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Foreword 
It is with great pleasure that I present to you the revised Schools Financial Management Manual. The 
Schools Financial Management Manual (SFMM) is intended to assist Principals, school finance officers, 
the members of the school council (SC) and the school community association (SCA), and other school 
administrators to understand the financial management requirements needed in their schools and to 
assist them to be more accountable in managing public funds. The Manual’s financial management 
requirement applies to all types of schools: kindergarten (or ECCE) primary, secondary government or 
non-government-assisted or private schools and PSET institutions, that are registered with the Ministry 
of Education & Training (MoET), and receives public money, such as grants, fee subsidy, government 
stimulus packages, parental contribution, various types of school fees, money from fundraisings, 
donations, or any other means of money from the public received and spent by the school. 

Since all funds collected by the schools are defined to be trust money they must be spent as stipulated 
in the Public Finance & Economic Management (PFEM) Act, the PFEM Regulations and the Ministry of 
Education & Training (MoET) Grant Code. The SFMM and support documents, such as the SFMM Lesson 
Plans, the SFMM Principals Self-Learning Module, and the SFMM Training Package supplements the 
MoET Grant Code. 

It is important that all Principals and school administrators fulfil the requirements as contained in the 
manual as it is prepared with the intention of improving accountability, transparency and enhancing 
proper management of school funds, to promote better understanding and cooperation between the 
Principal and school administrators. 

It is hoped that this manual will be a practical tool for the Principal and school administrators to make 
reference to, to assist them in improving the daily management of a school. 
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Introduction 

A school receives public money in the form of school grants, fees or any other monies collected by the 
schools. As per subsection 43(1) of the PFEM Act 2009, public money is the property of the State. 

Schools are responsible for the management of these funds, as well as other funds collected from the 
community and from other sources. Principals must manage the affairs of the school in a way that 
ensures proper accountability and promotes the efficient, effective and ethical use of resources and 
money. Principals are reminded to practice prudent financial management and to ensure there is good 
management, strong accountability, accurate estimate of expenditure to be made, honesty, maturity 
and responsibility in the manner you receive the school money and how you spend the school money 
throughout the year. 

The Ministry of Finance & Economic Management (MFEM) Finance Regulations Part 4 on Financial 
Management Information Systems (FMIS) Paragraph 10, requires the Director General of the Ministry 
of Finance & Economic Management to approve any agency operating its own financial management 
systems. In addition, Paragraph 11 states that all payments, receipts and other accounting transactions 
must be entered into an approved FMIS. As such, the Ministry of Education & Training (MoET) developed 
the Open VEMIS Finance Module to ensure that all schools must enter all accounting transactions into 
Open VEMIS, throughout the year, to be able to record and report on public money being collected and 
used in a school. Schools are not to purchase any other education management software. 

In this Manual, a school may refer to an ECCE centre, a primary school, a secondary school, or a post- 
school education & training institution, that is registered with the Ministry of Education & Training or 
with the Vanuatu Qualification Authority. 

A school funding cycle is outlined in the following figure. 

Figure 1: School Funding Cycle 
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The Principal must be familiar with all relevant legislations, policies and manuals governing the 
management of the school, including the Grant Code and the School Financial Management Manual, 
which have updated versions uploaded in Open VEMIS. All schools must have a finance policy in place to 
guide Principals and school finance officers in acquiring sound financial management practices over their 
school finances. An example of a school finance policy is in Annex 1 of this Manual. Schools may either 
use this generic policy or adapt it to suit their specific needs. 

All Principals are required to publicly display their school finance policy and latest financial reports to the 
school community, to improve accountability within the schools. 

The school finance policy must be prepared by the Principal, with the assistance of a school finance 
officer, school staff, and members of the School Council. 

The School Council will approve the school finance policy. 
 

 

 
Following the establishment of a school finance policy, the Principal must ensure that detailed finance 
procedures are in place, to assist the Principal, and the school finance officer in implementing the school 
policy. 

An example of school finance procedures is found in Annex 2 of this manual. 
 

2.1 Roles and Functions of School Staff and the School Council 

The roles and functions of the school staff and the School Council in managing school finances are crucial 
in the day-to-day operations of a school. 

Figure 2: School Management Governance Structure 
 

    

 Procedures 
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ii)  Principal 

The Principal will be the person who has been appointed by the Teaching Service Commission to be 
responsible for the day to day administrative, professional and academic activities of the school. The 
Principal must be transparent and accountable in managing the school’s affairs, 

In relation to finances, the Principal is responsible for the compliant and efficient management of school 
funds.  This means the Principal is responsible for approving all expenditure, the proper receipt of 
all income and the ethical management of all funds held in trust. The Principal will have the overall 
responsibility to developing a school plan, its budget, monitoring the implementation of the plan against 
budget, and reporting on the plan and budget. 

The Principal is responsible to ensure that the current year’s annual report, including the financial report 
is completed and approved before 15th December. 

In the event that the Principal may change, the Principal will also ensure that the school’s annual report, 
including the school’s annual financial report, is approved and ready to be handed over to either the new 
Principal, in the presence of the Provincial Education Office (PEO), or direct to the PEO, to be handed 
over to the new Principal, before 15th December. If the TSC approves the change of Principal during the 
academic year, then the outgoing Principal must ensure that all handover notes must be prepared before 
he/she leaves the school. 

 
(ii) The School Finance Officer 

The school finance officer is any persons appointed to administer the financial affairs of a school under 
the direction of the Principal. The school finance officer must have weekly meetings with the Principal. 
This will allow them to discuss on how the school is operating financially, and whether the school is 
spending money, in accordance with the school plan. 

While the role of the Principal is to implement School Council decisions on how the school money is 
managed, it is the role of the school finance officer to assist the Principal do this. In smaller schools, 
the Principal may also be the school finance officer, though is advisable that a school staff member or 
a member of the school community, be delegated the responsibility of managing the school finances. 
This is to be approved by the School Council. 

The school finance officer will not be a signatory to the school’s bank accounts, unless the school finance 
officer is also the Principal. 

The school finance officer will be employed on a merit basis, through external advertisement of the 
position, and contracted by the School Council. The role and expectations of a school finance officer are 
outlined in the job description found in Annex 3. 

 
(iii) School Council 

The Education Authority will refer to either the Provincial Education Board (PEB) or the Government 
Assisted Education Authority (GAEA). 

An Education Authority is responsible to establish a School Council for each school to assist the Principal 
in the management and administration of the school. The School Council must meet regularly, or at least, 
once a term, to assist to implement and monitor the School Strategic Plan, within its planned budget. The 
Principal is responsible to upload the minutes of the School Council meetings in Open VEMIS. 
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The School Council is responsible for employing trained or qualified teaching staff, administrative and 
ancillary staff of a school, such as the school cook, school finance officer, and so forth. 

A member of the School Council is not entitled to any salary or other remuneration, including by way of 
allowances, for his or her services. 

Subject to the availability of funds at a school, a member of the School Council is to be refunded for 
expenses incurred when engaged on an approved business of the School Council. Any approved business 
of the school should be detailed and recorded in the minutes of the School Council. Principals should 
liaise with their respective Education Authority if they are in doubt of expenses which the school will 
need to refund to members of the School Council. 

The School Council must approve the reconciled financial reports submitted by the Principal, prior to the 
financial reports being submitted to the Education Authority, on a monthly, quarterly and annual basis. 
In the absence of the Chairperson of the School Council, the chairperson may delegate approval of 
reports to another member of the School Council or by an officer in the PEO. 

 

(iv) School Management Team 

In schools with large enrolment, the school management team will also be part of the planning 
and budgeting process of the school. The school management team may include, but not limited to 
the Principal, the Deputy Principals, and the Head of Departments in the school. This will allow for all 
relevant academic and administration components of a school to be included and financed in the school 
plan, to enable a quality, equitable and inclusive education for all children. 
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A school budget is the financial aspect of a school’s annual plan. The Principal shall prepare an overall 
budget for the school, with the assistance of the school finance officer, for any year based on historical 
financial data, and on the School Strategic Plan (SSP). 

The SSP is developed to ensure that it achieves one of the Government objectives to ensure that all 
children have access to quality education. The SSP must be clear and detailed in guiding the school 
budget priorities, as well as play a monitoring role of the impact of expenditures within a school. 

Once approved, the school budget shall be uploaded in Open VEMIS using the budget entry form. 

It is important that the School Council must approve the budget prior to the start of a school financial 
year, which begins 1st of January. 

Figure 3: Budget Cycle 

 

 
 
 
 

 Budgeting 
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3.1 Budget Formulation 
 
 

 

In March the budget and expenditure from the previous year is reviewed by the Principal with assistance 
from the School Finance Officer to determine which areas of the SSP were under or over resourced and 
to analyse specific items of expenditure. A copy of the School Account Structure is outlined in Annex 4. 

If applicable, any savings from the previous year’s budget can be invested in a Savings Account or a Fixed 
Deposit Account for the school. 

 

 

In August a determination of the costs of implementing the following year’s annual plan, based upon the 
SSP, is made. A decision is made as to how the anticipated funding (education tranches plus additional 
revenue) is the be allocated across the plan. This is done by the Principal with assistance from the School 
Finance Officer. 

Input should be sought from Heads of Departments and the Maintenance Foreman in relation to activities 
they have planned for the following year. 

 

 

In August the school budget is prepared in the format outlined in Annex 5 of the Manual. Importantly 
the budget must not plan for a deficit. 

The budget should also include a reserve fund, being an amount held in case of emergency. The 
amount of this reserve fund is determined by the School Council. 

 

 

Once the annual plan and budget is prepared, they are presented to the School Community Association 
(SCA), and the School Council (SC) for approval. Any changes suggested by the School Council are made 
by the Principal. 

This must occur before the school financial year begins on January 1. 
 

 

If the budget calls for fees that may or may not exceed the maximum set by MoET, then a request for the 
fees to be approved must be sent to the Minister of Education and Training. It is only when the fees have 
been approved that they can be put in the budget and charged to students. 

Step One: Review of Previous Year’s Budget 

Step Two: Cost the Annual Plan 

Step Three: Prepare the budget 

Step Four: Annual plan Approval 

Step Five: MOET Fee Approval 
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Once the plan is approved it is uploaded onto Open VEMIS, using the entry form below. 

 

 
The budget structure (receipts and payments) must be approved by the School Council before the budget 
can be spent in a year. Once it is approved by the School Council, then the Principal must input this 
information into Open VEMIS, using the following forms. 

 

STEP 1: Click on School tab. Select Budget Structure. Select year to input budget 
structure eg 2021. Click on “Create New Budget Not on This List”. 

 

 

STEP 2: Add the different accounts for the budget structure for the school for the 
year, categorized under Receipts (Income) or under Payments (Expenditure) 
eg for 2021. Click on “Add”. 

Step Six: PEO Approval and Open VEMIS uploading 
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STEP 3: Input all the different accounts for the school budget, either as Receipts or 

Payments, as approved by the School Council 
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STEP 4: View budget structure for Harmony. Go to Reports. Click on Financial. Click on 
Budget Structure. 

 

STEP 5: Select Date. Select School Type. Select Budget Report Type. Select Report Type, 
whether detailed or summary. Then click on either “Get PDF” or “Get Excel” to view 
Report. 
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STEP 6: View Budget Report in detailed form. 
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STEP 7: View budget structure for Harmony. Go to Reports. Click on 
Financial.  Click on Budget Structure. Select “Summary”. 

 

 

This completes the entry of the school budget for Harmony School for 2021 in Open VEMIS. 
 

Budget Management 

Budgets must be managed in accordance with the financial procedures, an example of which is found 
in Annex 2. 

It is important to remember that budgets must be monitored regularly and be a standard item in 
School Council meetings. 
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Income is the money received by the school. 

The school can receive money in the following ways: 

i. Cash 

ii. Direct debit 

Only the school finance officer or the Principal, should the Principal also be the finance officer, may 
receive school income. 

It must be remembered that all money received by a school is held in trust on behalf of the school and 
must be administered in accordance with the rules in this manual. 

 

4.1 Handling Funds 
 

Each of the steps below are described in greater detail in the draft Finance Procedures in Annex 2. 

 

 

Funds are to be received by the School Finance Officer, who must immediately write a receipt for the 
funds: 

 
(i) Cash – written for the person paying the money 

(ii) Direct Debit / Bank Transfer – the amounts are recorded in a separate receipt book (“can be 
labelled Direct Banking Receipts Book”), which records only deposits paid through the school 
bank account. The receipt is written and provided to the payee if they are on the same island 
or scanned and emailed if the person is elsewhere. 

Cash or school income must only be received in the school office, so that the individual can be 
receipted immediately, as evidence that money has been paid to the school. 

Parents are now encouraged to pay for fees direct to the school’s bank accounts. 

All receipts must be stamped with the official school stamp, to confirm that schools have received the 
fund. 

 

 

At the end of each day all receipts shall be recorded in Open VEMIS using the form below. If your school 
does not have access to Open VEMIS, then the receipts are entered in the main cashbook (which may 
be either a physical book or a digital file). 

    

Step 1: Receiving Funds 

Step 2: Recording 
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The receipts are to be recorded under the appropriate income headings: Government, Student or Other 

Income. The details of a school’s Chart of Accounts is enclosed in Annex 4. 
 

 

Funds that are collected are stored in a secure cashbox until they are able to be banked. This is covered 
in Chapter 8: Banking. 

 

4.2 School Fees 
 

School fees are the money paid by parents to schools. While school fees are being phased out, they are 
still being collected by different schools. 

The maximum level of school fees, for each category (Tuition, Boarding, Lunch and other fees) are pre- 
scribed through a Regulation Order signed by the Minister of Education & Training. This can be viewed 
in Open VEMIS, under the “Online Library” resources. 

Fees may only exceed these limits if approval is given by the Minister of Education & Training (see 3A 
Budget Formulation). 

During the period while a school contribution is still expected from parents, schools will need to de- 
velop, in consultation with their school community, a policy on dealing with parents who do not pay a 
school contribution. This policy must be approved by the School Council, at the beginning of the school 
year. Schools are reminded that excluding students from attending schools, because parents have not 
paid their contributions, is a contradiction to the Regulation Order signed by the Minister and the policy 
of increasing access to education. 

The school fee structure must be approved by the Minister of Education & Training before the fees can 
be charged to parents. Once it is approved by the Minister of Education & Training, then the Principal 
must input the approved school fee structure into Open VEMIS, using the following forms. 

Step 3: Banking 
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STEP 1: Click on Classes/Students tab. Select year to view classes eg 2021. Select year to input 
fee structure eg Year 1, Stream A. Click on Fee Structure. 

 

 
STEP 2: Add the different fees to be charged for each year level. Click on “Add” until you have input 

all the different fees to be charged per year level, as approved by the Minister of Education 
& Training. 
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STEP 3: View fee structure for Year 1A. Go to Reports. Click on Financial. Click on Fee Structure. 
 

 

STEP 4: Select year eg 2021. Select Class eg Class1, Stream A. And option for viewing will be 
in either PDF or excel form. 

 

 

This shows that Harmony School charges 5,500 vatu per student in Year 1A. Fees charged were 500 
vatu for caution fee, 2,000 vatu for other fees and 3,000 vatu for building development fee. The fee 
charges per student will appear in the school fee structure, if this applies to all students in the school, 
and will be reflected in the budget structure. Note that each class must input their own school fee 
structure input into Open VEMIS. 

