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This Finance Policy applies to the Victorian Health Professionals Association (referred 
to herein as VAFAHPA), being the Victoria No 3 Branch of the Health Services Union 
(referred to herein as the Union). 

The Union’s rules and the provisions of the Fair Work Act 2009 (Cth) and Fair Work 
(Registered Organisations) Act 2009 (Cth) will prevail over the terms of this policy to 
the extent of any inconsistency. 

1. Introduction 

1.1 Definitions 

Words and phrases in this policy may differ in meaning from their definition in Union rules. 

Branch Committee 
 

VAHPA’s committee of management, consisting of the President, the 
Senior Vice-President, the Junior Vice-President, the Branch 
Secretary, Assistant Secretary, two (2) Branch Trustees and five (5) 
ordinary members. 

Branch Secretary  The Chief Executive Officer of VAHPA. The designated Officer in 
charge of the general conduct, administration and business of 
VAHPA. 

Branch Trustees The designated officers in charge of investing the funds of the 
VAHPA and otherwise dealing with the property and funds of the 
VAHPA as directed by Branch Committee. 

Business expenses 
 

Expenses incurred in conducting VAHPA business operations. This 
may include expenses such as domestic travel, taxi fares, parking, 
tollway costs, meals and other legitimate expenses necessary for the 
conduct of VAHPA business.  

Elected Official The President, the Senior Vice-President, the Junior Vice-President, 
the Branch Secretary, the Assistant Secretary, and the two Branch 
Trustees of VAHPA. 

Employees All salaried Elected Officials, staff, contractors, consultants and 
temporary workers of the Victorian Allied Health Professionals 
Association. 

Governance and 
Finance Manager 

The person appointed to manage and operate the financial accounts 
of the Victorian Allied Health Professionals Association. 

Gift A present, benefit, offering or token of appreciation received from a 
member, employer, vendor, supplier, potential employee, political 
party, vendor or supplier, and includes, but is not limited to, cash, 
merchandise, services, hospitality or social invitation, whether 
offered free or discounted. 
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Officers Employees and Elected Officials of VAHPA 

Related party Any of the following: 
(i) an Officer of the Union; 
(ii) a spouse or other relative of an Officer of the Union;  
(iii) a relative of a spouse of an Officer of the Union; 
(iv) an entity that is, was in the past six months, or is likely to 
become in the future, owned or controlled by someone who 
falls within the categories listed above in (i) to (iii); 
(v) an entity in which someone listed above in (i) to (iii) has, has 
had in the past six months, or is likely to have in the future a 
substantial ownership interest or control. 

Related-party 
transaction 

A transaction (defined below) in which the Union was, or is proposed 
to be, a participant and in which a related party has, has had or may 
have a direct or indirect material interest. 

Paid Official An Elected Official who receives a salary for their position, being the 
Branch Secretary and Assistant Secretary 

Relative In relation to a person, means the spouse, parent or remote lineal 
ancestor, child or remoter issue, or brother or sister of the person.  

Transaction Any financial transaction, arrangement or relationship (including any 
indebtedness or guarantee of indebtedness), or any series of similar 
transactions, arrangements or relationships. 

(The) Union The Health Services Union including its Branches 

Union Rules Those rules registered under the Fair Work (Registered 
Organisations) Act 2009 as at 31 May 2014 and any subsequent 
amendments 

VAHPA 
Management 

The Branch Secretary, Governance and Finance Manager and Line 
Managers. 
 
 

 

1.2 General statement of policy 

VAHPA recognises that sound financial management is a critical element in ensuring the 
efficient, responsible and transparent use of resources to achieve organisational goals. This 
policy is established to assist the Branch Committee, Governance and Finance Committee 
and VAHPA Management in overseeing all aspects of the financial management and 
operation of the VAHPA in line with the principles of transparency, accountability, and 
disclosure to ensure: 
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• good stewardship over resources, 

• the sustainable success of the VAHPA in representing members’ industrial, 
professional and democratic interests over the long term, and 

• respect for the values of social and environmental responsibility. 

The Branch Secretary is ultimately responsible for the financial management and operation 
of the VAHPA. 

1.3 Aim, purpose and scope 

The aim of this policy is to ensure that integrity in VAHPA’s financial procedures, controls 
and reporting is established and safeguarded and that VAHPA is accountable to its 
members. Adherence to this policy will ensure that VAHPA’s resources are used efficiently 
and transparently for the benefit of members. 

This policy has three main purposes. The first is to provide all relevant stakeholders within 
VAHPA with guidance and instruction in overseeing all aspects of the financial management 
of the VAHPA’s resources. The second purpose is to set out the requirements for reporting 
VAHPA’s financial activities (in clauses 3.2 to 3.3). The third purpose of this policy is to 
ensure that VAHPA’s financial control systems (in parts 4 to 8 of this policy) support the 
efficient use of resources without compromising the rigour required to ensure 
accountability, social responsibility and good stewardship. The policy is based on the 
principle that integrity in financial reporting is safeguarded by transparency, accountability 
and disclosure. 

This policy is relevant to all stakeholders of VAHPA who are involved or interested in the 
approval, recording, management and use of VAHPA’s finances. These stakeholders 
include but are not limited to: the Branch Committee, Governance and Finance Committee, 
Paid Officials, the Governance and Finance Manager, VAHPA Management, employees and 
members. 

1.4 Policy outcomes 

Effective accounting and financial reporting processes within VAHPA are critical for the 
accurate disclosure of financial activities to ensure accountability and good stewardship 
over resources. To achieve this, VAHPA’s financial management and reporting systems 
shall be constructed and maintained so that: 

• financial records are supported by clearly identifiable source documentation; 

• checks and audits can be readily undertaken; 

• payments are based on fully supported documentation; 

• costs, revenues, assets and liabilities are treated consistently and in line with 
accounting standards; 

• expenditure takes place within delegated limits and budget line items, and is 
prudently undertaken in the long term interests of VAHPA’s members; 
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• the location and details of assets can be reliably monitored and matched with 
historical records; 

• bank accounts and other financial assets and liabilities are established and 
maintained in the name of the VAHPA and within authorised delegations; 

• reports can reliably compare actual and projected revenues and expenditures with 
budgeted revenues and expenditures. 

