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Purpose

The purpose of this policy is to provide a clear direction regarding the financial management
arrangements in Schools, and more particularly around the management and utilisation of
various Tuition Grants and other donations received in Schools.

Definitions

ECE is Early Childhood Education

ECCE is Early Childhood Care and Education

EEG is the Free Education Grant. _
FEMIS is the Fiji Education Management Information System.

Fijian Citizen refers to a person who has acquured cutlzenshlp m accordance W|th the Citizenship
of Fiji Decree 2009.

EICAC is the Fiji Independent CommisLSion Against Corruption.
Maritime School/Location refers to a SchooI/Locauon

i. onany island in the Fiji Group apart from the two main islands, Viti Levu, Vanua
Levu and Ovalau; or o

il.  on Viti Levu, Vanua Levu or Ovala’t'j'h_and only accessible by boat.

MEHA is the Ministry of EducatiOn,- Heritage and‘ii'i:s

UA &I;gﬁ‘ mcludes any personnel paid by the MlnlStl‘\/ of Education, Heritage and Arts.

g§|dent of Fiji refers to a person who resides in Fiji or who is domiciled in Fiji, unless the
mdlvadual has a permanent place of abode outside Fiji.

School is a facility reglsnered/recognlsed as a School with/by the MEHA and includes ECE
Centres, PrimarTy-, Secondary, Special, Inclusive and Vocational Schools.

School Head is anyone employed as a School Head in a School.

School Manager is anyone appointed as a manager by a properly constituted controlling
authority in accordance with Part VI, s.12(1) of the Education Act.

SDGs are the Sustainable Development Goals

Student means a person of any age for whom education is provided in a School.
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Teacher is any person employed as a Teacher in a School.

Tuition Grants includes the Free Education Grants, the ECCE Tuition Subsidy Grant, the Special
and Inciusive Education Grant, Vocational Tuition Grant and other grants provided by MEHA to
Schools for tuition purposes.

Vocational School Is a facility registered/recognised with/by the MEHA that offers vocational
courses.

Policy Statements

The education of Fijians is a progressive right in the Constltutlon which is affected by a high
absenteeism rate for students both in Schools and students leaving School early,

Various factors contribute to the attrition rates and pose hindrances to the promoetion of a
Knowledge Based Society. Financial problems and poverty are key factors hlnderlng education.

The Governments have introduced various |n|t|at|ves since 20i4 to ensure that
parents/guardians do not have ho bear the burden of paylng for twtlon for their children
attending Schools.

The Tuition Grants provided by MEHA will a's'sist in achieving SDG Goal 4, which is to ensure
inclusive and equitable quallty educatlon ancl promobe hfelong learning opportunities for all by
2030.

Since 2014, grants vo)efe given to Schools aconr_ding to the School roll and those with higher roll
gained maximum beneﬁt from tne grants.

The Government continued witl'i'fthé'FEé'-in'i‘tiati’vé;to ensure:

(a) Dlsparlttes between Schools of different sizes are substantially reduced by a fair
_ distribution formula; L

(b) Financial burden on parents/guardlans who desire to offer quality education to their

children is reduced;

(c) Schools’ management functional roles are improved:

(d) That no child is left behind when it comes to quality education;

(e) That Fiji becomes a Knowledge Based Society by investing in the School students;

(f) That Schools do not unnecessarily resort to fundraising activities or put undue pressure

on parents, guardians or students for money and

(g) that the needs of the disadvantaged Schools are properly addressed considering their

size and educational resources.

Farents, guardians, members of School communities and other stakeholders shall continue to be
given the privilege to voluntarily provide any further assistance in cash or kind, without any
coercion or pressure or undue influence by the School, that will further boost education.
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Types of Tuition Grants
The MEHA provides various types of Tuition Grants to Schools, including

3.1.1 FEG (Primary & Secondary);

3.1.2 ECCE Tuition Subsidy Grants;

3.1.3 Special and Inclusive Education Grants;
3.1.4 Vocational Tuition Grants; and

3.1.5 Various other grants.

Eligibility to Qualify for the FEG

All students with Fijian citizenship currently resudmg |n FIJI that are enrolled in Year 1 to Year 13
shall qualify for FEG.