Once the school fee structure for each individual class has been entered into Open VEMIS, then the 
school can now receipt all parents that have paid for their child’s school fees in Open VEMIS, using the 
following forms. 
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Paying for School Fees 

All payment of students fees must be input into Open VEMIS, for each student. This will allow the 
school to record and report on all student fees collected. 

 
STEP 1: Select “Classes/Students tab. Select Year. Select class that the student is in by clicking 

on “VIEW Class/StudentInfo”. 
 

 

STEP 2: Select student that is paying for fees eg Tungon Junior. Click on “ViewStudentInfo”. 
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STEP 3: Click on the Fees tab. Note the relevant student information that must be completed are 
(i) Birth Registration No, for student and (ii) Boarder. For a boarder you must either select 
(a) Boarder –the student is a boarding student, and will eat breakfast, lunch and dinner 
in school; (b) Day Boarder – the student only eats lunch in school; and (c) Not a Boarder 
– the student does not eat any meals in the school. 

 

 

STEP 4: Select the Year eg 2021. The page will show the total fee structure for the class 
level, which is entered at the start of the year. 

 

It shows that Harmony School charges 5,500 vatu per student in Year 1A: 500 vatu for caution fee, 
2,000 vatu for other fees and 3,000 vatu for building development fee. It shows the current total fees 
paid by the student to the school in the current year, and it shows the remaining fees to be paid by the 
student to the school in the current year. 
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Step 5: Enter the amount of fees paid by Junior Tungon eg Junior’s parents pays 2,300 vatu only as 
partial payment of fees in Term 1 2021. 
 
Principal will now decide that of the 5,500 vatu fee charged to a parent, what fees will Junior’s parents 
have paid for eg 500 vatu will be for caution fees, and the remaining 1,000 vatu will be for other fees 
and 800 vatu will be for building development fees.  Entries will be as follows: 

 
 

(i) Enter caution fee for 500 vatu. Input date that Junior paid for his fees, and the manual cash 
receipt number issued to Junior. Select his Class and select the receipt type. As Junior paid for 
his fees at school, and school will be depositing to the bank, it will be a bank receipt. 

Note that if Junior paid for his fees direct to the bank account, then this would be a bank 

receipt. 
 

 

Then click on “Add This Amount”, until you have completed the other fees payment details. 

Note that the fees payment is summarized, and it will also show how much Junior has paid, and how 
much Junior has yet to pay. Continue to complete the fees payment for Junior. 
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(ii) Enter Other fee for 1,000 vatu. Input date that Junior paid for his fees, and the manual 
cash receipt number issued to Junior. Select his Class and select the receipt type. As Junior paid 
for his fees at school, it will be a bank receipt. 

 

 
 

(iii) Enter Development fee for 800 vatu. Input date that Junior paid for his fees, and the manual 
cash receipt number issued to Junior. Select his Class and select the receipt type. As Junior paid 
for his fees at school, it will be a bank receipt. 

 

Then click on “Add This Amount”, until you have completed the other fees payment details. 

Note that the fees payment is summarized, and it will also show how much Junior has paid, and how 
much Junior has yet to pay. Continue to complete the fees payment for Junior. 

 

Once school fee payments are entered, it shows that of the 5,500 vatu school fee for the year, Junior 
has paid 2,300 vatu, and he has a remaining balance of 3,200 vatu yet to pay. 
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Step 6: View the school fee structure report. Click on Reports tab. Select Financial. Select Student Fees 
Report. 

 
Step 7: To get Detailed School Fee Report. Select Year. Select Detail. The report can be viewed as PDF, 
excel or CSV file. 

 

 
The report shows the list of all students in the class, with the fee structure, approved by the Minister. The 
report also shows how much has been paid, by the different type of fees, and the outstanding fees to be paid, 
by each student. 
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Step 8: To get Summary School Fee Report. Select Year. Select Summary. The report can be viewed as 
PDF, excel or CSV file. The report shows the summary of student fees by individual students, by class, by 
school and by province. 

 

The following screen will show: 

 

   
 

The school fee report is summarized by class, by school and by province. So each school must ensure that 
all the school fee structure and payments by each student must be entered into Open VEMIS.
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Step 9: To get Summary School Fee Report. Select “By Account”. 
 

 

The following screen will show: 
 

 
 

Step 10: To print Invoice for student at the start of the year, select “Invoice”. 
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The following screen will show: 
 

School Fee Invoice Date: 16/01/2022 

0554501 Harmony School 

Class: 1 A     

Student ID Surname First Name Date of Birth Birth Cert ID 

212530 Tungon Junior 24/03/16 631844 

Fee Details 

Account Code Account Fee Due 

7CR11012 Other Student Cash Receipts/Income 2,000 

7CR11022 Building Development Fee 3,000 

7CR11003 Caution fees 500 

 Totals: 5,500 

 
Step 11: To print a reminder for student during the year, select “Reminders”. 

 

 

The following screen will show: 

Reminder Notice Date: 16/01/2022 

0554501 Harmony School 

Class: 1 A     

Student ID Surname First Name Date of Birth Birth Cert ID 

212530 Tungon Junior 24/03/16 631844 

Fee Details 

Account Code Account Fee Due Fees Paid Outstanding 

7CR11012 Other Student Cash 
Receipts/Income 

2,000 1,000 1,000 

7CR11022 Building Development 
Fee 

3,000 800 2,200 

7CR11003 Caution fees 500 500 0 

 Totals: 5,500 2,300 3,200 
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For schools that do not have access to Open VEMIS, there is no set format for a fee register but most 
schools use class lists, individual cards for each student, or computer spreadsheets. The register includes 
receipts of fees for the various students, normally by year levels, and shows the total amount payable for 
respective fees charged by a school. 

Following is a sample of a manual fees register for a student: 

Fees Register 
 

Student’s Name:  Date of 
Birth: 

 Place of 
Birth: 

  
Student ID Photo 

(Attach here) Island:  Province:  Student ID 
No: 

 

Year 1: 2021 

 
Annual Fee 

Amt 
(VT) 

Term 1 
Receipt 

Amt 
(VT) 

Term 2 
Receipt 

Amt 
(VT) 

Term 3 
Receipt 

 
Total 

Tuition Fee        

Boarding Fee        

Insurance Fee        

Lunch Fee        

Other Fees        

Total Fees        

 

Process for Fees Paid In-Kind 

In some schools, school fees are “paid” in local produce or by manual labour rather than by money, this 
is called Fees In-Kind. This method should only be accepted as a last resort. The method of accounting 
for this is detailed below: 

 

(a) A value, agreed by the parent or guardian and the school, is given to the goods or services 
to be provided by the parents or guardian. 

(b) The school pays cash to the parent or guardian for the goods or services provided. The 
school will record this is as a cash payment for goods or services provided. 

(c) The parent or guardian, in return, pays for the outstanding fees to the school. The school 
will record this as cash received for the student’s fees, and will receipt the parent or 
guardian for the cash received. 

(d) The school will then update the student’s fees register, in Open VEMIS. 
 

Criteria for Fees Paid In-Kind 

The following are general criteria for schools to consider when allowing a parent or guardian to pay for 
fees in-kind: 

• The School Council must have a list of the value of local products, labor or materials that will 
be accepted as payment for fees in-kind by parents; 
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• The Fee In-Kind method of payment need to be approved by each Principal, for the same or 
different schools which the children are enrolled in; 

• Single parents who do not have a paid job or who have a low income eg a widow; 

• Parents who are not able to work and earn an income for the family because they are medically 
unfit. They will need to be certified by a medical staff, working within the local area, that they 
are not able to work; 

• Parents who are affected after a disaster; and 

• Any other criteria as identified by Principal and approved by the School Council. For example, 
a blind parent who may be dependent on his/her child’s eyes to guide them each day, then the 
student will not pay fees. 

All criteria for Fees In-Kind, will need to be approved by the School Council. and uploaded into Open 
VEMIS, using the following form: 

 

 

 
4.3 School Grants 

 
In most cases, the bulk of the school income will comprise of the annual school grant that is paid to 
schools. To receive the school grant, a school must meet the relevant criteria specified in the Grant Code. 
All schools must spend the grants according to the criteria outlined in the Grant Code. This can be viewed 
in Open VEMIS, under the “Online Library” resources. In the situation where the Principal fails to meet 
a school grant criteria, the PEO will be responsible to manage the school’s cheque book, or to freeze the 
bank account of a school, until the school complies with the school grant criteria, and the school can 
accurately record, reconcile and prepare proper and timely reports on the school money. 

The grants are paid direct to the schools authorized bank account. The schools are required to receipt 
the school grant, in a separate receipt book, dedicated for all income paid directly to the school account. 

The grants are paid to support the operations of the school, thus must be used for activities contained 
within the approved School Strategic Plan (SSP). 
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The Principal can quickly view how much the school has received in Open VEMIS. This can be done by 
clicking on the “Grants” tab, and selecting the year, with the option to view the grant payments in either 
PDF or excel version. 

The following table shows the actual grant paid to Seaside Community Primary School by September 
2022. 

 

 

The Principal is also required to print the School Grant Certificate, after each grant payment, and place 
on the school notice board for the school community to be able to see this information. 

This can be done by selecting Reports, selecting Financial, and selecting Grant Certificate. 
 

 

Select the year to show grants paid to the school. You have the option to select either a PDF or excel 
version. The following report will be shown. 
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4.4 Loss and Non-Collection of Fees 
 

Loss of fees refers to money which is stolen from the school or mis-used by a member of the school 
community. 

Loss of fees should be reported immediately to the appropriate Education Authority, through the School 
Council. The Education Authority will then inform the appropriate authorities of this loss, and penalties 
may be imposed. 

Non-collection of fees refers to parents who have not completed their children’s fees or contributions 
to the schools. 

Penalties for non-collection of fees are normally agreed to in the general school meeting, which includes 
school staff, parents and members of the school community. The penalties agreed to in this meeting 
should be noted in the minutes of the general school meeting, and submitted to the School Council for 
approval. 

This can be referred to in the Regulation Order as approved by the Minister. A copy of the latest amendment 
to the Regulation Order can be viewed in Online Resources in Open VEMIS. 
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The first thing is to identify what is required and whether this is something that is (i) required to 
support the school and (ii) is something that is allowed to be purchased in accordance with the 
school finance policy. This should be confirmed by the Principal. This must also be included in 
the School Strategic Plan and must be budgeted for. 

 

 

Once the good or service is determined to be appropriate, the School Finance Officer needs 
to check the budget to ensure sufficient funds are available.). 

 

 

Principals are to comply with the internal procurement process and limits on payments of goods and 
services, before a cheque can be issued for the payment of goods and services. 

For smaller purchases (less that VT100,000), 2 quotes will be required and purchases where only one 
supplier is available, a single quote is sufficient though the reason for there being only one quote must be 
included in the payment voucher. For purchases less than VT 500,000 three quotes should be obtained, 
with the best quote (be it in terms of quality, price, timing or a combination) is selected. 

For purchases over VT 500,000 that is approved by the School Council and is outlined in the School 
Strategic Plan, the Principal shall engage the services of the MoET Procurement Unit, and must have the 
Director General MoET’s approval. 

If MoET has an agreement with a preferred supplier, there is no need for a quotation as the price will be 
predetermined and provided to the school at the start of the preferred supplier contract. 

For purchases over VT 10,000,000, this must have the approval of the Central Tenders Board (CTB), 
Ministry of Finance & Economic Management, through the MoET Procurement Unit. 

A Principal will be held accountable and will be personally liable to pay for goods and services if the 
above process is not followed, and is not within the School Strategic Plan. 

Further information on Procurement can be found in the MoET Procurement Manual. 

    

Step 1: Identify a need 

Step 2: Identify a Budget 

Step 3: Obtain Qoutes 
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An order book (either a manual or digital record) is used when placing school orders. 

When placing the order, the original order voucher is given to the supplier and a copy is retained in the 
book. 

When delivering the items ordered, the copy retained in the book is used to check whether items ordered 
are received. 

Following is a sample of school order voucher. 

 
Order Voucher 

Name of School:     

Order No.   

Date:   
 

Name of Supplier:   
 

Details of Goods and Services Ordered 

 Quantity Description of Goods/Service 

   

   

 
I hereby certify that Harmony School has placed orders for the above goods for an amount of 

 vatu. 

 

 
  

Name & Signature of School Finance Officer Name & Signature of Principal 

+ Official School Stamp 

 
Principals will be responsible to order goods or services on behalf of the school. Schools are requested 
to liaise with the relevant education authorities to confirm a preferred supplier for goods or services that 
are procured frequently. If a contract is raised between a supplier and the school, the Principal will be 
responsible to pay the supplier according to the terms of the contract. It is important to note that if the 
Principal transfers from one school to another, any contract between the school and supplier, will need 
to be maintained, as the Principal signed the contract on behalf of the school. So any new Principal will 
need to respect the terms and conditions within the contract signed between the former Principal and 
the preferred supplier, and complete any outstanding payments which are owing to the suppliers. 

Step 4: Place an Order 
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The details of each payment are entered using the Payments Form on Open VEMIS. An example of 
this entry form is below. If an asset is being purchased, the asset box must be ticked, as shown below. 

 

 

If a payment is from petty cash, then the “Petty Cash” form must be used instead. An example of this 
form is in Chapter 7, Petty Cash. 

 

 

The general rule is that payments should be made by cheque or direct bank transfer and must be 
supported by documents that prove that the payment was for goods and services properly ordered and 
invoiced, and that school funds are available for the purchases. 

A payment voucher must support each payment and these vouchers filed in cheque order number for 
audit check. 

The Payment Voucher can be printed at the school using the “Print Saved Payment Voucher” button on 
the Payments tab. 

 

 
 

Step 5: Enter the Payment Details into Open VEMIS 

Step 6: Payment Voucher 
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Payments must never be made from cash collections. The only time a cash payment can be made is 
through the petty cash system. 

• A copy of the supplier’s invoice must be attached to support the payment voucher. If an invoice 
cannot be obtained, the supplier must sign the voucher as “claimant” for the money. 

• The person receiving the goods must sign the voucher to show that there was no problem with 
delivery. The school finance officer should also check the rates charged and all other calculations on 
the invoice. 

• If three quotations were used, then the quotations should form part of the supporting documents 
kept with the school’s copy of the payment voucher for any future audit. 

• All payments must be input into Open VEMIS, with justified invoices/receipts attached to the payment 
voucher. This is evidence of payments of goods or services for the school. 

• Recording of an asset: If an asset (equipment or furniture,) is being purchased, a record should be 
maintained, preferably in the School Assets Register and the details of each asset is entered using the 
Asset Management form on Open VEMIS. The school finance officer must ensure that the goods are 
paid from the correct budget activity. Click on Asset Management to get to Assets form. The details 
of the asset must be completed using this form. 
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• The Principal must certify and authorize the payment voucher, to verify the amount and the 
goods to be bought then pass it on to the school finance officer for a cheque to be issued. 

• The Principal will not advance any school money to any politician. 

• Each cheque issued, or direct transfer made, must have a payment voucher. In schools where 
there are no school finance officers, the Principal must make an effort to get someone else 
to check all the calculations, invoices, and so forth. One person should not do the ordering, 
checking and payment of goods. It is recommended that the math or accounting teacher be 
used to segregate these duties. 

