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A. Purpose:

The school's financial management procedures are designed to ensure that the Board:

a)
manages the funds responsibly in the interests of our pupils

b)
complies with GST regulations

c)
meets audit office requirements
B. Annual Budget

The annual budget allocations are prepared by the Finance Committee and are 
approved by the Board of Trustees.
C. Authorities for Expenditure and Payments

The following are authorized to incur expenditure up to the level of delegates as approved by the Board of Trustees at any ordinary meeting.
a. The principal of South Westland Area School is the designated authority for all items of expenditure related to the classroom, the curricula and extra curricula activities and minor maintenance.
b. The Principal has the designated authority for all expenditure related to property maintenance.

    c. 
The Principal has the designated authority for all items of expenditure related 

 the cleaner/caretaker

The Principal and/or Executive Officer is authorized to make payments in advance of Board approval, where early payment obtains a discount, or late payment incurs a penalty: all payments are to be authorized by the Board.
D. Evidence of Delivery or Completion of Service
Proof of delivery of goods or completion of service must be confirmed.

E. Payment of Accounts
1. The Executive Officer ensures that all invoices:
a. Have been certified correct by the designated authority.

b. Are mathematically correct.

c. Are reconciled with the purchase order.

d. Have adequate record of proof of delivery or completion of service.

2. The Executive Officer checks each creditor’s invoice/statements

a. To ensure account rendered has not been paid during the previous month and not credited.  If this is the case check with the creditor to ascertain what has happened to our cheque, and where it has been credited.   If necessary, check with bank to establish who banked the cheque.

b. If it has been paid late (i.e. after statement close off date for the previous month), after the invoice/statement balance to indicate payment
c. If a creditor sends a statement:
i. Confirm that for each invoice listed on the statement there is a corresponding invoice approved for payment.

ii. Adjust the statement balance to ensure that the amount paid represents the total amount on the approved invoices.

iii. Staple all invoices to the statement

3. CES



The school prepares accounts for payment and sends to CES.  The majority 

are paid by CES apart from ones needing early payment.
4. Schedule of Creditor
a. CES prepares a “Schedule of Creditors to be paid”, for presentation to the monthly meeting of the Board of Trustees, including those already paid because early payment involves a discount, or delayed payment would incur a penalty. 
F. Goods and Services Purchased For Resale
a. The Executive Officer shall hold and maintain records of all goods purchased for resale either at a profit for fund raising, or, on a cost recovery basis.
b. The Executive Officer issues an invoice for all major items, goods and services.
c. After the due date, an account rendered is issued for unpaid invoices.  
d. At the end of each year, the Executive Officer does a stock reconciliation with goods purchased and sold.
G. Banking of Receipts
a. All cheques received are to be stamped with a “Not Transferable” stamp.
b. All monies are to be banked in tact as soon as possible after receipt.
c. All bankings are to be classified appropriately e.g. stationery, donations etc.
H. Petty Cash


Petty Cash is to be recorded separately and a breakdown of how it is spent together with vouchers or receipts is to be presented when reimbursement is required.
I. Cheque Signatories
a. No cheque signatory may be involved with the preparation of the cheque or preparation of the accounts.
b. The use of signed blank cheques is forbidden
c. All cancelled cheques are marked as such and stapled to the cheques butt.
J. Investments

The Principal, in consultation with the Chairperson and BOT Finance person, will determine the nature of all investments, which shall be in BOT authorised accounts only, in accordance with the Education Act 1989 (section 73)
K. Bad Debts
1. The process for bad debts will be:
a. An invoice given for goods received
b. An account rendered for unpaid amount, after one month
c. A letter asking for debtor to contact the principal to arrange payment after 2 months
d. If payment is not forthcoming the principal will bring it to the notice of the Finance Committee for further action.


(Finance Committee will be made up of:   Principal, Executive Officer and 
BOT members when required)
L. Fundraising/Donations Procedure

Fundraising has a place in schools to provide extra funding for camps, resources, education outside the classroom and projects and Principal and Board of Trustees find necessary.

