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Governance Charter 
1. Role of the Foundation 
The Foundation was established:

· To promote and support the general educational purposes and activities of the Christchurch Polytechnic Institute of Technology (CPIT).
· To improve the educational facilities of CPIT.
· To provide financial assistance (including the provision of scholarships and bursaries) to students of CPIT on such conditions (if any) as they deem appropriate.

· To support student educational activities of CPIT.

· To support staff education and development projects of CPIT.
· To support innovative educational projects undertaken by staff of CPIT.
· To support any other educational or charitable enterprise.

Refer to Trust Deed Clause 3 for further detail.
2. Governance Objectives
The CPIT Foundation Trust Board has adopted the following governance objectives: 

· to structure itself and operate in ways that add value to the Foundation; 

· to promote ethical and responsible decision-making; 

· to safeguard the integrity of its financial reporting; 

· to recognise and manage risk; 

· to encourage enhanced performance; 

These objectives are reflected in the Foundation's regulation of itself and its policies and governance practices.

3. Our Results
1. Many students are involved and benefiting with their projects, adding real value to their CV.

2. Secondary students elect to come to CPIT because of the exciting Foundation projects they can be involved in.

3. CPIT graduates get better jobs and have brighter futures.

4. The student alumni are active contributors to the Foundation.

5. Community and Industry partners receive high levels of recognition and their research is widely published.

6. Industry partners are enthusiastic contributors to the Foundation.
7. CPIT has a reputation as the national institution of choice in specific areas of learning.

8. The Foundation is actively promoted by CPIT.

9. The Foundation’s grants are given to projects that have clear criteria, rigorous analysis, are robust and have been expertly evaluated.

10. The Foundation’s processes are efficient, effective and have high levels of accountability.

4. Foundation Approach to Corporate Responsibility 
Trustees will undertake their duties in accordance with the CPIT Foundation’s Core values (see item 5) and the CPIT Foundation’s Trust Deed and undertake their duties with care and diligence including giving proper attention to the matters before them. 

5 Foundation’s Core Values: 
Prudent: 

We make wise and careful decisions.
Clarity:

We add value through having a clear focus on what we think is important.
Perpetuity: 

We take a long term view.
Excellence:

We foster excellent knowledge development that is applied to make a difference
Relevant:

We connect students, CPIT, industry and community for mutual benefit.
6. Code of Conduct

Trustees will conduct themselves according to the Code of Conduct for the State Services – Standards of Integrity and Conduct 30 November 2007 and will not behave in a manner that has the potential to bring the Foundation’s image into disrepute (Appendix 1)
6.1 Conflicts of Interest 
Each Trustee will fully disclose all relationships they have with CPIT, the Foundation and other relevant private or other business interests to the Trustees, in order that the Trustees collectively may assess the individual Trustee’s independence. A conflict of interest register will be tabled and updated at the start of each meeting.
Trustees will adhere to the Office of the Auditor General’s conflict of interest guidelines. (Appendix 2)
7. Strategic Focus
The Trustees will review strategic direction on an annual basis. A strategy workshop for trustees will be scheduled for the first quarter of each year to review and confirm strategic direction.
8. Board structure

The Board may have between 8 and 12 trustees appointed as below:

· 3 trustees appointed by the CPIT Council plus the Chair of the CPIT Council (ex officio) – the Council’s current policy is to appoint the CEO and two other Council members to the Board

· Up to 8 persons from the general community

	CPIT Foundation Membership

	CPIT Council
	3 members appointed by CPIT Council

	Community Representation
	Up to 8 members 

	Ex Officio
	Chair of the CPIT Council

	In Attendance
	Patron
Minutes Secretary


Refer to Trust Deed Clause 12 for further detail. 
9. Role of the Board

The Board of Trustees is responsible for the Trusts overall performance in accordance with the relevant sections of its Trust Deed (dated 30th April 1999) and in accordance with the Charities Act 2005, Charitable Trusts Act 1957 and the Trustee Act 1957 and subsequent amendments as relevant and applicable.
As such, it has the following responsibilities:

· Setting strategic direction and policy.

· Appointing Chair and Deputy Chair

·  Ensuring compliance to the Charitable Trusts Act 1957, the Trustee Act 1957, the Law and any accountability documents that may exist.

