
POLICY 
Finance 

 
GOALS 
 
1)   To effectively manage the school’s financial  resources and use them to achieve the goals set within the 

Charter, Strategic Plan and Annual Budget. 
2)   To maintain accountability for and control of the school’s financial  resources. 
3)   To safeguard the assets of the school for future generations of students. 

 
OBJECTIVES 
 
1)   A finalised budget will be prepared prior to the beginning of the new financial year with a draft budget 

presented to the Board by the final end of year meeting for approval. 
2)   Monthly financial reporting is to include budget forecast figures for year-to-date and full-year-forward to 

ensure orderly control of expenditure related to income can be maintained. 
3)   Keep expenditure within budget and report monthly to the Principal and Board on performance against that 

budget. 
4)   Ensure all expenditure, and commitment of expenditure, is approved within the Board’s delegations. 
5)   Ensure reports comply with public sector accounting standards, and that the annual financial statements are 

presented to the Ministry of Education on time. 
6)   Ensure records of all financial transactions are correct and up to date and processed in accordance with 

Internal Control Policies (refer appendices) 

7)   This Financial Policy is to be read (and is integrated with) the following Internal Control Policies and 
Schedules 

·         Appendix 1 - Schedule of Delegations 

·         Appendix 2 – Supplementary Schedule of Responsibilities 

·         Appendix 3 – Cash Management Procedures 

·         Appendix 4 – Theft and fraud Policy 

·         Appendix 5 – Protected Disclosures Policy 

·         Appendix 6 – Conflict of Interest Policy 

 
FUNCTION OF THE BOARD 
 
The Board of Trustees retains primary responsibility for the overall financial management of the school in 
accordance with governance obligations. From time to time it will delegate some of its authority and 
responsibilities to the Principal, Approved Board Committees and staff members, however in each of these cases 
it will retain an overseeing role. 
  
Specific Responsibilities Retained by the Board 
 
The Board has retained the following financial management responsibilities: 
·         Approval of the finance policy 
·         Approval of all delegations 
·         Approval of the annual budget 
·         Approval of any expenditure in excess of budgeted levels. 



In addition to this the Board will receive a monthly report from the Principal on behalf of the Finance Committee 
summarising the school’s performance against budget and outlining the Finance Committee’s expectations for 
the remainder of the year. 
 
Function of the Finance Committee  
 
The Finance Committee shall consist of:  Delegated Board Member, Principal and School Accountant. 
The Board has created the Finance Committee to take responsibility for overseeing the day-to-day management 
of the school’s financial resources, commitments and obligations. The Committee shall oversee the preparation of 
budgets, monitor the collection of revenue, monitor expenditure, and provide advice to the Board and to the 
Principal on financial matters. 
 
Specific Responsibilities Delegated to the Finance Committee 

Budgeting: 
·         Consult with school’s budget holders for budget preparation (Principal’s role) 
·         Ensure budgets are drafted 
·         Ensure the final budget is presented to the Board for approval. 

Monitoring: 
·         Monitor budget control and cash-flow 
·         Report expenditure outside the budget to the Board. 

Reporting: 
·         Provide the Board of Trustees with a monthly financial report 
·         Ensure reports comply with legislation, authoritative accounting standards and generally accepted  
          accounting principles 
·         Ensure the draft financial statements are provided to the auditor by 31 March 
·         Ensure the audited financial statements are provided to the Ministry of Education by 31 May. 

Provide Advice: 
·         Give advice to the Board as required about the school’s financial management 
·         Advise the Board of Trustees on financial procedures set out by the Ministry of Education 
·         Advise/Support the Principal on financial management. 

Record Keeping: 
·         Maintain a register setting out financial responsibilities and delegations 
·         Oversee the maintenance of the asset register 
·         Maintain appropriate accounting and purchasing procedures, and make recommendations to the 
          Board on their implementation. 
  
  
  
RESPONSIBILITIES OF THE PRINCIPAL 
 
The Principal will manage this policy on the Board’s behalf and ensure appropriate systems and procedures are 
in place to safeguard the school’s assets. 
 
As part of its approval the Board requires the Principal to circulate this Policy to all staff, and for a copy to be 
included in the Omokoroa Point School Policy Manual, copies of which shall be available to all staff. The school 
policy manual shall also be made available to students and parents at their request. The Board requires that the 
Principal arrange for all new staff to be made familiar with this Policy and other policies approved by the Board. 



_________________________________ 
 
Signed 
Board Chairperson 
 
On behalf of, and with the authority of the Board as per minutes on  _________________________ 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  



 
Appendix 1 - Omokoroa Point School, Schedule of Delegations 
  
 
Introduction 
1)   The Schedule sets out those responsibilities that can only be exercised by the Board, the responsibilities 

delegated to the chief executive (the Principal), and those responsibilities that the Principal can delegate to 
specified staff positions. 

