Sacred Heart College, Napier
NATIONAL ADMINISTRATION GUIDELINE 4

Policy Statement: Finance
The Special Character, also known as the Catholic Character, provides the framework
within which the whole school curriculum is delivered; it is integral to everything that takes
place in the school, or on behalf of the school, and its community
PURPOSE
1. To ensure that Sacred Heart College Board of Trustees allocates funds to reflect the
College’s priorities in the spiritual, educational, cultural, sporting and social areas.
2. To maximise benefits to students and staff.
3. To ensure an equitable allocation of resources to allow all school programmes to be
implemented as planned.
4. To ensure that the cash resources of the school are used efficiently to enable
maintenance to be completed as required.
5. To maintain accountability to the school community.
GUIDELINES
1.
The Principal will:
- be responsible for preparing the annual budget including capital items.
- co-ordinate all budget and accounting procedures and reach decisions in
consultation with the Finance Committee of the Board of Trustees.
2.
The Board of Trustees will:
- approve the annual budget and the annual accounts.
3.
The Finance Committee of the Board of Trustees will:
- monitor the budget and expenditure and report monthly to the rest of the Board.
- recommend investment of moneys when they become available in a manner which
will maximise a return of funds working within Ministry of Education guidelines.
4.
The Deputy Principal and/or Assistant Principal will:
- be responsible for preparing a budget for staff professional development.
- be responsible for preparing a budget for relief teaching.
5.
The Heads of Departments will:
- be responsible for submitting budget proposals and monitoring expenditure for
their curriculum areas.
6.
Personnel authorised to sign College cheques - a minimum of two signatures is
required from Principal, Deputy Principal, Assistant Principal, Executive Officer.
7.
Personnel authorised to pay accounts by direct credit through the Bank’s computer
system - a minimum of two authorities is required for each batch of transactions from
Principal, Deputy Principal, Executive Officer.
8.
Personnel authorised to pay accounts using the College credit card: Principal,
Executive Officer, Principal’s Secretary
Credit card to be issued in the name of the College plus the card holders name
being the Principal. The credit limit for the card is $10,000. (Refer to the College’s
Credit Card Policy)
9.
Koha Payments – all koha must be approved by the Principal and the requisition form
completed.
10.
Reimbursement of Payments – full GST receipts must be attached to reimbursement
forms plus copies of bank or visa statements of person who is being reimbursed.

11.

12.
13.
14.
15.

Budgets should be adequate and sustainable as far as practicable within budget
constraints. The allocation and management of funds within each budget should be
the responsibility of the person/s accountable for that cost centre.
Expenditure should be kept within the School budgets, where possible, by means of
appropriate procedures and regular monitoring.
All efforts should be made to continually improve the quality and effectiveness of the
financial processes in the school. This should include the ongoing training of staff.
Records and reports of all transactions should be accurate and up-to-date.
Travel and Entertainment; refer to the College’s policies on each.

Periodic and Annual Financial Statements:
1.
For each calendar month the Executive Officer shall prepare financial reports
showing:
- Statement of Financial Performance, including comparison to budget
- a summary Statement of Financial Position
2.
For each month the Principal shall present a written summary report that describes:
- key (financial) achievements from the previous month
- expectations for the month ahead, and
- significant matters and/or risks that must be addressed by the College.
3.
This report shall be presented to the Finance Committee before the monthly Board of
Trustees meeting. It is then tabled at the next meeting of the Board of Trustees.
4.
Any recommendations made to the Board for the purchase of fixed assets,
investments and other use of cash resources must refer to the impact on the
College’s present cash resources and projected cash flows for the next 12 months.
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.
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