SOUTHERN CROSS SCHOOL K-12
FINANCIAL MANAGEMENT POLICY

Purpose

The Financial Management Policy sets forth the operating principles of the Finance Committee of Southern Cross School K-12.  These principles seek to ensure that the resources of the school will be managed efficiently and fairly to meet the recurrent and development needs of all the operational areas of the school.

The Finance Committee
The Finance Committee will comprise of
· the Principal
· two (2)  Administration Managers 
· three (3) selected executive staff members, one (1) from K-6, one (1) from 7-12 and one (1) from DEC
· two (2) classroom teaching representatives one (1) from K-6 and one (1) from 7-12
· one (1) representative from the P&C
· one (1) Support Unit representative.  

· Meetings of the finance committee will be held at a mutually negotiated time suitable to all members.
· Meetings will be open to all members of the staff/community but only members of the committee may participate in decision making.
The Role of the Finance Committee
· At the commencement of each budget cycle the committee will review the Financial Management Policy and establish the guidelines for the current budgeting process.

· Inform staff and community members of the policy and any other matters relevant to the current budget cycle.

· Prepare a statement of financial management (budget). This will involve determining income, matching income to expenditure, funding programs on a priority basis, presenting a draft budget to program managers, hearing appeals, adjusting draft if required, publishing final budget.    

· Manage and monitor the implementation of the budget.

· Evaluate the budget process.   

Operating Guidelines
1. General Guidelines
· All applications should reflect the school and/or faculty management plan.

· All applications must have attached a copy of that program’s development plan for the next 12 months.

· All applications must be submitted on the appropriate pro-formas.

· All application forms must be accurately and fully completed.  If a form is not fully completed it is to be returned to the program manager.

· Applications must be submitted within the Finance Committee’s time schedule.

· Programs submitted late will not be considered until the end of the process.

2. Application Pro-forma
· This is available on the intranet.
· All items should be prioritised according to the importance of the area’s overall program.

See - staffcommmon/budget/budget program plan proforma.
3. Criteria for Funding Programs

This approach seeks to combine perceived needs (priorities and forward planning), cost per student, historical data , and the overall perception/picture of the Finance Committee.  The Finance Policy will outline the following approach to reconciling income and expenditure. 

1.  Program Managers will access all budget requirements on the school intranet.  This will include a copy of a pro-forma for that area’s budget planning, the School Finance Policy, the DET Finance Policy copies of previous application forms, and the current timeline.
2.  Program managers will be required to submit an application form for each program.
3.  The Finance Committee will calculate the student cost of each program and compare it with the current historical funding.  This will contribute accurate information 
for the committee to operate from. The Finance Committee is to be mindful of the proportion of fees raised by program area to the school’s contribution to that area.  Programs must not be disadvantaged either because they are able/unable to raise income. 

5.  Once total cuts required have been identified the committee can:   Identify possible categories common to all programs which require cuts and ask for across the board cuts in those areas.  (eg. photocopying, texts,  etc)  Identify high cost programs and seek reductions in certain areas of those programs. Identify low priorities in each program and seek the reduction or postponement of  these elements.

6. Using these cuts as a base the total reduction required in each program can be established and the budget returned to program managers with suggestions for cuts.  The program manager then makes decisions about what to cut or adjust and also has right of appeal to the committee.  Once the budget has been approved the program manager of any program will, in consultation with the Principal, have the flexibility to alter item expenditure to meet changed needs.
4. Commissions
· Commissions (eg. sale of calculators by Maths) will be added to the relevant budget at the time of income.

5. Contingency Reserve
· A contingency reserve will be established as a part of the budget process.

· This reserve will be managed by the Principal.

6. Funding Capital Items
· Replacement/purchase of major capital items (as defined by the school’s register of capital items) will be made from a separate fund established by the Finance Committee.

· The replacement/purchase of minor capital items will not be considered as a part of recurrent or development expenditure and should be replaced from faculty program budgets. 

· Application for the replacement/purchase of capital items must be made to the Finance Committee at the time of the budget process. All applications for new capital items will be prioritised by the Finance Committee.

· Where an unexpected need arises application may be made to the Principal to access the Contingency Reserve.

· The repair of existing capital items will be budgeted for from the equipment maintenance fund.

7. 
Photocopying
· Photocopying costs will continue as a part of the administration budget.
8.
Allocated Funds Not Used
· Allocated funds not used in the budget period will return to general school revenue after the term reviews as per budget program. 
· The Finance Committee will determine whether unpaid orders are considered part of the current or next budget allocation.

· Funds that are left over as a result of actual costs being less than anticipated will return to consolidated revenue.

9. 
Monitoring the Budget
· The Administration Manager (SAM) will provide each Program Manager with a monthly report.

· The Admin Managers will advise the Principal at each monthly reconciliation on the state of the budget.

· Where necessary the Principal will convene the Finance Committee to make decisions on the budget.

10. 
Appeals
· All program managers have the right to appeal to a full meeting of the Finance Committee.

· Appeals must be submitted in writing with all relevant information through the Principal to the Finance Committee.

· Appeals must be heard, wherever possible, within 2 weeks of the written application being received.

11.
Time-Line

This is available on the intranet.  

See - staffcommon/budget/ budget timeline 2009.
John Baker
Principal
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