 

2. Roles and responsibilities 

2.1  Branch Committee 

The Branch Committee is the committee of management of VAHPA. It consists of the 
President, Senior Vice-President, Junior Vice-President, Branch Secretary, Assistant 
Secretary, two Branch Trustees and five ordinary members. The Branch Committee has the 
power to: 

• transact all the business of VAHPA; 

• supervise and pay all lawful debts of VAHPA; 

• to periodically review and attend to the collection of all fees, levies and dues 
payable by Branch members 

• direct the Branch Secretary in the performance of his or her duties; 

• appoint the VAHPA Auditor; 

• take any action that in its opinion is in the interests of VAHPA. 

Financial training will be provided for all members of the Branch Committee within six 
months of a member’s appointment in line with Rule 91 in the Union Rules. 

Reference: Rules 44 and 91 in the Union Rules  

2.2 Governance and Finance Committee 

The Governance and Finance Committee is the financial committee of management of 
VAHPA, which also has broader governance responsibility. The Governance and Finance 
Committee consists of the Branch Secretary, two Branch Trustees and two members of the 
Branch Committee, appointed by the Branch Committee. The Governance and Finance 
Committee meets on a quarterly basis and reports on its activities to the Branch 
Committee. Its duties include, but are not limited to: 

• ensuring internal control systems are adequate to ensure accountability and are 
operating efficiently; 

• ensuring the timely preparation of budget and cash-flow forecasts; 

• closely examining financial statements on a regular basis; 



Rule 90 Policy   	  

VAHPA Finance Policy v3.4        23/08/2016  Page 8 

• monitoring and protecting the funds and property of VAHPA. 

Reference: Rule 75 in the Union Rules  

The Governance and Finance Committee Charter is Annexure (A) to this policy. 

2.3 Branch Secretary 

The Branch Secretary has charge of the financial conduct, administration and business of 
VAHPA, and is responsible for compliance with financial procedures, controls and 
reporting. 

The Branch Secretary fulfils the responsibilities of VAHPA as an employer to provide a 
financial system that is managed according to:  

• generally accepted accounting principles including applicable Australian Accounting 
Standards, Australian Accounting Interpretations and other pronouncements of the 
Australian Accounting Standards Board (AASB); 

• requirements of relevant tax legislation administered by the Australian Taxation 
Office (ATO); and  

• relevant Federal Industrial Relations legislation and regulations. 

The Branch Secretary must ensure that adequate resources are made available to meet 
VAHPA’s financial aims and objectives, to implement this policy and to ensure that all levels 
of management are given the responsibilities and authority to ensure its success. 

The Branch Secretary must ensure that all employees and Officers take responsibility for 
the successful implementation of the finance procedures for which they have control.  

Reference: Rule 48 in the Union Rules  

2.4 Branch Trustees 

The Branch Trustees are the designated officers in charge of investing the funds of VAHPA 
and otherwise dealing with the property and funds of VAHPA as directed by Branch 
Committee. 

The Branch Trustees will work with the Branch Secretary who has charge of the financial 
conduct, administration and business of VAHPA. 

Reference: Rule 51 in the Union Rules  

2.5 Governance and Finance Manager 

The Governance and Finance Manager assists the Branch Secretary in overseeing the 
management of financial procedures, controls and reporting. The Governance and Finance 
Manager is responsible for implementation of the requirements of compliance with: 
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• generally accepted accounting principles including applicable Australian Accounting 
Standards, Australian Accounting Interpretations and other pronouncements of the 
Australian Accounting Standards Board (AASB); 

• requirements of relevant tax legislation administered by the Australian Taxation 
Office (ATO);   

• relevant Federal Industrial Relations legislation and regulations; and 

• ensuring effective implementation of VAHPA financial policies and procedures. 

The responsibilities of the Governance and Finance Manager include: 

• manage the finance team, including finance staff training, recruitment and selection; 

• develop and maintain budgets and cash-flow forecasts; 

• manage and control departmental expenditure within approved budgets; 

• monitor cash-flow planning and ensure availability of funds as needed; 

• oversee reporting and accounting functions according to regulatory, legal and audit 
requirements; 

• oversee budgetary planning and management of costs for potential sponsorships, 
acquisitions and collaborations with third parties, according to the approved 
strategic direction of VAHPA; 

• coordinate audits and the proper filing of VAHPA tax returns and associated 
statements;  

• serve as a key point of contact for external auditors and manage preparation and 
support of all external audits; 

• enhance and implement VAHPA’s financial and accounting systems, processes, 
tools and controls; 

• ensure maintenance of appropriate internal controls and financial procedures; 

• maintain VAHPA’s financial and payroll records; 

• develop appropriate financial risk management reporting mechanisms. 

2.6 Line Managers 

In addition to the responsibilities of Other Employees below, line managers need to ensure 
that their reporting staff operate within the requirements of this policy. In particular, when 
giving approval for staff expenditure, line managers need to ensure that sufficient controls 
are in place to verify that expenditure is within their delegation limits and budget line items. 

2.7 Other Employees 

All employees of VAHPA will take reasonable care to: 

• follow established financial control systems; 
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• maintain receipts for all expenses associated with work practices; 

• use any corporate credit cards issued to them in accordance with the supplying 
institution’s conditions of use and VAHPA procedures. 

