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WHANGANUI GIRLS’ COLLEGE

FINANCIAL PROCEDURES

PAYMENTS

Purchasing Procedures

1. All goods and services to be purchased for the school must be authorised by the Principal or delegated authorities as outlined in the School’s Financial Management Policy.

2. All assets/capital items over $1000 acquired or sold, including donated assets, should be specifically minuted to provide clear evidence of Board approval and recognition.

3. The school Order Book will generally be used when ordering goods and services. The person ordering should enter the date, anticipated amount, quantity and code, and sign the order book.

Goods Receipt

1. Goods or services received will be verified against the Department or School’s Order Book and the copy of the order noted for the goods received.

Mail Opening/Invoice Receipt

1. Mail is opened by delegated staff members.

2. Invoices received are stamped so that details such as goods received, general ledger coding details, date of payment and authorisation can be completed on invoice. 

3. The person responsible for ordering the goods or service should authorise the invoice to verify that the correct goods or services were received as per the order book.

Payment/Payment Approval

1. Payment of accounts requires a tax invoice. Accounts will not be paid on a statement basis.

2. Payment by cheque:

When a cheque is presented to the cheque signatories at the School level, properly approved supporting documentation (eg invoices) must be presented/sighted before the cheque is signed. All cheques are accompanied by a payment authorisation voucher, which details the cheque number, date of payment, code, order no., amount, initials of people who have signed the cheque.

3. Payment by automatic payment (internet banking):

Before cheque signatories approve an authority for automatic payments through the school’s banking facility, they must agree and reconcile each payment back to supporting documentation (invoices, bank statements or lease agreements). The schedule of automatic payments is presented monthly to the Board, and any changes ratified. Direct debits should also be notified to the Board and invoices reconciled against statements.

4. All invoices, once paid, are forwarded to the School accountants for storage until released by them and returned to the School for archiving.

5. Payment by forwarding approved invoices to the School Accountants for payment on behalf of the school:

The payments to be made will be listed on a Schedule of Accounts for Payment. Cheque signatories will only sign this schedule once all listed items for payment have been checked back to authorised supporting documentation (eg invoices).

6. Internet Banking

Payments will be inputted on to the Desktop Banking Facility. On completion of the data input, the Executive Officer will enter a password authorising the transmission of the payments. Each of these transactions will be countersigned/approved by the Principal or her delegate electronically.

7. Monthly Procedure

· All cheque payments made through the School or the School Accountants are tabled as a Schedule of Accounts for Payment and approved at the monthly Board of Trustees meeting.

· The Month and Year-to-Date Income Statement and Balance Sheet are printed and reviewed at each BOT Finance Committee meeting.

· At month end, the Schedule of Payments is ticked off the bank statement as part of the bank reconciliation (the School Accountants).

8. Reimbursements and refunds to staff, students, parents are made within one month of submission

Receipting
1. A delegated staff member will open all mail as well as receive monies over the counter.

2. Any cheques received should be checked to see if they are crossed Not Transferable. If not, they are stamped Not Transferable. Names must be correctly written on the cheque.

3. All cheques and cash received should be receipted daily (whether receipts are given out or not). Details of who paid in the cash, the reason for it and the person who prepared the receipt should be noted on the receipt.

4. The school should make the school community aware that a receipt is always issued for all monies handed in or sent to the school.

5. The cheques and cash should then be handed to the Executive Officer who is responsible for writing up the Bank Deposit Schedule and holding the monies in a locked secure area/safe until it is ready for banking. Only the Principal and/or Executive Officer should have access to the monies there. Cash should be banked intact – it should not be appropriated for other purposes (eg School Petty Cash).

6. Bankings should be done by a delegated staff member as required, minimising the volume of cheques and cash held on the School’s premises.

7. The receipt book is reconciled weekly with the bank statement. Any significant differences should be followed up and these should be evidenced in writing.

8. All electronic payments will be recorded and receipted by the school’s bank statement process.

9.
On a periodic basis, at least once a Term, a member of the Board of Trustees should perform an internal control check to ensure:

· All payments are supported by a tax invoice or reimbursable receipt

· Payment is only made for goods or services that have been provided to the school

· Receipts match bank statements

· Payments match bank statements

· Correct procedures have been followed

This check, with any conclusions or recommendations, should be minuted at the next BOT meeting.

Debtors
1. It is expected that accounts for money owing to the school will be paid within four weeks.

