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FINANCE

PROCEDURE  - 
STAFF REIMBURSEMENT AND PROBITY
Consistent with the public accountability of Boards of Trustees as Crown Entities, the Ministry has published some guidance for Boards and school management on issues of probity. All funds received by the school, whether locally raised or from the public purse, must be spent in the best interests of students.
GUIDELINES:
1) Staff will negotiate with the principal prior to attending a Professional Development course, costs that are over and above the actual course costs. 

2) The Principal will negotiate with the Board prior to attending a Professional Development course, costs that are over and above the actual course costs.

3) Itemised receipts will need to be kept and handed in for any reimbursements to occur. 

4) Reimbursement for alcohol will not be permitted. 

5) Part 7 of Primary Teachers’ Collective Agreement could be used to solve any discrepancies

6) If an invoice is presented to the principal that exceeds the agreed “extra” course cost, staff may be required to cover the extra

7) Where the Principal is to be reimbursed for Professional Development costs, the Chairperson, or the Finance BOT member will need to sign the payment form.

8) On occasions staff may purchase items requiring reimbursement. Staff must complete a Staff Expenses Reimbursement Claim Form and attach proof of purchase (documentation) to these sheets. These are authorised for payment by the Principal and payment can be made with a cheque from the Board of Trustees Imprest Account or paid directly into a bank account through School Support.
9) Expense reimbursements payments to the Principal must be signed off by a Board member (step-up scenario).
10) Claims for the use of private motor vehicle usage must be certified by the Principal. Rates are per the NZEI recommended mileage rates and will be paid for trips incurred in:

· attending Professional Development courses or visiting other schools for professional development;

· attending school camps

The following are eight points the Board should consider before approving the proposed expenditure:

· Does the expenditure further aims of the school?

· Could the Board justify this expenditure to a taxpayer, parent or other interested party?

· Would publicity over this spending adversely affect the organisation?

· Will there be perceived to be any personal gain to this expenditure?

· Whether the expenditure represents the best value for money?

· Is it in the Budget?

· Does this expenditure occur frequently?

· Should there be a policy? Refer to www.minedu.govt.nz/goto/schoolfinances for examples of specific policies.
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