3  Financial Records, Reporting and Disclosures 

3.1 Financial records 

The Governance and Finance Manager must maintain permanent files and records of 
VAHPA’s financial activities, including the following: 

• detailed itemised records must be maintained, and hard copies scanned and stored 
electronically as a backup; 

• all financial transactions must be supported by documentary evidence; 

• records of batch transactions must be clearly cross-referenced with their individual 
component transactions; 

• where a system is automated, clearly identifiable electronic records must be 
maintained, with paper copies additionally kept where necessary to ensure 
compliance with statutory obligations; 

• transaction records must be reconciled with bank statements at least monthly; 

• all records regarding financial transactions including hard copy and electronic 
records must be retained for at least seven years as required by subsection 252(5) 
of the Act.  

Computerised accounting systems must be set up and maintained such that they are 
accessible to multiple users. The MYOB accounting system shall be made accessible 
online, with MYOB records updated online at least weekly, and preferably updated live 
online where practicable. The Branch Secretary and Assistant Secretary shall undertake 
basic training in MYOB and be set up each with their own MYOB login details. 

3.2 Financial reporting 

All financial reporting shall be managed by the Branch Secretary and the Governance and 
Finance Manager. Different reporting levels will be provided on a monthly, quarterly and 
annual basis. Financial reports shall be prepared and distributed to the Branch Committee 
through the Governance and Finance Committee. 

Monthly reports shall be distributed electronically to the Governance and Finance 
Committee, including: 

• Balance Sheet summary as at the reporting date; 

• Income and expenditure summary for the month and the financial year to date, and 
projected income and expenditure summary for the full financial year with variance 
analysis against the approved annual budget; 
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• Cash flow report for the reported period and projections to the end of the current 
financial year; 

• Aging Accounts Payable and Receivable as at the reporting date; 

• Payment List, detailing all cash disbursements of greater than one thousand dollars 
for the reported period; 

• Direct debit payments listing; 

• Corporate credit card transactions listing; 

• Staff expense reimbursements listing; 

• Travel expenses in accordance with section 6.6 below. 

The quarterly report shall comprise a compilation of the three monthly reports for the 
quarter with a written commentary, and be presented at the quarterly Governance and 
Finance Committee meeting for further approval by the Branch Committee. 

The quarterly financial reports will be passed by a resolution of the Branch Committee that 
they truly and accurately reflect VAHPA’s financial position. 

Financial reports that will be provided to the Branch Committee on an annual basis include: 

• the end of year quarterly report listed above, at the first Branch Committee meeting 
held fourteen days or later after the end of the financial year; 

• audited general purpose financial report as required under subsection 253 of the 
Act; 

• annual budget and cash flow projections that have been adopted by the 
Governance and Finance Committee and approved by the Branch Committee for 
the ensuing financial year. 

3.3 Disclosures 

Officers may be placed in a position of conflict of interest as a result of their position with 
VAHPA, resulting in the potential to abuse their role for personal or business gain. In order 
to minimise the risk of abuse, officers are required to disclose any material personal interest 
they or any of their relatives have relating to the affairs of VAHPA, and any gifts and 
payments (other than salary related payments for staff) received as a result of their position 
with VAHPA. 

3.3.1 Conflict of interest 

A conflict of interest exists when there is a conflict between an Officer’s duties and 
responsibilities, and that Officer’s personal interests. Personal interests include the personal 
or financial interests of an Officer and the interests of relatives, friends or associates of the 
Officer. 

A personal interest is considered to be material if a reasonable person might conclude that 
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it results in a conflict of interest that has the potential to influence the actions of the officer 
in conducting their official duties and responsibilities, or otherwise render the Officer unable 
to devote complete loyalty and singleness of purpose to the interest of VAHPA and its 
members. A conflict of interest may be actual, potential or perceived. 

An Officer is expected to avoid conflicts of interest involving any matter pending before the 
Branch Committee. If an Officer has a material personal interest in any matter pending 
before the Branch Committee, the Officer shall disclose such interest to the Branch 
Committee in writing and shall not discuss or vote on the matter and shall not attempt to 
influence the decisions of other members of the Branch Committee. 

Rule 87 Disclosure 

All material personal interests that an Officer or relative of an Officer has relating to the 
affairs of the Union will be disclosed to the to the Union’s National Executive as soon as 
practicable after the interest is known or acquired, and to members of VAHPA within six 
months after the end of financial year and published on VAHPA’s website and disclosed in 
the General Purpose Financial Report.  

 

3.3.2 Related-party transactions 

Where a conflict of interest arises in regard to related-party transactions, there are special 
disclosures required. Related-party transactions refer to transactions of VAHPA in which a 
related party has or may have a direct or indirect material personal interest. Refer to Section 
1.1 above for definitions of related parties and related party transactions. VAHPA 
recognises that related-party transactions can present potential or actual conflicts of 
interest, and that questions may arise about whether such transactions are consistent with 
members’ best interests. 

Identification of related-party transactions 

Any Officer will promptly notify the Branch Secretary or, in the event that the Branch 
Secretary has an interest in the related-party transaction, the Branch Committee, of any 
interest such person or a relative of such person had, has or may have in a related-party 
transaction. This will be reported at a Branch Committee meeting prior to the transaction 
taking place. If the Officer becomes aware of the interest in a related party transaction after 
the transaction has occurred, this will be reported at the next Branch Committee meeting 
immediately after the Officer becoming aware of the interest in the transaction. 

Branch Committee review of related-party transactions 

The Branch Committee will review the material facts of all related-party transactions and 
approve, disapprove or ratify such transactions. In assessing a related-party transaction, 
the Branch Committee will consider such factors as it deems appropriate, including without 
limitation: 
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• the benefits to VAHPA of the transaction; 

• the commercial reasonableness of the terms of the related-party transaction; 

• the importance and relevance of the related-party transaction to VAHPA; 

• the extent of the related party’s interest in the related-party transaction; 

• the actual or apparent conflict of interest of the related party participating in the 
related-party transaction. 

No person shall participate in the discussion, evaluation or approval of any related-party 
transaction for which he or she is a related party, except that the person shall provide all 
material information concerning the related-party transaction to the Branch Committee. 