· Maintaining proper relationships with the CPIT Council, sponsors and the general public

· Appointment of appropriate executive and operational capacity
· Monitoring performance including asset management
· Ensuring the Trusts financial statements are true and conform with legal obligations.

The Board has wide ranging powers and these are contained within Clause 28 of the Trust Deed.

10. Role of the Chair
· The principal role of the Chair is to ensure the effective management of the Trusts governance process. 

· The Chair presides at meetings of the Foundation but does not have a casting vote in the instances of equality of a vote.

· The Chair is the authorised spokesperson of the Foundation.
· The Chair is elected at the AGM from within the Trust membership for a twelve month term

· The Deputy Chair is elected at the AGM from within the Trust membership for a twelve month term

Job Description for the Chair of CPIT is attached as Appendix 4
11. Trustee appointments

Trustees are elected for a term of four (4) years and may serve a further term of four (4) years but the maximum term of office is eight (8) years, extended only in situations when a replacement trustee is yet to be appointed. The Foundation carries Trustee and Officer Liability Insurance at a level deemed appropriate to the level of its risk exposure.
The current Board has identified a wide range of skills, perspectives and knowledge that it believes are necessary for effective governance. They are:

· Legal

· Accounting

· Investment

· Marketing

· Advertising

· Public Relations

· General Management

· Business

· Governance

· Education

· Local/Central Government

· Fundraising

· Charity/Not for profit

· Entrepreneurial

· Community relations and Focus

New/replacement trustees are appointed in the following manner:

11.1 
Council appointees
The CPIT Council will appoint a trustee should its representatives drop below three (3) not including the Chair of the CPIT Council.

11.2 
Independent
 appointees

· Nominations are sought from existing trustees of suitable and potentially interested persons in the community.
· Nominations are collated along with the skills/experience base of each nominee and are reviewed by the Board against the skill gaps of the current trustees. 
· A ‘short-list’ is prepared and an information pack about the Foundation is mailed to these nominees.

· These nominees are invited to attend a Board meeting to deliver a short verbal presentation of their suitability and desire to become a trustee and to ask any questions regarding the Trust. The trustees in turn have a short period in which to question each nominee should they wish to do so. 
· A short-listed nominee may be asked to provide referees who may be contacted for validation.
· The Board considers the merits of each nomination and makes its decisions “in committee”. 
· Any nominee who is then invited to become a trustee receives a copy of the Trust Deed and is allowed a maximum of 30 days to accept or decline the invitation.

Current Trustees are listed in Appendix 3
12.  Board sub-committees
There is one standing sub-committee of the Board – Finance, Audit and Risk. 
In addition the Board from time to time establishes working groups to undertake specific time bound or smaller projects or specialist activities. 

The role of a standing committee or working group is to advise the Board on any issue covered by its term of reference and to investigate any matters referred to it by the Board.

Refer to Appendix 5 for mandate and terms of reference for the Finance, Audit and Risk Committee.

Refer to Appendix 6 for mandate and terms of reference for Working Groups. 

13. 
Role of Patron

· The role of patron is to support the aims, objectives and activities of the CPIT Foundation at every opportunity.

· The patron will have attendance and speaking rights but no voting rights at meetings of the Board and its sub-committees. To this end he will receive all notices of meetings, reports and minutes as those provided to trustees.

· The patron will be expected to attend the Annual Awards Dinner and any similar promotional events, and shall be given the opportunity to open such events with a short address in support of the Foundation.

· The patron will be entitled to use the resources of the Foundation Executive Director and office to support his Foundation-based activities.

· The appointment shall be annual and confirmed at the AGM of the Foundation by resolution of the Board. 
· The trustees reserve the right to terminate the appointment in the event of any inappropriate behavior that is deemed by the trustees to be injurious to the integrity and good reputation of the Foundation.

· The appointee may resign at any stage in writing to the Chair of the Board.

· A patron is not required if Trustees decide not to make an appointment.

14.  
Grants

The Foundation makes grants to the staff, students and CPIT itself based on the strategic priorities of the Foundation and CPIT.  
The trustees may at any time apply any conditions they feel appropriate to all or any category of grants. 
For current guidelines and conditions see Appendix 8
15.Investment and funds Management policy

The Foundation has developed a policy document to assist with the appropriate and effective management of funds. The Trustees will adhere to this policy.  The policy is attached as Appendix 7. 
16. 
Special Awards:

The Foundation administers 4 special awards. These awards will be reviewed on an annual basis at the first meeting of trustees for the financial year.