The grant amount paid to each School will be determrned by the number of students on the
audited School roll from the previous term.

To qualify for the FEG a student must have at Ieast 80% attendance for the previous term
unless exceptional circumstances are substantrated T

Schools are prohibited from charging any extra fee to students recelvmg the FEG.

Students who are not eligible for FEG and are enrolled in Schools will pay fees as set out in
Section 25 (Second Schedule) of the Education’ Act (four times the FEG for tuition fees and
twice the per-capita boarding grant for boardmg fees). These fees must be deposited into the
FEG Bank Account; and from that point forward the same rules will apply to these funds as with
other FEG funds (e.g. percentages of funds- to be spent on each allocation, processes for
expending funds etc) s =

Ellglblllty to Quallfy- for tlié .EGCE Tuition Subsidy Grant

Registered ECE Centres receive a Tuition Subsidy Grant for each 5-year-old child that is a Fijian
Citizen currently residing in Fiji as per the date ranges specified in the Preschool and Year 1
Enrolment. Policy.

Students outside the d_e'ﬁned age range for ECCE do not qualify for the ECCE Tuition Subsidy.

If ECE Centres accept students outside the defined age range they must ensure they collect
sufficient fees from the students to cover all costs related to them (e.g. salary, administration
and other learning costs).

Non-citizens do not qualify for the ECCE Tuition Subsidy and will pay fees as set out in the
Second Schedule of the Education Act (four times the subsidy).
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Eligibility to Qualify for the Special and Inclusive Education Grant

Two grant distribution models are used for Special and Inclusive Education Grants to Special
Schools:

6.1.1 Census-based Model - Under this model, funds are based on the total number of
students enrolled, regardiess of the student’s disability or impairment status. Special
Schools receive a grant per annum for each child on the audited school roll.

6.1.2 Cost-based Model - Under this model, funding allocatrons are driven by how many
students with special needs are served or the magnitude of special education costs
incurred.  Funds are distributed according to the extent of the impairment.

Special and Inclusive Education Grants are also prqvid__e_d to Incluslve_,or Mainstream Schools.
These inclusive schools receive a grant per student that has been assessed as having special
needs (in addition to the FEG). '

Assessments for eligibiiity for the Special and Incli:isive Education Grant are is cartied out by the
Special and Inclusive Education Unit of MEHA '

Only Fijian Citizens currently reS|d|ng ln FIJI are ellglble for the Special and Inclusive Education
Grant, e P

Vocational Schools receive a tuition grant per annum for each student enrolled in the vocational
school. “

Only Fijian Citizens currently reslding in Fiji are‘,e'i'ible for the vocational tuition grant.
Respe"ctive érant-'hllocatiOns for Tuition Grants

The total paid for each type of tuntron grant shall be determined by equitable formulae approved
by the Permanent Secretary in consultation with the Honourable Minister.

The grant formulae are subJect to budget allocations to MEHA each year — the Permanent
Secretary will issue the revised formulae as and when required in consultation with the
Honourable Mmlst_er e

Tuition Grants will be paid based on the audited school roll for that term and will not be
adjusted for student transfers after the completion of the class audit in FEMIS.

Grant Agreements

All Schools receiving Tuition Grants shail sign a grant agreement with MEHA which reflects the
parties’ collaborative agreement on how the grant shall be processed and outlines the important
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responsibilities for the use of and accountability for the Tuition Grants, including assets
purchased from the grant.

A copy of the signed Grant Agreement shall be kept safely in the School and the original must
be kept by MEHA with the Finance Unit and must be produced upon demand.

The MEHA Finance Unit shall maintain a record of all grant agreements signed with the Schools
on the usage of Tuition grants.

