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Checklist: Unmet Basic Needs Fund (UBNF)


Use this checklist to asses whether UBNF support is approriate for an akonga that is chronically absent and/or non-enrolled as part of the Attendance Service.
1. Eligibility & Purpose
☐ Is the ākonga referred (chronically absent or non-enrolled)?
☐ Is there an immediate unmet basic need impacting attendance?
☐ Will addressing this need support attendance?
☐ Is this a short-term solution (not ongoing support)?
2. Type of Need
☐ Does the request relate to basic essentials (uniform, clothing, stationery, transport)?
☐ Is the item necessary (not luxury or non-essential)?
3. Funding Appropriateness
☐ No other funding source is available in a timely way?
☐ The request is not already covered by another fund?
☐ Is it NOT an ongoing cost, gift, incentive, or undocumented retrospective claim?
4. Value & Reasonableness
☐ Is the cost reasonable and proportionate?
☐ Have lower-cost or partnership options been considered?
5. Approval & Process
☐ Has the request been properly documented?
☐ Will it be approved by a different person (leader)?
☐ Does it align with your internal policies in place for the fund?
6. Recording & Accountability
☐ Is the spend documented in the ASCMS? 
☐ Will all required records be kept (approvals, receipts, amounts, notes)?
7. Equity & Good Practice
☐ Is the decision fair and consistent?
☐ Have you considered bias and cultural factors?
Final Decision
☐ Proceed with funding
☐ Decline and explore alternatives
☐ Seek guidance if unsure from your organisation’s contact person 
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