• There needs to be two signatures to sign the payment voucher at any one time, with the 
Principal usually being the final person to sign. 

• The cheque is paid directly to the supplier/claimant, preferably through a bank transfer. 

• Payments to suppliers must be prioritized according to the school plan and needs. 

• In the case of direct salary payments, a letter authorizing payment of salary to staff bank 
accounts can be issued, and enclosed with a payment voucher to confirm payment of services 
for a certain period. The letter will authorize the bank to transfer money from the school bank 
account to the respective staff bank accounts. 

• All payment vouchers must be filed according in order of payments made, and must be kept in 
a safe and secure place. 

A sample of a school cheque book is shown here. 
 
 

Step 7: Authorisation 
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Each school will have a cheque book for making payments to suppliers of goods and services to the school. 
Thus, school cheque books are not to be issued in any staff members’ or School Council members’ name. 

Each school must have three signatories – the Principal, the Chairman of the School Council and one other 
person nominated by the School Council. For any withdrawal or transfer from one of these accounts two 
of these three people must sign the cheque or transaction slip. 

If the school wishes to change the signatories to the school bank accounts at any time, the Ministry of 
Education & Training (MoET), through the Provincial Education Office, must be advised immediately in 
writing of the proposed new signatories to the account. The MoET will seek approval from the Director 
General of the Ministry of Finance & Economic Management to implement the changes to the bank 
account signatories held with the National Bank of Vanuatu. 

• Only one cheque-book should be used for one bank account at one time. 

• As another control over cheque-books, records of issues of cheque-books in a “Cheque Book 
Register” must show the progressive numbers, when it was issued, when the book was finished, 
and provision for an audit notation. 

• Avoid writing “Pay Cash” when paying suppliers, as cheques may get misplaced and another person 
may cash the cheque. The limit on the “Pay Cash” cheques for schools will be up to the amount 
of 50,000 vatu per withdrawal. 

• The cheque-book must be kept in a locked drawer at all times. Unused cheque-books and unused 
cheque-butts must be kept in a secure place. 

• No open cheques are to be issued at any one time, that is no cheques are to be signed before the 
details, such as supplier name, amount and date, are completed on the cheque, and no support 
documents, such as quotations or invoices, are attached. 

• All cheques issued by the school should be crossed ‘Not Negotiable’. This means that a cheque 
must be paid into a bank account of the person for whom you are writing the cheque to. 

• The loss of a cheque book or a cheque leaf must be reported immediately to the National Bank of 
Vanuatu branch closest to the school or to the Internal Audit Unit at the Ministry of Education & 
Training. 

• Principals are note allowed to apply for a bank overdraft facility. 

• If a cheque is found to have been made in error or not in accordance with the Grants Code, each 
cheque signatory will be held personally accountable. 



Ministry of Education and Training 

Schools Financial Management Manual 40 

 

 

 
 

 

 
 

 

It is advised that Principals and school finance officers need to be familiar with the relevant sections of 
the Employment Act, to minimize the risk of legal action taken against the school by staff that are not 
happy with the terms and conditions of work in a school environment. 

The School Council may employ additional trained or qualified teaching staff, administrative, or ancillary 
staff, like school finance officers, secretaries or typists, cooks, grounds men, cleaners, or maintenance 
staff. In most cases schools will have to find the money to pay for the additional staff from their own 
resources. Certain internal controls need to be followed, to ensure that recruitment and payroll records 
for these staff are properly documented. 

It should be emphasized that only teachers who are registered with MoET are to be engaged as teaching 
staff. 

According to Part 6, Section 22 (1) of the Employment Act, no employee shall be required to work for 
more than 44 hours or 6 days in any week, or more than 8 hours in any day, excluding meal and tea times. 

All schools are encouraged to have a signed periodic contract agreement with individual staff. A sample 
of a Periodic Contract Agreement for a staff employed by the School Council can be found in Open VEMIS. 

Note that staff, including government paid teachers, are able to do additional tasks as assigned by the 
Principal. 

 
 

6.1 Staff Time Logbook 

A time logbook should be set up and kept in the school administration office and staffs, including staff 
on the government payroll, are required to sign the logbook on a daily basis. Schools can be flexible as 
long as the total working hours per week is up to 40 hours. For example, start at 7:30am, finish 12 noon, 
restart at 1:00pm and end at 4:30pm. Other staffs may be recruited on a contracted basis and hours of 
work may vary. 

Staff will be entitled to a break of 1 hour for a meal, for example from 12 noon to 1.00 pm, and a tea break 
of 20 minutes or 2 tea breaks of 10 minutes each. 

The following is an example of a staff time logbook. 
 

Staff must not sign the logbook for another member of staff. 

If the school has the equipment, electronic biometric sign-ins can be used. 

 Payroll 
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6.2 Pay advice 

A statement of pay advice should be prepared so that each staff can determine how his/her net pay is 
calculated. A pay advice must accompany every payment made to the staff, and a duplicate copy 
should be retained by the school for recording purposes. 

Staff can be paid in cash, cheque or by direct transfer into a staff’s bank account. 

All schools must maintain all payroll records and other relevant documents of a staff for up to 3 years. 
Refer to Employment Act, Section 17. 

It is recommended that staff be paid on a fortnightly basis. Thus, in a school year beginning January 1st 
to December 31st, there will be 26 pay periods for the school to consider per staff. 

The following is an example of a pay advice. 

 
Pay Advice 

 

 
 

According to Part 5, Section 1 of the Employment Act, no deductions to salary must be made, unless 
agreed with the staff. 
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Overtime 

With regards to overtime, a staff member may only claim for overtime if the staff has been asked by the 
Principal to work overtime, to perform a certain task. Only the Principal will approve over-time for mem- 
bers of staff, if it will contribute to improving the learning environment of the students. No payments for 
overtime will be paid if there is no approval from the Principal before the work is being undertaken. The 
Principal should refer to Employment Act, Part VI, Section 26 on Overtime Pay. 

For overtime work on public holidays or Sundays, the minimum rate will be 1.5 times the normal hourly 
rate. 

For the purposes of paying overtime to staff during normal working days, overtime will be paid at the 
rate of 1.25 times the normal hourly rate for the first four hours, and 1.5 times the normal hourly rate 
for more than 4 hours of work. VNPF deduction will include (Fortnightly Gross Salary + Overtime Pay) 
x 4%. If an employee only works during the normal hours of work, then the VNPF deduction will only 
be calculated at 4% of the fortnightly gross salary. 

 
 

6.3 Modes of Payment 

The following are methods in which the school can make payment to each employee on each pay day. 
Schools are advised to use the method, which is best, fast and safe for the employees. 

a. Payment by Cash 

Some schools pay their staff in cash. A cheque is drawn for the total amount of the net pay. This cheque 
is then cashed at the bank with a request that the amount be made of each denomination, for example 
10 @ VT 5,000, 4 @ VT 1,000, 2 @ VT 500, 1 @ VT 20. Each staff receives a pay packet with his or her 
respective net pay inside. The staff checks to see if the net pay matches with his/her amount on the pay 
advice, and signs it to show that he/she is satisfied with the amount received. 

b. Payment by Cheque 

Some schools pay their staff by cheques. A separate cheque is written out for each staff’s net pay. A pay 
advice accompanies the cheque. This method overcomes the problem of having to handle cash, which 
is time-consuming, and provides greater control because the cheque butts are proof of payments. 

c. Bank Transfer 

In this case, staff salaries are deposited directly to their bank accounts. Because the money is transferred 
from the school bank account to the staff bank account, there is no worry about handling cash or drawing 
individual cheques. However, a pay advice must be given to the staff. 
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6.4 Controls over Payroll 

Because wages represent a major expense to any schools it is most important that adequate controls be 
implemented. Staff should not be paid more than that to which they are entitled and controls should 
also ensure that amounts are not paid to “ghost” staff. In addition, Principals are not allowed to “pay 
cash advance” to staff. 

The following control measures should therefore be implemented to prevent malpractices occurring in 
the payment of wages: 

• Adequate supervision of the time book. This is to ensure that staffs are not signing in and out for 
others. 

• Staff should sign a receipt to prove that they have received their correct pay. 

• There should be adequate separation of duties. Duties should be arranged so that one staff does 
not perform two of the following functions: 

- Recording of time worked 

- Preparation of the payroll register 

- Recording entries in the books of accounts 

- Keeping of personnel records 

In addition to this, all staff details need to be uploaded onto VEMIS. This is done by the MoET Teacher 
Management Unit for permanent staff and by the VEMIS officer, at the Provincial Education Office, for 
teaching and other staff paid from school funds. 

The Principal should refer to the staff list to determine that the staff being paid to be at the school are 
the same people.  Furthermore, Principals can refer to the establishment list on VEMIS to determine 
what the government staff allocation for the school is, using this form. 
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6.5 Accounting for Payroll 

The payroll register is the source of information for entries into VEMIS. The amount of expense to the 
school for salaries is the gross amount paid and not the net amount paid. The Principal is required to pay 
the staff VNPF contribution direct to VNPF on a monthly basis, and not allow for arrears to accumulate. 
Staff is responsible to ensure that he/she is registered with the VNPF. 

 
 

6.6 Leave 

Leave is to be calculated in accordance with the provisions of the Employment Act. 

There are different types of leave (Annual, Sick, Maternity and Leave Without Pay). The treatment of 
these is described in detail in the Draft Finance Procedures in Annex 2. 

The most common form of leave is Annual leave, the calculation for which is described as follows: 
 

6.6.1 Annual Leave 

Any staff of the school that has been in continuous employment with the school for 1 to 6 years, is 
entitled to 1.25 working days per month for each year of employment, pay in full. Any staff of the school 
that has been in employment with the school for 7 to 19 years, is entitled to 1.75 working days per month 
for each year of employment, pay in full. Refer to Employment Act, Part VII, Section 29, Amendment 33 
of 2009. 

In addition, staff will also be entitled to paid leave for all public holidays (Extract from the Casual Manual 
Employees No. 5 of 1985). 

On another note, if a staff’s contract comes to an end, and he/she has a few days of annual leave 
remaining, then the School Council is obliged to pay the remaining balance of the leave outstanding 
(note that leave may accumulate for a period of two (2) years) 
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Example of Leave Calculated for less than 6 years: 

Mr. Joel has worked for the school from 15th January 2019 to 20th December 2020 and has a 
monthly salary of 38,720 vatu. Mr. Joel’s leave entitlement is calculated as follows: 

 
Less than 6 years of work: 

15th January 2019 – 20th December 2020: 1 year 11 months 5 days 

15th January 2019 to 14th January 2020: 1 year 

15th January 2020 to 15th December 2020: 11 months 

16th December 2020 to 20th December 2020: 5 days 

Total: 1 year, 11 months and 5 days = 23 months and 5 days 

Thus, for this period that he worked, Mr. Joel is entitled to 28.77 days annual leave 

Calculated as: 

23 months: 23 months x 1.25 days per month = 28.77 days 

5 days: 5/30 days x 1.25 = 0.21 days; 

Total days = 28.77 + 0.21 days = 28.98 days. 
 

During the period he worked, Mr. Joel took 25 working days leave. At the end of his contract he had 
3.98 days leave outstanding (28.98 days leave entitlement – 25 days leave taken). 

 

The annual leave entitlement that will be paid to Mr. Joel will be calculated as 

follows: Daily Rate: 38,720 vatu / 22 working days in a month = 1,760 vatu per 

day 

1,760 vatu x 3.98 days outstanding leave = 7,005 vatu 
 

Thus, Mr. Joel will be paid 7,005 vatu for his outstanding leave not taken, in addition to his severance 
package. 
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Example of Leave Calculated for over 6 years: 

Ms. Kessah has worked for the school from 15th January 2011 to 10th December 2020 (9 years, 10 months 
and 25 days) and has a monthly salary of 45,000 vatu. Ms. Kessah’s leave entitlement is calculated as 
follows: 

Up to 6 years of work: 

15th January 2011 – 14th January 2017: 6 years = 72 months (6 years x 12 months per 

year) Total: 72 months x 1.75 working days per month = 126 days leave 

Over 6 years of work: 

15th January 2017 – 14th January 2020: 3 years = 36 months (3 years x 12 months per year) 
 

15th January 2020 to 15th November 2020 = 10 months 

16th November 2020 to 10th December 2020 = 25 days 

Total: 3 years, 10 months, 25 days =  46 months and 25 days 

Thus, for this period that she worked, Ms. Kessah is entitled to 81.96 days annual leave 
(46 months x 1.75 days per month = 80.5 days and 25/30 days x 1.75 days per month = 1.46 days). 

Calculated as: 

46 months: 46 months x 1.75 days per month = 80.5 days 
25 days: 25/30 days x 1.75 = 1.46 days; 

Total days = 80.5 days + 1.46 days = 81.96 days). 

Total Leave Entitlement 

126 days + 81.96 days = 207.96 days leave 

Thus, for this period that she worked, Ms. Kessah would have been entitled to 207.96 days annual leave. 

During the period she worked, Ms. Kessah took 145.5 working days leave. At the end of her contract she 
has 62.46 days (207.96 days – 145.5 days) leave outstanding. The annual leave entitlement that will be 
paid to Ms. Kessah will be calculated as follows: 

Daily Rate: 45,000 vatu / 22 working days in a month = 2,045 vatu per day 

2,045 vatu x 62.46 days outstanding leave  = 127,731 vatu 

Thus, Ms. Kessah will be paid 127,731 vatu for her outstanding leave not taken, in addition to her 
severance allowance. 



Ministry of Education and Training 

Schools Financial Management Manual 47 

 

 

 
 
 
 
 

6.6.2 Sick Leave 

According to Part 6, Section 34 of the Employment Act, any staff who has been in continuous 
employment with the same employer for the more than 12 months shall be entitled in every year to 21 
working days leave on full pay on grounds of illness. A medical certificate must be provided to the 
school, certifying the illness. 

 

6.6.3 Maternity Leave 

According to Part 6, Section 36 of the Employment Act, the school shall allow a woman employee to 
leave her work upon production by her of a medical certificate that her confinement is likely to take place 
within 6 weeks, and shall note permit her to work during the 6 weeks following her confinement. 

A woman employee shall be entitled to be paid not less than 66% of the remuneration she would have 
earned had she not been absent. 

The school will be responsible to pay for any replacement staff, during this period. 

A woman employee will be allowed to nurse her child 2 times during the day, for half an hour each, and 
shall be counted as working hours and will be paid accordingly. This will be until the child reaches the 
age of 24 months. 

6.6.4 Leave without Pay 

A Principal may allow a staff to take leave without pay, but this is not encouraged. 

 
6.7 Minimum Wage Requirement 

The minimum wage is subject to adjustment and all Principals are encouraged to liaise with the Labour 
Department on the most recent level. 

