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Hataitai School Financial Procedures


Sensitive Expenditure Procedures
 including Reimbursement, Travel, Gifts & Entertainment
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 
Travel: 

· All travel expenses (including airfares, rental cars, accommodation, Koha, and meals) up to $1,000 must be approved by the Principal.  All travel expenses over $1,000 must be approved by the Chairman of the Board of Trustees.

· The justification for travel must be documented. It is to be transparent and must relate to a school need. 

· All air travel is to be economy class. 

· Staff who stay privately will be reimbursed on production of receipts, for koha or for the cost of a gift given to the people they have stayed with. Prior to travel the staff member should receive authorisation for the value of the intended koha/gift. 

· The reimbursement for business related travel expenses is on the basis of actual and reasonable costs. Actual and reasonable expenditure is defined as “the actual cost incurred in the particular circumstance, provided that it is a reasonable charge”. 

· All receipts must be retained and attached to the travel claim. 

Receiving Gifts: 

· Gifts should not be accepted if there is concern that their acceptance could be seen by others as an inducement or a reward that might place the staff member under an obligation. 

· If gifts received are of little value (under $100), then the recipient may keep the gift. 

· If the gift is more valuable, then the recipients must advise the Board of Trustees of the gift. The gift will be given to the school to use unless the Board of Trustees agrees to an exception. 

Entertainment:
· Entertainment expenditure in general will be for the following purposes: 

· Building relationships and goodwill 

· Representation of the school in a social situation 

· Hospitality provided in the course of school business to external parties 

· Internal social functions 

· The purpose of all purchases should be transparent and the amount expended able to be demonstrated as reasonable and appropriate. 

· Alcohol purchases:
· The school should only purchase alcohol for entertainment purposes. 

· Purchases are usually for the consumption by staff and guests at school hosted events. 

· All applicable liquor and licencing laws shall be followed
· The amount expended needs to be demonstrably reasonable and appropriate for the event and should be sufficient for moderate consumption only.  All care should be taken to act as a responsible host at such events.
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These procedures were reviewed in November 2011
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