2. A reminder will be sent where accounts have not been paid within four weeks.

3. Where accounts remain unpaid after one Term, the School will endeavour to contact debtors to make arrangements for payment by a final date. If accounts remain unpaid beyond this date, the debt is referred to the Board of Trustees for a final decision on the course of action.

Paying of Wages
1. All wages of permanent staff are paid by Novopay, through the School’s delegated officer.

2. The Staff Usage and Expenditure Report (SUER) is received fortnightly. This report is checked by Senior Management to ensure the staff names, MOE numbers, dates and amounts are correct. The report must be approved and signed by Senior Management, before the wage schedule is submitted to Novopay.

3. When relieving staff/non-permanent staff are employed, a notice of employment of relieving teachers must be completed and sent to Novopay, approved and signed by Senior Management. A copy of this notice is retained for School records.

4. Any changes to payroll entitlement for any staff, such as staff resignations and appointments and annual increments, must be approved by the Board of Trustees or delegate and minuted by the Board of Trustees.

5. At least once a term, a member of the Board of Trustees should carry out an internal control check to ensure:

· staff usage and expenditure reports are verified and signed by Senior Management.

· notices of employment of relieving teachers are being completed accurately and retained for School records.

· Staff usage and expenditure reports are viewed to ensure accuracy of staff names, numbers, dates and amounts.

· This check, with any conclusions or recommendations, should be minuted at the next BOT meeting.

Credit Card Use
1.
The School credit card should only be issued to the Principal after being authorised by the Board.
2.
The limits set for credit card use should not exceed the overall financial delegation of the Principal as set out in the Schedule of Delegations. Any variations require Board approval.

3.
Prior to the card being issued, the recipient must be given a copy of this procedure and be required to sign it off to signify that they have read and understood it.

4.
The credit card is not to be used for any personal expenditure.

5.
The credit card will only be used for:

· payment of actual and reasonable travel, accommodation and meal expenses incurred on School business; or
· purchase of goods where prior authorisation from the Board was given.

6.
All expenditure charged to the credit card should be supported by:

· A credit card slip

· A detailed invoice or receipt to confirm that the expenses are properly incurred on School business

· For expenditure incurred in New Zealand of value greater the $50 (including GST) there should be a GST invoice to support the GST input credit

7.
The credit card statement should be certified by the principal as evidence of the validity of expenditure.
8.
Authorisation for the expenditure should be obtained on a one-up basis (for example the Principal should authorise any travel by the Deputy Principal and the Board should authorise any travel by the Principal). Cardholders are not allowed to approve their own expenditure.

9.
All purchases should be accounted for within 5 working days of receiving a credit card statement.

10.
Cash advances are not permitted except in an emergency.

11.
Where cash advances are taken, the Principal must provide a full reconciliation, with receipts wherever possible, of how the cash was used. Any unspent monies must be returned to the School.

12.
Any benefits of the credit card such as a membership awards programme are only to be used for the benefit of the School. They should not be redeemed for personal use.

13.
The cardholder should never allow another person to use the card.

14.
The cardholder must protect the pin number of the card.

15.
The cardholder must only purchase within the credit limit of the card.

16.
The cardholder must notify the credit card company and the school immediately if the card is lost or stolen.
17.
The cardholder must return the credit card to the School upon ceasing employment there or at any time upon request by the Board.

Theft and Fraud Prevention
1.
As preventative measures against theft and fraud the Board requires the Principal to ensure that:

· The School’s physical resources are kept secure and accounted for.

· The School’s financial systems are designed to prevent and detect the occurrence of fraud. All such systems must meet the requirements and standards as set out in the Crown Entities Act 2004 and of generally accepted accounting practice promulgated and supported by the Institute of Chartered Accountants of New Zealand.

· Staff members who are formally delegated responsibility for the custody of physical and financial resources by the principal are proven competent to carry out such responsibilities and that such persons are held accountable for the proper execution of their responsibilities.

· All staff members are aware of their responsibility to immediately inform the Principal should they suspect or become aware of any improper or fraudulent actions by staff, suppliers, contractors, students or other persons associated with the school.

2.
In the event of an allegation of theft or fraud the Principal shall act in accordance with the following procedures:
· Decide to either immediately report the matter to the New Zealand police or proceed as outlined in this paragraph.

