Association of School Business Administrators (SA & NT) Inc.
Dear ASBA Colleague,

You may well be wondering why your Committee thought it necessary to produce this Members Manual.

After all, the students in our schools are taught less about What and more about How to find out about What.  Also a significant and increasing proportion of knowledge can only be accessed electronically, and our ability as professional managers of our schools is quite dependent on accessing information and knowledge quickly.

Most, if not all, of the information and knowledge in this Manual is accessible via a web site or in stored emails.  However, your Committee believes that ASBA’s Code of Ethics is a hallmark of our professionalism, and that the Bursars’ Handbook is a valuable distillation of the wisdom of some of our professional forebears.

Such knowledge is best imbibed by reflective reading of the printed page.  Also we believe that, for most of us, grabbing the Manual to get a Committee Member’s phone number or to check which school a colleague is at, is still the fastest information retrieval process!

 So I encourage you to:

· Re-read the Code of Ethics every few months to refresh the memory of what we value

· Browse different sections of the Bursars' Handbook for suggestions of best practice

· Keep in touch with your colleagues through the Members Directory

· Contact a Committee member when you have thoughts about Professional Development needs

· Make sure this Manual stays dust free!

In turn, your Committee will ensure the contents stay current and relevant. 

With kind regards,

Graeme Murley

President, Association of School Business Administrators (SA&NT)

For the 2006 Committee 
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ASBA Ethical Standards of Conduct

Statement of Application

The Association requires Member Associations and their members to observe the highest standards of professional conduct and ethical behaviour in all of their activities. By adherence to such standards the reputation of School Business Administrators is enhanced and public confidence in the management and administration of Independent Schools is increased. 

As the conduct of an individual member will reflect upon the wider profession of Independent School management and upon the Association's membership as a whole, the Code sets out what are deemed to be appropriate standards of professional conduct. 

Member Associations and their members are required to adhere to this Code both in spirit and to the letter so that their conduct is governed by the highest standards of professionalism and ethical behaviour. 

The Code

Member Associations and their members: 

· are required to exercise complete probity and diligence in carrying out their duties and responsibilities; 

· shall at all times safeguard the interests of their school employer; 

· shall not knowingly be party to any illegal or unethical activity; 

· shall not enter into any agreement or undertake any activity which may be in conflict with the interest of their school or which would prejudice the performance of their professional duties; 

· shall not use confidential information gained in the performance of their duties for any personal gain or in a manner which would be detrimental to their school; 

· shall endeavour to ensure the currency of their knowledge, skills and technical competencies necessary for the proper conduct of their duties and responsibilities; 

· shall refrain from conduct or action which might detract from the reputation and standing of their school or the Association; 

· shall abide by the Memorandum & Articles of the Association and those of its member associations and uphold the objectives contained therein. 

GUIDELINES FOR PROFESSIONAL CONDUCT

These Guidelines attach to the document "Ethical Standards of Conduct" adopted by ASBA in 1997, and should be read in conjunction with the Memorandum and Articles of Association of ASBA. 

Introduction

The Association is committed to articulating and promoting high standards of professional conduct and ethical behaviour. 

Wherever the term Bursar is used in these guidelines it refers to the person fulfilling this role in the school - Administrator, Finance Director, Business Manager etc. and includes any person admitted to Member Associations. The term Head refers to the school's Principal, Headmaster, Headmistress etc. The acronym ASBA means the Association of School Bursars and Administrators Limited and its State and Territory affiliated bodies in Australia by whatever name. 

Bursars are employed in educational establishments which embrace a wide spectrum of philosophies and religions. It is unlikely the ethical standards and guidelines for professional conduct for Bursars will conflict with stated aims and objectives of individual schools. If such conflicts should arise, the issue should be fully explored and resolved at the outset. 

Guidelines for Professional Behaviour were issued as an Appendix C to "The Bursar in the Australian Independent School" published by the Australian Council of Bursars' Associations (formerly the Association of School Bursars and Administrators and now Association of School Business Administrators) in 1992. These guidelines have been modified and renamed following the adoption of the Ethical Standards of Conduct in 1997. The purpose of the Guidelines for Professional Conduct is: 

i. To enlarge on the standards espoused in the ASBA Ethical Standards of Conduct. 

ii. To offer assistance and guidance to those joining the profession. 

iii. To encourage discussion on ethical issues and to provide a framework against which emerging issues can be measured. 

iv. To benefit the business performance of Independent Schools and to provide acceptable standards that schools can reasonably expect of Bursars. 

v. To provide a set of standards against which Bursars can measure themselves. 

vi. To set standards that do not discriminate on the basis of gender, race, colour, national or ethnic origin. 

As membership of ASBA excludes natural persons, ASBA is not in a position to enforce the Ethical Standards of Conduct nor these Guidelines except in respect of Member Associations. No disciplinary action can be taken against an individual member of Member Associations considered to be in breach. However, affiliated Member Associations are expected to adopt formally and promote both the Ethical Standards of Conduct and Guidelines as a means of reinforcing the tenets contained therein. 

1. Within the School Community

The Bursar has to recognise the complexities of the relationships between the governing body, the Head, the teaching staff, the non teaching staff, the students and the parents. Discretion, confidentiality, honesty and integrity, are all ideals to which Bursars should aspire in their relationships with these differing elements of the community. The Bursar is in a position to be able to facilitate communication and relationships and should seek to do so. 

In particular, the Bursar should: 

a. Develop cordial and frank relations with, participate in, and become an integral part of, the school community as a whole. 

b. Establish and maintain a strong working partnership with the Head providing support and advice where necessary, but always acknowledging that the overall management of the school rests with the Head. 

c. Co-operate with and support the school's Governing Body by providing assistance and advice in those areas for which the Bursar is employed, dealing truthfully and fully in all matters. 

d. Treat parents and students courteously and fairly in the spirit of service embodied within the school's philosophy. 

e. Co-operate with and provide assistance to the various school support groups. 

2. On Financial Matters

It is recognised that the Bursar does not always personally prepare and report on financial matters on behalf of the school. Almost always however, the ultimate responsibility for this function remains the Bursar's, even when delegated to an Accountant or Finance Manager. Accordingly it will be the Bursar who must be satisfied that the school adheres to accounting standards as appropriate and that financial records are maintained accurately and completely. The Bursar must be satisfied that these tasks are performed by a competent and qualified person. 

In particular, the Bursar should: 

a. Provide timely and accurate information on relevant business transactions to those who rely on the Bursar for such information, and manage the resources in a prudent and careful manner consistent with the mission and goals of the school. 

b. Account accurately and systematically for all funds, assets and liabilities as necessary to assist the school in meeting its fiduciary responsibility. 

c. Comply with applicable accounting standards as appropriate in presenting financial reports and keep abreast of changes in standards set by recognised accounting bodies. 

d. Set standards for business efficiency in the school which strive to obtain maximum value for each dollar expended. 

e. Be forward thinking and alert to the environment in which the school operates so that future trends and potential risks can form part of financial forecasts and budgets. f. Ensure that staff are fairly and correctly recompensed in accordance with negotiated awards and agreements on salaries and benefits. 

3. In Relation to the Head, Senior Staff and Teaching Staff

It is important to achieve and maintain good working relationships. To do this, the following should be practised, wherever possible. 

a. Recognise the importance of the various elements of the school programme and seek to support them in policy and practice. 

b. Consult, assist and cooperate with each department within the school in accordance with established lines of communication and formulated policy. 

4. Within the Bursar's Department

a. Select staff on the basis of ability, qualifications, experience and suitability. 

b. Encourage high ideals of service and commitment amongst staff. 

c. Give due recognition to those deserving of merit and deal justly with those who fail to meet expectations, offering advice and encouragement for improvement where necessary. 

d. Foster cooperation and understanding between members of the Bursar's staff and the teaching staff. 

e. Arrange for staff to attend and participate in regular training programmes to assist in improving their work performance and to provide opportunities for promotion. 

5. In Relation to Business Dealings

a. Treat fairly and courteously all firms that have legitimate business with the school. 

b. Foster and promote fair legal and ethical trade practices and cooperate with others engaged in the development of such practices. 

c. Avoid being placed in a position of compromise by accepting gratuities and personal. favours 

d. Be particularly diligent and honest in the submission of required statistical and financial returns to Governments especially those which impact directly on subvention and public funding. 

6. In Relation to Colleagues in Member Schools

a. Co-operate with colleagues in the furtherance of improved standards of performance. 

b. Assist to the fullest extent possible colleagues in need of advice or information. 

c. Treat with the appropriate level of confidentiality information about other schools obtained from colleagues or from other sources. 

d. Do not act in a way that undermines the status, reputation or performance of a colleague. 

e. In circumstances where a Bursar has a difficulty with a colleague, seek to settle that matter with the colleague; failing such settlement, and if the Bursar considers that the difficulty requires resolution, the matter should be referred to the President or Chairman of the State Association to be dealt with in such manner the State Association deems appropriate. 

f. Participate as fully as possible in activities organised by ASBA at National levels and by State Associations, especially when elements of professional development are included. 

g. A Bursar's first duty is to his or her own school. Nonetheless, Bursars should endeavour to make themselves available for nomination for positions of executive responsibility on ASBA and/or their State Associations. Consideration should also be given to opportunities to serve on a related education or professional body or one of its committees. 

h. Where there is a perceived or potential conflict of interest a Bursar should decline any invitation to serve on the Governing Body of another member school. 

i. If an invitation is accepted the Bursar's employer and Governing Body should be informed. 

7. In Relation to Staff Appointments

Bursars should accept that there will be occasions when non-teaching staff will wish to move employment from one member school to another. In respect of this: 

a. Where a Bursar wishes to make an offer of employment to an employee of another school, he or she should, as a courtesy, so inform the Bursar at the applicant's present school and in consultation with the applicant. 

b. References for staff should be provided willingly and without jeopardising the employee's present position. 

8. In Relation to Employer

a. Seek vacant position only through honest statement of qualifications, experience and expectations. 

b. Fulfil the contract relating to the position until released in part, or whole, therefrom. 

c. Seek to maintain personal performance and an understanding of new approaches and technology through professional development and education. 

April 1998 

Association of School Business Administrators (SA & NT) Inc.
Privacy policy
Background
We appreciate the importance of protecting your personal information and recognise the trust placed in us when you supply your personal information to us.  We are bound by the National Privacy Principles ('the NPPs') under the Privacy Act 1988 (Cth) ('Privacy Act') in the way we handle personal information.  To comply with the NPPs and in recognition of your trust in us, we have implemented a Privacy Policy.  This Policy explains how we handle personal information relating to individuals, whether or not they are members. Nothing in this policy limits any of our other obligations at law. 

Scope
ASBA (SA&NT) Inc is committed to protecting the privacy and security of personal information obtained from individuals.  This deals with the collection, use and disclosure of personal information as well as access to personal information and security issues. 

Definitions
The expression 'personal information' is used in this policy to refer to information or an opinion about an individual whose identity is apparent, or can reasonably be ascertained, from the information or opinion.

Collection of personal information
The type of personal information that ASBA (SA&NT) Inc collects about you depends on the transactions you undertake with the organisation.  For example we will collect personal information from you if you;

*
join as a member

*
register for Professional Development activities

Generally speaking, the purpose of collection and the minimum information you need to provide to ASBA (SA&NT) Inc., will be conveyed to you at the time of collection.

If you choose not to provide personal information requested, ASBA (SA&NT) Inc. may not be able to provide you with the products/services you require.

Use and disclosure of personal information
Your personal information may be used in order to:

· provide the products and services you have requested

· administer and manage service offerings, including charging, billing and collecting debts

· research and develop ASBA (SA&NT) Inc and ASBA Limited service offerings

· gain an understanding of your information and communication needs in order for ASBA (SA&NT) Inc and ASBA Limited to provide you with a better service

· provide information to ensure compliance with ASBA (SA&NT) Inc Constitution and Bylaws (in the case of members)

· provide you with access to and information about a range of current and future service offerings

· facilitate professional interaction between members of ASBA (SA&NT) Inc

When we disclose your personal information
For the purposes set out above, ASBA (SA&NT) Inc may disclose your personal information to third party organisations. The organisations to which ASBA (SA&NT) Inc discloses information may include:

*
external service providers to whom ASBA (SA&NT) Inc has contracted out functions, such as printers, mailing houses, advertising agencies, but only for the purpose of providing the service ASBA (SA&NT) Inc has contracted out

*
Government and regulatory authorities and other organisations, as required or authorised by law

You may at any time opt out of certain service offerings. For more information contact ASBA (SA&NT) Inc.

Data quality
ASBA (SA&NT) Inc takes all reasonable precautions to ensure that your personal information is accurate, complete and up-to-date. However, the accuracy of that information depends to a large extent on the information you provide.