2)   The purpose of the Schedule is to ensure that the effectiveness of the governance and management of the 
School is maintained, to provide an agreed basis by which the School’s executive management can exercise 
its responsibilities, and to enable the responsibilities delegated to be monitored. It is the Board’s expectation 
that delegations made will be properly exercised and the persons who hold such delegations will be held 
accountable. If these principles are observed then the Board can be certain its responsibilities in terms of the 
Education Act 1989, the Crown Entities Act 2004 and the Financial Reporting Act 1993 will have been 
properly fulfilled. 

3)   If persons who exercise responsibilities on behalf of the Board have any doubts or concerns in the execution 
of a specific action the expectation is that they will check with the person or group who made the delegation 
in the first place. The intention of this expectation is that should doubt arise in the exercise of a delegated 
responsibility it is preferable to verify the bona fides of the intended action rather than make an error of 
judgement and be held accountable for this. 

4)   This Schedule does not in itself provide the right to executive management and staff to exercise the 
responsibilities delegated. The right to exercise these responsibilities must be set out in a Memorandum of 
Delegations which sets out the delegations and is signed by the parties involved. An outline example is set 
out at the end of this Schedule. 

5)   The Principal shall ensure that a copy of each memorandum is safely retained and shall be made available to 
the Board, the school’s auditors and officers of any Court hearing a case related to the School’s finances. 

6)   Persons who exercise responsibilities on behalf of the board must declare any personal interest which may 
result in a potential conflict of interest. 

Approval 
1)   This Schedule was unanimously agreed by the Board and approved as an appendix to the Financial Policy 

document. 
2)   When the Board approved this Schedule it agreed that no variations of this Schedule or amendments to it can 

be made except by the majority approval of those trustees present at the Board meeting . 
3)   As part of its approval the Board requires the Principal to circulate this Schedule to all staff and for a copy to 

be included in the Omokoroa Point School Policy Manual (copies of which shall be available to all staff). The 
Board requests that the Principal arrange for all new staff to be made familiar with this Policy and other 
policies approved by the Board. 

Note 
Delegations should be given only by Board resolution, with the nature and conditions of the delegations to be 
specified in writing and provided by notice to the delegated person or persons as specified in  section  66 of the 
Education Act 1989  (delegations). 
  
  
  
  
  
 
  



  
Memorandum of Delegations 
 
A)   Delegations Retained by the Board 
 
1)   The Board retains for itself and does not delegate to any executive management or staff position the following 

responsibilities: 
a)       Approval of all operating, capital, cash-flow and property maintenance budgets and amendments  

    to these budgets; 
b)       Commitment of operating expenditure for any invoice in excess of ($5,000); 
c)       The commitment or purchase of capital expenditure; 
d)       The disposal of fixed assets with an original cost price in excess of ($5,000) 
e)       The transfer of money between any Board cheque and term deposit account in excess of 
          ($5,000) and for a period longer than 12 months; 
f)        The appointment of any permanent staff and the salary and terms of conditions on which they 
          are employed which are in excess of positions funded by Ministry of Education salaries grants; 
g)     Leave on full pay granted to non-teaching staff to attend training sessions or courses outside the 
          school for a period greater than (10) half-days; 
h)       The termination of employment of any paid employee; 
i)        Signing applications for special grants for additional buildings, agreements to build via the 

     Ministry of Education’s local office; 
j)        Formal communication and agreements with the Minister of Education and any other Minister of 
          the Crown or Member of Parliament; 
k)       Responses to the Secretary of Education or any other permanent head of a Government 
          department which was initiated by a report, written communication, request for information or 
          required declaration received from such persons and addressed to the Board or Board  
          Chairperson; 
l)        Interviews with the media and the distribution of media releases on any matter which  involves 
          the School; 
m)     The initiation of any legal actions and any communications in relation to these actions; 
n)      Signature of any formal or legal agreement which is in the name of the School and must involve 
         the Board. 
 

Note: These responsibilities are in addition to those specified in Acts and regulations by which the Board is 
bound. 
  
  
  
  
  
  
  
  
  
  
  
  
  
  



  
B)   Board Delegations to the Principal 
 
1)       The Board delegates to the Principal the responsibilities listed below: 

a)   The day-to-day curriculum and resource management of the school and the achievement of the 
Government’s key achievement areas and requirements as specified in official educational policy 
documents; 

b)   The implementation of any other requirements specified by Act of Parliament, the Secretary of 
Education, any other permanent head of a Government department and for individual and collective 
employment contracts; 

c)    Approval of any orders for goods and services up to the value of ($5,000) and provided such an 
order will not exceed the Board approved budget allocation for the expenditure item involved; 

d)   Transfers to at-call deposits of amounts less than ($25,000) and for periods less than 12 months; 
e)   Ordering fixed assets for which the capital expenditure has the prior approval of the Board; 
f)    The disposal of any asset that has reached the end of its useful life, as per the fixed asset register, 

provided the original cost is less that $5,000.  The Principal will report to the Board about reasons for 
its disposal, disposal process and any net disposal proceeds. 

g)   The appointment of relieving and casual staff provided such appointment is within the budget 
allocation for this particular person and provided this delegation is not given to any other staff 
member; 

h)   Communication with parents, officials, representatives of educational organisations and other firms 
and organisations with whom the Principal deals as part of their curriculum and resource 
management responsibilities; and 

i)    Delegation in writing to specified staff positions of responsibilities according to the format set out 
below. 