The awards are  as follows:

# Dame Jean Herbison Prestigious Award

This award recognizes the contribution Dame Jean Herbison has made to tertiary education in Christchurch and specifically to her role in the establishment of the CPIT Foundation.

This Award may be made at the Trustees’ discretion, to an applicant (from any category) who most adequately reflects the values of service to others which characterized Dame Jean’s contribution to education.
# Alison Johnson Nursing Award

Alison Johnson is a former Head of Nursing who bequeathed a sum of money to be invested and the annual interest earned to be made available for research grants for staff of the School of Nursing.

# Alison Robinson Mathematics Award
Alison Robinson sponsored this award to reward and encourage a type of student who gave her much pleasure to teach. It is awarded to a mature student who does well in Mathematics 2 as a result of hard work and is going on to further study. Students do not need to apply for this award.  A panel of staff from the Mathematics department determine the recipient each year.

Colin Russell Award

This award is sponsored by Colin Russell. It is awarded to the top performing trades student. A panel of staff from within the CPIT Trades school determine the recipient on an annual basis.

17.    Meeting cycle
· Normal meetings of the Board follow a quarterly pattern.  This date is linked to the quarterly reporting from investment advisers. 
· The Annual General Meeting is normally held in April, back to back with the April Board meeting. 

· Special meetings may be convened at any stage as per clause 14.8 of the Trust Deed.
· Working parties of Trustees can be convened to discuss special projects with groups reporting back to the full Board of Trustees.
18.   Legislative requirements of the Board.
In January 2007 the Foundation determined to declare itself a “controlled entity” of the CPIT for accounting purposes only. This decision was made after lengthy investigation into the legal standing of the Foundation and its association with the CPIT and the view of the Office of the Auditor General (OAG).
It was determined that this declaration for accounting purposes did not and does not diminish in any way the Foundations independence from the CPIT and any other body corporate.

19.   Board Policies.
In 2008 the Foundation determined to improve its governance through the development of policies as needed.  These policies are reviewed on a 2 yearly cycle.
The current suite of policies are:
· Legislative Compliance policy. 



Appendix 9 
· Sensitive Expenditure policy.



Appendix 10
· Financial Delegations policy. 



Appendix  11
· Fraud policy.





Appendix 12

· Tender/Procurement policy



Appendix 13
· Investment Policy – currently being determined
 
Appendix  7
Appendix 1

Code of Conduct for the State Services - Standards of Integrity and Conduct - 30 November 2007
We must be fair, impartial, responsible, and trustworthy

The State Services is made up of many organisations with powers to carry out the work of New Zealand's democratically elected governments.

Whether we work in a department or in a Crown entity, we must act with a spirit of service to the community and meet the same high standards of integrity and conduct in everything we do.

We must comply with the standards of integrity and conduct set out in this code. As part of complying with this code, our organisations must maintain policies and procedures that are consistent with it.

Fair
We must:

· treat everyone fairly and with respect

· be professional and responsive

· work to make government services accessible and effective

· strive to make a difference to the well-being of New Zealand and all its people.

Impartial

We must:

· maintain the political neutrality required to enable us to work with current and future governments

· carry out the functions of our organisation, unaffected by our personal beliefs

· support our organisation to provide robust and unbiased advice

· respect the authority of the government of the day.

Responsible

We must:

· act lawfully and objectively

· use our organisation's resources carefully and only for intended purposes

· treat information with care and use it only for proper purposes

· work to improve the performance and efficiency of our organisation.

Trustworthy

We must:

· be honest

· work to the best of our abilities

· ensure our actions are not affected by our personal interests or relationships

· never misuse our position for personal gain

· decline gifts or benefits that place us under any obligation or perceived influence

· avoid any activities, work or non-work, that may harm the reputation of our organisation or of the State Services.

APPENDIX 2
Conflicts of Interest Guidelines

The Trustees of the Foundation will adhere to the Office of the Auditor Generals Conflict of Interest Guidelines. These can be found at the following web address:

http://www.oag.govt.nz/2007/conflicts-public-entities
In addition Trustees will all be issued a hard copy of the guidelines with this governance charter.

