FINANCIAL PRACTICES


Budget

· The Treasurer and Principal will seek input in Term 4 from staff and board concerning special purchases for the following year and will include these, if possible financially, in the budget for the upcoming year.

· The Budget will be prepared with assistance from our Financial Service Agency.

· The Budget will be presented at the February Board meeting for ratification after the Principal and Treasurer together have finalised the year’s figures.  

· Each cost centre in the budget is managed by one staff member or another.   Each member has the delegation to manage the centre/s for which he/she is responsible within the confines of the budget.

Monthly Reports

· The Treasurer will discuss the monthly reports with the Principal and hold a Financial Committee Meeting each month if at all possible.

· On the receipt of the monthly figures all Board members and management staff receive a copy with one copy posted in the staffroom.

· All monthly accounts are surveyed and passed for payment in retrospect at Board of Trustees monthly meetings.   Opportunity is made by the Treasurer to discuss the monthly reports and accounts at these meetings.

· After Board meetings the monthly reports and invoices are filed in calendar order in the Principal’s Office.   Past year’s copies are kept in the storeroom.

· School Cheque Book – a cheque book is maintained in the school for immediate payment purposes.   Mrs Young is responsible for servicing the cheque book and these particular accounts.   She writes out the cheques and then gets two of the four signatories to sign.   (The three signatories are the Principal and the two Deputy Principals.)   Accurate records are maintained and weekly summary sheets are sent in to Canterbury Education Services.

· Relationships with Canterbury Education Services – these are closely maintained.   Mrs Young makes many contacts with the people concerned on behalf of the Principal and Treasurer.   She keeps them fully informed of these contacts.   She will also recommend to the Principal/Treasurer actions that need to be carried out in regard to making money available to CES and transferring money to the Hornby account.

· Preparation of Weekly Sheets and Invoices for CES – finalised on Fridays.   Throughout the week Mrs Taylor or Mrs Young or the Principal stamp the invoices and either Mrs Young or the Principal code them.   The Principal signs and dates them okaying their payment or in her absence Mrs Young.   These are photocopied (the photocopies being kept for school records) by Mrs Taylor and join the weekly sheets of receipts and payments prepared by Mrs Young and sent to CES each Friday.

· School Fees – there is a range of these including technicraft fees, compulsory stationery and school fees.   These are paid directly to Mrs Young by the child and are all receipted.   Receipts are sent home with the child.

· School Activities Collections – there are many of these throughout the year.   Examples are sports trips, camps, in-school entertainment, field trips etc..   Moneys for these are collected within the classroom by the classroom teacher or sports teacher.   When collected this money is brought to Mrs Young who keeps accurate records of all moneys handed in.

· School Stationery – a limited stock of stationery is maintained for sale to children.   The sale is administered by Mrs Taylor who passes the money received on to Mrs Young for counting and banking.   Mrs Young is also responsible for the ordering of this stock.

· School Canteen – administered by Mrs Young at the canteen.   She receives support from some students.   Children are dealt with directly at the canteen.   Mrs Young passes the money over to Mrs Taylor for counting who, when finished, returns it to Mrs Young for banking.   Mrs Young leads the team responsible for the running of the Canteen.

· Lunch Orders – administered by Mrs Taylor directly with individual children at the school office.

· Client School Fees – these are for technicraft purposes.   Mrs Young is responsible for invoicing these schools on a set date quarterly for the school fee that they pay.   She is also responsible for the receipt and banking of the schools’ cheques when received.
· Client Schools Technicraft Fees  - Mrs Young invoices all students from the client schools individually.   Fees are brought to her by the students or are sent to Branston by mail.   Mrs Young receipts all moneys received returning the receipts via the children when they come for technicraft.

· Petty Cash – a small amount only is maintained in the school.   This cash is administered by Mrs Young and is used usually only by the Caretaker, the Principal or Mrs Young herself for small needs etc. petrol for mowers, stamps etc..   Separate petty cash sheets are maintained and sent to Canterbury Education Services.
· Banking of Moneys – Mrs Young is responsible for this.   She banks two or three times per week on average.   Depending on particular collection circumstances Mrs Young may bank daily.   She is responsible for the preparation of moneys for banking for keeping accurate records of what the money has been collected for, how much has been collected and what code it must be registered under.   Mrs Young prepares weekly banking sheets showing all this information plus the date of banking and sends the sheets through to Canterbury Education Services each Friday.
· The Principal is responsible for checking and coding the SUE reports, photocopies of which are sent in with the weekly invoices to CES.