 
Notes: 
These responsibilities complement those responsibilities and achievements specified in the Principal’s annual 
performance agreement with the Board. 
 
During any absence of the Principal from the School for more than 5 days these delegations shall be exercised 
by the Acting Principal with the separate and prior approval of the Board Chairperson. In such an absence the 
Acting Principal shall sign a copy of this Schedule. 
 
I have read and understood this Schedule of Delegations. I accept responsibility for the proper execution of the 
delegations assigned to me as Principal and I will exercise these in terms of the requirements set out in the 
Board’s Schedule of Delegations. 
 
Signed by 
___________________(full name)_____________________________________________________ 
Principal 
  
________________-______ 
Signed by Board Chairperson 
On behalf of, and with the authority of the Board as per minutes on _________________ 
  
Dated……day of………..2______ 
  
  
  
Appendix 2 - Omokoroa Point School, Supplementary Schedule of Responsibilities 



  
The list below shows financial tasks alongside the person responsible for carrying out each task. This Schedule is 
supplementary to the School’s Schedule of Delegations, and when carrying out these tasks Trustees, staff, 
contractors and volunteers must not exceed the authority delegated to them via their Memorandum of Delegation. 
  
Person responsible for day-to-day duties Office Administrator 
Accounting Service Provider Education Services 
Security Firm Provider Nutech Security 
Income/Cash Receivables Office Administrator 
Opening mail Office Administrator 
Perusing Bank Statements Principal 
Stationery Sales/Uniform/Sundry – through kindo/cash register                              Office Administrator 
School Fees – individually through kindo/cash register                                            Office Administrator 
Camp Fees – Teachers 
Small Trips/Visits Teachers 
Small Trips/Visits – collated monies per class checked Office Administrator 
Camp Fees – collected monies per class checked Office Administrator 
Fundraising – PTA PTA Treasurer 
Fundraising – PTA monies secured at school Office Administrator 
Preparation of banking & Signature on Bank Deposit Slip Office Administrator 
Deposit of banking - weekly Office Administrator 
Eftpos & summarised onto weekly analysis sheet Office Administrator 
Bank reconciliation Office Administrator 
Preparation of Monthly Accounts Accounting Service Provider 
Review of Monthly Reporting  Finance Committee & full BOT 
Custody of cash and cheques Office Administrator 
Cheques & Internet Banking 
Signing cheques/Authorisation of Payments – Principal 
(any two listed to sign/authorise conjointly) Chairperson of the Board 
 Staff Representative on Board, 

 Associate Principal 
Investments 
Transfer to and from general,(as per set limits) Principal/Office Administrator 
at-call and term deposit accounts  
Reconciliation of transfers Accounting Service Provider 
Expenses/Cheque Payments/Internet Payments Finance Committee 

Principal 
Budget – approved BOT Meeting Finance Committee Authority 

Principal 
Order Numbers for all orders Office Administrator 
Orders approved by Curriculum Budget holders 

Principal 
Verifying receipt of goods Office Administrator 
 Curriculum Budget holders 
Collation of invoices for payment Office Administrator  
Checking of invoices for payment Principal 
Signing of cheques for payment/Authorisation for payment Approved signatories 
Preparation of Monthly Reporting Accounting Service Provider 
Review of Monthly Reporting Finance Committee & full BOT 
Finance Systems Xero Accounting Service  Provider 
Internet banking ANZ 
- operator (non-signatory) Office Administrator 
Payroll – Payment for all staff 
Check of fortnightly SUE report Office Administrator  



Principal 
Signing of fortnightly SUE report Principal 
End of year report signed by Chairperson of BOT  

Principal 
Authorisation of hiring of staff Principal/BOT 
Recording of support staff hours Office Administrator  
Approval of support staff hours Principal 
Reconciliation with bank debit with errors followed up Office Administrator 
Coding of SUE Report Office Administrator 
Reporting in Monthly Accounts Accounting Service Provider 

 
 
Fixed Assets 
Fixed asset purchase approval Board of Trustees 
Fixed asset purchase order approval Principal 
Fixed asset delivery acceptance check Office Administrator 
 Principal 
Fixed asset invoice certification  Curriculum Budget Holders  

Principal 
Fixed asset register update / review Finance Committee 

 

Signed by the Principal 

 
___________________(full name)______________________________________________________ 
on the……day of………..2______ 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  



Appendix 3  - Omokoroa Point School, Cash Management Procedures 
 
Introduction 
1)   The Board accepts that it has a responsibility to protect the cash resources of the School. 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. 

2)   In the formulation and approval of this Policy the Board has had due regard to the accepted standards of 
sound financial management and applied these to the School. 

3)   The Board wishes to record that the information contained herein was taken from any suggested 
improvements from the School’s auditor in their role as agent of the Controller and Auditor General. 

4)   The Board requires the Principal, as the chief executive and the Board’s most senior employee, to implement 
and manage this Policy. The Principal may, from time to time, further delegate some of their responsibilities, 
and all such delegations must be attached as appendices to this policy. 

