Expenses Policy

Principles

The Governors would not want anyone to suffer hardship or even be ‘out of pocket’ through their involvement with Bethany School. 

Individuals who make purchases and do not seek reimbursement serve the school. We are grateful for such generosity and these acts of kindness reflect the gracious way God deals with us. People who use their own money to purchase resources and claim back the cost also serve the school. We are grateful for their thoughtfulness and consideration. The spirit of sacrifice and service that is such a feature of Bethany School is a ‘no strings’, ‘no fuss’, ‘no big deal’, ‘no quid pro quo’ arrangement. We willingly give and we thankfully receive. 

Policy

· Bethany School will reimburse individuals who have spent money on the schools behalf.

· Larger amounts (say over £15) should be agreed with the Head Teacher before purchases are made or expenses incurred.

· A receipt is required for any goods purchased and a written claim will be required for expenses incurred.

· Payments made by cheque must be from a designated budget.

(E.g. training, building, classroom costs) It would be wise to check if funds are available before a purchase is made.

· Smaller amounts and items which fall outside designated budget lines (e.g. AGM ‘Nibbles’) may be paid from the Petty Cash Fund. 

Guidance

The School Budget allows for money to be spent in the following areas. Some examples are given:

· Classroom Costs – all consumable resources used with the children
· Training – courses, conferences, reference material
· Building Maintenance – repairs, replacement, minor improvements
· Special Projects (Curriculum) – expertise, schemes, specialist resources
· Special Projects (Building) – refurbishment, major improvements, 
· Capital Equipment (non-building) – larger items, OHP, CD player, computer upgrades

· Petty Cash – printing, open mornings, keys

· Sundries – postage, toilet rolls
The Head teacher or the Governors will authorise spending from these funds.

In addition, Class Levies and the Wednesday Fund are used to purchase resources for the school. These funds are the responsibility of the Class Teachers and the Family Afternoon Committee.

Please ask if you are in doubt.

