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Kaiapoi High School Policies


FINANCE AND PROPERTY

The Policy was approved and adopted by the Board at its meeting held on 26 August 2009  and became effective from that date.
Goals

1. To effectively manage the school’s financial resources and use them to achieve the goals set within the Charter and Strategic Plan. 

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

3. To safeguard the assets of the school for future generations of students. 

Objectives for 2009

1. Produce a budget for the coming year by 30 November and present it to the Board for approval. 

2. Keep expenditure within budget and report monthly to the Principal and Board on performance against that budget. 

3. Ensure all expenditure, and commitment of expenditure, is approved within the Board’s delegations. 

4. Ensure reports comply with public sector accounting standards, and that the annual financial statements are presented to the Ministry of Education on time. 

5. Ensure records of all financial transactions are correct and up to date. 

Function of the Board

The Board of Trustees retains primary responsibility for the overall financial management of the school in accordance with governance obligations. From time to time it will delegate some of its authority and responsibilities to Committees and staff members, however in each of these cases it will retain an overseeing role.

Specific Responsibilities Retained by the Board

The Board has retained the following financial management responsibilities:

· Approval of the finance policy 

· Approval of all delegations 

· Approval of the annual budget 

· Approval of any expenditure in excess of budgeted levels. 

In addition to this the Board will receive a monthly report from the Finance Committee summarising the school’s performance against budget and outlining the Finance Committee’s expectations for the remainder of the year.

Function of the Finance Committee

The Board has created the Finance Committee to take responsibility for overseeing the day-to-day management of the school’s financial resources, commitments and obligations. The Committee shall oversee the preparation of budgets, monitor the collection of revenue, monitor expenditure, and provide advice to the Board and to the Principal on financial matters.

Specific Responsibilities Delegated to the Finance Committee

Delegated authority 

A) Commitment of operating expenditure for any invoice in excess of $30000;

B) The commitment or purchase of capital expenditure;

C) The disposal of fixed assets with a cost price in excess of $10000;

D) The transfer of money between any board cheque and term deposit in excess of $50000 and for a period of more than 12 months;

The Board delegates to the Property and Finance Committee the authority to make the following decisions: 

The authority to approve leases/hireage for  up to a period of 3 years.

The authority to enter into approved leases up to $20,000 per annum ( not to exceed Ministry of Education requirements) 

The appointment of a project manager for any property project in accordance with the Ministry of Education requirements 

The approval of any professional advisor on school projects 

The authority to approve the project brief for any property project 

The authority to approve any concept design for property work 

The authority to approve the final design and quantity surveyor estimate

The authority to accept working drawings for property  project work 

The authority to approve tender documents 

The authority to sign contracts with the successful contractor who has been through the approved tender process on behalf of the Board 

The authority to complete the post occupancy schedule and forward this to the Ministry of Education 

Authority to approve Applications for grants to community trusts. ( The board also has authority to approve such applications ) 

To authorize formal and legal agreements in the name of the school that are related to management of school property only.

Budgeting:

· Consult with school’s budget holders for budget preparation 

· Ensure budgets are drafted 

· Ensure the final budget is presented to the Board for approval. 

Monitoring:

· Monitor budget control and cashflow 

· Report expenditure outside the budget to the Board. 

Reporting:

· Provide the Board of Trustees with a monthly financial report 

· Ensure reports comply with legislation, authoritative accounting standards and generally accepted accounting principles 

· Ensure draft annual financial statements are presented to the Board prior to 31 March 

· Ensure the draft financial statements are provided to the auditor by 31 March 

· Present draft or final financial statements at the Annual General Meeting 

· Ensure the audited financial statements are provided to the Ministry of Education by 31 May. 

Provide Advice:

· Give advice to the Board as required about the school’s financial management 

· Advise the Board of Trustees on financial procedures set out by the Ministry of Education 

· Advise the Principal on financial management. 

Record Keeping:

· Maintain a register setting out financial responsibilities and delegations 

· Oversee the maintenance of the asset register 

· Maintain appropriate accounting and purchasing procedures, and make recommendations to the Board on their implementation. 

Responsibilities of the Principal

The Principal will manage this policy on the Board’s behalf and ensure appropriate systems and procedures are in place to safeguard the school’s assets.

As part of its approval the Board requires the Principal to circulate this Policy to all staff, and for a copy to be included in the Kaiapoi High  School Policy Manual, copies of which shall be available to all staff. The school policy manual shall also be made available to students and parents at their request. The Board requires that the Principal arrange for all new staff to be made familiar with this Policy and other policies approved by the Board.
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