5)   This Policy must be read in conjunction with other Board Policies, and the exercising of all authority and 
responsibilities conferred under this Policy must be in accordance with the Schedule of Delegations and may 
not exceed an individual’s established level of delegated authority. 

 
Cheque and Call Deposit Accounts 
6)   The Board agrees that one cheque account shall be operated for Board general receipts and payments. 
7)   The signatories to this cheque account shall be as follows: 

·  the Board Chairperson 
·  the Staff Representative Board Member 
·  the Principal 
·  the Associate Principal 

8)    All cheques are to be signed by any two of the approved signatories con-jointly. 
9)    Under no circumstances is a cheque signatory to sign a blank cheque. 
10)   All cheques, except those for obtaining change for floats, must be issued as ‘Not Transferable’. 
11)   At no time shall the cheque account be operated in overdraft without permission from the bank and the  
       Ministry if the overdraft exceeds the borrowing limits. 
12)   All payments made by internet banking  are to be authorised by any two of the approved signatories  
       conjointly.  A transaction summary must accompany the invoices and be sighted and transactions checked 

for  
       accuracy by the authorisers before completing the authorisation. 
13)  One at-call/term interest bearing deposit account (no longer than 12 months)  can be operated to hold cash 

resources not currently required for operating purposes. This account is only to be operated within the 
approved Board Schedule of Delegations. 

14)  Separate at-call deposit accounts shall also be operated for Fixed Asset Replacement and/or Cyclical 
Maintenance reserves as specified in the Board’s policies for these matters. 

  
Investments 
15)   Investments of School funds may only be made in accordance with the terms of Section 73 of the Education\ 
        Act 1989. 
16)   Notwithstanding the requirements of Section 73, no investments may be made in equity stocks or in 

synthetic 
       money market products (e.g. Forward Rate Agreements and Interest Rate Swaps). 
17)   Investments may only be made with the written authorisation of the Principal and the Board Chairperson. 
 
Fundraising 
18)   The Board acknowledges that under Section 73 of the Education Act 1989 some professional fundraising  
        contracts constitute an illegal fundraising contract. No such fundraising contract will be entered into by the 



        School. If doubt exists about the legality of a proposed fundraising contract, the Principal will contact the 
        regional Financial Adviser of the Ministry of Education for advice. 
19)   No fundraising may be done using the school name or the PTA name, if the funds are not intended for 
        processing though the school or the PTA account . Any such third party group fundraising at the school must 
        advertise clearly to the community to whom the proceeds are going and have prior Board approval before 
        doing so. 
20)   All fundraising under the school’s name must be accounted for and approved by the Board of Trustees. 
21)   The school will benefit from money raised to supplement insufficient Ministry of Education funding and to 
        allow the purchase of major items/supply of equipment. 
22)   All grant applications to charitable organisations are to have prior approval of the Board and be completed 
by the school’s Grants Committee. 
  
Cash Receipts 
23)   All monies collected for approved school trips/visits/fees and subscriptions are to be processed through the  
       office and classified appropriately. 
24)   No cash received can be used to pay accounts in cash. 
25)   Only delegated staff may handle cash. 
26)   All cheques received are to be stamped with a non-transferable stamp. 
27)   All monies are to be banked at weekly intervals prepared and deposited by the office administrator. 
28)   All cash and cheques kept on the premises must be kept secure and under the control of a delegated 

person. 
 
Accounts for Payment 
29)   All accounts for payment, other than expense reimbursements  must be supported by a copy of the: 

- official school order form 
- the invoice, with certification by the inwards good processor that each item has been received 
- Statement where one is issued with matching invoices attached 
- stamped/coded/signed invoice approved for payment 
- the correctly completed cheque ready to be signed. 
- if payment is by internet banking, a printout of a schedule of payments is to be  

 appended to the invoices. 
30)   All missing invoices or overdue accounts are to be investigated promptly 

31)   The Accounts Payable List (Creditor Schedule) is to be forwarded to the school accountant along with all 
        other financial information as required, to complete monthly reporting. 
32)    Accounts Payable due by the 20th of the month  may be paid prior to the Board Meeting with the approval of  
        two of the  members of the Finance Committee for the Board  when the Board meeting falls after the 20th of  
        the month.  Approvals are to be minuted at the next meeting.  Each statement or invoice must be stamped  
        paid with the cheque number recorded and/or internet banking batch number. 
33)   Expense reimbursements must be completed on the approved reimbursement form and certified by the  
        Principal. Principal’s reimbursements must be signed by the Board Chairperson. An expense claim must be  
        supported by GST receipts or invoices. Claims for the use of private motor vehicle usage must be certified 

by the Principal or delegate to indicate that approval was given. Scale rates as per the award will be the basis 
of reimbursement per kilometre. 