We recommend that you;

*
Let us know if there are any errors in your personal information;

*
Keep us up-to-date with changes to your information by updating your details on the ASBA website.

Data security
ASBA (SA&NT) Inc will take reasonable steps to ensure that your personal information is protected from misuse, loss and from unauthorised access, modification or disclosure. 

ASBA (SA&NT) Inc personnel are trained to treat member and other customer information with the utmost confidentiality.

You can access your personal information
Individuals will be able to access their personal information by logging onto the ASBA website and/or contacting ASBA (SA&NT) Inc. 

Upon request ASBA (SA&NT) Inc will provide you with access to your personal information, subject to exceptions stated in the Privacy Act. 

Contact us
If you have any questions in relation to privacy, please contact the Secretary ASBA (SA&NT) Inc.

Email:


mcnamaraj@annesley.sa.edu.au
In writing:

The Secretary ASBA (SA&NT) Inc




c/- Annesley College




89 Greenhill Road
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THE BURSAR IN THE AUSTRALIAN OR NEW ZEALAND INDEPENDENT SCHOOL
Introduction
This fourth edition of the Bursars' Handbook contains comparatively few changes to its predecessor.  This is a measure of the excellent work carried out by the several previous contributions.  Nothing, however, remains constant in this world and that is especially true in education.  In the six years since the previous edition, the growth of the independent sector in Australian and New Zealand education has been significant.  With that, the awareness that schools as businesses is not a negative concept but intrinsic to their growth and, indeed, survival.  Thus the role of the Bursar continues to be vital.  The changing nature of government funding of independent schools in Australia in recent times has served to politicise the sector to an extent greater than anticipated or warranted.  For a period, independent school funding became front page news for the first time in thirty years.  Parallel with this has been the growth in the number of smaller independent schools - Christian schools, "affordable" or "low-fee" schools along with the expansion of many older schools, often including the Early Learning Centre strategy.  It is now possible for a child to attend an independent school from several months old to 18.  To the extent that these changes have created a range of matters to be addressed, the role of the Bursar has truly expanded.

Not only the role is changing, however.  The various titles given to the role have expanded significantly from Bursar to Business Manager, Administrator, Director of Business and all combinations thereof.  The number of staff in the business, accounts, grounds, support staff areas has increased.  The Australian "New Tax System" proclaimed education as "GST free" to the amusement of all Bursars and the delight of recruitment agencies and newspapers' Saturday classifieds.

Nevertheless, certain core functions remain and certain attributes are essential.

This handbook follows the pattern set by previous editions in attempting to provide a treatment of the approaches of Bursars to the day to day tasks.

The Original Editor, A.G.W. (Ron) Coleman, acknowledged the gracious permission of the National Association of Independent Schools, in the U.S.A. for permitting its 1979 publication to be the basis for this book. 
Also acknowledged were the contributions of the Committee and other experienced Bursars and ideas gleaned from British, American and Canadian sources. This lasting contribution is recognised, as the editing  for this revision has not involved major changes.  Instead, this fourth edition seeks to incorporate changes that have occurred in perceptions and practice since then. 

The first edition was a publication of ACBA – the Australian Council of Bursars’ Associations.  This body developed into ASBA – the Association of School Bursars and Administrators and it, in turn, became a company – ASBA Ltd – in 1999.  Further expansion occurred in 2003 with the admittance of two new Members so that currently it comprises eight Members - the associations of the ACT, NSW, New Zealand, Queensland, South Australia, Tasmania, Victoria and Western Australia.

The inclusion of New Zealand Bursars in this way was a significant step in the evolution of the industry.  In this way, almost 1000 people have a national representative and professional body.  Additionally, ASBA continues to have links with similar organisations in the U.K., South Africa and the U.S.

The activities of ASBA Ltd now include the financial survey, the salary survey, the ISB magazine, a professional development programme leading to further qualifications in the industry, the Bursars' Handbook, the publication of Ethical Standards of Conduct, the national conference and the website (www.asba.asn.au), at which further information can be found.  The website is expanding on a regular basis providing both resource material and the opportunity to interact with follow bursars.

It has been the objective of all previous ASBA committees to provide a publication that would be of assistance to all associated with the business management of independent schools in Australia and New Zealand; School Governing Bodies, Heads of Schools, practising Bursars and those new to the position.  It was never intended to be prescriptive as the role of Bursar can vary enormously from one school to another.  It does aim to be of some value to those in the profession.

Professionalism is essentially the byword of Bursars in the 21st Century.  ASBA is now a company, its Directors drawn from a wide variety of schools across two nations.  This embodies the national thrust pursued at the 2001 ASBA Sydney Conference.  It is to be hoped that this approach will enhance the profession and the work of Bursars everywhere.

I acknowledge the significant contribution to this publication made by previous editors, the Board of ASBA Ltd and my colleagues over a number of years.  And my thanks to Ms Katherine Sedgmen who recomposed the type and put the document together.

Graham Willard

October 2003

1.  Why Have a Bursar?
Schools are increasingly complex places.  Successful Heads of Schools can rely on prudent delegation of non-academic matters to a Bursar. All administrative functions are aimed at providing the highest standard of education that can be achieved within the limitation of available financial resources. The professional Bursar provides the business management skills necessary to support the Head in attaining the School's aims and objectives. Subject always to the direction of the Head, the Bursar can undertake the non-academic functions of the school, including the supervision of all non-academic staff. 
The Bursar can serve a variety of educational institutions which today are facing new challenges.  This handbook deals specifically with independent schools in Australia, including both systemic and non-systemic schools. 
The educational philosophy and purpose of the school, the composition of the Governing Body and the frequency of its meetings, the personality and interests of the Head of the School and the stage of growth and strategy of the School all help to shape the nature of the role of the Bursar. Consequently each independent school has its own history, resources and operating conditions. 
Choosing a Bursar, defining the responsibilities, and deciding how those responsibilities are to be carried out depends on the particular circumstances of the individual school. Ordinarily. major responsibilities assigned to the Bursar include accountancy, financial planning and control, salary/wage and benefit administration, purchasing, personnel administration, buildings and grounds maintenance, food service and laundry management, transportation, government relations, and general administration. The Bursar is often appointed as Secretary to the Governing Body of the School. 
The position of Bursar is a demanding one and requires initiative, perception, creative endeavour and a capacity to promote staff relationships in addition to the ability to perform the duties of the post. The Bursar should be expected to be involved in the life of the School and to be identified at all times with the School's best interests.