As of September 2019, the minimum wage requirement for Vanuatu has been set at 220 vatu per hour. 
As school staff are recruited through the School Council, all School Councils are expected to pay their 
staff according to this minimum legal requirement. The minimum wage for a worker can be determined 
according to daily or monthly rate in the following way: 

Minimum Hourly Rate: 220 vatu per hour 

Minimum Working Hours per Day:  8 hours 

Minimum Daily Rate:  220 vatu x 8 = 1,760 vatu 

Working Days in a Month:  22 working days 

Minimum Monthly Rate: 22 working days x 1,760 vatu = 38,720 vatu 
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Standard Calculation of Fortnightly or Twice-Monthly Salary for a Staff at the Minimum Wage Rate: 

Since it is encouraged that all schools should pay their staff on a fortnightly basis, the following is a 
calcu- lation on the amount to be paid to a staff earning the minimum wage of 38,720 vatu per month, 
in a year. 

38,720 vatu per month x 12 months = 464,640 vatu per year 

464,640 vatu per year / 26 pay days in a year = 17,871 vatu per fortnight 

If schools consider paying their staff two times every month, for example on the 15th and 30th of every 
month, then based on the minimum wage, a staff should receive 19,360 vatu each payday as there will 
only be 24 paydays in a given year. 

38,720 vatu / 2 paydays per month = 19,360 vatu 

Note 
Even though the wages may differ for different staff, the above calculation will be used to determine how 
much a staff is paid either every fortnight or two times in a month. 

 
6.8 Calculation for Deduction to Provident Fund 

It is important to note that according to the Vanuatu National Provident Fund (VNPF) Act, an eight percent 
(8%) contribution is to be paid towards his or her provident fund which is maintained by the VNPF. Of this 
8%, 4% is paid by the employer and the remaining 4% is paid by the staff. 

 
 

Example: Mr. Micah receives a monthly salary of 56,000 vatu. His provident fund will be deducted 
directly from the 56,000 vatu as follows: 

 

 
 
 

An employee is responsible to register with the VNPF.  

It must be noted that all School Councils must make sure that any employee who receives more than VT3,000 
a month, must be registered with the Vanuatu National Provident Fund.  It must also be noted that the 8% 
contribution for the provident fund is paid directly to the VNPF and not to the staff. The school must not allow 
the VNPF contribution to accumulate past a month. 

Monthly salary: 

Provident fund: 

56,000 vatu 

4 % of 56,000 vatu 

= 4 / 100 x 56,000 vatu 

= 2,240 vatu 

Thus, Mr. Micah will only receive 53,760 vatu (56,000 vatu – 2,240 vatu) of his total 
monthly salary. 

The other 4% is paid by the school of 2,240 vatu. Thus, the total contribution to be paid to 
the Vanuatu National Provident Fund for Mr. Micah, at the end of the month is 4,480 vatu 
(2,240 vatu x 2). 
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6.9 Severance Allowance 

(Refer to Employment Act, Part XI) 
School Councils normally recruit their staff on a contract basis. The Employment Act prescribes that 
such workers are not to be engaged for more than 3 years. Refer to Employment Act, Paragraph 15. 
Amendment 33 of 2009 of the Employment Act, states that a one month severance allowance will be 
paid to an employee for every 12 months that he or she has worked. 

Upon the completion of a staff contract, the school will pay their severance allowance as follows: 
 
 

Example: 

Mr. Ernie has worked with Harmony School from 4th February 2017 to 29th November 2020. He is 
employed at 50,000 vatu per month. Calculate his severance allowance. 

Mr. Ernie has worked for: 

3 years (4th February 2017 to 3rd February 2020), 

9 months (4th February 2020 – 4th November 2020) and 

24 days (5th November – 29th November 2020). 

Standard Calculation: 

Considering Mr. Ernie earns 50,000 vatu per month, he will be entitled to 50,000 vatu for every 
12 months (or 1 year) that he has worked as an employee of the school. 

Entitlement for Period Worked: 

Period Worked from 04.02.2017 to 29.11.2020 = 3 years 9 months 24 days 

3 years: 50,000 vatu x 3 years   = 150,000 vatu 

9 months: 50,000 vatu x 9 / 12 months  = 37,500 vatu 

24 days: 50,000 vatu x 24 / 365 days  = 3,288 vatu 

 
Total Severance Entitlement: = 190,788 vatu 
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6.10 Notice of Termination of Contract 

The employment of a staff on contract will normally terminate on the last day of the period 
agreed in the contract or once the job or work is completed. 

The School Council may terminate a staff employed by the School Council, either verbally or may be 
written, at any given time, in the following situation: 

 
i. Staff working for at least 3 years, notice will not be less than 3 months; 

ii. Staff working, in intervals, for over 14 days, notice will be not less than 14 days before the end of 
the month; or if staff working, in intervals, for less than 14 days, notice will at least equal to the 
interval; 

iii. If the School Council pays the staff the full salary for the period of notice specified, then notice 
of termination will not need to be given. 

Following a serious misconduct, the School Council may dismiss the staff without notice and without 
compensation in lieu of notice. But the School Council must give the staff an opportunity to respond to 
the charges, before he/she can be dismissed. 

Note 
If the school were to terminate a staff immediately as the school will be closing due to some unexpected 
emergency, a staff will need to be paid the period of notice as contained within his or her contract. 
Normally, this would be 2 weeks, for employees working less than 3 years, and 3 months for employees 
who have worked over 3 years. 

Example 1 

A volcanic eruption has resulted in the immediate closure of the school. Staff member, Ms. Caroline has 
worked for the school for only 8 months and is on the minimum wage. As she has worked for less than 
3 years, she is entitled to two weeks pay in lieu of the notice period in addition to her severance pay. 

Minimum wage = 1,760 vatu per day (220 vatu per hour) 
1,760 vatu x 10 days = 17,600 vatu 

The 17,600 vatu would be paid in addition to Ms. Caroline’s severance allowance, if Ms. Caroline was not 
served with a notice by the school. 

Example 2 

Mr. Jorj has been working for the same school for the past 12 years. His current salary is 50,000vatu per 
month. As he has been working for the school for more than 3 years, his pay in lieu of the notice period 
is calculated as: 
50,000 vatu x 3-month notice = 150,000 vatu 

The 150,000 vatu would be paid in addition to Mr. Jorj’s severance allowance as he was not served with 
a notice by the school. 
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7.1 Petty Cash 

The purpose of establishing a petty cash is to easily record the payment and recording of expenses 
that are too small to require the drawing of a cheque. 

A limit of five thousand vatu (5,000 vatu) is placed on the minimum for a cheque to be drawn, and 
payment under this amount is made through the petty cash fund. 

Details on the management of petty cash are in Annex 2, Draft Financial Procedures. 

Steps Involved In Controlling and Recording Petty Cash 

1. Establish the petty cash fund. 
2. Record petty cash expenditures. 

3. Balance petty cash book and draw a reimbursement cheque. 

Step 1 is only carried out when a petty cash fund is being set up at the beginning of a school year, or 
the petty cash amount is changed. Steps 2 and 3 are carried out continually throughout the year. 

 

 

The School Council must approve the initial amount of the petty cash for a school. The petty cash limit is 
up to 50,000 vatu (unless otherwise approved by MoET). This amount paid in advance of expenditure can 
vary depending on the frequency of the petty cash transactions and the size of the school. 

• The petty cash record is kept separate from the main cash book. 
• The fund is managed through the Petty Cash form on VEMIS. 

• The amount of each voucher must be entered in the appropriate field. 

The entry in Open VEMIS is as follows. 

Establish a petty cash for the school, at the beginning of the school year. 

 book 

Step 1: Establish the petty cash fund 
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Click on the Payments Tab and enter the petty cash details in the relevant boxes. Note that for petty cash 
transactions, schools will need to develop an invoice relating to the petty cash, which may include the year 
and number eg PC2021-001. Once entered, click on “Add New Payment”. As it is a small school, Harmony 
School will establish a petty cash of only 20,000 vatu for the year 

 

 

Once entered, click on “Add New Payment”, and the following screen will appear, showing the 
summary of the payment at the end of the table. 
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Expenditure should be reported accurately and entered into the correct expenditure column. 

This can be done using the Petty Cash form on VEMIS. 

This a different form from the Payments form, which is used for payments not involving petty cash. 

The following petty cash payments occurred during the month of February 2021. 

 
February 16: Stamps were bought from Vanuatu Post for VT 2,370, and receipt no. 465 

was received. 

February 18: Paper was bought from Microtech for photocopying maths curriculum for VT 
3,400, on invoice no. 23. 

February 20: Payment of local food products at the market for VT 2,000, and receipt 
no. 568 was received. 

February 22: Science equipment bought for the science lab for VT 3,600 at Pacific Suppliers 
Ltd, and receipt no. 98 was received. 

February 25: Office stationery for the month was purchased from Stop Press at VT 
1,910, on invoice no. 239. 

February 27: Payment of paint to refurbish English classroom VT 2,335, paid to Asian Paints, 
and receipt no 101 was received. 

February 28: Reimbursement of petty cash on Cheque No. 0009. 

 
 

Click on the Petty Cash Tab and note the petty cash details and the relevant boxes to be filled out. Once 
an entry is complete, click on “Add Detail”. 

Add the payments made from the petty cash for the month of February 2021. Note that at the end of 
the month the total petty cash spent was 15,615 vatu and cash on hand is 4,385 vatu, as shown in the 
following screen. 

Step 2: Record petty cash expenditures 
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When reimbursing the petty cash, it is important that the amount on the cheque equals the total 
expenditure on the petty cash worksheet. 

This is found in VEMIS on the Petty Cash sheet at the top right-hand corner titled “Total Petty Cash 
Spent”. 

 
Total petty cash spent in February 2021 was 15,615 vatu, thus the amount of petty cash to be refunded 
is 15,615 vatu.   This will add on to the 4,385 vatu petty cash that is currently on hand and will bring the 
petty cash float to 20,000 vatu, to be used from March. This will be paid from cheque 009.  
 
Click on Payments tab and complete the form. 

 

Step 3: Balance the petty cash book and draw a reimbursement cheque 
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Once replenished, we start again the entries of the petty cash payments in the petty cash tab. 

This process is repeated throughout the year. At the end of the school year, the remaining petty cash 
must be deposited back into the school bank account. 

 

 

A report on Petty Cash can be viewed in Open VEMIS. Select Reports. Select Financial. Select Payment 
Summary Listing.  

 

Select dates for the petty cash report. Select Payment Type. Select Account. Either tick on Summary 
Report or Petty Cash. 

 

Step 4: Petty Cash Report 
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Tick on Petty Cash to get the detailed petty cash report. Option to get the report in PDF, excel or CSV 
file. Click on “Get Excel” and the following report shows: 

 

 

Tick “Summary Report” and “Petty Cash” to get summary petty cash report.  

 

 
 

7.2 Cash Book Entries 

Prior to banking it is important that the cash book be reviewed to ensure all transactions are entered. 

All non-petty cash payments will be entered under Open VEMIS as they must be accompanied by a 
printed payment voucher. 

Principals are required to record all income received and expenditure paid by the school in Open 
VEMIS, using the Receipts and Payments tabs in Open VEMIS. 
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Receipts Tab 

 

 
Payments Tab 
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Example: Harmony School Receipts and Payments for February 2021 

The following income and expenditure was received and paid by the school during the month of 
February 2021. 

 
 

February 1: Opening balance for Harmony School as per bank statement is VT 200,000. 

February 2: Pay Wong Sze Sing Store for Invoice 27 for students ration for VT 120,000 
on Chq No. 0001. 

February 5: Staff house rent paid into the school account; VT 200,000; Receipt No. 1 to 20. 

February 6: Pay Shell Pacific for fuel for VT 48,000 on Chq No. 0002. Received receipt No.561. 

February 8: Pay Luganville Stationery for stationery for VT 100,000 on Chq No. 0003, 
for Invoice 97. 

February 9: Donation received and deposited into the school account; VT 250,000; Receipt No. 
21 to 50. 

February 12: Pay Lo Chan Moon Store for rations for VT 60,000 on Chq No. 0004, for Invoice 369. 

February 15: Establish Petty Cash for the School at 20,000 vatu on Chq No. 0005. 

February 15: Pay Staff Wages for VT 75,000 on Chq No. 0006 for 1st –15th February. 

February 16: Fees for hire of school hall deposited into the school account; VT 265,000; Receipt 
No. 51 to 100. 

February 17: Fees paid to school account; VT 20,000; Receipt No 101 to 110. 

February 20: Pay Shell Pacific for Fuel; VT 48,000; Chq No. 0007. Received receipt No. 876. 

February 22: Staff house rent paid deposited into the school account; VT 300,000; Receipt No.111 
to 200. 

February 25: Pay Sharper Image for Computer Set for Staff for VT 120,000 on Invoice 76; 
Chq No. 0008. 

February 28: Replenish petty cash fund for VT 15,615; Chq No. 0009. (Refer to Part 5: Petty Cash 
Book). 

February 28: Direct Donation received from Minister of Education for VT 150,000 for school 
development; paid through the school bank account. Receipt No. 201. 

February 28: Pay Staff wages for VT 75,000 on Chq No. 0010 for 16th- 28th February. 

February 28: Pay VNPF staff contribution for the month of February, for 12, 000 vatu on 
Chq No. 0011 (Note: 4% deducted from staff salary and other 4% is paid by the 
school). 
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Step 1: Enter all income for the month of February 2021 in the cash book. 

Select the Receipts tab. Note the income details and the relevant boxes to be filled out. Once one 
entry is complete, click on “Add New Receipt”. 

 

 
Once completed all entries for income, click on “Show Existing Receipts” to show all income received. 
Select Year eg 2021. Select month eg February. 

This will also show whether the income has been reconciled with the school bank statement or not. 
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Step 2: Enter all expenditure for the month of February 2021 in the cash book. 

Select the Payments tab. Note the payment details and the relevant boxes to be filled out. Once one 
entry is complete, click on “Add New Payment”. 

 

 

Once completed all entries for expenditure, click on “Show Existing Payments” to show all expenditure 
paid. Select Year eg 2021. Select month eg February. 

 

This will also show whether the expenditure has been reconciled with the school bank statement or 
not. 

 

 

Note that the cashbook is not ruled off at the end of the last transaction until the cashbooks have been 
reconciled with the bank statement. 
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Each school should only have bank accounts which are approved by the Director General of the Ministry 
of Finance & Economic Management (MFEM), as per subsection 43(4) of the Public Finance and Economic 
Management Act 2009, ‘the PFEM Act’. 

Banking needs to be done as often as possible to reduce the amount of cash on the school premises. 
This varies depending on how far away the local bank is located. 

 

 

Prior to banking, the school finance officer will have to balance the receipt book with the cash on hand. 

The following steps will have to be closely followed: 
 

1. The school finance officer will have to rule off the receipt book and add the amount since the 
last banking. 

2. On the back of the last receipt, the school finance officer must enter the total of all the receipts 
and make a notation: 

• Date of First Receipt to Last Receipt 
• Number of First Receipt to Last Receipt 
• Total Amount of Receipts 

• Date Cash was banked 

3. The cash on hand should be counted. The amount should agree with the amount already en- 
tered in the receipt book. 

4. If the amount does not agree, then all additions must be re-checked. If necessary, the school 
finance officer must go back to individual receipt entries. 

5. Ensure that all the receipts are recorded in Open VEMIS, as shown in 7.2. 

6. If the receipts equal the cash on hand then the banking can be done. If the amounts still do not 
match the cash on hand, then further inquiry must be done on why there is a difference in the 
receipts calculated and the cash to be deposited. A substantial difference must be reported to 
the PEO immediately, if there is no justification for the differences in the receipts recorded and 
the cash collected. 