Rule 88 Disclosure 

Any payment made by VAHPA to a related party of VAHPA or to a declared person or body 
of VAHPA will be listed by the Branch Secretary on a Register of Related-party 
Transactions, and this will be disclosed to the Union’s National Executive as soon as 
practicable after the payment is made, and to members of VAHPA within six months after 
the end of financial year, and published on VAHPA’s website and disclosed in the General 
Purpose Financial Report. 

 

3.3.3 Sitting fees, honoraria or remuneration attached to an appointment 

Each person holding an office in VAHPA shall disclose to the Branch Committee any 
remuneration paid to the Officer: 

(i) because the Officer is a member of, or holds a position with, a board or other 
organisation if; 

(a) the Officer holds such position with the board or other organisation only 
because the Officer is an officer of VAHPA; or 

(b) the Officer was nominated for the position by VAHPA or a peak council; or 

(ii) by any third party, in connection with the performance of the Officer’s duties as an 
Officer.  

Any sitting fee, honorarium or remuneration attached to such an appointment shall be paid 
to VAHPA. Where this is paid directly by the board or organisation to the officer, the officer 
shall reimburse the full amount to VAHPA less any tax implication but including amounts 
paid to the officer’s superannuation fund. If repayment of superannuation is onerous for the 
officer, the Branch Committee may waive this part of the requirement on the request of the 
officer. 

Members of the Branch Committee shall not receive any sitting fees, honoraria or other 
remuneration as a result of their membership of the Branch Committee, other than 
remuneration to Paid Officials. 
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Rule 85 Disclosure 

The disclosure required shall be made to the Branch Committee in writing as soon as 
practicable after the remuneration is paid to the Officer.  

3.3.4 Remuneration and non-cash benefits 

The Branch Committee shall disclose to the members of VAHPA the identity of each 
Elected Official of VAHPA who receives remuneration in connection with their holding office 
during the financial year. This shall include the actual amount of the Elected Official’s 
remuneration and the value of relevant non-cash benefits for the financial year.   

Each member of VAHPA Management will have a contract that details his or her roles and 
responsibilities and the form of remuneration. The contract will be valid only if it has been 
approved by the Branch Committee. 

Rule 86 Disclosure 

The disclosure will be made within six months after the end of financial year and will also be 
published on the VAHPA website and in the general purpose financial report. 

3.3.5 Gifts 

As a matter of course, Officers should attempt to discourage members from providing a 
gift, and judgement should be used so as not to offend the member’s well-meaning 
intentions. 

An Officer must decline a gift if she or he believes or suspects that the gift is being provided 
to secure some special benefit or to influence some decision, or that acceptance of the gift 
would undermine the integrity and impartiality of VAHPA, or that the acceptance of such a 
gift could be construed by others in this way. 

All gifts offered or accepted and that are deemed to be more than an estimated value of 
$50 must be declared to the Branch Secretary. Disclosure by the Branch Secretary will be 
made to the Branch Committee. 

Where the nature of the gift allows, gifts valued over $100 must be surrendered to the 
VAHPA and used for the benefit of the VAHPA, such as a prize in a fundraising raffle.  

Cash can never be accepted as a gift. If the gift is in the form of an invitation to a 
hospitality, sporting, social or similar event, the invitation should be disclosed to the Branch 
Secretary or Branch Committee prior to the event. Meals provided as part of, or a form of, 
entertainment is considered to be a gift. 

This policy extends to a relative of an Officer, where the gift is offered in, or in connection 
with, the Officer’s engagement with VAHPA. 

The Branch Secretary will maintain a Register of Gifts for all gifts accepted and declined 



Rule 90 Policy   	  

VAHPA Finance Policy v3.4        23/08/2016  Page 15 

and will provide the Branch Committee with a copy of the register in July of each year. The 
register should include information such as the date the gift was offered, to whom it was 
offered, by whom it was offered, the reason the gift was offered, a description of the gift, 
the estimated value of the gift and the view by the Branch Secretary or Branch Committee 
regarding the acceptance or declining of the gift. 

4.  Bank accounts 

4.1 Opening and maintenance of bank accounts 

All VAHPA funds will be maintained in bank accounts held under a registered name of 
VAHPA. Existing accounts in the name of HSU Victoria No 3 Branch may continue to be 
maintained under that name. Any new accounts shall be opened and maintained in the 
name of Victorian Health Professionals Association. The Branch Secretary will be 
responsible for the ongoing management of VAHPA bank accounts.  

VAHPA bank accounts are only to be opened or closed with the approval of the Branch 
Committee. Any breach of this policy resulting in a bank account opened without the 
required approval will be deemed to be unauthorised, and VAHPA will not accept any 
responsibility for any liability that may arise. Persons responsible for opening an 
unauthorised bank account may also be subject to disciplinary action and / or civil or 
criminal proceedings. 

Operating accounts, ie bank accounts from which day to day payments such as payroll and 
general supplier invoices are paid, may only be established where internet banking allows 
multiple signatories to be required to approve EFT transactions.  

Where bank restrictions do not allow multiple authorisations, such accounts may only be 
established for special purposes, for example investment accounts, and payments must be 
restricted from these accounts such that they may only be made to VAHPA’s operating 
accounts. 

Once a resolution has been passed by the Branch Committee directing the opening of a 
bank account, paperwork to open and operate the account may be signed by the Branch 
Secretary, and either two other Branch Committee members or one other Branch 
Committee member and the Governance and Finance Manager. 

4.2 Account signatories  

Bank signatories must be authorised by the Branch Committee to act as a signatory 
separately for each and every bank account. Eligible signatories to VAHPA’s bank accounts 
include any member of the Branch Committee, Branch Trustees, and the Governance and 
Finance Manager. Up to five signatories shall be set up to operate each bank account, with 
the actual number and composition of the signatories determined by operational needs. 

EFT passwords and security tokens are assigned to authorised Officers, and those 
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individuals must not disclose their passwords or allow their security tokens to be used by 
any other person. 

