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1.0
PURPOSE

1.1
To ensure an effective system of operation for Central Queensland Christian College

1.2
To ensure that policy responsibilities, authorities and relationships of the organisation are established, reviewed and maintained.

1.3
To identify adequate statistical techniques required to verify that the College is capable to Report, Plan and implement plans.

1.4
To obtain continuous improvement in all areas of operation.

1.5
To ensure that all documents and forms are raised, approved, registered, issued, withdrawn and disposed of in an auditable manner.

1.6
To ensure that records are identified, collected, filed, stored and disposed of in an auditable manner.

2.0
SCOPE

2.1
Board of Governance, Management and Staff responsibility and delegations 

2.2
All areas of the School Business system

2.3
All quality matters, including, but not limited to -

· School Manuals, Policy, Procedures and associated documentation.

· School Policy, with regard to seeking constant improvement.

2.4
All documents, forms and software associated with the implementation of the Business System designed to meet the requirements of Schools Accreditation

2.5
All quality related records

2.6
The School uses the following terminology to differentiate between documents and forms:

· Documents - all manuals, policy, curriculum, reference books, registers and files

· Forms - all single or multi-part paperwork that has an approved layout.  When data is recorded on forms they in turn become a system record. Forms may be computer generated or pre-printed

3.0
PROCEDURES 

3.1
School Policy Statement

3.1.1
The members of the Board of Governance shall develop a policy statement that clearly defines the School’s goals and addresses family’s needs and expectations.

3.1.2
The Policy statement shall be authorised by the Board of Governance, signed by the Chairman of the Board, and displayed in the Quality Procedures Manual and throughout the College.

3.2.1
Organisation Chart 

3.2.1
The College shall produce an Organisational Chart

3.2.2
This chart shall reflect the School’s management structure, operations and titles.

3.2.3
The Organisation Chart shall be supported by separate job descriptions for all staff members who manage, perform or verify our internal procedures.

3.2.4
All job descriptions shall be authorised and dated by the Board of Governance and signed by the Chairman of the Board.

3.3
Board of Governance Meetings

3.3.1
Board of Governance meetings shall be conducted each month. The School Principal or designate shall report to the Board of Governance on all activities pertaining to the College operations. 

3.3.2
Minutes of the Board of Governance meetings shall be maintained by the Board Secretary and held securely in a Minutes book in the School office.

3.3.3
Minutes of each Board of Governance meeting will be signed by the Chairman of the Board.

3.4
Policy Sub-Committee and Organisational Review

3.4.1
The Board of Governance shall appoint a Policy Sub-Committee to undertake an Organisational Review meeting annually or when deemed appropriate.  The meeting  shall address the agenda detailed at Annex A to this procedure.

3.4.2
The meeting shall be attended by -

· Board of Governance Executive

· Principal

· School Administration Officer (Bursar)

· Other staff members as necessary

3.4.3 
Minutes of the meetings shall be maintained and presented to the Board at least 
annually.

3.5
Management System Authority

3.5.1
The Principal shall assume the executive responsibility and authority for the establishment, implementation and maintenance of this business system.  A primary responsibility shall be the provision of system performance reports including statistical analysis to the Board of Governance.

3.6
Advising the Families

3.6.1
One to one meetings with students and their families shall be undertaken by one, or a combination of the following personnel as least annually:

· Chairman of the Board

· Principal

· Administration staff

· Teaching Staff

· External Consultants appointed by the Board 

· School Auditors and/or Inspectors

3.6.2
During the one to one meetings, relevant management and policy information, educational developments, student progress and problems shall be discussed with the families to ensure that the families receive current information.  The information provided to families will assist with their future decisions about the events and activities in relation to education.

3.6.3
The outcomes of all meetings shall be recorded on a file note which shall be signed and dated by the authorised person undertaking the meeting.  File notes shall be retained within the student file.

3.6.4
The College shall publish a newsletter at least monthly to update the college community on important directions, developments and activities of the College. This newsletter should be available to any interested party.

3.7
Families Satisfaction  

3.7.1
The Principal shall ensure that at least annually, feedback is gained from families in the College about the appropriateness of the College’s education program, activities and resources together with suggestions for improvement.

3.7.2
Every current family shall be contacted as part of the survey.

3.7.3  Family replies shall be analysed and the outcomes recorded and discussed by the Policy Sub-Committee.  Any actions that result from the outcomes of feedback shall be presented to, and approved by, the Board of Governance and recorded within the relevant meeting Minutes.

3.7.4  Families shall be advised of the outcomes via the newsletter.

3.7.5       Any complaints shall be recorded and actioned.

3.8
Resources & Purchasing

3.8.1
The Board of Governance shall have the responsibility to ensure that trained management personnel and adequate resources are provided to perform and verify all operational activities as described within this School Management System.

3.8.2
Purchasing of capital plant and equipment shall be undertaken in accordance with the budget that has been approved by the Board of Governance at their Budget and Planning Approval meeting in December of each year. 

3.8.3
Day to day maintenance purchases and debt collection action shall be undertaken in accordance with the School’s Purchasing and Debt Collection policies.

