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TIKOKINO



NAG 4

TIKOKINO SCHOOL

FINANCE
PROCEDURE  - CLASSROOM CONSUMABLES / EXPENDITURE 

GUIDELINES:
1) All goods ordered under classroom budget are for the use in the class. 

2) Consumables are considered to be anything that can be used by the students and teachers to enhance and contribute to the running of the class programme and environment. For example; felt tip pens, whiteboard markers, stickers, certificates. 

3) Teachers are not permitted to purchase resource books under this budget. The Professional Development budget or resource budgets can be used for these purchases. If they are bought under these budgets they remain the property of the school and must be accessioned. Should teachers wish to own copies of books they may do so at their expense.   

4) Staff will, before ordering and purchasing goods, ensure that they research current resources in the school and the actual supplier is providing quality and value for money. The following questions could be used as a guideline: Have I checked the resource room for this product and other areas in the school? Are there other places that might be cheaper or better quality? Have I asked other staff if they may know of a better product? 
5) The following is to be evident on each order form:

· Date of order

· Suppliers name

· Code xxxx (taken from the budget sheet)

· Specific items ordered including quantities. 
· Signature

6) All purchases need to be spread throughout the year. No more than 25% of the budget allocation to be spent before 1 April, and no more than 50% of budget allocation before 1 July. Orders to be made on an as required basis where practical. 

7) All other expenditure must be approved by the Principal. The Principal should sign the order form in this case. Whereby a teacher exceeds the limits of their classroom budget and it has not been authorised by the principal the teacher may need to cover this cost personally.
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