Appendix 3
Patron and Current Trustees

Patron

Mr Colin Russell, an original settler of the Foundation Trust was appointed Patron of the CPIT Foundation at the Annual General Meeting held on 1 May 2009.
Current Trustees

Independent

	Trustee
	Date appointed
	Terms ends

	Scott Whitaker
	September 2008
	September 2016 (2)

	Carl Pascoe 
	February 2010
	February 2018 (2)

	Jackie Curtis 
	September 2011
	September 2015 (1)

	Geoff Cranko
	September 2011
	September 2015(1)

	Kay Poulsen
	September 2011
	September 2015 (1)

	Fiona McKissock
	September 2013
	September 2017 (1)

	Katherine Ewer
	October 2013
	October 2017 (1)

	CPIT Appointed 
	
	

	Trustee
	Date appointed
	Terms ends

	Jenn Bestwick (CPIT Council Chair) ex-officio
	February 2010
	N/A

	Kay Giles (CPIT CEO)  
	August 2010
	N/A

	Elizabeth Hopkins  
	February 2010
	N/A

	Jane Cartwright 
	June 2011
	N/A


Appendix 4

Job Description for Chair of Foundation

The principal role of the Chair is to ensure the effective working of the Trust Board in the following four key areas:

· Providing leadership – provision of leadership to the Board to ensure that an effective governance culture is nurtured and maintained.

· Setting Agendas – setting the agenda for the board meeting in conjunction with the Executive Officer and ensuring appropriate board papers are distributed within established time frames.

· Succession planning and selection of members – actively planning and participating in selection of board members ensuring membership is properly balanced.

· Chairing Meetings – chairing meetings of the Board in a way that will stimulate discussion and debate and encourage effective contribution from each member.

APPENDIX 5
Finance, Audit and Risk Committee – Terms of Reference

The Finance Committee is a standing committee of the CP Foundation Trust, with delegated responsibilities and authorities set out below.

Purpose

The purpose of the Finance, Audit and Risk Committee is to monitor the finances and investments of the Foundation and to make recommendations to the Trustees.

Responsibilities

The Finance, Audit and Risk Committee is responsible for monitoring the financial and investment welfare of the Foundation.

Specific responsibilities include:

· Monitor financial operations and results

· Oversee preparation and accuracy of budget

· Ensure timely, accurate and useful financial information is presented to Trustees

· Receive annual accounts and make recommendations to the Trustees regarding their content and presentation

· Receive reports from the investment manager and monitor performance of the investment portfolio

· Recommend budgets, financial and investment decisions to the Trustees for approval or other required action

· Develop and recommend to the Trustees appropriate policies to guide the financial and investment affairs of the Foundation.

· Act as the Foundation’s representative in relation to the audit process as conducted by Audit New Zealand

· Arrange for and maintain adequate insurance cover for the Foundation.

Membership

· The Finance, Audit and Risk Committee shall comprise not less than three trustees appointed by the board.

· The Chairperson of the Finance, Audit and Risk Committee shall be elected by the Board.
· The Trust Chair is an ex officio member of the Finance, Audit and Risk Committee.

Meetings

· The Finance, Audit and Risk Committee shall meet at least two times each year.

· A quorum shall be two members of the committee.

· Reasonable notice of meetings and business to be conducted shall be given to all Trustees.

· Any Trustee is entitled to attend meetings of the Finance, Audit and Risk Committee.

· The committee may invite such persons as it considers necessary to provide appropriate information and advice.

· Any member of the Finance, Audit and Risk Committee or the Chairperson of the Foundation may request a meeting.

· Minutes of all meetings shall be kept, and shall be circulated to all Trustees.

Reporting

Agendas and minutes of all Finance, Audit and Risk Committee meetings shall be circulated to all Trustees and shall be retained by the Foundation.  Minutes will be included in the next set of Board papers for noting.  After each meeting the Committee Chair shall report the Committee’s recommendations to the Board.

Authority
· The Finance, Audit and Risk Committee has no delegated authority.

· Approval of the Board must be obtained before committing to any expenditure.

· The Board may delegate to the Finance, Audit and Risk Committee such matters as it sees fit.