The role of the Bursar in an Independent School is one of responsibility and recognition of this by all members of staff should be encouraged. This is important and essential to the fulfilment of the function of the role and to the gaining of respect. Ideally the Bursar should be included in the management team. Definition of areas of responsibility is essential and the delegation of authority to the Bursar must be well defined. The Bursar should be able to make decisions within those areas but should recognise the importance of knowing when to consult. A chain of command should be established so that the Bursar can know to whom they are responsible and accountable. The role will of course vary from school to school, and in line with the Bursar's responsibilities. However, if the Bursar is to make a significant contribution to school life the Bursar must serve with the Head and other senior management personnel in controlling the activities of the school. 
Personal contact with parents pupils, alumni, and the business community requires the Bursar to project a good image. An ability to converse is important and confidence in one's own ability is desirable. These qualities will help to project a business like and efficient manner and assist in developing good personal relationships. 
A Bursar must be willing to accept responsibility and should possess the qualities of management. Many times in the course of the job the Bursar will be faced with a number of problems that must be solved. These problems are more than likely to occur at the one time and must be solved rationally. If done so it will help the decision making process of the school and set the course for smooth operational management. 
A Bursar should be a team leader, especially in a larger school, where there may be other professionals involved in the business management of the school.  Such people typically include an Assistant Bursar, an Accountant, a Catering Manager, a Property or Maintenance Manager and a Computer Systems Manager.  The Bursar then assumes a Business Manager's role, relying on others to fulfil the specialist functions.  This is part of the line management function and responsibility for day-to-day management should be delegated to these other professionals. 
At the same time, the Bursar has a staff responsibility to the Head.  This requires flexibility to be able to move between these two aspects of management. 
If at all possible the Bursar should consult people in the decision making process. However, final decisions have to be made and a good Bursar should show the quality of sound decision making. 
Contact with other Bursars and business personnel is essential in broadening one's experience. The role of the Bursar can sometimes be frustrating and it is easy to become introverted and dominated by one's own problems. This must not occur and can be avoided by a positive approach and sharing experiences with other Bursars. However difficult, time must be devoted to learning about the job to be done. Courses and Seminars should be attended and organisations joined and supported to increase depth of knowledge so that every effort is made to improve capabilities. The task is rewarding; the Bursar may well be over-worked but will never be bored. 
Integration of the Bursar into the life of the school is very important but here again will vary from school to school depending on the culture and history of the school. 
A Bursar appointed to a newly established community based school will probably commence work immediately with the Head in a management capacity. Any system or format of organisation can work harmoniously if you have the right people. The Head may well see fit to invite the new Bursar to staff meetings and other functions. This will give an appreciation of the philosophy of the school and help that person understand the school's priorities. The Head should not expect immediate appreciation of the school's philosophy as this should evolve once a good working relationship is built between the Bursar and the Head. 
Frequent contact with teaching and other staff is vital for the smooth operation of the role. Suspicions can develop between the staff and the Bursar when staff feel they are unable to relate to the person and a sensitivity in this area is an essential part of a Bursar's make-up. If there appears to be a good working relationship between Bursar and the Head, this will be seen by staff as a positive step towards good management. 
2.   Who makes a good Bursar?
The short answer is a professionally trained person who gains the complete confidence and trust of the Head of the School and its governing body. The importance of the relationship between the Head and the Bursar cannot be over-emphasised. A good Bursar will do everything possible, consistent with a duty to the Governing Body, to see that a good personal and working relationship is established, maintained and continually developed. 
Conditions vary considerably from school to school. The personal and professional qualifications of Bursars, like their duties and position in the school, are as varied as the schools they serve. An important requisite is commitment to the school and to its educational philosophy. The Bursar must believe strongly in education as one of society's prime values, in independent schools in general and the school concerned in particular. Commitment to the educational aims and objectives of the school is an essential ingredient in a Bursar, without such a belief the Bursar may find the work dull, the demands excessive and might even act as a deterrent to the achievement of the educational policies of the school. 
The Bursar should be a practical person who enjoys dealing with whatever occurs. No matter how large the school or its support staff the very nature of school operation demands attention to almost endless detail. Because so many activities are involved in running a school, the Bursar must come to know a great deal about a large variety of different jobs. 
The smaller the school the more the Bursar will be involved in routine tasks and the less able the school to afford a person with top qualifications and managerial experience. Such a school may seek a person with suitable personal qualities who is intent on improving his or her knowledge and qualifications. Prior knowledge of accountancy is the one absolute requirement for a Bursar in the case of a small school which, with its limited resources, must look directly to its Bursar for accounting knowledge. Accounting is the one area where aptitude is no substitute for training and experience. While formal training in food service, the upkeep of buildings and grounds, purchasing, secretarial practice and the other major areas of school business management is desirable, it is not essential. Informed commonsense, motivation and the ability to learn can go a long way in carrying out these aspects of school operations. 
It has been asked whether a Bursar should have prior teaching experience to be sympathetic to the educational aims of a school. This is not necessary. Acceptance by the staff, despite unpopular decisions that a Bursar is often forced to make, will be due to managerial ability, sensitivity to personal relationships and willingness to co-operate. The successful Bursar is one who earns respect and does not court popularity. The Bursar has to control non academic staff and should possess the tact and firmness which this requires. As the direct supervisor of office, maintenance and domestic personnel, the Bursar has also to deal with their personal problems and grievances and should be a good listener. 
The Bursar deals with a large number of individuals and with various groups including parents, trade suppliers, solicitors, auditors and other professional advisers. Therefore, the Bursar must be able to adapt to many situations and people, to communicate effectively and to listen with an open mind and sensitivity. 
Typically, in Australia, Bursars are recruited from business, government and to a lesser extent, from the teaching profession.  The most common professional qualification is that of an accountant but a qualification in educational administration is also appropriate. The profession of Bursar is a developing one, but a knowledge and experience of financial affairs is very vital. Large schools often employ an Accountant responsible to the Bursar for the accounting work of the school, leaving the Bursar to operate as Chief Financial Officer and to concentrate on the broad range of responsibilities. These needs should be weighed carefully before writing a position description which is an essential preliminary to the appointment of a Bursar. 
In summary, a Bursar must be able to demonstrate leadership, be a good manager, have the capacity to consult, to delegate, to analyse and plan on an organisation-wide basis.  A Bursar needs to be a practical person, as well as a good listener and communicator. 
Salaries of Bursars vary widely depending on the size of the school, the complexity of its business operations and the need to attract and hold a qualified person. The Association of School Bursars and Administrators (ASBA) and any of the State Members are willing, if asked, to advise on any aspect of the appointment of a Bursar.  Every two years ASBA undertakes a salary survey of Bursars which can be of value in this area. 
3.   Where does the Bursar fit in?
Before appointing a new Bursar, the Head of the school and its governing body should consider the Bursar's place and function in the school.   To whom does the Bursar report, and on what matters?  What is the scope of responsibilities?  What staff does the Bursar manage?  Does the Bursar hire and fire the non-teaching staff?  Are there Policies and Procedures to follow?  What are the levels of expenditure for which the Bursar is responsible?  Is the Bursar a signatory for all bank accounts?  These and other questions, provide the means by which a clear schedule of duties can be established. The Head is the Chief Executive Officer and is responsible for the internal management of the school. The Head leads and co-ordinates the total educational effort. The Bursar is almost always responsible to the Head but may also be responsible, directly or indirectly, to the governing body for the business management of the School. Particularly if a school is incorporated the governing body will wish to be involved in the appointment of a Bursar in whom it must place reliance in complying with the provisions of the Corporations Law and in discharging the legal obligations associated with an incorporated body. The position will be affected by the nature of the school, its size and the complexity of the school operation but broadly two structures exist: 
· The scalene triangle or dual control structure where the Bursar is appointed by the governing body, in consultation with the Head, or by the Head in consultation with the governing body. The Bursar has a dual responsibility to the governing body and to the Head and reports directly to both.  In this case the Bursar is Secretary to the governing body and is required to attend meetings of it and its committees. 
· The direct line or unit control structure where the Bursar is appointed by the Head and is responsible solely to the Head. The Bursar reports to the governing body through the Head and does not necessarily attend meetings of the governing body. 
Although too much faith should not be placed in organisation charts for schools, the Bursar's responsibilities and relationships have to be accurately defined. Those considering such matters would be well advised to refer to the following sources of informed opinion: 
· Paper entitled 'What a School Principal expects of the Bursar’ presented by the late Sir Brian Hone at the Bursars' Conference held in Melbourne in 1968. 
· Paper entitled 'What the Governing Body expects of the Bursar' presented by the late the Hon. B. B. Riley at the Schools and Colleges Business Management Conference held in Sydney in 1972. 
· Paper entitled 'The Bursar and the School Council' presented by Dr. J. Davis McCaughey at the Schools and Colleges 3rd Business Management Conference held in Melbourne in 1976. 
· Paper entitled 'The relationship between the Governing Body and the Bursar' presented by the then Chairman of A.C.B.A., Mr. J. E. McCann, at the 3rd National Conference of N.C.I.S. on School Governance in the Eighties held in Sydney in 1981. 
The responsibilities of Bursars vary considerably from school to school and persons filling the position of Bursar vary just as considerably. As Jack McCann said in his Paper referred to above: 'This species (the Bursar) is rather like a rhinoceros -- hard to describe, but you know one if you see one'. It is worth repeating that any system or format of organisation can work harmoniously if you have the right people. Good personal and working relationships between the Head and the Bursar are paramount. 
A school is a complex organisation for it contains numerous components, quite apart from pupils, such as a wide variety of people, the work they do, the structuring of that work, and the network of complicated relationships among those components. With the growing breadth of responsibilities the Head must delegate certain duties among which a major item is the management of business matters. This delegation starts by formally designating the Bursar as the person in charge of the business affairs of the school. The Bursar on his part must know when to consult. The business function is so important and infringes on so many areas that, for proper discharge of duties, the Bursar must be able to work closely and directly with the Head. It is important that the Head and the Bursar arrange a time for regular meetings. Decisions relating to curriculum, school organisation, school facilities and staff establishments all affect and are affected by financial considerations. The Head need not be a financial expert or the Bursar a teacher, but they need to work closely with each other. 
The Bursar also has an important relationship with the teaching staff. In many schools, the Bursar attends staff meetings; such a practice helps the Bursar understand school policies and problems and it also encourages teachers to recognise that the Bursar is a fully fledged member of the school community. 
The Bursar may make useful contributions at staff meetings, particularly in discussions of school operations and can gain much from listening to the points of view of teachers on such matters. The Bursar should meet informally with the staff as often as is practicable. Effective communication is essential; the inability of people to communicate with each other is a main source of problems in large schools. 
In most schools it is probably not wise for the Bursar to serve as Chairman of the governing body's Finance Committee.  The principle of a division of responsibilities, together with the use of external financial experience and expertise is important.  A member of the governing body, or a Finance Committee of the governing body should be an independent overseer of the financial affairs of the school, providing an objective review of the overall financial plan, recommending sources and application of funds and directing the investment decisions of the school. All or part of the preparatory work involved will be delegated to the Bursar who will also take the initiative in submitting proposals to the Finance Committee. The part played by the Bursar will depend upon the drive and knowledge and the confidence and respect earnt for the ability, reliability and creative endeavour.
The structure adopted will dictate whether a Bursar is entitled to attend meetings of the governing body. A Bursar should be expected to attend such meetings and also meetings of committees when business matters are to be discussed. To deprive the Bursar of participating in top level decision making is to remove a source of strength and encouragement from the position. An able Bursar, thoroughly versed in the business affairs of the school and able to respond to questions of detail, is extremely valuable in promoting useful discussion and informed decision making by the governing body. With confidence in the Bursar, the Head can concentrate on areas other than business and finance when preparing for a meeting of the governing body. Even a new Bursar should attend meetings of the governing body from the very start. As experience and confidence grow so will the Bursar's contributions. The Head may well feel diffident about thrusting a new and untried Bursar into the boardroom, especially if the job has been less important in the past, but if the Head wants to upgrade the job, this kind of professional exposure is essential. 
Just as the Bursar should be accountable directly to the Head of the school, so should the supervisors of the various business departments report only to the Bursar. This group includes the accountant, clerks in the Accounts Office, the supervisors of the upkeep of buildings and grounds, the caterer etc. There are individual variations from this pattern according to the size, history and type of school, quite apart from the presence of dominating personalities who can bend organisational lines. In the same way that the Head should delegate responsibility for all day to day business matters to the Bursar, the Bursar should delegate as much supervisory responsibility to subordinates as they can assume. Management makes things happen and gets things done through the work of others. However, final responsibility rests with the Bursar who will intervene if desired results are not achieved. 
As important parts of school activities, the Bursar must be involved in fundraising and development activities.  There is a distinction between annual giving programmes and special appeals for capital improvements, and also between the internal and external aspects, that is to say the public relations part of fund raising as distinct from planning and controlling. The setting of targets, the writing of promotional material, the making of speeches and the contacting of potential donors is the job of the Heads' team of voluntary advisers. However, the Bursar should have a place on the Steering or Executive Committee conducting a building appeal in order to make a valuable contribution in planning, accounting and the administrative work. The Bursar should work closely with a Development Officer although that person may report directly to the Head. The public relations aspect of development is so intimately bound to the overall policy and reputation of the school that it cannot be divorced from the control of the Head. 
The Bursar should have informal working relations with the alumni association, with any Foundation organisation and with parents' groups. The Bursar's role is to monitor, co-operate, encourage and support and to prepare reports. Personal contact is of great value. The time and services of the Bursar should always be cleared with the Head to protect the Bursar from well meaning but excessive demands on time and office resources. The important factor is that the Bursar is identified with all these groups whose members should feel that the Bursar appreciates their efforts on behalf of the school, even though the Bursar keeps a tight hold on the purse strings. 
4.   What does the Bursar do?
The primary function of the Bursar is the sound financial management of the school. and to manage the non-academic activities of the school. The basic functions of management are evaluating, planning, organising, staffing, programming, resourcing, controlling, co-ordinating, directing and reviewing.  Inherent in each of these are the high level skills of analysis and synthesis.  The level of success in carrying out these functions is measured by the results that are achieved. The responsibilities of a Bursar are increasing both in scope and content and thus the art of delegation becomes increasingly important. There is a danger in trying to do too much and thus being swamped by detail and by the minor and constant problem solving.  The answer is a balance between suitable delegation and personal awareness of individual situations.

The Bursar is responsible for supervising and controlling auxiliary departments, the maintenance and development of buildings and grounds, equipment, transportation and catering but the business office is the principal domain. It should be as close as possible to the Head's office so that the Bursar can confer frequently and conveniently with the Head. Some schools have a general administration office, supervised by the Bursar, where the Accounts office staff, secretaries, typists and administrative assistants work together. In large schools, the Head and departmental heads have their own secretaries or typists; physical and administrative separation of this sort brings added communication demands which may lead to inefficient use of time. 
In a small school, the general office may consist of the Bursar, receptionist/telephonist, who answers the 'phone and types letters and purchase orders, and a bookkeeper who takes care of cash receipts, disbursements, journal entries, bank reconciliations, the trial balance, and the payroll. Special typing jobs reports and large mailings can be performed by temporary help or parent volunteers. 
Large schools require greater specialisation of tasks, and thus need more full time people.  Consideration can be given to outsourcing some office functions including payroll but the cost must be weighed against security and control.

The Bursar can make a valuable contribution to school life and win the confidence and respect of students and teachers by working, for  example, with the school magazine committee, the school bank and bookstore, and the drama club by helping them keep their books, storing their money in the school safe, negotiating with printers, collecting payments from advertisers, and arranging for the setting up of rooms and equipment. The Bursar can serve as an indispensable source of assistance to the Head, as the opening of school, sports days, speech nights, and other big all-school events draw near, and can play an important part in such other school functions such as the health service, adult education courses, music lessons, tutoring, and community programmes. The Bursar should be prepared to contribute expertise in all non-academic areas and seek to acquire an appreciation of, and empathy with, academic functions. 
The Bursar must adapt to covering a wide range of duties. Conditions vary considerably from school to school, and it does not follow that every Bursar is required to carry out all the duties listed below. For example, although many Bursars are in fact Accountant-Bursars, not all have to deal with the general financial policy of the school; or again, although many Bursars act as Secretary to the Governing Body, in other cases this is a separate appointment. A classification of duties has been adopted as follows: 
GROUP A:

Duties concerned with the financial and business administration of the school. These duties probably form the main part of the work of most Bursars. 

GROUP B: 
Technical and Specialist duties. 
GROUP A
· Maintaining the school accounts, the preparation of Income and Expenditure Statements, Cash Flow statements and Balance Sheets.
· Preparing the annual budget and supervising income and expenditure relating to it.
· Preparing and collecting student fees and other dues.
· Paying salaries, wages, taxation and accounts.
· The keeping of analyses of costs and other statistical records; the keeping of records relating to employees particularly those required by the Taxation Office or the Labour Department. 
· Maintaining Cash Flow projections and investments.
· Liaising with relevant government and associated bodies on financial issues.

· Advising on the formulation and execution of the school’s business objectives.

· Advising on general financial policy. 
· Advising on, and assisting in the selection of administrative computer systems and ensuring that appropriate modules are available and operating to generate all relevant business reports. 
· Purchasing. 
· The supervision of the school's insurances in all forms. 
· Superannuation.
· The appointment, organisation and supervision of the work of staff in the financial and business areas.

· Knowledge of government regulations and compliance with those affecting school activities. The administration of Federal and State government (recurrent & capital) grants and allowances and meeting accountability requirements for such funding. 
· Legal matters. 
· Long range and strategic planning. 
· Advising on governance issues.

· Acting as Secretary to the governing body. 
GROUP B
· Liaising with the School architect in the preparation of briefs and the construction of new buildings, alterations and external and internal repairs.
· The general maintenance and upkeep of school buildings, equipment, grounds, plant and the IT Network. 
· The supervision and maintaining of an Asset Register of all capital items.

· The appointment, organisation and control of the work of the staff engaged on the above tasks when it is done by direct labour, and the purchase and custody of the necessary materials and tools. For all work done by contracting firms, the checking of specifications, the execution of the work and the materials supplied. 
· Catering services, vehicles, laundry and school shop. 
· Involvement with fundraising, development, marketing and community relations.