34)   No payment will be made without the correct supporting paper work. 
35)   Request for reimbursements should be minimal with the school ordering system used whenever possible. 
36)   Classroom consumables annual allowances are set in the BOT approved Budget.  Reimbursements will be  
        given for incidental consumables purchased.  The allowance is not to be used for the purchase of teacher  
        resources where curriculum budgets already exist. 
37)   All payments are to be made by either cheque or internet banking, with the exception of refunds for pool key  
       returns or small refunds under the value of $20.00.   In this situation a refund or paid-out receipt is to be  
       attached to the daily collation figures on the banking analysis sheet clearly identifying why and to whom the  
       payment was made. 



  
Ordering and Processing of Goods 
38)   All requests for order numbers are to be processed through the Office Administrator or Principal.  The order  
        form is to show relevant curriculum area, budget code, what was ordered, who ordered and whom approved  
        the order. 
39)   All businesses are to be advised that an approved order number is required to be recorded before 

proceeding  
        with the sale. 
40)   Orders received by the school not showing an approved order number may be returned to the supplier  
        unprocessed. 
41)   All inwards goods are to be processed by the office administrator or curriculum budget holder and will not be  
        released until they have been signed off against the invoice showing the correct order number issued. 
42)   Personal orders are not permitted through the school accounting system 
43)   Staff are to familiarise themselves with the guidelines for ordering goods held in the order book. 
  
Curriculum Budgets 
44)   Budget printouts will be provided to the Curriculum Leaders when collation of the accounts payable for the  
        monthly board meeting is complete. 
45)   Any enquiry regarding financial matters is to be referred to the Office Administrator or Principal. 
  
Accounting Records 
46)   The Principal shall arrange for proper accounting records to be maintained. The records must satisfy all  
        requirements specified in Acts of Parliament, financial reporting standards and other applicable standards. 
47)   The financial system must be so organised by the Principal that the Principal and Chairperson can sign  
        without hesitation the annual Statement of Financial Responsibility as required by Section 155 of the Crown  
        Entities Act 2004. 
 
Periodic and Annual Financial Statements 
48)   For each calendar month the Principal shall report on the financial reports prepared by the Accounts Service  
        provider showing: 
       ·   Statement of Financial Performance, including comparison to budget 
       ·   a summary Statement of Financial Position. 

49)   For each month the Principal shall  report to the Board on any relevant matter that describes: 
       ·   key financial movements from the previous month 
       ·   expectations for the month ahead and 
       ·   significant matters and/or risks that must be addressed by the School. 

50)   Any recommendations made to the Board for the purchase of fixed assets, investments and other use of 
cash  

        resources must refer to the impact on the School’s present cash resources and projected cashflows for the  
        next 12 months. 
  
Approval 
51)   When the Board approved this Policy it agreed that no variations of this Policy or amendments to it can be  
        made except with the unanimous approval of the Board. 
52)   As part of its approval the Board requires the Principal to circulate this policy to all staff, and for a copy to be  
        included in the School Policy Manual, copies of which shall be available to all staff. The school policy 

manual  
        shall also be made available to students and parents at their request. The Board requires that the Principal  
        arrange for all new staff to be made familiar with this Policy and other policies approved by the Board. 

___________________ Signed - Board Chairperson  
On behalf of, and with the authority of the Board as per minutes on ______________ 



Appendix 4 - Omokoroa Point School,  Theft and Fraud Prevention Policy 
  
Introduction 
1)   The Board accepts that it has a responsibility to protect the physical and financial resources of the School. 

The Board has agreed that through its chief executive, the Principal, the School has a responsibility to 
prevent and detect theft and fraudulent actions by persons who are employed or contracted by the School or 
who are service recipients of the School. The Board accepts that any investigation into any theft or fraudulent 
actions will be conducted in a manner that conforms to the principles of natural justice and is procedurally just 
and fair. 

2)   The Board, therefore, requires the Principal to establish systems and procedures to guard against the actions 
of theft and fraud. The Principal is to report such actions to the Board Chairperson as prescribed in the 
procedures set out below. 

General 
3)    As preventative measures against theft and fraud the Board requires the Principal to ensure that: 

a)   The School’s physical resources are kept secure and accounted for. 
b)   The School’s financial systems are designed to prevent and detect the occurrence of fraud. All such 

systems must meet the requirements and standards as set out in the Crown Entities Act 2004  and of 
generally accepted accounting practice promulgated and supported by the Institute of Chartered 
Accountants of New Zealand. 

c)   Staff members who are formally delegated responsibility for the custody of physical and financial 
resources by the Principal are proven competent to carry out such responsibilities and that such persons 
are held accountable for the proper execution of their responsibilities. 

d)    All staff members are aware of their responsibility to immediately inform the Principal should they 
suspect or become aware of any improper or fraudulent actions by staff, suppliers, contractors, students 
or other persons associated with the School. 

