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The Board  of Helensville Primary School  has affirmed the rationale and guidelines of this policy

and made this policy available for our community on our school website .

Sensitive expenses mainly include Principal’s Expenses, PD, Gifts, Legal Fees,
Other Staff Expenses and Board expenses.

Rationale

1.The Board agrees that it has a responsibility to ensure that all expenditure of Board funds is clearly

linked to the business of the School and does not at any time provide unreasonable and personal
benefit from those funds to any individual or group of individuals (staff or students).

2. The Board acknowledges that at times there are expenses which may be considered to be

beneficial only to individuals or small groups of individuals. These may include expenses in relation
to travel (especially international travel), or to koha, gifts and other payments to individuals.

3. The Board has determined that any expenditure which may be considered to be beneficial to

individuals or groups of individuals will be carefully scrutinised before approval and may be
supported by appropriate fundraising specific to that expenditure.

4. The Board has agreed on the fundamental principles of this Policy, and has delegated

responsibility for the implementation and monitoring of this Policy to the Principal.

Guidelines

1. The Board requires the Principal, where expenditure may be beneficial to an individual or group of

individuals, to take account of the following prior to authorising this expenditure:

i) Does the expenditure benefit student outcomes?

ii) Does the expenditure represent the best value for money?

Iii) Is it in the budget?
iv) Could the board justify this expenditure to a taxpayer, parent or other interested party?



v) How would the public react if this expenditure was reported by the media?

vi) Would there be, or be perceived to be, any personal gain from this expenditure?

vii) Does this expenditure occur frequently?

2. Any proposed expenditure which may benefit individuals or groups of individuals may be backed

by funds which have been raised for the purpose. The funds may be raised with a full understanding
of their purpose known to those contributing the funds – such as parents or other funding sources
(eg charities).

3. All expenditure which is incurred on behalf of individuals or groups of individuals will be fully

accounted for and a separate income statement for management reporting purposes showing all
funds raised and expenditure incurred will be provided to the Board.

4. No variations of this Policy or amendments to it can be made except with the approval of

the board.

5. As part of its approval, the Board recognises that this policy is available to the community and

staff as it will be on our school website and included in the School Policy Manual.

Procedure

● A budget is prepared at the start of every year and is discussed and authorised
by the Board and Principal.

● Expenses / payments are supported with corresponding supporting documents
(i.e. Supplier's Invoices) prior to make any payments.

● Every expense invoice is collected by the Finance Manager. The Finance
Manager reviews the invoice, checks that there is sufficient remaining budget
for the item and initials the invoice and enters into Xero. The Principal
authorises the invoice (signed/initialled on each invoice).

● If a purchase is made by a staff member, they are responsible for ensuring the
item is within the budget and obtaining approval from the budget holder. If staff
have paid for an item personally, they need to follow usual the procedure for
expense reimbursement.

● The staff member is responsible for checking the quantity and quality of the
goods received.

● The Principal will go to the Board if any expenses are above the budget.
● Batch payments of invoices into the ASB internet banking system require two

authorised signatories to release payment.
● Every month end, EdTech prepares a P&L for the month to the budget split for

that month. Any variances found are investigated and are explained to the BOT.
The payments listing, receipts listing, and journals is also presented to the
Board.
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Purpose?

Where to and for how long?

Who is attending? There should be no
personal gain or perception of personal gain
for individuals on the trip (e.g. the school
funding private travel by an individual on the
trip of other family members).

What is the budget? Make sure the budget
includes all associated costs, including any
staffing implications (e.g. reliever costs), and
how the trip might affect the school’s overall
financial position.

Guiding Questions
How does the overseas travel for students
and staff support the board’s primary
objective – student achievement?

How does the overseas travel for students
and staff link to learning outcomes?

What curriculum outcomes is the
experience likely to help students achieve?

How might the learning of this trip be
shared with other students, staff, and
community members?

How does the expenditure further the aims
of the school as set out in its charter?

Has the overseas travel for students and
staff been considered alongside other
competing priorities for the use of limited
financial resources?

Why is this experience likely to be more
effective than a local or virtual
alternative?

How have you evaluated that the
expenditure represents the best value
for money?

Why is this spending justified for a
select number of students (where



applicable)?

Accounting for expenditure Overseas travel for students and staff using crown funding must be
reported in the notes section of their annual audited accounts.

The trip for ------------------------------to travel to --------------------- is

APPROVED / DECLINED

Signed:

Board Chairperson with the authority of the Board _____________________________

Date ____________________