· Recommendations of the Finance, Audit and Risk Committee must take into account the impact on all other aspects of the Foundations’ activities.

APPENDIX 6
Working Groups - General Terms of Reference


Constitution

Any working group established is a sub-committee of the CPIT Foundation Trust Board and is established by resolution of the Board. This resolution will include the terms of reference and financial delegations and expenditure budget of the working group
.
Objectives


The objectives of a working group are to:

· Assist and advise the Board on the identified activity or project it has been established for. 
· Report to the Board on the progress against targets or outcomes established for the activity or project by the Board


Membership

Any working group will be chaired by a Trustee nominated by the Board and shall comprise no less than two trustees appointed by the board.  The Chairperson may attend any working group ex officio.


Meetings

· A quorum shall be two members of the committee.

· The working group may have in attendance such other persons including external advisors as it considers necessary to provide appropriate information and advice.

· All trustees shall be entitled to attend working group meetings after giving prior notice to the working group Chair.

· Reasonable notice of meetings and business to be conducted shall be given to the members of the working group and other members of the board.

· Minutes of all meetings shall be kept by the Trust.


Responsibilities


The responsibilities of any working group are to:

· Undertake the activity or project terms of reference as established by the Board.

· Make recommendations for approval to the Board.

· Monitor and report progress against the targets or outcomes established for the activity or project by the Board


Authorities

· The working group must seek the approval of the Board before committing to any expenditure or engaging the service or advice of any external advisors.


Reporting

Minutes for all working group meetings shall be circulated to Trustees and retained by the Foundation.  Minutes will be included in the next set of Board papers for noting.  After each meeting the working group Chair shall report the working group’s recommendations to the Board. 

APPENDIX 7

INVESTMENT AND FUNDS MANAGEMENT POLICY

To Come

APPENDIX 8
Current Grant Policy

Grants under $10,000 (excl GST): Grants under $10,000 can be submitted at any time during the year. The grant application is circulated via e-mail to all Trustees for their vote. If a majority of Trustees support the grant then it can be paid to the recipient immediately. The e-mail vote for the grant is formally ratified at the next regular Board meeting.

Grants and Projects over $10,000 (excl GST)
1. The CPIT Foundation will identify its annual targeted priorities. These priorities will be discussed with CPIT Council and Management, refined in relation to these discussions and endorsed by the CPIT Foundation. Potential applicants will be informed of these priority targets.

2. Applications are considered annually to be submitted by end February for approval by end April. 

3. Applicants complete an initial grant application on the form given at Attachment 4. Applications can be received from CPIT students or staff.

4. Applications are forwarded to the Manager, Research and Knowledge Transfer at CPIT.

5. The Manager, Research and Knowledge Transfer constitute a review panel (consisting of a representative of CPIT senior management and at least three peer reviewers comprising both CPIT and external experts).

6. The panel evaluates the extent to which the application addresses the criteria as determined by the CPIT Foundation, that is

a. Student involvement and benefits;

b. Industry/Community partner who is making a tangible contribution; 

c. Evidence of a track record to deliver;

d. A clear brief/purpose;

e. Measureable milestones; 

f. Rigorous accountability reporting mechanism; 

g. Evidence of having sought support elsewhere;

h. Regulatory approval mechanisms, such as approval by the Ethics Committee, have been sought where necessary.

7.  The panel may highlight shortcomings of the application and refer these back to the applicant for further development and resubmission.

8. Applications accepted as meeting the criteria are referred to the CPIT Leadership Team (Te Kahui Mankura) for ranking in order of strategic priority. The rankings are:

a. High level of alignment with CPIT strategy, resources and capability are available, high level of potential impact and significant commitment from strategic partners

b. Alignment with CPIT strategy, resources and capability available, some impact and some commitment from partners

c. Insufficient alignment, resources, capability, impact and/or partner commitment.

9. The CE signs off the priority rankings and forwards the priorities to the CPIT Foundation together with a checklist giving assurance that process have been followed and criteria have been addressed.
10. The CPIT Foundation assures itself that process has been followed and criteria addressed and awards funding to the extent of determined funding availability.
Grant Guidelines and Conditions

1. No grant approved for tertiary study or similar purposes will be paid until written evidence is provided showing that the applicant has been accepted to the course of study.