4.3  Surplus funds 

The main operating account shall generally be maintained with a balance of between 
$10,000 and $100,000, subject to the requirements of cash flow projections. Surplus funds 
shall be invested in a high interest account, term deposit, or other low risk bank account or 
financial instrument. 

Where surplus funds are invested in a fixed term deposit or similar financial instrument, 
once the account is established approval must be given by the Branch Committee for any 
extension to the term of greater than 12 months. Rollover of funds of 12 months or less 
does not require approval by the Branch Committee unless the Branch Committee directs 
otherwise. 

In determining how to invest surplus funds, consideration should be given to the return on 
investment, level of risk (with preference for low risk), liquidity, and the degree of social and 
environmental responsibility of the investment and the financial institution. 

Reference: Rule 53 in the Union Rules  

5.  Purchasing 

5.1 Tendering and procurement  

VAHPA is committed to ensuring that the procurement of goods and services represents 
high quality and good value, is done transparently in the best interest of VAHPA and its 
members, and reflects the values of environmental and social responsibility. 

A sound framework for procurement of goods and services will be based on the fact that 
procurements will be properly defined, documented, cost planned and approved by the 
appropriate level of VAHPA Management. All major procurements will be subject to 
appropriate written contracts with the chosen supplier. 

Formal tenders are required if: (i) goods or services of a capital nature exceed $30,000, or 
(ii) operating goods or services exceed $50,000 in any twelve month period. Tenders will be 
evaluated by the Governance and Finance Committee with recommendations provided by 
the Branch Secretary.   

For more information, refer to the Tendering and Procurement Procedure (Annexure B). 

5.2 Normal operating expenditure 

The Branch Secretary is authorised to make and commit to normal operating expenditure. 
Normal operating expenditure includes budgeted expenses including but not limited to 
audit fees, building costs, cleaning, computer costs, consumables, delegate expenses, 
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insurance premiums, electricity, postage, printing and stationery, campaign expenses, 
member services, motor-vehicle running costs, rates and taxes, repairs and maintenance, 
staff expense claims, subscriptions, telephones and travel expenses. 

The limit of expenditure on any of the above items without requiring further approval by the 
Branch Committee is $30,000. 

The payment of wages, superannuation and associated ATO payments are excluded from 
the above limit and are to be paid in accordance with the resolution of the Branch 
Committee setting those wages. The Governance and Finance Manager is authorised to 
prepare payments based on these prior instructions regarding the classification and salary 
for each individual Paid Official or employee. 

If a contract for goods or services has been approved by way of resolution by the Branch 
Committee under this policy, any expenditure incurred within the approved contract outside 
normal delegation limits may be approved for payment by the Branch Secretary. 

5.3 Donations and Sponsorships 

VAHPA recognises that unions are, by their nature, political organisations dealing 
specifically in matters of collective bargaining, employment relations, social justice, public 
policy, social welfare, industrial law and legal structures, social control of production and 
services, workplace safety standards, national economics and political education for 
instance. 

VAHPA further recognises that the ideology and practice of relevant political actors, 
including activists, campaigners and elected representatives, and the structures via which 
they operate may have a significant impact on the lives of union members and on the 
efficacy of unions.  

While VAHPA does not believe it is appropriate to formally affiliate with any political party—
unless specifically directed to take such action by the membership—it does take seriously 
the obligation to be politically active and involved. Donations and sponsorships are 
legitimate and necessary mechanisms by which VAHPA may support political actors whose 
political philosophy is aligned to the political philosophy and needs of VAHPA. 

Donations and sponsorships are not considered normal operating expenses and require 
prior approval by resolution of the Branch Committee. The branch annual budget is to 
identify an allocation for donations and sponsorship. Donations and sponsorships may not 
exceed one percent of the total membership contribution in the relevant financial year. All 
donations and sponsorships must be declared to the membership. 

5.4 Travel, meals and entertainment expenses 

Travel within Victoria and interstate is a necessary part of the business of VAHPA, and may 
be required to be undertaken by staff and Elected Officials from time to time. Overseas 
travel must have the prior approval of the Branch Committee and will only be approved in 
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exceptional circumstances where there is a clear and direct benefit for members arising 
from the travel. Meal expenses can be incurred as part of travel, or on occasion as a stand-
alone expense. 

Entertainment expenses should normally be avoided, however in exceptional instances they 
may be required as part of VAHPA business. All entertainment expenses must be approved 
by the Branch Secretary prior to being incurred. 

Payment for costs associated with travel, meals and entertainment can be made as one, or 
a combination of: 

(i) direct payment by VAHPA for the reasonable cost associated with travel, meal or 
entertainment expenses, 
(ii) by using a VAHPA-issued credit card in accordance with the Corporate Credit 
Card Procedure, 
(iii) by submitting a claim for payment in accordance with the Business Expense 
Reimbursement Procedure, 
(iv) in the case of taxi travel, by Cabcharge voucher, or 
(v) in the case of petrol, Motorpass card.   

In the case of flights and accommodation, payment shall be made by direct payment by 
VAHPA unless there is a compelling reason why another method should be used. 

For more information refer to VAHPA’s Travel, Meals and Entertainment Policy (Annexure F). 

5.5 Payroll 

The Governance and Finance Manager and Financial and Administration Officer have 
standing authorisation to prepare and upload for payment authorisation EFT payments for 
wages based on prior instructions regarding the classification and salary for each individual 
Officer as authorised by the Branch Committee. 

Paper copies of payroll records shall be kept by the Governance and Finance Manager. 
Payroll records shall include details of amounts paid to each officer and how these amounts 
were calculated, along with supporting documentation such as leave application forms, 
overtime forms, time sheets, and any other relevant documentation. 

