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                    COLDSTREAM PRIMARY SCHOOL
                ADMINISTRATION POLICY
PURPOSE:  
To ensure that administrative procedures and tasks are carried out to enable the most efficient and effective implementation of the school’s Strategic Plan and all other policies and operational objectives.

SCOPE: 
· To support the School Council’s goals and objectives by taking responsibility for the day to day management of finance, communication and school operations.
· To establish and maintain procedures to ensure a safe and healthy physical environment within the school.
POLICY:

· The Administrative Staff consists of the Principal, Business Manager and Support Staff.
· The school’s administration will operate within Department of Education policy and guidelines.
· The Principal will establish appropriate organisational and decision making in collaboration with – 
· Staff
· Learning Area/Specialists
· School Council and its Sub Committees
· Junior School Council
· Program budgeting will be used to enable participation by staff and to ensure economic use of all resources.  
· Where possible, a detailed draft budget will be prepared and submitted each November for approval by School Council, for confirmation after the school census date.
· The confirmed budget can be amended as required and submitted to School Council for approval.
· The Principal in consultation with the staff and School Council will have the right to vary this policy should it be agreed that extenuating circumstances exist. 
COmmunication
This policy will be communicated to our school community in the following ways:

· Available publicly on our school’s website 
· Made available in hard copy from the general office upon request.
Evaluation:

This policy will be reviewed as part of the school’s four year review cycle. 
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