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GUIDELINES:
1) Curriculum priorities will be established prior to Budget preparation. The funds required to achieve these objectives will then be estimated.
2) A budget for Cyclical Maintenance must be included in the Property costs; along with a budget for Depreciation.
3) In the ensuing year, one quarter of the year’s Depreciation budget and the Cyclical Maintenance budget is transferred to the Invested Reserve each quarter. 

4) Budget preparation will reflect Public Sector Accounting Concepts (PSAC). These emphasise the achievement of goals and objectives, and value for money; rather than just assisting in the control of spending.

5) The financial management system will allow for ongoing monitoring of income and expenditure against budget and priorities.

6) October  
– Principal to consult staff on budget wish lists and set appropriate

Curriculum budgets              
November 
– Principal and Financial Administrator to work a trial budget

(School Support will supply a Budget spreadsheet file in Microsoft Excel enabling manipulation of figures until the desired result is achieved; and the ability to email the approved budget back to them)

The aim is for a break-even budget. That is:

1) Operating Expenditure, plus

2) An allowance for Depreciation, plus
3) Provision for Cyclical Maintenance, plus

4) Capital Requirements funded from Income (including 

Leases)

should not exceed budgeted Total Income. 

However if not all income in a year is spent, it is either put aside in Invested Reserves or it is carried over to the following year as opening Working Capital. 

In this case, the Board if it so wishes, can adopt and manage a new year’s budget in which operational expenditure will exceed income. If the Board approves a deficit budget based on this situation, it is recommended that the wording of the motion include the fact that the deficit is covered by available uncommitted funds.

December 
– Finance Committee (Chairperson, Finance trustee, Financial  Administrator and Principal) review the trial budget
- Presentation at Board of Trustees meeting for formal adoption of    the final version which is minuted and a printed copy of the Budget attached to the Minutes. 
- At this meeting, the renewal of the delegation of the Principal’s authority to spend the Budget is formally given.

-  A copy of the approved budget is then sent to School Support. 
7) During the year:
- Budget to Actual sheets are presented to the Board of Trustees monthly meeting

- All budget areas and spending patterns are constantly evaluated
- All purchases must be checked off on arrival by the person who placed the order, i.e against the order form.
- All purchases need to be spread throughout the year to avoid a cash-flow crisis. No more than 25% of the budget allocation is to be spent before 1st April; and no more than 50% of the budget allocation by 1st July.

- Final purchases are to be made by 20 November.

- All Budget allocations are finite and final. Any fundraising will be organised on a school basis, and may be undertaken by the Board of Trustees, or the Home and School.
8) After completion of the July 1st Roll Return the budget is reviewed by the Finance Committee

Points to consider:

· Pupil roll and the Operations Grant – is there a significant difference between actual roll numbers (upon which funding is based – 1st July- and the predicted roll when the budget was set?

· Other Income – are there any significant changes in circumstances?

· Operating Expenditure – is the Board incurring significant ongoing costs not previously anticipated?

     If there are any significant impacts (ie a variation of 10% or more) on the surplus by year-end figures, then a review of the current budget is necessary at this point.
     Any budget changes must be supported by a Board resolution in the Minute Book, and any changes must be notified to School Support.
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