 

Note: 
Funds that have been recorded in the “Direct Banking Receipt Books”, such as direct bank deposits 
for payment of fees, bank interest, and government grant – are not included. 

 Banking 

Step 1: Balance the Receipt Book 
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All the cash that is not part of the petty cash balance is to be collected and banked. Schools are not 
encouraged to receive any cheques from parents or any other persons, for payment of fees or for any 
other services provided by the school. These funds should not be used to top-up petty cash. 

As such money must be banked intact, meaning all cash must be banked before it can be used. If the 
school needs cash outside of petty cash then it must withdraw cash from the bank. 

At no stage should cheques of any kind be substituted for cash. 

 

 

In some schools, parents still come to the school office to pay for school fees. The Principal or School 
Finance Officer will be required to receipt fees received by the parent, and will be expected to bank the 
cash received. 

In Section 4.2 School Fees, it shows the steps to recording and reporting on fees paid by parents at the 
school. According to the school fee structure for Harmony School for Class 1A, it is 5,500 vatu.  

 
 

 

 
The parent of Junior Tungon in Class 1A came to pay for Junior’s fees at the school for 2,300 vatu, and 
was receipted, as follows. Building development fee @ 800 vatu, other student income @ 1,000 vatu 
and caution fees @ 500 vatu. 
 

 

Step 2: Collect All Cash 

Step 3: Batching of Cash Received or School Fees 
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The school fee report for Junior Tungon shows that he has a balance of 3,200 vatu yet to pay. 

 

 

At the end of the day, the Principal will be required to bank all the cash that has been received at the 
school. The Principal will need to perform batch the fees received for the day, so he will be able to rec- 
oncile this with the amount that is banked. To batch the receipts collected, the Principal will go to the 
“Receipts” tab, click on “Reconcile Receipts”. 

 

 
 
 
 
 
 

The following screen will appear. Select “Batch Year: 2021”. 

 
 
 

 
 
 

The following screen will appear, showing the list of all money received and recorded by the school in 
the month. 
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3.1 Enter the year that you would like to perform the batching. 

3.2 Enter the batch name. Recommended to use Date of Batching eg 05/02/2021, type of receipt eg Fees; and 
Receipt Numbers, eg R00001256. Note that in a school, you may be batching a few receipt numbers at one 
time. 

 
3.3 Enter the batch description. Eg School Fee Collected 14 to 17 Feb 2021. 

3.4 Tick the receipt records that you want to batch, and click on “save”. 
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The following screen will show, summarizing the fees batched, and will give the option to either 
edit or delete the information. 

 

 

 
 
 
 
 
 
 

 
 

Banking should be done using duplicate deposit forms. These forms will include details of all cash that 
make up the banking. The forms also require a signature of the person doing the banking. 

Deposit Books 

Each school is required to apply for a deposit book, to record all deposits that the school makes, and must 
be completed before the banking of school funds. While doing the banking, the bank teller keeps the 
original and the copy is kept in the deposit book for recording purposes. 

 

 

A bank reconciliation is a comparison between the bank statement and school records. It confirms to 
the school the amount of cash it has available, which is important as otherwise cheques may be written 
without sufficient funds in the bank account to cover them. 

Bank statements are received once a month from the bank, or can be viewed anytime on Open VEMIS. 
As per subsection 43(6) in the PFEM Act, the Director General MFEM may demand the manager of a 
bank to disclose the records of the bank accounts operated by a school. The NBV has agreed to provide 
transactional banking services for the schools, as agreed between NBV, Director General MFEM and the 
Director General MoET. 

If the bank has made an error, the school must notify the bank’s branch closest to the school and the 
MoET Internal Audit Unit. 

Whenever the school makes a cash deposit or cash withdrawal from the bank, it is recorded by both the 
school and bank at the same time. However, when a cheque is deposited it is only recorded by the bank 
as a deposit when the cheque is cleared (confirmed to have funds and the money transferred). Similarly, 
when the school writes a cheque the amount is recorded immediately by the school but the bank is 
unaware of it until the cheque is presented to the bank. 

Hence bank reconciliations are undertaken to determine 
 

(i) None of the cheques received are dishonoured; 

(ii) Cash deposits have been credited to the school’s account; 

(iii) Cheques written by the school are yet to be presented to the bank; 

(iv) Activities on the account (bank charges and interest) which the school is unaware, and any 
direct transfers received (such as school grants). 
 

At regular intervals, usually monthly, the bank sends a bank statement to the school. It sets out the 
opening balance of the school, all the transactions for the period, and the closing balance of the account. 

 

 

Step 4: Make the Deposit 

Step 5: Bank Reconciliation 
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The balance of the bank statement should show a credit balance, meaning the school has funds in the 
bank. If the final balance of the bank statement is debit (overdraft), it indicates that the school owes the 
bank money. Schools are encouraged to always ensure that there is sufficient funds in the school’s bank 
account. 

 

School finance officers should prepare a bank reconciliation statement on a monthly basis, or as regularly 
as possible for more remote schools, to ensure that monthly financial reports may also be prepared and 
submitted to the Principal. 

 
 

The following is a sample of a bank reconciliation statement. 
 

 

Open VEMIS Bank Reconciliation Statement 
For School: Harmony School (0554501) PS/ENG/Shefa 

For: 01/01/2021 to 31/01/2021 

   
Bank Closing Balance (VUV) 0 

  

Add: Deposits not yet credited  

Less: Unpresented Cheques 0 

 0 

  

Debit Balance as per Cash Book (VUV) 0 

  

  

  

  

 

Approved by School Council (circle one):  YES / NO 

Signed By: Name Date Signature  
School Finance Officer    

Principal    

Chairman/Chairlady of School Council    

 
Date submitted to PEO: 

Date Received & Verified by Provincial Finance Officer: 

Date Report Approved by PEO: 

 
Notes on the bank reconciliation statement: 

• Bank Closing Balance is the closing balance in your bank statement for the month of which you are 
preparing your bank reconciliation. 

• The ‘deposits not yet credited’ (b) are items not ticked in the Bank Receipts column in the Open 
VEMIS receipts reconciliation tab and represents deposits that have been recorded in the school cash 
book but have not yet been paid into the school bank account. If these deposits are paid into the 
school bank account it would increase the amount of money owed to the school by the bank, and so 
the amount is added when preparing the bank reconciliation statement. 

• The ‘unpresented cheques’ (d) are the items not ticked in the Bank Payments column in the Open 
VEMIS payments reconciliation tab and represents cheques that the school has paid to any supplier, 
that have not yet been presented to the bank by the supplier. If these were to pass through the bank, 
they would decrease the amount owed by the bank to the school and so the amount is subtracted 
when preparing the bank reconciliation statement. 

• The final ‘debit balance as per cash book’ () should equal to the school’s cash book balance (Total 
Receipts – Total Payments = Credit as per Cash at Bank account); and means that the bank owes 
money to the school. 
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EXAMPLE: Bank Reconciliation for Harmony School for February 2021 

In order for the school to be able to do the bank reconciliation for Harmony School for February 2021, 
the school will need the bank statement for Harmony School for the period February 2021, and the Bank 
Transaction statement from Open VEMIS for Harmony School for February 2021. The bank statement will 
be provided by the National Bank of Vanuatu on a monthly basis. 

Normally, the Internal Audit Unit within the Ministry will upload the bank statements to Open VEMIS 
so schools are able to reconcile their records each month. 

The following is the Bank Statement for Harmony School for the period February 2021, and a copy of the 
Open VEMIS cash receipts & payments for Harmony School for February 2021. 
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Step 6: Compare the credit amounts in the bank statement with the Cash Receipts 
in the cash book 

 

Select Receipts tab. Click on “Reconcile Receipts”. 
 

This will show the cash book on the left hand side, and the bank statement on the right hand side. 

Select the date eg 01/02/2021 to 28/02/2021. Tick the receipt details that appear in the cash book and 
the bank statement. Click on “Refresh”. The following income details for the month of February 2021 
will show. 

 

 

For purposes of the receipting of fees as shown in Step 3, the following screen will show the “batching 
of fees” for banking. Normal process of reconciling will be followed to confirm that cash received at 
school appears in the bank statement. 
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Items not ticked in the bank statement: 

Items not ticked in the Cash Book 

February 28 Cash Deposit R/No. 201 VT 150,000 

 
 
 

Tick the receipt details in the cash book that match the receipt details in the bank statement, 
and vice-versa. The following will show: 

 

 
 
 

 

Identify the items not ticked in the bank statement and in the cash book. 
 

 
 
 

February 07 Fees for Mr. Bee – Matthew  VT 15,000 

February 12 Fees for Mrs. Cat - Eunice VT 20,000 

February 26 School Fee Subsidy VT 1,000,000 

February 27 Deposit Fees for Mr. Frog - Victor VT 5,000 

February 28 Interest Earned VT 2,500 
 
 

 
Note 
The most important portion of the Bank Transactions form is the Bank Receipts Column. This is the 
amount actually deposited in the bank and corresponds to the amount on the deposit slip. 
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Step 7: Compare the debit amounts in the bank statement with the 
Bank Payments column of the Open VEMIS Bank Transactions 

 
 

Select Payments tab. Click on “Reconcile Payments”. 
 

 
This will show the cash book on the left hand side, and the bank statement on the right hand side. 

Select the date eg 01/02/2021 to 28/02/2021. Tick the receipt details that appear in the cash book and 
the bank statement. Click on “Refresh”. The following income details for the month of February 2021 
will show. 
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Items not ticked in the bank statement: 

 
 
 
 
 

Tick the payment details in the cash book that match the receipt details in the bank statement, 
and vice-versa. The following will show: 

 

 
 
 
 

 
 

February 06 Bank Fee VT 500 

February 16 Dishonored Cheque: Mrs. Rat VT 10,000 

Items not ticked in the Cash Book 

February 12 Pay LCM for Students Ration Chq. 0004 VT 60,000 

February 25 Pay Sharper Image for Computer Chq. 0008 VT 120,000 

February 28 Pay VNPF for staff contribution for Feb 2009 Chq.0011 VT 12,000 

Make sure that you check not only the amounts but also the cheque numbers. For example, there are 
two cheques made out for VT 120,000: Cheque No 0001 and 0008. It is important to tick the correct one. 
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 Step 8: Enter the Transactions on the Bank Statement but not yet on Open VEMIS  
 

All of the items not ticked on the Bank Statement are now entered into the Receipts and Payments 
section of Open VEMIS as they appear on the Bank Statement. 

To obtain the total of the Cash Book, all items that are not ticked in the Bank Statement, as identified in 
Step 6 and Step 7, are added into the Cash Book, as seen in the following Cash Book. 

i. Adjust the Receipts cash book. 

 
 

 

Once entry is complete, reconcile the cash book with the bank statement again. 
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ii. Adjust the Payments cash book 
 

 

Once entry is complete, reconcile the cash book with the bank statement again. 

 
 

 
 

Step 9: Prepare the bank reconciliation statement  
 

Go to the Reports tab on Open VEMIS and in the finance section you will find the bank 
reconciliation tab. This will automatically generate a bank reconciliation statement that forms 
part of monthly financial reporting for the school. 

Select Reports. Select Financial. Select Bank Reconciliation. 
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Insert dates required for bank reconciliation eg 01/02/2021 to 28/02/2021. Select type of bank 
account. Normally school reconcile with the cheque account. Click on either “Get PDF” or “Get Excel”. 
 

 

 

Bank Reconciliation Statement 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Bank reconciliations may also be prepared manually as described earlier in this chapter. 

 

Open VEMIS Bank Reconciliation Statement 
For School: Harmony School (0554501) PS/ENG/Shefa 

For: 01/02/2021 to 28/02/2021 

   

Bank Closing Balance (VUV) 1,765,385 

  

Add: Deposits not yet credited 150,000 

Less: Unpresented Cheques (192,000) 

 1,723,385 

  

Debit Balance as per Cash Book (VUV) 1,723,385 

 



Ministry of Education and Training 

Schools Financial Management Manual 77 

 

 

 

 

8.1 Saving Account Book 

 

Schools may operate a savings account book which may be used to hold money that the school does not 
need immediately, and the moneys kept in the savings account will earn interest for the school. The 
only transactions allowed on the savings accounts are transfers from the cheque account and back to 
the cheque account. 

The savings account may not be used for general deposits and payments. 

Saving account books are not to be issued in any staff members’ or School Council members’ name. Each 
school must have three signatories – the Principal, the Chairman of the School Council and one other 
person nominated by the School Council. For any withdrawal or transfer from one of these accounts tow 
of these three people must sign the cheque or transaction slip. 

If the school wishes to change the signatories to the school bank accounts at any time, the Ministry of 
Education & Training (MoET), through the Provincial Education Office, must be advised immediately in 
writing of the proposed new signatories to the account. The MoET will seek approval from the Director 
General of the Ministry of Finance & Economic Management to implement the changes to the bank 
account signatories held with the National Bank of Vanuatu. 

Savings Accounts should be managed in accordance with provisions in the financial procedures, an 
example of which is found in Annex 2. 
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9.1 Monthly Reporting 

After reconciling the bank transactions in Open VEMIS, the school finance officer is required to prepare 
a financial report, showing cash receipts and cash payments, for the school on a monthly basis. The 
Principals are required to submit this report to the School Council, which is then submitted to the 
respective Provincial Education Office for approval, by the Provincial Education Board (PEB). Once 
approval is granted by the PEB, the signed report is uploaded into Open VEMIS. 

Schools are required to prepare their financial report in the format provided in Open VEMIS, for monthly 
reporting 

Information on the list of payments and receipts can be found on Open VEMIS via the “Reports” module. 

Select Report. Select Financial. Select Reconciled Cash Flow. 
 

 Reporting 
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Insert dates required for reporting eg 01/02/2021 to 28/02/2021, for monthly reporting. 

 

 

 
Option (i) Without ticking “Include Bank Balance” and “Include only Reconciled Transactions”, the 
following will show. 

 

Open VEMIS RECONCILED Cash 

For School: Harmony School (0554501) PS/ENG/Shefa 

For: 01/02/2021 to 28/02/2021 

Flow Report 

 
Account Code Account Description Amount (VUV)  

   

 Cash Receipts  

7CR10000 Student 1,055,000 

7CR20000 Government 1,000,000 

7CR30000 Other 172,500 

 Total Cash Receipts 2,227,500 

   

 Cash Payments  

8CP10000 Personnel (162,000) 

8CP20000 Admin (146,115) 

8CP30000 Boarding (180,000) 

8CP50000 Op and Maint (216,000) 

 Total Cash Payments (704,115) 

   

 Cash Receipts Less Cash Payments (VUV) 1,523,385 

   

 

 
Option (ii) Ticking “Include Bank Balance” and not ticking the “Include only Reconciled Transactions”, the 
following will show. 
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Open VEMIS RECONCILED Cash 
For School: Harmony School (0554501) PS/ENG/Shefa 

For: 01/02/2021 to 28/02/2021 

Flow Report 
 

 

Account Code Account Description Amount (VUV)  

   

 Cash Receipts  

7CR10000 Student 1,055,000 

7CR20000 Government 1,000,000 

7CR30000 Other 172,500 

 Total Cash Receipts 2,227,500 

   

 Cash Payments  

8CP10000 Personnel (162,000) 

8CP20000 Admin (146,115) 

8CP30000 Boarding (180,000) 

8CP50000 Op and Maint (216,000) 

 Total Cash Payments (704,115) 

   

 Cash Receipts Less Cash Payments (VUV) 1,523,385 

   

 Bank Opening Balance (VUV) 200,000 

   

 Bank Closing Balance (VUV) 1,856,000 

   

 Calculated Closing Balance (VUV) 1,723,385 

 Difference (VUV) 132,615 

Note: 192,000 + 90,615 (chq # 9 & 10) - 150,000 = 132,615 

 

 
Option (iii) Ticking “Include Bank Balance” and the “Include only Reconciled Transactions”, 
the following will show. 
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Cash Flow 

A cash flow budget is a forecast of the cash position of the school for the immediate period ahead. For 
example, a month or a complete year. It is prepared to show the forecast of the expected flow of money 
in and out of a school bank account. 

