HILLVIEW  CHRISTIAN  SCHOOL

Financial  Policy

RATIONALE

The Board of Trustees is legally responsible for the management of government grants and community funds.  The Education Act 1989 specifies mandatory reporting requirements and controls over where Boards may invest funds.  The Board is required to approve a budget annually, approve a policy which ensures adequate control of funds and to receive regular reports from the Principal, as the school’s manager.

AIMS

· To provide the financial support, within funding limitations, to allow all school programmes to be implemented in a planned and organised manner with appropriate consultation

· To ensure that the cash resources of the school are employed efficiently and allocated each year according to priority

· To ensure that the Board complies with the statutory obligations as determined by the Education Act 1989, Education Amendment Act 1 (2001) and Education Amendment Act 2 (2002). 

GUIDELINES

· The financial management systems will be based on the annual budgeting process.  It is expected that the budget process will assist in setting priorities.  The schools five year strategic plan will be a very important component of the budgeting process. 

· Internal controls for inwards and outwards cash control will be documented and monitored

· The school manages the payment and receipt of monies for all financial transactions but employs School Support to record the monthly transactions and to provide expert advice.  This is also supported by liaison with the school’s auditors

· Monthly reports will be filed as records of all financial transactions

· The system should be clear and efficient to provide easily understood information for users.  The information must be timely and inform the Board of its current financial position and commitments, and progress against budget for the year to date

· The system will ensure that the requirements of the Education Amendment Act 1 (2001) and Education Amendment Act 2 (2002) are met, with particular regard to reporting requirements, investing or borrowing of funds

· In order to maintain efficiency and utilise Trustee strengths, the Board will appoint a Finance sub-committee which will meet together as required but often will liaise with each other through email.

IMPLEMENTATION

Budget planning and delegated authority

Ideally, this should involve consultation with budget holders and staff involved in organisation of programmes or school operations.  A draft budget will be presented to the Board during Term 4.

Once the budget for the year ahead has been considered by the Finance sub-committee of the Board, and approved by the Board of Trustees, the authority for implementing the budget is delegated to the Principal as manager, or to his/her appointee with the approval of the Board.

Board approval, through the Finance sub-committee, must be obtained for expenditure additional to that approved in the school budget for the year.  The Finance sub-committee will review the progress against Budget, at the six-monthly period as a minimum, and consider additional requests on the Principal’s recommendation at that time.

INTERNAL  CONTROL  SYSTEMS

Management of funds

All funds administered by the school, or raised in the name of the school, will be accounted for and lodged with the school’s bank.  There will be one cheque account and there may also be an on-call account, a depreciation reserve account and investment term deposits, for interest advantage.  Funds raised by the school Home and School Association and the school Proprietors are the only funds to be exempt from this ruling.

Account signatories

The signatories to all school accounts will be any two of the Principal, the Accounts Clerk, the Secretary and one other member of the Board.

Day to day management

The Board will employ an Accounts Clerk with specific responsibilities for daily management of the financial systems of the school.  This person is responsible to the Principal, and will have a detailed job description to ensure compliance with the policy.

The responsibilities will include:

1. Collection, receipting, recording and banking of all cash.  All cash received is to be banked intact, and all payments made by cheque other than at a petty cash level (<$50.00).

2. Monitoring the delegated spending authority through the ordering process, and ensuring that all invoices are verified by budget holders.

3. Preparation of accounts for payment,  writing of cheques, reconciliation of creditors statements and transaction entry.

4. Filing of statutory returns for Inland Revenue with respect to GST will be completed by School Support.

5. Reconciliation of bank accounts and liaison with the school’s bankers.

6. Ensuring that the school register of fixed assets is maintained by School Support.

7. Liaison with School Support, our bankers and our auditors to provide for efficient communication and completion of the annual reporting requirements.

8. School Support Responsibilities:

(   Production of monthly reports

· Summaries detailing payments and receipts for the period

· Statement of Financial Position to the end of the period

· Statement of Operations for the year to date showing percentage of budget remaining ($) and percentage of budget spent (%)

· A listing of debtors and creditors as at the end of the period

· Production of annual reports

Principal and Senior Management

· The Principal, or his delegated senior staff member, will be provided with monthly statement.
· All budget holders, with delegated responsibility for expenditure within the approved budget, will be provided with details of  the progress against budget for their delegated area.
9. The Accounts Clerk will need to be fully informed of any financial circulars (Ministry, audit or statutory), or Board approvals, and will be supported by the Principal to ensure that all staff adhere to this financial management policy.

10. Staff must ensure that their name/ordering number is included on each invoice received by the school for goods/services they have purchased.  The Accounts Clerk/Secretary will only pay the invoice after it has been checked and confirmed by that person.

11. Budget holders have responsibility for any purchase up to a cost of $200 but any purchase over this amount must be approved by the Principal.

12. All staff and Expenditure (SUE) reports must be checked and authorised by the Principal or his/her appointee.

13. Increases to pay or conditions should be authorised by the Board (or Board delegate) and minuted as approved.

14. The Board should approve wage expenditure budgets that are consistent with the wage-related funding received.  These budget runs should be closely monitored.

15. The hiring of new staff should be authorised by the Board (or Board delegate) and minuted as approved.

CONCLUSION

This financial management policy impacts on all areas of school operations.

Adopted on:
…………………………………

Review date:  ….……………….

……………………………………………….

Chairperson - Board of Trustees
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