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Hataitai School Financial Procedures


Financial Records
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 
· All financial records will be kept for the periods required for taxation purposes (usually 7 years).  Arrangements may be made to archive records with a reputable records storage organisation for security and space reasons.

· The Service Centre is responsible for ensuring that all tax returns are correctly completed and returned before due date.  The Board Finance Rep will assist the Finance Officer with this responsibility.

· The Service Centre is responsible for ensuring GST Returns are completed on time. 
· Outsourced provider provides the Schools Payroll accounting including salary deductions PAYE tax reconciliations and ACC levy returns for employees.  The Office Manager and Principal are responsible for supplying the provider with details relating to employees and arranging for completion of IR 12 certificates by employees.
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These procedures were reviewed in November 2011
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