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SCHEME OF DELEGATION

As the Governing Body of Tregonwell Academy we take on the strategic responsibility for the budgetary and financial management; personnel and staffing procedures; child protection, health, safety and security management.

Financial Delegation

To ensure sound financial control, this policy statement specifies the decisions of the full governing body with regard to which financial functions it chooses to delegate to a committee and which to an individual.  Where responsibility has been delegated, all decisions and actions taken will be reported back to the full governing body and properly recorded.  

The policy takes into account:

i) Bournemouth Borough Council’s Scheme for Financing Schools 

ii) Schools’ Financial Regulations 

iii) Schools’ Financial Procedures 

iv) Scheme of Internal Control

Governors do not incur any personal liability in respect of anything done honestly, reasonably and in good faith in exercising their power to spend a school’s budget share, or delegating that power to the Finance & Resources Committee and Executive Head Teacher. The governing body, as a corporate body, is accountable for all actions taken in its name by individuals or committees to which it has delegated functions. Where the Finance & Resources Committee (F&RC) and Executive Head Teacher (EHT) delegate tasks to other members of staff, the F&RC and EHT remains accountable to the governing body. 

The full governing body will review this policy annually. 

All policies are subject to scrutiny by the Policy and Curriculum Committee who will then advise the Full Governing Body with recommendations.

The Governing Body has overall responsibility for ensuring that the school’s finance is managed effectively and for approving and monitoring the budget.  They should establish the financial limits of delegated authority to the Executive Head Teacher (EHT), Business Manager Finance & Property Services (BM) and Finance & Resources Committee (FC) and have clear guidelines detailing their responsibilities set out in the terms of reference.
The Governing Body delegates day-to-day responsibilities to the Executive Head Teacher (EHT) School Business Manager - Finance & Premises (BMF) and the Business Team Assistant (BTA)/ Centre Administrator PACS (CA)  in the following ways:

1.
The governing body has overall responsibility for:

1.1 
Setting an overall Improvement Plan and defining its strategy

1.2
Prioritising spending in order to derive a budget plan

1.3
Reviewing the first formal draft budget plan March/April.
2.
Responsibility is delegated to the Executive Head Teacher to:

2.1
The Governing Body is provided with financial advice at appropriate times.

2.2
Ensure that adequate financial systems and controls are in place to monitor and control the school budget.

2.3
Ensure that budget managers, to whom budgets have been delegated, carry out continuous monitoring of their budgets.

2.4
Take such action to prevent any overspends of the school budget.

2.5
Accounts are prepared and maintained as required by the governing body, the LA and the DCSF.

3.
Responsibility is delegated to the Business Manager Finance for:

3.1
The management of the budget setting process in line with the  strategic direction of the school.

3.2
Monitor budgets with budget managers.

3.3
Submitting the budget plan to the Governing Body for approval.
3.4
Submitting the approved and signed budget plan to the LEA by 31st  May each year.
3.5
The management of cash handling and credit card usage.

3.6
Submission of all relevant returns to the LA.

4.
Responsibility is delegated to the Business Team Assistant & Centre Administrator for:

4.1
The administration of the day to day procedure of raising Purchase Orders processing invoices and other related financial administration duties.

4.2
Business Team Assistant - handling of petty cash under the authorisation of the BMF. Petty cash issue authority up to £10.00; BMF £10+.  Centre Administrator handling of petty cash for PACS.  All receipts and expenditure to be authorised by budget holders.

4.3
Processing of the monthly procedures relating to payments and expenditure/payroll charges by the LA.  Preparing the monthly reconciliation to the LA for the BMF.
4.4
Centre Administrator (only) – submission of personnel/payroll returns to the LA and any insurance claims required.
Financial Delegation of Responsibility – Governing Body / Finance & Resources Committee / Executive Head Teacher
	Level 1
	Decisions made by the Governing Body

	Level 2
	Decisions made by the governing body with advice from Finance & Resources Committee and the Executive Head.

	Level 3
	Decisions delegated to the Executive Head

	Level 4
	Decisions made by the Executive Head.