Grant Payment Conditions
The grant conditions below must be met before MEHA will release payment to the Schools:

10.1.1 The School has a valid Grant Agreement W|th ‘MEHA, which’ outllnes the conditions for
the utilisation of the Tuition Grant and the- responsabllltles of each party;

10.1.2 The School’s audited Annual Financial. Report (AFR) and Bank Account Confirmation
Letter has been submitted to MEHA by '_ 1 March each year;

10.1.3 Records of the School’s Annual General Meetmg (AGM) have been submltted to MEHA
by 31 March each year,;

10.1.4 Class Audit completed in FEMIS by the School by week 5 of Term 1 and by week 4 of
Term 2 and 3 respectively; and

10.1.5 Expenditure made by the School up to the date of the proposed grant payment is
recorded in FEMIS and bank recpncmatlen is up to date.”

Bank Accounts ai‘ad Grant P'afments

Schools will open a separate bank account for each type of tuition grant that is received from
MEHA. Funds received from dcmai:tons{,jjE "n_dralsmg and canteen revenue are not permitted to
be depOSIted into the same. bank account that hold tuition grant funds.

Primary Schools that have an Early Childhood Education Centre managed by the same School
manager within their premises should keep a separate account for ECCE Tuition Subsidy Grant
and a separate account for FEG for primary School students,

Bank accounts used for the “Tuition Grants must require that at least two signatories to authorise
to make a withdrawal or payment.

MEHA will have the right to obtain bank statements directly from the bank for any MEHA grant
bank account.  Schools must ensure they provide all necessary authorisation to their banks to
facilitate this process.

Allocation percentages for utilisation of tuition grants

FEG shall be distributed and utilized into six different percentage allocations as follows:
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12.1.1 Administration and Office Operations 30%

12.1.2 Building and Compound maintenance 20%

12.1.3 IT, Computers and TEST Materials 15%

12.1.4 Library and Textbooks 10%

12.1.5 Physical Education, Arts, Music and Science Equipment 10%
12.1.6 Teaching and Learning Materials 15%

The ECCE Tuition Subsidy Grant shall be distributed and utlllzed mto five different percentage
allocations as follows:

12.2.1 Administration and Office Operations 45%
12.2.2 Building and Compound maintenance 15%
12.2.3 Nutrition 10% : i
12.2.4 Recreational Resources and Facilities 15%
1225 Teaching and Learning Materials 15% :

The Special and Inclusive Education Grant shall be dlstnbuted and utilized into five different
percentage allocations as follows: S

12.3.1 Administration and Office Opera'aons 30%

12.3.2 Equipment, Aids and Resources 40% :

12.3.3 Health, Welfare and Specialised Support 10%

12.3.4 Building & Compound Malntenance, Furnlture, Vehicle and Transport 10%
12.3.5 Sport and Recreatnonal Actuvnt:es 10%

The Vocational TU|t|0n Grant shaII be dlstnbuhed and utilized into five different percentage
allocatlons as follows: T

12.4. 1_. . Admlnlstration and Oﬁ" ice Operattons 10%
124.2  Building and Compound. Maintenance 20%
12.4.3  Tools & Equipment 20%

12.4.4 - Consumable Items 30%

12.4.5 ' Graduation Expenses 20%

The allocation percentages prescribed in 12.1 to 12.4 apply on an annual basis.

Utilisation of Tuition Grants

It Is the responsibility of School heads to ensure that a tuition grant is utilised as per its

allocated purpose. It is the responsibility of School managers to supervise/monitor the
utilisation.
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Schools are required to apply the same procurement processes and thresholds as the MEHA.
Procurement Limits are set out in the School Management Handbook and are based on the
Procurement Reguilations 2010.

All payments by the School shall be made using bank transfers or cheques, with the exception
of utilization of petty cash or cash advances for remote and maritime Schoois. Schools are
encouraged to utilise electronic banking where possible but must ensure that at least two
signatories are required to approve each payment.

A petty cash float shall be available at School under the autherity of the School head to be
utilised when it is not possible to make a cheque payment. The maximum petty cash float to
be kept in the School is $200. oy

Cash advances to School staff to make purchases directly may only be";i‘ﬂiifovided in exceptional

circumstances (eg. where a remote or maritime School has no access 10 ¢ mmunications to

confirm the exact amount of purchases before "traVeIIing to make them). The maximum cash
advance that can be provided is $1,000, and usual 'procurement processes will apply.