JOB DESCRIPTION
A Job Description is a pre-requisite to advertising for a Bursar and is also necessary where the scope of the responsibilities of an existing Bursar has not been clearly defined. Those charged with the task of an appointment to this pivotal post should commit to writing the duties and responsibilities which the school wishes the Bursar to undertake, with matching authority, not only to determine the calibre of the person required and to assist the interviewing of applicants, but also to provide a brief for a newly appointed Bursar.  In framing a job description, only parameters are needed; effective Bursars will develop the job to their own and the school's satisfaction. A useful adjunct to a Job Description is an organisation chart setting out the responsibilities of the Bursar, and supervisors reporting to the Bursar, together with lines of communication between those persons and the Head of School, other educational managers and the governing body. 
A synopsis of the Job Description should be included in an Information Sheet prepared for prospective applicants for a position of Bursar. Other matters included should be: 
· A description of the school, whether incorporated, its management, present enrolment, number of employees, both academic and non-academic, cash turnover per annum and other relevant data. 
· The title of the post, its position in the management of the school and the scope of the job. 
· The terms of the appointment, e.g. salary, benefits, annual leave, sick leave entitlements, probation, termination provisions. 
· Application requirements. 
A Job Description assesses the job and not the individual. Suitability of an applicant will be weighed by members of an interviewing panel having regard to educational and professional qualifications, experience, personality and perceived ability. It is well to remember that a good vacancy is always better than a bad appointment. 
The principal areas of activity may be:
· Responsible to the Head of school and to the governing body for the business and financial functions of the school. 
· Secretary to the governing body and, where the school is incorporated, the Public Officer. 
· Management of the financial affairs of the school, including all accounting duties, within guidelines notified by the Head of the School and the governing body. 
· Direction of procedures for purchasing to provide materials, equipment and services needed for the school to function economically but with due regard to quality. 
· Personnel management of the non-academic staff. 
· Supervision of the upkeep of buildings and grounds and overseeing the construction of new buildings in accordance with specifications. 
· Management of the catering service organisation of the school and provision of nutritious and palatable meals of approved portion serves within constraints imposed by the budget. 
· Supervision of the transportation programme with particular emphasis on safety, care of vehicles and insurance cover. 
· Overseeing the financial operation of the Bookroom, Canteen, School Shop and Child Care facility.
· Responsible for the general management of the school. 
· Strategic planning. 
· Responsible for non-teaching computing operations of the School. 
The supervisors who may report to the Bursar/Business Manager are:
· Assistant Bursar / Accountant. 
· Maintenance Officer/Superintendent of buildings and grounds/Property Manager. 
· Cleaning service supervisor. 
· Catering Manager. 
· Transportation Supervisor. 
· Curator. 
· Development Manager. 
· IT/ICT Systems Manager. 
5.   Specific Areas of Interest
1. Accounting 
All independent schools should consider, but not necessarily adopt the Department of Education Science and Training Standard Chart of Accounts for Non-Government Schools. 
A small school needs only three books of original entry: cash receipts, cash disbursements, and a journal. Each month these totals should be posted to the general ledger. In addition, the school needs simple systems for keeping records of employees' earnings, deductions and leave taken, accounts payable, accounts receivable, and petty cash. Larger schools require more elaborate systems, with ledgers for each subsidiary account and investment. 
All schools should have their financial statements audited annually by a reputable firm of public accountants. Outside auditors can often give schools excellent advice on ways to set up and operate their systems and perform routine internal controls. 
Many schools still operate on a cash basis, but the accrual method, where income and expenditures are related to a particular time period, is preferable. How and to what degree major accounts are subdivided depends on the circumstances of the school and the degree of sophistication required.  Although the annual Income and Expenditure Account and Balance Sheet (or Receipts and Payments Account for cash accounting) for a school has a limited circulation, the accounts are the only permanent record of the financial history of the school. Therefore they should include the following information: 
(a) Details of changes to assets and liabilities during the financial year. 
(b) Details of changes in Net Assets during the year. 
(c) Details of Trust Funds/Trust Fund Investments held at the end  of the year and, in summary, income received and its allocation. 
(d) A summary of Net Income and Net Expenditure for the year with a comparison with Budget figures for the year and actual results for the previous year. 
(e) Explanations concerning factors affecting results for the financial year. 
(f) Details of changes in net current funds over the year. 
(g) A statement of the application and source of funds over the year. 
These statements will not only provide reference material for the future, they will fully inform the governing body. 
Worth considering is an annual report to parents, the alumni and friends of the school, couched in non-technical terms, giving a summary of financial results, compared with previous years, and financial information of general interest. This report containing basic information can also be used as a managerial tool and as an aid to decision-making, fund raising and public relations. 
2. The Budget
The fundamental purpose of the school budget is to identify necessary expenditures and the means by which they will be funded. The budget expresses in dollars the educational and ancillary recurrent programmes of the school; its approval each year constitutes one of the single most important points of involvement by the governing body in guiding the development of the school. Properly interpreted, the budget is a financial feasibility study of the policies of a school over the next year. The Bursar should begin work on the budget as soon as useful knowledge of the next year's conditions becomes available. Most schools begin to draft the budget for the coming calendar year by July. Firstly, discuss with the Head the enrolment predictions for the next year and the implications of any variations for both teaching and ancillary staff levels, and any proposed variations in curriculum content and presentation which will have financial implications. 

Next, obtain for discussion with the Head submissions from heads of academic departments for equipment and consumables. If salaries are not controlled by award or agreement determinations, early consideration will need to be given to the setting of salary scales. Maintenance of property and equipment, and provision of services will be the subject of continuing policies but the cost of any major proposals will have to be identified. Consideration of all these components and a review of recent years' experience will enable a preliminary draft of expenditures to be made. 
Next, an estimate of all non-fee income needs to be made including, income from subsidies, endowments, investments, donations and fund-raising, rent, extra tuition, profit from canteen, bookshop, clothing pool etc. The shortfall between this income and projected expenditure will indicate the pupil fee income necessary to be generated to break even. Any school, however, which accepts "break even" budgets should recognise that it is stagnating. A budget must provide for a surplus if a school is to have funds for expansion, development or renewal. The sum of the shortfall and the desired operating surplus, when placed alongside predicted enrolments. will point to the fee scale necessary to be charged. Would these fees be digestible by the School’s clientele, competitive in the 'market place' and consistent with the governing body's policy? If not, then economies need to be made in expenditures or means found of augmenting other income. 
If the answer is 'yes', then a submission is ready for the governing body's approval through whatever channels are appropriate. 
On the question of timing, it is politic to be able to inform the parent body of both continuing and enrolling students of next year's fees before the end of the current year. Also, staffing and material/equipment requirements for the new year need to be in hand before the teachers depart for vacation. 
After the commencement of the school year many estimates will be able to be verified and a reworked budget (not involving changes in policy stances) should be completed and adopted as the official guiding financial instrument for the year now under way. 
The two major items in school budgeting are fee income, depending on actual enrolments, and salaries/wages. The budget for those items requires frequent examination. A shortfall in predicted enrolments will have a disproportionate effect on financial results; a general increase in the level of teachers' salaries and in wage rates is usually outside the control of the school which, unless anticipated, leads to a deficit situation. Many schools work on slender financial margins to contain fees and cannot afford to be unrealistic about factors affecting the two major items in the school budget. Schools must live within their budgets, and most prefer to err on the side of conservatism when estimating income and to make full allowance for probable and possible increases in salary and wage rates. 
For the larger school, a system of internal budgeting is suggested. Based on a consideration of each department's estimates of expenditure by the Head and the Bursar, a departmental budget is approved as an allocation from the school's budget. The person in charge of each department then needs no further authority to spend within the approved departmental budget subject to expenditure being for the approved purposes. Each month, or as a minimum each term, the Bursar issues a statement to each departmental head showing expenditure incurred to date in the financial year and, as far as possible, liabilities incurred but not yet paid. Conditions attaching to such a system are desirably: 
· An effective penalty if a departmental head overspends without obtaining a prior supplementary budget; and 
· The adoption of zero-budgeting. This means that no estimate should be submitted unless it can adequately be justified; the previous year's budget, or actual expenditure against it, is not necessarily a justifiable base from which to work; and 
· Before departmental estimates are prepared the issue of a Bursar's memorandum setting out guidelines for the preparation of departmental budgets and providing details of previous years' budgets and actual expenditure for the department concerned. 
This system gives a departmental head an involvement in the school budget and overall financial policy, an understanding of the issues and an independence to incur expenditure within a departmental budget rather than continually seeking authority to spend. 
Each month, or at least each term, the Bursar should submit a written report to the Head and to the Finance Committee of the Governing Body setting out details of actual results compared with budget.  Such reports will be in summary form and cover both the operating and the capital expenditure budget. 

3. Key Performance Indicators

On a regular basis, the Bursar should report to the Head of the governing body Key Performance Indicators.  These should include student and staff numbers, cash at bank, investments and useful ratios such as debt-per-student and student-teacher figures.

This will serve to ensure that the Head and the governing body have a complete picture on the financial progress of the school in the course of a year and, where necessary, make appropriate adjustments.  It also serves to support cash flow projections and future planning needs.

4. Cash Flow and Investment. 
The Bursar has an important role to play to ensure that the best use is made of the funds which the school generates from normal operations or receives in some other way. 
To enable the Bursar to achieve proper control of funds for investment, it is important that there be maintained a well considered Cash Flow Projection covering both a period of a year ahead and another for the long-range planning period.  (Generally the actual cash flow will be recorded month by month against the estimated figure to provide an indication of the accuracy of the original estimates). 
Funds could be available for investment from the following sources: 
Short Term Funds: 
· generated from normal operations and available only until required to meet current operating expenditure; and 
· from other sources, for example, call down of advance from bank or other lender but not immediately required. 
Long Term Funds: 
· surpluses generated from normal operations but not required for current operations or current capital expenditure; 
· Funds from donations and/or bequests or the like, subject to any special investment provisions; 
· Funds from other sources, not required at once and available for investment for some period in excess of a year; 
It is of prime importance that the Bursar obtains guidelines from the governing body in respect of investments and that great care be taken to see that all investments fall within these guidelines.  In the normal course, a Bursar is unlikely to have approval to invest in anything of a speculative nature and a proper investment of the School funds must be on the basis that the funds are held in a stewardship capacity and may be invested only in secure and non-speculative investments. 
Where large amounts are available for investment it is customary for the governing body to provide that a set maximum amount or proportion be invested in any one medium or with any one party. 
The general aim of investment must be to obtain the best return on investment consistent with the degree of risk inherent in the approved investment medium. The safety of an investment involves both the security of the capital and the assurance of the earnings. 
A study of the short-term money market needs to be made by the Bursar who should establish and maintain contacts with successful professional advisers who specialise in investment of funds. Such advisers also need to be well acquainted with the school's policy on investments. 
Short term investments may readily be made in Deposits both secured and unsecured at Call, 7 days, 30 days, 60 days or 90 days, and in Bank Accepted Bills, generally for 90 or 180 days. 
Longer term investments are more likely to be made in Secured Debenture Stocks issued by first ranking Finance and Industrial Companies, Real Estate Mortgages, Government and Semi Government Stocks, Loans to Superannuation Funds and the like, or direct investment in real estate. 
When the investment of funds is being considered, the Bursar should bear in mind that the school's bank is more likely to be sympathetic to an approach from the school for a loan, if, at times when the School has had funds available for investment the funds, or some of them, have been placed with the Bank or its associated financial institutions. 
The Bursar must report regularly to the governing body on what funds are available, how they are invested and at what rate of interest. 
5. Purchasing 
In some schools the Bursar acts as the purchasing officer.
The aim of a purchasing officer is to obtain maximum value consistent with cost. Value the proper combination of quality, service, and price must be defined individually for each item. In the case of staple items, price is probably most important. With laboratory or audio-visual equipment, quality and service usually weigh more heavily. Central buying can give you even greater control over spending and accounting for school funds. 
The business office usually gives departments whatever information they need when buying equipment and supplies. Keep and accept through the mail, or from representatives, an up-to-date master file of catalogues, price lists, and other information on the numerous items that are needed during the school year. Track down specific detail on prices, discounts, delivery schedules, and specifications for as many products possible so that departments can fill their needs precisely and promptly.
A system should be established, either centralised purchasing or purchasing within a department.
Before issuing the purchase order, however, the Bursar may want to check to see whether it can be consolidated with orders for similar items from other departments, how urgently it is needed, and whether the school should adjust quantities to take best advantage of suppliers' discounts. Resist urgent requisitions necessitating non-competitive purchasing; with a little training (and patience!) staff can be educated to plan ahead to allow ample time for acquisition through the most favourable source of supply. Although all purchasing should be under the Bursar's control, authority can reasonably be delegated to department heads. In this case, the Bursar will have an opportunity to exercise oversight when cheques are submitted for signature. 
In making major purchases, sound commercial practice dictates that quotations be obtained or formal competitive bids. Too often schools rely on the most convenient source or the same suppliers they have been using for years, either out of tradition or apathy. Usually more than one vendor can meet a particular need, and the Bursar should take the time to explore the various advantages offered by each. Vendors will often narrow their profit margin if they realise that they are competing with others.   Remember, however, that as long as a supplier remains competitive you should not arbitrarily or capriciously switch to someone else, for good business relations can pay dividends in extra service over the long run. 
Take the time to explore the possibilities of co-operative buying. Groups of schools in the same area can combine to purchase items needed by all members of the group and thus obtain substantial savings through quantity discounts. By joining regional buyers' associations and maintaining contacts with associates in other independent schools, the Bursar may gain knowledge of local market conditions and possible sources of supply 
6. Insurance 
Insurance is a vital element of business-like conduct of the school's affairs.  A professionally trained insurance broker should be employed, with the approval of the governing body.  The value and condition of the school's plant and equipment should be appraised regularly, and adjustments should be made as new facilities are added or older buildings are modified or remodelled. A careful choice needs to be made between indemnity and reinstatement policies. A clear understanding of Co-insurance or Average is essential. 
Fire and Burglary insurance should reflect the degree of protection that the governing body wants and that the Bursar recommends. Since any school is highly vulnerable to claims of negligence and other kinds of liability, the protection sought through insurance should be correspondingly high. It is essential to ensure that adequate personal injury and public liability cover is provided, and that Common Law extension on workers’ compensation policy is adequate. 
Insurance is such a many-sided issue that the Bursar would do well to establish good relations with the school's insurance broker to obtain in depth knowledge about risks and coverage. The Bursar may also wish to ask an independent insurance consultant to review the school's insurances from time to time and to seek competitive bids when a major insurance contract expires or a new kind of coverage is proposed. Besides offering protection, an insurance company should be requested to inspect the school's facilities. Often its suggestions can lead to elimination of unnecessary hazards and thus to greater peace of mind and lower premiums. 
The following observations may be of assistance: 
· Indemnity insurance provides cover for depreciated value only; the depreciation factor can be substantial. Reinstatement and replacement provisions cover the cost of replacing or restoring the property destroyed or damaged to a condition equal to that when new. It is vital that reinstatement cost of buildings and contents be reassessed at regular intervals and insurance cover revised accordingly. Extra cost reinstatement covers the cost of any change in the conditions under which a building can be re-built or restored and which are outside the control of the insured, e.g. revised building regulations or requirements of Authorities. 
· An Industrial Special Risks Policy will give cover against fire loss and a number of other risks and provides a convenient umbrella policy. Such a policy should be endorsed with reinstatement and extra cost reinstatement provisions and include cover for loss from a wide variety of causes in respect of buildings, contents, stock, removal of debris, cost of re-writing of records, loss of rent and with cover extended to the cost of hiring temporary furnished accommodation and to the property of employees and pupils. 
· In Public Liability insurance, schools may be at risk because of inadequate cover either in amount or the extent of risks covered or both. Recent awards arising from bodily injuries sustained some years ago indicate a need to examine whether a school's cover is sufficient to meet a claim of this nature settled a few years hence against the current policy. The policy should be on an occurrence rather than on accident basis and should cover a wide range of risks, in particular professional indemnity, goods sold or supplied, unregistered and non-owned vehicles, auxiliary bodies and voluntary workers, trespass and use of swimming pools. 
· Director’s and Officer’s Indemnity Insurance: With the recent changes to Corporate Law, the Governing Body and Executive of the School need to be protected against the possibility of claims for negligence or culpability due to decisions made and acted upon by the Governing Body. 
· The school's need for other classes of insurance should be re-examined annually. 
Above all it must be remembered that all policies of insurance are on the basis of 'uberrimae fides' that is, the contract is entered into on both sides in the utmost good faith. Failure to disclose information at the time of making a proposal, or renewing a policy, which has a material effect on it, may lead to the insurer considering the contract null and void. 