Each pay run shall be authorised by the Branch Secretary (or where this is not practicable, 
the Assistant Secretary). Authorisation shall be indicated by application of the Branch 
Secretary’s (or Assistant Secretary’s) signature to the paperwork. To avoid delaying the pay 
run, approval may take place after the EFT payments have been processed if required. 

5.6 Extraordinary operating expenses 

Expenditure that is not expenditure for the general administration of VAHPA or for purposes 
reasonably incidental to the general administration of VAHPA is considered extraordinary 
expenditure and must be approved by the Branch Committee before the expenditure is 
incurred. The approval of the extraordinary expenditure by the Branch Committee must be 
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recorded in the relevant minutes. 

5.7 Legal expenses 

Legal costs may be incurred by VAHPA in representing the interests of a member or group 
of members, or in seeking legal advice or representation for VAHPA. Before a matter is 
referred to the preferred legal firm and counsel, a cost estimate should be provided by the 
legal firm to VAHPA for approval.  

Generally, approval by the Branch Committee is required before incurring any legal costs. 
However, where the need to contract legal assistance at short notice prohibits going 
through the approval process above, the Branch Secretary can give approval for legal costs 
up to a maximum of $15,000. 

5.8 Capital purchases 

Capital purchases refer to the acquisition of assets, ie tangible or intangible items of value 
that are owned or leased by the organisation and are expected to bring a future benefit to 
the organisation. For practical purposes, items that otherwise meet the definition of an 
asset but have an acquisition cost less than $300 are treated as normal operating 
expenses. 

The Branch Secretary may approve the purchase of assets up to a value of $15,000. Any 
items of a capital nature that are above this limit must be approved by the Branch 
Committee and recorded in the relevant minutes before any commitment to purchase is 
made.  

A copy of the resolution must be attached to the invoice for audit evidential purposes.   

5.9 Approval matrix  

The approval matrix shows the approval limit for different levels of management and 
different types of expenses. For the purpose of determining approval levels in the approval 
matrix, multiple items that are identical or are substantially identical or form part of a set are 
to be considered one unit. 

A list of the names of staff with approval delegation according to the approval matrix, and 
their level of delegation, shall be provided to the Branch Committee.  

Changes to the list shall be minuted at the Branch Committee meeting following the 
change.  

 

 

 



Rule 90 Policy   	  

VAHPA Finance Policy v3.4        23/08/2016  Page 20 

Level of management Approval limit 

 Normal operating 
expenses Capital purchases Extraordinary 

expenses 

Branch Committee 
> $30,000 

> $50k: Formal tenders 
$30-50k: 3 quotes 

> $15,000 
> $30k: Formal tenders 

$15-30k: 3 quotes 
> $NIL 

Branch Secretary  
$30,000 

$15-30k: 3 quotes 
$5-15k:2 quotes 

$15,000 
$5-15k: 2 quotes 

<$5k: 1 quote 

Urgent legal 
expenses: 
$15,000 

Other expenses: NIL 
Governance and 
Finance Manager $5,000 $1,000 NIL 

Finance and 
Administration Officer $1,000 $1,000 NIL 

Line Managers $500 $500 NIL 

Organising Support 
Officer $300 NIL NIL 

 

6.  Payments 

6.1 Accounts payable 

Each payment must be accompanied by original supporting documentation. The 
Governance and Finance Manager shall ensure the following: 

• All invoices will be approved by VAHPA Management or the Branch Secretary 
according to the approval matrix prior to them being put through the payment 
process. Where practical the principle of segregation of duties should apply, that is 
approval of a payment by the same person processing the payment should be 
avoided. The general rule is the higher the monetary value of the payment, the more 
important the principle of segregation of duties is. 

• Invoices must be paid according to the agreed invoice terms and must be 
processed on a timely basis to ensure continued good relationships with vendors 
and suppliers. 

• For EFT payments, where practicable the supplier’s bank account details must be 
independently verified prior to being authorised. 

• Original supporting documents, including invoices, will be maintained in the 
appropriate file. 
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6.2 Credit cards 

Note: For the purposes of this policy, ‘Credit Card’ shall include any Visa or Mastercard 
card, whether it is a credit card or debit card. 

Credit cards may be issued to Paid Officials and employees, subject to such individuals 
demonstrating a need for a credit card in the conduct of their official duties. Approval for a 
VAHPA credit card, the name of the officer to be assigned the credit card, and the limit of 
that credit card is required for each and every credit card by the Branch Committee by way 
of resolution. The Governance and Finance Manager must maintain a register of all 
cardholders and limits. 

Credit cards are only to be used for bona fide VAHPA business and in accordance with this 
policy and associated procedures.  

Upon receipt of the credit card, an Acknowledgement of Receipt and Agreement to 
Conditions of Use form must be signed by the Officer, demonstrating an understanding of 
VAHPA’s Corporate Credit Card Procedure. This includes information on the authorised and 
unauthorised use of the card, reconciliation procedures and credit card controls. 

The Finance Manager will provide a summary listing of all expenditure incurred on VAHPA-
issued credit cards to the Governance and Finance Committee in the monthly and quarterly 
reports described in section 3.2 above. 

For more information, refer to VAHPA’s Corporate Credit Card Procedure (Annexure D). 

6.3 Petty cash 

The petty cash float is maintained by the finance department and will be used to reimburse 
Officers for small, incidental business-related expenditure. Petty cash claims are limited to 
$100 per transaction. 

Claims for petty cash reimbursement of $40 or more require a completed Expense Claim 
Form in accordance with the guidelines provided in the Business Expense Reimbursement 
Procedure. Petty cash claims of less than $40 do not require the completion of an Expense 
Claim Form, however claimants must initial the receipt to indicate their acceptance of 
responsibility for their claim. All petty cash claims require supporting receipts evidencing 
the claim. Reimbursement will only occur once this has been completed. 

Petty cash may only be issued by staff with delegation in line with the Approval Matrix. 

Under no circumstances is it permissible for a Paid Official or employee of VAHPA to 
borrow money from the petty cash float for non-business related purposes. 

