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BRIDGEWATER PRIMARY SCHOOL INTERNET BANKING POLICY 2025

Rationale:

1. Electronic transactions are the most common form of payment used by the school. Many
fees are now also paid by parents using e-banking technology. The purpose of this policy is
to safeguard these transactions and protect the staff involved in processing.

Aims:

2. To ensure a well-managed system for processing of electronic transactions within the school

3. To ensure all payments and received are processed in a timely manner.

4. To ensure compliance with DET guidelines and best practice

Implementation:

5. All monies submitted to the school account by families are to have the family SURNAME
used as a reference. If the source of monies cannot be confirmed, the bank will be contacted
to provide more information.

6. An official receipt will be issued for all monies received into the school account, and the
original given to the payer via the next school newsletter.

7. Receipts cannot be altered.

8. All payments must be supported with a school purchase order signed by either Principal or
Business Manager, invoice and voucher prior to processing by the Business Manager. The
voucher is to be reviewed and approved by the Principal and the School Council President.

9. Bank account reconciliation is to be undertaken once a month as part of the end of month
processes. However, this will be done more often if there are large numbers of transactions
to be processed.

10. Zero tolerance will apply to any cases of fraud.
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