The importance of knowledge by the Bursar of the terms and conditions of the school's public liability insurance policy cannot be over-emphasised. The Bursar should understand the policy word by word including the fine print. The amount of the cover, risks covered or excluded and the geographical limits should be considered carefully in the light of the school's activities and arrangements made to extend the cover as necessary. If any wording is ambiguous the underwriter should be asked for an interpretation and it may be necessary to consult the school's solicitors. Any conflict between the printed part of the policy and the typescript should be queried as this opens the door to argument and dispute if ever a substantial claim is made by the school. Check that members of staff are covered under the policy; if this is not so, a negligent employee may be served with a Notice of Contribution or joined as a third party in any action against the school and may have to pay his or her own costs and meet a proportion of any damages and this would not be covered under the school's policy. 
Public Liability insurance is a developing area in schools especially in terms of professional indemnity. Schools cannot afford to accept exclusion of liability arising from any professional duty owed by teachers employed by the school to its pupils. Subject to the exceptions listed in the policy, public liability insurance covers awards made by a Court against claims arising from acts or omissions resulting in physical injury to third parties or loss or damage to the property of third parties. Unless specifically included the insurance does not cover professional indemnity claims arising from a contract to render professional advice or services. Judicial decisions in recent times widen the scope for claims for damages in the professional indemnity field. The duty of care is now widespread and protection is advisable either by the purchase of professional indemnity insurance, as a separate policy, or inclusion in a public liability policy. 
7. Superannuation 
Perhaps the main purpose of a superannuation scheme is to help preserve employees' living standards after retirement. However, superannuation means different things to different people. For some, superannuation means a retirement benefit, while to others it is a leaving service benefit, whereby some money is set aside each month and this money is redeemable with some interest at the termination of employment at the school. For others, it is a means of obtaining some cheap life insurance cover because the employee may not have any cover. Nevertheless, the principal purpose should always be kept in view and the interests of long service employees protected from the effects of enhancing benefits for short-term members. 
The Bursar should be completely conversant with the school's current superannuation plan. This plan should incorporate as many of the modern day concepts as can be built into it and which the school can afford. Superannuation plans are constantly under review with many innovations, new trends and problem areas. 
Bursars usually act as the liaison officer between Superannuation Managers and Trustees and those who are members of the Superannuation fund. It is important for the Bursar to have an 'open mind' on trends, to ensure that maximum value is obtained from every dollar put into the fund. Bursars need to read and understand the Trust Deed, despite its complexity, be able to advise on membership and benefits criteria, as well as assist members approaching retirement and even keenly watch and report on investments. 
Under the Australian Superannuation Guarantee Charge Legislation (SGC) all employees within the specified guidelines of the legislation are eligible for superannuation contributions from the employer. Aside from this requirement most schools will make other levels of superannuation available to their staff. Some schools, with good reasons, do not invite membership until after a qualifying period (perhaps twelve months) of service. Other schools operate differential schemes within the one school and provide the Head and/or Executive Officers of the school with special superannuation provisions which may be written into a remuneration package. This may for personal taxation purposes and can be an important employee benefit. 
Bursars should be aware of the employee and employer contribution rates in other relevant schools’ superannuation schemes as well as the legislated minimum percentages required to be vested on behalf of all employees. Numerous types of superannuation schemes operate. Most funds are administered by Corporate Trustees on behalf of independent schools and make decisions regarding: 
· Formation of the Trust Deed. 
· Actuarial activities in benefit design and determination of the contribution levels. 
· Regular updating of benefit advice to employees and staff counselling by registered financial advisers. 
· Investment management. 
· Legal and Taxation considerations. 
· Maintenance of fund records and accounts, and payment of benefits, and 
· Many other facets for the correct operation of superannuation under the SIS (Superannuation, Industry (Supervision)) Legislation and APRA requirements.
The Trustees or the Policy Committee of a fund comprise equal representation of employer and employee representatives. The Bursar should ensure that there is a part to play to remain in a pivitol position for the benefit of the school and the employees. 
8. Human Resource Management 
The Bursar is the most logical person to act as H.R. Officer for non-teaching employees of the school. Personnel management is an art in itself, for it embraces setting staff levels, competence in interpretation of industrial awards, selection, employee benefits, welfare and counselling, settling disputes and grievances, and - particularly important - assigning the right people to tackle the right jobs at the right time. Involving each of the supervisory staff in setting job descriptions and engaging staff in their areas is desirable.  In addition, the Bursar will probably be involved in appraisals of non-teaching staff.  This will require a detailed knowledge of current industrial relation legislation and HR best practice.  The Bursar, in turn, will almost certainly be subject to appraisal and/or review on a regular basis.  Detailed preparation for this should include a list of achievements as well as areas for further discussion.
Schools may have trouble finding and keeping particular categories of capable employees. The Bursar should do everything possible to build the school's reputation as a fair employer. Being known as 'a good place to work' depends not only on levels of pay (these should match community expectations as closely as conditions permit) but also on pleasant working conditions, attractive fringe benefits (health insurance, sick leave, retirement benefits, holiday plans) and, above all, on the intangible but vital ingredient, 'good atmosphere'. 
People often ask who is responsible for setting wage and salary levels for different categories of school employees. Ordinarily, the School Head negotiates teacher contracts within award constraints and guidelines set by the governing body. The governing body usually determines salary for the Bursar. The Bursar, in consultation with the Head and governing body, determines salaries for senior supervisors such as the catering manager and the superintendent of buildings and grounds. The Bursar consults the various supervisors and sets the wage rates for other staff employees in keeping with award requirements. Determining salary levels by informally surveying practices in similar schools in the area and by keeping up to date with general salary information can be useful in this area.
Staff establishments, the number and type of school employees, should be subject to the covering approval of the governing body. It is good practice for the Bursar to prepare an annual detailed breakdown of staff establishments showing the past, current and future position for submission to the Head and the governing body. This tends to promote evaluation of need for additional posts. 

The provisions of Child Protection Legislation need to be carefully monitored.  All necessary (and logical) checks on potential employees need to be made and all proper records maintained.  This is equally true for all staff employed in a school, whether teaching or non-teaching.
9. Government Regulations 
As government regulation of various school operations grows, the Bursar must be aware of all state and federal statutes that affect the school. I.S.C.A. and N.C.E.C. maintain offices in Canberra and more and more state associations are monitoring pertinent legislation to assist schools generally.   The same applies in New Zealand where reference to the peak bodies must be made on a regular basis.  The daily operations of schools are regulated in both countries by Departments of Education, Departments of Industrial Relations, Departments of Health and Family Services, Sex and Race Discrimination Acts, Workcover regulations, local councils and municipal by-laws, the Taxation Office and more.

The Bursar must keep abreast of developments in entitlement for State Aid and any other matters affecting the future financial position of the school. The Bursar should be au fait with the financial sections of Schools' Commission reports and publications by federal and state associations representing independent schools. Recurrent (per capita) grants to independent schools by governments form a material part of the annual budget of all independent schools and their importance should be treated accordingly. 
10. Rented Property 
Some schools own residential properties which are occupied by members of staff at concessional rentals in consideration of after hours work required by the school from the member of staff concerned. The administration of such properties and sometimes the drafting of agreements for letting property to school employees and third parties is the job of the Bursar. The rental, if any, fair to both the employee and the school is difficult to assess but it is important to have a yardstick and net annual value of the property, declared for rating purposes, or a percentage of it is suggested for this purpose. 
11. Taxation
It is the Bursar’s responsibility to maintain the records to substantiate calculations each year in these areas.
The Bursar should have a good understanding of the various pieces of legislation to ensure the right options are being utilised.

