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	Purpose:
	For employees to understand the processes, requirements and responsibility of being provided with a debit card.




The Centre may issue a corporate debit card to Nominated Supervisor and/or Educational Leader, as required, for use in their roles subject to approval by the Parent Committee.
The Administration Process:
· The debit card will have an opening  balance of $1500
·  When deemed necessary (usually on a weekly basis) the purchase dockets will be totalled 
· This total will then be transferred into the debit card account from the main centre cheque account 
· The purchases and credits are reconciled monthly ready for the quarterly BAS  
This Policy sets out the acceptable and unacceptable uses of such cards.
· The employee in possession of the card is solely responsible for all purchases on the card and for ensuring that the card is not used by unauthorised personnel. Card numbers must not be distributed, saved in online accounts or otherwise written down.

· [bookmark: _GoBack]The employee in possession of the card is responsible for receiving, printing and retaining all receipts related to purchases made. If a receipt is lost, every effort will be made to get a reprinted receipt form the vendor of purchase. Failing this a written description of the items and cost of the purchase must be maintained and submitted for sign off by two other employees. 

· Any card issued to an employee must be used for business purposes only, and for purposes in conjunction with the employee’s role(s). The card should not be used for any non-business (ie personal) purpose.

· If it is determined that an employee accidentally used the card for a personal purchase, the cost of the purchase will be reimbursed in full asap.

· If it is determined that an employee has deliberately used a card for personal purchase, repayment of the purchase amount will be made and other appropriate action considered eg disciplinary action (including dismissal) and referral to relevant law enforcement.

· The card may be cancelled at any time, with or without cause. Upon an employee’s termination of employment all cards must be returned to the centre.



I, ____________________________________________________, hereby acknowledge that I have received a Wahroonga After School Care Centre Incorporated debit card. I have been provided with and read the debit card Policy and I understand I am responsible for complying with the rules. I understand that violation of such policy may result in consequences including cancellation of my card disciplinary action and/ or termination of my employment.

Signature:  ____________________________________________	Date:  _________________




Considerations
	Education and Care Services National Regulations
	National Quality Standard
	Other 
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	-Privacy Act and Laws
Relevant Government Policies for reporting
· Department of Fair Trading
· Financial Management Policy 
· Commbank Rules and Regulations 
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