	No:
	Function cannot legally be carried out at this level.

	Yes:
	Recommended level(s) or where law assigns specific responsibility.

	Blank:
	Action could be carried out at this level if the governing body so decides, but is not generally recommended.

	Asterisk:
	Functions that the whole governing body must consider.

	
	Decision Level

	Task
	Level
	Level
	Level
	Level

	
	1
	2
	3
	4

	1.
	Approve the first formal budget plan each financial year*


	
	yes
	no
	no

	2.
	Monitor monthly expenditure


	
	
	yes
	

	3.
	Miscellaneous financial decisions, e.g.:  write-offs, budget virements


	
	yes
	yes
	

	4.
	Investigate financial irregularities (Executive Head suspected)


	yes
	no
	no
	no

	5.
	Investigate financial irregularities (Others suspected)


	
	yes
	yes
	

	6.
	Enter into contracts (above financial limits determined by the school)


	
	yes
	
	

	7.
	Enter into contracts below financial limits determined by governing body


	
	
	yes
	

	8.
	Make payments for goods / services


	
	yes
	yes
	

	9.
	Pay discretion’s (Executive Head not to advise on own pay)


	
	yes
	
	no

	10. 
	Determine dismissal payments / early retirement


	
	yes
	yes
	

	11.
	Set a premises charging and remissions policy*


	
	yes
	no
	no

	12.
	Ensure provision of free school meals to those pupils meeting criteria


	
	
	yes
	no

	13.
	Set up register of governors’ business interests


	
	yes
	no
	no

	14.
	Approve and set up a governors’ expenses scheme


	
	yes
	no
	no



	Main Activity
	Detailed tasks
	Responsibility 

	Planning the budget
	· Identifying priorities with reference to the School Strategic Plan (SAP)

· To estimate allowance, income, grants etc.


	FGB, after input from sub-committees & EHT following proposals from SLT & advisors

LA, EHT & BMF 

	
	· Making recommendations & proposals.

· To check pupil numbers and forecast future rolls.

· To review and propose changes in staffing needs.

· To draft budget options.
	EHT + BMs (Business Managers.)

EHT & BMs

EHT, FGB, SLT & BMs

BMF

	
	· Examining projections of spending


	FC + FGB

	
	· Examining recommendations & proposals and evaluate budget options.

· To prepare final draft.
	FC + FGB

BMF

	Approving the budget
	Deciding upon the annual allocations
	Full Governing Body

	Monitoring 
	· Regular reviews each month
	BMF reporting to EHT

	the budget
	· Review financial report from the LEA each month. 
	EHT & BMF

	
	· Collating information & presenting reports to the Full Governing Body or Finance Sub-committee at least once a term
	EHT & BMF

	Virements and Additional Allocations


	· Deciding upon major virements  and additional allocation of funds in connection with annual allocations & in response to in-year budget variations.
	Prior approval of FGB for virements & allocations over £50,000

	To be reported/ratified at next FC meeting.
	· Deciding upon minor virements & allocations in response to need during the course of the year.

· Allocation of funds relating to health and safety or staffing issues.
	Executive Head may approve virements & Allocations up to £2,500 (Total limit £10,000). Chair of Govs/Chair of Fin. Approval up to £5,000. FC quorum to approve up to £10,000.  FC approval up to £50,000.

Executive Head may approve allocation of funds up to £5,000 providing approval is sought at next FC


Financial Delegation – Finance & Resources Committee / Executive Head Teacher / Business Manager Fin. / Other Staff

	Main Activity
	Detailed Tasks
	Responsibility

	Reconciliation of Accounts
	· Checking the completeness & accuracy of the accounts as shown on the budgetary control sheets/ monthly income & expenditure summaries / computerised accounting system
	Business Mgr. Fin. ( report to Executive Head

	
	· Seeking clarification & initiating queries
	Executive  Head + Business Manager Fin.

	Creditor payments
	· Issuing cheques, making payments by credit card
	Business Manager Fin & Centre Administrator.

	
	· Authorization payments
	BMF. + another signatory (ideally EHT). 