· So far as it is possible and within 24 hours:

i
Record the details of the allegation, the person or persons allegedly involved, and the quantity and/or value of the theft or fraud.

ii
Request a written statement from the person who has informed the Principal, with details as to the nature of the theft or fraud, the time and circumstances in which this occurred, and the quantity and/or value of the theft.

iii
Decide on the initial actions to be taken including consulting with the person who provided the information and, if appropriate, confidentially consulting with other senior members of staff about the person who is the subject of the allegation.

iv
Inform the Board Chairperson of the information received and consult with them as appropriate.

· On the basis of advice received and after consultation with the Board Chairperson, the Principal shall decide whether or not a prima facie case of theft or fraud exists, and if not, to document this decision and record that no further action is to be taken.
· The Principal shall then carry out the following procedures:

i  Investigate the matter further;

ii
If a prima facie case is thought to exist to continue with their investigation;

iii
Invoke any disciplinary procedures contained in the contract of employment should the person be a staff member;

iv
Lay a complaint with the New Zealand Police;

v
If necessary, commission an independent expert investigation;

vi
In case of fraud, require a search for written evidence of the possible fraudulent action to determine the likelihood
or not of such evidence;

vii
Seek legal advice; or

viii Inform the Manager, National Operations, Ministry of Education local office and/or the School’s auditors.

· Once all available evidence is obtained the Principal shall consult the Board Chairperson. The Board Chairperson may, if they consider it necessary, seek legal or other advice as to what further action should be taken.
· If a case is considered to exist the Principal or person designated by them shall, unless another course of action is more appropriate:

i
Inform the person in writing of the allegation that has been received and request a meeting with them at which their representative or representatives are invited to be present.

ii
Meet with the person who is the subject of the allegation of theft or fraud and their representatives to explain the complaint against them.

iii
Obtain a verbal or preferably written response (all verbal responses must be recorded as minutes of that meeting, and the accuracy of those minutes should be attested by all persons present)

iv
Advise the person in writing of the processes to be involved from this point on.

3.
The Board recognises that supposed or actual instances of theft or fraud can affect
the rights and reputation of the person or persons implicated. All matters related to the case shall remain strictly confidential with all written information kept secure. Should any delegated staff member or any other staff member improperly disclose information the Principal shall consider if that person or persons are in breach of confidence and if further action is required. Any action the Principal considers must be in terms of the applicable conditions contained in their contract of employment and any code of ethics or code of responsibility by which the staff member is bound.
4.
The Board affirms that any allegation of theft or fraud must be subject to due process, equity and fairness. Should a case be deemed to be answerable then the due process of the law shall apply to the person or persons implicated.

5.
Any intimation or written statement made on behalf of the School and related to any instance of supposed actual theft or fraud shall be made by the Board Chairperson who shall do so after consultation with the Principal and if considered appropriate after taking expert advice.

Allegations Concerning the Principal or a Trustee

6.
Any allegation concerning the Principal should be made to the Board Chairperson. The Chairperson will then investigate in accordance with the requirements of paragraph 2 of this procedure.

7.
Any allegation concerning a member of the Board of Trustees should be made to the Principal. The Principal will then advise the manager of the local office of the Ministry of Education and commence an investigation in accordance with the requirements of paragraph 2 of this procedure.
Sensitive Expenditure

Principles
1. The board requires the principal, where expenditure may be beneficial to an individual or group of individuals, to take account of the following prior to authorising this expenditure:

i) Does the expenditure benefit student outcomes? 

ii) Does the expenditure represent the best value for money? 

iii) Is it in the budget? 

iv) Could the board justify this expenditure to a taxpayer, parent or other interested party? 

v) How would the public react if this expenditure was reported by the media? 

vi) Would there be perceived to be any personal gain from this expenditure? 

vii) Does this expenditure occur frequently?

2. Any proposed expenditure which may benefit individuals or groups of individuals will be backed by funds which have been raised for the purpose.  The funds will be raised with a full understanding of their purpose known to those contributing the funds – such as parents or other funding sources (eg. Charities).  The funds raised will cover all costs (including travel and accommodation costs for teachers who may be involved).

Accounting for expenditure

3. All expenditure which is incurred on behalf of individuals or groups of individuals will be fully accounted for and a separate income statement  for management reporting purposes showing all funds raised and expenditure incurred will be provided to the board.

Procedures adopted:

Review:








Chairperson:_____________________________________   Date:______________

See attached schedule of financial responsibilities