It can be useful to have a third party (eg. Auditor) peruse the FBT return before it is submitted and to have regular independent advice on the preparation of BAS returns as well as the application of GST, particularly as it varies between the two countries.
12. Legal Matters 
Someone on the administrative staff of every independent school should know something about such basic legal matters as contract law and government regulation.  Because of their nature the Bursar tends to be the person to whom these concerns gravitate. Under no circumstances, however, should the Bursar, replace the school's legal adviser. Rather, the Bursar should be one who seeks to recognise when legal assistance would be prudent and who carries through the decisions reached on the advice of counsel. In arranging for professional legal advice the school may engage a solicitor on retainer or on a fee for service basis. Since relatively few solicitors specialise in school law, it is wise for the school to build a continuing relationship with its legal advisers so that they can accumulate the kind of experience that will provide strong support for the school's decisions and policies. There are cogent reasons to suggest that retention of a legal firm has advantages over use of a sole practitioner. Many schools benefit from having an honorary solicitor associated with the school; the legal profession is a most eligible field in which to seek members of the School Council or governing body. It may be helpful for the Bursar or a member of the school staff to become a Justice of the Peace or a Commissioner for Affidavits, both to expedite the school's business and as a service to staff members. 
Here is a partial list of routine legal matters that arise in most schools - 
Constitutional requirements of the school and its subsidiary bodies. 
Legal forms and contracts relating to school activities completed by parents. 
State or local registration of the school, as required. 
State and local property tax exemption. 
Documents connected with purchase or sale of property and securities, whether investments by the school or gifts to the school. 
Advice to potential benefactors, particularly testamentary bequests. 
Australian Bureau of Statistics reports. 
Returns relating to Commonwealth and State per Capita Grants etc. 
Collection of debts. 
The Bursar has a duty to acquire an elementary knowledge of certain branches of law, particularly concerning the obligations of the school: 
· to parents and vice-versa; 
· to occupiers of its property and vice-versa; 
· to its employees and vice-versa. 
The Bursar also needs a general knowledge of the incidence of Commercial Law, especially relating to Contracts, Agency and Negotiable Instruments, and an elementary acquaintance with Planning and Uniform Building regulations and with the Health Act. 
Above all, the Bursar must develop an ability to know when legal advice is necessary. 
Parents have been reluctant in the past to bring legal actions against schools but such actions are increasing as are damages awarded in successful actions. It has been said that the United States of America sets patterns in matters of this kind and the pattern of actions against school for negligence or breach of contract is well established there. The balance of probabilities indicates that this pattern will be followed in time in Australia and New Zealand but to a lesser degree. Experienced Bursars will not find it difficult to think of accidents which have occurred in the schools they serve where some degree of negligence is arguable. All Bursars and Bursars' Associations should give consideration to precautionary action which a Bursar can take to reduce the possibility of a writ landing on the Bursar's desk. 
Included in such action would be: 
· Acquiring a knowledge of the legal liability of schools. 
· Reviewing hazards in the light of that knowledge. 
· Introducing a risk management programme. 
· Arranging public liability insurance to cover all major risks. 
· Student accident insurance. 
· Professional indemnity insurance. 
· Directors and Officers indemnity insurance. 
Among the ways in which a school may face legal difficulties are: 
(a) Criminal responsibility of schools and teachers arising, for example, from excessive punishment. 
(b) Contractual liability arising from the contract entered into at the time of enrolment of a pupil. The terms of the contract derive from the contents of a prospectus and the conditions set out in enrolment forms and associated documents and from terms implied by behaviour. 
(c) Liability in tort arising from a breach of a duty imposed by law whereby a right of action for damages is acquired. 
The Bursar should seek to identify any condition of the contract between the school and the parent which is not being fulfilled and draw the attention of the Head to any such omission for consideration with regard to legal liability. However, the Bursar is more concerned with liability in tort of which the most common affecting schools is the tort of negligence. The school has direct liability, as an occupier of premises, for negligence associated with dangerous conditions, such as holes down which people may fall or polished floors or stairs on which they may slip, and for negligence with regard to dangerous chattels, such as certain chemicals in school laboratories. The school also has vicarious responsibility for the acts and omissions of teachers and other employees. 
It is clearly established that a teacher has a duty to take the care which a reasonable parent would take to safeguard a pupil. In all but extreme circumstances the school would stand behind any teacher who is sued. In some circumstances the plaintiff will have the option of action against both the teacher and the school. 
13. Strategic Planning 
While the school budget is a device of fiscal control and operating management, it can also be used more creatively as a tool for strategic planning. For this purpose, the budget has to be projected beyond the next school year to become part of the school's strategic plan. 
Any strategic planning begins with an evaluation of the school's present position. A formal statement of plans contains four levels of detail: aims, objectives, operating policies, and programmes. At the highest level, the aims of the school are often formulated as elements of its educational philosophy. These aims can be realised only by establishing objectives, operating policies, and, at the lowest level, programmes for carrying them out. Thus a good strategic plan does not stop at a mere definition of aims or operating policies but examines in detail their implications in terms of required resources - spells out programmes in terms of people and things needed to achieve these aims. 
This difficult and time-consuming effort is worthwhile if it results in better understanding of where the school should be going over the next several years. If it results in a strategic programme of financial, material, and personnel requirements, underpinned by a soundly conceived statement of aims, objectives, and policies, then the school has a useful tool for shaping its own future. 
Most schools in their strategic plans usually look from three to five years into the future. It is of doubtful value to forecast beyond five years, with the possible exception of capital projects. To look ahead less than three years, on the other hand, does not give enough lead time for such capital planning as new building programmes or increasing enrolments. Strategic planning is a useful guide to determining activities and expenditures as part of a coherent master plan. 
One simple example of an applied strategic plan is for the Bursar to decide that it will be cheaper for the school to perform certain activities that it has been hiring others to do, such as cleaning, upkeep and maintenance of buildings. The school lacks the proper equipment, each piece of which will involve capital outlay. The Bursar therefore has to assign a priority to each piece of equipment and establish the order in which the school will need to buy it as funds become available over the next few years. By making this kind of plan and following it, the school can gradually move toward self-sufficiency without straining the budget unduly in any given year. 

14. Secretary to the Governing Body 
For those Bursars who act as Secretary or Minute Secretary to the governing body, there is needed a knowledge of procedure at meetings -notices, agenda, minutes, conduct of meetings, and secretarial practice. Members of the governing body are busy people, voluntarily giving their time to the school, and the Bursar should make decision making as easy as possible. This is greatly assisted by well-prepared agenda supported by memoranda setting out facts, alternatives and recommendations concerning each subject to be discussed. Matters of importance requiring a decision should not be submitted by means of papers tabled at the meeting, but distributed a week in advance. Time taken in preparing for a meeting is more than repaid by time saved after the meeting and the wisdom of decisions taken. 

If the school is a company, the Bursar, as Company Secretary, must have a thorough knowledge of company law and regulations and be aware of the various formal returns that need to be submitted to relevant bodies.  These relate to annual financial statements, directors’ details and statutory requirements.  Directors may well need advice on company matters which the Bursar should be able to furnish in a timely and appropriate manner.
15. Buildings and Grounds 
The operation and maintenance of the physical plant of the school, including the grounds and playing fields, is a full-time job for at least one skilled, knowledgeable person. In large schools, this person may be called the Property Manager and may oversee a large group of grounds and maintenance people; in small schools, a 'handyman' with one or two unskilled assistants may be able to handle the job. Whatever the title or size of the school, the person should report directly to the Bursar. 
The size and scope of buildings and grounds departments vary enormously, depending on the number of buildings and their age and condition; the nature and extent of land owned by the school; whether the school is day or boarding, and its location in relation to population centres. Many of the following observations therefore do not apply to a particular school, but all apply to some schools. 
The ideal property manager knows something about architecture and landscape design; heat, power, and ventilation; custodial and watchman service; fire protection, security and safety; horticulture; transportation; and the mechanical and electrical trades. In addition, this person should have a gift for personnel management and be thoroughly adept at  cost control. Having said this, few if any schools can find, let alone afford, such a person. As a general rule, the larger the school, the greater the possibility of performing more of the above tasks internally. The smaller a school is, the more heavily it has to rely on outside help of two distinct kinds: professional services (architects, engineers, landscape designers) and contract work (plumbers, carpenters, electricians, air-conditioning technicians). 
Probably no other area of school business management depends so heavily on the background and aptitudes of the people involved. Successful operation of the buildings and grounds department provides enormous scope for imagination and ingenuity in making do with the people and materials at hand. 
If the Bursar has had building experience or has the necessary aptitude and is willing to learn, the maintenance person won't have to be strong in all respects of construction. Conversely, if the school is lucky enough to have a maintenance person who is a carpenter, the Bursar will not have to be concerned with that area. Thus responsibility for various functions is distributed differently in different schools, depending on the size of the operation, the relative aptitudes of the Bursar and the maintenance officer, and the ease of access to outside help. 
The buildings and grounds operation may involve some or all of the following broad functions: 
1. Maintain buildings and grounds in a way that provides the best possible educational environment, by providing adequate heat, light, and ventilation, inspecting wiring and fixtures, maintaining and repairing equipment and plant, maintaining an attractive campus, painting and refinishing exterior surfaces, repairing and replacing fixtures, caring for lawns, trees, paths and playing fields, cleaning classrooms and other interior spaces and repairing and maintaining furniture and fixtures. 
2. Run an efficient school transportation service by maintaining vehicles and supervising drivers. 
3. Protect life and property by ensuring compliance with local authority regulations, maintaining and testing of all fire prevention and control apparatus, supervising security and controlling distribution of keys, eliminating safety hazards and complying with Occupational Health and Safety Regulations. 

4. Provide auxiliary services by processing orders for materials and receiving deliveries, providing labour as necessary to move furniture, mark playing fields, maintain courts, etc.
5. Take part in planning buildings and construction by participating in long-range campus development planning and supervising construction of new buildings. 
Once such an inventory of tasks is made, the Bursar should evaluate the ability of the present staff to perform these varied duties satisfactorily. The Bursar should try to define available skills, whether electrical, plumbing, carpentry, mechanical, automotive, custodial, or supervisory. Then the Bursar should investigate those areas where outside help has been called in, to see how often and at what cost, and decide whether it would be more economical for the school to employ skilled employees to make the school self-sufficient in those areas. 
Gradually, the Bursar will develop a set of aims and operating policies for managing the buildings and grounds department:  emergency items that must be tackled immediately, desirable items that can be handled as time permits, and long-range items that may require additional funds in future budgets. Such a plan also identifies additional skills that should be looked for in new employees and specifies particular items of equipment that should be bought as funds permit. 
This kind of programme is indispensable, far too often maintenance and repairs are performed haphazardly and not according to a carefully worked out preventive maintenance schedule. Leaky taps, spasmodic heating, cracked windowpanes, and peeling paint needlessly waste energy and irritate everyone. Students, teachers, and parents are far more likely to respect a school that maintains an attractive well-cared-for campus. 
Once you have established a long-range plan for improving the buildings and grounds operation, you have to consider the daily round of getting the job done. Here, as in so many areas of school business management, flexibility is the keynote. You have to be particularly flexible in how you go about using the available work force. 
Consider carefully those functions that can best be performed by outside firms on contract. Almost all services can be contracted out - cleaning, window cleaning, maintenance of heating plant and air conditioning, painting, and care of lawns and grounds. Remember, by leaving matters as they are you are making a tacit decision not to change. You should therefore look into having outside contractors perform the services the school now performs so that you can make a systematic comparison of the costs of both methods and make all decisions on the most informed and rational basis. Try to consider all possible alternatives, too, such as having major work done during summer vacation by college students (perhaps graduates of the school) under the supervision of an expert. 
A word of caution on using contract services; a proliferation of such people may leave you with - 
· A host of job specifications and adequate contracts to be prepared, with attendant problems of 'demarcation' and 'interpretation'. 
· Loss of flexibility in routines. 
· No less and possibly more need for overseeing, quality control and follow up. 
· Reduced direct control over workers on the job. 
· Too few 'pairs of hands' to call upon for unpredictable demands and emergencies. 
Building inspections can be undertaken at the convenience of the Bursar - a tour first thing in the morning, a long inspection every two weeks after everyone is gone, or checking reports from heads of departments, who list items that require attention. In tallying these lists it is important to see the buildings through the eyes of others and remember the criteria for a neat, clean, functional school. A good work request system is an essential element of a buildings and grounds operation. If maintenance people are at the beck and call of every teacher who wants them to replace light bulbs or set up a classroom for a film, chaos and frustration are the result. Many schools have adopted the simple solution of having every request for work to be performed, however minor, written on a standard form and submitted to the Bursar or the Property Manager. This permits the Property Manager to sort work requests according to priority, plan the work load efficiently, and allocate tasks to the proper people. Meeting the auxiliary staff often and routinely checking their job lists to ensure tasks requested are done is highly desirable. 
Some schools have a caretaker living on the school grounds, in order to have on-the-spot help in case of fire or other emergency. 
Wise schools have their insurance company inspect plant and equipment. Good relations with the local fire brigade can result in useful assistance - which should include demonstrations of evacuation and other procedures to be followed in case of fire and advice on the choice and care of equipment. Automatic sprinkler systems and simple structural improvements can often reduce insurance costs; preliminary comparison of the installation costs versus the insurance savings is necessary. (Predictable re-action of pupils is also a factor!) 
Local gas and electricity suppliers often provide free material and advice on laying out kitchens, labour-saving equipment, and maintenance. The school's fuel supplier can probably give expert advice on trouble-free operation of the heating plant. Skilled tree surgeons can be called upon to determine what work, if any, is required to preserve and care for the trees on the school grounds. 
16. Ancillary Activities 
While the laundry may not be directly supervised by the Bursar, the maintenance and the efficiency of the plant and, possibly, the buying of materials will be the Bursar's responsibility. In consultation with the manager or supervisor, the Bursar should undertake organisation and method surveys and cost benefit studies to decide whether any laundry should be done externally, whether labour is used efficiently, whether modernisation of plant is indicated or a change in type of plant is justified. Large boarding schools should consider the installation of dry cleaning plant as a saving for pupils and staff and a source of surplus for the school. With the development of automatic equipment for laundrettes, the installation of such equipment of larger capacity may, with a change to polyester/cotton sheets and pillow cases, be an economic proposition for schools, with a hundred or more boarders. Labour needed would be minimal as no ironing would be done; items for which ironing was essential would be laundered externally. 
Although the Bursar may not have sole management, the business efficiency and the security aspects of the Bookshop, Canteen, School Shop and Child Care facility are the Bursar's concern. Financial results should be monitored regularly and remedial action taken if results fall short of budget.   Equally, the employment of staff in these areas needs to be carefully monitored, particularly under the provisions of Child Protection Legislation
17. Relationships with Teachers and Pupils 
It is not unreasonable to suggest that a Bursar has a responsibility to develop good personal relationships; these do not just happen, they have to be fostered and worked upon. In a school where there is a medley of personalities, this is not always easy. The two golden rules are to remain in good temper and courteous whatever the provocation.  This does not mean that firm resolve should be forsaken nor an expectation of reasonable respect by the teaching staff.
A Bursar cannot devote much time to relationships with pupils but should take an interest in their extra-curricular activities and at  least know the pupils holding school office. The Bursar can set an example in guiding the organisation of social functions and expeditions and should insist that cash collected for any purpose be deposited with the Bursar's office and not kept in a study cupboard or desk drawer or some other 'safe' place. Whenever opportunity offers the Bursar should give senior pupils an insight into the part a Bursar plays in school affairs, the need for care of school property and ways in which pupils can serve the school. Nothing new for the use of pupils should be installed until the ground has been prepared and a public relations exercise undertaken including an explanation of the reasons. 
Increases in Bookroom and Canteen prices are also subjects for explanation and the Head may allow the Bursar to 'face the music' in an Assembly which also affords the opportunity for pupils to get to know the Bursar. 
18. Catering Services 
School meals are an auxiliary service that offers considerable scope for the Bursar's administrative talents. The principal aim of the catering service should be to serve attractive, nutritious meals as economically as possible. 
Some schools find that this aim is best achieved by contracting for food service with a private catering firm, which prepares menus, buys all the food, hires cooks, maids, and kitchen help, and provides a dining room manager and assistant. 