3.9
Financial Management

3.9.1
The Board of Governance shall ensure that an annual financial audit is undertaken by a suitably qualified, independent auditor. 

3.9.2
The financial audit shall be tabled at the Annual General Meeting.  Any actions recommended by the Auditor and approved by the Annual General Meeting shall be undertaken.

3.9.3
The College will provide an annual return to ASIC and the State and Commonwealth Departments of Education which will include the Annual Financial Audit, Financial Questionnaire & Financial Accountability Statements

3.10
Statistical Techniques

3.10.1
The Principal, the Board of Governance and the Policy Sub-Committee shall use statistical analysis as an aid in assessing the following aspects:

· Areas of concern as indicated from surveys of families 

· Number of complaints in proportion to families in the School

· Student outcomes of year 3, 5 &7 testing

· Student discipline

· Families with special needs 

· New entrants to and exits from the School

· Percentage of staff time spent in core and non-core activities

· Monthly profit/loss statements

· Monthly comparison of expenditure to budget

3.10.2
The Board of Governance shall analyse statistics as required but at least quarterly (monthly preferred). 

3.10.3
The Principal or designate shall maintain records of the findings of statistical analysis and ensure that the findings are presented at Board of Governance.

3.11
Continuous Improvement

3.11.1
Board members, the Principal, staff members and volunteers shall constantly seek to improve all operations with the aim of improving family’s satisfaction.

3.11.2
Continuous improvement shall be obtained by (but not limited to):

· Analysis of management data and statistics;

· Reviewing current procedures to refine processes, reduce superfluous requirements and increase efficiency (all procedures);

· Obtain, analyse and act upon families recommendations and requests;

· Encourage staff members’ regular and appropriate professional development;

· Regular communication with Government departments and families

· Review of internal and external audit findings.

3.12
Pilot Projects

3.12.1
The Board of Governance shall approve all pilot project plans that are to be undertaken as part of business development or feasibility studies.

3.12.2
The Principal shall allocate a staff member or volunteer to each pilot project.  The responsible person shall undertake the project in accordance with the approved pilot project plan, including meeting all key performance requirements. 
3.13
Internal Auditing Planning

3.13.1
A College-wide Internal Audit Schedule will be developed to ensure that all elements of this system are audited at least once annually by the Principal to ensure procedures and Standards are being met and for other purposes as deemed necessary by Board of Governance meetings.

3.13.2
This schedule shall be approved by the Board of Governance and signed by the Chairman of the Board, with the master copy held in this manual.  

3.13.3
Planned audits may be delayed in the case of inability to arrange for time from normal duties. Requests for delay shall be considered by the Board of Governance who shall amend the schedule when requests are approved.

3.14
Conducting the Audit

3.14.1
Where possible the Principal shall select personnel to assist in an audit as a means of providing ongoing training in quality matters. Personnel with direct responsibility for the function under audit shall be excluded from the conduct of the audit.

3.14.2
Audits shall be conducted using prepared checklists (copies of existing approved Quality Procedures) that shall be raised by the nominated auditor or designate to ensure that all matters are fully addressed and responses recorded. The checklist thereafter shall become part of the audit report.

3.14.3
The Principal shall discuss the findings of the audit with the personnel being audited.

3.14.4
To ensure timely corrective action on deficiencies, corrective actions shall be documented, discussed and processed with appropriate staff members to ensure that they understand the nature of the problem and the required corrective action.
3.14.5
All findings of the Internal Audits shall be presented to the Board of Governance.

3.15
Review, Approval and Control of Documents and Forms

3.15.1
All forms and documents relating to this Business System, that are designed or written by the College shall be reviewed by the Policy sub-Committee and the originators of the forms/documents prior to issue.

3.15.2 On the satisfactory completion of the review these forms and documents shall be approved by the Board of Governance and authorised by the Principal as follows:

· Documents – listed in document register and signed on the relevant document register folio. 

· Forms – master copy signed, dated, stamped “approved” and retained in the forms register

3.16
Document Control
3.16.1
The content of all documents that are essential for College operations shall be controlled.

3.16.2
Documents that are restricted in issue shall be recorded on a Document Register. Examples include (but not limited to): 

· College Business System Manual

· College Curriculum and Teaching Manuals

· College Prospectus

· Schools Accreditation Standards 

· State and Commonwealth Education Act

· Workplace Health and Safety Act

· Independent School Teachers Award

· Quality Registers

· Job Descriptions

3.16.3
Documents that are controlled for their content but not restricted in issue to individuals shall be recorded in a Document Register. 

3.16.4
The Board of Governance shall approve and issue all approved documents. 

3.16.5
The Principal and/or designate shall recover all superseded or obsolete documents and issue the revised copies, thereby ensuring that only pertinent issues are available for use.

3.17
Amending and Issuing Manuals 

3.17.1
Amendments to this manual shall require a complete re-issue of each changed page of the relevant procedure.

3.17.2
The details of the nature of the change and the actual pages amended shall be recorded on the cover page of the revised procedure.