Head of Centre & Centre Administrator 

	Carry-forwards: policy on 
	· Monitoring & identifying areas of overspend / underspend in course of & at the end of, financial year
	Business Mgr. Fin. ( report to Executive Head

	& use of retained balances
	· Consider the implications of overspends/underspends for budget planning
	Executive Head + FC + Bus. Mgr. Fin. (BMF)

	Purchasing
	· Approving expenditure,  not including long term & lease contracts
	Head of School/Centre & Business Manager Fin. under £5,000.


Executive Head under £15,000.
FC over £15,001

	
	· Obtain 3 quotes for purchases between £1,000 & £4,999
	Budget Holders 

	
	· Obtain minimum of 3 quotes for purchases between £5,000 & £14,999
	Budget Holders with assistance of BMF

	
	· Tendering for purchases over £15,000 or where relevant following guidelines in Bournemouth Borough Council School Financial Regulations
	Business Mgr. Fin. ( report to Executive Head

	Income generation
	· Planning & initiating activities
	FC + FGB

	
	· Incorporating projected income into budget planning
	Executive Head + FC


	Main Activity
	Detailed tasks
	Responsibility 

	Petty Cash (P/C) handling


	· Management of P/C - Bicknell.

· Management & administration of P/C -      PACS.
· Administration of P/C - Bicknell
	BMF

CA (some reference to BMF)
BTA & BMF

	
	Tregonwell Academy
· Petty Cash max £500 float of which:
· ACE Petty Cash float £50.
· Front Office Petty Cash Float £20.
· Tuck Shop Petty Cash Float £8.
PACS

· Petty Cash max £250 float of which: 
· TLC Petty Cash float £30.
	MBF & BTA

ACE Administrator

Reception Administrator

Front Office Administrator

Centre Administrator
TLC Administrator

	
	· Monthly reconciliation of petty cash taking; cash, income, expenditure vouchers and any claims awaiting reimbursement, into account.
	Petersfield Campus – BTA

PACS – CA

	
	· Authorisation of Petty Cash advances up to £10 with voucher signed by budget holder.

· Authorisation of Petty Cash advances up to £50 with voucher signed by budget holder.
· Advances of Petty Cash over £50 must be agreed in advance in order that sufficient funds can be secured.
· Expenses up to £10 will be reimbursed by P/C over £10 by cheque unless authorised.
	BTA / CA (& Budget Holder)

BMF (Petersfield Campus)/ Head of Centre (PACS) & Budget Holder.
BMF (Petersfield Campus)/ Head of Centre (PACS) and Budget Holder.
Authorisation BMF (Petersfield Campus) / Head of Centre.



AUTHORISATION LIMITS

The following table provides the authority limits set by the Governing body for public funds

	
	To £1,000
	To £5,000
	To £15,000
	Over £15,000

	Cheques 
	Petersfield Campus – Always BMF or EHT and one other ideally Head of School or Business Manager HR & Admin or Chair of Govs.

PACS – Always CA or Head of Centre and one other ideally Deputy Head

Cheque Signatories

Petersfield Campus:  EHT / Head of School / Chair of Govs. / Business Managers

PACS:  EHT/ Head of Centre / Centre Administrator/Chair of Govs/Deputy Head / BMF
	Petersfield Campus– Always BMF  & EHT.

Head of School or Chair of Govs as second signatory if BMF or EHT is away on prolonged sickness.

PACS – Always EHT & BMF.

Head of Centre or Chair of Govs as second signatory if BMF or EHT away on prolonged  sickness.

	Petty Cash 
	Limit £500 – Bicknell  /  £250 - PACS

	Purchasing

(within approved budget)


	Initial Request – Budget Holders 

Approval – Petersfield Campus – BMF
Approval – PACS – Head of Centre


	Initial Request - Budget Holders

Checked by BMF + Head Centre/School
Approval by Executive Head
	BMF prepare. 