Many schools that could contract for catering if they wished to do so prefer to run their own kitchen and dining room operations, mainly for reasons of quality control, lower costs, and greater flexibility of work assignments. 
The Bursar's first task is to make a systematic, comprehensive survey of the cost of both methods, no matter what method is presently in use. In examining bids from prospective contractors, the Bursar could commission a consulting food service manager to comment on the quality of the menus proposed. In estimating the total real expense to the school of providing its own catering service, the Bursar should remember to include all relevant costs: salaries/wages and benefits, food and other supplies, repairs, utilities, insurance, purchase or depreciation of equipment, laundry and administrative overhead. The results of this study, together with comments and recommendations, should, after consultation with the Head, be submitted for a policy decision. 
If the school decides to provide its own catering service, the Bursar will need to plan the most effective way to go about doing so. Large schools can afford a full-time chef manager (reporting to the Bursar), who employs and supervises cooks and maids, plans menus, buys food and supplies, and assists the Bursar in budget preparation and control. The chef manager is also responsible for keeping up with new food preparation and service techniques. The Bursar is primarily responsible for supervising the manager's efficiency, disposing of requests for purchases and repairs of major items of equipment, and, perhaps, for approving charges by major suppliers. Having regard to Awards, the Bursar is the final arbiter on minimum wage rates and conditions of employment, even though the chef manager handles day to day personnel problems. 
A variation on the above theme that is often suitable for smaller schools that cannot afford a full-time professional chef manager is for the Bursar to find someone at a nearby institution who can serve in a consultant capacity at the school. The initial task here is to plan the most efficient kitchen layout and to recommend some of the major local food suppliers. Then the consultant periodically submits suggested menus for several weeks in advance, with estimates of how much food will need to be bought. The Bursar negotiates with suppliers and places orders, with the functional operation being managed by the head cook. 
Whichever method is adopted, an efficient catering service with high standards requires constant attention to detail. Whether performed by a full-time chef manager reporting to the Bursar or by the Bursar in conjunction with the head cook and possibly a consultant, the school should pay particular attention to the following aspects of food service: 
· Training and morale of catering service employees. 
· Maintaining the highest standards of health and sanitation in all areas of food storage, preparation and service. 
· Staying alert to new food products and incorporating the latest labour-saving devices into an efficiently laid out kitchen. 
· Eliminating waste, spoilage and pilfering. Purchasing food competitively and recycling left-overs. 
· Inspecting and testing samples, particularly from new suppliers. 
· Checking deliveries by weight and count. 
· Maintaining adequate, accurate inventory records (especially important where bulk purchase and storage are possible). 
By exercising imaginative leadership, the Bursar as business manager can exert considerable influence in providing attractive, well-balanced meals and the good employee morale that results in pleasant mealtimes. Combined with effective cost control, a well run catering operation provides a real service to the school. 
Meals served to Boarding House staff or other staff in the dining hall should be the same as the meals served to boarders, although some variation in type and standard is permissible for meals served in private staff dining rooms for staff who are not on duty in the dining hall. There will be requests for meals for quasi-school or social functions; all such requests should be directed to the Bursar to shield the catering manager. Formulae should be devised to charge for all such meals with elements for food cost per sample menu, labour (perhaps as a percentage of food cost), gas/electricity, laundry, drinks, etc. An invoice should be presented in all such cases even though this may be settled only by way of a journal entry. If functions for external organisations are handled, then the bill should include a charge for overheads and supervision, again on a percentage basis. 
19. Transportation 
For the school's transportation system to be reliable and economical, the Bursar or the person responsible for it must know what is going on at all times. If a school is forced to be in the transportation business, then that service must run efficiently. Obviously it must comply with all relevant legislation. By taking responsibility for planning for lower costs and complaint-free operation, the Bursar can relieve the Head of what is often an irritating and unrewarding task. Government subsidised travel by public transport should be explored as should co-operative arrangements with neighbouring schools. 
By combining ingenuity, persuasion, and efficiency, the Bursar can plan and operate a transportation system that will meet the needs of school and parents alike. Some factors to be taken into account in planning the best possible system are- 
· Education and licensing of bus drivers 
· Employment of part-time drivers or drivers who can perform other duties 
· Cost 
· Careful choice of vehicle type; occasional needs may be better met through hiring Leased or owned vehicles 
· Availability of commercial or contract transportation services 
· Schedules and routes 
· Safety 
· Discipline 
· Radius of service 
· Rates, charges, and billing procedures 
· Legal liabilities and insurance 
· Emergency service (illness, injury, etc.) 
· Transportation for students who stay after school for sports and activities. 
The Bursar is obviously faced with a bewildering task in designing the best system for the school. The simplest solution may be to recommend a bus service for which parents will be billed directly. The school then maintains (or leases) only one or two smaller vehicles for errands and emergencies. Field trips and sports travel can be handled by hiring buses and drivers as required. (This possibility exists in most areas where commercial school transportation services are available.) 

The school can also contract with a firm to provide transportation tailored to the needs of the school and its students. In this case, the school is usually committed to paying the firm a fixed annual fee for basic transportation, and the school charges the parents a flat rate. This alternative is more widely available than the first one, but  also mostly in large centres of population, and the school may be responsible for providing chaperones for buses. 
A third method is for the school to run its own transportation service. Buses, vans, and station wagons may be owned by the school or rented from a commercial leasing firm. The school arranges the schedules, determines the fees, and hires and supervises the drivers and student supervisors. 
In areas where commercial or contract service is available, considerable difference of opinion exists among schools on the relative advantages and disadvantages of maintaining their own bus fleet. 
Proponents of commercial or contracted service argue that it relieves the school of all the problems of breakdowns, maintenance, supervision of drivers, route planning and billing. Other schools maintain that the flexibility and independence of running their own fleets are worth the cost and administrative headaches. 
The Bursar can make a twofold contribution: first, by systematically analysing which transportation alternative is best for the school, and then, after a method is chosen, by seeing that it runs efficiently. 
Make a thorough survey of all methods that exist in the area and obtain competitive bids from all firms that offer contract transportation service. It is a good idea to ask for bids in two separate steps. 
First, ask firms to bid on basic to-and-from school transportation, using a pattern of pickup zones based on the distances students live from school. Then, ask the same firms to bid on special purpose transportation: sport, travel and field trips. Get an estimate from the sports master of the number and location of 'away' games for the year, and then ask the departments involved how many field trips (with how many students going what distances) they foresee for the coming year. 
Once the various firms' bids have been received, the Bursar can compare the cost to the school of hiring a single firm to do all transporting with the cost of hiring different firms to handle certain parts of the total programme. 
Using the same schedules and estimates, the Bursar should then calculate what it would cost the school to operate its own transportation fleet, including careful allocation of wages and benefits of any employees who might perform other tasks, such as maintenance, in addition to driving. This calculation should also involve the costs of owning versus leasing the necessary vehicles and the pros and cons of having a few large buses versus several station wagons or vans. Insurance, depreciation or replacement costs, maintenance, petrol and oil, replacement and spare parts, wages and benefits of drivers and supervisors and the proportion of any time spent by administrators should also be included. Don't overlook the potential for further spreading the fixed costs by use of buses (and drivers) for holiday excursions during school vacations. 
Having performed both of these calculations, the Bursar can estimate, for a given transportation requirement, the relative costs to the school of each method. The results must then be matched against certain intangible considerations, such as the more costly advantage of flexibility and freedom of choice associated with having a fleet of one's own as compared with the lower cost of hiring a commercial firm. The results of this study, together with comments and recommendations, should, after consultation with the Head, be submitted for a policy decision. 
If the school decides to contract for transportation, the Bursar’s responsibilities will be fairly light. Once the contract has been negotiated, the Bursar will only need to supervise the firm's performance. If, on the other hand, the school decides to operate its own transportation service, the  Bursar has to think about how to organise for the task. Much depends on the size of the operation - number of vehicles and drivers, number of students and where they live, and whether vehicles are owned or leased. A large operation may warrant delegating responsibility for scheduling and drivers to a transportation supervisor. The publication by the Bursar of standing orders is essential; these should cover all aspects of the use of all school vehicles. 
20. Management Tools 
The growing need in schools for management skills and the professional advancement of Bursars demand increasing use of management tools which refine evaluative criteria, the analyses of alternatives and the assessment of progress.  Management tools complement and extend the problem solving capacity of the Bursar but cannot replace decision making; there are often conflicting interests and values so that subjective judgment, experience and intuition are the decisive factors. 
Management tools include: 
· Analytical Models which involve explicit thinking about aims and constraints, about alternative courses of action and which data are important. 

· Simulation Models which trace the effect of considered action in the future, this process improves understanding, gathers pertinent data and breaks down a complicated system into sub-systems. 

· Cost/Benefit and Cost/Effective Analyses which assist in making the best compromise between competing programmes and financial resources. The total costs, both direct and indirect, are evaluated in terms of results both in the short and the long run. 

The essential difference between a Cost/Benefit and a Cost/Effective analysis is that the former reduces all elements to quantitative terms whereas the latter does not. A Cost/Effective analysis is suitable for problems where the outputs of the system are not priced. The value of both is that they encourage consideration of all the consequences of a decision and the identification of critical factors having an important influence on the level of costs compared with benefits or effectiveness. 

· Comparative Statistics which provide benchmarks for the Bursar to compare current performance against unit costs for previous years and those of other schools. It is not a question of one school competing against another but rather each school being managed as a viable unit.

ASBA contracts William Buck Queensland to undertake a financial survey each year which analyses and compares ratios and sets of data across schools

21. Government Funding 
Whatever one thinks about non-government schools being as dependent as they are on government funding, the fact is that the large majority of schools would be hard put to manage without it. As the financial specialists in schools, it behoves Bursars to be increasingly involved in government funding issues. Bursars and their associations should respond, through appropriate school channels, to discussion papers issued by Governments and government departments on funding matters. Effective links should be forged and the relationship between independent schools and the government strengthened on the basis of mutuality of interest. 
Although all political parties approve of state aid in some form or other, there are differing views on application. Political decisions must be influenced by participation. Lobbying is a fact of political life and there is virtually an untapped reservoir of political lobbying support for independent schools in the large number of parents who send their children to such schools. 
The SES formula for government recurrent funding of non-government schools in Australia is widely regarded as an improvement on the previous ERI system by shifting the focus from the resources of the school to those of the parents.  Like all schemes, however, it is also perceived to be flawed as many schools have been “funding maintained” and thus not affected by the change in funding arrangements.  At the same time, the political ramifications of SES have resulted in a divisive and difficult debate about the relative merits of the funding of non-government schools, particularly of those schools perceived to be “wealthy”.  The relative merits of other factors such as choice and independence have been lost in the heat of this debate, to the point where some modification to the scheme may be contemplated in the future.