3.17.3
Prior to approval the amendment/s shall be reviewed by the originator of the amendment, the Principal and the Board of Governance. 

3.17.3
The Board of Governance shall approve any changes to this Governance Manual. The Principal shall approve changes to the College Routine, Policies and Curriculum Manuals. 

3.18
Raising, Amending, and Review of Forms
3.18.1
The Principal shall ensure that the original authorised copies of all forms employed in this business system are numbered and current. 

3.18.2
The Principal shall retain the original authorised copy of each form in the Forms Register. 

3.18.3
Personnel requesting new or revised forms shall raise a draft form and provide the form to the Principal.

3.18.4
The final draft shall be reviewed by the Board of Governance and the originator before issue. 

3.18.5
The Board of Governance shall approve or otherwise the new form. The Principal or designate shall ensure the approved form is placed in the forms register.

3.18.6
A copy of the most recent superseded forms shall be stamped “superseded” and retained in the Forms Register.

3.19
Amending External Documents and Forms

3.19.1
External documents and forms that are controlled in content (e.g. Education Act, Schools Accreditation Standards and Occupational Workplace Health & Safety Act) shall be updated by the Principal or designate when amendments are received from the originator.

3.19.2
The Principal or designate shall be responsible for remaining in contact with the originators of external documents and forms to ensure all amendments are received.

3.19.3
Evidence of contact with the originator of the document shall be recorded by the staff member’s initials and date endorsed on the cover of the relevant document.

3.20
Retention of Obsolete Documents & Forms

3.20.1
Any obsolete documents or forms that are to be retained for legal or knowledge preservation purposes shall be stamped “Superseded” by the Principal or designate.

3.20.2
Obsolete documents and forms shall not be used for operational purposes and shall be retained by the Principal or designate in the archives or file from which it came.

3.21
Forms Registers

3.21.1
To enable swift access and traceability the following details shall be recorded for all records, by the Principal or designate, in the forms register:

· Form Title and Number

· Issue Date 

3.21.2 The quality records detailed on the Forms Register shall be updated whenever there is a change of details on the form.

3.21.3 Once updated, the old Forms Register should be stamped “superseded” and kept immediately behind the latest Forms Register

3.22
College Library

3.22.1
General reference documents and publications shall be retained in the College library and shall not be subject to document control procedure detailed herein.

3.23
Software

3.23.1
The Principal or designate shall ensure that all software used by the College is recorded in the Software Register and updates are installed on the relevant computers.

3.23.2
All software shall be loaded onto computers by the Principal or designate. Staff members shall not load any unauthorised software onto any computer.

3.24
System Records - Enrolments

3.24.1
Upon acceptance of a new enrolment, the Principal or designate shall raise an administration file that clearly details the Students Family and given name (s). 

3.24.2
The file will be called a Student File and held at the School Office.
3.24.3
The Student File shall provide the means of safe-keeping and storage of families related records including (but not limited to) file notes, records of fees payments, student report cards.

3.24.4
All staff members shall ensure that all hand written and word processor records are legible.

3.24.5
Any authorised School Forms and/or records that are completed for each family shall be stored in the Student file.  All staff shall ensure that Student files are maintained in a secure environment as defined within this procedure.

3.25
System Records - Computer Based

3.25.1
Computer records shall be maintained within the relevant files which shall be stored on hard disk. 

3.25.2
The Principal or designate shall ensure that all system records are subject to virus control and regular virus checks.
3.25.3
All staff entering data on a School computer shall ensure that all data entered is saved at the completion of the data entry process, regardless of the automatic saving parameters that are programmed into the system software.

3.25.4
Computer records shall be backed up onto alternate disks by the Principal or designate who shall ensure that a copy of the back up is stored off site.  Such records shall include but not be limited to:

· Student/Family History

· Student/Family Data Base

· All work entered during each day

3.26
Retention

3.26.1
Generally, all records are kept indefinitely.  However specific retention periods for each form shall be detailed in the Forms Register, by the Principal or designate.

3.27
Document and Data Security

3.27.1
No staff member shall undertake any of the following action without the Principal’s 
approval –

· Photocopy any “personal-in-confidence” document or form;

· Copy any computer data to any other computer or to disks, other than authorised back-up disks;

· Convey any “personal-in-confidence” data to any unauthorised person.

3.27.2
All completed student records must be secured in the Student File held in a locked filing cabinet in the School office.

3.28
Access

3.28.1
Families shall have access to their own records. The Principal shall control the manner in which families access their own records to ensure that the security of other non-related records is maintained.

3.28.2
No staff member shall release any family record without receiving written Authority to Release Information from the person or School requesting the information.  Staff members shall ensure that the written Authority to Release Information is authorised by the family’s signature.

3.28.3
All files that are released to families for any reason shall be recorded on an appropriate letter which shall be signed as a receipt, by the families or their legal advocate.
4.0
DOCUMENTATION


Document Register


Forms Register  


Software Register


Organisation Chart


School Accreditation Certificate


School Workplace Registration Certificate


Current Business Plan


Current Annual Budget 
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