2. Where considered appropriate, grants may be paid in installments and may be discontinued if the applicant’s project has not progressed to a satisfactory level. Extenuating circumstances such as ill health or temporary incapacity will be taken into account.

3. Approved “single payment” grants must be uplifted by an agreed date otherwise the grant offer shall lapse.

4. Grant recipients must submit a brief report within two months of the completion of their project or activity outlining how the objectives of the project were met, and identifying any unexpected benefits to them or any other body. As this report may be used for publicity purposes it should be provided in both hard copy and electronic format with supporting visuals (e.g. photographs) in a high definition format.

5. Public Recognition of Foundation
· The Foundation will have recognition as a supporter of the project for the term of this agreement (will vary as to what is appropriate) and will receive the benefits set out in Appendix A (to be further developed for each grant if appropriate).

· The Foundation will be entitled to promote its support for the project in whatever manner it considers reasonable and appropriate including, but not limited to, reference to its support in Foundation publications, presentations and advertisements.

· Prior to the release of any material about the project that uses the CPIT Foundation logo, or the CPIT Foundation name, the material must be approved by the Foundation

· The project will use its best endeavours to mention the CPIT Foundation in speaking in public forums or when communicating with television, radio and print media about its support for the project.  Such media also to include internal CPIT publications and broadcast media and other non-commercial publications including but not limited to company or in-house publications.

· The Foundation will be invited to attend any events held in relation to the project.
APPENDIX 9
Legislative Compliance policy.
The Trustees of the Foundation are required to maintain their knowledge of changes in legislation that may/will have an impact upon any aspect of the functions/governance/management of the Foundation’s affairs and act accordingly to ensure compliance at all times.
The known Acts of parliament that impact upon the Foundation are as follows:

· The Trustees Act 1957 and subsequent updates
· The Employment Relations Act 2000 and subsequent updates
· Charities Act 2005 and subsequent updates
· Health and Safety in Employment Act 1992 and subsequent updates
· Property Law Act 2007 and subsequent updates
· Holidays Act 2003 and subsequent updates
APPENDIX 10
Sensitive Expenditure Policy

Definition: 
Sensitive expenditure is expenditure by a public entity that provides, or has the perceived potential to provide a private benefit to all members, trustees, office holders, managers, and employees of a public entity that is additional to the business benefit to the entity of the expenditure. It also includes expenditure by a public entity that could be considered unusual for the entity’s purpose and/or functions.
Basis of policy

Due to the Foundation being a “controlled entity” of CPIT for accounting and audit purposes the sensitive expenditure guidelines as issued by the Office of the Auditor General need to be applied generally by the Foundation. The Foundation does not receive any public monies and therefore the requirements of Trustees under the Trustees Act are more applicable.
This policy is based on the principles approach and recognises that many common areas of sensitive expenditure, e.g. travel, accommodation and hospitality occur in the normal operation of the Foundation.

The key principles that guide the Foundation’s expenditure decisions are that they:

· have a justifiable business purpose;

· preserve impartiality;

· are made with integrity;

· are moderate and conservative, having regard to the circumstances;

· are made transparently; and

· are appropriate in all respects.
Subject to the delegated authority levels specified in the financial delegations policy it is expected that the Trustees will observe these principles in all areas of sensitive expenditure.

Policy

The Foundation Board is voluntary apart from an annual honorarium for the Chair which is set by the Board each year. In recognition of the substantial commitment and contribution made by the volunteer Trustees the Board undertakes 2 – 3 social events each year for the Trustees and their partners e.g. Xmas Function. 

The Finance and Audit Committee will monitor sensitive expenditure at each meeting and report back to the full board of Trustees..

The following table sets out the policy for each category of sensitive expenditure.

Sensitive Expenditure Policy continued …

	Area of Expenditure
	Relevance
	Policy

	
	
	

	Travel and Accommodation
	
	

	Trustee/Staff Air Travel for conferences, seminars etc.
	R
	Actual and reasonable costs  reimbursed for Board approved attendance 

	Trustee/Staff Meals & Accommodation for conferences, seminars etc.
	R
	Actual and reasonable costs  reimbursed for Board approved attendance

	Trustee/Staff Motor Vehicle mileage reimbursements 
	R
	Actual and reasonable costs reimbursed for Board approved usage. 