The SES model is based on a score given to each Collector District in Australia, by census information.  It relates family income, employment and expenditure levels.  Each school submits the addresses of its parents and these are matched, anonymously, to the SES scores.  A school’s recurrent funding then relates to that score.  Each SES score is a percentage of AGSROC (the Average Government School Recurrent Operating Cost) and this too is a source of some debate as it does not include some items that are intrinsic to the running of a non-government school.

While the various aspects of funding debates continue, schools have only limited years of certainty.  It is vital that Bursars be thoroughly acquainted with the debates in all their forms, the legislation underpinning funding and the parameters within which it operates.

Similarly, there are recurrent funds which differ from state to state and territory to territory as well as funds available from the Commonwealth Government through state Block Grant Authorities for capital works.  The applications are complicated, the funds are limited and the details vary from state to state and territory to territory.  Funding is also available for students with disabilities and for various special programmes as determined by governments.

The government funding available for pupils in independent schools in New Zealand is currently a capped annual amount in the vicinity of $40 million.  The annual per-student subsidy is based on the number of pupils in independent schools, banded into year levels, being Years 1-6, Years 7-8, Years 9-10 and Years 11-13 and is advised to schools by the Ministry of Education in September of the previous year.  In effect, as the number of pupils in the independent sector grows, the per pupil subsidy decreases.  However, should the number of pupils decline, the subsidy would not increase again.

The subsidy is paid to schools quarterly at the beginning of January, April, July and October.  The amount per school is based on roll numbers.  Each school submits returns to the Ministry of Education at the beginning of March and July.  The returns confirm roll numbers which are the basis of the calculation  of each school’s individual grant.  The returns also provide statistical and other information to the Ministry.

In addition to the per-student subsidy, independent schools are also entitled to funding from the Ongoing and Reviewable Resourcing Schemes (ORRS) which provide for students who are assessed as having high or very high special education needs.  The amount of funding is determined by the classification of the individual pupil and is used for specific Teacher Aide assistance and where applicable a staffing component for Teacher input.  As the name indicates, this funding is subject to annual review.

In both countries, reporting to government is onerous and complicated.  The Financial Questionaire in Australia requires a vast array of information to be put together and submitted.  This document was the basis of the previous funding system and its use now is questionable.  However it and other mechanisms remain and Bursars have to be fully conversant with the details required.  Advice from colleagues in other schools and from ASBA is always available and should be readily sought.

22. Industrial Relations 
The responsibility rests primarily with the Head and the governing body and their representative associations, but the Bursar has a part to play and is the spearhead for industrial relations centred on non-academic staff. Some Bursars are embroiled already in this area, the others have this challenge to come. Greater activity in the industrial relations field in the independent school sector can confidently be predicted and Bursars should prepare for it. With Enterprise Bargaining and Workplace Agreements, it is imperative that the Bursar be prepared and informed to give guidance to the Head and the Governing Body. Studying industrial relations in other occupations, learning from the experience of others and adapting their attitudes and procedures for use in schools, organising seminar and workshops and examining critically existing conditions of employment in schools will stand Bursars in good stead in meeting the challenge. 
When specific Union activity in respect of non-academic staff occurs in a school, the Bursar should seek professional advice either from an Industrial Officer in an employer organisation or from the State Association of Independent Schools. Such counselling advice is a service which is developing but it is emphasised that the service can only be advisory, the executive decision must rest with the school concerned. The circumstances in each independent school differ and what is fair and appropriate in one school is not necessarily so in others. Before industrial negotiations,(Enterprise Bargaining, Workplace Agreements or Individual Contracts) sound preparation is essential if the Bursar is not to be at a disadvantage at the time of contact. Assemble all relevant information and facts, weigh bargaining factors and available tactics, evaluate strengths and weaknesses and decide what is regarded as non-negotiable. At the meeting, be prepared to concede unimportant points but put to the acid test all material issues by cool reasoning and firm resolve. Above all, think before you speak. 
In the industrial relations field, it is vital that lines of communication be kept open and that means of discussing grievances always be available. There is need for improvement in our capacity to negotiate, to confer to reach agreement or compromise. Conciliation not confrontation must be the aim. To tackle industrial problems, we need firm leadership and discipline of which self-discipline is the best form. These qualities lead to good human relations which make co-operation possible; the alternative is confrontation. 
23. Occupational Health and Safety
The Bursar should arrange for regular inspections of school buildings and equipment and examine school activities and procedures in the light of knowledge of legal liability and OH&S legislation.  Obvious hazards should be eliminated. In the case of school activities, the school may wish to accept certain risks to achieve the desired objectives, but the Bursar should ensure that parents and pupils know the exact nature of excursions, expeditions and outdoor activities and that involved parents sign an acknowledgment of this and give written permission for their children to attend. When contracting with external bodies, care should be taken that the contract is in writing and contains an indemnity clause in favour of the school, a requirement that the contractor has adequate public liability insurance cover (which should be inspected) and, in the case of construction and maintenance contractors, that personal injury and property damage insurance is taken out, preferably in the joint names of the contractor and the school. 
All requirements of OH&S legislation must be adhered to, including the establishment of an appropriate committee, school policy and a system of reporting and documenting incidents.

24. Risk Management 
This begins with a risk evaluation to establish: 
· What the risks are 
· What can be done to eliminate or control these risks 
· Which risks are to be accepted 
· Which risks are to be insured. 
The use of risk management techniques if continually applied not only reduces accidents and injuries, which is their real purpose, but promotes a better relationship between the school and the various authorities and also its insurance broker and underwriter. One way for Bursars to cope with risk management is through their insurance brokers; some brokers now employ their own risk management specialists. Prevention is the keynote. 
Risks associated with pupils should be given particular attention, for example, the security of science laboratories and their contents. Especially with laboratories, the rule should be that the teacher is first in and last out. 

The School’s governing authority needs to embrace the concept of risk management and permit funds to be expeded on a proper risk assessment.  Risks in schools can be physical, strategic, security related, financial or cover broad areas such as the integrity of the business, its reputation, its policies, the overall economic climate and the like.  A thorough examination is needed, driven by the Bursar but supported by the Head and the governing body in order that all staff take the matter seriously and are engaged in the process.
25. Use of Premises 
There can be no gainsaying that school premises are in general not fully utilised. There must be both educational and financial advantages in increasing this utilisation. Concern for more efficient use of school facilities beyond the limited use by pupils during term time can be expressed through evening classes, continuing educational programmes, the use of classrooms, equipment and grounds by the Alumni, by community organisations and by professional and other groups. The encouragement of such involvement is a developing area for Bursars. In boarding schools, the catering facilities and accommodation can be used during school holidays for Conferences with charges which are economical for those organising conferences, compared with commercial costs, but which enable the school both to keep domestic staff employed and to make a surplus to help contain boarding fees. This adds to the burden of supervisory tasks for the Bursar but the work brings its rewards. Supervision of such use of school facilities is essential and it may be that, to start with, such usage should be restricted to activities in which a member of the school staff is actively involved.  Care must be exercised however that the cost of repairs and maintenance following the hiring of premises does not outweigh the benefits. 
There are many reasons why modifications in school calendars should be explored to increase utilisation of school facilities, to create greater flexibility in the employment of teachers with potential for higher salaries and to accelerate the progress of individual pupils. A year round system offers the option of increasing the intake of pupils by each pupil attending 3 out of 4 terms in a year. However, educational considerations are obviously far more important than financial ones in feasibility studies of such ideas for increased use of school premises. 
26. Non-Fee Income 
As inflation takes its toll, containment of school fees will play an increasing part in the forward planning of Bursars. Any general increase in salary and wage levels has a marked effect on school expenditure, and thus on the level of school fees, because such a high percentage of school expenditure relates to salaries. Although most parents share in general salary level increases, school fees must be paid from disposable income after taxation. School expenditure can be trimmed on the bursarial side by economies such as the adoption of partial cleaning and group buying and means examined of increasing fee income but the effect is normally not material. The real answer to the problem of containing fees is the development of non-fee income. 
Fundraising methods, including annual giving, capital campaigns, building fund donations and bequests need to be carefully planned in light of the sensitive nature of parents towards additional costs and alumni towards retrospective gifts.  The establishment of foundations may no longer be relevant in light of changed government funding.  Simpler structures may be more valuable and less onerous to a school administration.

A school may be able to establish a source of non-fee income by leasing land or property for a commercial enterprise. If zoning regulations permit, land owned by a school might be leased, with percentage annual income rights, for the development by others of an office block or professional rooms or for a subterranean car park. Possibilities such as these depend upon the locality and circumstances of the school and, in many cases, will not be worth a second thought but non-fee income should always be kept in mind. 
27. Communication 
The imparting or exchanging of information is a developing area in which the Bursar will be involved particularly with regard to procedure. With increasing demand for accountability, intermittent attacks on the independent school system in one form or another, proposals for intrusion into the composition and activities of our governing bodies and changes in parental expectations, the need for effective communication will grow. There has been a radical change in the involvement of a school's parent body over the last three decades, but the development of attitude and expertise in public relations by schools is still growing.  Public relations is not advertising, it is the deliberate effort to establish and maintain understanding between a school and its community. That community reaches far and wide encompassing staff, parents and their associations, pupils - past, present and potential, local residents and community organisations, members of government and governmental authorities and the general public. Keep in mind the numerical strength of the parent body and the alumni in spreading understanding of a school providing that there is a flow of accurate information to those bodies. Passive communication in the form of newsletters and the like is important as the means by which the majority is contacted but face to face communication by way of parents' meetings and inspections of the school by past pupils, in years of leaving, is equally important. 
The Bursar can also assist in communication with potential and prospective parents by means of the updating of a school prospectus of the highest order giving information regarding the school's aims and objectives and its resources and by means of the organisation of Open Days. 
Among the objectives of public relations are fostering the image of the school, broadening the sphere of influence by publicity and promotion, improving communication and attracting gifts to the School for capital purposes. Every school has public relations with its community, whether it wants it or not, and these should be analysed, organised and improved. Every member of staff, every parent and even every pupil is part of the public relations element of a school. A happy parent community is a most effective agency for public relations by way of the 'word of mouth' form of communication that goes on about what is good and what is bad and which school is doing something well or not so well. How important it is to ensure that such comments are made through knowledge and not ignorance. One of the great strengths of the independent school system is that people of great ability are prepared to give their time in the interests of a school. There are always friends of a school prepared to assist a school in professional endeavour of a non-educational nature and advantage should be taken of this goodwill. 
The art of communication is also of importance to the Bursar in personal relationships which can be strained when the Bursar feels justified in rejecting a proposal. The Bursar must be convinced before attempting to convince others, must explain the reasons for refusal and be prepared to listen to counter-argument.  The decision should then be clear and final and, if the discussion becomes heated, the Bursar should stand his ground with cool and firm resolve. 

28. Governance

More and more, Bursars will need to be concerned with issues relating to Governance in their schools.  The relationship of leadership teams within the school, particularly the Head and the governing body with the Bursar require a close observation of lines of responsibility and lines of communication.  Schools are dynamic organisations.  Their governance requires an awareness of the rights and responsibilities of individuals in a business environment, where the business is education, while always observing compliance with external requirements and corporate legislation.

Schools are non-profit institutions and are thus not primarily driven by financial results, are accountable to many stakeholders, include volunteers, are based on values and have complex structures, particularly where a volunteer board oversees the work of a professional CEO.  At the same time, there is increasing accountability to governments, increasing expectations by the consumers (in this case parents and students), increasing demands for professionalism by senior staff, an increasing desire for additional sources of income and an increasing desire for involvement by bodies such as Parents and Friends groups.  A wise Board (and particularly a wise Chair) needs to examine the various possible roles of the Board – strategic planning, policy overview, financial overview, marketing overview, fundraising overview and selection and evaluation of the Head – and determine where its role ends and that of school management – including the Bursar – begins.  A clear “demarcation” will set proper parameters for action on both sides.  A lack of clarity will lead to potential conflicts such as that of staff making representations directly to the Board rather than through the Head.  If a staff member is also a Board Member, they must be fully conversant with the principle that they are nominee directors not representative directors.  It will often be the role of the Bursar as company and/or board secretary to monitor this, to maintain the line of demarcation and to notify the Head and Chair when perceived or real overlap occurs.  This aspect of a Bursar’s work, while seemingly esoteric, can lead to a longer and more fruitful life for the incumbent. 
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