The petty cash float may be topped up by using incoming cash payments from membership 
fees, merchandise sales and other income sources. When necessary, the petty cash float 
may be topped up through a cash withdrawal at an ATM of up to $500 from a VAHPA credit 
card account. 
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6.4 Business expense reimbursements 

It is the policy of VAHPA to reimburse members and employees for ordinary, necessary and 
reasonable expenses when those expenses are directly related to VAHPA business 
operations. Requests for reimbursement of business expenses must be submitted on the 
Expense Claim Form with all relevant and approved documentation to support the claim. 

The Business Expense Reimbursement Procedure sets out the required documentation, 
approval required and how payments will be made. In addition, the procedure gives 
guidelines on reimbursable expenses and lists examples of non-reimbursable expenses. 

For more information, refer to VAHPA’s Business Expense Reimbursement Procedure 
(Annexure E). 

6.5 Electronic funds transfers (EFT) 

All EFT transactions from operating accounts must be authorised by the Branch Secretary 
and two other members of the Branch Committee. EFT transactions will be prepared and 
uploaded to internet banking by the Finance Manager. In the case of direct credit 
payments, this will by by ABA file created by the accounting software. BPay payments may 
be created directly in the internet banking portal rather than ABA file upload. Requests for 
online authorisation for both types of EFT transactions must be made by the Finance 
Manager by email to all signatories for the bank account from which the payments will be 
transacted. Such requests shall be accompanied by sufficient documentation for the 
signatories to identify the amount, payee and purpose of each transaction including 
individual payments in a batch file. 

Approval for transfers between bank accounts must be authorised by the Branch Secretary 
and two other members of the Branch Committee. This applies regardless of whether the 
bank account is set up to require multiple signatories. Authorisation for transfer shall be 
requested by email detailing the amount of the transfer and an explanation of the reason for 
the transfer, and the transfer must not take place until all authorising officers have given 
their consent to the approval. Generally the approving members will be the signatories of 
the main operating account unless the bank account is set up with different signatories. In 
either case, the requirement for authorisation by the Branch Secretary and two other 
members of the Branch Committee applies. 

6.6 Direct debit requests (DDRs) 

Approval for payment by DDR must be authorised by the Branch Secretary and two other 
members of the Branch Committee. Approval may be indicated by the signing of the DDR 
request form requesting the bank to pay the DDR and / or by email or other written format. 

All DDR transactions will be examined by the Governance and Finance Committee in the 
monthly and quarterly reports described in section 3.2 above. 
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6.7 Cheques 

Payment by cheque is a slow and inefficient method of making payments, and should 
generally be avoided. However, in rare cases cheques may be the most effective or only 
method of payment. 

All cheques and written authorisations for the transfer and/or disbursement of funds of 
VAHPA shall be signed by the Branch Secretary together with any two members of the 
Branch Committee.   

Cheques will not be made payable to ‘Bearer’, ‘Cash,’ or any other unidentifiable entity. 

Blank cheques will not be signed and left blank to be filled in later by a third party. 

6.8 Cash Withdrawals 

Cash withdrawals may not be made from bank debit accounts. 

Cash withdrawals may be made from credit card accounts only for the purpose of topping 
up the petty cash float, and must be made through a cash withdrawal at an ATM of up to 
$500 in line with section 6.3 above.  

Cash withdrawals may not be made for any other purpose. 

7.  Asset Management 

VAHPA uses a variety of assets for the successful delivery of its business operations. 
VAHPA assets may include such items as land, buildings, fixed equipment, infrastructure, 
motor vehicles and moveable equipment. The following points apply to VAHPA assets: 

• VAHPA will maintain an asset register of all owned assets. 

• All employees will be responsible for using assets in accordance with VAHPA’s 
policies and procedures. 

• VAHPA will maintain a program of regular inspection of all assets. 

• The Finance Manager will determine the life of each asset, which will include the 
written-down value and depreciation value, determined in accordance with current 
applicable accounting regulations. 

• The Branch Secretary and the Branch Trustees will ensure adequate insurance 
cover is maintained on VAHPA assets. 

7.1 Motor vehicles 

VAHPA may provide motor vehicles to designated employees for business operations and 
associated use. The type, make and model of all VAHPA vehicles to be purchased or leased 
will be determined by the Branch Committee. 

All VAHPA Officers who use the vehicles must adhere to the following: 
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• A valid driver’s licence must be produced and a copy recorded in the Officer’s file 
before that Officer may use any VAHPA vehicle. 

• An Officer must notify VAHPA immediately of any medical conditions, licence 
cancellation or other restriction that may affect his or her ability to use a VAHPA 
vehicle. 

• VAHPA Officers must observe the ‘rules of the road’, abide by all relevant road-user 
legislation and agree to use the vehicle in a safe, comfortable and reliable manner. 

• VAHPA Officers must report to the appropriate parties any cases of accident, 
incident or emergency. 

• A VAHPA Officer using a VAHPA vehicle must keep a copy of all receipts relating to 
the vehicle and its usage. 

• All VAHPA vehicles used for business operations must be kept in a condition that is 
safe, clean and complies with the relevant legislation in relation to the licensing of 
the vehicle. 

For more information, refer to VAHPA’s Motor Vehicle Procedure (Annexure C).  

7.2 Property management 

Additional policy clauses relating to property owned by VAHPA will be developed if and when the 
Branch Committee approves or considers approving the purchase of any land and/or buildings. 

New lease agreements may be approved by the Branch Secretary, unless they exceed 
three years in duration or a value of thirty thousand dollars per annum. The Branch 
Committee will approve any lease agreements that are scheduled to be for more than three 
years or a value of thirty thousand dollars per annum. Any repairs and maintenance or 
capital costs are subject to the guidelines set out in this policy. 

