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Longburn Primary School
FINANCIAL MANAGEMENT POLICY
4.01

Adopted by the Board of Trustees 28/9/10
Rationale

To use the school’s financial resources to work towards achieving other goals within the charter.

Purposes

To maintain accountability for and control of the school’s financial resources.

Guidelines

1.
To produce a budget by December for the coming year, and present it to the Board for approval.

2.
To keep expenditure within budget by means of appropriate procedures, and regular monitoring.

3.
To ensure all expenditure, and commitment of expenditure, is approved within the recognised delegations.

4.
To table monthly reports for the Board which outlines the months finances, Income and Expenditure, Payments made, End of month balances, uncommitted funds and creditor details.

5.
To ensure reports complying with Public Sector Accounting Standards are prepared annually for audit by the auditor appointed by the Audit Office, and are made available to the community.

6.
To keep records of all financial transactions accurate and up to date.

Conclusion

The Board of Trustees is responsible for all finances in the school in accordance with its governance obligations.  The Principal will manage the above policy on its behalf, setting up appropriate procedures to do so.

Review Date:  August 2013
Chairperson  ...............................................  
Date Signed  ......................................
PROCEDURES FOR FINANCIAL MANAGEMENT


For internal control, it is important to separate as much as possible the following functions:

· Establishing a Budget:  Board of Trustees (inclusive of Principal)
· Incoming Money:  Office Manager
· Cheque Signatories:  Principal, BOT Staff Rep, Treasurer, Chairperson
· Banking:  Office Manager
· Accounting Records:  Education Services Ltd
· Ordering of goods/services:  Through order book, inclusive of Principal’s authorisation
· Authorisation of Expenditure:  Principal or Deputy Principal
Finance Committee
The Finance Committee consists of the BOT Treasurer, the BOT Chairperson, the Principal and  the Office Manager.  

Their role is to:
· Manage the school’s investments
· Set the budget for full Board approval

· Meet when required to discuss financial management
Establishing a Budget:  Board of Trustees
The budget for each year is established and approved before the end of the previous year.

September
Staff meeting to discuss and evaluate spending for each curriculum area.  Wish list sheets are distributed.
October
Collect wish lists.  Begin preparing Initial Priority Lists 
which will include approximate costs for items not already costed.



Staff meeting to look at Initial Priority lists.  Distribute Budget Submission Sheets and begin them.


The Principal seeks an indication from the BOT in regards to their expectations of PTA’s financial contributions to the next budget (what expenditure can be supported).  


The Principal approaches the PTA with an indication of the financial support sought by the BOT for the following school year.

November
Present to Board of Trustees.  Budget discussed, explained and approved if 
possible.

December
Budget sent to Accounting Service
February 1st 
Funds released for Budget operation.

Budget planning begins before the end of Term 3 and moves through the steps out-lined:
At the November meeting, the Board is presented with a budget, which shows each budget area and code, the budgeted amount for the last year, the estimated amount for that period and the recommendation for the following year.  Extraordinary items are listed separately and more detail is given for them.

Altering the Budget
Any changes to the budget must have Board of Trustees approval.

Incoming Money

1.
Money from students for school accounts
( 
The money is collected by the Office Manager who records details and issues a receipt.

( 
The money is then placed in a locked cupboard as does all money that is waiting to be banked.

( 
No money is held in the classrooms.

2.
Collecting monies on behalf of other agencies
Money collected by the Office Manager for other groups such as the School Photographer or the PTA is not receipted or banked unless necessary.  It is held in the locked cupboard until it can be passed on to the appropriate person.
3.
School Fees

School fees include the family donation, the class trips/activities fee, the consumables fee and the technology fee.  The amounts are set on a yearly basis by the Board of Trustees and are receipted individually when received.  
The family donation is GST exempt and the receipt can be used for tax rebate purposes.

The class trips/activities fee covers class trips and other class activities.
The consumables fee is to cover photocopying and similar expenses.

The technology fee is charged to each year 7 & 8 student.  It is compulsory as Longburn School is charged per pupil by the school that holds the technology classes.
4.
Non-Resident School Fees
School Fees are set by the BOT on a per term per child basis for children who are not New Zealand residents.

5.
Unpaid Fees
Notices about fees and options for payment appear regularly in the  newsletter if required.  Statements are issued early in Terms 1and 3 via Student Manager to all families who have not paid  in full.  The school is to be proactive in collecting outstanding monies by the beginning of Term 4, at which time a personal letter requesting outstanding monies.  Auto-payments are to be encouraged.
6.
All donated money is receipted.
7.
Private Photocopying and Telephone Calls
Staff are to contact the Office Manager  to arrange payment for any private toll calls.  The same applies for private photocopying, unless it is an inconsequential amount.  Staff are to be made aware of the costs to the school of local phone calls and keep them to a minimum.
8.
Ministry of Education
All money from the Ministry of Education for operations grants, senior management and other grants are direct credited to the bank account.

Various Accounts

1.
All money from MOE goes into the 25 account.  Money collected in the school must be receipted and banked into the 00 account.
2.
Money can be transferred between the 25 account and the 00 account.  The Office Manager and Principal have the Board’s authorisation to do transfers between these accounts via tele banking as required.  These transfers are filed.
3.
The cheque account is kept in credit.  Support staff salaries, accounts and some relievers are paid from this account and have to be planned for.

4.
The Board of Trustees keeps further savings as fixed term investments.  The Finance Committee decides how the money should be re-invested each time the investment period ends.

Cheque Account
1.
The Principal, the BOT Staff Rep, the Treasurer and the BOT Chairperson have written authorisation to sign cheques.  Cheques must be signed by two people.  Supporting documents must be checked and initialled by both signatories before the cheque is signed. 

2.
On site cheques are mainly used for accounts that have to be paid quickly and teacher reimbursements.

3.
Education Services Limited and the Ministry of Education have authorisation to access the cheque account.  ESL pay most of our accounts and the Ministry pay support staff salaries from our cheque account.

4.
Salary Usage & Expenditure Reports are sent fortnightly to show how much the Ministry has paid for salaries. These are checked and signed by the Principal.

Banking
1.
All school money collected must be receipted and banked in the school account.

( 
All Cheques must be crossed Not Transferable or A/C payee only.

( 
 All cheques banked are recorded.
( 
 The receipts must balance with the amount being banked.
(  
The total amount banked should be recorded on a monthly Receipts schedule together with the date on which it was banked.

· The Treasurer will make spot checks to reconcile money receipted with money banked.

Accounting Records
1.
Education Services Limited are contracted to prepare accounts for audit, prepare monthly Financial Management Reports, write cheques for payments, do G.S.T. and A.C.C. returns, as well as maintain the Asset Register.

2.
The Office Manager sends a monthly schedule of accounts for payment and monthly school account transaction details.  These show budget codes for all spending.

3.
Financial Management Reports are sent monthly to the Principal and The Board of Trustees Treasurer.  Accounts for payment are circulated to Board members and ratified at Board meetings.

Order of Goods/Services
1.
An order book is to be used for all orders including phone or internet orders for goods or services.  If the order is cancelled, mark clearly as cancelled; do not remove the bottom page.
2.
Ordering of goods must be discussed with the relevant budget holder, with signed approval and authorisation on order form by budget holder and Principal.  A budget code is required.  Curriculum-related expenditure should be discussed and approved at the staff meetings.
3.
All order books (including old ones) are to be held in the school office.
Authorisation of Expenditure
All invoices for payment are to be authorised by the Principal prior to being paid.
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