A cash flow report shows the pattern of income and expenditure over a certain period. The cash flow 
has two parts. It should show the budget amounts or planned amounts for the school, and the actual 
amounts or actual performance for the school over a certain period. The cash flow for a school should be 
reviewed every 4 months so that changes can be made, to reflect changes in prices of goods or supplies, 
cost or policy changes within the school. 

All monthly cash flow reports must include a comparison of budget and actual amounts for the year to 
date and a forecast for the end of the year. This can be found in the Reports tab on Open VEMIS. 

 
 

 

 

Note: Cheques No. 9 & 10 = 90,615 vatu

Calculated Closing Balance (VUV) 1,765,385

Difference (VUV) 90,615

Bank Closing Balance (VUV) 1,856,000

Bank Opening Balance (VUV) 200,000

Cash Receipts Less Cash Payments (VUV) 1,565,385

Total Cash Payments (512,115)

8CP30000 Boarding (120,000)

8CP50000 Op and Maint (96,000)

8CP10000 Personnel (150,000)

8CP20000 Admin (146,115)

Cash Payments

7CR30000 Other 22,500

Total Cash Receipts 2,077,500

7CR10000 Student 1,055,000

7CR20000 Government 1,000,000

Cash Receipts

Open VEMIS RECONCILED Cash Flow Report
For School: Harmony School (0554501)  PS/ENG/Shefa

For: 01/02/2021 to 28/02/2021

Account Code Account Description Amount (VUV)
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Click on “Get Excel” and you will get the following report, showing budget and actual amounts for the 
month. 
 

 

Open VEMIS School Budget Structure Report 

As of: 2021 

 
For School: Harmony School (0554501) PS/ENG/Shefa For Province --All-- Authority: 

Year Account Type Account 

Type Name 

Account Code Account Name For School Type Description Budgeted 
Amount (VUV) 

Actual Amount 
(VUV) 

Variance 
(VUV) 

Province Shefa  

School Authority: Shefa PEB  

School: Harmony School (0554501)  

Receipts  

2021 Cash Receipts Government 7CR21002 Government Fee Subsidy Primary Grants 2,500,000 1,000,000 1,500,000 

2021 Cash Receipts Other 7CR31025 Hire of school 
assets/equipments 

Primary Hire of Rooms 20,000 5,000 15,000 

2021 Cash Receipts Student 7CR11002 Annual Student Tuition fees Primary Annual Fees 1,500,000 1,213,000 287,000 

      Receipts Total: 4,020,000 2,218,000 1,802,000 

          

Payments  

2021 Cash Payments Admin 8CP21002 Bank Charges Primary Bank Charges 6,000 500 5,500 

2021 Cash Payments Admin 8CP21018 Others Primary Petty Cash 
Payments 

600,000 35,615 564,385 

      Payments Total: 606,000 36,115 569,885 

          

      School Total: 3,414,000 2,181,885 1,232,115 

          

      EA Total: 3,414,000 2,181,885 1,232,115 

          

      Province Total: 3,414,000 2,181,885 1,232,115 

          

      Overall Total: 3,414,000 2,181,885 1,232,115 
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9.2 Annual Reporting for Schools 

Schools are expected to produce an annual financial report, which should reach the Ministry by end of 
February each year. 

All annual cash flow reports must include a comparison of budget and actual amounts for the year to 
date and a forecast for the end of the year. The cash flow for a school should be reviewed every 4 months 
so that changes can be made, to reflect changes in prices of goods or supplies, cost or policy changes 
within the school. 

The format for annual reports is the same as for the monthly reports, just covering all 12 months. 

Information on the list of payments and receipts can be found on Open VEMIS via the “Reports” 

module. Select Report. Select Financial. Select Reconciled Cash Flow. 
 

 

The same 3 options outlined in monthly report will also be available in preparing an annual 

report. The only changes will be the required dates eg 01/01/2021 to 31/12/2021. 
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The Vanuatu Government has made and continues to make large investments into schools. Buildings, 
furniture and equipment all represent a substantial investment. 

Each school also carries stock of library books, computers, tools, science equipment, cooking utensils and 
equipment, bedding and beds, sporting equipment and an endless list of further items all representing 
a large investment which has never had a value recorded. The school should treat these assets in the 
same way as it treats cash that is with care, so as to ensure against losses. 

The school is encouraged to perform a stock-take of all assets at least twice a year, in June and December. 
The exercise of stock-take can be delegated to staff in the school. 

 
10.1 Asset Register 

It is very important that a register of equipment, furniture and buildings owned by the school should be 
recorded. 

• Inventory in teachers’ houses or in administrative staff houses should be checked at the beginning 
of the year before the staff moves in and at the end of the year when the staff moves out. Items 
that cannot be found must be fully investigated. If the item has been stolen or if other 
malpractice has occurred the Provincial Education Board or Assisted Authority must be notified 
immediately so that appropriate action can be taken. A signing order between the bank and the 
teacher may exist to ensure that damaged or lost goods is deducted from the teachers’ salary 
directly into the school account. 

• Library assets (books, computers and furniture) must also be registered. 

• Assets are to be labelled as school property. 

• The Principal may delegate the task of recording assets to staff in the school. For example, a 
teacher may be responsible to record, update and report on all the assets of the class that he/ 
she is normally teaching in. 

The assets are entered into Open VEMIS using the Asset Form: 
 

 Assets 
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10.2 Purchase of Assets 

Important points to note in purchasing of fixed assets: 

1. Authorization: As the purchase of fixed asset is a major investment, higher level management 
must authorize the purchase. Note the procurement limitations as outlined in Section 5 of this 
manual. Purchases that exceed 500,000 vatu, must be submitted to the MoET for the MoET 
Director General’s approval. 

2. Selection: As the purchase of fixed assets may commit the school to large payments and 
ownership over several accounting period, it is important that all facts are known before 
purchasing, such as the reliability of the asset, anticipated cost, cost of delivery and so forth. 
Warranty on assets must also be considered. This will include whether the supplier will be able 
to service or repair the asset, if it has a minor fault or is damaged and will need to be replaced. 

3. Proof of Ownership: The purchase of fixed assets is usually accompanied by proof of ownership. 
 

10.3 Storage of Assets 

Control over the storage of assets must be exercised in the following area: 

1. Location: The register must identify the assets owned and their designated location. Regular 
checks must be carried out to ensure that the assets are in the correct place. 

2. Maintenance: It is important that assets are kept in good working conditions. 

3. Physical Disposal: All assets are recorded in the register so that they are identifiable, and that 
there is further control in the disposal of the assets. This could take place by outright sale, 
tender, or scrapping. This is to be decided by the School Council, or a sub-committee 
nominated by the School Council to decide on the disposal of assets. 

 
10.4 Loaning Assets 

In maintaining good local community relationships schools will want to loan assets to local community 
groups. This is no longer allowed. 

Only in exceptional cases, can the school loan its assets. The loaning of assets must be written within 
the school policy. In such cases, the School Council must approve this request prior to the loaning of 
assets. This must be documented. The school must ensure that an agreement form must be completed 
and signed for by the borrower so that the officer responsible for the item can explain where the item 
is at any one time. It should also be documented for the borrower be responsible for any damage to 
the equipment. The school may also charge a hire fee for loaning of assets. A sample agreement form is 
outlined in Annex 6. 

 
10.5 Asset Management 

All surpluses, obsolete and unserviceable items are to be assessed by the School Council. This includes 
purchases of new assets, or replacement of assets, or the disposal of assets. 

Decisions taken by the School Council regarding the purchasing or disposal of an asset must be 
approved in writing by the School Council. 

The role of the School Council is to: 
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• Identify the asset to be purchased or disposed of; 

• Recommend how to purchase or dispose of the asset; 

• Consult with the Education Authority, if the Ministry has a preferred supplier to supply assets, 
such as equipment and furniture, to the schools; 

• Advertise the asset for sale, if it is to be sold; and 

• Ensure that proceeds of the sale of the asset are recorded in the school cash book and paid to 
the school account. 

• Ensure that the purchase of a new asset, and disposal of an asset, is recorded in Open VEMIS. 

 
10.6 Land Lease 

All schools must make sure that information relating to land, including land owners, land lease and 
other relevant must be input into the Land Lease tab, using the following form. 

 

 

An example can be seen below for Neramb PS, in Malekula. 

 

This shows the following information which schools will need to be informed to pay annual rent to the 
correct land owners: 

• Lease Holder 
• Land Agreement Type: Special Lease (this is normal for all educational institutions) 
• Has Surveyed 
• Land Title No. 

• Land Premium 

 
 



Ministry of Education and Training 

Schools Financial Management Manual 87 

 

 

 
 
 

 

 
 

 

The register controls the documents used in the school system, such as receipt books, cheque books 
and so forth. 

The following is a sample of an accountable documents register. 
 

 
Note: 
A similar documents register can be prepared for receipt books, order books or other books used. 

This register must be uploaded onto Open VEMIS using the “Docs” tab. 
 

11 Accountable Documents Register 

Harmony School 

Cheque Book Register 

Cheque Account Name:    

Cheque Account Number:   

Cheque Numbers From:   To  

Start Dates From  To  

Cheque Book under the responsibility of   

 
Signature of Responsible Officer  
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The Principal is responsible to ensure that all school documents are properly filed and stored in a safe 
place at all times. Filing can be done by organizing documents in separate files. For example, all your staff 
listing will be filed separately. The school inventory listing will have its separate filing. For payments, 
support documents can be filed, according to cheque numbers. 

Proper filing and document of school information will assist the Principal to continue to check and verify 
information relating to the school. 

Principals are encouraged to procure filing cabinets, or stationery that will allow proper filing of documents 
in a school. 

Scanning of school documents is also encouraged and can be uploaded into Open VEMIS, or into a 
separate file kept at the school. 

New Principals are required to maintain all information and records that was kept by the former Principal, 
for up to a period of fifteen (15) years. 

 
 

 
Each year the Principal must input into Open VEMIS, the updated status concerning their school’s facilities, 
curriculum materials, teachers’ information, social data and financial data. 

The School Census Day is 21st March of each year, thus all Principals are required to input all teachers and 
students data in Open VEMIS, on this date. All information in Open VEMIS are required to be verified by 
the Principal by 31st March each year. 

Based on this input, the VEMIS officer, in each of the PEOs, are required to verify the information, to avoid 
duplicate entries in the system, by 31st May each year. 

Upon completion of the data entry, the Policy & Planning Unit compiles the Annual Digest, which is 
disseminated to all stakeholders. In addition, the Finance Unit uses the validated data to pay grants to 
schools. 

12 Filing 

13    
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14.1 Risks 

There are risks that that schools face and it is the responsibility of Principal and School Council to ensure 
that these risks are identified and managed. 

There are many risks which can affect the school, students, staff, infrastructure or the school community. 

Each school must have a risk matrix and a fraud control plan which is to be updated in January of each 
year and uploaded into Open VEMIS. 

Risk Matrix  

Schools face a number of risks and it is important to identify these in order to both recognize the risk and 
introduce mitigating strategies to manage the risk. 

A risk matrix is designed to identify major risks and to determine how likely they are to occur (Low/ 
Medium/High) and the impact they will have. 

Common risks include: 

a. (Weather events (such as cyclones) 
b. (Other natural disasters (such earthquakes, volcano) 
c. Lack of teaching staff 
d. Poor quality of teaching staff 
e. Lack of learning materials 
f. Students/Staff injuries caused by poor infrastructure 
g. Grant funding not being received 

 

 

The Risk Matrix is to be prepared in the format below: 
 

Risk 
Likelihood of Occuring 

(L/M/H) Impact (L/M/H) Mitigating Strategy 

Example: 
Teacher requires 
medical treatment in 
Port Vila 

Low High Sufficient flexibility in 
time-table to allow for 
additional classes for a 
covering teacher. 

Seek permission from 
PEO to share teachers 
with a nearby school 
until a replacement is 
found 

Example: Insufficient Number of Teachers 

A school in TORBA has identified a risk relating to teaching staff. If a teacher is unwell or must leave it 
may take several months for a relief teacher to be sourced as the school is remote. The risk is medium 
but the impact is high. As a mitigating strategy the school makes an agreement with a nearby school to 
share teachers until a replacement is found if either school suffers a shortage. 
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Fraud Control Plan 

Fraud is defined by the Financial Regulations 2021 as “an intentional act or omission designed to obtain 
a benefit or cause a loss by deception or other improper means.” 

Schools need to develop a fraud control plan to ensure the chances of fraud occurring are minimized. 

Fraud Prevention 
These are activities that are designed to reduce the risk of fraud. 

Examples include: Fraud awareness training for staff and school committees, conflict of interest 
declarations, financial systems assessment, addressing issues raised from an audit, adherence to financial 
procedures, transparency on financial decisions including procurement, publication of grant conditions. 

Fraud Detection 
These are activities that detect fraud. 

Examples include: Review of complaints, internal assessment of financial anomalies, financial audit 

Below is a template for the school fraud control plan. 
 

Activity Description Timeframe Responsibility 
 

Fraud Prevention 
Example: 
Comply with Grant 
Code 

January to 
December 

 

Principal 

 

Fraud Detection Example: 

IAU audit report 

Respond 
within IAU 
timeframe 

 

Principal 

 

14.2 Audit 

Schools are subject to audit from the MOET Internal Audit Unit. 

For purposes of Audit, all school financial records are maintained for a period of fifteen (15) years. This 
means the school needs to ensure it has a place to safely file and store such records. 

The school may be scheduled for an audit, in which case it will be informed by the MoET Internal Audit 
Unit of an impending audit and the timing of the visit. 

A school may also request an audit if there is an issue it feels requires investigation. 

Schools may also be subject to spot audits. These are unplanned audits and may occur with very little 
notice. 

When an audit report is received, the Principal must inform the School Council on the details of the 
audit as well as any corrective actions that are undertaken in response to the audit. 

 

 
 

A list of common problems encountered during audits can be found in Annex 7. 
 

Audit Response 

Audits provide schools with feedback on aspects of their financial management systems that need 
strengthening. It is important that schools act on the recommendations from the Audit and report back 
to MOET Internal Audit Unit on corrective actions taken. 

Provincial Education Offices assist with audit responses so schools need to liaise with their PEOs to seek 
assistance where required. PEO Inspectors and School Improvement Officers may also follow-up on audit 
recommendations, so it is recommended to include them in correspondence with the MoET Internal 
Audit Unit. 