8.  Income management 

8.1  Membership fees 

Membership contributions shall be managed by the membership department, under the 
supervision of the Governance and Finance Manager. This includes managing and 
recording in the membership database all payments received, refunds made, changes to 
subscriptions and membership fee rates, new memberships and resignations. 

8.1.1 Direct debit requests (DDR)  

DDR is the preferred method of payment of membership fees, and may be set up from the 
member’s bank account or credit card. All new members will be set up to pay their fees by 
DDR at the time of joining. Payment by invoice will be phased out over time, and members 
may not switch to this method. Payment by payroll deduction is not accepted by VAHPA. 
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DDR processing facilities will be provided by an external company. At the time of approval 
of this policy, direct bank account DDRs are processed by Ezidebit Pty Ltd, and credit card 
DDR processing is being transitioned from Ezidebit Pty Ltd to Direct Payment Solutions 
Australia Pty Ltd (DPS). The Finance Manager shall ensure that member DDR service 
agreements, DDR authorities and other forms, are designed and maintained in line with the 
contractual agreement with the applicable DDR processing company. DDR records that 
originate in electronic format shall be kept for a minimum of seven years in electronic 
format. DDR records that originate in paper format shall be kept for a minimum of two years 
in paper format, and scanned copies of paper DDR records kept with other electronic DDR 
records for a minimum of seven years. 

Rejected DDR payments will be monitored and may be resubmitted for up to a further two 
attempts. Members with rejected DDR payments will be contacted to confirm their details 
and / or to provide an alternative bank or credit card account. The member may elect to 
make a real time credit card payment for the rejected payment, or alternatively authorise 
the rejected payment to be resubmitted for processing. If contact cannot be made with the 
member, their subscription shall be inactivated and when they become six months 
unfinancial they will be eligible for the purge process. 

8.1.2 Invoice payment 

Members paying by invoice may pay by BPay, credit card, cheque, money order or cash. 
Cheques and money orders shall be allocated against the member’s record in the 
membership database and recorded in MYOB on receipt. Cheques shall be banked into 
VAHPA’s bank account within two weeks of receipt of the cheque. Money orders shall be 
cashed within two weeks of receipt, and the cash proceeds shall either be deposited into 
VAHPA’s bank account or paid into petty cash. In addition to records kept in the electronic 
member database, manual records shall be kept for all credit card, cheque, money order 
and cash payments. 

8.1.3 Refunds 

Resigning members may request a refund of any overpayment if the amount of the 
overpayment is one month or more of membership fees. Members switching to a lower 
membership subscription rate shall have any credit arising from the change held in their 
account. Any overpayment of fees caused by administrative or other error will be refunded 
to the member as soon as practicable. All refunds to members must be approved by the 
Finance Manager in writing, and include evidence of the payment and reason for refund. 
Refunds must be made into the account from which the payment was made wherever 
possible. 

8.1.4 Reconciliation with banking records 

Payment records kept within the electronic database system will be reconciled with banking 
records and the MYOB accounting system on a monthly basis. Any variances must be 
investigated. 
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8.2  Bad debts 

VAHPA is committed to minimising any bad debts that it may incur. A bad debt is an 
amount that is written off by VAHPA. VAHPA will take all reasonable and practical means to 
recover any outstanding monies owed to the organisation. 

To minimise any bad debts that may occur, VAHPA will identify outstanding debts when 
they become past due, and implement a range of measures to follow up debts at identified 
intervals. 

Debts will be written off only when all reasonable efforts for recovery have been taken.  The 
Branch Secretary will recommend to the Branch Committee debts to be written off.  

Unfinancial members may have their unpaid fees waived if they agree to a direct debit 
payment plan. A listing of such members and supporting documentation is to be tabled to 
the Branch Committee for approval of any fee waiver prior to the waiver. 

9.  Policy implementation 

This policy is to be implemented through the procedures and arrangements established 
under the Union Rules, which has been designed to provide compliance with financial 
management, ensuring accountability for employer, employees, Elected Officials and 
members. 

9.1 Training and distribution 

This policy shall be distributed to all staff and Branch Committee members. Training on this 
policy including the Annexures shall be provided to all staff including new staff within one 
month of their commencement. 

9.2 Breach of this policy 

Failure to comply with this policy, or of the associated procedures, could result in 
disciplinary action, suspension, removal from position, termination of employment 
(dismissal), or termination of vendor contracts and agreements. Additionally, individuals 
may be subject to loss of VAHPA access, privileges, civil and/or criminal prosecution. 

9.3 Enquiries and faults 

By adhering to this policy, Elected Officials, employees and members of VAHPA will 
generally ensure that they are complying with the requirements of the Union Rules and 
relevant legislation. However, there may be instances when inadvertent breaches could 
occur. When in doubt, or for assistance in interpreting this policy, or to report a breach of 
this policy, contact the Branch Secretary or the Finance Manager. 

9.4 Policy review 
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The Finance Policy can be amended by a resolution passed by no less than 70 per cent of 
all members of the Branch Committee in accordance with Rule 90 in the Union Rules. Such 
an amendment can be rescinded by a plebiscite of VAHPA membership in accordance with 
Rule 60 in the Union Rules. 

9.5 Dissemination of policy 

A copy of this policy will be published on the website of the VAHPA. 

9.6  Policy Version Control 

Date Author/Department Version 
number 

Change summary 

19 Dec 2012 Administrator 1.0 Original 

05 June 2013 Branch Committee 2.0 3.3.4 Capital purchases as per 
Resolution BC060/2013 

16 June 2015  Branch Committee 3.0 Major revision 

22 Sept 2015 Branch Committee 3.1 Minor revision to 6.2 to provide for 
debit cards 

08 Dec 2015 Branch Committee 3.2 Campaign expenses including in 
normal operating expenses 

07 Jun 2016 Branch Committee 3.3 
Changes to approval matrix & 
update to reflect change to 
Governance and Finance Manager 

23 Aug 2016 Branch Committee 3.4 Change to approval matrix, 
insertion of new clause at 5.3 

 