1. Guidelines for Donations
a. When requesting donations as part of our fundraising ventures, an official letter on the school’s letterhead will be sent to the businesses concerned, and signed by the Principal or Chairperson or Secretary (on behalf).
b. Following the receipt of donations an official letter of thanks will be sent and acknowledgement will be placed in the school newsletter and/or local community newspaper.
2. Conclusion:


Money raised will be placed in the appropriate account e.g. Donations

M. Finance Procedures
a. A Finance Committee of no less than three persons, BOT member, Principal and Executive Officer shall be appointed.
b. At, or before, the last Board of Trustees meeting of the school year the financial sub-committee is to table a draft budget for the ensuing 12 months.
c. School fees, photocopying and other charges will be recommended in accordance with the budget.
d. Monthly reports are to be provided for the Board of Trustees monthly meetings and then given to the relevant areas of responsibilities.

e. Annual accounts prepared in  line with the Audit Office requirements are to be prepared.

f. Requests for capital purchases over $1000.00 should be in writing to the Board of Trustees, include a justification and be accompanied by a minimum of two quotations, if possible.
g. Requests for reimbursement should be in writing, detailing costs and should include justification.
h. The Finance Committee has discretion to invest funds from the bulk grant until required.

i. Each area of responsibility will be accountable for planning expenditure within budgetary guidelines.

j. Signing of blank cheques is prohibited.
N. Financial Management Overview
1. Curriculum Budgets
a. All budget workings and figures are GST exclusive
b. A nominated staff member is responsible for spending up to the agreed budget figure.  They should put in place systems to ensure that expenditure within that budget line are monitored.
c. Print outs of specific budget line expenditure are available from the office
d. A nominated staff member is responsible for spending up to the agreed budget figure.  They should put in place systems to ensure that expenditure within that budget line are monitored.
e. Zero budgeting is used, so that there is no carry over of funds from year to year.
f. Staff are asked to monitor their expenditure, as no over spending is possible.  Any over expenditure will be taken off the following year’s allocation.
g. Arrangements for the purchase and payment of goods from overseas need to be made with the office.


Refer to:  Budget Procedures and Goods Ordering and Payment Procedures.
O. Finance for EOTC Activities

It is sometimes necessary for staff to pay for items while on school camps/trips.  The school has systems in place to assist with this.  Please discuss your needs with the Office well in advance of the event.


Refer to:


Current School Budget

P. Staff Reimbursements
1. Goods and Materials Purchased by Staff


Staff may occasionally purchase goods or materials for personal use.  The procedure  
for reimbursement is:
a. Fill out an order form with details of the purchase and the code for the area of expenditure.
b. Copies of receipts for the purchase(s) are needed by the office
c. Margaret will process the claim and reimburse with a cheque
Q. Motor Vehicles

The school owns two vehicles  -  a car and a minivan (12 seats).  Please book in early prior to the day you want to use it at the office.   Fill in the mileage at the start of travel and then again on your return.  Use the Mobil card if at all possible otherwise claim expenses using the “Staff Reimbursement” form.


If you choose to use your own car then you will be paid only at the rate that the school car is charged out at.  If the school car or van is not available for use then the Area School collective employment contract rates will apply or NZEI support staff contract rates.

R. Student Money

Staff are not required to collect monies for trips, concerts etc.  All money should be 
paid directly to the office by the student, before classes commence.  All requests for 
money from Parents/Caregivers should be made in writing and must first be 
discussed with the Principal.


The Office is able to look after sums of money that students may need to bring to 
school.  These need to be handed in at the start of the day, and collected once the 
final bell has rung.

S. Lunch Orders


Money for lunch orders is to be placed in a sealed envelope with the students name 
and details of their order written on the outside of the envelope and left at the office.  
Fish and Chips are delivered by the Hotel and distributed outside Room 4’s back 
door.


If a student has forgotten their lunch, or for some reason has no lunch, please see Mr 
Costello or Mr Glancy.

T. Fundraising


Some curriculum areas do undertake fundraising activities, with the proceeds usually 
going directly to the appropriate curriculum budget involved.  Staff are required to 
have fundraising activities approved by the Principal.
U. Damage to School Property or Equipment

Please report any damage to school property or equipment (whether it is intentional 
or not) as it occurs to the office and caretaker.

V. Student Hardship

We try to ensure that financial hardship does not limit the involvement of students in 
co-curricular or EOTC programmes.  We strive to offer support in a sensitive way to 
minimise embarrassment.  If you are aware of possible hardship, please draw this to 
the attention of the Principal.  Direct any parent/caregiver concerns or requests to the 
Principal.

W. Classroom Equipment

Classrooms have been issued with a standard set of equipment.  Staff will need to 
budget for replacements for any items that are missing or have been broken.  Staff 
are expected to have in place systems to look after and maintain resources that have 
been issued or which they borrow to use in their classrooms.
X. Consumable Items


Each staff member has a budget for consumable items used across their classes, 
such as whiteboard pens, vivid markers, stickers, folders etc.  Once this has been 
expended, no further items can be charged to this account, but staff can charge them 
to consumable items within curriculum budgets.


