Generate a summary box listing 
functions of bursars: handling receipts, maintaining cash books, preparing financial 
statements, advising administrators, monitoring expenditure.” 
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Figure 5.2: Functions of accountants in educational institutions. AI prompt: “Create a 
diagram showing functions of accountants in schools: reporting, auditing, 
compliance, stakeholder reporting.” 

Table 5.1: Procedures for effective contracting in schools. AI prompt: “Create a table 
listing procedures for effective contracting: drafting specifications, inviting tenders, 
evaluating bids, awarding contracts, monitoring performance.” 

Figure 5.3: Integration of financial administration and contracting in schools. AI prompt: 
“Create a diagram showing integration of financial administration and contracting 
leading to accountability and sustainability.” 

Suggested search strings for OER sourcing:  

“scope of financial administration in schools diagram OER” 

“responsibilities of school administrators in financial management OER” 

“functions of bursars in schools OER” 

“functions of accountants in schools diagram OER” 

“procedures for effective contracting in schools OER” 

“integration of financial administration and contracting in schools OER” 

 

 