Schools must ensure that transparent. and merit-based principles are followed when recruiting
and paying staff from any tuition grant funds. The Permanent Secretary will issue guidelines
that cover the recruitment, selectlon, contractlng and performance management of locally
engaged support staff by Schools. -

Schools are responsible for the payment of all uﬁhtres ina tImely manner. Schools must ensure
that where Teacher Quarters are provided a tenancy agreement is in place and this states that
Teachers will be responsible for the payment: of utility costs.  The School should also ensure
that the utility account for the teachers’ quarters Is transferred into the name of the teacher
occupylng the quarters :

Tuition Grant funds shaII not be donated, loaned or borrowed by any person or orgamzaton
nor used to repay a loan that the School, Trustees or Controlling Authorities may have taken
out;

Record Keeping and Reporting

Supporting decl_.im__entaof:.ﬁnancial transactions for any payment shall be attached to the
payment voucher and filed for monitoring/audit purposes.

All payments made will be recorded into/generated from FEMIS by the School.
Schools will ensure a monthly reconciliation of their bank balance against the balance in FEMIS.

The School will prepare an Annual Financial Report {(AFR) in the format specified by MEHA. At a
minimum the report will contain the following information:
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14.4.1 The opening balance at the start of the financial year;
14.4.2 Total grants received from MEHA;

14.4.3 Expenditure on each allocation category;

144.4 The closing balance at the end of the financial year.

The AFR shall be presented and endorsed at the School’s Annual General Meeting (AGM).

Virements

If a School wishes to purchase items from an exhausted aII’oC’aﬁon they should request a
Transfer of Funds using the Application for Virement. The School must provide genuine reasons
for justifying such a virement. e

The Permanent Secretary must provide written approval to transfer funds before they can be
used for other purposes.

Whilst there is no standard allocation for Capltai Expendltures in the FEG, it may be possible to
request a Virement to use funds for this purpose if the rgent need for the infrastructure can be
demonstrated. However, any such request must be asst ssed by the Asset Monitoring Unit
before such a virement is requested. - Virements for Capital Expendlture will only be considered
when Buildings and Compounds are malntamed to an acceptabie standard as determined by the
Asset Management Unit.

Virements for Capital Expendlture are not permltted to exceed 10% of the annual allocation of
the respective grant unless exceptlonal crrcumstances are substantiated.

Balance of Tultion .:gi rants at.;;th'e end of the:yg_ar

Tuition grants are expecl:ed _bé utilised in theyear in which they are provided. 1If thereis a
balance of any tuition grant in: the Audited Annual Financial Report that exceeds more than 10%
of the annual grant amount, then th|s amount will be deducted from the grant the following
year.

A small balance of up 10 '10% of the previous year grant may be carried forward to cover
operational expenses in the first weeks of the following year before the Term 1 grant is
provided. The same percentages for the utilisation will apply to the balance of carried forward
funds.

Centralisation of the management of the Tuition Grants
The Permanent Secretary has authority to centralise the administration of Tuition Grants under

the MEHA Grants Unit where it Is determined the School is temporarily not able to manage its

finances.
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The Permanent Secretary will inform the School in writing when a decision has been taken to
centralise the administration of its tuition grants. The reasons for this should be outlined in the
written notice, as well as recommended steps to resolve the issue.

The Permanent Secretary has the authority to transfer financial authority back to the School
once any key conditions set out have been met.

Fixed Asset Management

Fixed assets purchased from tuition grants will be the property of the School, however they will
be subject to the similar rules that apply to assets held by Government.

All fixed assets purchased from tuition grants with a value in excess of $500 must be recorded
in the School Asset Register on FEMIS.

Fixed assets purchased from tuition grants must only be used for official purposes.