The school is given 2 weeks, from the date which they have received the report, to respond to the audit. 
Principals may call or email the IAU to request extension to their response, depending on the urgency 
of the audit and the complexity of the issues that need to be addressed.  
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A Principal may either transfer, resign or retire from the Principal position, at any time during the year. 
It is important to stress that Principals must prepare “handover” reports for the new Principal that will 
replace him/her in a school. 

 
15.1 Handover Documents 

• Approved School Strategic Plan 

• Approved School Finance Policy and Finance Procedures 

• Approved School Annual Report for past and current year 

• Approved School Financial Report for past and current year 

• Past Audit Report and responses to Audit Report 

• All relevant financial documents to support receipt of funds, or payment for goods and services 

• All cheque books, order books, deposit books 

• List of school inventory 

• List of accountable documents register 

• Listing of School Staff, detailing their status, positions and salary grades (teaching, administration 
and auxiliary staff) 

• And any other documents which may be requested by the PEO or the incoming Principal 

It is important for the out-going Principal to accurately update all the schools records before he/she 
leaves the school. This will be inclusive of the schools financial records.  

 

15.2 Handover Ceremony 

A normal handover ceremony will happen between the out-going Principal and the in-coming Principal, 
in the presence of the PEO, before the outgoing Principal will leave the school. 

In the absence of an in-coming Principal, the out-going Principal will be required to perform the handover 
to the PEO. The PEO will be responsible to manage the school, including its financial operations and 
records, until a new Principal arrives at the school. 

 
 

 
It is important that Principals must ensure that all staff members, members of the School Council and 
the School Community Association are aware of the requirements of the Grant Code and the Schools 
Financial Management Manual, which supplement the Public Finance & Economic Management Act & 
Regulations. It is necessary for all involved to comply with these requirements. 

Any persons who fail to carry out any duties or responsibilities as required under these regulations, 
commits an offense against these regulations. Any persons who commit an offense, may be subject to 
a disciplinary action by the Director General MFEM and/or Director General MoET and/or by the 
Teaching Service Commission, following the recommendation of the PEO and/or the Director 
responsible. 

15  Report 

16 Offences 
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The Principal needs to have constant access to accurate financial information in order to make decisions 
on issues that will involve dependence on money. Inaccurate and outdated financial cash book will 
definitely deprive the school in its progressive development. The Principal must ensure that the financial 
records are kept accurately and up dated at all times by the school finance officer to facilitate the Principal 
in making good decisions with regards to spending of the school funds. 

It is vital that all staff of the school are informed of the financial management processes and procedures 
to adhere to, to ensure that accountability and use of public money is well managed. The school finance 
officer and the Principal must be familiar with all the relevant books that are to be used in maintaining 
the school finances. 

The Principal shall establish an overall budget plan for the following year based on identified major areas 
of expenditure. With accurate recordings the books will provide a sound foundation for preparation of 
the following year’s budget estimates. The school finance officer is expected to advise the Principal to 
any insight on external events that may affect the school finances. 

Maintenance of payroll records employed by the school is important. School staff needs to be familiar 
with the Employment Act, which sets the guidelines on the recruitment and termination of staff, in order 
to avoid legal disputes that may arise with disgruntled staff. A good working relationship should be 
maintained between staffs within the school community at all times. 

All financial records and asset registers kept by the school are to be maintained accurately and kept in 
a secure place. This is to ensure that the Ministry or the Education Authority concerned closely 
monitors school finances and investments in schools. 

Principals through their School Councils must provide regular administrative and financial reports to 
the provincial boards or education authorities. Any issues that may arise will need to be addressed by 
the appropriate authority. The School Community Association needs to be informed of the common 
issues identified in school audit visits. This will assist them in improving administrative and financial 
management controls within their schools. 

As schools develop, school communities become more participatory in school activities, school staff 
professional skills improve, and students’ well-being are catered for. It is encouraged that Principals and 
the School Councils develop appropriate school policies, which will reflect the relevant legislations and 
policies developed by the Ministry, which will improve good working practices within the school, and 
improve communication from schools to the appropriate education authority. And will enhance sound 
financial and administrative management within the schools. 

 Conclusion 
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Sample of School Finance Policy 
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Purpose 

The purpose of this policy is to ensure school finances are managed in a manner that ensures the greatest 
education outcomes while adhering to the compliance requirements of the Ministry of Education & 
Training (MoET). 

 

Policy Statement 

The school manages and reports its finances in accordance with relevant legislation, financial guidance 
from the Ministry of Finance & Economic Management (MFEM) and international public sector 
accounting standards. 

Internal controls manage risk and guidance is provided to schools to reduce downstream risk. 
 

Principles 

 
Transparency: MOET will encourage open reporting to the public and stakeholders in such a manner 

that the information is simple, understandable and able to foment discussion on the 
use of resources for education outcomes 

Efficiency: Financial procedures will be adapted so that they result in the most efficient flow 
of funds and are turn used in the most effective manner possible. This will include 
allowing for different procedures and practices for schools without access to banking 
and/or internet facilities. 

Sustainability: Systems and procedures will be prepared in a way that can be sustained without the 
need for outside assistance 

Devolution: Provincial Education Offices, Education Authority Offices and Schools will be 
encouraged to take expanded roles in the management of finances in the education 
sector. 

 
Transparency 

1. The School has a policy of financial transparency. All school financial information and grant 
compliance information will be uploaded onto Open VEMIS and made available in either hard 
or soft copy for the members of the School Council 

2. Open VEMIS is to be used as the primary financial management system and for reporting. 

Authority 

3. Authority for managing school finances resides with the Principal. 

4. Delegation for financial management can only be made with the approval of the School Council 

Conformance 

5. The school will conform with all legislative and regulatory requirements. Any changes to these 
requirements that impact the financial operations of the school will be implemented within 
the time frame allowed by the regulatory authority. 
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Budgeting 

6. All budget items will support the School Strategic Plan (SSP). If an item outside of the SSP needs 
to be procured, then the SSP must be updated and approved by the School Council followed by 
the budget before any expenditure occurs. 

7. Budgets will only contain contributions to savings for projects with the expressed permission of 
the School Council. 

8. All budget information will be uploaded to Open VEMIS as soon as approved by the School 
Council. 

9. Budgeting will take into account the forecasted flow of income. 
 

Expenditure 

10. All expenditure must be for the operations and improvement of the school and the learning 
experience of students. 

11. Any conflicts of interest arising in an expenditure must be declared before the expenditure can 
take place. This must be written on the payment voucher in a clear manner that the internal 
auditor or School Council member can understand. 

12. Expenditure must be within the limits set by the budget approved by the School Council. 
13. All procurement will conform with MOET procurement guidelines. 

14. Only teaching staff who are registered with the Teacher Services Commission may be engaged to 
teach students. 

 

Income 

15. Fees will be applied equitably. Additional fees will not be charged for students with disabilities 
or other attributes that increase costs to the school. 

16. “Fees in Kind” will only be used in exceptional circumstances and will be avoided where possible. 

17. All cash collected will be banked as soon as possible. The School will minimize the amount of 
the cash held on the premises. 

18. Penalties for non-payment of fees will be decided in a general school meeting. Penalties 
should not impact the ability of the student to attend school, during the school year. 

 

Gifts 

19. Any donations or gifts will be treated as school income to be either banked or recorded as an 
asset in the school asset register. 

 

 

Relevant documents to this policy: 

• MOET Finance Policy 
• MOET Procurement Policy 
• Education Act & Regulations 
• MoFEM Financial Regulations 
• Bi-Annual Department of Labour Minimum Wage Regulatory Amendment 

• School Finance Procedures 
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Sample of School Finance Procedures 
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Authorization 

1. At the start of each year the Principal will confirm the list of authorized signatories for 
bank accounts with the school council. 

2. Changes in bank signatories will be confirmed with the relevant bank immediately after 
confirmation of signatories by the school council. Relevant steps to follow: 

• Changes to signatories must be confirmed in a school council meeting, and minutes 
of meeting must be provided; 

• Each signatory must provide 2 copies of their identity eg VNPF card, National ID card, 
drivers license, etc 

• Names on the identity cards must be the same; 
• PEO must write support letter to confirm the change of names; and 
• Relevant Director must write support letter to confirm the change of names. 

Budget 

3. The Principal must ensure that the following procedures are followed in using school funds: 

4. The Principal will ensure a draft annual budget for the following year is prepared for 
consideration by the school council by November 30 each year. 

5. Budget line items must conform to school policies, the Education Act and all other 
relevant legislation. 

6. Major areas of expenditure must be identified and prioritized, according to the school’s 
forecasted cash flow. 

7. The school council will consider and pass an approved budget by December 20 each year. 

8. The approved budget will be uploaded onto Open VEMIS, with the Provincial Education Office 
notified, immediately after approval. 

9. Budget meetings shall be held once a month between the Principal and the school finance officer. 

10. At the beginning of each year major areas of expenditure must be identified and prioritized, 
according to the school’s forecasted cash flow. 

11. Should expenditure exceed a school’s income level, then expenditure should be stopped until 
budgets are re-written and accurate income levels determined, expenditure reduced, income 
increased or a combination thereof. 

 

Income 

12. A receipt must be issued immediately upon receiving cash. 

13. For cheque payments, a receipt should only be issued once the bank has cleared the cheque 
to ensure that there are adequate funds in the payer’s account. 

14. The receipt form must be written in duplicate (by the use of carbon paper). 

15. If for some reason, the receipt is cancelled the original copy must be retained and cancelled with 
the duplicate. 

16. The receipt form itself should be official and pre-numbered on both the original and duplicate. 
The receipt should have the school’s name on the original. This can be done by rubber stamp or 
by printing special receipts. 

17. If money is received through the mail or the bank the details shall be immediately entered into 
Open VEMIS. You should immediately write a receipt (in a separate receipt book specifically used 
for this purpose) and mail it to the person who sent the money as acknowledgement of money 
received. 
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18. All details from receipts must be entered into Open VEMIS prior to banking 

19. Total funds received are to be deposited intact into the school’s bank account. All cash 
received must be banked prior to being used by the school. 

20. Funds received in the form of school fees must also be entered into a specific register 
designed for this purpose. 

21. Any “fees-in-kind” are to be recorded on a separate form designed for this purpose. They 
are to be entered into Open VEMIS as shown in the manual. 

Expenditure 

22. The Principal must authorize all payments that are to be made by the school. If and when 
authority to approve expenditure has been delegated to other persons those delegations 
should be clearly written and understood by the school staff and the school council members. 

23. The school finance officer must ensure all expenditure is within the limit set by the annual 
budget and the appropriate budget line is being used. 

24. All non-petty cash payments must be accompanied by a payment voucher form, produced 
using Open VEMIS. A copy of the supplier’s invoice must be attached to support the payment 
voucher. If an invoice cannot be obtained, the supplier must sign the voucher as “claimant” 
for the money. 

25. The person receiving the goods must sign the payment voucher to show that there was no 
problem with delivery. The school finance officer should also check the rates charged and all 
other calculations on the invoice. If an asset (equipment or furniture,) is being purchased, a 
record should be entered in the School Assets Register on Open VEMIS. 

26. At least three written quotations should be obtained from three suppliers for items worth VT 
100,000 or more. The quotations should form part of the supporting documents attached to 
the payment voucher. If only a single quote is able to be obtained, then reasons for this are to 
be included with the payment voucher. 

27. The MOET Procurement Unit is to be engaged for purchases above VT500,000. 

28. The Principal must certify and authorize the voucher, to verify the amount and the goods to be 
bought then pass it on to the school finance officer for a cheque to be issued. Each cheque 
issued must have a payment voucher. One person should not do the ordering, checking and 
payment of goods. If the school finance officer is not present, then a responsible teacher shall 
be used to segregate these duties. 

29. Two joint signatures are required to sign the payment voucher at any one time, and where 
practical the principal be the final person to sign. 

30. Non-petty-cash payments are to be made by cheque or direct bank transfer to the claimant. 

31. The Principal will not advance any school money to any politician. 

Banking 

32. Banking shall occur once a week, or as often as practical. 
33. Money must be banked intact, meaning the total amount received by the school finance 

officer, either in cash or cheque, must be banked before it can be used. 
34. Money must be banked in the form it was received. This means that if the money was received 

in the form of a cheque it must be banked in the form of a cheque. If money was received in 
the form of cash, then it must be banked as cash. 

35. Under no circumstances are personal cheques to be substituted for cash. 
36. Money must be banked using duplicate deposit forms, which are available from the bank. The 

person undertaking the banking must be the one to sign the deposit forms. 
37. Bank reconciliations are to be undertaken for each month as soon as the bank statement is 

available. 
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38. Only one savings account book should be used for one bank account at one time. 
39. “Savings Account Book Register” shall be formed to show the progressive details of when 

each book was issued, when the book was finished, and provision for an audit notation. 
40. The savings account book must be kept in a secured place at all times. 
41. All withdrawals from the savings account must match the expenditure of funds as detailed in 

the payments report on Open VEMIS. 
42. Two joint signatures are required to sign a withdrawal form at any one time, and that the head 

of a school be the final person to sign when practical. The total number of signatories shall 
not exceed three. 

43. If a savings account book is lost it must be reported immediately to the National Bank of 
Vanuatu branch closest to the school or to the Internal Audit Unit at the Ministry of Education 
& Training. 

44. Any surplus funds at the end of the year may be deposited into the school term deposit account 
if a planned longer-term school procurement requires such funds. 

45. Bank reconciliations shall be undertaken at the end of every month, or whenever bank 
statements are received. 

Cheque books 

46. Only one cheque book should be used for one bank account at one time. 

47. A “Cheque Book Register” shall be created which must show the progressive numbers, when 
it was issued, when the book was finished, and provision for an audit notation. 

48. At no time shall “Pay Cash” be written on a cheque when paying suppliers. 

49. The cheque book must be kept in a locked drawer at all times. Unused cheque books 
and unused cheque-butts must be kept in a secure place. 

50. No open cheques are to be issued. 

51. Two joint signatures required to sign a cheque at any one time, and that the head of a school 
usually be the final person to sign. The total number of signatories shall not exceed three. 

52. All cheques issued by the school should be crossed ‘Not Negotiable’. This means that a cheque 
must be paid into a bank account of the person for whom you are writing the cheque to. 

53. The loss of a cheque book or a cheque leaf must be reported immediately to the National 
Bank of Vanuatu branch closest to the school or to the Internal Audit Unit at the Ministry of 
Education. 

54. If a cheque is found to have been made in error or not in accordance with the Grants Code, 
each cheque signatory will be held personally accountable. 

Petty cash 

55. The petty cash records are to be entered in the Petty Cash form on Open VEMIS. 

56. The school finance officer and the Principal are the only people allowed to have access to 
the fund. 

57. The petty cash fund should not exceed VT 50,000. Higher balances will be decided 
and approved by the school council, at the beginning of each year. 

58. The petty cash float should be maintained at the same amount at all times. 
59. For each amount of fund spent an entry will be made into Open VEMIS 

60. Each entry into Open VEMIS must be accompanied by evidence of expenditure, such as 
a receipt, and kept in a separate folder specifically for petty cash receipts. 
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61. Petty cash funds should be kept in a petty cash box under lock and key and kept in a secure 
place. 

