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Hataitai School Financial Procedures


Bank Accounts
Our commitment

The Hataitai School board of trustees ensures the school’s financial and property resources are efficiently and prudently managed to effectively support our teaching and learning programmes, and to provide a healthy and safe environment for our students and staff.

Guidelines 
· Only bank accounts formally authorised by the Board will be used for School purposes.  The school will operate only one current account which will be used for all school operational transactions.  All monies received or paid on behalf of the School will be deposited into and paid from the School’s Operating Bank Account.

· The Board may approve the use of Investment Accounts from time to time.

· The School bank accounts do not include the accounts of the Fundraising Group.  Care must be taken to ensure that only monies which explicity belong to the Fundraising Group are banked to the Fundraising Group Account.  If there is any doubt the direction of the School’s Principal or Board of Trustees Treasurer must be sought.

· Only those formally authorised by the Board will have authority to sign cheques or otherwise authorise payments from School bank accounts.

· Two signatories are required for all withdrawals from School Bank Accounts.  Except in circumstances where no alternative exists, such as Teachers on School trips etc, no signatory will sign blank cheques.  In circumstances where a blank cheque is signed the Principal must be advised and the Principal will be responsible for ensuring a record of such cheques are kept until such time as adequate proof, i.e. Invoice, signed note etc, is received and relevant details advised to the Secretary.

· The Office Manager will obtain new receipt books, cheque books and deposit books as required.  All cheques in cheque books will be stamped Not Transferable.  These books will be kept in a lock fire proof cabinet.[image: image2.png]



These procedures were reviewed in November 2011
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