	Other travel
	NR
	Requires prior Board approval

	
	
	

	Entertainment & Hospitality
	
	

	 Entertainment and Hospitality

For Foundation Business Functions 
	R
	Actual and reasonable costs  reimbursed for Board approved functions

	2-3 Entertainment and Hospitality Events per annum
For Foundation Board & Partners
	R
	Actual and reasonable including  alcohol to a limit of $100 pp(excl GST) per event with prior Board approval 

	Goods & Services
	
	

	Sale of surplus assets
	NR
	Requires prior Board approval

	Loyalty reward scheme benefits
	NR
	Requires prior Board approval

	Private use of entity assets
	R
	Requires prior Board approval

	Entity use of private assets
	NR
	Requires prior Board approval

	Private use of entity’s suppliers
	R
	Requires prior Board approval

	Support & welfare expenditure
	
	

	Farewells & retirements 
	R
	Requires prior Chairperson approval

	Sponsorship of Trustees or others
	R

(grants can be considered as sponsorships)
	Requires formal Board approval as per grants process

	Other types of expenditure
	
	

	Donations/Koha
	R
	Requires prior Board approval

	Chairperson Honorarium
	R
	Requires formal Board approval

	Communications technology
	NR
	Requires prior Board approval

	Gifts
	R
	Requires prior Board approval


APPENDIX 11
Delegations Policy -  (including financial)
Chairperson  
The Chairperson has responsibility for the general oversight of the Foundation’s activities on behalf of the Board including monitoring the delivery of management and financial services.
Specifically he / she has delegated authority to:

· Ensure the Foundation’s approved budget is adhered to.

· Approve the purchase goods and services within the approved budget to the value of $10,000 in any one event.
· Employ staff within the approved complement, undertake performance reviews, approve leave and time in lieu, undertake disciplinary procedures and dismissal of staff.

· Act as one of the authorised signatories to the Foundation’s Bank Accounts.
· Approve expense claims within Board guidelines.

· Accept invitations to speak about the Foundation.

· Speak with the media about the Foundation.
· Sign contracts with suppliers on behalf of the Foundation that have been approved by the Board using the Foundation’s seal.
APPENDIX 12
Fraud Policy

The operating environment of the Foundation is considered by the Foundation to be a low-risk one with respect to fraud.

The current “controls” are in place to mitigate the risk of fraud:

· Assigned authority of two trustees to countersign cheques and authorise internet banking payments with a maximum daily limit on the latter of $100k

· Requirement for counter-signatory or authoriser to sight relevant statements or tax invoices prior to payment approval

· All Trustees can access the on-line accounting system and view all financial information 
· Regular reporting to the Board of income and expenditure reconciled against the bank statements

In the event that the Finance, Audit and Risk Committee detects or suspects that fraudulent activity may have or be taking place it will report directly to the Chair of the Board of Trustees setting out the evidence and this will be discussed at a Special Meeting of Trustees to be called by the Chair within 14 days of receiving the report.

In assessing the evidence provided by the Finance Audit and Risk Committee, the Board of Trustees will observe the following principles:

1. Every individual suspected of committing fraud will be treated in the same manner and if this includes one or more trustees they will be excluded from the Special Meeting.

2. Every effort will be made to gather sufficient and reliable evidence to support a prosecution and every case of suspected fraud, supported by evidence, will be referred to the appropriate law enforcement agency with a view to prosecution.

3. Recovery of lost money or other property will be pursued wherever possible and practicable.

4. All employees and trustees will be made aware of their responsibilities under this policy. 

APPENDIX 13
Tender/Procurement Policy

Definition: 

Procurement covers all the business processes associated with purchasing,

spanning the whole cycle from the identification of needs through to the end of a

service contract or the end of the useful life and subsequent disposal of an asset. 

Basis of policy

Due to the Foundation being a “controlled entity” of CPIT for accounting and audit purposes the procurement guidelines as issued by the Office of the Auditor General need to be applied generally by the Foundation. The Foundation does not receive any public monies and therefore the requirements of Trustees under the Trustees Act are more applicable.

This policy is based on the principles approach and recognises that to be 

effective and efficient in procuring goods or services, the Foundation needs to be clear about the overall objective of each procurement and select a procurement method that will give best value for money.

