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RATIONALE

An Eftpos Policy is a requirement of the Department of Education & Early Childhood Development (DET) as part of Internal Control procedures.   It aims to give clear guidelines to the school community, Principal and School Council as to how Eftpos receipting will be carried out at Fitzroy North Primary School.

AIM

· Ability to accept and provide alternative payment methods to parents.

· Provide an ability to accept non-cash electronic payments by credit and debit transactions

· Increase the options and convenience provided to parents for payments

· Improve security by reducing the amount of cash handled and kept on school premises 

IMPLEMENTATION

· Proper authorisation and approval by School Council for the initial setting up of the facility.

· Secure location of the Eftpos terminal which will allow for authorised usage only and ensure privacy of PIN transactions.

· Documentation to be kept confirming all transactions such as merchant copies of Eftpos receipts, voided receipts, refunds, daily Eftpos reconciliation reports, authorisation details and relevant CASES21 reports.

· Establishment of an Eftpos user register outlining the school’s unique ID (if applicable) and the Eftpos functions authorised to each user.

· No processing of phone or offline receipts and refund transactions.

· Setting of minimum and maximum refund transaction limits.

· Reconciliation of monthly Eftpos statement received from the bank with CASES21 transaction reports.

· Reconciliation of daily Eftpos settlement statements with CASES21 transactions

· Transactions which provide ‘cash’ to the parent not to be undertaken under any circumstances.

· A separate receipt batch (not containing cash or cheque transactions) for Eftpos receipts to be updated each day.   The settlement on the terminal to be carried out at the same time.
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