4)   In the event of an allegation of theft or fraud the Principal shall act in accordance with the following 
procedures: 
a)   Decide to either immediately report the matter to the New Zealand Police or proceed as outlined in this 

paragraph. 
b)   So far as it is possible and within 24 hours: 

i)    Record the details of the allegation, the person or persons allegedly involved, and the quantity and/or 
value of the theft or fraud. 

ii)    Request a written statement from the person who has informed the Principal, with details as to the 
nature of the theft or fraud, the time and circumstances in which this occurred, and the quantity 
and/or value of the theft. 

iii)   Decide on the initial actions to be taken including consulting with the person who provided the 
information and, if appropriate, confidentially consulting with other senior members of staff about the 
person who is the subject of the allegation. 

iv)  Inform the Board Chairperson of the information received and consult with them as appropriate. 
c)   On the basis of advice received and after consultation with the Board Chairperson, the Principal shall 

decide whether or not a prima facie case of theft or fraud exists, and if not, to document this decision and 
record that no further action is to be taken. 

d)   The Principal shall then carry out the following procedures: 
i)     Investigate the matter further; 
ii)    If a prima facie case is thought to exist to continue with their investigation; 
iii)   Invoke any disciplinary procedures contained in the contract of employment should the person be a 

staff member; 



iv)   Lay a complaint with the New Zealand Police; 
v)    If necessary, commission an independent expert investigation; 
vi)   In the case of fraud, require a search for written evidence of the possible fraudulent action to 

determine the likelihood or not of such evidence; 
vii)  Seek legal advice; or 
viii)  Inform the Manager, National Operations, Ministry of Education local office and/or the school’s  
       auditors. 

e)   Once all available evidence is obtained the Principal shall consult the Board Chairperson. The Board 
Chairperson may, if they consider it necessary, seek legal or other advice as to what further action 
should be taken. 

f)    If a case is considered to exist the Principal or a person designated by them shall, unless another course 
of action is more appropriate: 
i)    Inform the person in writing of the allegation that has been received and request a meeting with them 

at which their representative or representatives are invited to be present. 
ii)    Meet with the person who is the subject of the allegation of theft or fraud and their representatives to 

explain the complaint against them. 
iii)   Obtain a verbal or preferably a written response (all verbal responses must be recorded as minutes 

of that meeting, and the accuracy of those minutes should be attested by all persons present). 
iv)   Advise the person in writing of the processes to be involved from this point on. 

5)   The Board recognises that supposed or actual instances of theft or fraud can affect the rights and reputation 
of the person or persons implicated. All matters related to the case shall remain strictly confidential with all 
written information kept secure. Should any delegated staff member or any other staff member improperly 
disclose information the Principal shall consider if that person or persons are in breach of confidence and if 
further action is required. Any action the Principal considers must be in terms of the applicable conditions 
contained in their contract of employment and any code of ethics or code of responsibility by which the staff 
member is bound. 

6)   The Board affirms that any allegation of theft or fraud must be subject to due process, equity and fairness. 
Should a case be deemed to be answerable then the due process of the law shall apply to the person or 
persons implicated. 

7)    Any intimation or written statement made on behalf of the School and related to any instance of supposed or 
actual theft or fraud shall be made by the Board Chairperson who shall do so after consultation with the 
Principal and if considered appropriate after taking expert advice. 

  
Allegations Concerning the Principal or a Trustee 
8)    Any allegation concerning the Principal should be made to the Board Chairperson. The Chairperson will then 

investigate in accordance with the requirements of paragraph 4 of this Policy. 
9)    Any allegation concerning a member of the Board of Trustees should be made to the Principal. The Principal 

will then advise the manager of the local office of the Ministry of Education and commence an investigation in 
accordance with the requirements of paragraph 4 of this Policy. 

  
Approval 
10)  When the Board approved the Policy it was agreed that no variations of this Policy or amendments to it can 

be made except by the unanimous approval of the Board. 
11)   As part of its approval the Board requires the Principal to circulate this Policy to all staff, and for a copy to be 

included in the Omokoroa Point School Policy Manual, copies of which shall be available to all staff. The 
school policy manual shall also be made available to students and parents at their request. The Board 
requires that the Principal arrange for all new staff to be made familiar with this Policy and other policies 
approved by the Board. 



________________ 
Signed 
Board Chairperson 
On behalf of, and with the authority of the Board as per minutes on _________________ 
  
  



Appendix 5 - Omokoroa Point School, Protected Disclosures Policy 
 
Introduction 
1)   The Board accepts that it has a responsibility to have in operation internal procedures for receiving and 

dealing with information about serious wrongdoing in or by the School.  The Board also accepts that it must 
regularly educate and train its employees on the internal disclosure system. 

2)   The Board agrees that this Policy must be published widely in the School, will be provided to all new 
employees and will be republished at regular intervals (at least annually). 

3)   The purpose of this policy is to provide information and guidance to employees of the School who wish to 
report serious wrongdoing within the school.  The policy is issued in compliance with the Protected 
Disclosures Act 2000 and the Education Act 1989. 

 
What is a Protected Disclosure 
4)   A protected disclosure is a declaration made by an employee where they believe serious wrongdoing has 

occurred.  Employees making disclosures will be protected against retaliatory or disciplinary action and will 
not be liable for civil or criminal proceedings related to the disclosure. 