The key principles that guide the Foundation’s procurement decisions:
Accountability – Able to give complete and accurate accounts of the use the foundation has put the funds to, including funds passed onto or by others for particular purposes.

Openness – The Foundation will be transparent in the administration of funds.

Value for money – The Foundation will use resources effectively, economically,

and without waste, with due regard for the total costs and benefits of an

arrangement, and its contribution to the outcomes the Foundation is trying to

achieve. This services does not necessarily mean selecting the lowest price but rather the best possible outcome for the total cost of ownership (or whole-of-life cost).

Lawfulness – The Foundation will act within the law, and meet their legal obligations.

Fairness – The Foundation will act fairly and reasonably. 

Integrity – The Foundation will manage its resources with the utmost integrity. 

Policy
Minor conventional purchases up to $500 – These are goods or services that the Foundation buys regularly, are of relatively low value, and are able to be bought through ordinary procurement systems, ordinary market disciplines and competitive processes. 

Major conventional purchases up to $10,000 – These are goods or services that the Foundation buys annually such as the annual report design and production. As with the previous category, the presence of an effectively functioning market means that means that ordinary market-based procurement techniques can be expected to operate well to manage the price and value for money. The Foundation will offer a Request for Proposal/Tender (RFP) to at least two prospective suppliers.
Minor relational purchases up to $5000 – For the contracts in this category, conventional market-based systems may not be appropriate or particularly effective. For example the situation of selecting a mentor for a student undertaking an approved Foundation Project there is likely to be an absence of an effective or meaningful market to provide the goods or services. The strategic importance of the goods or services, or the relationship with the provider, the Foundation gives greater weight to the relationship or strategic dimensions of the contract. The Foundation will require the prospective supplier to present a fixed price for Board approval. 

Major relational purchases up to $50,000 – The same factors identified under minor relational purchases apply here. A larger contract will inevitably require additional attention and management throughout its whole life cycle. The Foundation will offer a Request for Proposal/Tender (RFP) to at least two and preferably 3 prospective suppliers. The proposal will include monthly reporting and success measures and if of greater than 6 months duration a formal review every 6 months. 
Appendix 14
1. History of the Foundation
The concept of a Foundation to support staff and students of Christchurch Polytechnic was first mooted in 1983 and in August 1984 the Polytechnic Council passed the required resolution to establish the Foundation as a charitable trust.

In its first year of operation it received donations from Jean Herbison, Ian Hall, Peter Mills, Department of Building & Construction, P Downing, Armstrong & Springhall, Baron Computers, and Archdiocese of Wellington. 

In the ensuing years the Foundation received interest on its invested capital, donations and the net proceeds from the Polytechnic’s summer schools. In 1989 the Foundation secured a UHF Broadcasting license from the NZBC and later donated this to the CPIT School of Broadcasting. 

In the same year the Foundation invested $90,000 in the establishment of an International Language School. Its increased income enabled the trust to assist staff, and very rarely students, and it provided loans to help launch the Media Studies Department, Child Care Centre and International Teacher exchanges.

In the early 1990’s the Foundation’s funding activities ceased pending a major review of its future direction. In 1993 the Foundation agreed to sell the Language School to the Polytechnic. Around this time the Allen Street building, which was purchased in 1988 was renovated and leased back to the Polytechnic.

In the same year the Foundation’s modus operandi and constitution were reviewed and a new constitution took effect in November 1993. Several new initiatives emerged at this time: post-Polytechnic scholarship, job exchange scheme, post-graduate study awards for staff and a business development award for students.

In 1994 the Foundation appointed a part time secretary and appointed Spicers to invest and manage a portion of its capital funds. The Dame Jean Herbison Prestigious Award was also created in 1994 to recognize her contribution to tertiary education in Christchurch and specifically to the establishment of the CPIT Foundation. 

Dr Joe Dobinson of the Computer Science Department became the first recipient for his research into multi-media uses across a wide range of disciplines. 

A further innovation was the establishment of the Colin Russell lecture series to bring leading experts to share their insights with staff, students and the wider community.

Since its modest beginnings in 1984 the Foundation has grown its capital base and has awarded grants of over $2 million.  

The Trust Deed was amended in 1999 to clarify the matter of its structure in terms of trustee numbers and appointment processes.
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