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50. FINANCE 
 
RATIONALE 
 
To maintain accountability for and control of our financial resources. 
 
GUIDELINES 
1. The Board of Trustees will set a budget which reflects the goals of the Charter and the priorities of the 

Strategic Plan.  This budget will be set annually prior to the commencement of the school year to 
which it relates. 

2.  The Board of Trustees or Principal will implement a system of expenditure controls with the intention 
of maintaining expenditure within the budgetary allowances, and to ensure that the controls and 
procedures comply with current legislation, provide accountability and ensure integrity of the financial 
managers of the school.   

3.  A Finance Sub Committee is to be appointed by the Board and meet when considered necessary. 
4.  The Board will monitor monthly financial reports for compliance with the budget, and ensure variances 

are understood and that the school can meet future financial commitments.  It may be modified during 
the year if necessary, with Board approval. 

5.  Sufficient funds will be retained in the cheque account to meet the everyday expenses of the school, 
and any excess will be placed on fixed term investment, or in a higher interesting bearing account, 

6. Annual accounts shall be prepared and audited within the guidelines set by the Ministry of Education, 
current legislation, “good practice” and audit requirements, for presentation at the BOT meeting by the 
due date.  The Board will take notice of any recommendations raised by the audit.  The reports will be 
made available to the community. 

7. Signatories to the school accounts shall be appointed by the Board of Trustees.  Two signatories or 
passwords are required on each disbursement. 

 For disbursements over $10,000 one signature must be that of a Board member with signatory 
rights, and the second signatory the Principal or staff board representative. 

 The Executive Officer may be one of the signatories for disbursement $10,000 and under. 
8. The Principal will immediately advise the Board of Trustees if the net expenditure for the year is likely 

to exceed that budgeted. 
9. Information about Financial procedures will be detailed within the A-Z Management Handbook for staff 

information. 
 
CREDIT CARD 
1. Issuing a card 

a. Only staff authorised by the board can use the card 
b. The credit card limit is approved by the board of trustees 

 
2. Using a Card 

a. The card must only be used for school related purchases, and for actual and reasonable costs 
associated with school business. 

b. It must never be used for personal purchases. 
c. The user needs to present a detailed tax invoice and receipt. 
d. The statement invoices and receipts will be certified by an appropriate authority who is independent of 

the card users. Principal to certify EO’s and Oscar’s visa statement. Board member to certify 
Principals. 

e. No cash advances are allowed. 



f. Any discretionary benefits (such as, membership awards) must only be used for the benefit of the 
school, not for personal use. 

g. The credit limit cannot be exceeded. 
 

3. Cardholder Responsibilities 
a. Protect its pin number. 
b. Immediately report its loss to the Board, Principal and credit card company 
c. Return it whenever the board requests it, or upon ceasing employment at the school 

 
THEFT AND FRAUD PREVENTION 
 
1. The Board of Trustees acknowledges that it has a responsibility to protect the School’s financial and 

physical resources.  The Board has agreed that the School has a responsibility to both actively 
prevent and detect theft and fraudulent actions by employees of the School, this includes: persons 
who are service recipients of the School or are employed or contracted by the School.  Furthermore, 
the Board has agreed that any investigation into suspected fraudulent actions or theft will be 
procedurally fair and just and consistent with the principles of natural justice. 

 
2. Subsequently, the Board of Trustees requires systems and procedures that protect against theft and 

fraudulent actions to be established by the Principal.  The Principal shall inform the Board Chairperson 
of any such actions in accordance with the procedures outlined below. 

 
3. The Board of Trustees requires that the Principal ensures that: 
 

(a) All of the School’s financial systems meet the standards and requirements specified in the Public 
Finance Act 1989, Section 42 (b), as well as, the general accounting practices maintained by the 
Institute of Chartered Accountants of New Zealand.  Furthermore, these financial systems must be 
designed to both prevent and detect the occurrence of theft and fraudulent actions.   

(b) Systems are in place to ensure that the School’s physical resources are kept secure (and 
accounted for).   

(c) All persons who are formally entrusted with the School’s physical and/or financial resources are 
competent to perform such responsibilities and that such persons are accountable for the correct 
execution of their responsibilities.  

(d) All School personnel understand that they have a responsibility to inform the Principal 
immediately, should they become aware of, or suspect any fraudulent or improper actions by; 
staff members, students, contractors, suppliers, or any other person connected to the School.   

 
4. The Principal will act in accordance with the following procedures in the event of a reported allegation 

of theft and/or fraud: 
 

(a) A decision will be made to either immediately inform the New Zealand Police of the allegation or to 
follow the steps outlined in subsection (b) below. 

(b) Within twenty-four hours the Principal shall: 
i) Formally record the details of the allegation, which would include; the person(s) 

alleged involved, the approximate value (and/or quantity) of the fraud or theft, and any 
further details provided by the informant (e.g., the time and circumstances in which 
the theft or fraud occurred). 

ii) Request a detailed written statement from the informant. 
iii) Inform (and confer with, if appropriate) the Chairperson of the Board of Trustees of 

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

appropriate. 
v) The Chairperson should advise the full board as soon as practicable. 

(c) On the basis of advice received and after consultation 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. 

(d) The Principal shall then carry out the following procedures: 
i) Investigate the matter further in terms of procedures as set out in sub  
             paragraph (d). 
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 NZ Police 
v) If necessary, commission an independent expert investigation 
vi) In the 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, MOE local office and/or the school’s 

auditors. 
 

(e) Once all available evidence is obtained the Principal shall consult with the Board  
Chairperson, who may if considered necessary, seek legal or other advice as to what further 
action should be taken. 

(f) If a case is considered to exist the Principal or a 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/s are invited to be present. 

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

iii) Obtain a verbal or preferably a 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. 
 

5. 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.  

 
6. The board affirms that any allegation 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/s implicated.  

 
7. Any intimation or written statement made on behalf of the school and related to any instance of 

supposed or actual theft or fraud shall be made by the Board Chairperson who shall do so after 
consultation with the principal and BOT, and if considered appropriate after taking expert advice. 

 
Allegations Concerning the Principal or a Trustee 
 
    8.              Any allegation concerning the Principal should be made to the Board Chairperson, 
                      who will then investigate in accordance with the requirements of paragraph 4; and if  
                      it is against a member of the board to the Principal, who will then advise the 
                      manager of the local office of the MOE and commence an investigation in 



                      accordance with the requirements of paragraph 4. 
                       
Approval 
 
When the board approved the policy it was agreed that no variations of it or amendments to it can be made 
except by the unanimous approval of the Board and as part of its approval the Board requires the Principal to 
circulate it to all staff.  
 
 
 
 
Dave Shadbolt _________________________ Fiona Barker ___________________________ 
   (Principal)    (Chairperson) 