 
Definition of Serious Wrongdoing 
5)   Serious wrongdoing includes any serious wrongdoing of any of the following type: 
      ·  an unlawful, corrupt, or irregular use of funds or resources; or 
      ·  an act, omission or course of conduct that constitutes a serious risk to public health or public safety or the  
         environment; or 
      ·  an act, omission or course of conduct that constitutes a serious risk to the maintenance of law, including the  
         prevention, investigation, and detection of offences and the right to fair trial; or 
     ·   an act, omission or course of conduct that constitutes an offence; or 
     ·   an act, omission or course of conduct by a public official that is oppressive, improperly discriminatory, or  
         grossly negligent, or that constitutes gross mismanagement. 
 
Conditions for Disclosure 
6)   Before making a disclosure the employee should be sure the following conditions are met: 
      ·   the information is about serious wrongdoing in or by the School; 
      ·   the employee believes on reasonable grounds the information to be true or likely to be true; 
      ·   the employee wishes the wrongdoing to be investigated; and 
      ·   the employee wishes the disclosure to be protected. 
 
Who can make a Disclosure 
7)   Any employee of the school can make a disclosure.  For the purposes of this policy an employee includes: 
      ·  current employees and Principal; 
      ·  former employees and principals; and 
      ·  contractors supplying services to the school. 
  
Protection of employees making disclosures 
8)    An employee who makes a disclosure and who has acted in accordance with the procedure outlined in this 

policy: 
      ·   may bring a personal grievance in respect of retaliatory action from their employers; 
      ·   may access the anti-discrimination provisions of the Human Rights Act in respect of retaliatory action from  
          their employers; 
      ·  are not liable for any civil or criminal proceedings, or to a disciplinary hearing by reason of having made or  
         referred to a disclosure; and 
      ·  will, subject to paragraph 15 in the Procedure, have their disclosure treated with the utmost confidentiality. 
9)   The protections provided in this section will not be available to employees making allegations they know to be 

false or where they have acted in bad faith. 



Procedure 
10)   Any employee of the School who wishes to make a protected disclosure should do so using the following  
       procedure: 
11)   How to submit a disclosure 
 
The employee should submit the disclosure in writing. 
12)   Information to be contained 
       The disclosure should contain detailed information including the following: 
        ·   the nature of the serious wrongdoing; 
        ·   the name or names of the people involved; and 
        ·   surrounding facts including details relating to the time and/or place of the wrongdoing if known or relevant. 

  
13)   Where to send disclosures 
        A disclosure must be sent in writing to the Principal who has been nominated by the Board under the  
        provision of Section 11 of the Protected Disclosures Act 2000 for this purpose. 
        OR 
        If you believe that the Principal is involved in the wrongdoing or has an association with the person  
        committing the wrongdoing that would make it inappropriate to disclose to them, then you can make the  
        disclosure to the Board Chairperson. 
  
14)   Decision to investigate 
       On receipt of a disclosure, the Principal or Board Chairperson must within 20 working days examine 
seriously  
       the allegations of wrongdoing made and decide whether a full investigation is warranted.  If warranted a full  
       investigation will be undertaken by the Principal or Board Chairperson or arranged by him/her as quickly as  
       practically possible, through an appropriate authority. 
  
15)   Protection of disclosing employee’s name 
        All disclosures will be treated with the utmost confidence.  When undertaking an investigation, and when  
        writing the report, the Principal or Board Chairperson will make every endeavour possible not to reveal  
        information that can identify the disclosing person, unless the person consents in writing or if the person  
        receiving the protected disclosure reasonably believes that disclosure of identifying information is essential: 
        ·   to ensure an effective investigation; or 
        ·   to prevent serious risk to public health or public safety or the environment. 
  
16)   Report of investigation 
        At the conclusion of the investigation the Principal will prepare a report of the investigation with  
        recommendations for action if appropriate, which will be sent to the Board Chairperson. 
  
17)   Disclosure to an appropriate authority in certain circumstances 
        A disclosure may be made to an appropriate authority (including those listed below) if the employee making  
        the disclosure has reasonable grounds to believe: 
       ·    The Board Chairperson is or may be involved in the wrongdoing; 
       ·    Immediate reference to another authority is justified by urgency or exceptional circumstances; or 
       ·    There has been no action or recommended action within 20 working days of the date of the disclosure. 
 
       Appropriate Authorities include (but are not limited to) 
       ·    Commissioner of Police 
       ·    Controller and Auditor General 
       ·    Director of the Serious Fraud Office 
       ·    Inspector General of Intelligence and Security 
       ·    Ombudsman 



       ·    Parliamentary Commissioner for the Environment 
       ·   Police Complaints Authority 
       ·   Solicitor General 
       ·   State Service Commissioner 
       ·   The head of any public sector organisation 

  
18)   Disclosure to Ministers and Ombudsman 
        A disclosure may be made to a Minister or an Ombudsman if the employee making the disclosure has made  
        the same disclosure according to the internal procedures and clauses of this Policy and reasonably believes  
        that the person or authority to whom the disclosure was made: 
       ·  has decided not to investigate; or 
       ·  has decided to investigate but not made progress with the investigation within reasonable time; or 
       ·  has investigated but has not taken or recommended any action; and the employee continues to believe on  
          reasonable grounds that the information disclosed is true or is likely to be true. 
 
