BOROONDARA PARK PRIMARY SCHOOL

Program Budget Evaluation / Preparation 



2004/2005
Third term is when we traditionally review the operation of our programs and commence preparation for the coming year.

KLA budgets need to be evaluated and preliminary 2005 budget requests prepared at your next CCC meetings.  Other budgets need to be evaluated and 2005 requests prepared by the co-ordinator of those budgets.

Once completed, these reviews need to be collected and collated so that the Finance Committee and School Council can consider and approve the budget for 2005.  So we need your help and co-operation.  It is Pat’s job to put the Program Budget Evaluations and Recommendations document together, and that takes a lot of work and time.

It will help enormously if budget leaders can prepare their review, including the budget proposal for 2005, and email it to Pat  malcolm.patricia.j@edumail.vic.gov.au  before the end of term – the earlier the better!

Program Budget Process for 2004/2005
School Council needs to fund approximately $................ towards the building project, therefore we are asking program coordinators to be frugal in requests for funding next year.  If it can wait until another year that would help enormously.

1. Program coordinators will begin the process by collecting program evaluation sheets and putting down their preliminary thoughts / ideas.  The proformas, together with a copy of the 2003/2004 evaluation and recommendation, will be emailed to the various coordinators.  Matters to consider for each review include:

· Any follow-up from last year’s review

· New or emerging trends

· Issues arising from ongoing evaluations

· Review of this year’s program, with emphasis on curriculum / outcomes for children.

2. Resource requirements should only be considered after these issues have been 

addressed.

Evaluation sheets to allow for comments / feedback from teachers will be distributed to all staff
· Leaders should use their own preliminary ideas, team evaluations, feedback from evaluation sheets and input from the team to prepare the draft evaluation.

· This draft should include ideas for resource requirements

· Final collation of each review should be done by each leader, with the final draft then emailed to Pat by the end of term (or earlier if possible).

3. Gavan, Eric and Pat will collate the reviews for all programs (proposed deadline – 

      end of first week in Term 4).

4. Finance Committee will consider priorities / program development needs and 

      determine recommended funding levels. 

5. It will then submit its recommended Budget to School Council for approval / adoption (November meeting)

Resources required for 2005 : Preparation of Annual Budget

1. For each of the programs, a proposed expenditure budget (or submission) must be established by the leader of the program.

2. Please note that there are 2 columns – Priority Request and Optional Request.  Please list the most urgent items in the Priority column and other items in the Optional column.  This will assist the Finance Committee to determine how to allocate revenue should there be a shortfall.

3. At a later date, leaders of programs in which spending has varied substantially from the proposed budget, will need to complete a Budget Expenditure report documenting ‘exceptional’ spending during 2004.  This is to allow the Finance Committee to review spending this year.

4. The plans for 2005 will need to be presented using a blank Program Evaluation & Recommendation sheet (see attachment), showing the kinds of items to be purchased (eg. Audio visual, purchase of equipment, class materials, class sets, library books, teacher periodicals, etc).

5. Each expenditure item included in 4 above must fit into a category listed on the level 3 expenditure codes.  (See further on)  Proposed purchases MUST be itemised.  Do not just state a dollar amount as this does not give the Finance Committee a clear understanding of why you are requesting this amount.

6. The document produced in preparing the annual budget for next year will assist us in various ways;

· The Finance Committee will be able to allocate revenue and advise each budget leader of the final amount allocated (or ask for a revised budget where required)

· Each budget leader will be able to keep a copy of the completed sheet to enable them to have control of spending during the year

· The Business Manager will be able to monitor expenditure / sources of funding.

7. In 2005, once our enrolment has been determined and the final budget presented  to Council, a copy of the Program Budget Evaluations and Recommendations document will be issued to each Unit and CCC leader.
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LEVEL 3 EXPENDITURE DEFINITIONS

	Code
	Expenditure
	Description

	0001
	Administrative Staff
	Non-teaching administrative staff, technical support staff and library staff

	0003
	Teacher Aides
	Teacher aides including Aboriginal, Multicultural and Integration aides

	0005
	Superannuation
	Employer contributions paid to a complying superannuation fund for staff employed by School Council and paid through a local payroll system – currently 9% of wage.

	0006
	WorkCover
	WorkCover premiums for staff employed by School Council and paid through a local payroll system – allow 2% of wage.

	0021
	Purchase of Furniture
	Any item of furniture for teaching or non-teaching purposes, including desks, tables, chairs, bookshelves, etc.

	0022
	Purchase of Equipment 
	Any item of equipment for teaching or non-teaching purposes, including audio-visual and computers.

	0023
	Repairs, Maintenance and Hire of Equipment 
	All equipment, including service agreement charges and computer and audio-visual repairs and maintenance

	0024
	Computer Software 
	All computer software packages

	0025
	Photocopying  @ 2c per copy (i.e. $10 for 500)
	Expenses associated with the operation of school photocopiers, including rental, service agreement charges, paper and associated materials

	0026
	Printing 
	Printing items used for teaching, administrative or student purposes, such as photography, laminating

	0042
	Class Materials 
	Student related consumable materials or expendable items supplied for student use in the classroom; e.g. stationery, paint, wood and foodstuffs for home economics.

	0051
	Library Books 
	Books, magazines, journals, periodicals and any other reference material purchased for student use within the library

	0052 
	Teacher Reference Material 
	Periodicals, journals, reference books and magazines for teacher use within the school

	0053
	Class Sets 
	Sets of textbooks and other educational items supplied for use by students in classroom activities

	0061
	Audio Visual Materials 
	Audio and video tapes, overhead projector sheets

	0124
	Affiliations 
	Subscriptions or affiliations to professional bodies

	
	Other
	Any item that does not fit into the above categories – please describe.