An annual board of survey must be conducted each year to verlfy the existence and condition of
assets purchased from tuition grants

Approval from the Permanent Secretary must be obtalned before disposing of any fixed asset
purchased from tuition grants with an onglnal cost of more than $500. The sale of assets must
be carried out in a transparent and compehttve way to ensure that maximum value for money is
obtained.

Donated assets with a value in excess of $500 must be recorded in the School Asset Register on
FEMIS. These assets must only be used for official purposes and covered in the School’s annual
board of survey. . Approval from the Permanent Secretary must be obtained before disposing of
any donated asset that was subject to a tax exemption for educational purposes when imported
into Fiji.

Fundraising

Permission for fundraising \ wiil only be given in very special circumstances — only one fundraising
per year is allowed

Any requests to conduct fundraising should be directed through the District Education Office for
approval by PSEHA.

If the fundraising is approved by PSEHA, the school is responsible for obtaining the necessary
permits and licences.

When carrying out the fundraising schools must ensure the following:
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19.4.1 Learning and teaching time must not be compromised;

19.4.2 No financial target shall be set for any students or parents to raise; and

19.4.3 Health and safety issues must be observed.,

After the fundraising the schools should prepare a summary of funds raised and submit to
Finance Unit via the District Education Office.

All funds received from fundraising are to be deposited in the school development bank account.

The project must start within three months of the funds being i"ais't-:d and the School must
ensure quality assurance is maintained during the whole process

Fundraising that is organized outside the school by other groups does not require permussnon
from MEHA.

Monitoring and Audit of the Utilisation of Tultlon Grants

The MEHA Finance Grants Audit Team shall be responsible for monltormg the _usage of the
Tuition Grants through visits to the School and via FEMIS

All School records must be made avallable to MEHA oﬂ‘ CIaIs for scrutiny during their visits and in
FEMIS. - :

A summary of issues noted during these monltor"-g -vusus will be provided to the School head
and School manager, and these issues shouid beltabled ina School committee meeting.

Schools that have fnancnal issues to rectlfy aﬂ:er the monitoring exercise, must adhere to the
time period given by MEHA to avoid being repdmanded for non-compliance.

Schools receiving Tuition Grants of more than $5 000 per annum must have their AFR audited
by a Certlﬁed Accountant Schools receiving Tuition Grants of less than $5,000 per annum may
be audlted by any person with a degree in accounting. Proof of qualification and certification
must be submitted with the AFR to MEHA Finance Grants annually.

The aud;tor selected to conduct the audit must be independent of the School.

The audltor must give a certlf cate confirming the audit and submit a report of the findings and
recommendatlons A bank account confirmation letter should be obtained by the Auditor with
details of the account name, account number and authorised signatories and this should be
submitted to MEHA with the Annual Financial Report.

* The Permanent Secretary upon receiving all the necessary documents regarding financial misuse

or abuse shall refer the case to the Fiji Police or FICAC for their intervention and may refer the
matter to the MEHA Performance and Discipline Unit for consideration in terme of the

. Disciplinary Guideline.
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The Permanent Secretary shall act on any recommendations and reports received from the Fiji
Police and/or FICAC.

If the offender who has been convicted by a Court of Law is a teacher or an employee of the
MEHA, the Permanent Secretary shall with the concurrence of the Honourable Minister
summarily terminate the employee’s contract.

Schools must ensure better utilization and management of Tuition Grants to ensure there is no
abuse thus supporting better preparation and development of children’s education and a
competitive and competent future human resource for the nation.

School Management Handbook

After approval of this policy by the Honourable Minister, the Permanent Secretary will issue a
School Management Handbook to assist in the implementation of this policy. The School
Management Handbook will include more detailed information on the management of Tuition
Grants and the templates used in the management of Tuition Grants.

All Schools receiving Tuition Grants from MEHA must comply with the School Management
Handbook.

Review Arrangements

This policy will be reviewed three years or as required after approval by the Honourable
Minister.

Implementation

This policy will be effective from 1 January 2020.

o

Alison Burchell
Permanent Secretary for Education, Heritage and Arts

Date: X0 (12 [ 207
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