Approval 
19)   When the Board approved this Policy it agreed that no variations of this Policy or amendments to it can be  
       made except with the unanimous approval of the Board. 
 
20)   As part of its approval the Board requires the Principal to circulate this policy to all staff, and for a copy to be  
        included in the Omokoroa Point School Policy Manual, copies of which shall be available to all staff. The  
       School policy manual shall also be made available to students and parents at their request. The Board  
       requires that the Principal arrange for all new staff to be made familiar with this Policy and other policies  
       approved by the Board. 
 
 
_____________ 
Signed 
Board Chairperson 
On behalf of, and with the authority of the Board as per minutes on ________________ 
  
  
  
  
  
  
  
  
  
  
  
  
 
  



Appendix 6 - Omokoroa Point School, Conflict of Interest 
  

Introduction 
  

1. The Board accepts that it has a responsibility to protect the integrity of the process of decision making 
within the School.  The Board has agreed that through its chief executive, the Principal, the School has a 
responsibility to prevent and detect any potential or real conflict of interest that may occur by person/s 
who are employed or contracted to the School or who are service recipients of the School or Board 
Members themselves.  The Board accepts that any investigation into any conflict of interest will be 
conducted in a manner that conforms to the principles of natural justice and is procedurally just and fair. 

  
2. A conflict of interest may occur from time to time in situations where individuals (as detailed above) could 

have, or could be, thought to have a personal stake in matters being discussed or decisions being made. 
  

3. The Board, therefore, requires the Principal to establish systems and procedures to guard against the 
potential of a conflict of interest.  The Principal is to report such actions to the Board Chairperson as 
prescribed in the procedures set out below. 

  
General 
  

1. Any Board Member or employee or other individual (as detailed above) with a conflict  
      of interest is obliged to identify it and disclose it to the Principal in a timely and 
      effective manner. 
  
2. If a matter in which a Board member or employee or other individual (as detailed above) has an interest 

arises at a formal meeting, that person should declare to the meeting that they have an interest in the 
matter – before that matter is discussed.  In other situations, the matter should be raised and discussed 
with a relevant person (such as the Principal or Board Chairperson) as soon as the potential for a conflict 
of interest is identified. 

  
3. Examples of potential conflicts on interest could be (but not limited to); 

-    a pecuniary interest where a trustee or employee may be financially advantaged or 
disadvantaged  

     as a result of decisions made by the Board. 
-    Appointment of staff 
-    Awarding contracts where a trustee or employee has submitted a tender which is under  
     consideration 
-    Discussion of teacher’s pay and conditions of employment or strike action at a Board meeting  
     where the staff representative is a teacher 
-    Discussion of Principal’s pay and conditions of employment or strike action at a Board meeting  
     where the Principal is present 

  
4. A declaration of interests shall be recorded in Board minutes whereby Board Members and school 

employees that have delegated authority to make decisions regarding expenditure, to annually declare 
any specified type of personal interest that may result in a potential conflict of interest.  This shall be 
recorded at the first board meeting of each year. 

  
5. When a conflict of interest has arisen, the Board will exercise discretionary judgement, after the careful 

assessment of: 
            ·   The seriousness of the conflict of interest 
            ·   The range of possible options to reduce or manage the risk 
  
 
  



 
6. In making the assessment, the school will need to consider the following: 

            ·   How the situation may reasonably appear to an outside observer 
            ·   Seriousness of the connection between the interests 
            ·   The risk that the schools capacity to make decisions lawfully and fairly may be compromised 
            ·   The risk that the school or the individual’s reputation may be damaged. 

  
Conflicts of Interest Concerning the Principal or a Trustee 
  

1. Any declarations concerning the Principal or a Trustee should be made to the Board Chairperson.  The 
Chairperson will then investigate in accordance with the content of this policy. 

  
Approval 
  

1. When the Board approved the Policy it was agreed that no variations of this Policy or amendments tp it 
can be made except by the unanimous approval of the Board. 

  
2. As part of its approval the Board requires the Principal to circulate this policy to all staff, and for a copy to 

be included in the Omokoroa Point School Policy manual, copies of which shall be available to all staff. 
The school policy manual shall also be made available to students and parents at their request.  The 
Board requires that the principal arrange for all new staff to be made familiar with this Policy and other 
policies approved by the Board. 

  
  
  
  
………………….. 
  
Signed 
Board Chairperson 
  
 
Reference Procedures:- 
 
4a.1.01 Budgeting 
4a.1.02 Expenditure 
4a.1.03 Reimbursement of Staff Expenses 

https://docs.google.com/document/d/1cercZdz9JuSUYNTpnPJyOB4YYiF_Q9iqDDKFuUFeAqQ/edit
https://docs.google.com/document/d/1heWbtl90LK3UQS1ZT1FYReV43M--SeE2S7NxI-OoHz0/edit
https://docs.google.com/document/d/1vtmQclni6FsOa8SmlKwZQ2iZZPlEvY2Sbfo_pwLwc4o/edit

