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FINANCE

PROCEDURE  - PAYROLL

GUIDELINES:
1) NOVOPAY is the web based payroll system used by schools in NZ.

2) All NOVOPAY administrators receive on-line training and have their own User ID and password. Shirley Walls in Wellington is our NOVOPAY Advisor.
3) Most payroll data can be entered online. Data pertaining to the school administrator must be entered by the Principal and information for the Principal must be completed as a paper copy and signed by the Board Chair before being submitted to NOVOPAY.
4) As soon as the SUE reports and Banking Staffing Reports are published on the NOVOPAY website accessible through logging in, these can be downloaded and saved. 

5) These need to be checked against the Transaction Report which is generated following the entering of Time Sheets onto NOVOPAY. 
6) Once checked SUE Reports and Banking Staffing Reports both need to be initialled and dated for correctness and validity by the Office Administrator and Principal. It is an audit requirement that there is evidence of checking.
7) If any changes are required, these need to be sent to NOVOPAY on the correct form. Changes corrected need to be monitored on the next SUE Report. 
8) Printed copies of the SUE Reports and Banking Staffing are filed in the SUE reports folder.  
9) In July the SUE reports received to date for the current year will be tabled at the Finance Meeting for the Board Chairperson to peruse. The Chairperson will report to the Board on this. 

10) At Year End the Principal and the Board of Trustees Chairperson sign a report to confirm the reasonableness of the contents in terms of bonafide employees and amount of payment made to employees over the past year. This form is returned to the Auditors.
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