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TIKOKINO



NAG 4

TIKOKINO SCHOOL

FINANCE

PROCEDURE – COLLECTION OF MONEY
GUIDELINES:
1) Under no circumstances should teachers leave money in the classrooms (exposed or secured)

2) Money that is required to be kept in the school overnight should be secured in the locked cupboard or safe. 
3) Money for class trips and camps, classroom items, photographs, donations, sports fees, stationery, uniform orders, fundraisers, Book Club orders should be sent directly to the Office in a named envelope. 
4) In the event of the office manager not being available to collect money from children at the office a secure area will be designated.

5) Children and parents will need to be responsible for handing money into the office or to staff. Tikokino School takes no responsibility for money lost in transit or if it is not handed onto the teacher. 

6) Payment of the above items may be made by Direct Credit to the Tikokino School Board of Trustee bank account. 
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