62. Petty cash funds kept by the school are strictly for school use only and not for private 
or personnel use. 

63. The school finance officer should reimburse the petty cash only if he/she has: 

(i) Reconciled the cash plus vouchers to the float. 

(ii) Summarized the expense accounts to be debited. 
 

Payroll 

64. The establishment register is to be maintained on Open VEMIS. 

65. Ancillary staff under contract from the school are to be paid using the payment module on 
Open VEMIS. Payment Vouchers will act as ‘pay advice’ for ancillary staff. 

66. Payments are to be made in accordance with the schedule outlined in the contract. 
67. Leave provisions are to be applied in accordance with the Employment Act. 

68. Maternity Leave requires a medical certificate stating that the birth of her unborn child (this is 
called confinement) will probably take place within six (6) weeks. Any staff will not be permitted 
to work for a period of 6 weeks before her confinement and 6 weeks after her confinement. 

69. Payment during maternity leave is to be adjusted as per requirement in the Employment Act. 

70. Notice of dismissal shall not be given to an employee who is on maternity leave or who remains 
absent as a result of illness certified by a medical practitioner to arise out of pregnancy or 
confinement and rendering her unfit for work. Provided that such additional absence from 
work shall not exceed three (3) weeks. Refer to Employment Act, Section 37. 

71. If additional annual leave is remaining when a staff’s contract comes to an end then the school 
council is obliged to pay the remaining balance of the leave outstanding (note that leave may 
accumulate for a period of two (2) years). 

72. Staff shall be reminded each year to take their annual leave. 

73. Leave without pay may be granted to a staff by the Principal on the grounds of illness, urgent 
private affairs or on compassionate grounds. 

74. Anytime that the minimum wage, as prescribed by the Ministry of Labor, is adjusted the 
Principal will amend any effected contracts and the school budget accordingly. Changes to 
the budget will be confirmed by the School Council and the new budget uploaded onto Open 
VEMIS. 

 

Reporting 

75. Reports must be approved by the Principal and the Chair of the School Council. In the absence 
of the Chair of the School Council, the PEO may approve the report, considering that all 
documents are in order. 

76. Uploading to Open VEMIS of School Committee approved monthly, quarterly and annual 
financial reports for the Provincial Education Boards (PEBs) or Government Assisted Education 
Authorities (GAEAs). 

 

Auditing 

77. Financial records shall be filed for 15 years for the purpose of MOET Internal Audit. 
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i. Tentative Criteria to Recruit a School Finance Officer 

School recommendation to employ a School Finance Officer 

• A teaching Principal may contract a school finance officer depending on budget and 
included in school strategic plan (SSP) and fee structure approval; 

• School enrolment must be over 200, including ECCE enrolment; 
• School finance officer must be computer literate; 

• An incentive may be provided for a teaching Principal to be the school finance officer, upon 
approval from the Teaching Service Commission (TSC); 

• Cluster of small enrolment schools, with difficult access to internet or administrative assistance 
can collectively employ a school finance officer to rotate between the schools, according to an 
approved and agreed schedule. And the agreement must state cost of wages, VNPF, severance 
and any other staff entitlement, to be planned and budgeted for by the schools; 

• School finance officer may be contracted for a few hours each day, depending on the school 
budget and plan. 

ii. Key Responsibilities and Performance Measures for a School Finance Officer 

1. Preparation of Budget 

• Assist the Principal in preparing budget estimates for the following year and upload to Open 

VEMIS. 
• Providing accurate information on expenditures and incomes for the past year and at least 

up to half of the present year. 
• Give informed projections on expenditures and incomes for the following year taking 

into consideration inflation and so forth. 
• Get costing for projects initiated by the school. 

 

2. Expenditures and Incomes 

• All expenditure & income must be processed through Open VEMIS. 
• All commitments and expenditures must be settled as quickly as is possible within that month. 
• All money collected must be receipted immediately and banked before it is spent. 

• Keep records of all money collected by any association within the school to ensure that it is 
used for its intended purpose. 

 

3. Control 

• Must assist to set up systems that will better monitor and effectively get better value for 
money, e.g. use of the school truck. 

• Ensure that the Principal spend money or collect revenues according to the budget as approved 
by the council with reference to budget vs actual reports from Open VEMIS. 

• Report any irregularity to the council if the Principal doesn’t listen to you. 
• Maintain the asset registry control for the school. 

 

4. Bank Accounts 

• The school must only operate a school account which has been approved by the Director 
General, of the Ministry of Finance & Economic Management. 

• Any money collected by any groups in the school should be banked and records control via 
bookkeeping. 

• All money must be banked before it is used. 

• Principal or any staffs must not be allowed to walk around with the school cheque books with 
leaves previously signed by one signatory, or a pre-signed withdrawal slip without you as 
school finance officer firstly entering the amount, and the details of the supplier. 
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5. Reporting 

• Report to the Principal weekly on expenditures and incomes. 
• Provide monthly cash flow reports to the head of school. 
• Provide monthly income and expenditure statements to the head of school. 

• Provide an annual financial report to the head of school for the approval of the school 
council, and the Education Authority. 

• Assist the Principal to fill out the section on School Finance in the annual school survey. 

iii. Sample Agreement with School Finance Officer 

This contract was made on this day of the month of  , year  . 
Contract is made between: 

 
  School, represented by Mr. Tomasi, Principal, herein called the Employer on one 
hand; 
 
and 
 

Ms. Audrey herein called the employee on the other hand. 

 
Whereby the employer has offered, and the employee has accepted, the post of   

(job title) upon the following conditions: 

1. That this post as offered, and accepted is hereby entered into contract commencing from 

  to   (include start and end dates). 

 

2. That during the course and duration of his employment, the employee shall be remunerated on a 
fortnightly basis at the rate of   vatu (may include monthly rate). 

 

3. This contract agreement is only for the period as indicated above. If the employee is to remain 
beyond the said period then another separate contract agreement for such an extension has to be 
mutually agreed upon. 

 

4. That the post of  (job title) includes the following duties and 
responsibilities: 

• To provide effective and efficient services to the school. 
• Performing other duties as directed by the head of school. 
• List other duties and responsibilities. 

• Adhere to guidelines within the Schools Financial Management Manual. 

 

Note: 
An attached job description must be attached and signed by all 3 parties involved. 
 
5. That the school finance officer will be entitled to the following: 

• Superannuation payable to the Vanuatu National Provident Fund (VNPF), as per the VNPF Act; 
• Severance payable according to the Employment Act; 
• Leave entitlement according to the Employment Act; and/or 
• Any other benefits as approved by the School Council.  
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Hereby signed by: 
 
 
 
 

 
  

Ms. Audrey Date 

Employee 
 
 

Mr. Tomasi, Principal of School Date 
Employer 
 

And Witnessed By: 
 
 

Mr. Waisea Date 

Chairman of School Council 
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4.1 Summary of Schools Chart of Accounts 
 

 Schools Chart of Accounts  
 

Headings Account Codes 
 Level 1 Level 2 Level 3 
    

Cash Receipts 7CR00000   

    

Students Cash Receipts  7CR10000  

* All students related cash receipts   From 7CR11001 
    

Government Cash Receipts  7CR20000  

* All government related cash receipts   From 7CR21001 
    

Other Cash Receipts  7CR30000  

* All other cash receipts   From 7CR31001 

 

Headings Account Codes 
 Level 1 Level 2 Level 3 
    

Cash Payments 8CP00000   

    

Personnel Cash Payments  8CP10000  

* All personnel related cash payments   From 8CP11001 
    

Administration Cash Payments  8CP20000  

* All administration related cash payments   From 8CP21001 
    

Boarding Cash Payments  8CP30000  

* All boarding related cash payments   From 8CP31001 
    

Education Supplies Cash Payments  8CP40000  

* All education supplies related cash payments   From 8CP41001 
    

Operations & Maintenance Cash Payments  8CP50000  

* All operations & maintenance related cash payments   From 8CP51001 
    

Development Cash Payments  8CP60000  

* All development related cash payments   From 8CP61002 
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Account Code Account Heading Account Description 

   

7CR00000 CASH RECEIPTS  

   

7CR00010 Receipts Suspense Account Cash that are in "transit" and are still waiting to be confirmed to be charged against correct receipts account 

7CR00011 Receipts Suspense Account Cash that are in "transit" and are still waiting to be confirmed to be charged against correct receipts account 

   

7CR10000 Student Cash Receipts Cash that are received by the school to pay for all costs related to students learning 

7CR11001 Annual Student Boarding fees Covers student's accommodation and meal costs 

7CR11002 Annual Student Tuition fees Covers teaching fees 

7CR11003 Caution fees Caters as a "safety" measure for damage to school assets or equipment 

7CR11004 Computer Fees Covers computer and IT related services 

7CR11005 Day Services Covers day services that day students with no lunch on campus are receiving 

7CR11006 Exam Levy Covers examination or assessment fees 

7CR11007 Fines (Library, Late Registration etc) Covers Library fines of overdue books and Late registration fees 

7CR11008 Insurance fees Covers for incidents that may or may not happen, eg student injury 

7CR11009 Internet Fees Covers use of internet by students in school 

7CR11010 Library Fees Covers Library services 

7CR11011 Lunch fees Covers lunch for students who opt to have lunch in schools 

7CR11012 Other Student Cash Receipts/Income Covers any other income that may derived from students, which will cover expenses incurred by the school on behalf of the students 

7CR11013 Outstanding Fees Covers payment of outstanding fees from previous year 

7CR11014 Sale of Uniforms fees Covers standard school uniform sold by a school 

7CR11015 Student Representative Council (SRC) fees Covers any social, academic, Christian Fellowship, Sports activities that students organize 

7CR11016 Student Contact Book Covers annual student contact book publication 

7CR11017 Student Pocket Money Covers money that parents pay as their children's pocket money into the schools’ bank account during the academic year. School will be 

responsible to cash the money and give to the student. 

7CR11018 Student Trips Covers student academic excursions eg field trips, surveys, etc 

School Financial Management Manual Chart of Accounts 
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School Budget Structure 
 

 Account Name Amount (VT) 

CASH RECEIPTS   

Student   

   

Government   

   

Other   

   

TOTAL CASH RECEIPTS   

CASH PAYMENTS   

Personnel   

   

Administration   

   

Student Boarding   

   

School Development   

   

Education Supplies   

   

Operations & Maintenance   

   

TOTAL CASH PAYMENTS   

 

 

  

RECEIPTS less PAYMENTS   

 

Note: The account names for individual budget items can be found on Open VEMIS using the “Budget Str” tab. 
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BORROWING AGREEMENT FORM (sample) 

This lending agreement is made between   (name of school) and   (name of individual or group of 

person(s)). 

Purpose of Borrowing:     

Asset(s) to be Borrowed:     

Quantity to be Borrowed:   

Date Asset will be Borrowed:    

Date Asset will be Returned:    

No. of Days of Loan:     

Conditions of Borrowing School Property 

- Asset will be borrowed only for the purpose that it was requested for; 

- Asset will be returned in good condition, straight after it is used for the stated purpose above; 

- Any damaged asset will be replaced, with recommended supplier and price, as agreed with Principal, within a week, of damage; 

- Fees will be paid before asset is borrowed; 

- Fee charged for   (quantity of asset)   (name of asset) will be   vatu per day; An additional fee of 50% per day, 

of the agreed amount, will be charged if the asset is returned after the due date; 

- Deposit fee must be paid before the asset is taken and is refundable only after asset(s) have been returned to the school; 

Total Fees Charged:   vatu 

Total Deposit Fee:   vatu 

I,  , (name of individual or group of person(s)) agree to the conditions of the loan and will be responsible for the asset borrowed 

from the school, and for any damages to the asset. 

Signed:   

Name of individual or group of person(s) 

Approved by:   

Principal of School 

Date of Agreement:   
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 Key Control Indicators Common Issues Identified During School 

Audits 

Good Practice Recommendations 

 FINANCIAL GOVERNANCE AND 

MANAGEMENT 

  

 
 
 
 

1 

There is a school council (S/C) • S/C do not exist in a school. 
• S/C not approved by the Provincial 

Education Board (decisions made by 
unapproved bodies are vulnerable to 
subsequent legal challenge). 

• Principal has dismissed the S/C without 
approval from the PEB/EA. 

• The relevant EA/PEB should establish a School 
Council for each school to assist the Principal in 
the management and administration of the school 
(see EA S.40 (1). 

• The Principal should assist in identifying 
members of a S/C but only the PEB/EA should 
appoint and dismiss them. 

 
 
 

2 

The membership of any school council includes: 

-the principal; 

-representatives of the community; 

-mixed gender. 

• Lack of transparency in membership 
selection procedures by PEB/EA. 

• No female representation in the S/C. 

• Procedures for identifying members of a S/C 
should ensure that all interested parents and 
community representatives are offered an 
opportunity to participate. 

• The membership of a S/C must wherever possible 
include both male and female 
members (EA S.40 (2a)). 

 
 
 

3 

The school council meets at least once every 
term. 

• Infrequent S/C meetings during the school 
academic year. 

• Payment of sitting allowances to members of 
School Council is practiced. 

• The Principal in consultation with the relevant 
EA/PEB should convene a meeting of the S/C at 
least once per term. 

• Members attending S/C meetings should receive 
actual reasonable actual expenses not an 
allowance as is required by the S.40 (4&5) of the 
Education Act 2014. 
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 OVERALL INTERNAL CONTROL 

STRUCTURE 

  

 
10 

Financial procedures include a clear scheme of 
delegation, financial limits for single item 
expenditure, virements, and tendering etc. 

• There is no clear statement of the respective 
responsibilities of the S/C and the Principal. 

• Respective responsibilities as outlined in the 
Ministry of Education & Training School 
Financial Management Manual should be 
applied. 

 
 
 

 
11 

All financial transactions involve at least two 
people e.g. there are at least two people are 
involved in the process of recording, invoicing 
and banking income). 

• The S/C, Principal and the school finance 
officer do not provide clear segregation of 
duties and some checks and balances over 
individual transactions. 

• No single person should be responsible for all 
aspects of a financial transaction. In the case of 
income the Principal should ensure that the 
amounts deposited to the bank equal the 
amounts collected. The Principal should sign 
orders for all commitments made and should 
also authorize payment vouchers for all 
payments. Cheques must require a double 
signature (see above). 

 
 
 
 
 
 
 

 
12 

Staff and members of the school council are 
trained and/or exposed to proper financial 
management practices. 

• Either the Principal/ school finance officer 
and/or S/C do not have enough financial 
training and are unable to provide the required 
checks and balances over each other’s 
activities. 

• Principal and S/C members may have enough 
general financial training but are unaware of 
the limitations to operate within the school’s 
budget. 

• The Principal makes efforts to raise financial 
management standards at the school level. 

• Possibilities include: 
o Implement the recommendations within this 

document; 
o Ensure that a copy of this new version of 

School Financial Management Manual is 
widely known and distribute to all schools; 

o Seek assistance from the relevant PEO; 
o Apply for inclusion in School Financial 

Management Workshops and similar MoET 
initiatives. 

• Administration and Financial Management 
Training should be included as part the 
standard teacher training provided by School of 
Education (SoE). 
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