Approval by the Executive Head + Governors

	Quotes/ Tenders
	Catalogue prices, one quote
	Three quotes
	Minimum three quotes
	Tender if appropriate

	Disposal of Assets in excess of £6,000.
	Governing Body approval

	Gifts
	N/A

	Payroll


	Executive Head except for own

Approval by Payroll Committee

	Credit card & Internet payments
	Petersfield Campus - Monthly limit £2,000

BMF issues payments by credit card, all purchases are covered by a Purchase Order entered on the Accounts System against the budget.
Immediate Approval –  Budget holders, Head Teacher or Executive Head 

Monthly reconciliation is signed by two bank signatories 
(Business Manager HR & Admin.- sign for BMF credit card reconciliation)
Site Manager has Business Card for purchase of supplies related to maintenance of Federation premises.  Limit £2,000.  Processed as for BMF

PACS – Monthly limit £1,000

CA issues payments by credit card, all purchases are covered by a Purchase Order entered on the Accounts System, signed by Head of Centre.

Immediate Approval – Budget Holders, Head of Centre or Deputy Head

Monthly reconciliation is signed by two bank signatories – Not CA.


Delegation of Staff Appointment, Grievance, Suspension and Dismissal decisions:

· The powers of appointment delegated to the Executive Head Teacher (EHT) are for appointments below the position of Assistant Headteacher.
· The Governing Body will be represented on appointment panels for the position of Executive Head Teacher, Head of School/Centre Deputy Headteacher and Assistant Headteacher and other appointments as considered relevant.
· The EHT receives and arranges the investigation of any formal complaints of grievance and the Governing Body act as the grievance hearing panel.

· Responsibility for suspending a member of staff lies with the EHT.
Safeguarding & Child Protection responsibilities:
· The Governing Body takes responsibility for the approval and regular review of the school’s Child Protection Policy and Procedures.
· The Federation’s designated Child Protection member of staff for each Centre are as follows: 
Petersfield Campus:
· Sian Thomas, Deputy Head of School
· Kathie Sweeney, ACE Leader
· Sherri Hawkins, Business Manager – HR & Admin. (Recruitment only)
Nigel Bowes Campus:

· Ray Jones, Head of PACS

· Dave Price, Deputy Head of Centre


      Throop Learning Centre:

· Alex Thomson, Head of Throop Learning Centre

· Ray Jones, Head of PACS

Health and Safety responsibilities:

· The Governing Body takes overall responsibility for the approval and regular review of the school’s Health and Safety Policy and Procedures.

· The designated Health and Safety Officer in school is the BMF. Concerns relating to the health and safety of children, staff and visitors to the school are raised at all team meetings ie. SLT, ELT, BMM.  Items are reported and actioned there.  Staff who have concerns should report them to the Health & Safety Officer and/or Site Manager.
· The Fire and Emergency Evacuation Procedures are located around the three schools and Practice Records kept by the Site Manager. The Asbestos Register is kept by the Site Manager. The Accident Book is located in the Administration Office; the Register of Visitors and Contractors is located in the Administration Office. 

Delegation of School Security responsibilities:

· The members of staff who are key and security code holders are as follows:

 
Petersfield Campus School:
· M & J Security
· Ian Hawkins, Trust Estates Manager.
· Brian Hooper, Executive Head Teacher
Nigel Bowes Campus:
· M & J Security
· Dave Price, Deputy Head of Centre
· Gary Menday, Caretaker
· Ray Jones, Head of Centre
Throop learning Centre:
· M & J Security
· Alex Thomson, Head of TLC
· Ray Jones, Head of PACS
· Staff called in case of out of school hours emergencies are as listed above.

· The recovery plan for IT systems storing financial records, pupil and staff data includes weekly back up with back up external drive being held in the school safe.
Key:

EHT – Executive Head Teacher

BMF – Business Manager, Finance and Premises
BTA – Business Team Assistant

CA -  PACS Centre Administrator

LA – Local Authority

DCSF – Department for Children Schools and Families

FGB – Full Governing Body
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Financial Delegation of Responsibility – Governing Body / Finance & Resources Committee / Executive Head Teacher / Senior Leadership Team - Business Managers











Page 4 of 13

